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FOREWORD

Instituie of Managenient in Government [IMG] has undertaken poneenng effon
in developing the Competency Framework for cunting edge level officials in respect of
the Departmients of Police, Scheduled Trbes Development and Social Justice, throwsgh
meetivubous analysis of job requirements and the skills required 19 motch the reguirements,
This iz for the first time that such an exercise has been done in the State. s valee has
been enriched by the pamicipatory progess followed, in addition tw the sciemific
analytical 1ools employed.

COhne of the impontant fectors resulting in under-perfomance is lack of clanty on
the tusks o be pedformed by an officinl.  This deficiency can be remedied o a large
extent by co-ordinating rapid studies using the methodology adopted by IMG. Once job
requirements are identified, 1t becomes easy 10 define the compercney that = required m
different bevels. This will facilitate improvement of capacity building. in the shon-lerm
and facilitate redesigning of qualifications and entry level tests in due course.

Once more depariments are covered, Government can develop o clear human
resource policy For different kinds of depariments relating to human development. service
delivery, care & compassion. economic development, regulation aml so on.  The policy
could eover seli and external assessment of performance and mode of capacity building.
This wall be o big boost to Goed Governance.

Mow that the standard methodology has been developed and validated this needs
tor b extended fo all the depariments. in order of prionity. It 15 imeresting 1o note that his
coincides with the policy amouncement by Government o carmark one pereent of plan
outlay for capacity building.

Mow sction plans have 10 be developed for which Competency Framework would
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The Institute of Management in Government (IMG) has taken the lead to document
job descriptions, identify competencies and behaviour levels for the 32 selected
categories/cadres at the cutting-edge level for 3 Departments. This action research has been
pioneered by Dr. Ram Mohan R, Professor, Institute of Management in Government, in the
departments of Social Justice, Scheduled Tribes Development and Police. This study is set
to be a trail blazer, as far as managing employee life cyvele and administrative reforms of

the country is concerned.

All the three departments have expressed their unconditional support in this
exercise, having given an undertaking to imbibe the outcome. The task force members and
departmental Nodal officers have worked hand in hand, with our team of professionals, to
develop the competency framework. Needless to say, if undertaken in right carnest, this
exercise has the potential to touch upon and improve all facets of employee management
system. | sincerely hope that the departments concerned may own up the work and take
this exercise to its logical conclusion. The other departments may also volunteer to partake
in this exercise. On my part, let me assure you that IMG as the apex training institute of
the state of Kerala, remains committed to partner with Departments in the process of

administrative reforms and process reengineering
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Competency Framework for Police Department 'M :

Introduction

The introduction of the concept of competency management in Indian Civil Services was
pioneered by Department of Personnel and Training (DoPT), Government of India under
a project partnered with UNDP. However, the introductory phase was limited at a policy
formulation level and not extended to personnel at cutting-edge level. In the initial phase,
competency management was introduced at Project Management Unit (PMUW) within
the Prime Minister's Office, certain sections of the Ministry of Corporate Affairs and the
Department of Personnel and Training.

The competency framework development project for civil servants operating at cutting-
edge level was taken up by IMG for three departments namely the Police, Social Justice
and Scheduled Tribes Development which arguably have a high rate of citizen interaction.

In early 2015, IMG initiated the project for the above three departments. With the involvement
of both internal and external stakeholders, task forces for selected cadres/categories were
constituted.

Through thematic working groups, the methodology for developing competency profile
and framework was developed. With a broader focus on citizen-centric governance,
competencies were selected from a dictionary consisting of 25 competencies developed
for the Indian Civil Services. The competency dictionary imbibes public service values
specific to Indian Civil Services, which are entrenched within the four pillars of Ethos, Ethics,
Equity and Efficiency.

Following research, discussions with senior officials, subject matter experts and extensive
consultations with a range of stakeholders, including among others, task force members,
potential users, carried out through brainstorming sessions, competency profiles for each
cadre/category and competency framework for the three departments were developed.
A second wave of consultation (focus group discussions) with peers and immediate
supervisors led to the identification of effective behavioural indicators for each of the
competencies identified. The new findings were subsequently presented before senior
officials and validated.

Competencies have a wide range of applications across human resource management
practices. Competencies can be applied and integrated into workforce planning, recruitment
and selection, performance management and appraisal, training and development, career
and succession planning and reward systems. Through the life cycle of an employee (inflow
— flow — outflow) a competency model serves as a roadmap for aligning HR strategy with
organisational imperatives.

A project of DARPG - IMG cO
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Rationale for Introducing Competency Management System

Like most movements, competency management has no single origin. Since the end of
1990's, competency management has become an inevitable tool for driving professional
governances.

The focus on quality customer service, flatter organizational structures, cultural changes
among others have led to a greater emphasis on the need for competency management
in government. This requires employees to develop a wider range of skills making them
responsible for continual learning and self-development. Today, the performance of
individual employees is seen as a key factor in achieving organization’s objectives. Therefore,
a number of governments have introduced competency management as a strategic tool to
achieve more efficient performance and more responsive civil service.

In 1994, Lawler referred to four forces that lead to emergence of competency management:
change of the nature of work, globalisation, growing competition and flatter organisational
structures. Twenty-first century challenges include not just globalisation, but also entail
the demand for a diverse workforce, adequate financial resources, managing ageing work
force, rapid social, environment and cultural changes etc., impacting the society.

So there are both social and economic factors that demand the need to revise traditional
personnel management practices of the government and the need to evolve towards a
competency-based system.

In India, since independence, recruitment, selection and promotion of staff in Indian
Public/Civil Service has largely been based on academic/professional qualifications; a
system borrowed from the Colonial times. The Government departments/public service
organizations following this system focus largely on administrative tasks and enforcement
of rules and regulations, without giving much importance to human resource development
and management. This results in some staff rising to senior positions without adequate
competencies, necessary for effective job performance and productivity.

Another aspect is about the changing expectations and demands of citizens. Today citizens
are more aware of their rights and are more vocal in demanding those rights. Delivering
better and diverse services to more and more people, has become a key objective of
government’s reform process. No doubt, developing countries are attempting to improve
service delivery in a variety of contexts, but the crux of the matter is not about lack of
resources but with the efficiency, effectiveness and attitude of employees, more so with
those at the citizen interfaces.

Finally, with a young, tech-savvy population, distinctive demographic profile, a diaspora
exposed to governance systems in advanced countries, there is an emerging social
realisation for professional systems.

Therefore, it is an imperative call for our government and its departments to enhance the
efficiency and effectiveness of both, its employees and the services it offers. Introducing
competency management is one critical step in that direction.
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The case for Competency Management in Select Countries

Australia: In 2001, the Australian National Audit Office (ANAO) conducted a study on
how line managers plan for and manage their staff to help achieve agency and program
outcomes and how the HR function supports people management practices to achieve
agency outcomes. It recognized the importance of capability (competency) models to
provide a framework for identifying key workforce capability requirements.

Belgium: Competency Management in the Belgium federal government was introduced as
a crucial element of a broader reform project, the “Copernicus Plan”. Prior to the Introduction
of Competency Management, there were difficulties in recruitment, retention, personnel
planning and career advancement. Competency Management enabled not only broad
organizational change, but cultural change, as well. Furthermore, it created a common
language between the different organizations and covered the different HR processes.

Canada: Since the 1970s, the government of Canada has used various leadership
competency profiles. In general, the development and modification of competency profiles
in the Public Service of Canada have been motivated by human resources needs as
well as the key initiatives and strategies of the Government. The profile of Public Service
Leadership Competencies was developed in 1998, in the context of Public Service renewal.
The profile was used in staffing and in learning & development for the Executive cadre. It
served its purpose very well, however, it was thought to contain too many competencies
that, in some cases, were too complex and abstract, and because it was developed in the
late 1990s, it did not reflect certain more recent key initiatives such as the Management
Accountability Framework (MAF) and the modernization of Human Resource Management.
The Key Leadership Competency profile, which is currently in use, establishes Values and
Ethics as the foundation of leadership and links directly to the Management Accountability
Framework - both priorities and key initiatives of the Government.

Korea: The traditional Korean Civil Service was incapable of success in a rapidly changing
environment. The Korean Civil Service had been earlier criticized for its lower levels of
competitiveness and productivity compared with the Korean private sector. The Competency
Management System in the national government was initiated as part of reform strategy and
includes the following:

e (Changing to personnel management with a future-oriented perspective,

e Improving the competitiveness of the government as a whole by selecting highly
competent personnel regardless of seniority and backgrounds,

e Encouraging the civil servants concerns on competencies and voluntary efforts for
developing their competencies,

A project of DARPG - IMG cO
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e Measuring and predicting the competencies required in the future in a valid and
objective way, and

® Making competency development possible through active participation in training and
education.

Netherlands: In the Dutch Central Government, implementing Competency Management
System offered the opportunity to further personnel development and help staff adapt to
the new challenges. It also aided in the achievement of the following:

® Increase the general employability and development of staff in changing organizations,
e Improve the quality of labour and enhance work satisfaction,

e Strengthen the bonds and commitment of staff members with the organizations and
make the organization more effective,

e Decrease the focus on function and task orientation and hence create a more flexible
attitude, and

e Promote a change in culture in the sense that civil servants are judged by the actual
results they accomplish.

United Kingdom: The British Civil Service embarked upon a competency approach to
HRM during the early 1980s. It was one of the first civil services to do so. The election
of a Conservative Government in 1979, which was committed to radically reform the role
of the State and the Civil Service, was followed by major restructuring of government
departments. Using New Public Management (NPM) ideas, the government proceeded to
introduce performance management and measurement to achieve economy, efficiency,
and effectiveness.

Although there are problems with competency management, there is widespread support
for its many benefits. Research by the Chartered Institute of Personnel and Development
confirmed the earlier findings of research on the civil service and that competency
management and competency frameworks:

e Enable a common language and standard criteria to be applied across a range of HR
functions,

Assists both managers and employees in identifying training and development needs,
Enables the organization to promote its values, goals, and objectives,

Assists in the management of change,

Enables employees to know what is expected of them (transparency), and

Is a corollary of performance management.

ect of DARPG - IMG combine
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It was also found that competency frameworks are of central importance in providing a
framework for the civil servant to take responsibility for their own learning. A recent report
for the European Academy of Business Strategy into Leadership Qualities and Management
competencies for Corporate Responsibility found that, most world-class organizations use
competencies to define and drive high performance. That certainly is true in the UK, where,
competency frameworks are used within systems of performance management.

United States: In the US Federal Government, competency management was viewed as
a tool to provide a common language for addressing desired performance indicators at
various managerial levels. It also speaks of the need for strategic alignment between the
individual and the organization. Competency models have also been promoted as means
for aiding succession planning by helping to identify individual areas of strength and
areas for improvement, particularly with an advanced career plan in mind. The reliance
on competencies reflects a move away from rank-in-position approaches to hiring, which
focused on the technical knowledge necessary for performance on the job. Rank-in-person
approaches, including competency management, reflect rapidly changing environments that
require skills that extend beyond the boundaries of any one job and indicate an individual’s
ability to adapt and learn.

Brazil: The Brazilian Federal Administration has introduced Competency Management as
part of a strategy to strengthen the capacity of the public service; an important step to
improve the ability of the administration to deliver on government priorities in key areas
such as education, social policy and environmental protection. Competency management
is being approached as a way of reorienting and strengthening training and development to
upskill the public service and to instill a culture of ongoing development. The competency-
based approach is primarily used to modernize training and development and target it to
priorities identified by individual public sector organizations. Additionally it is expected to
help in areas such as recruitment and selection, strategic workforce planning, facilitate staff
mobility, performance management, inculcating common management skills and values
identified for Brazilian public service.

A project of DARPG - IMG co
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Core Values that support Good Governance

Good governance is an indeterminate term used in the international development literature
to describe how public institutions conduct public affairs and manage public resources.

Good governance is necessary for ensuring success of development schemes, bringing
improvements in the quality of life of citizens, eradicating poverty and for realisation of the
goals of equity and equality enshrined in our constitution. This is required in view of the
rapid and fundamental changes taking place in the political, economic and technological
fields in our country. And we can achieve this only through a competent and well functioning
Civil Service. It is noted that the quality of governance is critically dependent on the quality
of public servants and a major determinant of the quality of civil servants is the rigour and
integrity of the recruitment process.

In India, civil service values have evolved over the years of tradition and are presently
codified in a set of conduct rules. Till about 2013, there was also no code of ethics prescribed
for civil servants. However, our leaders, having recognised the need for professionalising
public administration, engaged the Ministry of Personnel, Public Grievances and Pensions
and the UNDP to pilot a project in human resource management called the “Pathways
for an inclusive Indian Administration” or PIA. In 2014, the PIA project team released a
compendium to support the competency-based administrative reforms for Indian Civil
Services. The compendium primarily features a dictionary of competencies under four
pillars capturing the essence of public service values, while also imbibing the essence
of good governance and citizen-centric service delivery. It is expected that the four core
values of Ethos, Ethics, Equity and Efficiency guide every civil servant in the country. A
graphical representation is given in the following page.

ect of DARPG - IMG combine
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Competence, Competency, Competency Models and
Competency-based Systems

The study of competencies began in the early ‘70s, where a large number of jobs from
different sectors and industries were taken up for identifying what essentially differentiated
superior performers from average performers. The studies were undertaken with the
objective of identifying the differentiators that would allow organisations to recruit good
candidates, evaluate and develop them, thereby making it beneficial for both organisation
and the employee. Few terms that are relevant in this context are:

Competence — relates to performance or outcomes: It is about mastery in relation to
specified goals or outcomes and it requires the ability to demonstrate mastery of specific
job-relevant knowledge and skills. The measurement of competence at work involves the
assessment of performance in the workplace against some pre-defined set of occupational
or work-related knowledge or skill standards. These standards define the performance
criteria associated with competence in the workplace.

Competencies — on the other hand, relate to the behaviours underpinning successful
performance; what people do in order to meet their objectives; how they go about achieving
the required outcomes; what enables their competent outcomes.

In public and private sector organisations, practitioners of HR and training use both
competence and competencies in different ways. The underlying notion is that a successful
employee will possess both behavioural attributes associated with superior performance as
well as the knowledge and skills required to perform the critical elements of the job.

Having specific technical knowledge, education and experience is important, but it is not
what distinguishes between average and superior performance. Similarly, having the right
academic training and technical skills are often the threshold requirements for a job, it
serves as only the minimum credentials to get the job.

A competency model is the organisation of identified competencies into a conceptual
framework that enables the people in an organisation to understand, talk about, and apply
the competencies. A model may be developed for an entire organisation or just for specific
business units, functions, work processes, or jobs within the organisation. The content of a
fully developed competency model includes categories or clusters of competencies; the
competencies that make up each cluster; a definition of each competency; and several
behavioural indicators of each competency.

A competency-based system is one which enables us to pinpoint the characteristics that
differentiate the average worker from the exemplary worker.

ect of DARPG - IMG combine
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Applications of Competency Framework

Workforce Planning

Workforce planning is a process to measure and compare ones current workforce availability
(supply) with future workforce requirement (demand) in the light of one’s departmental
strategy and business planning process.

The workforce of a department is in a constant flux due to flows in and out of employment.
In public service it is often seen that the outflow consequent to retirement, during certain
years happens in bulk, leaving little or no choice for the department to depute or promote
competent people to fill-up those positions. Additionally, with rapid pace of social and
technical evolution, the existing personnel are not sufficiently equipped to meet changing
needs of the citizen/customer. Hence management/human resource managers in
Government have to make a distinction between short term as well as long term personnel
requirements.

The current economic, financial and demographic context demands meticulous workforce
planning and strategic management of human resources. A competency based human
resource management helps identify the existing gaps determine workforce requirements,
which will ensure that public service maintains the capacity for professional service delivery.

Selection and Entry in Public Service

The emphasis in the recruitment process into the public service is loosely focused; be
it at entry level or for that matter even for specialist selection (technical posts, lateral
entry, consultant positions on contract for example). In the lateral case knowledge of the
individuals’ past performance has a relatively limited influence on the recruitment process.
In such situations a recruitment process which values competency and performance could
be used.

Competency based human recourse management system will minimize or avoid investment
in people who do not match expectations and reduces the possibility of hiring the wrong
person in any position. It provides a complete picture of what it takes to perform the work,
and provide job aspirants with a clear and realistic picture of what is expected of them. The
competency model increases the likelihood of hiring people who stands a great chance to
succeed.

Training and Development

The obijective of all training activities is to develop specific competencies in order to bridge
performance problems. Training development plan for civil servants can be prepared after
assessing gaps between current and desired competency levels.

A project of DARPG - IMG co
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Using a competency model as the basis of a training and development system helps to avoid
a short-term perspective and ensures that the system focuses on the right things rather
than the latest things. It focuses on developing the talent that is currently unavailable in the
workforce to meet such needs. A well-structured competency model includes behaviors
with a strong correlation to effectiveness on the job and also those required for supporting
the Department’s strategic decisions. It plays an important role in keeping employee and
Department’s focused on the skills, knowledge and attitude that affect job performance.

Management of Staff Performance

A competency model can ensure agreement on performance criteria that focuses on what
needstobeaccomplished. ltalso ensures opportunity to superior officers to observe behavior,
specificity and concreteness in analyzing performance deficiencies of their subordinates in
a structured manner. It provides a shared understanding rendering transparency on what
will be monitored and measured. Normally, performance appraisal focuses on the results.
But with competency model the concern is not only with results but with behaviour and
manner with which the results are attained by the personnel. It provides a shared picture
of what is considered relevant and important for effective performance. Competencies
clarify what is expected from employees. Employee performance is evaluated in terms of
competency requirements as well as objectives. The appraisal system focuses on specific
behaviour, offering a roadmap for recognition, reward, and performance review.

While performance in itself is not a new notion in public management, in many advanced
OECD member countries, its focus has shifted from the adherence to rules and processes
to rewarding achievements. The extent of this change is not an indication of whether
services are being rendered efficiently or whether institutional goals are achieved, but the
sign that rules, processes and practices are formally oriented towards professional delivery
of outputs and the achievement of outcomes.

Career Development

Functional promotions in the government are at present seniority based. However,
implementing a performance appraisal system aims at linking career progression to the
results of the performance appraisal. As management of competencies become more
mature, linking performance evaluation to careers should become easier with specific
measures aimed at developing individuals for future promotions. It outlines employee
development and promotional paths within the Department and also provides clear direction
for learning new job skills.

According to McLagan, the competency approach is an effective tool to be used as a criterion
for career development. Competency-based career planning systems link competencies
with the development activities, which help employees learn what they need for further
development. They can review the needed competencies of all the positions and through
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comparison with the competencies they possess, identify potential positions and develop
their career plans. This will serve the cause of employees who work professionally and also
motivate competent personnel to seek professions in Government. In time, the remuneration
packages of Government professionals are also bound to increase and compare favorably
with employees in private sector.

Succession Planning

The competency model adds value to succession planning system in such a way that the
Department is able to define the abilities that are necessary for any role and also those
behaviours that are strong predictors of success. A competency model along with the
360-degree feedback process serves to create an agreed-upon list of the criteria required
by the job and helps the Department to assess its bench strength. Individual and aggregate
assessment of competency levels and relevant behaviour can help identify the presence
and absence of key capabilities at the Departmental level.

A project of DARPG - IMG c0
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Benefits of using Competency-based System

Implementing a Competency Based Human Resource Management System in a Department
has many benefits. The benefits accruing to each stakeholder is given below:

Department:
Competency-based system
e Can link organizational and personal objectives and ensure that employees are clear
about how they are expected to perform in their jobs,

e Ensures that organization-funded training and professional development activities are
cost-effective, goal-oriented and productive,

e Reduces cost overruns caused by poor performance or miscommunication of job
expectations,

Improves communication between employee and the Department,
Establishes a framework for constructive feedback during performance appraisal,
Outlines employee development and promotional paths within the organization,

Sets clear performance expectations for employees, enabling them to make better
decisions and work more effectively,

e Provides common, department-wide standards, for career levels that enable employees
to move across department boundaries.

Superior officer:

Competency-based system
e Provides clear, fair and unbiased statements to use when discussing performance,
e (Can structure employees’ development and training needs,
o Helps define career paths of sub-ordinates,

e Helps identify performance criteria to improve the accuracy and ease of hiring and
selection process,

Helps develop objective performance standards,

Provides a clear foundation for dialogue to occur between the officer and employee
about performance, development, and career-related issues.

Employees:
Competency-based system

e Gives insight into the overall strategy of the Department,

ect of DARPG - IMG combine
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Enables learning of additional competencies that are valued by the Department,
Provides clear direction for learning new job skills,
Increases the potential for job satisfaction,

Ensures that individual professional development and training milestones are recorded
and acknowledged.

Government:

Competency-based system
e Provides continuity in monitoring careers of public servants,
e Provides transparent and effective criteria to make performance evaluation,
e Enables effective and citizen-centric public service delivery,
e Improves image of governance.

Citizen:
Competency-based system
e Builds trust on the governance system,

® Provides quality services in a time bound manner,

e Paves path for encouraging inclusive and participatory approach in developmental
activities
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Moving from Output-oriented to Outcome-oriented System

A prime objective or the outcome that one would expect from a good performance-focused
HRM system is to have a suitably empowered and highly motivated public service that is
flexible, collaborative and one that is capable of providing services in a cost-effective as

well as in an output and outcome-focused manner.

The institutional arrangements that are generally considered critical to achieve these

outcomes include:

i. The integration of staff performance management into Department's strategy:
Developing business goals and integrating various performance objectives and targets
into a hierarchy is generally referred to as a “Cascade” of objectives and targets. At
each level from Government, through departments, divisional/functional unit and finally
individual, to establish a good basis for evaluation of performance

ii. Vertical alignment of personnel policies and practices with the Department’s vision and
objectives: Vertical integration refers to the convergence of human competencies with
the mission, vision, and strategy of the Department. Individual competencies should
be chosen, organized, and developed so that they contribute to the realization of the

strategy of the Department.

iii. Aligning behaviour with Department’s values: A competency model can be an effective
way of communicating with the workforce on the values of the Government and or
Department and what employee should focus on, in their own behaviour.

Quality .
Orientation

4 -‘ Outcome

Right Man
for the
Right Job

(Employee) || Accountable [

Faster
Service

ZMN——=—0 Om—mw—=>»0
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At the individual level, the employee becomes accountable, quality oriented, productive
and citizen-centric. Since the organisation is a collection of individuals, their focussed
and collective efforts tend to contribute a larger benefit to the Department, which in turn
benefit the citizens at large. Some of the benefits include: faster and responsive service,
transparency, effective utilisation of resources, automation, attracting and retaining talent
and introduction of new products and services.
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The Way Ahead

The application of an integrated competency-based model is important for good HRM
practice in public service. By promoting a consistent approach across all HRM activities,
the framework will help achieve government’'s objectives. Practice and past experiences
shows that implementing competency management requires a three dimensional approach.
The alignment with the strategy and integration of the various HR systems are not the
only important aspects rather, competency management is primarily a question of putting
implementation into practice. There are certain pre-conditions which need to be taken
into account prior to introducing competency management in the respective departments.
Some of them are:

e The competency management approach needs to be a part of administrative reforms
strategy and complement human resource policies,

e The competency approach should be well understood and appreciated by the political
leadership and civil servants,

e A strong leadership and support by human resource managers in the respective
departments,

e Department identifies and prioritises areas in people management systems where
intervention can be piloted,

e Commitment and participation of stakeholders,
e Participation of trade unions in the process,
e Purposive communication strategy for institutionalising the framework,

e Decision about cadres or categories where competency based systems have to be
piloted and the development of a suitable communication strategy,

e Paying attention to the specificity of public service (Good governance & citizen-centric
service delivery),

e Mechanism to review and update competency framework.

The key institutional players which are critical for ensuring the success of the implementation
and institutionalising of competency-based system are the Government, the Department,
the Apex Training Institute and the Department of Administrative Reforms and Public
Grievances. The specific roles that each of these agencies should discharge are outlined
below.

Government

e Policy decision to implement the competency-based system for employees at cutting-
edge level in selected departments,

e Consider instituting the competency-based system in other Departments,
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Ensure that the 1% Plan fund earmarked for training are deployed professionally,
based on a detailed roadmap, to be submitted by the Director General - IMG, in his
capacity as Ex-officio Secretary — Training, for the State,

Prevail upon the Departments to evolve an action plan to institutionalise competency
framework in a time-bound manner with periodic reviews at the level of Chief Secretary/
Secretary to Government.

Department

Disseminate job descriptions and competency profiles developed for cadres/
categories,

Prioritise the area of people management system to be integrated into the competency-
based HR process,

Include senior management cadres also into the ambit of competency-based system,

Liaise with ATI and Departmental training institutions for strengthening the process of
capacity development,

Introduce competencies at the stage of induction training,
Provide training on new competencies to newly promoted personnel,
Conduct contractual appointments using competency-based recruitment process,

Prepare a comprehensive training strategy to support the implementation of
competency-based system,

Apex Training Institute (ATD/Institute of Management in Government

Support and handhold the Department(s) in implementing competency-based systems,
Provide targeted and high quality training to priority groups of Department,
Assist in the capacity development of Department personnel,

Develop training modules on competencies identified for each Department through
Training Need Analysis (TNA).

Department of Administrative Reforms and Public Grievances (DARPG)

e Provide leadership and necessary assistance for the Department/ATl in implementing

the competency-based system,

e Leverage the learning’s from current projects and facilitate implementation across

other projects undertaken by Departments or States across the country,

e Utilise the resources of ATI for steering the development of similar projects in other

similar Departments in other States,

e Disseminate the processes, methods and learning’'s from the project with all

A project of DARPG - IMG co
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Thinking Beyond Implementation

e Rationalise work assigned/performed by each cadre/category,

e Re-engineer the organization structure by absorbing categories wherever required,
creating new professional cadres and creating new functional divisions/units, based
on work rationalization process,

e Revamp recruitment/selection procedures for regular, contract and re-employed
personnel in the respective categories/cadres and liaise with the Government to
ensure that the policy imperatives consequent to adoption of competency framework
are addressed,

e Make job descriptions/service delivery requirements available for the cadre/category
at the time of induction/promotion/transfer postings,

e Ensure that the job descriptions are dovetailed with the implementation aspects of
Right to Information and Right to Service Acts,

e Ensure that employees recruited, promoted or transferred to a new cadre/category
undergo training, to bridge the capacity/competency gaps,

e |everage technology to enhance on-the-job training experience,

e Conduct performance reviews based on modified job descriptions, with a specific
window for self assessment of job proficiencies,

e Devise systems to link performance with incentives, promotions, re-employment, etc.,

e Implement Learning Management Systems at ATls and Department training institutions
to organize timely, purposive and focused trainings,

e Ensure that the Director General - IMG, in his capacity as Ex-officio Secretary — Training,
for the State, ensure that appropriate training systems are developed to handle the
challenging task of capacity development.
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Competency Framework for Police Department : 7 "M H

Overview

The model used for developing competency framework follows McClelland’'s lead in
determining what leads to superior performance.

A Competency Dictionary comprising of 25 competencies categorised in four pillars of
Ethos, Ethics, Equity and Efficiency enshrining/imbibing the facets of Good Governance,
and developed by DoPT for Indian Civil Services, is used as reference.

In the case of Police Department, the Competency framework was developed for 6 cadres
and their corresponding women cadres. The cadres chosen are from the General Executive
Branch, and excludes other divisions like Battalion, Crime Branch, Vigilance, Special Branch
etc., as our study was limited to the above cadres alone.

7 new competencies are additionally developed for the Department, and included in the
framework.

The process of developing a framework involved 4 stages viz.,, Identifying the Relevant
Competencies, Understanding Jobs and Roles, Assighing Competencies and Proficiency
Levels and Validating Competencies and Proficiency Levels and each is detailed below.

Model development context:

Development of competency framework for any category of employee anywhere is very
complex, as it involves identification of stated and unstated behaviours expected in the
discharge of their assigned duties. In our context, we did not have any model to emulate as
the work undertaken was the first of its kind at the cutting-edge level in the Indian context.

We have devised our own methodology based on secondary data, experiences from
research and works in similar and dissimilar environments and interactions with experts.
Hence we are of the opinion that the methodology contemplated is not probably the only
one, but surely, the most plausible one under the circumstances.

A project of DARPG - IMG co
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Competency Framework for Police Department

Methodology

Purpose

S/H
Involved

Outcome

1. To Identify a broad set of
competencies to suit the
unique and specific needs of
the Department

2. To constitute Task Forces

3. To identify:

o Current and future
organization requirements

o Challenges currently
faced and those
anticipated

o Behaviors required to
succeed

4. To familiarize Competency
Dictionary and select 15
competencies

Heads of Department,
Task Force members

o A broad set of behaviors
expected from employees
by senior management

o Task Forces constituted

Competencies and

behaviors that are critical

to fulfil organization’s
objectives and strategies

o Aset of 15 competencies
to achieve the
Departments' broad
objectives

1.Job Analysis

o Job purpose/Position
summary

o Key/Principal
accountabilities
o Reporting relationships

1. To understand the stated
and unstated complexities
the job-holder handles in
the process of achieving
organizations objectives
To map proficiency to roles

A set of 10 competencies
and the most appropriate
behaviors

1. To validate mapped
competencies

Subject Matter Experts,
Supervising officers,
Heads of Department,
Senior officials

Competency Profile for
selected cadres/categories

A project of
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Competency Framework for Police Department :.‘ [M
Step 1 To identify a broad set of competencies to suit the unique and
Purpose specific needs of the Department
Process Interviewing senior level officers to:

() Understand the Mission and Vision of the Department and
how Goals, Objectives and Measures are linked to unit(s) and
individuals,

(il Understand the different projects, programs, schemes and
activities, and where the Department have chosen to apply its
scarce resources,

(i) ldentifyunits/schemes/projectsthathaveconsistentlyrecorded
good performance the specific behaviours top performers
have exhibited, while also identifying non-performers and
their ineffective job behaviours.

Tool Visionary interviews
Involvement Heads of Departments
Outcome Knowledge abouit:

() New initiatives underway,
(i Effective and ineffective behaviours,
(il Behaviours expected from employees by the leadership.

Output A broad set of behaviours expected from employees at the
operational level, by senior management

Step 2

Purpose To Constitute Task Forces

Process Task forces comprising between 5 and 8 members were formed,
for each cadre/category. The member representing the task force
must essentially be a top performer, be an officer representing
one of the regional offices/zones of the Department and have
served in the immediate lower cadre(s) in the past.

Tool Referral

Involvement Heads of Departments and other known sources within the

department

Output Task Forces formed for each cadre/category.
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Step 3
Purpose To identify:
() Current and future organisation requirements,
(il Challenges currently faced and those anticipated,
(iii) Behaviours required by employees to succeed as well
as fulfil organisations objectives.
To validate projects, goals, objectives and measures suggested
by the senior officials.

Process Discussions with individual Task Forces.

Involvement Task Force members

Tool Brainstorming and Focus Group discussions

Outcome Competencies and behaviours that are critical to fulfil organisations
objectives and strategy

Step 4

Purpose Familiarisation of Competency Dictionary among Task Force
members and to select 15 competencies that would help
employees serving in the respective cadre/category achieve
broad objectives of the department.

Process Awareness program to Task Force members for familiarising
competency models in general and competency framework
developed for Indian Civil Services. This model has been
developed on the core values of Ethos, Ethics, Equity and
Efficiency imbibing the essence of good governance and citizen-
centric service delivery.

Involvement Task Force members

Tool Brainstorming

Outcome A set of 15 competencies to achieve the broad objectives of the
Department.
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Competency Framework for Police Department : [M
Purpose Job analysis
Process () CollectingJobdescriptiondocumentsthatclearlyoutlinethework

to be done, given through induction manual, G.Os, circulars and
additional responsibilities entrusted through delegation of
authority.Insuchcaseswheresuchdocumentswerenotavailable,
jobs were understood through a process called Job analysis,

(il Classifying jobs under two duty clusters - core and functional,

(i) Identifying key/principal accountabilities.

Involvement Task Force members
Tool Consultative meetings
Output Job purpose/Position summary;

Key/Principal accountabilities;

Reporting relationships

Step 1

Purpose To understand the stated and unstated complexities the job-holder
handles in the process of achieving organisations objectives

Process (i) Analysing jobs and the mode of performance,

(il Identifying competencies that would support role holders
in successfully carrying out their duties, responsibilities and
accountabilities,

(iii) Short listing and ranking competencies from 1 to 10 in order
of their importance.

Involvement Task Force members
Tool Consultative meetings
Output A set of 10 competencies
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Step 2

Purpose To map proficiency to roles

Process Determine levels of proficiency required based on the nature of
role, level of responsibility and problem solving complexity

Involvement Task Force members

Tool Consultative meetings

Output A set of 10 competencies and the most appropriate behaviours

Purpose To validate mapped competencies

Process () Review by Subject Matter Experts,
(il Review by immediate superiors,
(il Validation by Department Heads and Senior officials involving

Task Force members.

Involvement Subject Matter Experts,
Supervising officers for selected cadres/categories, Heads of
Departments and Senior officials.

Tool Focus Group Discussions

Output 8 competencies and their proficiency levels for each cadre/
category

Outcome A Competency Profile for the selected cadres/categories of
personnel and a Competency Framework for the Department

Note:

In the case of Police Department, the study has identified 6 feeder competencies which
are deemed important for the person entering the Police force. The concept of feeder
competencies has arisen from the deliberations with task force members and subject
matter experts. This was reinforced through secondary data sources from those countries
where Competency Framework has been successfully implemented.
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Sample Competency Framework

= Integri
= People First grity

= Self Confidence
= L eading Others

= Attention to Detail

Ethos Ethics
(Spirit of Community) (Rules of Conduct)

Equity Efficiency
(Natural Justice) (Doing things Right)

= Consultation and
Consensus Building

= Decision Making
= Empathy

= Delegation

= Result Orientation

= Conceptual Thinking

= Seeking Information

= Desire for Knowledge
= Problem Solving

= Communication Skills

= Self Awareness & Self
Control

= Team Working

Adaptability

Assertiveness

Concern for Safety

Valuing Culture and Diversity
Conflict Resolution

Disaster Management
Political Awareness
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Stakeholder Relationship

—

IMG Management ]

e,

[ External Consultant Faculty Advisors
(IMG)

Project
Manager

I~ " e .
.

Beneficiary Departments

Social Justice Dept. ST Development Dept. Police Dept.

“!“l\

No. of meetings held:

Cadre/Category No. of
meetings held
CPO/Woman CPO 13
SCPO/Woman SCPO 13
ASI/Woman ASI 09
SI/Woman SI 09
Inspector of Police/ Woman Inspector of Police 09
DySP/Woman DySP 09

A project of DARPG - IMG combine



Competency Framework for Police Department 'M :

THE JOURNEY SO FAR
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Police Department - General Executive
Branch

Kerala Police, the lew enforcoment egency of the
Sale = constihed and govamed by the Kemla
Police Act, 1584

The molio of the force i Mridie Bhave Dividn Kritine
which means =off n Empeameant, B in adion
or sanply “polite bat firm™ n Sanskrt Kema police
has a repulaion for being one of the besl manaped
poice forces n the cowrmlry. Ths & comoborated by
the o that Kerala ops the renking among Indian
Salex’ in terms of mainkenance of Bw ad onder,
in vanows socal secrdy rankings. Since 22008, the
Kerala Police Departmant has embericad on B major
modamizalion programme o tackie the challenges
of the 21* contury. The Komla Folce am also the
=l police depariment in Soulth Asia o undoriake
o mamity policing.

The comral police command cenre ads as o
shaiegic ndal contme or commmunicating and
passing mormation o verious url forces in imes
of nahral or mamr-made amapgoncies. The Kemlo
Police hava a8 genaml esacutive branch wing, wiach
consisks of officers and consiables dealing with Bw
and order: Bhasa CrimeBranch-Criminal imestigalion
Depariment (CB-CIDF wang which dealk wih first
degree crimes or sensabional arimes happerng in
the =late. i al=o has 8 Spacal Branch dnisiigence
and Home Land Security} wing o deal with termorism
and anli-nalional ectivilies, a high-iech aime encury
el o handle cyboer crime and other techno basecd
crimes, Sale Crme Records Bureau (SCRBY, Armmed
Baliakon, Riot Foree and Forensic Sconce laboratory:
it hes specaiired pobce leams lke Walrch and Wend,
Korala High Way Police, Coasial Police, Towrst Policoe,
MRK az=ixt call and Mounisd Polca.

The cadres chosen for devaloping the “*Compelency
Framaework” are imm the Goneral Execilive Branch,

oyvrlaerios msios desceress [las Boliol s rares

ouwmard
EEE S BARAHPER NG WD PR WSS Sl DDA BN AR NRTE By RWEE § PR

Branch, Vigiance and Specal Branch.
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Cyber, Coastal, CBCID a8
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DISCLAIMER

Duties and responsibilities detailed in this document were
captured in the process of development of competency
framework, and includes only those which could be
professionally outlined in specific and achievable terms
at that point in time June 2018). This collection excludes
moral/social obligations that are not otherwise entrenched
or explicitly stated. This excludes responsibilities that may
be entrusted on an adhoc basis or based on exigencies,
by the authorities, from time to time.
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Efficiency

[ D rhiaps Kighn)

Adaptablity
Assertivenpes
Cancern for Safely

Yaluing Culture and Diversity







g
Compelersy Femerodk ior Police Deparbment M
Role and Function of a Police Officer
. ™,

A Police officer is one who is appointed to uphold and enforce the law impartially
and to protect life, liberty, property, human rights and dignity of the public,
preserve public order, protect internal security, and prevent crimes. The twin
roles which the police officer is expected to play in a society is maintenance of
law and maintenance of order.

M. -

Organlzation Chart
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Pomhon TiHe: Cvil Police Ofhcer (CPOYWoman CPO
Duties and Responsibities:

A, Ant-Carmuplion:

1.

Report ceses of comuptionforiure happening within steton

B Court Duty:

1.
2.
3.
4.

Axd Prosecution,

Perform process caly inchxding proceadings under sedhions 82 & B3 of CrifC,
Adduce evidenca bafore coart,

Doauement procoadings of cases urider nial.

2. Crime Delaction ‘Worle

1.

2
3.

Collect imfomation/msiigence abowt ariminals of veriowus types and teke noles
imom the Crime melligonce Gazathe (CIG,

Creale a nebwork of informers or mformation galhering abowt polEntal cmes,
Collect informabion from Crime SoereL

D. Democratic and Election Relabed Duthes:

1.

2

3.

Develop an undersianding about the iype of electon, s imporiance and hisfher
mle,

inspect evalabiity of infrestreciure and resouces for the codouct of free, Bir and
impextial eledhion,

Mainizn Law and Order (LEOY during election.

E Geneml Duty:

NEewoaw N

Conduct Beal FalmolingS Mgt Palralling,

Conduct Sea PatrollingBoat Patroling,

Perform Guand dubySurveilance chlly hospilal quardD,

Ferform cowrt omdersd protechiion duly for individuals and indiutions,

Al a5 B messanger.

Frovide proledhon to viclims and suspecls,

Amalyre confliciing sluations amdd recommeand solution o affecied parbes.

AprojectofDARPG-IMGcomBime . o . 37
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TEEEFLERBLEER

Mo N

=

BEEER2ID

Arry inckionts affecting lew and order,

Labor aclivilies,

Shxdont adivilios and apliaiions thoreof,

Communal tensions and events,

Empknees a=ociaions ond srikes by them,

Criminal adlivilies, evants larxding to desinoy peace and ranqulity,
Chesacler and antecadence varihicalion of cliiren/specine ndvidual,

Dwugy trafficking, dlicit detillation and bootiegpors,

Anticipale ncidents of aamnal aciivilies and evanks lending 1o destroy peace and
tranguilly during festivals and foirs.

rvealipetion:

Invastigate mnor cases allothed,

A==l in cime regEsiration,

asmit in Cyber & —

Vsl the scene of oime ad perfom guead duly o protect scens of aime,
A==l imveslgEating Oificer in collecting and mcording evidenoes (ormal, dggal,
documentary. expert opink and dooamems elaed 1o case,

Lift, harlle ard pack all exdhibits Iom arime scene and send them o vanous
pieces ke the PS5, 5F office, Forensic Scence Laboralories and other pleces,

Summon wilnesses by serving nolice to them,

As=isl Sialion Howuse Officer SHOF N seeach and seineme proceasdings: during an
mvesigabion,

Inleamogate suspacks wiinossas arkd aciminals,

Take criminaks o cowrt= lor policefuelicial caedody and trial,
Recomd wilness statements,

Condud chedk of bad chasachr=s (oo conmvicts, jail release ol )
Colect and frarsmit criminal msikgence,

A==zl SHO in maintaining records ordd Mahesial Objects MEO=),
Aid PFroseclion,

Frovida proieciion D viciimes and suspecis.
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L1 1

H  MNatwwral Calarmitics, Disaster and Emergency Chitles:

A=ime safety of life and properly, provide shoelter, rehablitalte, evacuale poople
from criss sluation ard provide tTrensporiabon durng:

al MNahral fire, lood, stormk and,

bl Mam-made lelecncal, chemical, gas lanker, explosions, arnd major eccidents).

L  Onder Malnksrance and Sscority loba:

2

A

R RN

Crowd coninl: Linderiake survallance measunes duning processions, festivals of
venioe hypes,

Mob management Bbecule aclions suppestad by senior oficers during egteding
and urmuly mobs,

Fiot and Escort  Perdorm VIFP seariy and perform essined  dulies daring VIP
visils in differant capaciios,

Coniml of nots: Exacale onder=s from officers during inkemal disordaers ke
commarnal nols, snue bebwoen vanous dasses, castes, and other dashes,
Manage oisis sihmbions that inchade handing hnalic poople, wild animal
atteck= ol

Manage differerntly abled people,

Amesl ariminal, saspacis and acased in pending cases,

Condud survallance of sirmngers, saspects and bad cherachss,

Rezoive conficls with cowd/mob disputes

Duties Performed for Other Government Degartments:

Frovide essisiance 8= requesied by other Govermment Departmeris

K Crimg Prevertion and Preservation of Peace and Sacurity:

NB R RGN

Conducd chedk of batl charadkrs KOD/D G owiles/ocoonvicks, |l eloase &
KAAFA),

Paxrform night patroling, LEO palmiing,

A==l oficers in chedking loadges, holels and bmothats,

Asmict ofcess i vohicle chack

Frensant aciions that lead 1o cognimble offonces,

PFrevant acls causing publc mesance,

Colact and trarsmit criminal melioenes o Stels Speca| Branch ESR

g il Lo
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L FRO Dustics.

1. Desmaiop an understanding about the imporiance of Protechion of Civil Rigits PCR)
and itz present siate n the arca of oparation,
2 Poriicpals in vanous adivilies for improving PCR and Police mago.

M. Maintenance of Police Reconds:

1. Aszist SHO in maintaining the mconds and MO's_

2  Assid SHO n upkesp, maintenance, destroechion, revision ad modificalion of
recoinds within the police sialion,

3. Asmid SHO i peparing siEiements and reporks for vooae Commissionss
Apences’ Deparimens.

N. Enforcement of Social Legesiation, Mino:, Major and Special Acts:

1. Denmlop an undersianding about the signiicance and imporance of varous socal
legislaiions that fadlilale socal changes,

2 Poriicpals n the effective execulion of vanows social legeiations and specal Acts

0. Sockl Wellane Services and Projecis:

Tain shudents of Sradent Potore Codet Project,

Guide and pmotect shudents of Schoml Protection Groug Frogramma,
Pexrform dulies of a Beat officer- Aomromoihy,
Implement Cron Compes-Safe Compis PFrogramme,

Coledt inteligance for Nodolonr Jogrrtha Somithi,

Create ewareness on Jur Responsibiity o Chdden PFroject,

PFrovide cae anvl prolection o Semwor Citizen.

B WA -

~

P Tmilc Dullea:

Execule rogulsiory traffhic dulios,
Create ewereness of iraflic laws,
Provida first aid o eccident vichms,
Handle socidents during traffic culy,

1.
2
3.
4
3

Noie:  The officer sholl perform any other duties as axsigned by tie Heod of the instiution/Heoed of
the Deportmers from time 1D e
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Spedlic Dutiss and Respongibilties entnestes] with Womaen CPO;
L Qenarsl Duty:

. Assisl in inguest of female dead bodies,
. Prowvide prolection and shelter to destihite, women and chikien in confict with
Enw'in need of care and proiechion.

IIl. Irvestigstion:
1. Assisl investigating officer in reconding vichim/complainantfwilness statements for
rimes agains women
ll, Crima Prevertion end Presarviation of Peacs and Securlty:
1. Parform nighl patroling, LEO palmoling for preventing mmmoral Tralfic.
N Socsl Wallare Services and Projecs:

1. Pexform Pink Beot.

2 Condud visils o Lexles Hostels amd Home-Siay=, 85 pext of operation “Stiwvee
Ao

Note: The officer sholl perform any other duties as assigned by the Head of the instiution/Heod of
the Deportmers from tme 1o Hme.
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Position Tide: Senior Civil Pollca Officer (SCPO)Woman SCPO

Duties and Responsityilities:
A Ant-Comupton:

1. Report cases of comuplionfiorhre happoaning wilhin station.
B. Court Duly:

1. Aid Prosooculion,

72 Parform pmocess duly ncduding proceadings under secltions 87 & 83 of CrifC,
3. Adduce evidence bofom cout,

4 Dooumnent procoasdings of cases under sl

Crima Detection York:

1. Colect mfomation/Anmisiigence aboul criminals of vanme ypes add 8ke noles
from the CIG,

2  Creale a nebwork of mformmers for mformalion gathering abowl polential coimes.

Damaocratic and Bection Related Duties:

1. Denmiop an understanding about the type of eledhion, s imporlance and hisfher
mole,

2 Inspact svaiabiity of nesruchore and resources for the conduct of free, fair and
mparkial election,

3. Mair=n LEC during slaction.

General Duty:

Condud Beat Falroling,

Condud Sea Falmolings Boal Patrolling,

Pexrform Ficket duty,

Parform Guard Command duly Sarveiliance duty Swospital guerd,

PFarform cowrt ordared protechion duty or mdividuals ared nsiiutons,
Conduct polilion Bncuary,

Al BT B MOSSSnpoer,

Prowida prolection o vichims and suspects,

Analyza confliciing silualions and recommend soltion o affeched parties.

N RN R O

Apojectof DARPG-IMGcomBine . ., 43 |
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Any incklen= affecting lew and order,

Labwwr aclivilios,

Shident adivilies and agilalions thereof,

Communal tensons and evenls,

Employees associaions and srikes by them,

Criminal adiivilies, avents ianding o desinoy poace and trangulity,
Characier and amMecedance varhcaion of dlizen/paciic ndividual,

Dwugy trafficking, dlicit destillation and bootiegpors,

Anticipale ncidants of ciminal aciivilies and evanks lEnding o desiroy poace arxd
trarnquillly during festivals and fairs.

rvisstigetion:

Inrveshigate mnor cases allothed,

Register cimes,

A==t imveshigalion of cyber crimes,

Vieis the scene of cime ad perform guard duly o protect scone of crime,
Asmit colechion and mecording of vanous bypes of evidences (ol dyptal,
doumeniary. expert opinknt and docuamens elaed 1o case,

Lift, harlle ard pack all exdhibits Iom arime scene and send them o vanous
piaces ke the PS5, SF office, FSL and other places,

Summon wilnesses by serving nolico to them,

As=ict Sialion House Officer SHOF In seaach and seinmm procesdings: during an
Irvesligabion,

InlETogate suspadts wilnesses arkd aiminals,

Take criminaks i cowrds or policefpuiical aedody and tral,

Recond wilnesses: stahemers,

Conduct chweack of bad charaders (B-oconmvicks, il release etc),

Colect and transmit criminal moligence,

Ll P Lo Sl

Propam statemeoents and reports lor varous CommissonsfAgenciesDeparimeonts,
Aid Proseciion,
Provida proection o vichimes: and suspects
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L1 1

H  MNatwwral Calarmitics, Disaster and Emergency Chitles:

A=ime safety of life and properly, provide shoelter, rehablitalte, evacuale poople
from criss sluation ard provide tTrensporiabon durng:

alé Mahral fire, lood, stormk and,

bl Mam-made lelecinical, chamical, ges anker, explosions and major accadoen=k

L  Order Malnlemnos and Seourdty Jobs:

2

&

=R B

Crowd coninl: Lindaeriake survalllance measunes duning processions, festivals of
venioe hypes,

Mob managemant Beoule aclions suppested by senior oficers during egpiating
and urmuly mobs,

Filotand Escort Perform VP security and perform assignod dulies during VIF vislsin
cilfferent capacities,

Conirol of rots: Execuale onders from officers during inkemal disordors like
commrnal noks, smnugole betwean vanows dases, castes amd olher deshes,
Maonage oz shmlions that inchxle hendling wbnalic poople, wild anemal
attecks= el

Manage differently abled paopie,

Amasl crimimnal and saEpects and acoused in panding cases,

Condud survallance of sirmngers, saspects and bad cherachss,

Rezolve conficls with aowd/mob disputes.

Duties Performed for Other Govemnment Departments:

Frovide essisiance 8= requesied by other Govermment Departmeris

K Crima Prevermion and Presenvation of Peace and Security:

BN WAL N

Condudt cheack of bad dheadas KD/MOChowilesocoonvicks, |l elease &
KAAFAY,

Pexrform nighi patroling, LEO palriing,

Asmigl ofcers in chedang lodges, holels and bmothaks,

A=migl ofcers n vehicle check,

PFresanit actions that lead to cognimble offences,

PFresant acis causing pubic mesances,

Colect and trarsmit criminal meligence o SSB,

Conduct anli-zabolags checking.
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L. PRO Daies:
1. Desmaiop an understanding about the imporiance of Protechion of Civil Rigits PCR)
and itz present siate n the arca of oparation,
2 Poriicpals in vanous adivilies for improving PCR and Police mago.
M. Maintenance of Police Reconds:
1. Amsig SHO in meataining the reconds and MO's,
2 Assigdt SHO n upkesp, maimenanos, destroechion, revison ad modiicalion of
mecomnds withan the poiice sinlion,
3.  Assi SHO N preparing saiemeanis and e ports forvamious CommssonsfAgances’
Deparimerni=s

M. Enforcemernt of Social Legisiation, AMinor, Major and Special Acts:

1. Denmlop an undersianding about the signiicance and imporance of varous socal
legislaions that facliiale social changes,
2 Porficpals n the effechive execulion of vanows social legeiations and specal Acts

O Socal Welame Services and Projects:

Tain shadents of Sudend Polioe Codet Projoct,
Guide and protect shalents of Schvw Protection Group Frogramima
Pexform dulies of a Beat officer- fovomoih,
Implement Ceon Compes-Safe Compas Frogrameme,
Coledt inteligance for Nodolorr kegrant b Somitiv,
Create ewareness on Jur Responsibiity Io (hddren Project,
P. Sislion Duly:
1. Parform the duly of station guandfsemryreception.
. Trafic Dutles:

BExecuie reguiahnry tralfic dulios,
Create ewereness of iraflic laws,

BMohE N

~

Ferwrric fired cird B cwrrarlo el Larderes

1 BTl JI0 ol LR BT T TeAsi R,

Handle aocidents during traffic culy,
Addminsior trafiic during scodents.

Mo MN
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the Deportmerd from tme 1o hme.
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Spedalic Dutiss and Respongibilties entnested with Women SCPC;
L  Qenarsl Duty:

1. Assigt in inquest of female dead bodies,

2 PFrowvide prolectiion and shelter o destihntie, women ad chikden n confict with
Eeefin need of care and protechion.

I. Irvestigation;
1. A==t imvestigating officer n recording vichimfcomplainantfwiiness statements for
imes agairnst women
. Crime Prevention and Preservation of Peace and Security:
1. Parform nighi pairoling, LEO paliroiing for preventing mmmoral reific.
N Social Wellare Services and Prjects:

1. Pexform Pink Beot.

2 Condudd visilts o Lexdies Hoshels and Home-Siays, 85 paat of opesation “Sthvere
Ablimroan.”

Noie:  The officer sholl perform any other duties as axsigned by tie Heod of the institation/Hemd of
the Deportmerd from tme 1o hme.
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Paslition Thle: Assistant Sub - Inspecior of Police (ASD/Woman ASl
Duties and Responsibilities:

A Ant-Comuestion:

1. Repor cases of comuplion/Aorhre happoaning within station.
B. Cowt Duly:

1. Aid Prosaoion,

2 Execule procoss wiork,

3. Adduce evidence bofom cout,

4 As=igd Stetion House Officer SHOR in implemeanting cvil court onders,

3 Paform pocess to compel appeamnce-wamant execulion, procdomation and
attechment (Steps).

C Crime Detection Work:

1. Coled ard dEseminate informalionfintsigeance abowt ariminaks of vanous bypes
and take notes iom the GG,

2  Creale a nebwork of mformmers for mformalion gathering abowl polential coimes.
b. Demooratic and Election relsted Duthes:

1. Denmiop an understanding about the type of elechon, s imporlance and hisfhoer
mole,

2  In=peact availabiity of nmesruchre and resources for the conduct of free, fair and
impariial election (As dredad/deputed by SHOS,

3. Main=n Law and Order caring slection.

E Ganemsl Duly:

Parform L&AC Falmoling,

Pexrform Saa Felmolings Boal Patrollingg,

A== uanliservedlance dulies hospital guandr o subordinates,

Perform cowrt ordered protechion duly or mdividuals ared nsliutions,

Farform paliion Encuary,

Paxrform prolaction o vichims and saspects,

Analyza conflicling siluations and recommend solution o affeched parties,
Parform dulles of State Assisiant Fubic Information Officer GAPOD) Slalion Wiilter),
Frovida protection o eligiows, educalional, chanlable instihutions and obiver vilal
nzimlnlinre

1. Delbect peity offenzes

CENBW AN -
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Any incklen= affecting lew and order,

Labwwr aclivilios,

Exiremisl group's aclivilies,

Shudont adivilies and agilalions thereof,

Employees associaions and srikes by them,

Communal tensons and events,

Criminal adiivilies, avents ianding o desinoy poace and trangulity,
Characier and anmecedance varihcaion of dlizenfpeaciic dvidual=Toreign
nationals,

Dy trafficking, dlicit distillation and boolloggors,

Anticipale ncidants of oaminal aciivilies and evanks lEnding o desiroy peace anrd
raraquilly during festivals and fairs.

G.  Investigation;
Requ=ter crime casos,
Inrvestigate endorsed cases,
pamicd in cyber i —
Vil scene of cime,

Colect and recond evidences (oral, digital, doomentary, expert opinion!? amnd
douments eEted o case,

Lift, handle arnd pack all exchibil=s and send them o concemad olfficer=/oflices,
Summon wilnesses by serving nolico to them,

Condud search and serure procesdings during an mestigalion,

Inleamogate scoused, suspact and willnesses

Ferform amest of acoused,

Take criminaks o cowrs or policefpuiicial aedody and trial,

Recond wilnesses: statemerhs,

Parform cheack of bat charadiers ecoomics, |l release, e,

M Breed e ol e o re—— e Skl e
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As=igt BHD in maitaining reconds ad MO's elalad o investigation,

18. A==ist in preparng sEtements and reporls for veriime CommssionsfAgancesy
Departrmernis,
Aid Prosecuion

r

=
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14.
18.
20.
21.

Prowvida protection o vichims and suspects,
PFropamn Case Dexy,

Fropamn Chagoe SheeliTinal Report,
Pexrform nquest.

H Natuesl Calnmillies, Dissster and Emesgency Duties:

A=zume safely of life and properly, provide shelter, rehablitale, evacualie poople
Tfrom crisks sluation ard providoe trersporiaion durng:

a¢ MNohral fire, flood, sormk and,

bl Mamr-made ielocincal, dhamical, gas ankern, explosions arkd mejor accdoent=s:.

L  Onder Mainiznance and Sacurity Joba:

2

4

R RENR

Crowd conirol: Linderiake survallance measures during processions, festvals of
yenoes types,

Mob managemant Benule aclions suppested by zenior oflicers during egpiating
and urmuly mobs,

Filotard Ezcort Perform VP secunity and perform assigned dolies dunng VIF vislsin
dilfferent capacities,

Coniml of riots: Execale orders from officers during inlemal disordors like
comrmrnal noks, smugole between vanows dases, castes amnd olher deshes
Maonage o shebions that inchxde hendliing bnalic poople, wilkdd anemal
atteck= el

Manage differently abled paopie,

Amast criminaks, sepects and acosed in pending cases,

Condud survalllance on acliviies of sranpers, suspecis and bad characiors,
PFarform L&D dulies within slalion limit and o othar areas §F dmecdiad by suparor
officers,

10. Paxrform aamest with or without wesrart,

T.

Resoblve conficts with cowd/mob disputes

Casties Porformmed for Other Govemment Departrmerts:

Farform dulies &= expuesied by olhver Govemment Deperimants.

K Crime Préevenion and Preservalion of Peace and Security:

1. Poarform dheack of bad charadiers KDY DO rowdies/en-comvicls, jall mlaase & KAAFPAJ,
2  Paerform nighl pairoling,




g
M Compelerry Femeswork lor Pokce Deparbment

Check lodges, hotels and brotiwels,

Condud velicle chedk,

Frensant actions thal may kead o cognirable offences,
PFrevant acis causing publc mesance,

Colect and trarsmit criminal msikgence o Siole Speca| Branch G5B,
Verly cedientials of fomigners and sirangers,

As=isl higher officers in anti-sabolage checking,

10. Maint=n prohcency n handing weapons and scGontiic eouepments.

P NE WA

L PRO Duties:

1. Devaiop an undorsianding abxout the imporiance of Protaection of Civil Ragi=s PCH)
and itz present siate n the arca of oparation,

2 Poriicpals in vanous adivilies for improving PCR and Police mago.

M. Mainisnance of Polics Reconds:

1. Assisd in preparation, desiruction, revision arnd modiicalion of record within the
Polica Siation,

2 A==t n preparnlion of salemeni=s and report or vanous CommssionsSAgencosy
Departments.

N Ermforcement of Social Legisiation, Minor, Major and Spedial Adts:

1. Devalop an undorsianding about the signiicance and imporance of varous socal
legislaions that fadlitale social changes,
2 PFariicpais n the elfecive execuiion of vanows social legsiations and specal Acts

Q.  Bocal Wellane Services and Projocia:

As=igt in Implementing Stasdent Podir Crdet Project

As=ig in implameanialion of Schoo! Pretection Growp Frogramme,
At p= |l IBon/Boat ofcer of lonamaitivi Polioe,

Impement Our Responsibilily to Children (DRCY Programme,
Comvener of Cleon Cammposs-Safe Compus Fogramme,

1.
2
3.
4.
3
- 3
A
8.
B
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P Station Adminkstration:

1. Deploy police personne for varous dubies as Officer-in-Changa [01C,

2 Condud catechism/parade on scheduled days as DD,

4.  Assigd in preparng slatements and repori=s o various Cimmsson sl Aencies
Departments,

4 Paform al other ondions of oficer-mn-chape a PFobos Sthaton.

).  Traflic Dulies:

Camyoul reguiatory trafhic duties,
Creale ewereness of iraflic laws,
Prowida first aid o sccident vichims,
Handle socidenis during traffic culy,
Adminstor trafhic during acodents,
Dealect traffic offences.

Note: The officer sholl perform any other duties as assigned by the Head of the institution,/Heod of
the Deportmerd from tme 1o e,

Spacific Dutles and Responeibiities entrusted with Woman ASL:
. Ganeral Duly:

1. As=igl in inguest of female doad booios,
2 PFrowvide prolectiion and shelter o destihntie, women ad chikden n confict with

Eeefin need of care and protechion.
Il. Invesligatian:

1. A==l imvestigating officer n recording vichimfcomplainantfwiinoess statements for
imes against women.

B AN

L Crima Prevertion and Presarvation of Peace and Sacurthy:

1. Parform nighi pairoling, LEO paliroiing for preventing mmmoral reific.

NV Sodal Wellare Services and Projecls:
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Pasltion Thie: Sub - Inspector of Pollca G1)/Woman 5
Duties & Responsibilities:
Art-Comuption:

A

Report cases of comupion/fiorire happoning wilhin station.

Conwt Duty:

B A oAE N

=

Add Frosecion,

Execule process work,

Adduce evidence bofom cout,

Recomd procoadings of cases under tral (Courk CDI,
Proporm and fumish sialement of fectz/Aifidavit to oot
Implerment avil courl onders,

Resohve Long Pendingl Pl cases

Crime Detection Yorke

2

Colect and deseminate informabion/imsiigance abowt ariminals of vanous bypes
and take notes om the Crime intsiigenoe Ganslts {0163,

Create a nebwork of mformers for imformalion gathering aboul polential aimes.

Damocrstic and Elaction nelakad Duties:

1
2
3

4

Devalop an understanding about the bype of electon, = imporiance and hishor
e,
A==y culies o subbdinales,

. Ir=pact availabiity of infirestrechae and resources for the conduct of froe, fair, and

mmparkial electon &s drecded deputad by GHOS,
Maintzan Law and Order carng elecion.

Boneral Duty:

Parform L&C Falmoling,

Parform Saa Falmolingy Boal Patrolling,

A== Guard dutyfasnsdlance duty thospital guand) o subDidinaies,
A==y oot ordered protection duly for ndividuals and nstibeions,
Condud patiion enguiry and petiion desposal,

Az=mn protechion 1o viclims and suspocs,
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Analyza confliciing silualions and recommend soltion o affeched parties,
Perform dulies of Siale Public Infoemabion Ofecer (SPI0 Sialbion Wriled,

Frovida proteciion o eligiows, educalional, chanlable instiutions and oliwer vital
n=ialabons,

10. Compourd petty offonses.

® R

F Inksligence:

Colect and dezominae inlalipence aboul-

Any inckion= affecting lew and order,

Labew adhivilios,

Exiremisl group's aclivities,

Shdont adivilies and agiaiions thoroof,

Communal tensons and events,

Empknees a=ociaions ond srikes by them,

Criminal adivilies, everls Ending o desinoy poace and tranguiity,

Charadier and amecedence varhcaion of dlizenfpeciic dvidual=Torsign
naxtionalks,

Dy trarfficking, illicit dedillation and boollogpors,

Anticipale ncidants of ciminal aciivilies and evanks lEnding o desiroy poace arxd
tranquillly during festivals and fairs.

3. Investigation;

Requsier cases,

Inrvestigate cases,

As==igd in oyber crime and grave cime investigation,

Viel= scene of ome arnd essgn guands o probect scona of crime,

Colect and recond varoue types of evidences oAl dooumeaniany), obtaineng
expart opnion and documeniation relaiad o case Sonipltory workd,

Lift, harlle and pack all enchibil= and zend them o concemad ofificer=/olflces,
Summon wilnesses by serving notice to theam,

Condudc search and sainure procesdings during an mestigalion,

InlEmogate acaesed, suspad ad wilnesses,

Paxrform aarest of acouesed,

Take aiminak o cowrds for policefeicial aesdody and trial,

Recond wilnesses: statemers,

FEEFERQESR
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L1 1

21.
22

SEERNBTRD

Condud chedk of bad chasachrs (oo conmvicts, jail release o],

Colact and desominale criminal ksl ipence aobtained,

Maintain recomis and WO's meiaed to investigation,

Prepam siatoments and report= or vanowus CommssonsfApencies’Depariments,
Add Frosecion,

Prowida prolection o vichims and suspects,

PFropamn Case Dexy,

Verly, prepare ard file Charge Sheelt/ffinal Report,

Coledt scientilic evidonces ard mformation lor cases assigned,

Condud nquest

H  Natwral Colamities, Disaster and Emergency Chtles:

A=zume safely of life and properly, provide shelter, rehablitale, evacualie poople
from orisis shuation and provids imreporiaiion daeing:

al MNahral fire, lood, stormk and,

bl Mamrmade ielocincal, damical, gas anker, explosions arkd mejor accdent=s:.

L  Onder Mainienance and Sacurity Jaba:

2

£

RENR

Crowrd conirol: Linderiake survallance moasures during processions, festivals of
vanme lypes,

Mob manegement: Execube adions by selisugoested by senior officers during
apialing and unnlly mobs,

Fiot amdd Escort  Manage VIF seauriy and perfiorm assigned dulies daring VIP
vieii= in differant capaciios,

Coniml of ol Becule achions by selforders from By oficers durning ememal
disonders like comrmnal noks, singgle belbvweon varous ciasses, castes ared obhor
clashes,

Manags @riss sihsalions that ndwde handling lunatic people, wild animal allacics
el

e

Manage differentty abled paopie,

Paxrform amest of acaesed in pending cases,

Condud survallance of sirengers, ;auspects and bad cherachss,

Mairan LEOD duties within station limit and 1o other areas F directed by supanior
officers

L

10. Paxrform amest with or without wesrard,
n.

Resolve conficts in cowdmob dspules.
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J.  Datios Porformed for Other Government Departments:
1. Paform dulies B eouesied by olber Govemment Departmenis.

K Crima Prevention and Preservation of Peace and Sacurity:

1. Conducd check of bad charecters (KIVDC rovwdiesfex- comacts, jail mieaza &
KAAFAL

identdly ko goondes, dooument ardd niiahe acion under KAAPA,

Pexrform night pairoling, day beat and evening beat,

Condud chedk in lodges, hotels and brothels,

Condud vehicie checdk,

Freent achions that lead to cogrimble offonces,

PFrevant acls causing publc mesance,

Colect and trarsmit criminal msiigence o Siole Speca| Branch G5B,

Verly cedentials of fomigners and strangers,

Condud pre-emplive detantion and regster cases in preveriveSBourily moasms,
Parform anli-sabolage checking,

Maintan prohciency in harlling weapons ard scGentiic scuepmeris,

Tain subordinales on the 1=e of weapons, scianiiic equipments and elechmonc
gadpolx

L PRO Dusties:

1. Denmaiop an understanding about the imporiance of Protechion of Civil Rigits (PCR
and itz present siate n the arca of oparation,
2 PFariicpals in vanous adivilies for improving FCR and Police imago.

AR NROAUN

M. Maimisnance of Police Recona:
1. Amange or upkeap, mamanance, desirecdhion, revison and modiication of
reconds, comvichion meamos, within the sialbion
M. Enforcernent of Social Lagisiation, Minor, Major and Special Ads:
1. Denmiop an understanding about the signiicance and imporiance of varous socal
legisiaions that fadliiole soGal changes,
72 Parficpals n the elffecive execulion of varous social legesiations and specal Acts
). Sockl Wellbre Services and Projocts;

1. Implemnent Student Pofice Codet Projoct,
Z impiement Schoeol Proirciion Group Frogramms,
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BNR WA

Convener of Jonamaitin? Pobee {Commumity Relobon officen),
Implement Owr Responsibilidy to Children 0RO Project;
Comvener of Cleon Cammposs-Safe Compus Fogramme,
Convener of Boad Safery Cub,

Coondingle activilies of Kodmorn faqratio Somity,
Cormvener of Senior diiren Project

PR Station Adminkstration:

N -

- SV YT N

16

A== slahon uend=seniryfrecepbon duly,

Mainian siahion reconds and gosvermmment propery in proper concdilion,
Prepam and subymil Annual Comhidaential Report (ACR) of subordinales i highor
offcer,

Review modical fiiness of sialf porodically,

Mainian Police Siation and s premises dean,

Condud catechism/parade on scheduled days Gz DD,

PFropamn sialements and reports o vanous CommisonfAgences/Dapariments,
A==y dubles o police parsonnasl based on ther skil,

Briaf the polce porzonnal abowt duties of the day, monitor ther perfformance and
perform debriafing,

Supavise caso mvestigation ectivilies alocated o subondinales,

Implement Crime and Criminal Tacking Nebwork and Systems (OCTNS, Inkeamal
Adminsiratve Processing Systems GAFS, o boal syshem,

Enforce disciping at salion orderty Boom March, awanrding minor punishments,
spoacial reports alc).

Q. Tmilc Dulles:

OB R RN -

8.

Execule reguisiory traffic dulios,
Creale ewereness of iraflic laws,
Provida A=t Aid o eccident vichims,
Handle aocidents during traffic culy,
Addminsior trafiic during acodents,
Condud vehicie chedk iviolation of raflic neles and recond verification),
Reusier and imesiigaio cases N connbciion with acckions or vioaiion of irahc
riles,
Compound petty traffic offenses.
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the Deportmerd from tme 1o e,

Apriectatareo o comBme 5o




Fa%

M
m m

Specific: Duties and Responsibillies entrusted with Woman S

L  Qenarsl Duty:

1. Conducd ingues! of fomalke dead boelies,

2 PFrowvide prolectiion and shelter o destihntie, women ad chikden n confict with
Eeefin need of care and protechion.

I. Irvestigation;
1. Recond viciimyfcomplananb/winess shatemets or crimeas against women,
72 Provida protection o vicimsScomplai nantfsspects iwomen and chlldirenl.
. Crima Prevortion and Preservistion of Peaco and Socurity.
1. Parform nighi patroling, LEO palmiing for preventing immoral trelfic.
N Socsl Wallare Services and Projecs:

1. Condhcd visils o Lexlies Hoslels amnd Home-Siays, as paxt of operation “Stiwer
Ao

Note:  The officer sholl perform any other duties as axsigned by tie Head of the instiution/Heoed of
the Deportmerd from tme 1o hme.
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Posltion Tiie: Inspector of PoliceWoman Inspecior of Police
Duties and Responsityilities:

A Ant-Comupton:

1. Repor ceases of comuptionfiorhre happoning within station o Dy, SPFGSP,
2 Take preveniive measures i prevent comuption and forhee happening wilhn the
CEe.

B Court Duaty:

1. PFrepam and fumish dSalement of fectsAaifdail,
2 Agdduce evidoncs bolfore oot

3. Mainian cime ledper,

4.  Implement cowrt onders,

3. Verly LF coses penodically,

8 Monlor the prosecalion of all grave aimes.

C. Crima Detection Wark:

1. Coledt and desaminate informalionfimsigance aboul ciminaks of varnous bypes
and take notes om the CIG,

2 Creale a neltwork of imnformers or gathaerng infiomation for preventing polentsal
imes

D. Democrslic and Bection neisksd Dutles:

1. Denmalop anunderstanding aboul type of elechon, its imporiance and hisher role,

2 A==ymn culies o suboacinales,

3. In=pec availablity of nmresuchre and resources for the conduct of free, fair and
mmparkial electon,

4. Mairan Low and Orider caring olechion.

E Genoml Duly:

1. Conduc LEC Pamoling/Sea patrolling.

2 Parform the duly of Night Choecking Ofecer,
3. Condudd Test Check of pending vamanks,
4
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A
8.

Analyza confliciing sheations, make timely merventions amnd recommend sohalion
1o affecksd parlies

PFarform dulies of Siale Public Infiormation Ofecer (S0,

Frovida protection o eligiows, educalional, chanlable instihutions and obiver vilal
n=ialabons,

Compound petly offonses.

F. Intaligenca:

2

Colact and dezominale inkeligencafmformalion abouwt

Any incxdents affecting lew and order,

Poliical aclivilies,

Labwwr aclivitios,

Bxiremist group's aclivities,

Shident adivilieos and agiliabons thoreof,

Communal/Raigiows EEnsons and everrhs,

Empioyees associaions and sirikes by tham,

Criminal adiivilies, avants landing o desinoy poace and tranagulity,
Characier and armecadance verihcaion of dlizenfpeciic dvidual=Toreign
nationals,

Dy trafficking, dlicit distillation and ool oggors,

Anticipale ncdanis of oeminal aclivities and evanks tending o desioy poace
and ranqullity chring estivals ard Brs

FEEFRAERQRER

Inform summeary of Tacts aboul cazsafshetions peodically to higher officers.

G, Investigation:

Mo BN

™~

Regizier case mejor incident,

Inrveshigate cases (Grave crimes & cases assigned by supenor officars],
Inrveshigate cybor eleled cases,

Vel scene of cime ard assign guand duty o protect scene of arime,

Colect and reconl evidenoes {oral, digital, doomeniary, expert opineon) amxd
documents eEted o case,

Lift, hardie arnd pack all exhibils om crime scene and send tham o concemed
officersfolhices for examination,

Summon wilness by serving nolice to them,

Condhucd seeach amdd seinre proceadings during an mveshigalion within  amd

ouisiie the sinks,
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g InlEmogaie scoused, suspoct and willness,

10. Parform amest of acoused,

. Recond statement from wilness,

12. Colect and dssemnae inkeligence nomaiion received about cramnals,

13. Maintan recomis and WO's miahed to inveshigation,

@Qed

189.
20
21.

Deparimeris,

Frovida proiection o vicims,

Condud survalllance of aEspact=,

PFropamn Case Dexy,

Coledct scientiic evidonces ard mformation mlaling o cases pursoed,
PFrepam and file Charge Sheet/Final Report for cases personally porsoed,
Condud nquest,

Rewview all cime reporis and give dimedlions o subDdinals imvestigaling oflcers.

H  Matwral Calernities, Disester and Emerpency Dutles:

A=zume safely of life and properly, provide sholler, rehablitale, evacuale poople
from orisis sheation and provids imnsporiaiion daing:

al  MNahmral fire, lood, stormk and,

bl Mamr-made lelecinical, dhamical, ges Bnker. explosions and major accidont=sk

L  Order Malnlemnos and Seourlty Jobs:

1
2

3.

Farform dulies of Supervising Oifoer,

Crowd conmimol: Underiake surveilance aciivilies cawing pocessaons, estivals of
venioe hypes,

Mob management Execuls adions by selifzsuppestod by senior officers during
agialing and unnily mobs,

Fict and Escort Manags VVIF securly and perform essigred duties during V1P
vEsls,

Conirol of riols- Execale aclions by selfordors from by officers daring imemal
deonders likke commmunal nols, singgle bebweon vanous ciasses, cothes ared olhwer
clashes,

—— e e e el R . 8 © — e e

PEionT BTes. F aCaEBd imoived in pendEng Gasos,
Condud cheack of hadoore caminals and perforrm preventive works,
Mairtan LEOD wilthin jurisdechion,

Resobve conficts in cowidfmob deputes
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Dastias Parformad for Other Govemment Dopartmants:
1. Provide essisiance as requested by other Govermment Departmenis.

Crima Prevertion and Preservalion of Pesce and Sacurity:

Pexrform night patroling,

Check ldges, hotels, biothels and conduct raids o detect and prevent unienwful

aclivities,

Condud vehicio checdk,

Frevant acltions that leaid to cognimable offonces,

PFrensanl s causing pubic mesances,

Maintan proliconcy in handing weapons add scontiic equipments used for

crime datection and crime prevantion,

T Tain suborcdinates on the use of weapons, scianliiic acqupment and elechmonic
gadgets,

B Delect crimes and performm preventive amest

N

N

PRO Dultiess:

Police are the most visible and effective FRO= of the police depariments. They shoukd
wunderstand:

1. tha imporiance of Protection of Chal Rights (PCR) and i present state in the area
of opoaration and funclions,
2 tha role of poiice in improving FCR and polce mape.

Maintenance of Police Reconds:

1. Amange or upkoop, momanance, desirechion, revison and modiication of
mecornds,
2 Mainan Crime Ledger, Cirde informalion Book and Epheamenl reconds at oflce.

Enforcement of Social Lagisiation, Minor, Majar and Spedial Adts:

1. Denmlop an undersianding about the signiicance and imporance of varous socal
legislaiions that fadlilale socal changes,
72 Porficpals n the effecive execulion of vanows social legeiations and specal Acts

Social Weollare Services and Projects:
Supsvise acliivities elalad -

! STTAT TR

2 Schoo! Prefection (zroup Frogramme,
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{hr Responsibiinty o Chitdren (DRC) Project,
Jomvomoithr Police

'

Cheary Compuns-Sofe Compes PFrogramme,
Road Safeiy Ciob,
Kodmiorn feapratio Somitis,
. Rnenle/Civtd Welfore Comowiller,

10 Act a= a Comener of SCIST croleHevel monionng commlioes,

. Adminster adivilies of Victim Support Cel
P Adminisirative Duties:

1. A==in poboa personnel for vanows dulios,

2 Condud penodical nspechion of Polce Stalion, Dulpest and Supervise station
funclions,
Condud vanows cornmferences,
PFrepamn salements and reports to vanous CourtsfCommission/Agencies’
Depariments,
Mairntan office reconds and Govemment property in proper condilion,
Prepam and subsmil Annual Comhidential Report of suboadinaies,
Condud Departmenial Punishment Roll IFR) mquiry—Caesi Jadicnl,
EBxecuie minor panishment o pmior oifcers,
Conduc poriodic medical fiiness review of sialt,
10_ Maintan Police Station and s premisas dean,
. Condud catechisn/parade on scheduled days,
2. Bvaluale arvd recommand applicalions received for ArrmefExplosve license,
E. Parform dulies of Esiahe Ofces,
M. Porform dulies of SHO-.

1 Trafic Dules:

Enforce traffic Rules and Regulalions,

Create ewereness aboul iradhe lews 0B,

Adminslor adivities of Taffic Coundl for Road Development, Accident Shady ol
Invedtinate maor accidents imolving death of o or momel

e s ITHEEE TSt e wRfflI BN IWELS T L

Compourd petty traffic offenses,
Linderiake prevantive measres o minemiza ecodents

P NE WA
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Noie:  The officer sholl perform any ofher doties o aesioned by tive Reod of the sttt Hened of

- aT o ety | R L

the Deportmer from tme 1D e
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Position Tide: Depaty Superintendant of Police/

Woman Deputy Superimtandent of Police

Dutiea & Responaibiiities:

A

Ant-Cormuption -

1. Take adhion aganst cases of comuplion among officers working N subdvision”
torture happening within stedon

Court Duty:

1. Prepam and fumish sialement of fectsfeiffidayil,

2  Adduce evidence bofom court,

3. Verly Long Pending LF] and wnder mvestigalion coses pesodically,

4. Monior proesecution of all greve crimes arkd sersalional ceses

Crime Detadlion Worlc

1. Coled and desominale informabonfinteiigence about criminals of vanows types,

2 Creale a nebwork of imnformers or gatharing infiomation for preventing polental
imes.

Damacratic and Election nelated Duties:

1. Parform dulies of Eladhion Controling Ofhcer,

2  Devalop an understanding about type of election, ils imporioncs and hisher role,
3. Assyn dubies o suboodinales,

4 Inspect avaiablity of mresuchre and resources for the conduct of free, fair and
mmparkial electon,

Mairisn Law and Order daring slecton heppaning withan his/her jurisdschion,

. Liaison with elechoral and revenue officals.

Gearreral Duty:

Parform the duly of Mighl Supervising Officer,

A==y oot ordered prolection duly for ndviduials and nstibhlons,

Condud Test Cheack of pending wamanks,

Condud peltition adalolhs,

Analyra comiiciing sheiions, make imely mervenions add recommend solabion
1o affeckad pariies

At e Appellae Authorily for the mplemenialion of BT Ad,

PFrovida oolecion o elipows. educalional. charnlable instlutions and obher vilal
n=ialobons.

B &N
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F.  Inteligence;

2

Colact and dezominale inkeligencafmiformalion abouwt

Any incxdents affecting lew and order,

Labwwr aclivitios,

Exiremisl group's aclivities,

Shdont adivibies and agilabons there of,

Communal/Raigiows Eersions and everrs,

Employvees a=ociaions and srikes by tham,

Criminal adiivilies, avants landing o desinoy poace and tranagulity,
Characier arid amecedonce varicalion of diren/spociic mdviduals’ forsign
rationaks,

Dy trafficking, dlicit distillation and ool oggors,

Anticipale ncdanis of oeminal aclivities and evanks tending o desioy poace
and ranqullity chring estivals ard Brs

FEEFREERQRER

Inform summeary of Tacts aboul cazsafshetions peodically to higher officers.

L Irvestigetion:

N

A

S RENB

1

N =

3o

|

Inrvestigate SGRAT and dovay death cases and cases assigned by supenior officers,
Condud visil to scene of all greve cimes and prepamn Greve Crime Report #5010,
Review all Casze Diaries arnd give drections to mmvestipating officers,

Colect and reconl evidenoes {oral, digital, doomeniary, expert opineon) amxd
douments eEted o case under personal meshigalion,

Lift, harndie arnd pack all exhibils om crime scene and send tham o concemed
officersfolhices for examination,

Examine wilnessfwillnessos,

Condud search and seizure procesdings Bt cime scene,
InlEmogats acoused, suspact ardd willness,

Farform amest of acoused,

Colect and dezomnae inkligence mormalion recened about cramnals,
Mainian reconds and MOYs relalad o investigation,

PFropam sialements and reports for vanous CowrsfCommissionsfApencies’
Deparimeris,

Frepam and file Charge Sheet/Final Report for cases,

Monor mesligeiion adivilios of suboniinaios
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H  MNatwwral Calarmitics, Disaster and Emergency Chitles:

A=ime safety of life and properly, provide shoelter, rehablitalte, evacuale poople
from criss sluation ard provide tTrensporiabon durng:

alé Mahral fire, lood, stormk and,

bl Mam-made (slecnical, chemical, gas tanker, explosions, arnd major eccidents)_

L  Order Malnlemnos and Seourdty Jobs:

1
2
3

r
8.

.  Parform dulies of Commanding and Suparvising Offi cor Gub-divisiond,

Mairtan L&D at Sub-rdivisson,

. Crowd combmol: Underiake surveilance aclivilies caring processions, kestvals of

yenoes types,

Mob management Perform dulies of Commanding Officer and eceaaute adbons by
soefffas suppestod by senior officers, while doaling with agilaling and unraly mobs,
Filol and Escort  Manage YVIF securily and perform essigned duties during V1P
veals,

Conirad of fols- Execule actions by selifordors from by officers during imemmal
dsonders like commmmnal nols, singgle belweon vanous classes, castes ared olihwor
clashes,

Farformm amest of acoaeaed imolved in pending cases,
Condud chack of haadoome caminals and perform preventive works.

J.  Dastien Performad for Other Qovemment Departrnants:

PFrovitde essisiance as requesied by other Govermment Departrmesis.

K Crima Prevention and Pressarvation of Peace snd Sscurity :

oA WM

Check ldiges, hotels, brothels and conduct raids o detect and prevent unkewful
il
Conduct vehicle check,

At e B sancioning authonlty of sty procesdings,

Indiate doaementation of rowsdy hislory and periodically renewfmeview them,
Mainian prolconcy in handing weepons add sconiiic equipments used for
rime daiection and crima prevantion,

Delect crimes arki porform preveniive amest
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L. PRO Daies:
Polica are the most visihl e and effecive FROs of the PFoice Depariments. They shoulkd
wunderstand:
at tha imporiance of Frolection of Chil Righl= ACR) and s present state n the oma
of oporation and funchions,

bl tha rola of poiice in improving FCR and polce mage.

M. Maintsnancs of Pollics Recomia

1. Amange or upkeap, mamanance, desirecdhion, revison and modiication of
mecomnds at Sub-dvesson.
M. Erforcemnent of Social Legisistion, Minar, Majar and Spacial Acks:
1. Densaiop an understanding about the signiicance and imporance of varous socal
legislaiions that fadlilale socal changes,
72 Porficpals n the effecive execulion of vanows social legeiations and specal Acts

0. Sockal Wellbre Services and Projects:
Supervise acivities relolad to:

Siwalers Police Codet Project,

Schoo! Protection Growp  Programme,

{hr Responsibiity o Chitdren (DRC) Project,

Jovomaithit Poler,

Clean Compuns-Sofe Compys PFrogramme,

Road Safely Ciub,

Kodmons fapatho Sumiths,

Sewiew oitiren Projoct,

. fnenile/Civtd Wellfore Commitier,

10. SC/ST Monitoring Commities,

. Victum Support Cel.

P NRR AN -

P Supervision/Administration (Sub-division):

1. Comndudd porkxlic nspection of Police Station, outpost and Cl oflice,
2 Condducd monthly crime conleronces akd reviow of all greve cimes under
rvesligalion,

B R I W — P S
. LATRWESE PRRmEG STy,
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Propamn silabements and reports to vanous CoursfCommission/Apences’
Deparimernis,

Mainian reconds in the sub-dvisional office and mManage cusindy of CD coples,
Frepars and submil Annual Comfidential Report of subondinales,

Condud Departmenial Punishmeant Roll PR nquiry,

Execuie minor panishment to pmior offcers,

Condud periodic medical fiiness review of sialt,

En=ue cleanliness of Police Siabion ard s premeses,

k==ue sandlion onder or the use of loud spealkes, within hEeTher peediction,
Condud catechism/parade on scheduled days,

Evaluale ardd recommeand applicalions received for ArmmefExplosive license.

Q. Tafkc Duties:

1.
7
3
4

&
a8

Note:  The officer sholl perform any cther duties as axigned by the Head of the instiution/Heod of

Enforce traffic Rules and Regulaions,

Create ewereness aboul iradhe lows 0B,

Al as a member in atvisory council commiliose fraflic monionng/devel opmeornial
and siruchral changes) ol sub-divisional level,

Condud mesligalion of major eccidents Gmvolving death of two or moel,
Compourd petty traffic offenses,

Linderiake prevanlive measres o minmira ecodents

the Deportme st from tme 1o e,

A project of DARPG - IMG com
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Feader Competencies

Givan boalow ame the six feader Eniry levell compelancies which all persons omenng
the Police ssrvice should nemviiably possess We hava presarbed that in respeact of all
these foader compatences, the nducies should possess at level 2 of the comesponding
pohcency. Depending uwpon thar level of eniry, the competency requiremeTs will vary
In megard 1o CH0, the proicancy level of all these compatancies levels advised ane at leval
2 However in the case of direct recniieas at the level of Sub Inspeciors, the compelancy
vl axivisod are sl level 4 in regad o al competencies excapt those of Deciion Making
and Adapiabiity whame the compatency level advised is 3.

Communication Skill Ability to express oneself clearly in conversation
and in writing

Self Awareness and Ability to keep funcltioning effectively when under

Self Control pressure and maintain self control in the face of
hostility or provocation; To bend but not be broken

Self Confidence Faith in one's own ideas; Willingness to take an
independent position in the face of opposition

Integrity Demonstrates concern that one be perceived as
responsible, reliable and trustworthy

Decision Making Makes timely decisions that take into account

relevant facts, tasks, goals, constraints, risks and
conflicting points of view

Adaptability Adapts behavior over work methods in response to
new information, changing condition or unexpected
obstacles; Approaches change positively and adjusts
behaviors accordingly
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Compaiancy Proflis

Foiice officers at al levels performm an amay of funclions deperding upon the nabhee of
msponsibiiiies enmnsted with them. We found that the Compatency Profile of ofhoers
postiad al the Goneral Execulive Branch = porirayed under “Mesmtanance of Law and Ondex”.
However it an officer is postad under Imestigation, S/he has o possess cexrtain addional
competences depiched under the mespadive operational heads.

| Maintenance of Lew and Order

7. |Desinborknowespe |1 |1 |1 |2 |2 |4
o |Ametveness |1 |1 |1 |2 2 |2
o |oomeomborsaley |1 |1 |1 |2 |2 |2

Thess competencias am appliicabls 10 all
categories above. The |evels ame not
indicated 8 this could vary

A project of DARPG - IMG combine:
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Il. Investigation

11, Traffic Duty

V. Implementation of Soclal Welfare Projects
Cadre ==
Competencles | .




“If I have the belief that | can do it, | shall surely acquire the capacity to do it

even if | may not have it at the beginning”.
Mahatma Gandhi
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Competency Framework for Police Department

Features of the Competency Framework

Ethos Ethics Equity Efficiency

People First 2.1 Integrity 3.1 Consultation and 4.1 Result Orientation
2 Strategic Thinking 2.2 Self Confidence Consensus Building 4.2 Conceptual
3 Organisational 2.3 Attention to Detail 3.2 Decision Making Thinking
Awareness 2.4 Taking 3.3 Empathy 4.3 Initiative and Drive
1.4 Commitment to the Accountability 3.4 Delegation 4.4  Seeking Information
Organization 4.5 Planning and
1.5 Leading Others Coordination
4.6 Desire for
Knowledge

4.7 Innovative Thinking

4.8 Problem Solving

4.9 Developing Others

4.10 Self- Awareness
and Self-Control

4.11 Communication
Skills

4.12 Team-Working

New Competencies

Adaptability, Assertiveness, Concern for Safety, Valuing Culture and Diversity,
Conflict Resolution, Disaster Management, Political Awareness

A project of DARPG - IMG cO



Competency Framework for Police Department

1. Competency Definitions:

1. Ethos

Competency Definition

1.1 People First

Passion for serving people with special care for the marginalised and
disadvantaged. Being approachable, welcoming, caring and rising above
bias while interacting with people. Understands the needs of the people and
constantly strives to improve the services.

1.2) Strategic Thinking

Ability to understand dynamic internal and external environment and its
impact. Responds to the opportunities and challenges for the betterment of
society.

1.3) Organisational
Awareness

Understanding of the organisation’s mandate, structure, policies,

processes, norms and its interface with other organisations. It also includes an
understanding of the organisation’s informal structures, power dynamics and
constraints.

1.4) Commitment to
the organisation

Aligns behaviours and interest with the needs and goals of the
organizations.

1.5) Leading Others

Ability to engage, energise, and enable the team to excel.

2. Ethics

Competency Definition

2.1) Integrity

Consistently behaves in an open, fair and transparent manner, honors one’s
commitments and works to uphold the Public service values.

2.2) Self—Confidence

Belief in own capability to accomplish a task and being able to express
confidence in dealing with challenging circumstances without being arrogant
or boastful.

2.3) Attention to Detail

Having an underlying drive to being thorough and meticulous and to comply
with procedures, rules, guidelines, and standards. Digs deeper and strives to
reduce uncertainties and errors.

2.4) Takes
Accountability

Takes ownership for outcomes (successes or failures) while
addressing performance issues fairly and promptly.

Definition

3.1) Consultation and
Consensus Building

Ability to identify the stakeholders and influencers, seek their views

and concerns through formal and informal channels. Build consensus through
dialogue, persuasion, reconciliation of diverse views/interest and trusting
relationships.

3.2) Decision Making

Makes timely decisions that takes into account relevant facts, tasks, goals,
constraints, risk and conflicting points of view.

3.3) Empathy

Empathy is about being able to accurately hear out and understand the
thoughts, feelings and concerns of others, even when these are not made
explicit.

3.4) Delegation

Delegates responsibility with the appropriate level of autonomy so that
others are free to innovate and take the lead.

dject of DARPG - IMG combine




Competency Framework for Police Department

4. Efficiency

Competency Definition

4.1) Result Orientation

High drive for achieving targets and competing against a standard of
excellence.

4.2) Conceptual
Thinking

Understanding a situation or environment by putting the pieces
together and identifying patterns that may not be obviously related.
Connecting the dots while resisting stereotyping.

4.3) Initiative and Drive

Contributing more than what is expected in the job. Refusing to give up
when faced with challenges and finding or creating new opportunities.

4.4) Seeking
Information

An underlying curiosity to know more about things, people, or issue.
This includes “digging” for exact information and keeping up-to-date with
relevant knowledge.

4.5) Planning and
Coordination

Ability to plan, organise and monitor work with effective utilisation
of resources such as time, money, and people.

4.6) Desire for
Knowledge

Keeps up-to-date with relevant knowledge and technology, share
latest developments with others, and advocates the application of acquired
knowledge.

4.7) Innovative Thinking

Open to change, approaches issues differently, offers alternate /
Competency Framework for the Civil Services out of box solutions and
strives for efficiency by working smartly.

4.8) Problem Solving

Understanding a situation by breaking it into small parts, organising
information systematically and setting priorities.

4.9) Developing Others

Genuinely believes in others’ capabilities to develop and take personal
responsibility for their development. Creates a positive environment for
learning and provides developmental opportunities for individual and team.

4.10) Self-Awareness
and Self-Control

Identifies one’s own emotional triggers and controls one’s emotional
responses. Maintains sense of professionalism and emotional restraint when
provoked, faced with hostility or working under increased stress. It includes
resilience and stamina despite prolonged adversities.

4.11) Communication
Skills

Articulates information to others in language that is clear, concise, and
easy to understand. It also includes the ability to listen and understand
unspoken feelings and concerns of others.

4.12) Team-Working

Working together as a unit for common goal, Building teams through mutual
trust, respect and cooperation.
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1. Ethos

Level 1:
Responds
Sensitively to
the Needs of
the Citizens

Level 2:
Anticipates the
Needs of the
Citizens

Level 3:
Promote the
Service to the
Citizens

Level 4:
Actively
Improves the
Service to
the Citizens

Level 5:

Drives a Culture
of Serving

the Citizens

1.1 People First

Passion for serving people with special care for the marginalised and disadvantaged.
Being approachable, welcoming, caring and rising above all bias while interacting with
people. Understands the needs of the people and constantly strives to improve the
services.

Understands the needs of the marginalised and disadvantaged, along with the needs of
the wider public

Strives to respond quickly to meet their needs in a respectful, helpful and responsive man-
ner

Reports issues that affect service delivery, where necessary

Addresses all the issues of the citizens in an unbiased manner

Ensures that levels of service are maintained — highlights risks or concerns in order to
meet community requirements

Understanding the value of an affirmative action towards the marginalised and
disadvantaged

Actively seeks information from all sections of community to understand their needs
and expectations

Is accessible to all citizens and seeks their feedback to develop a clear understanding
of their needs and outcomes

Establishes mechanisms to address feedback from the community about the service
provided

Involves a diverse range of staff members, stakeholders, and delivery partners while
developing implementation approaches in order to provide clarity on the benefits to
the disadvantaged and to improve the quality of service provided to the citizens
Understands issues from others’ perspective, particularly the disadvantaged

Keeps others up-to-date with information and decisions that might affect their area of
work

Is a role model of positive community service behaviours

Promotes a culture focused on serving and meeting the needs of the citizens
Thoroughly explores all the sections of the community, including the marginalised
and the disadvantaged; and identifies methods to meet their needs - including using
new technology where relevant

Tracks trends that will affect their own Department’s ability to meet current and future
community needs and continuously strives to provide effective services to the public
Focuses their decision making around the most excluded sections of the society; and
designs and monitors the execution of these initiatives

Uses multiple mechanisms to obtain insights from the community, in order to drive
proposals, outcomes and quality in the area

Constantly improves service by managing risks and ensuring service delivery within
defined outcomes

Works collaboratively with staff, stakeholders, community, and service delivery part-
ners to deliver against service level agreements

Creates an in-depth understanding of the broad range of community requirements in
the Department

Leads community service outcomes at a strategic level

Works across the Government to deliver best quality service, with a strong focus on
the marginalised and disadvantaged

Creates a culture of working with and through delivery partners to establish service
levels and outcomes

Incorporates elements of affirmative action into planning and strategy formulation
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Level 1:
Shares
Information/
Reasons to
Motivate

Level 2:
Promotes Team
Effectiveness

Level 3:
Backs the
Team

Level 4:
Assumes
Leadership

Level 5:
Communicates
a Compelling
Vision

1.5 Leading Others

Ability to engage, energise and enable the team to excel.

Openly and proactively shares information

Explains the reasons for a decision taken

Makes sure the team has all the necessary information

Regularly updates team regarding changes and decisions made on related work

Creates conditions that enable the team to perform at its best (for example, setting clear
direction, providing appropriate structures, and attracting the right people, etc)

Uses a structured approach to promote team morale and productivity, such as team
assignments, cross-training, etc.

Gets member’s input in order to promote effectiveness of the team or process
Formulates clear objectives for team members to perform

Welcomes and takes into account positive as well as negative feedback

Defends the team and its reputation in public and stands by it

Secures the required level of support and development for both members and the
leadership within the team

Encourages and promotes a culture of open feedback and takes corrective action
wherever required

Resolves conflict, if any, within the team in an effective manner

Protects the team and its reputation vis-a-vis the larger organisation or the community
Establishes norms for team behaviour (“rules of engagement”) and imposes sanctions on
its violation

Spots and Grooms Talent

Sets a good example by personally modelling desired behaviour

Motivates the members to buy into the team/organization’s policy and mission
Empowers, inspires, and energises the team to understand and thrive in the changing
environment

Communicates and creates buy-in for a compelling vision, that inspires confidence and
generates enthusiasm and passion

Inspires people in rising to the challenge of meeting the goals of Civil Services

Is charismatic and is recognised as an outstanding team builder across departments
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2. Ethics

Level 1:
Acts Ethically

Level 2:
Models the
Values of the
Civil Services

Level 3:
Acts on
Values even
when it

is not easy
to do so

Level 4.

Is Seen
Unflinching on
Public

Service Values

Level 5:
Is a Role Model

2.1 Integrity

Consistently behaves in an open, fair, and transparent manner; honours one's
commitments; and works to uphold the Public Service Values.

Is open and honest in one’s dealings with others

Honours commitments made to others

Acts in ways to avoid conflict of interest - perceived or real — for example -by disclosing
potential issues on time

Honest and open in all communications

Gives frank and honest opinion when sought

Follows the rules and regulations and is guided by Public Service values

Does not share information loosely with others

Is guided by Public Interest in conflicting situations

Encourages others to consistently follow Public Service values

Is trustworthy in all circumstances

Treats people impartially, regardless of political, social, demographic, geographic,
circumstances or bias

Enforces law, public service values and rules of conduct even in difficult situations

Has the courage and conviction to make and stand by the right decisions, even at
significant personal cost

Provides honest and frank advice to uphold public interest

Ensures full disclosure, by sharing the political implications of the decisions being made
Challenges powerful and influential people, and holds them accountable to make the right
decisions

Stands firm when dealing with unreasonable requests and demands

Leads by example by maintaining high standards of professionalism and impartiality
Takes accountability for own actions and creates a culture for others also to take
accountability for their own actions

Creates a culture that encourages open, honest, and ethical behaviour

Holds people accountable to their actions and rewards those who demonstrate integrity
Acts as a role model for courageous leadership by adopting a principled stance on critical
issues
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Level 1:

Acts Confidently
within Job

Role

Level 2:
Continues to act
Confidently
Beyond the
Limits of Job
Role

Level 3:
States
Confidence
in Own
Ability

Level 4:
Takes on
Challenges

Level 5:

Is Confident
Under
Extremely
Challenging
Situations

2.2 Self-Confidence

Belief in own capability to accomplish a task and being able to express confidence in
dealing with challenging circumstances, without being arrogant or boastful.

Confidently performs the tasks within the job role

Presents oneself well

Executes activities with minimal supervision

Displays the willingness to take up additional responsibilities

Makes job-related decisions on his or her own, keeping in mind civil services’ values
Able to say ‘No’ to all backed by a strong reason

Acts confidently when the outcome benefits the public good, even when peers or
partners disagree

Presents own point of view clearly and confidently in front of others

Exhibits expertise and believes in own ability to get the work done

Explicitly demonstrates confidence in own judgment

Accepts responsibility for the consequences

Able to articulate own point of view confidently and clearly even when in disagreement
with others

Gets excited by challenging assignments

Expresses own point of view clearly, confidently and politely when in disagreement with
senior officers, stakeholders, or others in power

Acts in the favour of larger public good without being afraid of consequences

Willingly takes on extremely challenging (that is, personally risky) tasks

Challenges the status quo and is not afraid to take action, as long as the outcome is for
the betterment of the community

Remains positive even under stressful conditions

Explores multiple ways to overcome the challenge at hand
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Level 1:
Pays Attention to
Detail

Level 2:
Plans and
Double Checks

Level 3:
Monitors Own
and Other’s
Work

Level 4:
Proactively
Manages
Standards

Level 5:
Contributes to
Overall
Monitoring of
Quality and
Standards

2.3 Attention to Detail

Having an underlying drive to being thorough and meticulous and to comply with
procedures, rules, guidelines, and standards. Digs deeper and strives to reduce
uncertainties and errors.

Pays attention to detail to obtain comprehensive information

Is knowledgeable of the policies and standards of his/her own department and adheres
to them while working

Willingness to consult superiors and peers in order to validate or reconfirm the details
Respects confidential information

Holds self accountable for delivery of high standard outcomes

Double checks own work to ensure standards and guidelines are adhered to and re-work
is avoided /minimised

Devotes sufficient time to complete tasks, review documents, and prepare for meetings
Plans own work thoroughly and meticulously by using planning tools such as work plans,
checklists, etc and supports the introduction of better ways of working

Holds self and others accountable for delivery of high standard outcomes and adherence
to policies and procedures

Monitors quality of others’” work and provides them support /guidance to perform better
by paying more attention to detail

Keeps detailed records of discussions and agreed actions to ensure that information is
accurate and prompt follow-up occurs where applicable

Digs deeper by asking questions, examining literature or consulting the experts when not
satisfied with the level of detail

Monitors compliance to procedures and regulatory requirements and takes action in case
of any deviation

Ensures that breaches of regulatory requirements are treated with appropriate
procedures

Builds systemic checks and balances and is proactive and quick in resolving grievances
and issues

Conducts overall reviews and spot checks to ensure that procedures and standards are
being maintained

Resolves broader issues about risk and compliance, and about quality of work and
service delivery

Identifies loopholes and takes corrective measures to ensure unnecessary risks are
avoided
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3. Equity

Level 1:

Open to
Consultation and
Presents Views in
a Concise
Manner with the
help of Data

Level 2:
Consults
Others and
Takes
Multiple
Actions to
Persuade
Others

Level 3:
Proactively looks
for
Opportunities to

Promote
Convergence

Level 4:

Helps to Align
Diverse
Interests to a
Common Goal

Level 5:
Promotes
consensus
building and
Convergence

3.1 Consultation and Consensus Building

Ability to identify the stakeholders and influencers, seek their views and concerns
through formal and informal channels. Build consensus through dialogue, persuasion,
reconciliation of diverse views/ interests and trusting relationships.

Confidently presents views in a clear, concise and constructive manner

Demonstrates openness to consult others, with the aim of delivering value and benefit to
the public

Reaches out inside and outside the Department, with those who can provide
work-related information

Invites others’ views and opinions

Communicates the pros and cons of an initiative, as well as its benefits for the public in
order to get buy-in

Develops links with the experts and relevant information sources, proposes good
solutions to benefit the public

Develops and nurtures key contacts as a source of information, keeping in mind the end
goal of providing better services to the public

Contacts colleagues to identify synergies and convergence

Understands the target groups’ views and customises the communication to convince
them

Continuously looks for opportunities to partner and transfer knowledge

Takes initiative to engage with stakeholders to create new ideas and solutions
Proactively shares knowledge and information to build capacity and convergence

Keeps stakeholders informed about various initiatives and engages with them regarding
new initiatives

Makes an effort to understand the motives of others and uses this insight to customise the
communication

Prepares for others’ reactions in advance by visualising the implications of the proposal on
the wider public including the marginalised and disadvantaged

Explores innovative ways to converge different opinions, keeping in mind the end goal
Creatively uses the knowledge of the experts in order to address diverse interests of the
stakeholders

Communicates with conviction and clarity in face of tough negotiations

Creates forums where people can interact with each other on the larger goal and move
away from a ‘silo” mindset

Identifies opportunities to build relationships with external partner and larger communities
with the purpose of serving the wider public

Demonstrates willingness to trade-off immediate gain with long-term benefit

Takes a long-term view of Public Good

Inspires others to consult, keeping the greater good in mind, before arriving at any critical
decisions
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Level 1:
Follows
Guidelines
Effectively

Level 2:
Gathers
Information for
Decision
Making

Level 3:
Draws
Conclusions
from Complex
Information,
in the

Short to
Medium term

Level 4:
Makes
Decisions in
Complex
Situations

Level 5:
Makes
Long-term
Strategic
Decisions

3.2 Decision Making

Makes timely decisions that take into account relevant facts, tasks, goals, constraints, risks
and conflicting points of view.

Makes timely decisions, based on applicable rules or guidelines
Clearly explains (verbally and in writing) the rationale behind each decision
Maintains clear communication and transparency on the reasons for the decision taken

Identifies relevant and credible information sources and collects new data, when
necessary, from internal and external sources

Recognises scope of own authority for decision making and escalates to the appropriate
level if necessary

Empowers team members to make decisions

Demonstrates accountability and rises above bias when making decisions

Consults experts to get additional information to make decision

Develops feasible solutions even when dealing with uncertainty and limited
information

Demonstrates decisiveness when under pressure or faced with complex or sensitive
situation aligning with policy trend in that field

Analyses the impact of past decisions made and incorporates lessons learnt in future
decision making process

Foresees impact of decisions on the society by conducting social cost-benefit analysis
Weighs up competing views to generate ways forward which will meet organisational
goals

Ensures involvement and consultation of the subject experts where necessary
Confidently takes decisions and clearly communicates at a strategic level to move things
forward

Swiftly analyses complex and ambiguous data to provide clarity of thinking and direction
to the Department

Foresees the unintended impact(s) of decisions and takes actions to overcome them
Interprets political and national pressures to develop strategies that positively impact the
public good, especially for the benefit of the marginalised and disadvantaged

Develops Department-wide strategies to manage and mitigate risks

Gives unbiased advice to Ministers based on the basis of robust analysis, and not on the
basis of what will be welcomed

Makes decisions for the good of the society (even if it leads to loss of personal popularity)
and defends them at the highest level when required
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3.3 Empathy

Empathy is about being able to accurately hear out and understand the thoughts, feelings

Level 1:
Understands
Unspoken
Content

Level 2:
Has Concern for
Others

Level 3:
Expresses
Concern for
Others

Level 4:
Acts as a
Role Model

Level 5:
Creates and
Promotes an
Environment of
Respect

and concerns of others, even when these are not made explicit.

Demonstrates active listening skills (such as asking probing questions, not interrupting)
Recognises body language, facial expression, and/or tone of voice to understand the
unspoken message

Recognises unexpressed or poorly expressed thoughts, concerns, and feelings

Picks up signals when others are not feeling comfortable and displays consideration

Open to diversity of opinion

Understands both what is being said by a person and underlying reasons for the
emotional state of the person

Understands and appreciates other’s concerns and feelings

Probes to understand people’s issues, unspoken thoughts, and feelings

Displays openness to diversity of opinion and adapts behaviour to be helpful and
considerate

Makes inferences that go beyond the explicitly expressed content and emotion
Identifies a unique characteristic or the strengths of the other person

Is sensitive to underlying problems, and why people act or behave the way they do
Demonstrates empathy by correctly understanding reactions or emotions of others
Builds trust by demonstrating respect for other’s point of view

Displays an in-depth understanding of the ongoing reasons for a person’s behaviour and
response

Understands the longer-term reasons for behaviour

Makes a balanced assessment of a person’s strengths and weaknesses based on a deep-
er understanding of the individual

Demonstrates an astute understanding of others’ views by asking the right questions at
the right time

Creates a culture of mutual trust and respect
Encourages others to read deeper into others’ emotions by providing practical tips
Creates the systems promoting empathy
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Level 1:
Provides
Personal
Guidance
and Direction

Level 2:
Expresses Trust
and Stays
Focused

Level 3:
Sets the
Ciriteria for
Success

Level 4:
Sets and
Monitors
Key Policy
Objectives

Level 5:
Pushes the
Limits of
Autonomy
within norms of
Governance

3.4 Delegation

Delegates responsibility with the appropriate level of autonomy so that others are free to
innovate and take the lead.

Finalizes work plan in a participatory manner

Makes resources available as per work plan

Expresses confidence in the ability of the team members to get the work done
Keeps track of assigned tasks by monitoring milestones as per work plan

Assigns stretched targets while designing work plan

Ensures the employee or team has the clarity of the task assigned and understands its
importance

Provides timely feedback and encourages the employee to undertake the task

Provides them the specific direction and hands-on support needed to undertake the task
Does not indulge in fault finding in the event of failure

Recognises success and gives credit for the same

Provides forums to elicit diverse perspectives across teams to enable robust decisions
Provides direction and process expectations for delivery against a standard of
performance

Communicate the criteria of success and does not get into monitoring the details of the
plan

Sets policy direction as well as targets on key indicators to monitor the policy
implementation

Ensures adequate level of authority, required to deliver a specified outcome or series of
outcomes

Provides others the autonomy to operate within Departmental policies

Has faith in the technical know-how, decision- making, and managerial ability of others
Delegates full authority and responsibility to team members to provide solutions for the
Government and community on agreed policies

Creates a culture of trust and empowerment amongst team members
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4. Efficiency

Level 1:
Focuses on
doing what is
Expected

Level 2:
Creates Own
Measures of
Better Results

Level 3:
Consistently
Improves
Systems as well
as Performance

Level 4.

Sets
Challenging
Goals for

the
Organisation
and works

to meet them

Level 5:
Creates a
Culture of
Achieving
Challenging
Goals

4.1 Result Orientation

High Drive for achieving targets and competing against a standard of excellence.

Tries to do the job well and as expected
Works towards meeting timelines and expresses a desire to do better
Is mindful of waste, inefficiency and red-tapism while discharging duties

Keeps track of and measures outcomes against a higher standard of performance
Consistently ensures on-time delivery of quality work

Exhibits creative ways to meet Departmental Goals and Priorities

Makes suggestions on how work processes can be improved

Regularly makes specific changes in the system or in own work methods to improve
performance

Takes the initiative to ensure that key objectives are consistently achieved

Monitors efficiency of work practices and modifies them to provide better service

Works to achieve tasks better, faster, and more efficiently; and looks to improve quality,
community satisfaction, and morale, without setting any specific goal

Helps set stretched but achievable goals by the team

Benchmarks against standards of excellence and continually strives for superior
performance

Motivates, encourages others to set higher benchmarks and strive for superior
performance

Continually looks to adapt leading practices from other Departments/organisations to im-
prove performance

Uses a variety of methods to help team members to attain higher levels of performance
Recognises and rewards innovation, setting higher benchmarks to create a culture of high
achievement

Encourages and rewards continuous review and improvement of work processes
Inspires individuals to consistently exceed performance targets
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Level 1:
Applies Basic
Rules

Level 2:
Recognises
Patterns

Level 3:
Applies
Learning

Level 4:
Clarifies
Complex
Situations

to Stakeholders

Level 5:
Develops New
Understanding /
Meaning

4.2 Conceptual Thinking

Understanding a situation or environment by putting the pieces together and identi-
fying patterns that may not be obviously related. Connecting the dots while resisting
stereotyping.

Applies basic rules, common sense, and past experiences to identify causal relations,
patterns etc or their absence

Is able to recognise when a current situation is exactly the same as/similar to a past
situation

Quickly identifies key issues or patterns in day-to-day situations
Able to derive conscious rationale or its absence from recurring situations or events
Creates own hypothesis to current situation or problem

Uses well-chosen analogies to illustrate an issue or a situation

Applies and modifies complex learned concepts appropriately

Considers how well situations are described by existing models

Reaches conclusions by identifying the similarities and differences between situations
Steps back in order to see the bigger picture

Communicates the ‘big picture’ clearly to others

Makes complex ideas or situations clear, simple, and understandable
Breaks-down a complex issue into a useful model or illustration

Assembles ideas, issues, and observations into a clear and useful explanation

Develops new ideas that lead to greater efficiency and inclusiveness, for eg by analysing
global best practices

Willing to experiment without being constrained by bias, stereotypes and traditional views
Proposes new approaches to the department and/or Civil Services

Proposes alternative, radical hypotheses and tests them/keeps them in play

Redefines the understanding of stakeholder and community needs
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Level 1:
Conducts Basic
Search

Level 2:
Investigates
Situation

Level 3:
Digs Deeper

Level 4:
Conducts
Research

Level 5:
Develops Own
Sources of
Direct
Information

4.4 Seeking Information

An underlying curiosity to know more about things, people, or issues. This includes
“digging” for exact information and keeping up-to-date with relevant knowledge.

Uses available information in the organisation
Asks direct questions from those who are directly involved in the situation
Conducts basic search to obtain more information in books, journals and internet

Investigates each situation beyond routine questioning

Checks assumptions against facts by asking questions

Identifies people who are related and investigates the situation further

Connects all the information available and conducts field visits, if needed, to gain a
comprehensive understanding of the situation

Asks a series of probing questions to get at the root of a situation or a potential
opportunity

Consults with experts and practitioners to get their independent perspective, background
information, experience, etc.

Seeks to develop deeper understanding and get an in-depth perspective of the subject

Makes a systematic effort within limited time to obtain needed data or feedback
Conducts in-depth investigation from different and a wide range of sources

Studies best practices of other states, sectors, regions organisations etc

Tries to obtain new insight or meaning by conducting or commissioning a formal
research if required

Conducts field visits (if needed) to gain a comprehensive understanding of situation
Identifies individuals or develops trusted sources to conduct regular information
gathering

Validates the veracity of informal information through other means and resources
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Level 1:
Maintains
up-to-date
Knowledge

Level 2:
Proactively
Keeps Abreast
of Change in
Environment

Level 3:
Develops
Broader
Conceptual
Knowledge

Level 4:
Prepares for the
Long Term

Level 5:
Seen as a Role
Model

4.6 Desire for Knowledge

Keeps up-to-date with relevant knowledge and technology, shares latest developments
with others, and advocates the application of acquired knowledge.

Maintains up-to-date knowledge about practices and policies that assist in performing
day-to-day work

Keeps own policy and procedure binders (circulars, memorandums, OMs), working
papers, and ensures that files are up-to-date

Seeks to understand policies and procedures in the related work area,

Proactively reads relevant literature to enhance knowledge of relevant practices

Keeps abreast of changes in internal and external environment that impacts work area
Identifies and utilises learning opportunities to improve knowledge (for example, courses,
observation of others, assignments, etc.)

Draws opportunities for learning from day-to-day experience

Seeks to enhance knowledge through interaction with experts and by reading articles and
journals

Consults closely with other Departments and relevant stake holders to develop broader
conceptual understanding

Pursues challenging assignments to develop expertise

Develops an external orientation, by keeping up-to-date with professional bodies, trends,
and new legislation

Reads widely, such as policy documents, external reports, or professional and
Government journals

Explores best practices and identifies opportunities for implementation in the existing
environment

Encourages knowledge and experience sharing

Looks beyond the short term and makes changes in systems and processes which fo-
cuses on long term knowledge enhancement (capacity development, planning, research
eto

Is identified as a thought leader in own professional or technical field

Encourages and facilitates the acquisition of knowledge in others

Suggests strategies to develop Departments’/Civil Services’ overall knowledge base
Creates an environment for development of knowledge of self and others
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Level 1:
Breaks Down
Problems

Level 2:
Identifies Basic
Relationships

Level 3:
Identifies
Multiple
Relationships

Level 4:
Develops
Solutions to
Complex
Problems

4.8 Problem Solving

Understanding a situation by breaking it into smaller parts, organising information
systematically, and setting priorities.

Breaks down complex issues into smaller parts for easier analysis
Collects and analyses related information from a variety of sources
Is able to effectively sift through information

Identifies the links between situations and given information

Identifies the cause-and-effect relationship between two aspects of a situation
Develops an action plan based on causal relations and pros and cons
Weighs pros and cons of different options

Able to diagnose multiple cause and effect relationships in a problem (ability to see
several potential causes of an event or several events)
Develops potential solutions and identifies risks involved

Ability to see the holistic picture

Identifies interdependencies between various components

Communicates complex problems in a simple manner

Develops a solution that attempts to address the complexities at different levels
Generates options to address the problem in its entirety

Creates solutions that address not only immediate issues (quick fixes) but also takes steps
for medium to long-term impact of the solutions
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Level 1:

Is Aware of
Self and
Restrains
Emotional
Impulses

Level 2:
Responds
Calmly

Level 3:
Manages Stress
Effectively

Level 4.
Managing Self
and Others
Under High
Stress or
Adversity

Level 5:
Nurtures a
Culture of
Rationality and
Calm
Behaviour

4.10 Self Awareness and Self Control

Identifies one’s own emotional triggers and controls one’s emotional responses.
Maintains a sense of professionalism and emotional restraint when provoked, faced with
hostility or working under increased stress. It includes resilience and stamina despite
prolonged adversities.

Aware of own feelings, strengths and weaknesses

Aware of the connection between own feelings and their impact on own actions and per-
formance

Reads situations rationally

Resists the temptation to act impulsively

Remains calm in stressful situations and listens to others’ point of view

tional responses

Aware of how one’s emotions and actions impact others
Conducts rationally even under strong internal emotions
Knows what emotional ‘hot buttons’ he/she has and avoids situations that will cause emo-

Acts calmly and respectfully towards others despite difficult situations
Has an honest understanding of own weaknesses and strengths

Actively manages self-effectiveness in different situations by thoroughly understanding of
one’s own responses

Uses stress management techniques to deal with stress and control responses
Responds constructively and professionally to extreme challenges, provocation and/or
professional disappointments

Continues providing effective leadership in situations of stress or adversity

Calms others during stressful situations (by remaining calm, listening attentively)

Diffuses stressful situation and lightens the environment for example by humour,
presenting analogies etc

Coaches and mentors others on ways to manage stress

Accepts negative feedback in a mature manner

Able to maintain focus and stamina for self and others in prolonged adversity

Nurtures a culture to identify and dissolve stressors by better planning and analyzing the
past instances

Creates and promotes culture of calm behavior in a large group or organization
Improvises and innovates to out-manoeuvre stressful situations to attain expected results
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Level 1:
Listens
Attentively and
Presents
Information
Clearly

Level 2:

Fosters
Two-Way
Communication

Level 3:

Adapts
Communication
to

Others

Level 4.
Communicates
Complex
Messages
Clearly and
Credibly

Level 5:
Communicates
Strategically

4.11 Communication Skills

Articulates information to others in language that is clear, concise, and easy to
understand. It also includes the ability to listen and understand unspoken feelings and
concerns of others.

Listens actively and objectively without interrupting

Checks own understanding of others’ communication (e.g., repeats or paraphrases, asks
additional questions)

Is able to ask questions clearly to gather basic understanding of issues at hand

Presents basic facts in a clear and concise manner, both orally and in writing

Keeps superiors and other relevant stakeholders informed

Conveys information, opinions and arguments fluently and confidently in a manner that
clearly explains the benefits of one’s proposition on different people in the society

Elicits feedback on what has been said

Is able to ask leading and open-ended questions to allow for deeper thoughts to surface
during communication

Understands complex non-verbal cues and incorporates the understanding to achieve
better two-way communication of ideas

Maintains an open communication channel with others

Communicate information likely to be perceived negatively with sensitivity and tact
Supports messages with relevant data and examples to create better impact and to
enhance understanding

Is able to write complex ideas in an easy to read, coherent, accurate manner devoid of
jargon

Adapts communication style to suit the situation

Takes others’ perspectives into account during communication

Times communication effectively keeping in mind the overall context and public
opinion

Anticipates the response to messages and adapts communications accordingly

Is able to understand the non-verbal cues of the speaker

Does not bluff, acknowledges lack of information, acts tactfully and follows up response in
agreed time

Communicates complex issues clearly and credibly, to widely varied audiences

Shares the idea with opinion makers, before “voicing” it

Uses varied communication methodologies to promote dialogue and shared
understanding through interesting examples (stories, myths, cases, best practices etc)

Uses different forums, media vehicles, tailors messages accordingly to achieve optimum
results
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Level 1:
Cooperates with
Others

Level 2:
Appreciates
Positive
Attitudes and
Expresses
Positive
Expectations of
Team

Level 3:
Solicits Inputs

Level 4:
Encourages
Others

Level 5:
Works to Build
Team
Commitment

4.12 Team-Working

Working together as a unit for the common goal. Building teams through mutual trust,
respect and cooperation.

Willingly complies with the team decisions, is a good team player, does his or her share of
the work

Willingly gives support to co-workers and works collaboratively rather than
competitively

Shares all relevant information with the team members, provides ideas, inputs and
suggestions

Deals honestly and fairly with others, showing consideration and respect

Has a positive attitude towards team members

Communicates their expectations towards others positively, in terms of their abilities, ex-
pected contributions, etc.

Acknowledges the work of others

Speaks positively about the team members, when either communicating with them
directly or to a third party

Shares experiences, knowledge, and best practices with team members

Assumes responsibility for own work activities and coordinating efforts

Solicits ideas and opinions to help form specific decisions or plans
Displays willingness to learn from others, including subordinates and peers
Genuinely values others’ expertise

Incorporates others’ suggestions into planning and decision making

Publicly and formally credits others who have performed well

Encourages and empowers others, making them feel strong and important

Builds relationships with team members and with other inter-/intra-Department work units
Encourages others to share experience, knowledge and best practices with the team

Promotes good working relationships rising above the bias

Collaborates with other Departments to work towards a larger goal

Capitalises on opportunities and efficiently utilises diverse talents of the team members
Works towards building positive team environment and addresses descriptive behavior
such as threats, insults, stereotyping or exaggerations
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Level 1:
Demonstrates
Openness and
S ES

in other’s
Perspectives

Level 2:
Demonstrates
Willingness to
Change

Level 3:

Adjusts
Behaviors/
Interpersonal
Styles to fit in
with the Situation

Adaptability

Adapts to changing circumstances including emergencies and other crises;
Tolerates ambiguity, accepts new ideas and change initiatives;

Adapts interpersonal style to suit different people and situations;

Shows an interest in new experiences

Accepts changes in circumstances when presented with them

Quickly adapts work approach in response to situations

Demonstrates an awareness of how own interpersonal style impacts on different people
and different situations

Readily accepts conditions of uncertainty and remains productive when there is lack of
clarity about aspects of own role

Actively identifies appropriate responses to crisis situations

Welcomes new ideas in own area and demonstrates personal commitment

Stays positive and upbeat in situations where definite information or direction is not
available

Takes a leadership role with respect to crisis response

Facilitates organizational response to crisis situations

Uses many different approaches to interact successfully with others, adapting own
interpersonal style to fit in with the situation, and the characteristics of groups and
individuals
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Level 1:
Displays
Authority
Confidently

Level 2:
Make Others
Comply

Level 1:
Identify Safety
Issues and
Problems

Level 2:
Responds
Promptly to
Safety Concerns

Assertiveness

Ability to use authority confidently and to set and enforce rules appropriately

Able to present views clearly
Is self-confident and can support and defend decision and action taken
Uses different communication style to facilitate the complaint of a work assignment

Able to convince others of his ideas and objectives
Asserts himself in discussion
Is able to use their position/authority to make others comply with directions

Concern for Safety

Being aware of conditions and circumstances and circumstance that affect ones’ own
safety or the safety of others

Detect hazardous circumstances

Check equipments and work areas

Regularly check equipments, work area for potential hazards
Responds promptly to safety concerns raised by employees/citizen

Follow safety procedures in handling hazardous situation
Be alert to possible unsafe situation
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Political Awareness

Understands and utilizes the dynamics of power, organization, and decision making to
achieve objectives

Establishes = Leverages political support and goodwill of community and religious leaders for
alliance to professional implementation of developmental activities

Icr)wfltjence = Demonstrate the ability to harness knowledge, skills, experiences and competencies
utcome

of political executives
= Undertake activities that are within the Department stated rules and procedures
without succumbing to political pressure

Valuing Culture and Diversity

Considers and shows respect for the opinions and feelings of colleagues and members
of the public, no matter what their religion, position, background, circumstances, status
or appearance be

Level 1: = Seeks out and uses ideas, opinions, and insights from diverse and various sources
EOEEADVERI = Maximizes effectiveness by using individuals' particular talents and abilities on tasks or
sity assignments

Level 2: = Advocates the value of diversity to others
Champions = Confronts racist, sexist, or inappropriate behavior by others
Diversity = Challenges exclusionary/discriminatory organizational practices
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Level 1:

Gathers Informa-
tion to Clarify
Situation

Level 2:
Objectively
Listens to the
Views of other
Parties

Level 3:
Confronts the
Situation

Level 4.

Adopts suitable
Intervention
Strategies

Conflict Resolution

Deals effectively with others in an antagonistic situation; using appropriate inter-personal
styles and methods to reduce tension or conflict between two or more people

= Collect information from relevant sources to understand the conflict in its totality
= Establishes a clear and compelling rationale for resolving the conflict, facilitates a

satisfactory settlement of the conflict

= Obijectively views conflict from all sides for its appropriate solution

= Ability to confront, face and handle conflicts arising out of issues/between individuals,

parties and law based

= Understand conflict as a dynamic situation, having a life cycle moving in stages from

emergence to resolution

Comprehensively removes underlying causes of the conflict so that no latent and residual
elements are left unattended, to avoid triggering and recurrence of the conflict

Keeps in mind different stages in conflict life cycle and appropriate methods so as to avoid
manifestation into graver form or degenerate into cause form

= Adopt suitable intervention strategies at different time scales

= Uses the Alternate Dispute Resolution (ADR) approach as intervention for solving conflicts
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Disaster Management

Is the ability to create and execute plans in order to reduce vulnerability to hazards and
cope with disasters and decrease the effect of disasters

Emergency = Understands preliminary and basic recovery, mitigation, preparedness and response drill
Response skill to avoid or ameliorate the impact of disaster resulting from the hazards/accidents/natural

and man-made calamities
= Understands the procedural, prevention and management techniques that have to be

performed
» |s equipped with physical prevention and preparedness techniques such as use of first-aid

kit and other facilities, survival skills and tool kits
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“Quality is never an accident; it is always the result of high intention, sincere effort, intelligent
direction and skillful execution; it represents the wise choice of many alternatives”.
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Task Force Members
Note: The designations indicated are as per the order issued at the time of constituting Task Forces

Nodal Officer: Mr. P Prakash, IPS
Principal, Police Training College, Trivandrum

1. | Mr. Madhusoodhanan SCPO | State Border, Parassala PS
2. | Mr. Jyothish R K SCPO | Rural, Naruvamoodu PS

Mr. Harikumar CPO | Temple Police,

Padmanabha Swamy Temple, Tvm

4. | Mr.Sabu S CPO | Coastal, Vizhinjam Coastal PS
5. | Mr. Pramod V R SCPO | Coastal, Vizhinjam Coastal PS
6. | Mr. Bijukumar G CPO | Railway Police, DCRB, Railway
7. | Mr. Vijumon K K CPO Data collection work, DCRB Tvm City
8. | Ms.Sumi S WCPO| City Police, Thiruvallam PS
9. | Mr. Renjith J CPO | Cyber Police, Cyber PS,
10.| Mr. Santhosh P S CPO SCRB, TVM
1. | Mr. Mukesh M R CPO | Computer Centre, PCC, SCRB
12. | Mr. Girishkumar S SI Task Force Coordinator , DCRB Tvm City
13. | Mr. Mohanan SI District Crime Branch, Trivandrum
14. | Ms. Girly CS WSI Vanitha Cell, Tvpm City
15. | Ms. Sudhamani O WSI Padmanabhaswami Temple, Tvm
16. | Mr. Rajesh Kumar R Sl CBCID, HSW Kollam
17. | Mr. Sajikumar Sl Cyber Police Station, Tvpm City
18.| Mr. Suresh Kumar Cl Coastal Police
19.| Mr. Reji Jacob ACP | City Special Branch, Tvpm
20. | Mr. Pramod Kumar A ACP Control Room, Tvpm City
21. | Mr. P Bejoy Dysp | Foreigners Cell, SBCID
22.| Mr. A Abdul Rahim DySP | Vice Principal, PTC
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Acronyms

CIG
CPO
SCPO
CrPC
SHO
MO
L&O
SSB
FSL
PCR
SAPIO
SPIO
ORC
olIC
LP

CD
CCTNS
iIAPS
ACR
KAAPA
IEC

Crime Intelligence Gazette

Civil Police Officer

Senior Civil Police Officer

The Code of Criminal Procedures

Station House Officer

Material Object

Law and Order

State Special Branch

Forensic Science Laboratory

Protection of Civil Rights

State Assistant Public Information officer
State Public Information officer

Our Responsibility to Children
Officer-In-Charge

Long Pending

Case Diary

Crime & Criminal Tracking Network and System
Internal Administrative Processing System
Annual Character/Confidential Report
Kerala Anti-Social Activities (Prevention) Act, 2007
Information, Education and Communication
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Institute of Management in Government (IMG) is
the Apex Training Institute for the State of Kerala.
The Institute has a mandate to act as a think-tank
for the State Government and focuses on
developing managerial skills, organizational

abilities, leadership qualities and decision making
skills among different categories of employees
of Government.

It pioneered the adoption of Service Delivery
Policy, facilitated the implementation of
Modernizing Government Program and
developed a State Training Policy in 2004. All
these were in line with the mandate of the
Institute to function as the think-tank for the State
and support administrative reforms initiatives.
Since 2011, IMG calls for best innovations in Public
Policy and facilitates the awards instituted in the
name of the Chief Minister. The awarded
practices are documented and disseminated for
the benefit of officials and citizens. It conducts
various research and policy studies pertaining
with various arms of the State and Central
Government.

Through these initiatives and projects, it aims at
becoming a centre of excellence for capacity
building aimed at an efficient and citizen centric
workforce.
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IMG Mission
“To become a centre for excellence for capacity building for providing an efficient, transparent
equitable and citizen-centric public service delivery system in a knowledge society ”

Institute of Management in Government
Vikas Bhavan PO, Trivandrum- 635 033, Kerala, India
Tel: 0471-230 4229/ 230 3230, Fax: 0471-230 2391
Web: www.img.kerala.gov.in
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