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New Delhi, dt: Oe.12.2AM

,r,f4*'
K-

The General Managers,
Al l  lndian Railways and Production Units.

Sub: Svllabi for prgfessional papers for 70% Selection and 30%
LDCE fo? promotion to Group 'B.l posts of , APO in Personnel
Dgpartment of Railwavs/ Pf.oduction U.nits.

Ref: Railwav Board's letter No. E(GP.12013/2/24 d3ted 21.9-9.2014 (RBE
No.5212014).

lr  supercession of this off ice letter of even number dated 2110512014, the revised
s/ l iabr  for  professron?r papers ior  TAch Select ion and 30ok LDCE for  promot ion to Group
'B' post of APO in the Personnel Department is enclosed for guidance.

2. The revised syllabi will be effective from the date of issue of this letter. However,
Selections/LDCEs for which written examinations have already been held or are at an

.-V\anced stage need not be disturbed.

( !A ,
3. Please acknowledge receipt. , ll
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SJILABUS FOR 30% LTMTTED DEPARTMENTAL COMPETITIVE EXAMINATION
(LDCE) FOR PROMOTTON TO GROUP ',B' POST OF APO lN PEBSONNEL
DEPARTMENT.

PAPER.l

Part l: 50 Marks

Official Language &
General Knowledge

Part l l :
Professional Subject 100 Marks

Professional Subiect:

1. Consti tut ional Provision of Right to Employment under Art icle 16 & 17 of the
Constitution of lndia.

2. Manpower Planning & Recruitment:

(a) Manpower Planning, surrender and creation of posts, work charged posts,
temporary posts, supernumerary posts, vacancy bank etc. Zero-based
calc ' . t ia t ion of  requiremenUcreat ion.

(b) Recruitment:o 
: H::r',?#friilir#*#*1?,i;lr,:r:J:,',"*.,"T*',n*,n s,arr

Concept of Lead period, normal attrition while placing indent.
. Railway Recruitment Cell (RRC) - role and functions.
. Appointment of land losers, compassionate ground appointments,

Sports quota appointments, Cultural quota and Scouts & Guide quota
appointments etc.

, Liberallzed Active Retirement Scheme for Guaranteed Employment
for Safety Staff (LARSGESS).,

(ii) Recruitment to various Group 'A' Railway Services.

(iii) Direct recruitment quota as well as quota for recruitment for intermediate
g rades.

(iv)Reservation in recruitment, horizontal and vertical reservation, reservation
roasters etc. :

(c) Apprentices Act, 1961 and its lmplernentation.
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(d) Absorption of medicaily de-categorized staff in arternative posts'

(e) concept of Deputation, Foreign service etc. and its impact on Pension,

Foreign Service Contribution'

Training and DeveloPment:

a. Basic concept of training and human resource development

b. fraining 
"nO' 

Developt;t of Railway employees

i, iraining of Group C emPloyees
ii. Functioning of zonar Traning schoors and other training

institutions.
i i i .  Training of Gazetted off icers in Rairways as weil as non-Rairways

institutions.
iv, .  Various Rai lway Training Inst i tutes l ike NAIR' IREEN etc

c. Future developments in Railways
personnelandthenee6fcronthe joot ra in ingrnu: t isk l | | ingetc

Pay and Al lowances:

a .Preparat ionofPayBi l lComputer iza t ionofPayBi I I .AFRESPRIME.
l-Pass ConcePt etc

b 'Pay in theGovernment i 'e 'Paybands,Gradepayetc .
c. principres of pay fixation in ."* or'"ppoiniment and promotion' Pay

fixation in case of runctionar and non functionar promotions etc'

d 'Fundamenta |Ru|e(FR)&Fixat ion, Ins tancesofpayprotec t ionetc '
e Various ailowances admissiote 

'to 
the Railway employees including

allowances to the running staff'

SenioritY and Promotion'

Rures regurating determination of seniority and procedure for promotron

aj"inst sLlectioi and non-selection posts'
provision of reservation ioi sc.redure caste and scheduled Tribe

emp|oyees'Maintenanceofvar iousreservat ionrosters.
Reraxations avairabre to scEf candidates for promotion in safety and

non-safety category posts 
"no 

pto.edure for de-r"::y"tion of posts'

performance appraisar APAR, procedure, maintaining of records'

communication of adverse .orr"nt, etc. lmpact of Vigilance

investigation during and after Selection'

flBR, Jealed cover Procedure etc'

4.

a .

b .

c.

d .

e .

6. organization and Rore of personner Department, its functions and objectives'

schedule of powers in Establishment Matters. Maintenance of records-service

Registers, personar Fires 
"nJ 

pr"p"rrtion of craims 
"i 

P;t Bill, etc' computerization of
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records and personnel management functions (Human Resource Management System)
- benefits, challenges and implementation Computerization of official record and its
retrieval.

7 . Loans and various advances admissible to the Railway employees and
conditions thereof, PLB, TA rules etc.

8. Disciplinary & Appeal Rules (1968), Railway Services Conduct Rules (1966) &
Schedule of Disciplinary Powers. Various judgements of Supreme Court on D&AR
(1968) and Railway Services Conduct Rules (1966)

9. Pass Rules.

10. Retirement benefits:

a. Penpion Rules (new and old), Provident fund rules, Leave encashment
rules, Gratuity rules etc.

b. Retirement benefits under different circumstances (superannuation,
voluntary retirement, resignation, dismissal, technical resignation etc).

c. lmpact of Disciplinary & Appeal Rules, penalties etc on retirement
benefits.

d. Pension adalats, timely settlement and redressal of grievances related to
settlement.

e 
}"|ffi:il !.Jr::n#o.r 

Provident Fund & Pension rules and schemes

11.  Leave Rules and jo in ing t ime.

12. Reimbursement of tuit ion fees and legal expenses.

13. Medical assistance to Railway employees and retired Railway employees.
RELHS & its membership.

14. Right to Information Act, 2005,
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PAPER.II

Part l:

Establishment Rules &
Financial Rules

Part l l :
Professional Subject

Professionaf Subiect:

1. Industrial Relations, Recognition of rrade Unions and
Trade Unions/Associations Industrial disputes, their causes,
provisions of Indudtrial Disputes Act and functions of Labour
Labour courts.

50 Marks

100 Marks

dealing with unrecognized
strikes, lockouts, layoffs,
Enforcement Officers and

2. Labour legislations viz, Factories Act, its applicability to Workshops and other
Railway establishments, Special Rules for Workshop stafi in Railways, payment of
wages, Workmen's Compensation Act, ex-gratia payment, incentive bonus scheme,
N4in imum Wages Act ,  etc,

3 Contact  Labour (Regulat icn & Abol i t ion )  Act .  1972,  Sexual  Harassment of
women at workplace (Prevention, Prohibit ion & Redressal),  Act, 2013.

4. Service Law, CAT, High Courts, Supreme Court and effective handling of court
cases, fi l ing of Review Petitions, SLP, engagement of Advocates and payment of fees
to them and their related issues.

5' Engagement of casual labour and substitutes, policy and procedure thereof.

6. Grievance redressal mechanism, Staff Weffare- Staff Benefit Fund, Consumer
Co-op. Societies, medical assistance, Workers' Education Scheme, Societies and
educational assistance. r

7. Hours of Employment Regulations, conducting of job analysis, payment of
overtime, etc.
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SYLLABUS FOR ,SELECTTON TO THE GROUP 'B' POST OF APO AGAINST 70%
SELECTION.

Establishment Rules &
Financial Rules

Professional Subiect:

Professional Subiect:

50 Marks

100 Marks

1. Personnel department on Indian Railways. Legal framework, industr ial laws,
industr ial relat ions and grievance redressal system:

a. Organization and Role of Personnel Department, i ts functions and objectives.
Schedule Of Powers in Establ ishment Matters

Service,law, CAT, High Courts, Supreme Courl and effect ive handling of court
cases,  f i l ing of  Review Pet i t ions,  SLP engagement of  Advocates and
payment of  fees tc  them and therr  re lated issues

Labour legis lat rons v iz  Factones Act  i ts  apcl icabi i i ry  lc  Workshops anc o iner
Rai lway establ ishments.  Specia l  Rures for  Workshop staf f  in  Rai lways,
payment of wages Workrnen's Compensation Act, ex-gratia payment,
incentive bonus scheme, Minimum Wages Act, etc.

Hours of Employment Regulat ions, conducting of job analysis, payment of
overtime, etc.

Engagement of casual labour and substi tutes, pol icy and procedure thereof.
Contact Labour (Regulat ion & Aboli t ion) Act, 1972, The Sexual Harassment
of Women at workplace (Prevention, Prohibit ion & Redressal Act, 2013).

Recognit ion of Trade Unions and dealing with unrecognized Trade
Unions/Associat ions Industr ial disputes, their causes, str ikes, lockouts,
layoffs, provisions of Industrial Disputes Act and functions of Labour
Enforcement Officers and Labour cgurts.

Grievance Redressal mechanism, Staff Welfare- Staff Benefit Fund,
Consumer Co-op. Societies, medical assistance, Workers' Education Scheme
Societies, ed ucational assistance.

Manpower planning, methods of recruitment in Railways:

a. Manpower planning, surrender and creation of posts, work charged posts,
temporary posts, supernumerary posts, vacancy bank etc.

b

c

d .

e,

f

g

2.
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b, Recruitment:

(i) Recruitment at various levels and methods of recruitment:
o Functioning of Railway Recruitment Boards,
(' Recruitment at Zonal Railways including recruitment of adisan staff.

RRC, its roles and functions.
. Appointment of land losers, compassionate ground appointments

Sports quota appointments, Cultural quota and Scouts & Guide quota,
appointments etc.

. Liberalized Active Retirement Scheme for Guaranteed Employment for
Safety Staff (I-ARSGESS)

(ii) Various Gr 'A' organized services and recruitment to organized
Gr. 'A' Railway Services.

(iii) Direct recruitment quota as well as quota for recruitment for
intermediate grades.

(iv) Rgservation in recruitment, horizontal and vertical reservation,
reservation rosters etc.

c. Apprentice act and lmplementation of Apprentices Act.

" d. Absorption of medically de-categorized staff in alternative posts.

3 Training and Development: Basic concept of training and human resource
oevelopment Train ing and Development of  Rai fway employees wi th emphasis on the
fol lowing aspects:

a.  Train ing of  Group C employees.
b. Functioning of Zonal Training Schools and other training inst i tut ions.
c. Training of Gazetted Officers in Railways as well as non-Railways

insti tut ions.
d. Various Railway Training Inst i tutes l ike NAIR, IREEN, lRlTM, IRISET etc.
e. Future developments in Railways, the changing roles of Railway

personnel and the need for on the job retaining, mult i  ski l l ing etc.

4. Pay and Allowances: Preparation of Pay bi l ls, Pay and al lowances in the
Railways i.e. Pay bands, Grade pay etc. Principles of pay fixation in case of
appointment and promotion (functional and ncin functional promotions etc). Instances of
pay protection etc. The various allowances admissible to the Railway employees
including allowances to the running staff. Reimbursement of tuition fees and legal
expenses. TA rules, Loans and advances admissible to the Railway employees and
conditions thereof. PLB, etc.

5. Seniori ty and promotion:

a. Rules regulating determination of seniority and procedure for prornotion
against selection and non-selection posts.
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b. Provision of reservation for schedule Caste and Scheduled Tribe '

employees. Maintaining of reservation roasters.
c. Other relaxations available to SC/ST candidates in safety and

non-safety category posts and procedure for de-reservation of posts.
d. Performance appraisal - APAR, procedure, maintaining of records,

communication of adverse comments etc.
e. NBR, sealed cover procedure etc.

6. Retirementbenefits:
a. Pension rules (new and old) , provident fund rules, leave encashment

rules, Gratuity rules.
b. Retirement benefits under different circumstances (superannuation,

voluntary retirement, resignation, dismissal, technical absorption etc),
c. lmpact of Disciplinary & Appeal Rules, penalties etc on retirement

benefits,
d. Pension adalats, timely settlement and Redressal of grievances related to

settlefilent,
e. Retirement benefits under Provident Fund & Pension rules and Schemes

of Financial Settlement.

7. The Disciplinary & Appeal Rules, (1968), Railway Services Conduct Rules,
(1966) & Schedule of Disciplinary Powers.

8. Pass Rules, Leave Rules and joining time. Medical assistance to Railway
employees and retired Railway employees.

9. Computerization of records and personnel management functions (Human
Resource Management System) - benefits, challenges and implementation.

10. Right to lnformation Act, 2005.

11, Official Language Policy and Official Language Rules.

,


