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PREFACE
Police officers today have to perform multifarious and complex functions
prescribed by law. For the proper and successful carrying out of these
functions a handbook outlining the rules, regulations and procedures to
be followed by all police officers was needed to ensure that the directions
mandated by law are carried out efficiently and in the manner required.  
A manual of working for the Sikkim Police has accordingly been prepared.
The regulations, compiled in three volumes, should go a long way in
improving the standards of our working and ensuring better delivery
of police services to the general public. It is expected that all officers
and personnel of the Sikkim Police will acquaint themselves with these
regulations and perform their duties in accordance with the letter and
spirit of the instructions.
I would like to acknowledge the valuable contributions of all officers of
Sikkim Police in position, and in particular of Mr. AK Singh, IPS and my
PS, Ms. Choden Lama in the compilation of this manual. I also place on
record my gratitude to the officers of the Home & Law departments for
their detailed scrutiny of the manual and gratefulness to the State Govt. for
their consistent support and guidance.

Police Headquarters
Gangtok        

                      (Jasbir Singh), IPS
               DGP, Sikkim

Approved vide proceedings of the Cabinet No. 199.18 dated 23.2.13
and notified vide State Government Notification No. 15/Home/2013 dated 6.3.2013.
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Chapter 1

Constitution, Organization,
Superintendence and Administration
1.1

Introduction
There is one Police Service for the State, called the Sikkim Police and its members
are liable for posting to any branch of the service, including any of the specialized
wings. The police service shall consist of such number of police officers,
including members of the Indian Police Service and the State Police Service, as
the Government may by general or special order determine from time to time. The
constitution, organization, superintendence and administration of the State Police
is governed by the Sikkim Police Act, 2008.

1.2

Composition and Constitution of Sikkim Police

(1)

The Sikkim Police consists of the Director General of Police and such numbers
of Additional Director Generals of Police, Inspector Generals of Police, Deputy
Inspector Generals of Police, Superintendents of Police, Additional Superintendents
of Police, Deputy Superintendents of Police, Inspectors, Sub Inspectors, Assistant
Sub Inspectors, Head Constables, Constables and Followers as sanctioned by the
State Government.

(2)

The direct recruitments to non-Gazetted ranks in the Police Service shall be
made through a state-level Police Recruitment Board/Committee by a transparent
process, adopting well-defined systems and procedures. Provided that the State
Government may, by notification in the gazette, prescribe the Sikkim Public
Service Commission as the authority for recruitment to the post of Sub Inspector
as per rules for a certain period of time if in its opinion it is necessary to do so in
public interest.

(3)

The recruitment to the Indian Police Service and to the State Police Service in the
rank of Deputy Superintendent of Police shall be made through the Union Public
Service Commission and the Sikkim Public Service Commission respectively.

(4)

The pay, allowances, service and working conditions of police personnel shall be
as prescribed by rules, from time to time. These shall be commensurate with the
arduous nature of their duties.

(5)

Police personnel shall at all times remain accountable to the law and responsive
to the lawful needs of the people and shall observe codes of ethical conduct and
integrity, as prescribed.
1
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1.3

Technical and Support Services

(1)

The State Government shall create and maintain such ancillary technical agencies
and services, under the overall control of the Director General of Police, as
considered necessary or expedient for promoting efficiency of the Police Service.

(2)

For the better management of specialized duties and for the professional
development of the members of the civil police, the State Government may, in
consultation with the Director General of Police, constitute cadres or sub – cadres
within the Group ‘C’ posts and in the State Police Service.

(3)

In case services of other technical experts or specialists are necessary for
the investigation of a case or an enquiry or handling of a serious law & order
situation State Government may, on a request made by the DGP, temporarily
appoint or place the services of such experts or specialists at the disposal of the
Director General of Police or a branch head of the Police for a period as may be
deemed appropriate.

(4)

Respective in-charges of the Fire Services in the State and districts shall provide
all necessary assistance to the Police as may be required by the DGP, IGP (Law &
Order), DIGP (Range), District Magistrate and District Superintendent of Police
for the handling of law & order or any other emergency situation.

1.4

Superintendence/Administration of State Police
The Superintendence of the Police throughout the State is vested in and is exercised
by the State Govt. The administration of the Police in the State is vested in the
Director General of Police and in a district in the Superintendent of Police in
accordance with the provisions of the Sikkim Police Act, 2008.

1.5
(1)

Strategic Policing Plan and Annual Policing Plan
The Police department shall draw up a Strategic Policing Plan for a five-year
period duly identifying the objectives of policing sought to be achieved during the
period and setting out an action plan for their implementation for approval of the
State Police Board. The same would thereafter be placed by the State Government
before the State Legislature and made accessible to public.

(2)

The State Government will also place before the State Legislature, at the beginning
of each financial year, a Progress Report on the implementation of the Strategic
Plan as well as an Annual Policing Plan that prioritizes the goals of the Strategic
Plan for the year in question.

(3)

The Strategic and the Annual Policing Plans will be prepared by the Police
department after receiving inputs on the policing needs of the districts from
the District Superintendents of Police who, in turn, will formulate the same in
consultation with the community.
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1.6

State Police Board
The State Govt. has established a Sikkim State Police Board, with the Chief
Minister as its Chairperson, to exercise the functions assigned to it under the
Act. Other members of the board include the leader of Opposition in the State
Legislative Assembly; a retired Judge of the High Court; Chief Secretary, Home
Secretary, Finance Secretary, Secretary, Social Welfare and the Director General
of Police, with the latter functioning as its Member-Secretary. Three non-political
persons of proven reputation for integrity and competence are also appointed as
members of the board on the recommendation of the Selection Panel constituted
under Section 41 of the Sikkim Police Act, 2008.

1.7

Functions of the State Police Board

(a) Frame broad policy guidelines for promoting efficient, effective, responsive and
accountable policing, in accordance with the law;
(b)		Approve the five years Strategic Policing Plan and Annual Policing plan;
(c) Identify performance indicators to evaluate the functioning of the Police Service.
These indicators shall, inter alia, include: operational efficiency, public satisfaction,
victim satisfaction vis-à-vis police investigation and response, accountability,
optimum utilization of resource, and observance of human rights standards; and
(d) Review and evaluate organizational performance of the Police Service in the state
as a whole as well as district-wise against (i) the Annual Plan, (ii) performance
indicators as identified and laid down, and (iii) resources available with and
constraints of the police.
1.8

Annual Report of the State Police Board
The Board shall, at the end of each year, present to the State Government a report
on its work during the preceding year as well on the evaluation of performance of
the Police Service, as provided for by the Act. The State Government shall lay the
Annual Report before the State Legislature and make it accessible to the public.

1.9

Police Establishment Committee

(1)

There shall be a State Police Establishment Committee headed by the Director
General of Police and comprising the heads of the Intelligence, CID, Law and Order
and one other officer not below rank of Inspector General of Police nominated by
the Director General of Police into the Committee.
The Committee shall be responsible for :

(i) approving all posting and transfers of officers below the rank of Deputy
Superintendent of Police between the various wings of the Police organization,
3
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and deputation outside the organization with the approval of the State Government,
and for inter-district transfers in all the wings :
Provided that in respect of any transfer to/from a district the committee shall take
into account the recommendation of the concerned District Superintendent of
Police and in case the recommendation is not accepted the committee shall record
its reasons for not accepting the same;
(ii) issue of general policy directions and Standing Orders to the committees
constituted for making postings and transfers within a unit or district as provided
under subsection (2) following;
(iii) hearing and disposing of appeals against transfer orders issued by authorities
subordinate to the Director General of Police;
(iv) recommending proposals for transfer of officers of the rank of Deputy
Superintendent of Police and above to the State Government subject to provisions
of the Act;
(v) making recommendations to State Government with regard to representations in
service matters from officers of the rank of Deputy Superintendent of Police and
above and dealing with all establishment matters not covered by any other Board.
(2)

With the approval of the State Government the Director General of Police may
constitute a Committee for any specific unit within the Police organization for
making postings and transfers within such unit or a district.

1.10
(1)

Police Officers Always on Duty
Every Police officer not on leave or under suspension shall, for all purposes of the
Sikkim Police Act, 2008 be considered to be always on duty and may at any time
be deployed in any part of the state. The State Government shall, however, ensure
the grant of one day off in a week to all police personnel or make provision of
appropriate compensatory benefits in lieu of such weekly off, if under extraordinary
situations the same cannot be granted to them.

(2)

No police officer shall abdicate his duties or withdraw himself from his place
of posting or deployment, without proper authorization. No police officer shall
engage in any other employment or officer of profit whatsoever, other than his
duties under the Act.

1.11		
(1)

Role, Functions and Duties of the Police in General
Police are one of the most ubiquitous organizations of the society and are expected
to be its most accessible, interactive and dynamic organisation. Broadly speaking
the twin roles, which the police are expected to play in a society are maintenance of
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law and maintenance of order. However, the ramifications of these two duties are
numerous, which result in making a large inventory of duties, functions, powers,
roles and responsibilities of the police organization. The role, functions and duties
of the police in general are:
(a) to uphold and enforce the law impartially, and to protect life, liberty, property,
human rights, and dignity of the members of the public;
(b) to promote and preserve public order; and prevent nuisances in public places;
(c) to protect internal security, to prevent and control terrorist activities, breaches
of communal harmony, militant activities and other situations affecting
Internal Security;
(d) to protect public properties including roads, bridges, vital installations and
establishments etc. against acts of vandalism, violence or any kind of attack;
(e) to prevent crimes, and reduce the opportunities for the commission of crimes
through their own preventive action, intelligence gathering, and community
participation measures as well as by aiding and cooperating with other relevant
agencies in implementing due measures for prevention of crimes;
(f) to accurately register all complaints brought to them by a complainant or
his representative, in person or received by post, e-mail or other means, and
take prompt follow-up action thereon, after duly acknowledging the receipt
of the complaint;
(g) to register and investigate all cognizable offences coming to their notice through
such complaints or otherwise, duly supplying a copy of the First Information
Report to the complainant, and where appropriate, to apprehend offenders, and
extend requisite assistance in the prosecution of offenders;
(h) to create and maintain a feeling of security in the community, and as far as possible
prevent conflicts and promote amity;
(i) to provide, as first responders, all possible help to people in situations arising out
of natural or man-made disasters, and to provide active assistance to other agencies
in relief and rehabilitation measures;
(j) to aid individuals, who are in danger of physical harm to their person or property,
and to provide necessary help and afford relief to people in distress situations;
(k) to facilitate orderly movement of people in public places, ensure their general
safety and security and regulate fairs, events and processions for the purpose ;
(l) to control and regulate traffic on streets, roads and highways and generally in
public places, and prevent obstruction;
5
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(m) to collect intelligence relating to matters affecting public peace, and all kind of
crimes including social offences, communalism, extremism, terrorism and other
matters relating to national security, and disseminate the same to all concerned
agencies, besides acting, as appropriate on it themselves;
(n) to take charge, as a police officer on duty, of all unclaimed property and take action
for their safe custody and disposal in accordance with the procedure prescribed;
(o) to provide guards in accordance with the standing orders issued in this behalf for
treasuries, lock ups and other locations as sanctioned by the government from
time to time;
(p) to provide escorts over prisoners or for valuables in accordance with standing
orders issued by the Director General of Police from time to time;
(q) to train, motivate and ensure welfare of police personnel;
(r) to perform such other functions as may be required in accordance with the Sikkim
Police Act, 2008 and other laws for the time being in force;
Social Responsibilities of the Police
(2)

Every police officer shall:

(a) behave with the members of the public with due courtesy and decorum, particularly
so in dealing with senior citizens, women, and children;
(b) guide and assist members of the public, particularly senior citizen, women,
children, the poor and indigent and the physically or mentally challenged, who
are found in helpless condition on the streets or other public places or otherwise
need help and protection;
(c) provide all requisite assistance to victims of crime and of road accidents, and
ensure that they are given prompt medical aid, irrespective of medico-legal
formalities, and facilitate their compensation and other legal claims;
(d) ensure that in all situations, especially during conflict between communities,
classes, castes and political groups, the conduct of the police is always governed
by the principles of impartiality and human rights norms, with special attention to
protection of weaker sections including minorities;
(e) prevent harassment of women and children in public places and public transport,
including stalking, making objectionable gestures, signs, remarks or harassment
caused in any way;
(f) render all requisite assistance to the members of the public, particularly women,
children, and the poor and indigent persons, against criminal exploitation by any
person or organized group;
6
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(g) arrange for legally permissible sustenance and shelter to every person in custody
and making known to all such persons provisions of legal aid schemes available
from the Government and also inform the authorities concerned in this regard.
(h) preserve, promote and protect human rights and interests of weaker sections,
backward classes, poor, weak and the downtrodden.
Maintenance of Essential Services
(3)

When the State Government by notification in the Official Gazette declares any
specified service to be an essential service to the community, it shall be the duty of
the police to maintain the essential service and every police officer must obey any
order given by officer superior to him in connection with the service specified in the
declaration by the government.

Senior Police Officer Performing Duties of a Subordinate Officer
(4)

A senior police officer may perform any duty assigned by law or by a lawful order
to any officer subordinate to him, and may aid, supplement, supersede or prevent
any action of the subordinate by his own action or that of any person lawfully acting
under his command or authority, whenever the same shall appear necessary or
expedient for giving more complete or convenient effect to the law or for avoiding
any infringement thereof.

The Inventory of Police Duties, Functions & Jobs
(5)

In the light of above mentioned description of police work and functioning, an
inventory of police duties, functions and jobs can be stated as follows:
(i) Investigation related duties and jobs
(ii) Crime prevention and preservation of peace and security
(iii) Crime detection work
(iv) Order maintenance and security jobs
(v) Enforcement of Social Legislation, Minor, Major and Special Acts
(vi) Collection & Dissemination of Intelligence
(vii) Democratic and election related duties
(viii) Natural calamities, disaster management and emergency duties
(ix) Maintenance of Police Records
(x) Public Relation duties
(xi) Assistance to other departments
(xii) Miscellaneous duties and functions
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(i)
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(ii)
(a)
(b)
(c)
(d)

Investigation related duties and jobs
This would include police functions like:
crime registration
guarding, protecting and visiting the scene of crime
lifting, handling and packing of exhibits and sending them to the PS, SP office,
FSL and other places
calling witnesses and serving notices to them
arresting criminals and suspects
search and seizure proceedings during an investigation
interrogation of suspects, witnesses and criminals
collection and recording of various types of evidences i.e. oral, documentary and
expert opinion etc.
taking criminals to courts for police/judicial custody and trial
raids for various purposes
Crime prevention and preservation of peace and security
This would include:
‘gast’ and patrolling, including ‘nakabandi’, performing picket and ambush jobs,
checking vehicles and frisking passengers
surveillance and checking of bad characters
preventive arrests
collection and transmission of criminal intelligence

(iii) Crime detection work
		

The crime detection job profile would include:

(a) collection of information/intelligence about criminals of various types and taking
notes from the CIG (Criminal Investigation Gazette)
(b) Creation of informers and other segments of society so as to obtain useful information with regard to the detection of various property and other offences like
murder, dacoity, robbery etc.
(iv) Order maintenance and security jobs
This profile would include among other things the following tasks:
(a) surveillance, watch and action to be taken during peaceful processions,
demonstrations and strikes of various types
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(b) action to be taken on agitating and unruly mobs. This would include pushing off
agitators, stopping them with improvised barricades and effective intervention to
contain mobs under the instructions of senior officers and the use of force
whenever needed
(c) protection of vital installations during the spate of crimes and emergencies of
various types
(d) VIP security and performance of various duties during VIP visits in different
capacities.
(v)

Enforcement of Social Legislation, Minor, Major and Special Acts
Performance of this role would require the police:

(a) to know the significance and importance of various social legislations like Child
Marriage Restraint Act, Protection of Civil Rights Act, anti-dowry, and other social
legislations which provide a positive push to social change in a developmentoriented society like India. The role of a constable in the implementation of these
acts has to be an integral part of the job profile of the constabulary.
(b) to know the significance and importance of various local, special and minor
acts along with the role of constabulary in the effective execution of the various
provisions thereof.
(vi) Collection of Intelligence
Police are required to collect intelligence about:
(a) any incident of law and order
(b) political activities
(c) labour activities
(d) student activities and agitations thereof
(e) communal tensions and events
(f) employees’ associations and strikes by them
(g) criminal activities
(h) miscellaneous activities and events tending to affect or destroy peace
and tranquility.
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(vii)		 Democratic and election related duties
		 In order to perform their role adequately the police must know:
(a) importance of elections
(b) types of elections
(c) the role of police in ensuring the conduct of free, fair and impartial elections
(d) various duties of a constable during different types of elections
(viii)		 Natural calamities, Disaster and emergency duties
		Various jobs like saving life and property, providing shelter, rehabilitation,
evacuation of people from crisis situations and their transportation during:
(a) fires
(b) floods
(c) landslides
(d) famines
(e) the spread of an epidemic
(f) earthquake
(g) the breakout of war or external aggression
(h) internal disorders like communal riots, struggle between various classes, castes
and sects and other clashes
(ix) Maintenance of Police Records
		
This would include:
(a) proper handling of the record
(b) upkeep and maintenance of the record
(c) preparation, destruction, revision and modification of the record of various
police units
(x)

Public Relation duties
Police personnel are the most visible and effective PROs of the Police
Department. They should thereof understand :

(a) the importance of Police Community Relation and its present state in the area of
their operations and functions and
(b) the role of constables in improving Police Community Relation and police image
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(xi) Assistance to other departments
(a)
(b)
(c)
(d)

This would include assistance to :
the education department during examinations, students, and employees’ strikes
and other situations of disorder,
the Land Revenue and Disaster Management department and loaning
organizations for recovery of loans revenue collection etc.,
the departments like banks and municipalities for guards etc for the removal of
encroachments etc, and
the other departments as and when the need arises.

(xii) Miscellaneous duties and functions
(a)
(b)
(c)
(d)
(e)

1.12

This would include :
Ceremonial duties.
Discharging regulatory duties including regulation of traffic and traffic
management duties.
comprehension of the norms of loyalty, commitment, neutrality and impartiality
in the discharge of one’s functions.
obligation and commitment to the Govt. and to the police organization.
contribution of constables during anti-dacoity operations, raids, emergencies like
land-slide, earthquake/other disasters, rounding up of and controlling of goonda
and anti-social elements.
Regulation, Control and Discipline

(1)

Subject to any rules and regulations made in this regard by the State Government,
the Director General of Police shall make rules, regulations or issue orders, in
respect of matters listed under section 121 of the Sikkim Police Act, 2008 amongst
others for the administration of Police in the State.

(2)

The Additional Director General of Police, Inspector General of Police, Deputy
Inspector General of Police, Superintendent of Police and Commandant of a
battalion may subject to section 121 of the said Act, issue ‘Standing Instructions’
within their respective jurisdiction to carry out the purposes of the Act.

1.13

Police Gazette, Departmental Order, Notification & Circulars
The Director General of Police shall cause to be published at appropriate intervals
a Police Gazette containing Departmental Orders, Notifications and Circulars
relating to the Police for circulation within the Police organization, and/or may
publish appropriate portions of the publication on the website of Police Department.
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1.14

Structural Paradigm and Rank Structure of Police Organization

The substantive ranks and hierarchical structure in the Sikkim Police is as follows:
(i) Director General of Police.
(ii) Additional Director General of Police.
(iii) Inspector General of Police.
(iv) Deputy Inspector General of Police.
(v) Senior Superintendent of Police.
(vi) Superintendent of Police.
(vii) Additional Superintendent of Police.
(viii) Deputy Superintendent of Police.
(ix) Inspector of Police.
(x) Sub-Inspector of Police.
(xi) Assistant Sub Inspector of Police
(xii) Head Constables
(xiii) Constables.
(xiv) Followers
NB: Constables with certain length of service are also given ranks of Lance Naik and
Naik as per rules prescribed by the State Government.
1.15

The Executive Police Force
The executive force of the police organization can be deployed in the various
branches, sections, wings of the Sikkim Police Force broadly categorized as the
Civil Police and the Armed Police.

1.16
(1)

Non-Executive Staff
In addition to the executive force the Sikkim Police consists of the following
categories of employees to provide effective administrative and functional support
to the organization :

a) Ministerial Staff.
b) Accounts Staff.
c) Technical Staff.
d) Specialized Staff.
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(2)

1.17

Ministerial Staff consist of the ranks like Deputy/Under Secretary, Office
Superintendent, Head Assistant, Upper Division Clerk, Lower Division Clerk,
Support Staff, and Secretarial Staff like Stenographers etc. Accounts Staff includes
Accounts Officers, Accountants (Junior & Seniors) and Accounts Clerks, Technical/
Specialised Staff consist of the personnel recruited/appointed for Communication
& Computer branch, Legal cell, Motor Transport Wing, Band, Dog Squad etc.
Deputation Provisions
Officers and other ranks of the Sikkim Police department can be sent on deputation,
and likewise, as per the needs, provisions and rules of the respective police
organization persons can be taken on deputation for functional requirements.

1.18

State Police Formations

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

Police Headquarters, which includes the various branches/units of the Police
Police Range (s)
Police District
Police Sub-division
Police Stations
Police Outposts
Police Check-Posts
Armed Police Battalions
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Chapter 2

Police Headquarters
2.1

Introduction
Police Headquarters (PHQ) is the apex organization of the state police force headed
by the Director General of Police. It is divided into various branches/units. A senior
officer ordinarily of the rank of Addl. DGP/IGP heads each of such branches/units.
Each branch/unit of the PHQ shall have adequate number of officers and men with
requisite resources for its smooth and effective functioning.

2.2

Director General of Police to be the Chief of the Police Force

(1)

For the overall direction and supervision of the Police Service, the State Government
shall appoint a Director General of Police who shall exercise such powers, perform
such functions and duties, and have such responsibilities and such authority, as
may be prescribed.

(2)

The post of Director General of Police shall be the senior-most position in the
hierarchy of the Police Service of the State and no officer senior to the incumbent
Director General of Police shall be posted to any position within the State
Police Service.

2.3		
(1)

Selection and Term of the Director General of Police
The State Government shall appoint the Director General of Police from amongst
the officers of the Indian Police Service in the State Cadre empanelled and
recommended for the post by a three members screening committee headed by
the Chief Secretary constituted for the purpose. The Screening Committee shall
prepare a panel of at least three suitable persons. Except in the case where the
vacancy is unanticipated, the Screening Committee shall make its recommendation
before the vacancy arises.
Provided that in case the Screening Committee comes to the conclusion, for
reasons to be recorded in writing, that there is no suitable officer available in the
State Cadre, it may assess the suitability of empanelled Indian Police Service
officers of other State Cadres subject to their willingness and concurrence of the
Central Government.
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(2)

The Screening Committee may devise its own procedure and shall consider the
names of all empanelled officers of the Indian Police Service in the State Cadre
and shall make its assessment on the basis of : -

(a) the performance appraisal reports;
(b) the range of experience relevant to professional police work including experience
of work in Central Police Organizations;
(c) clean record of service in terms of indictment of the officer in any criminal or
disciplinary proceeding or on the grounds of corruption or moral turpitude; and
(d) due weightage being assigned to award of medals for Gallantry, Distinguished and
Meritorious services.
Provided that where the Committee finds that no suitable Indian Police Service
Officer is available in the State Cadre it shall make its assessment with regard
to Indian Police Service officers of other States Cadres, in accordance with the
proviso to sub-section (1).
(3)

2.4		

The Director General of Police so appointed shall have a minimum tenure of two
years as provided under the State Police Act. Provided that the Director General of
Police may be removed from the post before the expiry of his tenure by the State
Government in accordance with the provisions of the Act.
Administration of Police Service

(1)

The administration of the Police throughout the State is vested in the Director
General of Police and in such Additional Director Generals of Police, Inspector
Generals of Police, Deputy Inspector Generals of Police and other officers, as may
be appointed.

(2)

The administration of Police in a district is vested in the District Superintendent
of police.

(3)

Administration means the management of the Police service subject to law, rules
and regulations; and will include framing of regulations, supervising the functioning
of the police at all levels, appointment to subordinate ranks of the Police service,
deployment of the Police personnel, posting, transfer and the requisite disciplinary
action up to and including the rank below that of Inspector of Police, and advising
the Government on the placement of officers of the rank of Assistant/Deputy
Superintendent of Police and above.
Provided that the State Government may intervene in the exercise of the
administrative powers by the Director General of Police or any other authorized
officer, only in accordance with the prescribed rules, regulations or in exceptional
circumstances involving urgent public interest, the reasons for which should be
recorded in writing.
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2.5

Powers and Responsibilities of the Director General of Police

(1)

The Director-General of Police is the head of the Police organisation. The
functioning and administration of the police throughout the State are vested
in him.

(2)

He advises the Government and State Police Board on all police matters, both
administrative and operational. He is responsible for implementing the policies,
the strategic policing plan and the annual policing sub-plan approved by the State
Police Board.

(3)

He is responsible for administering and supervising the police service to ensure its
efficiency, effectiveness, responsiveness and accountability.

(4)

The Director General of Police shall be responsible for submitting the budgetary
requirements of the Police service as a whole to the State Government sufficiently
in advance in the preceding financial year.

(5)

It shall be the responsibility of the Director General of Police to issue directions
irrespective of any general executive instructions to the contrary but subject to
the provision of the Sikkim Police Act-2008 and the rules made there-under, for
recruitment of group ‘C’ officers to fill in existing and anticipated vacancies in
accordance with the sanctioned strength, as per provisions of the recruitment rules.

(6)

Subject to the laws for the time being in force and any general or specific orders of
the Government, he is vested with powers to frame such orders and regulations as
may be necessary and expedient for, amongst others:

(a) the prevention and detection of crime;
(b) effective prosecution of offences, including filing of appeals;
(c) promotion, preservation and maintenance of law and order, public order, public
safety and security of the State;
(d) regulation and inspection of the Police organization and of the work performed by
Police Officers;
(e) determining the description and quantity of arms, accoutrements, clothings and
other necessities to be provided to the Police Service;
(f) prescribing the places of residence of members of the Police Service;
(g) institution, management and regulation of any Police fund for purposes connected
with the Police administration including reward to informers or welfare of Police
personnel etc.;
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(h) regulating the deployment, movements and location of the Police;
(i) assigning duties of officers of all ranks and grades and prescribing the manner and
the conditions subject to which they shall exercise and perform their respective
powers and duties;
(j) regulating the collection and communication of intelligence and information by
the Police;
(k) prescribing the records, registers and forms to be maintained and the returns to be
submitted by different Police units and officers;
(l) ensuring adherence to the guidelines of superior courts in the matters of
investigation, arrest and other related matters ;
(m) computerization of police records and police working; and
(n) generally, for the purpose of rendering the police more efficient, and preventing
abuse of power and neglect of duties by them.
(7) He is the chief authority to coordinate and direct operations for the maintenance
of public order, security and law and order, particularly in the event of widespread
strikes, industrial unrest, riots, communal, subversive or terrorist disorders, or
violent political movements. Police action and dispositions necessary to combat
such disturbances or movements will be under his general direction and control.
(8) The strength of the police force as a whole and of various ranks is fixed by the
Government. Any permanent increase or reduction in respect of these, in a Branch/
Unit can be done, with prior approval or sanction of Government. It will, however,
be within the powers of the Director General of Police (a) to re-allocate the strength
within the police Units according to the exigencies of the administration arising
from time to time, provided it does not exceed the total approved strength and
ranks of the district or equivalent formations and (b) in the interests of improving
quality of investigation or for more effective supervision or for improving technical
support, to convert any posts from one rank or category or class to the other in
respect of executive, ministerial and technical wings of the department and to
position them anywhere with the approval of the Government.
(9)		He shall devote himself to planning, improving and making the entire state police
an effective and impartial law enforcement agency, utilizing fully the latest concepts
of police management, training and modern science and technology, including the
application of Information Technology in the police department. Up gradation of
skills for career development through training including on the job training and the
improvement of supervisory and monitoring system in the police department shall
be one of his core functions.
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(10)		He shall remain responsible for policy, direction and supervision of the entire
State police and for ensuring coordination between different wings of the police
and with other departments of the State and other States. He shall exercise all
disciplinary and financial powers of a Head of Department and as authorized by
the Government.
(11) The Director General of Police will also arrange to send, through separate note or
by means of DCR issued by the State Special Branch, report/information on the
subjects mentioned below to the Chief Secretary with copies to the Chief Minister/
Home Minister and the Secretary to the Government in the Home department.
However, in serious and emergent situations, a district SP may also directly send
reports to the Government as above under intimation to the DIG/Range, ADGP/
IGP, Law & Order and DGP to avoid delay:
a. Disturbances occasioned by communal or caste or regional, or linguistic
considerations.
b. Terrorist and subversive incidents and matters concerning internal security.
c. Riots involving breach of peace or death of any person, if they are of seriously
grave nature.
d. Riots involving the use of fire arms and/or explosives.
e. Assault on the police, in which death or serious injury to the police is reported.
f. Cases of possession or manufacture or use of bombs or explosives resulting in
death or grievous hurt.
g. Fasts, Hartals, Strikes and Satyagrahas likely to affect public order on large scale.
h. All incidents in which firing has been resorted to by Government servants to
quell riots.
i. All cases of death or grievous injury caused to persons while in police custody.
j. Caste-motivated offences of murder, violence resulting in grievous hurt, rape and
serious mischief or arson committed on members of SCs and STs.
k. Organized crime that affects civic life and security.
l. Any other matter on which the Government may call for a report.
(12) His other important functions and responsibilities include, the enforcement
of Code of Conduct among the Police Officers of all ranks, Police welfare and
housing and a proper mechanism for redressal of grievances.
(13) In the discharge of these functions the DGP has full authority to delegate and
entrust any of the functions to the officers subordinate to him as permissible under
rules and regulations.
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(14) The Director General of Police, with the approval of State Government, shall try
to outsource as many non-core functions as practicable, to enable police officers
to concentrate on core functions.
(15) He shall cause to be published each quarter a Police Gazette containing Departmental
Orders, Notifications and Circulars relating to the Police for circulation within the
Police Organization, and/or may publish appropriate portions of the publication
on the website of Police Department;
(16) The Director General of Police shall, with the approval of the State Government,
draw up an Internal Security Scheme for the entire State as well as for each of the
districts and major urban areas to deal with problems of Public Order and Security
of State, as specific to the area and shall place it before the State Police Board for
its approval. The Internal Security Schemes so formulated shall be reviewed and
revised as necessary once in two years, and more frequently if required.
2.6

Staff of DGP Office
To assist the DGP in his office including camp office and during official tours is a
Staff Officer of the rank of DySP, a PS, PA and as many subordinate police officers
as necessary. Functions of the Staff Officer include arrangements for and follow
up on the decisions taken at the monthly and other meetings held in the office of
DGP and other important references, maintain records of PARs/APRs of Gazetted
Police Officers, maintain record and put up to the DGP monthly statement of
pending DEs initiated against police officers in any branch/unit indicating their
current status, bring to the notice of DGP any undue delay in respect of above
matters and any other information of significance relating to police work and its
personnel in the various branches and any other work that may be assigned by the
DGP from time to time.

2.7

Officers of Police Headquarters
The State Government may appoint one or more Additional Directors General
and as many Inspectors General, Deputy Inspector General, Assistant Inspectors
Generals, Superintendents of Police and other gazetted and non-gazetted police
personnel and technical support staff and ministerial and accounts staff as
necessary for the proper, effective and efficient functioning of the PHQ and the
police department. The Director General of Police may direct in what manner and
to what extent such officers and staff shall assist the Director General of Police
in the performance, exercise and discharge of his function, powers, duties and
responsibilities.
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2.8

PHQ and Police Field Formations

(1) PHQ is empowered to exercise overall direction and supervision over the police
force. The Director General of Police through the various branches and units of the
PHQ, will be in the overall command and control of the various field formations
of the state police organization. The Director General of Police and other Officers
of the PHQ shall exercise such powers, perform, such functions and duties, and
would have such responsibilities and such authority as may be prescribed.
(2) The PHQ and its various field formations shall maintain functional harmony,
administrative efficiency and operational coherence so as to reinforce their
functioning in mutuality.
2.9

Departments/ Branches/ Units of Police Headquarters
The State Police Headquarters, being an apex, high powered and an important
level of Sikkim Police is assigned numerous functions, powers, duties and
responsibilities. In order to discharge all these jobs efficiently and smoothly the
Police Headquarters has been divided into the following departments/branches/
units with each department/branch being ordinarily headed by an officer of the
rank of Addl. Director General of Police/ Inspector General of Police :
•
•
•
•
•
•
•
•
•
•

2.10

Headquarters & General Administration Branch
Planning and Modernization Branch
Law and Order Branch
Armed Police
Crime Investigation Department (CID){Crime Branch (including the legal &
prosecution wing) & State Crime Record Bureau}
State Intelligence Department{Special Branch & Security Branch}
Checkpost Branch
Police Training and Research Branch
Home Guards & Civil Defense
Communication and Computer Branch
Structure, Functions and Powers of the Branches/Units

(1)

Each branch/unit of the Police should have a well defined structure and sufficient
manpower and equipment according to the functional needs and duties assigned to
it. Manpower and equipment planning should be done in a judicious manner and
adequate number of officers and men from all ranks and cadres should be included
in the sanctioned strength of each branch/unit.

(2)

Functions and duties assigned to each branch are stated in the chapters following.
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2.11

Powers and Duties of Branch Heads and other Functionaries
The functions and duties of the heads of various branches, offices and units are
stated under the relevant chapters of this manual. It shall be the responsibility of
the Branch Head, Head of Office and Unit Head to issue ‘Work Distribution Order’
in their respective branch prescribing the duties of each functionary of the branch/
office/unit to ensure that the functions and responsibilities assigned to the branch/
office/unit are carried out effectively.
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Chapter 3

Headquarters & General Administration Branch
3.1

Introduction
The Headquarters & General Administration branch is the administrative nerve
centre of the Sikkim Police Department and is headed by an officer of the rank of
ADGP/IGP.

3.2
(1)
(2)
(3)
(4)
(5)

(6)

(7)
(8)
3.3

Functions
Supervision of the work of the Police Head Quarter as allotted.
Personnel and financial management of the department.
Efficient management of provisioning, logistics, their modernization and better
administration.
Evolve procedures that would ensure economy and cost effectiveness and eliminate
delays by adopting simplified procedures.
Ensure that necessary financial powers are made available to field officers for more
efficient performance of principal police duties like investigation and maintenance
of law and order and public order.
Deal with all matters relating to the State Police Board including compilation
of the strategic policing plan and the annual sub-plan, agenda points for its
meeting etc.
Preparation and implementation of schemes aimed at welfare and health of the
force and their families and also to promote sports activities.
Deal with all such subjects as are not allocated to a particular branch.
Duties & Responsibilities of ADGP/IGP, Headquarters &
General Administration Branch

(1)

Ensure timely performance of all administrative, personnel, legal (in r/o administrative
matters), welfare and sports, provisioning and logistic functions and budgetary and
organizational management of the Department subject to the control of DGP.

(2)

Supervision and monitoring over all staff in PHQ dealing with the subjects
of Administration, Budget, Accounts, Provisioning and Logistics, Personnel,
Organization, Coordination, Welfare and Sports.
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(3)

Conduct personally or through unit heads under his control annual inspection of
work of various units under the Head Quarters & General Administration branch
i.e. AIGP office, Reserve Lines, Provisioning and Logistics unit, Accounts Section,
Administration Section, Central Store and take follow-up action after perusal of the
Inspection Reports by the DGP.

(4)

Review of all annual inspection notes in respect of administrative matters of
District Police Offices and Offices of all other establishments of Police and take
suitable measures to rectify the shortcomings in the system with the approval of DGP.

(5)

Ensure complete implementation of Computerization of all matters of the wings
entrusted to him.

(6)

Ensure timely submission of ACRs as prescribed and issue necessary instructions as
to maintenance of personnel files of officers.

(7)

Monitor disposals of disciplinary cases, suspension cases and court cases relating to
administrative matters and ensuring prompt assistance to legal officers, Government
pleaders and prosecutors in respect of such cases.

(8)

Timely supply of uniforms and other clothes, articles and accoutrements regularly to
all personnel and Unit stores.

(9)

Monitor timely payment of pension and other benefits to those who superannuated or
died or became sick.

(10) Ensure timely processing of all personnel matters such as transfers, promotions,
disciplinary matters and retirement benefits, particularly in respect of all nonGazetted Police Officers, maintenance of service books and personal files and issue
of instructions thereon.
(11) Ensure safety and security of records and property in the PHQ. He will supervise
all housekeeping functions. He shall arrange to draw and rehearse (a) Fire Alarm
system; (b) Other emergency measures; (c) Evacuation and safeguarding of persons
and records; and (d) Reception and accommodation of visitors.
(12) Ensure timely preparation of the Annual Budget and submission to the DGP for
getting approval/sanction from the Government.
(13) He will look after all financial transactions of the department, pay and allowances,
pensions, auditing of accounts, provision of guards etc.
(14) He will be in-charge of all personnel matters of the department except the subjects
specifically allotted to other branches/officers.
(15) He will be responsible for getting relevant materials from all branches/district police
for compilation of the Strategic policing plan & the annual sub-plan, preparation of
the agenda points and notes for the meetings of the State Police Board and all matters
connected thereto.
24

Volume I

(16) Allocation of subjects/duties among the sections and staff of the Headquarters &
General Administration branch.
(17) Arrange maintenance of stock files of all laws, instructions and circulars.
(18) Develop and maintain appropriate data management systems for the efficient
discharge of the functions of the Hqrs & General Administration branch.
(19) Ensure proper coordination amongst different branches/units of the Sikkim Police.
(20) Any other duty entrusted by the DGP.
3.4

Organisation
The Headquarters & General Administration branch comprises of the following
main sections :

(i)

Headquarters & Personnel Section (including Arms Cell)

(ii) Establishment & Administration Section
(iii) Accounts Section
(iv) State Reserve Lines
3.5		

Headquarters & Personnel Section
This section is headed by Assistant Inspector General of Police (AIGP) who is head
of office for the Headquarters & General Administration branch. He is assisted
by a Reader of the rank of SI, a PA and as many other executive police staff as
necessary. The computer wing in the communication and computer branch shall
also assist the AIGP in the maintenance and computerization of records relating to
the section.

3.6		

Functions and responsibilities of the Headquarters & Personnel Section

(1)

Maintain data of the Sanctioned/Existing Strength and the vacancy position in
various branches of State Police and also in other departments having deputation
posts to be filled by State Police personnel.

(2)

Initiate timely proposals for direct recruitment to the posts of SI & Dy.SP on an
annual basis keeping in view the date of commencement of training for various
ranks in the identified training institutions within and outside the State. Proposals
for direct recruitment to the rank of constables and followers will be initiated by
the State Reserve Lines.

(3)

Maintain seniority list of officers of IPS, SPS cadre and Sub-ordinate ranks.
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(4)

Initiate timely proposals for filling of vacancies under the promotion quota for
all ranks.

(5)

Submission of proposals on transfer/posting of Police personnel with relevant
details and issue of orders after approval of the PEC.

(6)

Examine various administrative proposals, including in respect of advancement grade.

(7)

Attend to correspondence with MHA and other Ministries of the Government of
India on administrative matters including deputation to UN Mission and attend to
correspondence on other police matters when it relates to more than one branch.

(8)

Preparation and submission of annual report of the department.

(9)

Initiate proposals for award of PM/PPM and State awards.

(10) Correspondence with Central and State Police Organizations on general matters
including police statistics, deputation, meetings etc.
(11) Look after Conference Hall and Police Library.
(12) Matters relating to Discipline & Appeal, Departmental Proceedings, Complaints
against police personnel etc.
(13) Matters relating to Chief Minister’s conference & DGPs conference.
(14) Matters relating to other national/state level conferences not specifically falling
under jurisdiction of a particular branch.
(15) Supervise punctuality and regularity in attendance, discipline and welfare of
headquarters’ staff.
(16) Attend to all matters relating to State Police Board.
(17) Attend to matters relating to general police administration and co-ordination
between branches including work distribution amongst various branches and staff.
(18) Introduction of E-governance in the Police department.
(19) The Headquarters and Personnel Branch shall also deal with the general work
relating to Right to Information Act, 2005. Queries under the Act will be dealt
by the Public Information Officer and Assistant Public Information Officer.
It shall, however, be ensured that no information falling under Section 8 of the
Act or information otherwise exempt from disclosure under any law, rules
etc. is disclosed.
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3.7

Arms Cell
Arms licenses in the State are issued by the office of DGP. For the purpose an
Arms Cell headed by an officer of the rank of PI/SI is established in the PHQ. The
cell functions under the direct supervision of AIGP.

3.8
(1)
(2)
(3)
(4)

(5)
(6)
(7)
3.9

Functions & Responsibilities of Arms Cell
Maintenance of records/data on arms licenses.
Process issue/renewal of arms licenses.
Issue of notices to defaulters failing to renew their arms licenses in time.
Attend to correspondence with MHA, State Home Department, Election
Commission and other States regarding issue and deposit of arms/licenses including
during election period, issue of NOCs to licensing authorities outside the state etc.
Issue of transit permit to the license holders after proper examination.
Verification of records for mutation, transfer, conversion and registration.
Ensure compliance with the provisions contained in the chapter on Arms &
Explosives.
Establishment & Administration Section
The Establishment and Administration Section is headed by a civil service officer
of the rank of JS or DS assisted by as many US, OS, HA, UDC, LDC and Peons
as necessary.

3.10

Functions and Responsibilities of the Establishment & Admn. Section

(1)

Maintenance of record of sanctioned/existing strength and vacancy position in the
Sikkim Police department.

(2)

Allotment of Roster points for direct appointments to the posts of constables &
SIs in consultation with the DOPART.

(3)

Maintenance of personal files of all Police Inspectors and the non-gazetted Police
personnel posted in the DGP office and the Headquarters & General Administration
branch.

(4)

Process files for sanction of leave, increments, fixation of pay, crossing of probation
period and service confirmation, advancement grade, continuance of service
beyond 50 years of age and retirement cases of employees posted under the PHQ
and examination of all such proposals received from various branches.

(5)

Correspondence with the departments of Central and State Government in
respect of Establishment matters through the Head of department.
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(6)

Matters relating to grant of uniform and other allowances.

(7)

Any other work relating to administration and establishment that may be entrusted
by the DGP or the head of the Hqrs. & General Administration branch.

3.11

Accounts Section
The section is headed by Additional Director/Chief Accounts Officer of the State
Finance and Accounts Service and is assisted by as many AOs, Sr. Accountants,
Accounts Clerks and Peons as necessary. The broad functions and responsibilities
of the Accounts Head (Additional Director/Chief Accounts Officer, PHQ) and the
Drawing and Disbursing Officer are stated below:

3.12

Functions & Responsibilities of Additional Director (Accounts)/Chief
Accounts Officer, PHQ

(1)

Act as a Financial Advisor to the Head of the Department and Head of the Office
for incurring any expenditure in the Department.

(2)

Compilation and consolidation of monthly expenditure furnished by each D&DO
and submission of same to the Finance Revenue and Expenditure Department
(FRED) in prescribed format alongwith the monthly Revenue Receipts of the
Department. In respect of Plan Sector, furnishing of monthly expenditure report
to FRED and quarterly utilization report to DP, ER&NECA Department or
whenever necessary.

(3)

Requisition of resource from the FRED and allocation to each D&DO.

(4)

Preparation of quarterly Utilization Certificate and Utilisation Gist in respect of
schemes under Modernisation of State Police Forces and other schemes funded
under the Central & State Plans.

(5)

Reconciliation of central fund received by the department in respect of Centrally
Sponsored Schemes with the Budget Division of the FRED.

(6)

Scrutiny of Budget Estimate furnished by each D&DO, consolidation and
submission of the same to FRED in prescribed formats alongwith the Budget
Estimate for the Revenue Receipts of the department.

(7)

Preparation of supplementary demand for grants, re-appropriation of funds and
surrender of funds and forwarding of same to FRED.

(8)

Fund Transfer to implementing department for works to be carried out by them on
behalf of Police Department.

(9)

Preparation of draft Cabinet Memorandum of the financial proposals which require
approval and sanction of the Council of Ministers.
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(10) Furnishing of reply to office of the Accountant General, Sikkim in respect of
annual Detailed Appropriation Accounts of the department prepared by them.
(11) Furnishing of information on annual departmental Statement of Expenditure in
respect of State Plan, Centrally Sponsored Schemes and the Government of India
reimbursable related expenditure to Accountant General, Sikkim and obtaining of
Audit Certificates on these expenditure from Accountant General, Sikkim.
(12) Attending to the quarterly audit of Internal Audit Wing, Ministry of Home Affairs,
Government of India regarding the scheme on Modernisation of State Police
Forces (CSS).
(13) Furnishing of reply on audit Inspection Report to the Accountant General, Sikkim.
(14) Furnishing of reply on audit observation in the annual Appropriation Accounts
and in the annual Audit Report (if any) of the department to the Sikkim Legislative
Assembly and the Directorate of Internal Audit, FRED.
(15) Examination of proposals relating to financial matters of the department which
require administrative approval and the financial sanction of the Director General
of Police and the higher competent Sanctioning Authority.
(16) Ensure financial propriety & compliance with Sikkim Financial Rules in all matters
relating to Finance.
(17) Signing and communication of Sanctions to the PAO, AG Office and FRED in
respect of the Head Quarter Establishment.
3.13

Duties of Drawing and Disbursing Officers (D&DO) including of the other
branch/offices of the police

(1) Initiation of payment proposals, maintenance of Salary Audit Register, Traveling
Expenses Register, Contingent Audit Register, Bill Register, Cash Book, Stock
Register, Advance Register and other payment related registers.
(2) Preparation of bills relating to salary, TE, Contingent, Advance Contingent,
Detailed Contingent and Transfer Entry Orders and presentation of these bills to
respective Pay and Accounts Office.
(3) Timely disbursement of various payment cheques received from the PAO
to the payees.
(4) Furnishing of monthly expenditure report to the Additional Director (Accounts)/
Chief Accounts Officer.
(5) Quarterly reconciliation of revenue receipts and expenditure of the respective unit
with the office of the Accountant General, Sikkim.
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(6) Preparation of Annual Budget Estimate in respect of their office.
(7) Furnishing of reply on audit Inspection Report to the Accountant General, Sikkim.
(8) Timely examination of proposals relating to financial matters of the unit before
obtaining the administrative approval and the financial sanction from the respective
Head of Office and the higher competent Sanctioning Authority.
(9) Ensure financial propriety & compliance with Sikkim Financial Rules in all matters
relating to Finance and Accounts.
3.14

State Reserve Lines
The organizational set up, functions and responsibilities of the State Reserve
Lines are given under a separate chapter as these concern almost all units of the
police department.
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Chapter 4

State Reserve Lines
4.1

Introduction
Sikkim being a compact State there are no District Reserve Lines. A single
Reserve Lines at the State level attends to the requirements of all district police
units and other branches of PHQ. The State Reserve Lines (SRL) is headed by a
Superintendent of Police who functions under the direct supervision of the ADGP/
IGP, Headquarters & General Administration branch. When deployed in the
districts or with a branch the personnel of the State Reserve Lines would be under
the operational control of the concerned district SP or the branch head.

4.2

Functions of the State Reserve Lines Police

(1)

Supplement the local police strength where it is not adequate to deal with law and
order disturbances;

(2)

Provide security to authorized persons or places;

(3)

Guard vital installations, arms and ammunition and other important places;

(4)

Man armed or unarmed outposts and conduct armed patrolling whenever
called for;

(5)

Provide striking forces or mobile squads for special ‘bandobusts’, including
during elections;

(6)

Management of arms and ammunition in the State Civil Police Armoury;

(7)

Escort of prisoners;

(8)

Arrange and participate in ceremonial parades and guards of honour;

(9)

Playing of band at parades and State functions;

(10) Help in rescue operations in the event of natural calamities and other disasters;
(11) Maintenance of motor transport of the Civil Police;
(12) Recruitment of constables for the civil police. As per latest government orders
SIs and equivalent rank and above officers are to be recruited by the State Public
Service Commission for which necessary action will be initiated by AIGP/HQ.
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4.3

Duties & Responsibilities of SP, Reserve Lines

(1)

He shall control and supervise the staff of the various units under the State Reserve
Lines to ensure that the functions assigned to the State Reserve Lines are carried
out effectively and in time.

(2)

He shall endeavor to keep the reserve lines staff in a state of high efficiency, morale
and discipline and provide the reserve units to the district police as and when
requisitioned by the district police with the approval of the ADGP/Hqrs. & Gen.
Adm. Branch/DGP.

(3)

He shall be responsible for the efficient management of the Police Band and the
Motor Transport Section/Central Police Workshop at the PHQ and the condemnation
and auction of vehicles in the police.

(4)

He shall be responsible for the assessment of the requirement and procurement of
uniform items and types of vehicles for various police units.

(5)

He will be responsible for providing pilot/escorts, house guards and prisoner
escorts etc.

(6)

He shall be responsible for the ceremonial parades organized by the police at the
Independence and Republic day at Gangtok.

(7)

He will also be responsible for such other tasks and miscellaneous functions as
may be assigned to the State Reserve Lines by the DGP from time to time in
public interest.

4.4

Organisational structure of SRL
The State Reserve Lines consists of the following main sections:

(1)

General Duty/Reserve Police Section

(2)

Motor Transport Section

(3)

Sikkim Police Band

(4)

Central Police Stores (uniform articles)

4.5
(1)
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Functions & Responsibilities of the Sections under SRL
General Duty/Reserve Police Section: The General Duty/Reserve Police Section
is headed by an officer of the rank of Addl. SP/DySP who is assisted by RIs, RSI/
RASI, HCs & PCs. This is the main section in the Reserve Lines for deployment
of manpower for the following duties:
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a) Guards & Escorts: Provide house guards at the office and residence of VIPs,
at vital installations and important and vulnerable Govt. buildings, Ceremonial
guards and guards of honour to VIPs and at various formal occasions. Escorts are
also provided to VIPs, protected persons, prisoners, treasury/valuables and for
other miscellaneous duties. The chapter on Guards & Escorts may be referred to
for detailed instructions in this regard.
b) Deployment of Reserve Force: Provide manpower to the District Police for
assistance during law & order situations, natural calamities and other disasters and
for any other situation requiring additional manpower. The organization, duties,
utilization, movement, arms & equipment held and records to be maintained in the
Reserve Police are given in the succeeding paragraphs.
c) Ceremonial Parades: Coordination and organization of ceremonial parades during
national functions like Independence and Republic day and State functions.
d) Armory: An armory manned by trained armourers is available for safe custody and
periodical maintenance of arms and ammunitions for civil police. The arms and
ammunitions are issued to the personnel deployed for security and guard duties on
day-to-day or temporary basis on the orders of the SP.
e) Police Buildings & Quarters: Maintenance, repairs and allotments etc. in respect
of the PHQ building and the Police quarters situated in and around the capital city
of Gangtok.
f)

Discipline and turn-out: Hold regular, PT/Yoga, drills and other activities for
maintaining a high order of discipline and proper turn-out of the force. It shall
also be responsible for reforming undisciplined personnel.

g) Deployment of Home Guard Sainiks: Requisition and deployment of Home
Guards as per approved strengths in accordance with the Sikkim Home Guards
Act, 1992 and orders issued by the DGP.
h) Appointments: Initiating process for appointments in the rank of Constable in
the Civil Police including appointments on compassionate grounds as per the
scheme of the Government. Appointments in the armed police and other technical
units eg. Communication branch, Finger print unit etc are initiated by the
concerned branches.
i)

Consumers Co-operative Society: Management of Sikkim Police Consumers Cooperative Society Ltd. as one of the welfare activities and a police canteen to be
set up in due course rests on the unit.

j)

Such other functions and duties as may be assigned to the unit by the State
Government or the DGP.
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4.6

Organisation of the Reserve Police in the State Reserve Lines

(1)

The Reserve Police in the State Police Reserve Lines is organised on the
administrative pattern of a battalion.

(2)

An officer of the rank of DSP/Addl. SP shall assist the SP and be in charge of
the Reserve Police. He will be assisted by the Reserve Inspector, a Reserve SubInspector (RSI)/ARSI assisted by HCs and PCs. Each section of men in Reserve
Police will function under the command of the senior-most Head Constable
of that section.

(3)

One Reserve Inspector each will be in charge of Administration and Operations,
Motor Transport, Quarter Master duties and welfare. They will be assisted by such
staff consisting of RSIs, ARSIs, HCs & PS including technical staff as necessary.

(4)

The ARSI will be the staff officer of group of personnel of the strength of about
a platoon. He will be under the immediate control and at the disposal of the RSI
and may not ordinarily be available for personal command of platoons or sections
in the field.

4.7

Ordinary duties of the Reserve Police

(1)

The duties to be performed by the Reserve Police will be classified as “fixed”,
“special” and “general” duties besides the functional classifications mentioned
above. “Fixed” duties are those where the personnel performing those duties
cannot be withdrawn in times of emergency, e.g., armoury and motor transport
staff. “General” duties consist of guards, escorts and other miscellaneous duties.

(2)

In case the duty periods are long, rotations should be effected.

(3)

Emergency strength - A minimum “emergency strength” as laid down by the DGP
must always be available and ready for immediate action.

4.8

Utilisation and Briefing of the Reserve Contingents

(1)

The Reserve Police shall normally be deputed to assist the local police to meet the
exigencies for ‘bandobust’, preserving order at festivals, large public assemblies
and when disturbance to peace is anticipated. The deployment of force for this
purpose may be done by the SP, Reserve Lines on requisition by the district SP
on the assessment of the situation. For deployment for long periods or outside the
State Capital approval of the ADGP/IGP, Hqrs & Gen. Adm. branch will be taken
subject to confirmation by DGP.

(2)

Whenever such reserve is deputed, a thorough briefing should be done by ARSI/
Head of the section/Platoon Commander concerned with respect to their specific
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duties, topography, description of the task, reporting mechanisms, likely difficulties
to be encountered and the way to overcome them. The ASP/DSP of the reserve
lines police is responsible for the performance of the force.
4.9

Movement of the Reserve Police units

(1)

The SsP in the districts shall have powers to deploy the Reserve units anywhere in
their jurisdiction for any of the purposes stated in the preceding paragraph.

(2)

In case of emergency the district SP may apply through the DIGP/IGP (Law &
Order) to the DGP for reinforcements.

(3)

The DIGP/Range, ADGP/IGP, L&O and DGP should be kept informed of the
mobilisation and demobilisation of the Reserve Police units.

(4)

The deployment for the purpose of riots and serious disturbances shall ordinarily
not exceed one week and shall be withdrawn thereafter. The deployment for
festivals shall be limited to the duration of the festival. In all other cases rotation
should be provided with intervals for rest.

4.10

Reserve Police on detachment duty outside Gangtok

(1)

A General Diary shall be maintained by the officer in charge of detachment, in which
the movements of the officer-in-charge and of all personnel, the duties for which they
are deployed, any incident and all particulars such as discipline, presence or absence
of any personnel, sickness, injuries, use of fire arms or other events shall be entered.

(2)

A copy of the General Diary should be sent to the SP of the district when the reserve
police is deployed outside the SRL hqrs.

(3)

The officer in charge of the detachment should equip himself with the briefing
documents and instructions on the task to be performed and brief the personnel
thoroughly before proceeding and after arrival. The requisitioning officer is
responsible for making available all material in advance and any additional material
on arrival.

4.11

Arms and Ammunition for public order duties
When called out for the maintenance of peace, the RIs, RSIs and ARSIs shall be
armed with pistols/revolvers and the HCs and PCs besides lathies with rifles with
20 rounds of ammunition unless ordered otherwise.
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4.12

Off-duty and relief

(1)

All Head Constables and Constables in the Reserve Lines should have a clear day
off every week. Ordinarily, the whole Reserve, except those employed on such
duties as stand-to, motor transport and guards, should have their “off duty” on
Sunday. The stand-to motor transport men who are on duty on a Sunday should be
given “off duty” on any other day of the week.

(2)

Normally it should be seen that policemen avail their weekly holiday undisturbed
but they can be deprived of it in unavoidable circumstances.

(3)

All those on fixed duties shall attend morning PT parades at the State Reserve
Lines Headquarters on Tuesdays and Fridays.

4.13
A.

Duties of the Personnel of Reserve Police
Reserve Inspector

(1) The departmental status of Reserve Inspector is equivalent to that of an Inspector
of the civil police.
(2) The Reserve Inspector in charge of a company strength or more of personnel shall
check the platoon-wise duty rosters of his company daily and on that basis prepare
the daily morning statement in Form 1 and submit it to the SP, Reserve Lines through
the ASP/DSP recording his own arrival and departure at R.L. Headquarters. He
shall personally maintain all other records of the Company strength of personnel
he is in charge. He shall hand over his sealed duplicate keys to the Reserve SubInspector when he leaves headquarters. He shall assign, by specific written orders
every week, for the checking of all Reserve Police guards of his Company strength.
In case he is outside district Headquarters with the deployed reserve police force
the daily report will be submitted by the Addl. SP/DSP in charge. A consolidated
statement of deployment shall be submitted daily to SP. He shall be assisted by as
many RSIs/ARSIs and other ranks as necessary.
(3) He will be in charge of State Reserve Lines Control Room.
(4) He will be responsible for despatch and receipt of Reserve Police Contingents,
deputing personnel for guards, escorts, ‘bandobust’ duties as per orders, issue of
necessary documents required for journey and for presentation to the concerned
authorities at destination. On their return, checking arms and equipment and
other material and stores issued to them or brought by them, and making entries
accordingly in the General Diary.
(5) He will take periodical feedback from personnel deployed at distant locations and
putting up gist to the SP through concerned ASP/DSP.
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(6) He will prepare day-to-day schedule of duty and deployment.
(7) He will be overall responsible for the custody of all working keys and of all the
Duplicate keys in sealed covers.
(8) He should be available at Headquarters and not leave his residence without prior
permission of the DSP.
(9) His functions also include reception of all sick personnel from platoons recording
their names in the sick register, dispatch to hospital under charge of an officer along
with their medical history sheets, to enable the Medical Officer to make entries in
the case of the discharged men. The Medical History sheets of the discharged
personnel shall be returned to the Platoon Commander.
B.

Quarter Master Reserve Inspector/ QM Reserve Sub-Inspector

(1) The Quarter Master RI/RSI will be in charge of the armoury, arms and ammunition,
tentage, stores, Government property, sports and duty meet and band. He is
responsible for the distribution, maintenance, upkeep of arms and ammunition
to the reserve police as well as to the local police of the district. He will be in
charge of tear gas and other riot control equipment and other accoutrements for the
Reserve and District Police.
C.

Motor Transport Officer (of the rank of PI/SI)

(1) The functions and responsibilities of the Motor Transport Officer in the SRL are
given under the chapter on Motor Transport Section.
D.

Headquarters Reserve Sub-Inspectors

(1) The Headquarters Reserve Sub-Inspectors, will be assisting the RI Operations in
the running of the SRL Control Room and assist him in all his duties. One RSI/
ARSI will always be on duty in the Headquarters of the Reserve Lines which
would also function as a Reserve Lines Police Control Room.
(2) Management of the Control Room, prompt despatch of messages and keep the
senior officers informed of the happenings, reported in the Control Room.
(3) Whenever the Headquarters RSI leaves the control room, he shall hand over
charge to his relieving officer by an entry in the general diary and signature by
both the officers.
(4) Maintenance of the general diary in which everything that happens in the armoury,
as well as in the Control Room all events that are reported to the Reserve Police,
the incidents and information given should be recorded.

37

Sikkim Police Manual

(5) Despatch of all escorts and parties of men and noting the same in the general diary
as also the arrival of all escorts including escorts and parties of men from other
districts. He shall inspect all men going out on escort and other duty and also after
they return from such duty including checking of all equipment or stores or other
material issued to them or brought by them and record it in the general diary.
(6) Mounting and relief of armoury, magazine and PHQ Guards.
(7) Assisting RI in reception of sick personnel and sending them to Medical Officer.
(8) Ensure security of all equipment and other property, arms and ammunition, and
personnel who are in the premises during his spell of duty.
(9) Keep in close touch with the State, District and city Police Control Rooms.
E.

Duties of Reserve Sub-Inspector (Operations)
The efficiency of his Reserve force depends on his capacity, commitment
and professionalism.

(1) Maintenance of the duty roster of his reserve and compliance of orders of Reserve
Inspector regarding deputation of personnel.
(2) Receiving of all sick reports of his reserve and their production before the Reserve
Inspector Operations for sending them to hospital. He shall form up his men on
parade each morning and evening and present to the Reserve Inspector a parade
statement in Form 1 showing the details of the Head Constables and Constables
who are present, those absent, and those on sick leave, etc.
(3) Nomination of HCs and PCs of his reserve for duties as may be required.
(4) Inspection of the personnel before sending them to the Reserve Inspector Operations
for deployment on duty.
(5) Production of Head Constables and Constables who have misbehaved at the
orderly room.
(6) Implementation of orders awarding extra drill etc to personnel of his reserve.
(7) Service of orders on the personnel, received from the Reserve Inspector and
obtain their explanations. Taking personal care of their health, welfare and other
difficulties and bring all significant matters in this regard to the notice of RI for
onward intimation to the SP.
(8) To know all about each Constable and Head Constable and prepare an inventory
of their skills and achievements and qualities and make entries in their small
service books.
(9) Enhance his own skill by constant training and self effort and his capacity for bold
action in times of crisis.
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F.

Assistant Reserve Sub-Inspector
The Assistant Reserve Sub-Inspector assists the Reserve Sub-Inspector in the
scriptory and general work of the reserve and such other work entrusted to him
by their concerned RSI. The ARSI shall also be responsible for the state of the
lines and other buildings and the parade ground. He shall report any irregularity
or misconduct in the lines to the platoon and company commanders and correct
it on the spot. He will attend parade and hold charge of the platoon or sections, if
required. One ASI or HC from each colony of police quarters will be attached to
the RSI for making comprehensive assessment of maintenance of quarters located
in the State capital.

4.14

Records in the Reserve Police
The SP will check these records frequently and record his comments with signature
and ensure compliance of instructions, if any.

(1)

Long Leave Register
Applications for Earned/Privilege leave will be entered in a register in Form 2 as
and when they are received. Leave should be granted in that order except in the
case of emergencies. Each platoon or more strength of personnel under a RI will
have a register which along with the leave rolls, with leave eligibility noted therein
by the RI is placed before the SP to enable him to know the number on leave in
the platoon, and assess feasibility to grant the leave. The leave granted should be
sufficient for the purpose for which it is applied and should not be refused except
in emergencies.

(2)

Casual Leave Register
This will be maintained for each platoon in the same Form 2 as the Long Leave
Register. The Reserve Inspector of the Company shall record his orders granting
or refusing leave in the register. All cases of refusal shall be placed before the
SP. It is desirable that long or casual leave is granted according to eligibility. The
availability of adequate strength in a given situation, whether the leave is a ploy for
malingering or avoid a particular duty should be the factors to be borne in mind.
While casual leave or any leave is subject to exigencies of administration, there
should be no room for favouritism or vindictiveness in this matter.

(3)

Duty Roster
This has to be maintained by each Platoon Commander in his own hand, checked
and initiated by the concerned RI at least once a month. The nature of the ‘Shramdan’
if any, performed should be clearly recorded.
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(4)

Family Quarters Register
This Register should be maintained in Form 3, indicating the names of the
personnel in occupation of the quarters and the names of persons in the waiting
list. The names should be entered in the waiting list in the chronological order and
the allotment of quarters as far as possible made in the same order.

(5)

Transfer Seniority List
Applications for transfer of constables from Reserve Police to Civil Police shall
be put up for consideration of the Police Establishment Committee in accordance
with rules and directions in this regard issued by the DGP. The seniority list in
Form 4 for transfers will be maintained and effected by the competent authority.

(6)

Seniority lists (also showing eligibility to promotion)
Up-to-date seniority lists and promotion panels if any, in Form 5 for promotion
and automatic advancement scheme should be kept with the SP. Every entry or
removal or alteration must be by a distinct order. Separate and similar seniority
lists with eligibility criteria noted must be maintained for the motor transport staff.
Special rules have been laid down for all the above categories.

(7)

Counselling / Orderly Room & Registers
At the ceremonial and other weekly parades the SP shall ask the men whether they
have any representation to make. If it is possible he shall take on the spot decision
or otherwise announce his decision later. He shall also hold orderly room treating
such situation as personal interview/counselling. In the absence of SP, the Addl.
SP/DSP should hold orderly room once a week at the weekly parades. It can also be
held during working hours. Platoon Commanders should personally march in their
men and be present in the orderly room. Representation and Counselling including
the sanction of leave, grant of PWF advances, request for transfer, allocation of
quarter and such other matter shall be dealt with. The particulars shall be entered in
two registers in Form 6 and 7. The request for orderly room by HCs and PCs shall
be complied with. It should be treated as personal Interview-cum-Counselling.
The following instructions shall be kept in mind in conducting orderly room:

A. The officer while holding orderly room shall be dignified, firm, fair, understanding
and sympathetic.
B. The decision should be swift but not hasty.
C. Patient hearing is necessary. Insulting, belittling or abusing or shouting or losing
temper must be avoided.
D. If the request cannot be considered, the position should be explained in clear terms.
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(8)

Pay Disbursement Register
Pay and travelling allowance and all other monies due, if the same is not paid
through the banks, should be promptly disbursed by platoon commanders under
the supervision of RI/DSP.

4.15

Scale of Arms and Ammunition of the Reserve Police

(A) The following are the scale of arms and ammunition for the Reserve Police fixed
by the Government of India.
(1)
A.
B.
C.
D.
E.
F.
G.
(2)
A.
B.
C.
D.
E.
F.
(3)
A.
B.
C.
D.
E.
F.
G.
H.

Arms for service:
One rifle or SLR per Head Constable and Constable
4 Carbines for each 100 rifles authorised
One revolver/pistol per officer of and above the rank of Assistant Sub-Inspector
4 V.L. Pistols for 100 members
One LMG per 100 members
One E.Y. Rifle with discharger cup per platoon
One AK47 assault Rifle per platoon
Arms for training:
.22 rifles - one per 20 trainees
.303 rifles/SLRs - one for each trainee
.455/.38 revolver - one per 10 trainees
Carbines Machine Thompson - one per 10 trainees
One LMG
One AK 47 per platoon
Ammunition for service:
100 rounds per rifle
30 rounds per revolver
192 rounds per CMT
500 rounds per Bren Gun
19 rounds per V.L Pistol - illuminating 12, red 4, and green 3
20 grenades per E.Y. Rifle
27 ballistic cartridges per E.Y. Rifle
40 rounds .303 cartridge tracer S.G. per platoon of Armed Reserve
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(4)
A.
B.
C.
D.
E.
(5)

Ammunition for practice: (per annum)
.303 rifle / 60 rounds per capita
.38/.455 Revolver - 60 rounds per capita
Carbine Machine Thompson - 15 rounds per capita
Bren Gun - 360 rounds per weapon
E.Y. Rifle - 10 grenades, 6 Dummy grenades, 50 ballistic cartridges - per
weapon
Ammunition for training: (per annum)

A. .303 / 100 rounds per trainee
B. .38/.455 Revolver - 70 rounds per trainee
C. Carbine Machine Thompson - 50 rounds per trainee
D. .22 rifle ball - 10 rounds per trainee
E. Bren Gun - 300 rounds per weapon
F. V.L. Pistols, illuminating 1 round per 15 men, red/green 1 round per 20 men
G. E.Y. rifles - 10 grenades and 20 ballistic cartridges per E.Y. Rifle
Note: Blank ammunition @ 10 rounds per weapon per annum.
(B)

Tear Gas Squads
For every about 100 service persons in the State Reserve Lines, there should be one
tear gas squad consisting of 1 RSI/ARSI, 2 HCs and 12 PCs. The strength of the
squad should be drawn equally from each Reserve sub-unit and attached to the SRL
headquarters by rotation. The personnel should be replaced once a quarter by fresh
batches drawn in a similar manner. This is to ensure that every person in the Reserve
is trained in the use of tear smoke. The following is the scale of tear gas equipment
for each squad • Riot Guns						7
• Truncheons					1
• Shell carriers					7
• Grenade carriers					7
• Gun carriers					7
• Fliterite shell carriers				1
• Auxiliary Equipment			
As prescribed for each
							service Coy of Armed Police
• Tear Gas Ammunition				- do(for stock and practice)
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4.16

Care and Custody of Arms
History of Arms: All SHOs and designated Officers of other Units to which arms
and ammunition are issued shall maintain history of the fire-arms supplied to each
in Form 8. The Quarter master RI shall also maintain a similar register for all
weapons issued by the SRL armoury on the charge of each police unit. He shall
scrutinise this register and ensure that each fire-arm is rebrowned in due time and
also produced for AIA’s inspection in accordance with the orders on the subject.

4.17

Inspection of Arms in Sub-Divisions by Armourers

(1)

During the course of a year, the armourer of the Reserve Lines shall inspect the
arms held by the civil police in all four districts. He shall inspect every weapon
borne on the strength of the District or Sub-division office/Police Station/unit. The
unit heads/Sub-Divisional Police Officers/SHOs of police station shall arrange to
get all the weapons to the unit headquarters or the PS and get them examined and
repaired by the armourer. The armourer will attend to only minor repairs at the
unit headquarters. He will make out a list of arms requiring major repairs and the
unit in charge shall send such arms to the State Reserve Lines Armoury, where
necessary repairs shall be undertaken. This procedure should be strictly followed
to enable the armourer to test every weapon once a year.

(2)

During the course of the year, the armourer shall also inspect the arms and automatic
weapons of the State Reserve Lines and point out the defects, if any, to the SP. He
shall also attend to the half-yearly lubrication of arms.

(3)

When weapons are taken out, the policemen shall dry clean them and before
returning them to the armoury, they shall apply oil to all the metallic portions. All
RSIs shall inspect weapons of their respective platoons after every parade and see
whether any parts are missing and whether they are cleaned properly. Any neglect
in the care of arms shall not be permitted and such instances should be promptly
brought to the notice of the senior officers concerned for suitable action.

(4)

If any rifle is found rusty or any barrel bulged or neglected, the PC or HC to
whom the weapon has been issued shall be dealt with appropriately. All RSIs shall
maintain a book wherein details of inspection done and action taken against any
Constable or Head Constable for missing parts or causing damages to his weapon
should be entered. The Quarter Master RI/RSI should effectively supervise the
work of armourers and more so, the work of the Platoon Commanders in this
regard. Reports of the armourer, after his inspection of arms, regarding losses of
and damages to arms due to neglect shall be promptly attended to by the concerned.
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(5)

The following are the special instructions to armourers going out to inspect
weapons in the district.

A. Thorough inspection of each and every arm including bayonets and scabbards that
are produced for inspection. He must be supplied with a complete list of arms held
by each unit/sub-division/Police Station.
B. The armourer shall carry out all minor repairs to weapons on the spot.
C. The armourer shall maintain a separate diary in triplicate indicating the work done
by him on each day. He shall send a copy of his diary to the district SP concerned
and get his acknowledgement and another copy to the SP, SRL through the Quarter
Master, Headquarters.
D. He shall ensure that linseed oil is applied to the wooden portion of all rifles.
E. He shall take with him his tools and a few spares for the weapons to be inspected.
Those arms that need attention in the armourer’s workshop shall be marked
separately and brought to the State RL armoury.
F. It is neither the work nor the duty of the armourer to clean weapons but only to
repair them. Unit heads/SDPOs/SHOs of PS shall, therefore, ensure that all arms
are cleaned thoroughly before the district armourer inspects them.
G. A small table and two Constables shall be provided by the district police office/unit
to enable the armourer to carry out his work at the district hqrs or the unit or a PS.
H. The armourer shall on his return to headquarters, submit a report in duplicate to the
SP through the RI Headquarters on the work turned out by him and the condition
of the arms in the unit/Sub-Division/PS. A copy of the report will be sent to the
unit incharge. The above instructions relating to Scale, History, Care & Custody
and Inspection of arms shall apply mutatis mutandis to the Armed Police units and
arms issued by them to various officers, units or held in the battalion.
4.18

Annual trainings

(1)

All personnel of the State Reserve Police should undergo training for 15 days once
a year. The Addl. SP/DSP Lines shall be present for atleast 3 days and take an
active part. It is important that officers should not permit themselves to become so
rusty in their drill and out-door work as to be unable to efficiently command the
Reserve Police when necessary.

(2)

The SP should also keep himself in touch with the progress of training and attend
parades from time to time.

(3)

During the annual trainings, Sundays should be totally free. The full routine will
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be carried out during the other days. If, however, a public holiday intervenes, it
should be treated as a holiday. The SP should so schedule the training that there is
a minimum of 12 training days for each annual training. The programme should
also lay stress on practical demonstration and actual field situations and specific
standards to be achieved in various spells.
(4)

During the annual trainings, the personnel in training shall not be deputed for other
duties save in grave emergencies.

(5)

The two week programme should provide for parades of one and half hour duration
in the morning except on Sundays and holidays. Lectures and demonstrations by
officers from Addl. SP to RSI should be arranged between 1000 and 11:30 a.m. Rifle
firing practice at the range shall be separately detailed. Due provision shall be made
for regular instructions and practical training in-

A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
O.
P.
Q.
R.
S.
T.
U.
V.

Squad, Company and arms drill, P.T., B.T. and lathi drill, Skirmishing (instructions),
Route marches and small tactical schemes,
Mob operations (drill and practicals),
Surround and search (instructional and practical),
Elements of bomb disposal,
Picket duties in disturbed conditions (including temporary stay in localities),
Patrolling (riot affected, crime-prone, terrorist affected areas and highways),
Road bandobusts on VVIP security,
Election duty (mobile force or striking force),
Disaster and natural calamities,
Anti-terrorist operations (ambush, counter-ambush and reaction),
First aid and Life saving,
Camp layout, discipline and routine,
Field firing,
Tent-pitching,
Care of arms,
Hygiene and sanitation,
Care of clothing and equipment,
Leadership,
Night marching by compass,
Cooking (selected men) and games,
Major and minor laws relating to police work,
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(6)

To accustom the State Reserve Lines personnel to conditions prevailing in forest,
hilly and inaccessible areas, tours in such areas may be organized during which they
should be trained specially in tactical work and anti-guerilla/terrorist operations in
the field and other duties, which they might be called upon to perform in the forest,
hilly and inaccessible areas. The following points should be kept in view :

(a) Appropriate boarding arrangements and medical arrangements shall be made.
The State LR&DM department may also be contacted for providing TA/DA etc.
expenditure for such tours.
(b) The SP, Reserve Lines will fix the date for the tour in consultation with the concerned
district SP. The commandants of the Armed Police Battalions should also be consulted
for joint tours with them.
(c) The camp site selected should vary from year to year and should be deep inside the
forest, hilly or remote areas and not in a village or hamlet or any habitation.
4.19

Housing
All ranks of the District Reserve shall reside, so far as accommodation permits, in
the lines provided for them at the Reserve Headquarters.

4.20

Kit and arms inspection
The RI will hold quarterly kit and arms inspection and make lists of deficiencies
and see that they are made good during the quarter.

4.21

Roll calls

(1)

Roll calls of HCs and PCs will be held daily at 0900 hrs and 1630 hrs. No officer,
HC or PC shall leave the lines or his notified residence after the evening roll call
without intimation to the Duty Reserve Sub-Inspector.

(2)

The RSI or, in his absence, the ARSI shall call the morning roll of his men at
the lines in the immediate presence of RI, who shall thereby check his parade
statement. Bandsmen will also fall in for the roll call.

4.22

Motor Transport Section
The organization, structure and functions of the section and roles and responsibilities
of its officers are stated in the chapter on Motor Transport Section.
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4.23

Sikkim Police Band
The Sikkim Police Band is an integral part of Sikkim Police which also caters
to the needs of Armed Police Battalions. The two components of band i.e. Brass
Band and Pipe Band perform separately as well as a combined band. The band
master is ordinarily an Inspector rank officer and reports directly to the SP/Lines.
The strength of the brass & pipe bands shall be as notified by the Government
from time to time. The following instructions relating to the police bands should
be complied with:

(1)

The brass band, and where not available the pipe band should cater to all
government functions.

(2)

The band is primarily intended for use at parades, making bugle calls, and during
police sports and at ceremonial functions of the Government. However private
engagements may be accepted from persons, institutions or associations on application
to the SP/Lines, provided it does not interfere with the Government duties, and
subject to the conditions that the fees prescribed for the requisition, per hour playing
rates and transport charge are paid in advance and that the band shall not march on
foot in processions.

(3)

The Band Master in charge of the band will act under the orders of the SP/Lines
in all matters connected with the band and the Fund. The band and the bandsmen/
bandswomen will be under his supervision.

(4)

The band shall not be detailed for any private engagement without obtaining written
orders of the SP. The fees will be paid in the Police Band Welfare/Corpus Fund
Account in the State Bank of Sikkim. The Accounts Officer of the State Reserve Line
Office shall audit the Band Fund account every year ending 31st March and submit a
report to the head of the office.

(5)

The band fund will be utilized for the purpose of band equipment, improvement of
band and for welfare of band personnel.

(6)

Deployment for Misc. Duties: The band should ordinarily not be deputed for law
& order and other misc. police duties except during grave emergencies.

(7)

Recruitment & Training of Band Personnel: The proposal for recruitment of band
personnel and their training including for various musical courses outside the state
will be initiated by the SRL.

(8)

A register showing the details of all engagements of the band will be maintained
in Form 9 by the Band Master and shall be checked at least once a month by
the SP/R.Lines.

(9)

The bandsmen are solely responsible for the proper maintenance and upkeep
of their instruments.
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(10) The Band Master shall see that the bandsmen have regular practice. He will inspect
the instruments once a week and report any defect or damage immediately to the SP/
State Reserve Lines.
(11) All instruments and spare parts required for the band should be purchased in time.
(12) A register of band equipment will be maintained, wherein a separate sheet will be
set apart for each instrument. The date of purchase, cost, date and cost of repairs and
other particulars will be entered in respect of each instrument in the sheet.
4.24
(1)
•

•
•
•
•
•

Central (Uniform) Stores
The police central stores section for uniform articles is headed by an officer of the
rank of ASP/DySP who reports to the SP/Lines. He is assisted by as many SIs/
ASIs/Constables as necessary. The functions of the Central Stores are:
Procurement of all uniform articles and anti-riot equipment (excluding arms and
tear gas for which the Sikkim Armed Police battalion is the prescribed unit) for
civil police and armed battalions duly maintaining the approved design, colour and
quality of the articles.
Storage of uniform articles.
Distribution of stocks to the sub-stores located at district headquarters and armed
police battalions.
Issuance and maintenance of Kit Card for each individual member of the civil
police who are entitled to free uniform. For the armed police battalions this would
be done by their stores.
Preparation of annual estimate of uniform articles on the basis of actual requirement
for projecting the same in the annual budget.
Review the scales of different uniform articles and submit recommendations for
improvements in design, colour and quality.

Records & Registers
(2)

The Central Stores shall maintain the following registers and all entries in the
above registers except Sl. No. 4 below shall be certified by a Gazetted Officer. The
entries in Kit Cards shall be attested by the sub-store in-charge or his senior officer.

(i)
(ii)
(iii)
(iv)
(v)

Receipt Register in Form 10
Stock Book of Uniforms in Form 11
Individual Uniform Ledger in Form 12
Kit Card in Form 13
Issue Expense Voucher in Form 14
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Chapter 5

Motor Transport Sections (MTS)
5.1

Introduction
The Motor Transport Sections (MTS) in the State Reserve Lines (for the civil
police units) and the Armed Police Battalions are responsible for purchase of new
vehicles, their maintenance, routine and major repairs, procurement of quality
spare parts at economic cost as well as the condemnation and auction of vehicles/
spare parts and other related items.

5.2

Important functions of MTS

(1)

Assessment of requirement of different types of vehicles by various police units
and laying down a scale of vehicles taking into account various parameters such
as strength of the unit, nature of duties performed by the unit, utility of a particular
kind of vehicle etc.

(2)

To standardise the vehicle fleet and constantly update the same by reviewing the
type of vehicles required by various units by taking into account the new vehicles
introduced in the market, their utility for police work, running cost etc.

(3)

Procurement of the vehicles and allotment to the various units as per the
approved yardstick.

(4)

Enforce prescribed preventive and regular maintenance schedules for vehicles,
timely servicing and undertaking minor repairs in the District/Unit and major
repairs in the respective central workshop (in the State Reserve Lines) or battalion
workshop and their prompt and economic completion.

(5)

Establishment and efficient management of the respective Central Workshop or
Battalion Workshop.

(6)

Provide technical supervision for efficient fleet and fuel management in various
Police units.

(7)

Procurement and supply of quality automobile spare parts and other related items
at economic cost for the Central Workshop or the Battalion Workshops.

(8)

Deployment of drivers and vehicles during special police arrangements such
as law and order situations, natural calamities, VIP/VVIP visits, festivals,
elections etc. by temporarily withdrawing from the pool of various units or other
government departments through the Home department or even hiring vehicles
if so felt necessary.
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(9)

Condemnation and auction of unserviceable vehicles, spare parts and other
related items.

(10) Inspection and issue of technical reports for all kinds of repairs and recommend for
special/major repair of vehicles outside the central workshop/battalion workshop
in case of non-availability of required technical facility.
(11) Recruit and impart induction as well as in-service training to newly recruited
Constable Drivers, Mechanics, Helpers and other technical staff of the MTS.
5.3		

Organisational Structure of MTS
The following establishments constitute the Motor Transport Section:

(1) Central Workshop/ Mechanical unit located under State Reserve Lines at Gangtok
or the Battalion workshops/Mechanical unit located at respective battalion hqrs.
(2) Drivers/vehicle deployment units located in the State Reserve Lines or the
respective battalions.
5.4

Organisational set-up of MTS
SP/State Reserve Lines and the respective commandants of battalions assisted by
different ranks of technical and non-technical police officers, head the MTS. The
technical personnel of the organisation are equated with police ranks and are of the
designations given below :
A. Assistant Engineer (Mechanical) on deputation from the State Govt. in the State
Reserve Lines, Central Workshop.
B. Senior Foreman (Technical) of the rank of Inspector of Police for the Central
Workshop in the State Reserve Lines, MTS.
C. A Mechanical Transport Officer of the rank of Inspector in the main armed police
workshop at SAP (MTS) at Pangthang.
D. Foreman (Technical) of the rank of Sub Inspector of Police in the Central workshop
at State RL, MTS.
E. A Motor Transport Officer of the rank of Sub-Inspector in the MTS (Driver/Vehicle
Deployment unit) in the State Reserve Lines MTS or in a battalion MTS.
F. A Mech. Transport Officer of the rank of SI in the main armed police workshop in
the SAP battalion MTS at Pangthang.
G. Junior Foreman (Technical) of the rank of Assistant Sub Inspector of Police in the
central workshop at SRL, MTS or ASI (MT) in the battalion MTS.
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H. Senior Mechanic (Technical) of the rank of HC, in the SRL MTS or HC (Mechanic),
HC (Deployment) or HC MT stores in the battalion MTS.
I. Junior Mechanic (Technical) of the rank of NK/LNK/Constable or NK/LNK/
Constable (MT) in the battalions.
J. Drivers (of various ranks)
K. Helpers of the rank of Followers or Home Guards.
5.5

Ministerial Staff
The Accounts and Administrative works pertaining to MT Section will be
distributed amongst the respective ministerial staff of State Reserve Lines
and the battalions.

5.6

Recruitment, Promotions and Service Conditions

(1)

The recruitment and service conditions of gazetted officers is governed by the
State Police Service Rules read with any special rules or amendment made
therein for Police Department. The recruitment, training and promotions in the
ranks of Helpers/Constables to Inspectors is governed by the Sikkim Police Force
(Recruitment, Promotion & Seniority) Rules and similar rules for the Armed
Police Forces.

(2)

The staff of the MTS will wear the prescribed uniform as per Sikkim Police
Dress Regulations.

5.7

Jurisdiction of MTS officers

(1)

The Superintendent of Police/Lines or the Commandant of the battalion would
be the head of their respective MTS and report to the Director General of Police
through ADGP/IGP, Hqrs. or the ADGP/IGP, AP as the case may be. SP, State
Reserve Lines will have statewide jurisdiction in r/o matters relating to motor
vehicles in all districts and branches of the civil police and the Central Workshop
will function under his technical control and supervision. He will be assisted by
the AE (Mech) in respect of matters relating to the Central Workshop and its stores
in the SRL, MTS. Similarly the commandants will have jurisdiction over their
battalion workshop units.

(2)

Senior Foreman (Technical) will be in charge of the central workshop and its stores
at the Reserve Lines, MTS (to be computerised in course of time) and will report
to SP/Lines. The Mechanical Transport Officer will be in charge of the main armed
police battalion workshop and related stores and will report to the Commandant,
SAP. In the other battalions the SI (MTS) will be in-charge of the Mechanical
units. They will be assisted by as many officers as necessary.
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(3)

5.8
(1)

(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)

(11)
(12)

(13)
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In districts the ASP/DySP posted at the district Hqrs will supervise the undertaking
of minor repairs, deployment of vehicles and drivers etc. under the direction and
control of the district SP.
Duties, Responsibilities and Powers of Officers of MTS
Superintendent of Police, State Reserve Lines/Commandants
Heads the MTS and is overall in-charge of functions related to fleet and fuel
management such as purchase of new vehicles, purchase of spare parts and other
allied items, maintenance and repair of vehicles in police department.
Exercise financial and disciplinary powers of Head of Office.
Exercise over-all superintendence over the work of all technical and non-technical
officers in the MTS.
Initiation of transfer and posting proposals of various technical and
non-technical staff.
Maintenance of Personal Files of non-Gazetted staff up to the rank of Sub-Inspector.
Prescribe various periodical reports for ensuring the efficient functioning of
officers working under his control.
Periodical inspection of offices of subordinate officers, central/battalion workshops/
mechanical units.
Act as member secretary of the Purchase Committee constituted for purchase of
spare parts and other allied items.
Responsible for codification of a purchase manual, which is updated from
time to time.
Responsible for introduction and implementation of latest and appropriate
managerial, financial, purchase and technical practices for maintaining an efficient
police fleet.
Sanction of rewards for outstanding work to personnel working under his
administrative control.
Follow the condemnation norms / yardstick for vehicles parts. Initiate proposals
for condemnation of vehicles, pre-mature condemnation as well as auction of
condemned vehicles and spare parts as per norms.
Compile the Sikkim Police Transport Manual incorporating details of maintenance
schedules, preventive maintenance practices, workshop management, service
station management, duties of officers/drivers and all other establishments
including stores and issue it after approval of the Director General of Police.
He shall update the Transport Manual from time to time and at least once in
three years.
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(14) Shall introduce and implement computerised system for vehicle management,
accounts, inventory control, records, training etc.
(15) Submit a quarterly report to the Director General of Police through ADGP/
IGP(HQ) or ADGP/IGP, AP regarding functioning of MTS, the central or battalion
workshops and the status of the fleet.
5.9
(1)

Assistant Engineer (Mechanical)
Has statewide jurisdiction in respect of civil police transport up keep and assists
the SP/State Reserve Lines in the performance of his duties relating to the MTS.

(2)

Monitoring of maintenance, repair schedules of the fleet in the State.

(3)

Overall Technical Supervision of various on-going repairs and maintenance in
central workshop to ensure prompt and quality repair of the vehicle.

(4)

Inventory Management of the main technical stores of the Reserve Lines MTS.

(5)

Overall Supervision of the Motor Transport Wings to ensure efficient management
of the fleet and its proper upkeep.

(6)

Give technical report and valuation in respect of Civil and Armed Police vehicles
marked for condemnation as per Government norms.

(7)

Assist the SP/Reserve Lines by processing for condemnation and conducting the
tender-cum-auction of condemned vehicles and old automobile spare parts.

(8)

Preparation for maintenance and repair manual for each kind of vehicle maintained
in the Police department, which will form part of the State Police Transport Manual
applicable to both Civil and Armed Police.

(9)

Submit monthly reports to SP/Lines as prescribed from time to time.

(10) Perform such other duties as may be assigned by the SP/Lines.
5.10

Senior Foreman (MTS of SRL) /Mechanical Transport officer
(MTS of SAP, Pangthang)

(1)

In charge of central workshop or the main armed police workshop at
SAP, Pangthang.

(2)

Responsible for efficient functioning, prompt and economic repairs of
motor vehicles.

(3)

Conduct periodical inspections of the vehicles in units and their records etc.

(4)

Exercise disciplinary control on the staff working under his control as per
rules in force.
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(5)

Submit various prescribed periodical reports to the SP/Lines or the
Commandant, SAP.

(6)

Co-ordinate activities of the workshop with the Units so as to ensure best fleet and
fuel management.

(7)

To carry out test check of Motor Transport stores in the units during inspections.

(8)

Sanction of Casual Leave of their subordinate staff.

(9)

Submission of monthly report to the SP/Lines or the Commandant.

(10) Strict implementation of preventive maintenance schedules and ensure that no
vehicles are off road for more than a week. Report should be sent if any vehicle is
off road for a longer time and comply with orders thereon.
(11) Despatch of vehicles, which cannot be locally repaired, to the authorised garage.
(12) Up to date maintenance of all records such as Stock Ledger, General Diaries,
Motor Transport Returns, etc.
(13) Inspect vehicles for repairs and prepare technical report as per Form V (MTS).
5.11

Foreman (MTS of SRL)/Jr. Mech. Transport Officer (MTS of SAP, Pangthang)

(1)

Shall be second in-charge for the concerned wing of the workshop and carry out all
duties relating to maintenance and repair of vehicles as per norms or the manual of
vehicle manufacturer.
Ensure that only required spares / accessories are requisitioned and duly fitted to
the vehicle.
Maintain proper accounting of the spare parts used on a vehicle and also
unserviceable items removed.
Shall get unserviceable items destroyed/condemned under his personal supervision,
which are likely to be reused/misused after obtaining orders of SP/R. Lines
or the Commandant.
Prepare the necessary requisition for spares from MTS stores/prescribed source.
Carry out all other duties assigned by his superiors.
Assist the Senior Foreman and Asst. Engineer (Mech.) in proper maintenance of
stores, its cleanliness, storage, safety, issue and receipt of spare parts / accessories,
maintenance of proper accounting etc.
Any other duty assigned by his superiors.

(2)
(3)
(4)

(5)
(6)
(7)

(8)

NB: The RSI (MT) in battalions other than the SAP Camp, Pangthang will be responsible
for above functions also in their battalions and report to the Commandant through the
DySP/Inspector designated by the Commandant as in-charge of the battalion MTS.
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5.12

Junior Foreman, Sr. Mechanic & Jr. Mechanic / ASI (MT), HC (MT)
& Constable (MT)

(1)

Will carry out the necessary stripping off the vehicle, detailed examination
of defects; correctly work out the requirement of spare parts and accessories
for the repair.

(2)

Carry out repairs as per norms or as prescribed by the manufacturer.

(3)

Will be responsible for the cleanliness of the workshop area.

(4)

Shall be responsible for maintaining the records and storage of spare parts.

(5)

Shall receive the indents and issue the spare parts after taking due acknowledgement
as per prescribed procedure.

(6)

Will assist the Foreman and seniors in proper maintenance of stores.

5.13

Helpers

(1)

Will be responsible for cleanliness of the workshop area and assist the Junior
Mechanics and Senior Mechanics in shifting the parts.

(2)

Will also attend to other works assigned to them.

5.14

Central & other Police Workshops

(1)

The Central workshop is situated at Gangtok and works under the overall control
of SP/Lines. Sr. Foreman will be in-charge for the Central Workshop. He will
be assisted by as many technical staff as sanctioned by the Government from
time to time.

(2)

The Central Workshop is responsible for carrying out major repairs to vehicles
located with the units situated at Gangtok and in districts. The Central Workshop
will also be responsible for carrying out preventive maintenance and minor repairs
to the vehicles of all the units located in Gangtok and surrounding areas.

(3)

Depending upon the need, the Central Workshop may deploy a small sub-unit for
preventive maintenance and minor repairs to the units located outside Gangtok
which have large number of vehicles on their strength. Such staff will continue to
work directly under the supervision of Central Workshop officers only.

(4)

No naked lights will be allowed in the workshops or garage at any time and
smoking is strictly forbidden.

(5)

The Central Workshop at SRL and the main armed police workshop at SAP, Camp
Pangthang will have the following sections:
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(i) Engine Section:
The Engine Section will be working under the direct supervision of 1 Jr. Foreman
Supervisor, who shall be assisted by as many technical staff as required. The
section would carry out the following works:
•
•
•
•
•
•

Engine block liners replacement;
Cam Shaft bushes reaming and fixing;
Crank shaft grinding;
Gudgeon pin bushes, rocker shaft bushes reaming& fixing;
Cylinder Head, Valve seat cutting & grinding;
Miscellaneous work like :
 Wheel Drums cutting
 Brake liners riveting
 Pedal shaft bushes reaming and fitting
 Steering rod bushes
 Pressure plate / Fly wheel fitting
 Suspension bushes reaming & fitting
 Gear Box dismantling
 Differential / Leaf Springs dismantling
 Steering Dismantling, Demanding of spare parts for steering system, brakes,
clutches, and springs.
 Fitment of leaf springs / Shock Absorbers, Front & Rear Axles
 Mounting Brakes
 Engine / Clutch / Gear Box / Differential Mounting
 Steering Box Overhauling
 Final Works and Road Test
 Dismantling, cleaning, requisition of spare parts and re-assembling of the fuel
injection pump.

(ii) Preventive Maintenance & Minor Repair Section:
Besides attending to requirements of preventive maintenance and minor repairs
the section would also look after wheel alignment & balancing.
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(iii) Electrical Section:
The nature of work to be attended by the Electrical Section would be as follows:
•

Dynamo/Alternator and Self Starter dismantling, cleaning, demand of spare parts
and assembling

•

Battery charging (new and old) and condemnation of batteries

•

Attending to all other electrical works like wiring, verification of head lights, tail
lights & other electrical equipment

(iv) Painting Fitting, blacksmith & Miscellaneous support Section:
This section will attend to the following works:
•

Cleaning & Applying of NC Putty and paint

•

works relating to bumpers, doors, bonnets, seats, roof & other fittings

•

Leaf Spring

•

Moulding of starts / flag rods etc.

•

Radiator Overhauling

•

Welding/Denting

(6)

The other battalion workshops may have those of the above sections that are
essential. The major repairs will be attended to by the main armed police workshop
at SAP Camp, Pangthang.

(7)

Save in grave emergencies no repair (s) or replacement of parts shall be carried
out in a vehicle without a Technical Report in Form 15 certified by the respective
workshop in-charge.

5.15

Central Store for Vehicle Parts
The Central Store for vehicle parts in the SRL or the Battalions will adhere to
the Sikkim Financial Rules and other standing orders keeping in view the latest
practices in material management including total automation. The Central Stores
shall be divided into following sub-sections. An officer may work or be in-charge
of more than one of the sections:

(1)

Inventory Control Section

(2)

Purchase Section

(3)

Receipts Section
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(4)

Stock and Distribution Section

(5)

Tyres and Batteries Section

(6)

Unserviceable and Disposable Material Section

(7)

Audit Section (The Audit Section will undertake annual stocktaking and also
ensure the disposal of obsolete and non-moving items from time to time).
The Reserve Lines Central Stores shall also identify the suppliers for the department
based on the quality and economic factors and enter into rate contract for purchase
of spare parts. For small items the Central stores will identify the supplier located
in various parts of the state and enter into regular rate contract on which the units
could purchase items of day-to-day necessity and spare parts of small values.

5.16

Purchase Procedure for Vehicles, Spare Parts & Other Items

(1)

The MTS forms a very important function of purchase of new vehicles, purchase
of spare parts and allied items as well as disposal of condemned spare parts,
condemned vehicles and other items. The MTS is responsible for identifying
vehicles for the use of various units of police force and for standardising the fleet.
The standardisation of vehicles will be reviewed continuously so as to induct
suitable vehicles for fuel efficiency. The fewer the types of vehicles, the less will
be the need to maintain a limited inventory of spare parts and the MTS would be
in a better position to maintain timely repairs to these vehicles. The vehicles will
be purchased directly from the manufacturers through the local authorised dealer
so as to ensure the benefits of warranty through the dealer.

(2)

The MTS will continuously evaluate the economic life of various vehicles and
condemn the same as per government norms. The vehicles, which have lived
the prescribed life, would be taken off the fleet and sold by auction-cum-tender
process. The old spare parts and unserviceable items would also be disposed off
through auction-cum-tender method periodically.

(3)

MTS is responsible for keeping optimal inventory of spare parts. Every effort
shall be made to ensure that money is not blocked in the form of large and
excessive inventory. The spare parts and replacement items like tyres and batteries
shall be purchased as per norms prescribed by the Government. The MTS
shall continuously evaluate and ensure that only quality spare parts of reliable
and reputed manufacturers are purchased. The experience of organisations like
Transport Deptt. may be taken into account while identifying manufacturers of
various spare parts.

(4)

The purchase committee will be constituted by the DGP.
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5.17

Motor Vehicle Pool
The Motor Transport Section shall maintain a vehicle pool, which may consist of
vehicles necessary for VIP movement like escort and pilot vehicles, spare vehicles
for senior officers and visiting officers from other states. The Motor Vehicle Pool
in the Reserve Lines or the battalions will work under the direct supervision of
SP/Lines or the concerned commandant. They shall be assisted by the respective
Motor Transport Officer who shall ensure that the vehicles are kept in readiness.
They shall ensure that no vehicle is deployed without proper authorisation and
records are maintained for the journeys undertaken by each vehicle and POL
consumed on each one of them.

5.18

Motor Transport Wings of Districts / units
All matters relating to Motor Transport in the Districts / units shall be under the
charge of the Dy.SP posted at district Hqrs or the DDO of the unit. He will be
responsible for keeping all the vehicles in readiness and ensuring compliance with
the Sikkim Financial Rules (SFR) and instructions issued from time to time by the
State Govt. and the DGP on purchase, repairs, allotment of vehicles, issue of POL
and maintenance of prescribed records.

5.19
(1)

Motor Vehicle Maintenance and duties of Personnel
Motor Transport Officer (RSI/MT)
All motor transport of the State Reserve Lines or the battalions shall be in the
charge of the respective Motor Transport Reserve Sub-Inspector (Motor Transport
Officer) assisted by such other staff as necessary. The Motor Transport Officer
shall be responsible for:

A. Efficient management of the fleet maintaining close co-ordination with the unit
officers especially during such occasions as large-scale bandobust, VVIP security,
festivals etc. and such other duties assigned by the SP/Lines or the Commandant.
B. Keeping the vehicles in readiness at all times for transport of police force
in emergencies.
C. All requisitions for the use of vehicles shall be made to him and he shall comply
with them if the vehicle is not otherwise engaged at the time, after obtaining the
orders of the SP or the Commandant and in his absence the authorised ASP/DSP.
D. Managing the POL and maintenance of records.
E. Supervise the functioning of drivers of various grades.
F. Deployment of drivers on regular and special duties including leave substitute
under intimation to the SP/Commandant.
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G. Registration of new vehicles and timely payment of token and other taxes of
vehicles in the R. Lines or the battalions including the pool vehicles. Ensure that
all vehicles possess the necessary certificates issued by the concerned authorities
such as vehicle fitness certificate, pollution control certificate etc. In the other
police units the DDO concerned shall be responsible for these tasks.
H. Shall be responsible for keeping the vehicles of pool in readiness all the time.
I. Detail the vehicles to officers on official duties as and when directed by the
competent authority.
J. Ensure that the drivers of vehicle maintain their daily diary properly and all records
relating to running of vehicle are maintained as well as updated.
K. Shall be responsible for ensuring that the medical examination of drivers is carried
out on regular intervals and fitness certified by the Medical Officer.
L. Ensure that all drivers possess duly valid driving license for driving a
particular vehicle.
M. Maintain duty roster for drivers working under his control and ensure proper
rotation of duties.
N. Ensure that the consumption of POL remains within control and proper record of
the POL issued and consumed is maintained.
O. Provide each vehicle with the first aid kit, tools and other necessary items required
for proper running of the vehicle.
P. In case of any breakdown or damage or any incident affecting the running of the
vehicles reported by the drivers, he shall take such necessary steps for their repair
and submit a detailed report to higher officers immediately, as to the circumstances,
the cause of breakdown or damage, and the steps taken for their repair.
Q. The prior sanction of the SP or the Commandant should be obtained for all
purchases in connection with the vehicles, including oil and petrol, and for repairs.
The details of the repairs required should be reported to the sanctioning authority
immediately after they are noticed.
R. He will issue petrol and oil as necessary, care being taken that requisitions are not
in excess of probable requirements. The driver will be supplied with required cans
and will be responsible for ensuring that he has sufficient oil for any journey.
S. The RSI (MT) shall inspect the pool vehicles before and after each trip, and shall
record the fact in the daily diary submitted by drivers.
T. He will periodically inspect the vehicles and ensure that the drivers keep them in
good and clean condition and report any neglect to higher officers for suitable action.
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U. He will submit a report through proper channel to the SP/Commandant regarding
major repairs required giving details.
V. Every police vehicle with the Civil Police offices at Gangtok should be examined
at least once a quarter by the Motor Transport Officer along with the technical
officers of the Motor Transport Section in order to ensure that it is mechanically
and structurally fit and safe.
W. The SP should also make it a point to inspect all the vehicles in a quarter and see
that they are properly maintained. The Commandants of Police Battalions, should
conduct similar periodical inspection of their vehicles.
X. When a vehicle is not being repaired or taken out on duty or being cleaned, it will
be kept in the garage/prescribed place at PHQ which will be secured. The key
of the vehicle will be kept with the SRL Duty RSI. The key will be issued to the
driver under acknowledgement.
Y. No work will be done in the garage between sunset and sunrise, except under the
orders of the RSI (MT).
5.20

Duties of Drivers of various Grades

(1)

Each vehicle will be in the immediate charge of a driver. He will be responsible for
the clean and efficient condition of the vehicle and go through all daily maintenance
schedule. He will report to his superior for any repairs and replacements that he
considers necessary.

(2)

He must be always available for duty. When not on actual driving, he should not
leave the office/lines/battalion during office hours without permission from his
controlling officer. During non-working hours he should intimate the duty officer
of the SRL control room or the battalion control room who will make an entry to
that effect in the GD in case he has to leave his notified place of residence.

(3)

Permission given for any absence from the lines must be for a definite period.

(4)

Ensure proper account is kept for consumption of fuel, kilometer run and
maintenance of vehicle diary.

(5)

The Driver will be held responsible for the consumption of oil, petrol and grease
according to norms set for each vehicle. Any wastage or unusual consumption
should be accounted for by him and should be recorded in vehicle diary.

(6)

Before taking the vehicle for journey, he should carefully examine and see if the
vehicle is in running order and properly equipped.

(7)

Immediately on return from a trip, the vehicle should be properly cleaned and left
in the garage and the key deposited at the prescribed place.
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(8)

Observe traffic rules and regulations and shall report any accident involving the
vehicle to his superior immediately.

(9)

They will always be in uniform and carry in their vehicle full compliment of tools,
spare tyre and first aid kit.

(10) In the event of any accident or breakdown immediate communication to the
Reserve Lines Control Room or the battalion control room as the case may be and
to nearest police station should be sent for necessary action and assistance to get
the vehicle to headquarters.
(11) Any accident resulting in damage to any other vehicle or injury to any person or
animal should be similarly reported to the SHO of the nearest station and the SRL/
battalion Control Room as the case may be followed by a detailed report to the
Motor Transport Officer giving details of damage or defect and cause. The report
should be placed for SP’s/Commandant’s perusal. First Aid to injured persons
should be rendered as also all assistance to send them promptly to nearest hospital
as necessary.
(12) They will be responsible for any damage to the vehicle or loss of any component
or spare parts unless the preliminary enquiry shows that they were not at fault.
(13) The driver, before proceeding out of SRL/battalion headquarters on duty will
record his departure in the general diary kept in the SRL/battalion Control Room
indicating destination and nature of duty and report his return to SRL hqrs/bn. hqrs.
(14) No unauthorized person will at any time be carried in the vehicle and nobody
other than the regular driver, except with the express permission of the SP or their
controlling officer if superior in rank to the SP.
(15) Before the vehicle is taken out in the morning, the speedometer reading will be
noted and the petrol in the tank measured. The ASP/DSP nominated by the SP/R.
Lines or the Commandant to be the supervisory officers of the SRL/Battalion MTS
should ensure that the seal of the metre is intact and should ensure their repairs
whenever they go out of order.
(16) All vehicles shall be serviced as prescribed in their manual and the radiator topping,
lubricating and greasing must be done according to the manual and the fact entered
in the maintenance register.
(17) The driver will ensure that all documents of the vehicle are available and upto date
including registration, token tax, pollution check certificate etc. and shall carry the
same with the vehicle.
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(18) The battery must be examined every week and distilled water/coolant added when
necessary. The level must never be allowed to fall below the level of the top of the
plates. The battery terminals should be greased.
(19) The tyres must be maintained at the correct pressure recommended by the
manufacturers for the different types of vehicles.
(20) The driver will see that he has a serviceable spare tyre and tube ready for substitution
as well as a complete repair outfit whenever the vehicle is taken out.
(21) Should a tyre be punctured or changed with the spare it should be got repaired at
the earliest opportunity. Money for purpose will be given by the controlling officer
and reimbursement claimed from the office.
(22) The driver will maintain a log book as per Form IV. He will obtain signature from
the officer using the vehicle for each trip and at the end of the month submit details
to the MTO as indicated at para 5.21 (4) below.
(23) A driver who has to drive a vehicle for long hours at night should be given rest the
following morning. If the vehicle is required to be driven in the morning, another
driver should be detailed.
5.21
(1)

Registers to be maintained by Motors Transport SI (MTO)
A vehicle history sheet in Form 16 should be maintained and all items of expenditure
on the vehicle including tyres (Form 16A), battery (Form 16B) should be recorded.
A list of accessories, equipment, spare parts and tools including the numbers or
other marks, if any on them supplied to each vehicle and servicing record will be
entered in the history sheet of each vehicle in Form 16C to G. The balance between
the purchases of items made and items condemned should at any time correspond
with the items available with the vehicle. This balance should be checked annually
by the MTO & report submitted to SP. The MTO, SRL/battalion at the end of the
year will work out the all-in cost of running per kilometer with reference to the
following particulars and the result should be reported to the SP, Reserve Lines/
Commandant as the vehicle completes each year :
•

Capital cost

•

Renewals and repairs

•

Maintenance charges, petrol, oil, etc. including the driver’s and cleaner’s pay

•

Depreciation at 20 per cent of original cost to be written off each year
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•

Amount of tax under the Motor Vehicle Taxation Act

•

Cost of registration fees

•

Cost of driving licence fees

•

Pollution check fee

(2)

A register of receipts and issues of petrol, oil and grease in a prescribed register in
Form 17 will be maintained and the driver’s signature obtained against the issues
made to him.

(3)

Hire Account Register in Form 18. This will show the name of the Officer who
hired the vehicle, the journeys for which the hire is charged, the amount of the hire
and the dates of its receipt and credit into the treasury.

(4)

The driver will maintain a log book in Form 19. In this will be entered all supplies of
petrol, oil, etc. and the mileage covered on all trips. This diary will be submitted at
end of each month by the driver to the MTO who will prepare a monthly statement
of account of POL drawn in respect of each vehicle in Form 19A in duplicate and
the tour performed in Form 19B for approval of competent authority. When no
journey is performed a “Nil” entry will be made.

5.22		 Use of vehicle
Police vehicles will be used:
(1)

for the transport of police parties called out on public /police duties;

(2)

for the conveyance of under-trial and other prisoners at the district headquarters;

(3)

for taking reserve and other local police men to the parade grounds for holding
combined parade. (This should be an exception rather than rule).

(4)

The use of Government vehicles by officers shall be in accordance with the norms
prescribed by the Government.
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Chapter 6

Guards and Escorts
6.1

Guards
One of the important duties of the police is to provide guards to various
persons, places, prisoners, jails and other vulnerable establishments that require
protection. Escorts are provided for prisoners, cash and important persons as a
security measure.

6.2

The functions of Police Guards

(1) A. Protection of the person, premises, records and properties for which guards
are posted.
B. Protection of police arms and ammunition and effective repulsion of any attacks
on armories.
C. Ceremonial guards of the Unit or VVIP or on important occasions.
D. Protection of vital installations and communications entrusted to police.
E. Prevention of escape of prisoners and guarding of prisoners in sub-jails for which
police guards are provided.
(2) Guards are generally posted in uniform. In special cases police guards may be
posted in plain clothes under specific orders of the concerned Superintendent
of Police.
(3)

The weapons to be issued depend on the subject of guard and also special
circumstances. The SP will determine the nature of weapons to be issued subject
to guidelines in this Chapter.

(4)

The personnel of the guard can be from civil police, or the armed police.

(5)

Guards are also provided by the personnel of the Paramilitary Forces and other
security organisations of the State or Central Government and their Corporations.

(6)

The guards are classified into the following categories:
A. Class A1: This category consists of guards posted at armouries, or for protection
of police establishments in areas where threat perception is high.
B. Class A2: Jail Guards
C. Class A3: Guards for protection of persons and VIPs at their residences or while
on camp classified into X, Y, Z and Z+ categories.
D. Class A4: Police offices, police station guards other than in Category A1.
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E.
F.
G.
H.

Class B1: Treasury and Bank guards
Class B2: Vital installations
Class B3: Essential Services
Class B4: Guards at Government offices where public generally have access and
where threat perception is high
I. Class C1: Ceremonial guards including guard of honour
J. Class C2: Any other guards, which are of miscellaneous nature and/or on
occasions like guarding of ballot boxes, examination papers etc.
(7) The general rules for the guards mentioned herein apply to various types of guards
with special provisions wherever applicable.
6.3		 General Rules regarding Guard Strength
		 A guard should ordinarily consist of 1 HC and 4 Constables with 1 sentry point
with the strength being increased when the sentry posts are more or the threat
perception is high. The sentry post may include a fixed point or a given area within
or immediately outside the premises being guarded. The Head Constable also
known as the guard officer will be in charge of the guard. In the absence of the
Head Constable, the senior most constable will be in-charge. Men are ordinarily
deputed on guard duty for two or three months at a stretch. The hours of sentry
duty for each member of the guard will be fixed in advance for a day of 24 hours.
6.4
(1)

General rules for all Guards
For all standing guards, printed orders shall be displayed in guardrooms and
Police Stations. All guard personnel should be made familiar and thorough with
every standing order of the guard. These orders shall contain instructions on the
following points:
A.
B.
C.
D.
E.
F.

G.
H.
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The main purpose of the guard
The nature of threat, likely targets of attack and methods
The strength of the guard
The number of Rifles/muskets/weapons of other description and the quantity of
ammunition
The number of police officers to be present during the day and during the night
The number of sentries required to be posted during the day and during the
night, specifying their exact position, the extent of their beats, and their duties
and responsibilities
The arms to be carried by sentries by day and night
The periods of sentry duty
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I.
J.
K.
L.
M.

The posting and relief of sentries
The maintenance of a Sentry Relief Book as per Form 20
The premises and articles for which the sentry is responsible
The duties of the officer-in-charge
Instructions to report immediately to the Station House Officer any important
occurrence and instructions to meet emergencies and contingency plan
N. The inspection of the guard by the Station House Officer or an Officer of equal
rank and above
O. A warning that neglect of guard duty will entail severe punishment
P. The equipment and facilities provided and their use
(2)

After the sentry’s relief say at 6 p.m., the Guard Officer and the men on duty
between 3 p.m. and 6 p.m. may be given off until 9 p.m., provided that, during
their absence there are, besides the sentry who goes on duty, the third sentry who
returns after availing himself of ‘off duty’ from 3 p.m. to 6 p.m. and an officer
in-charge of the guard, who may be the Station Writer. The whole guard must be
present in the guardroom at 9 p.m. except the sentry on duty from 6 p.m. to 9 p.m.,
who may be allowed an hour off from 9 p.m. to 10 p.m. for his meal.

(3)

The period of sentry duty is ordinarily three hours for all guards. However, it
will be 2 hours for class A1 guards or others at the discretion of the SP according
to the need.

(4)

In normal situation, sentries may leave the guard, as soon as relieved, for a period
equal to the duration of their sentry-go. On return they must remain in waiting and
may be employed on any light duty, not involving absence from the premises. The
guard officer shall on no account quit his guard when on duty except to obey a call
of nature and, before quitting the guard; he shall place the next senior officer incharge by an entry in the Sentry Relief Book (Form 20). He shall not permit any
officer from quitting the guard. Leave, with prior intimation to the SP or Company
Commander as the case may be, is granted only for special purpose and for the
shortest possible period. An entry regarding the grant of leave should be made in
the Sentry Relief Book.

(5)

The guard personnel should be changed periodically normally every two/three
months. In respect of A1 guards in armouries the personnel may also be changed
more frequently as per the discretion of the SP.

(6)

The fire-arms of the guard shall ordinarily not be loaded but shall always have the
bayonets fixed, and shall be kept in the guard room when not in use.
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(7)

In the event of the Guard Officer or any Constable on guard duty being absent or
becoming incapacitated by sickness from remaining at his post, the fact shall be
immediately reported to the Sub-Inspector or such Senior Officer as may be near at
hand. Each officer shall forthwith take measures to send a substitute or relieve the
incapacitated policemen. When a constable is sick or absent at the time of his turn
of sentry duty, another constable shall be posted in his place, a note being made on
the reverse of the Duty Roster (Form 21).

(8)

The arms to be issued to the guard should be determined by the circumstances
and class of each guard. In Class A1 either SLR or AK 47 or carbines can be
carried. Each Police Constable forming part of the guard shall carry 10 rounds of
ammunition in his pouch, which he shall wear open and in front to facilitate quick
loading. The Guard Officer shall be responsible for the ammunition being correct.
Those carrying automatic weapons particularly in A1 class of guards should be
provided with 2 magazines each and proportionate rounds of ammunition.

(9)

The duties of the Guard Officer :
He is responsible for the regularity and good conduct of the guard, for the correct
performance of their duties and for seeing that the men are at all times properly
dressed. He shall also acquaint himself thoroughly with the orders on the guard.

(10) He shall ensure that all standing orders regarding duties of the guard are duly
observed and shall satisfy himself, as soon as the guard is mounted, that all such
orders are known and understood by the men.
(11) Ensure that the Constables on guard duty are not under influence of liquor or
intoxicating substances. Should any such incident be reported, the Guard Officer
shall report the matter to his superior Officer without delay.
(12) He shall detail the duties for men constituting the guard for the next 24 hours
making entries in duty roster in Form 21.
(13) He should conduct mock exercises to deal with situations that may arise specific
to each guard. The concerned SHO and Company Commander should personally
associate with these exercises and also ensure that they are carried out from
time to time.
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(14)		 A. The sentry must be on the alert during his turn of sentry duty;
B. must be in uniform;
C. must not lounge about;
D. must not converse with any one;
E. must on no account quit his arms;
F. must not leave his post till relieved;
G. should move at a measured pace in the assigned area keeping a watch all the
time on the sentry point.
(15) A. On the approach of a person or persons, the sentry should call out in a sharp tone,
“PARKHA TIMI KO HAU?” (Stop! Who goes there?) and simultaneously take
up “On guard” (TAN SHASTR) position. The words of challenge should also
be repeated in Nepali when the approaching person is a stranger. When there is
reasonable apprehension of an attack from him or when two or more persons
approach, the sentry should call out the guard.
B. If the approaching person or persons at once halt and reply satisfactorily, the sentry
will say “PARICHAY KO LAGI AGHI BARA” advance one at a time (in the
case of two or more persons) and be recognized. After the person(s) have been
recognised by means of passes or otherwise” the sentry or the Guards Commander
will say “JAU, SAB THEEK CHHA” (pass, all is well). After the person or
persons have passed, the sentry will slope arms and the guard, if turned out, will be
dismissed to the guard room.
C. If a person fails to halt and reply when challenged, the sentry should turn out the
guard and the Guard Commander will then institute enquiries and take such action
as is required to deal with the situation. Fire may be opened only in self-defence
when there is an apprehension of being over-powered or when there is a reasonable
belief that the intruder is armed with fire arm or explosives or when there is an
imminent danger of the property under guard being destroyed or sabotaged.
Otherwise if a person cannot satisfactorily explain his presence there, he should be
detained in the guard room and the SHO informed at once by telephone or other
quickest means available followed by a report with a copy, in the case of a Reserve
Lines for armed police guard, to the concerned Dy.SP or ASP in the lines or the
Company Commander as the case may be.
D. If the approaching person is a visiting Officer and replies ‘visiting rounds’, the
sentry, after satisfying himself regarding his identity, should call out the guard.
The guard and sentry will pay appropriate compliments by Salami Shastr (present
arms) by day, and will stand Baju Shastr (at the slope) by night, after which the
guard will be dismissed to the guard room.
69

Sikkim Police Manual

(16) The lighting in the guard premises shall be so placed that its light may be
diffused and illuminates only the main approach to the premises and at the same
time will not enable any undesirable person or persons to easily spot out the
sentry and attack him. The guard should have a torch light during night.
(17) The Guard Officer shall post the sentries. During nights, the sentry on duty is
responsible for waking up the Guard Officer five minutes before he is due to be
relieved for the latter to mount the next sentry.
(18) Neglect of guard duty, absence from or sleeping while on sentry duty will be
met with severe punishment.
(19) In case where the responsibility for any loss of or damage to the property guarded
by an armed guard cannot be fixed on any particular member or members
of the guard, then the entire guard should be held jointly responsible for the
loss or damage.
Compliments by Guards
(20)A. During the day, sentries will give compliment on the approach of any senior officer
as per entitlement i.e. butt salute/savdhan for GOs upto DySP rank and present
arms for SP rank and above.
B. The procedure for paying compliments will be as follows:
On the approach of the officer the sentry on duty and the guard commander will
take Salami Shastr position (present arms) only when the Officer takes up his
position in front of the guard. The guard will not take Salami Shastr (present arms)
position when the officer is still in the car. But, if the officer does not get down
from the car, the guard will take Salami Shastr (present arms) position when the
car passes in front of it.
C. When officers, on whose first appearance the compliments as stated above have
been presented appears again during the same day, the sentry above will present
arms. Gazetted Officers below SP rank will be given butt salute by the sentry.
D. Guards will fall in, and do ‘Salami Shastr’ (present arms) to any body of troops or
police passing the guard.
E. When a guard is provided for a VIP, he will do Salami Shastr (present arms) only
to the VIP and persons of higher rank and give butt salute to all others entitled
to a salute.
F. Turning out of all guard for compliments should normally be confined to visits
by police officers of IGP rank and above to outstation district hqrs or armed
police camps district headquarters, armoury and also the other A1 guards. The
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intention of turning out is to enable the officer to judge the alertness, turnout and
response of the guard and the Unit as a whole. It is not a ceremony to be repeated
in every guard except as specified as above. All other guards posted at other places
including the residences of the VIPs should pay compliments to the VIP or the
officer when he goes out for the first time and comes in at the end of the day. On
other occasions clicking the heels to attention should be sufficient.
Special Rules for Particular Guards
6.5

Jail/Sub-Jail Guards

(1)

The police guard duties at prisons in the State are confined to the perimeter security.
Inside duties are performed by the prison staff.

(2)

At each relief, the Guard Officer shall go round the premises with the sentry on
duty and the relieving sentry and note whether all is ok. If anything wrong is
noticed a note shall be made at once in the Sentry Relief Book. The sentry should
be on the move, keeping in view of the prisoners or property as far as possible.

(3)

The Officer in-charge of the guard must be present with the guard Constable when
prisoners are taken out of the Jail/Sub-Jail under police escort.

(4)

In order to ensure that prisoners have nothing on them except their clothes, their
persons must be searched every time they are put into their cells after being taken
out and the concerned prison staff shall make an entry in the Book kept for the
purpose that the prisoners were searched and that no contraband article, weapon or
other article likely to facilitate escape or to make attempt on lives is left with them
or kept with in their reach.

(5)

The duty timings of the Guard Officer shall be appropriately prescribed by the
Superintendent of Police.

(6)

When prisoners are taken out of the Jail/Sub-Jail for any purpose, names of the
prisoners taken out and the purpose for which they are taken out should be entered
in the Sentry Relief Book (Form 20), and the officer receiving the prisoners
should acknowledge them in the same book. When prisoners are brought back
to the prison, a similar entry should be made in the SRB, and the sentry should
acknowledge in the book that the prisoners have returned.

(7)

When prisoners pass in and out of the Jail/Sub-Jail, the guard must stand at such a
distance that, should a prisoner try to rush and grapple with them, they may have
time to react suitably.

(8)

In addition to the compliments provided for in the general rules, the prison or
jail guard shall present arms to the Dy.Inspector-General of Prisons and the
Superintendent of the Jail.
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(9)

The guard shall resist by force all attempts made to break into or out of any part of
a prison, and shall aid in the suppression of all violence or opposition to authority
on the part of prisoners.

(10) In the event of any attempt to break out of the jail or prison, or any other disturbance
occurring, the guard shall immediately fall in, load and take all steps to prevent
and control it, and the Guard Officer shall at once do his best to communicate
with the jailor and his own superior officers. If, however, prisoners assault the
Prison Officer or attempt to break out of any particular ward or yard and if the
Guard Officer considers that it would be dangerous to delay until the arrival of
superior prison officials, he shall rescue the Prison Officer and shall administer
loud and clear warning to prisoners that, if they do not immediately surrender and
get back to the cells necessary force will be used including opening of fire. If it
appears to the officer that there is no other means of quelling the disturbance, the
Guard Officer shall direct his men to use necessary force including opening of fire
upon the refractory prisoners in self defence in case a murderous attack is made
upon the guard or on jail officials or other prisoners. Firing shall cease as soon as
the prisoners flee back into the ward or cells or surrender. On the arrival of the
Superintendent of the Prison or a superior officer of police, the guard shall act
under his orders.
(11) When prisoners attempt to escape, the guard should prevent the escape by all
possible means in their power. If a prisoner does escape, the officer in-charge of
the guard should detail one or two young and able-bodied police officers of the
guard to pursue and capture him and send information at once to the SHO and
the Superintendent of the Jail. The fact of escape and recapture if any should be
recorded in the Sentry Relief Book. The guard should not fire causing death except:
A. in self-defence, when a murderous attack is made upon the guard; or
B. in the case of a prisoner charged with an offence punishable with death or
imprisonment for life, if all other means of arresting him have failed.
(12) When prisoners are taken out for cooking, meals, answering calls of nature,
attending court, bathing and exercise every morning and evening, the prison staff
shall be responsible for guarding the prisoners taken out.
(13) The guard shall not take any part in the daily discipline of the prison.
(14) No outsider will be allowed to converse with a prisoner in the sub-jail except with
the permission of Superintendent.
(15) The following further instructions should be complied with by the police guarding
the jails/sub-jails.
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A. A Warder/Head Warder of Prisons Department shall always be present both during
day and night in the sub-jail premises. The keys of the jail shall be with him and in
case of emergency the Warder/Head Warder is expected to take appropriate action.
The police guard should make arrangements to assist the Warder in dealing with
the emergency requisitioning help from the area Police Station if necessary. The
emergencies include a prisoner falling sick.
B. The perimeter guarding of jails/sub-jails shall be carried out by the police.
C. To enable the guard to watch the prisoners by night, the lights shall be so placed as
to illuminate the wards and cells. The key of the door of the ward or cell shall be
kept by the Warder/Head Warder.
D. Whenever a long-term convict or a notorious criminal is en-route to a Court or
hospital from a Central or District Jail, suitable precautions to prevent his escape
should be taken.
E. The police shall not interfere in the matter of jail administration. Their duties
shall be limited to guarding perimeter and giving assistance in case of refractory
behaviour on the part of the prisoners.
F. An under-trial prisoner who has been admitted as an approver by a Court shall be
kept separately at all times from other prisoners and no communication with him
should be permitted.
Police guard for prisoners temporarily sent for treatment in civil hospitals
(16) In the case of prisoners sent to a civil hospital for medical treatment, a regular
police guard shall be arranged by the Superintendent of Police. If there is a separate
ward for prisoners, a permanent guard will be posted at the ward in the hospital
unless the ward is empty.
6.6

Treasury Guards

(1)

Guards should be provided only for non-banking Treasuries, if any who handle large
amounts of cash on payment basis. For the security of Stamps and other valuable
documents in banking sub-Treasuries no guard need be provided. Arrangements
for their safe custody in specially designed Steel safes embedded in walls or floor
coupled with electronic security devices and alarm systems will serve the purpose.
The Alarm may be connected to nearest Police Station if desired for emergency
action by the police.

(2)

Wherever Treasury Guards are provided the following instructions may be
complied with. The period of sentry-go in the case of treasuries and sub-treasuries
is ordinarily three hours.
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(3)

At each relief, the Guard Officer shall go round the premises with the sentry on
duty and the relieving sentry and examine them thoroughly, noting whether all
seals are correct. If there is anything wrong a note shall be made at once in the
Sentry Relief Book (Form 20).

(4)

The Officer in-charge of a treasury guard should be present every evening when
the treasury is closed and every morning when it is opened.

(5)

He should examine the seals with the sentry on duty.

(6)

The private seal of the Treasury Officer will be affixed to the outside of the treasury
door in addition to the official seal. The seal should not be broken except by that
Officer’s order.

(7)

No naked light or fire should be allowed near the treasury buildings. Only an
electric light should be so placed as to throw light into the treasury room.

(8)

The Officer in-charge of the treasury guard should also receive the sealed bag
containing the keys of the record rooms of the respective treasuries for safe custody
and sign in the appropriate column of the register maintained for the purpose.

6.7

Police Station Guards

(1)

Every Police Station should have a guard consisting of three men from 8 p.m. to 8
a.m., even if there are no prisoners in the lock-up or no cash in the cash chest. The
guard will be mounted at 8 p.m. and the sentries posted at intervals of four hours
as in the case of other guards. The guard will be relieved at 8 a.m. in the morning
by the Station NCO. So long as the Station NCO is present in the station he will
function as Guard Officer. When he goes home, he will hand over charge to the
senior-most Constable of the guard, who, besides mounting sentry in his turn, will
also act as Guard Officer. The Sub-Inspector and ASI/Head Constables should
often check the guard.

(2)

There will be a station watch constable during the daytime ordinarily from 8 a.m.
to 8 p.m. The Station NCO and the station watch Constable will be responsible for
guarding the Government property in the Station during the daytime. The station
watch Constable should be allowed to go first for his midday food and only on his
return the Station Writer should go for his food. Both the Station NCO and the
station watch Constable should not be absent from the Station at the same time.
When the Station NCO leaves the station at night, he will hand over charge to the
night guard.
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Instructions regarding guards to Police Stations and Armed Outposts in areas
affected by violence/extremist activity.
(3)

6.8		

For Police Stations or Police posts located in areas affected by violence/extremist
activity, guarding should be specially planned depending on the location, the layout
and the nature of the building, the area and material to be guarded and the existing
threat perception. Where the perception is acute and there is every possibility of
attack at any time the arrangements to be made should include bunkers or sand
bag protection to sentries, securing of arms and ammunition, illumination, access
control through pass system, identity card or code words. In such guards, there
should be two sentry posts each covering the safety of the other from attack. Barbed
wire fencing as an outer perimeter should also be provided. The guards should be
re-inforced either by roof-top guard or a parallel guard armed with sophisticated
weapons in areas where there is a threat by extremists. The strength of these guards
should be decided by assessment of threat to a particular police station/outpost.
It is advisable in such situations that normal police work be transacted in an OP
in the village or town near the PS for convenience of public with unarmed Head
Constables and Police Constables, with the Police Station itself being heavily
guarded against attack by extremists. The Outposts may not function at nights in
such situations. The OP or post may be located in a purely temporary structure.
Guards for VIPs

(1)

Guards for VIPs have two aspects. The first and more important is the security
aspect. The second relates to the ceremonial part. It should be remembered that
all guards meant for VIPs are essentially for security. For the police on guard
duty, being a uniformed force, it is necessary that due courtesy to the dignitary
and ceremony associated with his visit is built into it, but not in such a manner or
to the extent that it overshadows or obscures the main objective. All ceremonies
therefore are to be kept to the barest minimum and done in dignity and decorum.

(2)

Where ceremonial part is to be given more importance in respect of certain
dignitaries or occasions the guard should be separate and formed for the purpose
and dispersed soon after. This category is generally covered by Guard of Honour
which is to be organised for specified dignitaries in the manner prescribed. The
guard posted for security purposes should not be converted into some sort of
Guard of Honour.

(3)

There will be no turning out of guards to any VIP or VVIP. The guard will pay
compliments when he leaves for the first time, and when he returns before dusk
back to the camp. This however will not include sentries posted at points other than
the main gate. At other times, the sentry alone will pay appropriate compliments
while others keep a watch on the surroundings.
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(4)

A.
B.

C.

D.

(5)

(6)

Guards for dignitaries will be provided by the police having jurisdiction over the
place where the dignitary stays, according to the security categorisation determined
by the State Special Branch on the basis of the report of Security Review Committee
(SRC) of the state or as per local threat perception determined by district SP. The
following points should be followed in providing guard:
If a dignitary does not wish to have a guard or escort, it may be withdrawn by the
SP and the fact intimated to the ADGP/IGP, Intelligence & Security and the DGP.
Where a regular guard is not contemplated at the camp of a dignitary in the
succeeding sub-orders, but the place where he is camping is an out of the way
place or if any trouble is apprehended, a guard must necessarily be posted, the
strength of which should be decided by the Superintendent of Police depending
upon the circumstances.
The standing orders for those type of guards should be drawn up, briefed to the
guard personnel and proper training and rehearsals conducted at the place where it
is posted or to be posted.
The standing instructions should include the area to be covered by sentries, the
access control, guarding areas and persons, the type of situations likely to be
encountered and emergency action. The plain clothes security men should liaise
with guards and guard in charge and brief him on any specific duties and make a
clear entry. General instructions to be alert need not be recorded.
The strength and deployment of guard for the Governor and the Chief Minister
of the State both at their residences and while on camp shall be determined by
the DGP and ADGP/IGP, Intelligence and Security as per security categorisation
determined by Security Review Committee (SRC) of the state.
The Speaker of Legislative Assembly, Chief Justice/Judge/all Ministers of the
State Government, Visiting Ministers of Government of India and other specified
dignitaries of the Central and other State Governments shall be provided with a
guard of 1 HC and 4 PCs at their residences. Additional guards for any of these
dignitaries however will depend on the threat perception as determined by the
Intelligence department from time to time or on assessment by the SP.

President of India, Vice President and Prime Minister of India
(7)		 Guards will be provided in accordance with the instructions contained in blue
books issued by the Govt. of India for each of the VVIPs.
(8)
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Guard for the Governor and Chief Minister
(9)

The guard for the Governor and Chief Minister shall be provided of appropriate
strength as per the security arrangements communicated by the Addl. DGP
Intelligence and Security.

(10) While on camp the strength of the guard detailed will be fixed with reference to
the location of the place and the number of entrances. One man will be posted in
front of the bungalow, one in the rear, one at the main gate, and as many as may be
necessary along the perimeter of the bungalow compound. The guard of the camp
residence of the Governor and Chief Minister will consist of 1 S.I., 1 H.C. and 10
PCs. Sentries in the front and rear of the bungalow will take their posts in such
a way that there is no inconvenience caused to the VIP while entering or leaving
the bungalow. The rest of the guard will be accommodated in a tent, or some
other shelter to be provided for them at a place outside the bungalow compound
and as close to the main gate as possible. This is only a rough allocation, and the
Superintendent of Police should use his discretion in fixing the number of sentries
according to the circumstances obtaining in each case.
(11) Sentries in the front and rear of the bungalow will wear only rubber soled boots
during night.
(12) The guard will pay appropriate compliments at the main gate whenever the
Governor or Chief Minister enters or leaves the bungalow. On the first arrival
and final departure from the camp the whole guard will turn out. If a bugler is
available, he will take post two paces to the right of the Guard Officer and will
pay the salute during the compliment. The officer in-charge of the guard should
be alert to the timings of arrival and departure of the VIP and should ascertain the
VIPs programme from the Aide-de-Camp (ADC)/Secretary each day and make
sure that the guard falls in at least ten minutes prior to the actual time of the
VIPs departure or arrival. The guard will turn out and present arms only during
the daytime.
(13) If there are two gates for the bungalow occupied by the VIP when on tour,
arrangements should be made for the VIP to use only one of them both for entry
and exit, so that the guard may turn out near the gate used by the VIP.
(14) The time of duty for each sentry will be two hours. The Guard Officer and his
second-in-command will ensure that the reliefs are carried out in time. They will
also by turns inspect the sentries and ensure that they are vigilant in their duties.
(15) Sentries will present arms to the Governor and Chief Minister at every appearance.
To all other persons entitled to a compliment, they will only give a butt salute at
the camps of said VIPs. This will be particularly explained to all sentries posted
in the front and rear of the bungalows and at the main gate.
77

Sikkim Police Manual

6.9

Guards for Protected Persons

(1)

Protective arrangements are ordered for various categories of people as per
security categorisation by SRC, facing threat to their lives by reason of the office
they hold or have held or public representatives, informants, factionists etc. The
normal guard rules may cause hardship to the protectee and his family as also
to the guard personnel. Following are some of the difficulties posed in guarding
certain protected persons:

A. The place of residence of protectees may not afford necessary facilities for a
guard causing inconvenience to guard personnel affecting their capacity to guard.
The protectee may not be in a position to travel by car, nor be in a position to
afford the cost of illumination and other requirements, accommodation for guard
and gunmen. The access control or screening visitors may become difficult if
the person to be guarded has a small house in a busy area or is easily accessible
to public.
B. There are situations when the guards or escorts provided to rival factionists come
face to face.
(2)

The following guidelines for guards, escorts and security men would minimize the
difficulties to a great extent:

A. The strength of the guard at the residence should be 1 HC and 4 PCs or 2 HCs and 6
PCs depending upon the threat perception and feasibility. Ordinarily the normal guard
rules will apply, but in certain circumstances instead of a fixed sentry post a specific
beat may be arranged to guard the house. The guard may be armed with carbine.
B. Usually a plain-clothes security man or uniform PSOs is provided to those for
whom guards are provided at residence. There should be a close liaison between
the two as to the response to any given situation.
C. In the event of the escort parties or security personnel confronting their counterparts
of another protectee the matter should be informed to the local police at once and
they should protect their own protectees rather than go against the other. The seniormost officer present will take charge of the situation until the local police arrive.
D. The unit officer providing guard shall be responsible for making necessary
arrangements for the accommodation and other facilities for the proper stay of the
guard. This may include hiring of accommodation for the guard, if needed.
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6.10

Class-A Guards
The building or premises should have a perimeter wall and/or effective barbed
wire fencing sufficiently high with an over-hang. In vulnerable areas concertina
barbed wire at the base of the fencing or wall outside should also be provided. All
approaches should be well lighted and whenever necessary searchlights should be
provided. Only one entrance should be available with a strong gate.

(1)

Sentry posts as necessary should be provided.

(2)

Support sentry for each sentry post should be provided both during day and night.

(3)

The sentry posts should be well protected, and should afford a good view of the
area covered by the post.

(4)

The guard should be armed with SLR or AK 47 rifles with two magazines
and ammunition.

(5)

The guardroom should be separated from the other area where arrangements for
rest, guard weapons and other equipment should be made. Toilet facilities, drinking
water and food arrangements should be made by the Company Commander.

(6)

Plain clothes or uniformed Constables who are sent out or come in to the protected
premises in course of duty should have instructions to move about in the surroundings
of the area watching for any suspicious person. The SHO should at once verify any
such reported suspicion discreetly. Guard waiting PCs at times can do this.

(7)

Where residential houses are close-by the area beatmen should have a complete
picture of occupants and visitors in the normal course of their work. It is important
that neighbours are friendly and cooperate with police. This can be ensured, only
if the police are friendly and do not interfere with their privacy and normal work.

(8)

The SHO of the area should brief the guard in charge from time to time of any
information he receives. All information received from superior officers should
be communicated in the briefing sessions and also entered in Sentry Relief
Book (Form 20).

(9)

The nature of threat, the source of threat, the weapons likely to be used, the
possible methods of entry specific to each place should all be entered in the Guard
standing orders.

79

Sikkim Police Manual

6.11
(1)

Guarding duties for Govt. Departments / other organisations
The watch and ward duty of an organisation including government departments
should be left to them as they may requisition the services of Central or State
police forces or privately owned security agencies on payment or may have their
own security guards. The bank, treasury, examination papers, archives, cash of
government departments are some of the examples covered in this category. The
main category of guards with which police is directly connected are those with
internal security implications as well as protection of life of persons who face a
specific threat by virtue of office they hold or held or being targets of terrorist or
organised crime groups.

Guards for other Departments
(2)
6.12

When other departments make applications for guards for emergency purposes,
the Superintendent of Police should use his discretion for providing them.
Sentry Relief Book
A Sentry Relief Book in Form 20 shall be maintained by all guards. The Sentry
Relief Book maintained at the guard shall be written up every time a sentry is
changed and signed by the Guard Officer and the relieving sentry. In this, the
Guard Officer shall enter the absence of, or neglect of duty by any member of the
guard, the escape of any prisoner, the fact of treasury seals being correctly received
and correctly handed over, and the letting out of prisoners from their cells for any
purpose, their return and all other details connected with the guard duty. Officers,
who check the guard will record their visits and particulars, if any, noticed by them
in the “Sentry Relief Book”.

6.13

Guard Duty Roster
The Guard Officer shall send the guard duty roster in Form 21 every week to
the Station House Officer if the guard is from the district police, or the Reserve
Inspector, if the guard is posted from the State Reserve Lines or the Armed Police
Battalion. On the reverse of this form should be noted the number of prisoners
in the case of sub-jails, the number of seals in the case of treasury guards, the
other particulars or remarks, if any, as well as the remarks of visiting officers. The
Station House Officer or the Reserve Inspector will send this report to the SDPO or
the DySP, Reserve Lines or the Company Commander as the case may be.

6.14
(1)
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Private guards
Police guards applied for by private parties will be supplied under the relevant
provisions of the State Police Act.
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(2)

6.15

If a private guard is provided by a Superintendent of Police in anticipation of the
sanction of the DGP, care must be taken to see that the strength of the guard is
equal to the work demanded of it. A guard for duty throughout the day and night
should not consist of less than four men besides the Guard Officer.
Rules for the Presentation of Guard of Honour
The following rules governing the procedure for the presentation of Guard of
Honour should be followed:

6.16

Composition and Strength of Guard of Honour
The Guard of Honour will depend on the status of the personage for whom
it is mounted.

A. It will consist of 1 Gazetted Police Officer, 2 Junior Police Officers, 2 RSIs or
ARSIs and 148 men, whenever mounted for the President of India.
B. It will consist of 1 Gazetted Officer, 2 Junior Officers, 2 RSIs or ARSIs and 98
men, whenever mounted for the Prime Minister of India and the Vice-President
of India.
C. Appropriate strength of Guard may be mounted for the Union Home Minister or
other high dignitaries as per instructions of the Government. In respect of foreign
dignitaries instructions may be obtained from the Ministry of External Affairs,
including on the strength of the Guard to be mounted.
D. It will consist of 1 Gazetted Officer, 2 Junior Officers, 2 RSIs or ARSIs and 48 men
whenever mounted as per orders of the Government for the Union Home Minister.
E. Such types of guards need not follow the Guard rules regarding weapons, etc. but
should effectively achieve the objective of protection by more professional and
informal methods.
F. Instructions regarding the layout of the Guard of Honour, salute, inspection and
other details are given in the Drill Manual. Every unit must frequently practice the
drill for the presentation of the Guard of Honour and be able to present a Guard of
Honour at a short notice.
6.17

Escorts
In common parlance the word escort means accompanying a person, property
and thing for carrying him/it to a destination by providing adequate security and
protection. In policing contexts the concept of Escorts means that a duly armed
contingent is provided for the safe passage and carriage of persons, properties,
items and things.
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6.18

Classification of Escorts
Requisitions are received for providing Escorts by the police for various
reasons from different departments and organizations. However, looking to the
general practice of use of Escorts, the Police Escorts can be classified into the
following categories:

A. Escorts for the prisoners and criminals
B. Escorts for carrying cash, treasuries and other valuables
C. VIP Escorts
D. Miscellaneous Escorts
6.19

Modes of Travel

(1)

The Police Escorts may adopt any of the modes of travel as per the need, necessity
and urgency pertaining to the subject matter in question. Rail, road or air travel
modes can be resorted to for Escort purposes. The Escort in- charge and the Escort
party should keep in mind the advantages, disadvantages, difficulties entailed in
the specifically selected mode of travel and should exercise all care and precaution
to avert and prevent happening of any untoward incident and should ensure that
under all circumstances safe passage up to the destination is available.

(2)

Whenever travel by road is undertaken it should be ensured that journeys are
completed before dusk. It should also be ensured that communication facilities
are available.

(3)

If there is need for break in the journey, it should be ensured that night stay
arrangements are adequately made and there is sufficient provisions for prisoners/
criminals who are being escorted for lock up etc. if journey is required to be made
by train, reserved accommodation should be arranged in advance. For air and train
journeys necessary permission of the Ministry of Civil Aviation/Railways or their
designated authorities may be necessary if prisoners/criminals are being escorted
and this should be tied up in advance. The strength of the Escort party should be
carefully fixed in the light of journey time and number of prisoners and sensitivity
of the item, thing or person being escorted.

6.20
(1)
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Escorts - General Rules
Escorts by road should report their movements to Traffic and all police stations enroute. If the escort vehicle has a wireless or other communication, the movements
may be intimated by wireless or cell phone as the case may be to the police stations.
They need not reveal the purpose on wireless. Escorts must always travel/return in
a body with the officer in charge.
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Relief of escort to and from Sikkim - Treasure and Prisoners
(2)

The following rules are prescribed for the relief of escorts in-charge of prisoners
or treasure coming into or going out of the State of Sikkim:

A. In all cases where relief of escorts is necessary, three days clear notice should be
given by wireless and/or fax by the dispatching officer to the first relieving station
in the neighbouring State furnishing the following information.
B. In the case of prisoners:
• the number and class of prisoners
• whether dangerous, ordinary, under-trial, female or juvenile
• the strength of the escort to be relieved
• whether hostile or support demonstrations are likely at halting/stopping stations
enroute, and
• the date and probable hour of arrival of the escort.
C. In case of treasure:
• the value of the treasure
• whether in gold, silver etc. or currency notes
• the number of vehicles in which treasure is loaded
• the number of boxes in which the treasure is contained in each vehicle
• the strength of the escort to be relieved, and
• the date and probable hour of arrival of the escort.
(3) On receipt of the above information the officer concerned will put into
force the escort rules of his own State, increase or reduce the strength of the
escort in accordance with those rules and make any other arrangements he
considers necessary.
(4)

It should be clearly understood that reliefs for inter-state escorts must always be
provided and never refused or withheld on the ground that men cannot be spared.

(5)

Parties escorting treasure or prisoners by public transport from other States coming
into Sikkim State and those escorting from the Sikkim State to places outside the
State will normally be relieved at the destination in that State and vice-versa.

(6)

On receipt of information, SP State Reserve Lines, or the Commandant, State
Armed Police as the case may be, should at once make necessary arrangements if
relief is asked for.
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(7)

Escorts for prisoners or treasure proceeding to a place outside Sikkim should, at
their starting stations, be provided with air or railway tickets up to the destination
of their charge and for the return journey. The cost will be borne by their respective
units and got reimbursed from the Home (Jail) department or the Treasure agency.

(8)

Escorts arriving at Gangtok should report at the State Reserve Lines (SRL) duty
Room, PHQ. The Officer-in-charge of the duty room should make necessary
entries in the General Diary. They may deposit their arms and kits in the Reserve
Lines or the Sadar police station, Gangtok or as directed by the Officer-in-charge
of Reserve Lines Duty Room. The SP concerned will be responsible for necessary
arrangements and safety of the Arms and equipment deposited at any of the places
indicated above.

(9)

Escorts reaching at destinations outside the State shall report at the concerned
police station and take necessary steps as per instructions given to them by their
supervisory officers. The place of halt and steps to be taken by the escort party
should be tied up in advance and briefed to the escort party.

(10) Police cash escorts should travel by night only on roads where night travel is safe,
but should refuse to allow transshipment of cash after dark.
(11) Escorts for cash and collection of arms and ammunition from ordinance depot will
be provided by the State armed police and for VIPs or prisoners by the State Reserve
Lines. The SRL may take personnel from the armed police if the requirement is
high on a particular occasion.
6.21

Strength of cash escorts by road

(1) A. The movement of treasure is being effected by the Reserve Bank to its agency
banks like State Bank of India and other banks.
B. In Sikkim, currency chests are maintained with nationalized banks. These chests
have to be supplied with currency and coins by the RBI periodically, apart from
supply to other Issue Offices, if any. Further the RBI also issues diversion orders
for supply of funds from one chest to other chests located in Sikkim, which also
need escort to accompany such remittances.
C. The scale of escorts for cash in the schedule below is given as a general rule, to be
increased if local conditions warrant.
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Within State
Amount

Escort Strength

Over

Not Exceeding

SI

ASI/HC

PC

-

25 lakh

-

1

4

25 lakh

1 crore

-

1

6

1 crore

5 crore

1

1

8

Inter-State
Amount

Escort Strength

Over

Not Exceeding

PI

SI

ASI/HC

PC

10 lakh

1 crore

-

1

1

8

1 crore

5 crore

-

1

2

10

5 crore

10 crore

1

1

2

15

(2)

Where two Head Constables are provided, an ARSI and a Head Constable may be
deputed instead of two HCs.

(3)

Where the value of a remittance exceeds 1 crore, a Sub-Inspector or Reserve SubInspector should be in charge of the escort, and where the value exceeds 5 crore,
an Inspector or Reserve Inspector should be in charge of the escort.

(4)

Every member of the escort party should carry a firearm with at least 10 rounds of
ammunition. The type of weapons and scale of ammunition may be increased if the
conditions so warrant particularly in respect of interstate transfers of cash.

Treasure packed in boxes escorted within the district
(5)

When money is remitted within the district in locked boxes, the police escort
should give a receipt in terms of sealed boxes. The escort officer should carefully
examine the seals and locks and count the boxes. The loaded boxes have to be
weighed in the presence of the escort as a precaution.

(6)

The amount and mode of payment for the per day charges and DA of police
personnel and for the transport shall be as notified by the State Government from
time to time.
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6.22

Payment
The following instructions are for the guidance of officers in charge of cash
(treasure) escorts.

Receipt and Delivery - Duties of Officer-in-Charge of escort
(1) A. The escorts are solely and entirely responsible for the safe transit of the cash/
treasure boxes and for handing over the boxes in the condition in which they
receive them.
B. The escort officer shall see the boxes of notes and coins weighed. He shall satisfy
himself that each box or chest is properly fastened and secured before he takes
charge of it. He should refuse to take charge of treasure insecurely packed, reporting
the reasons for so doing to his superiors.
C. He will, if he is satisfied, sign the receipt at the foot of each copy of the invoice for
………………… bags packed in …………… cases or ………… boxes of marks
and weights detailed above said to contain ……………… coins and notes to the
value of Rs…………… The blanks will be filled up in both figures and words.
D. When the escort officer is relieved in the course of the journey, he will obtain
a receipt for “……………………… /vehicles in good order said to contain
………………… coin to the value of Rs……………… in ………… bags” or for
“…………… boxes (or sealed wagons) in good order said to contain …………
coin and/or notes to the value of Rs……………………”. When the remittance
reaches the addressee, the latter will count the bags and weigh the boxes and
give receipt for “……………… bags said to contain ………………… coin to
the value of Rs. ………………” or for “………………… boxes of marks and
weights detailed in the invoice said to contain ……………… coin and/or notes
to the value of Rs…………………”. If any box be of short weight or shows sign
of having been tampered with, it should be opened in the presence of the escort
officer; otherwise he should be allowed to return at once.
Currency Notes
(2)
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When the remittance consists of currency notes entrusted to other officials with
escort’s security, the police forming the escort will be responsible for the safety of
the concerned official and also for the consignment.
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Use of firearms by escort of treasure
(3)

6.23

Persons attacking and attempting to loot treasure may be fired upon when the use
of arms is necessary for the protection of the personnel and property, the order to
fire in such an emergency being given by the escort commander. This course shall
be resorted to only when the escort is convinced of the futility of all other means
to defeat the attack and the attempt to loot the treasure. The escort should always
keep its firearms ready for immediate use in an emergency.
Escort of Arms and Ammunition

(1)

All consignments of arms should be sent or taken delivery of under police escort.
For arms and ammunition in large number brought from outside the Sate the
strength of the escort should be 1 SI, 1 HC and 8 other ranks including drivers/
fitter.

(2)

This scale should be increased if the situation so warrants and in case arms are
being brought or taken outside the State of Sikkim.

(3)

Arsenal authorities should be contacted in advance for confirmation of the
following particulars:

A.
B.
C.
D.
E.

The date on which the consignments will be ready for delivery;
Name & Designation of the officer to be contacted;
Number of arms and ammunition to be issued;
Documentation necessary; and
Other instructions, if any.

(4)

On receipt of confirmation from the Ordinance Depot, immediate arrangements
should be made to depute necessary escorts as per the prescribed scale to take
delivery of the consignments from the arsenals. A separate escort party should be
sent to each arsenal.

(5)

At least 24 hours notice of the date and approximate time of arrival of escorts
should be given to Chief Ordnance Officer, so that arrangements may be made for
transfer of consignments at the other end.

(6)

On receipt of the articles, the officer will check them and bring to the notice of the
Chief Ordnance Officer the deficiencies, if any. The printed arsenal vouchers, which
will be received by the officers from the arsenals, should be duly countersigned
and returned without any delay, if the articles are correctly received.
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6.24

Escort of prisoners

Strength & Composition of Escort Party
(1)

Police escorts should be provided by the SP for escorting all convicted persons
from courts to jails, whenever a requisition is received from any of the courts
according to the following scale :

Strength of Prisoners
		
1-2
3-5
6-7
8 - 10
11 - 15

Strength of Head
Constables
…
…
1
1
1

Strength of
Constables
2
3
3
5
8

For every two additional prisoners one more Constable should be added and for
every ten additional prisoners one more Head Constable should be added. Should
special circumstances like demonstrations en-route arise, the prisoner being a
dangerous criminal etc. render the precaution of having a stronger escort desirable,
the dispatching officer shall use his own discretion in the matter, keeping the SP
informed of the steps he has taken. If an escort party is required to halt for the night
at a place at which no secure lock-up exists, the strength of the escort shown above
should be adequately increased. If the prisoners to be escorted from jail or to be
produced in different courts, as are often the case, the strength of the escort should
be as per the above scale for each court. As far as possible it may be ensured that in
each court a proportion of 1:1 is maintained. The escort personnel should normally
be armed with long-range weapons and no bayonets should be carried or fixed.
(2)

In a case where a female prisoner is to be conveyed, a woman police officer or a
female (if no woman police officer is available) should be detailed to accompany.

(3)

When prisoners are of desperate and dangerous disposition, or from other causes,
are likely to attempt to escape, the strength of the police guard shall be increased
at the discretion of the local head of police.

(4)

For overnight journeys by train of more than twelve hours duration the escort
Commander must maintain in his notebook, in Sentry Relief Book Form 20,
details of sentries (the period should as a general rule be two hours) as well as
their acknowledgments of being posted and taking charge of the particular number
of prisoners.
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6.25

Specific Escorts: Instructions and Precautions

A.

Escorts for Prisoners and Criminals

(i)

The provisions of The Prisoners (Attendance in Courts) Act, 1955 and chapter
22 of the Cr PC are relevant in the contexts of these escorts.

(ii)

The Superintendent of the jail is responsible for the production in court, at the
appointed time of a prisoner remanded pending a magisterial inquiry or trial, and
shall make suitable arrangements with the police for providing necessary escort.

(iii)

The duty of escorting under trail prisoners from jails and lock-ups to courts for
trial devolves on the police. The prison officer should give timely intimation
to the police of the date and the number of prisoners to be escorted to allow
necessary arrangements to be made.

(iv)

While yardsticks regarding the strength of police escort parties/guards for
escorting prisoners have been prescribed the arrangements need to be reviewed
and strengthened in the context of escorting terrorists, extremists, dangerous
criminals and other high security/escape risk prisoners. Prisoners are required to
be escorted in various types of situations including escorting them from prison to
courts and hospitals and vice versa and also from one prison to courts/prisons both
within and outside the State. While in each case, the strength and composition
of the escort party would require to be fixed after considering various relevant
factors including number of prisoners, their antecedents, mode of travel and
duration of journey, etc. the under mentioned points may be kept in mind.

(v)

Whenever an order for the production of a person confined in a prison is received
from the competent court by the officer in charge of a prison, such officer
shall send a copy of the court’s order to the State Reserve Lines in Gangtok
and the local police authority in case of other places who thereupon shall cause
the necessary police guard to be detailed in accordance with the terms of the
order and the person confined in a prison shall be entrusted to the custody of
that guard. Whenever a person confined in a prison is produced before a court
situated outside the district in which he is confined, the officer in charge of the
prison shall report the fact of such production to the Superintendent of Police
of the district.

(vi)

Wherever the court and the prison are in the same city or town the person
confined in a prison shall be taken from the prison to the court and back daily,
until his attendance is dispensed with.

(vii)

The police party should be thoroughly briefed by the jail authorities and senior
police officials with regard to antecedents of prisoners, their habits, past modus
operandi and whether they are high security/escape risks before handing them over.
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(viii)

Thorough physical search of prisoners should be conducted by both jail staff and
escort party before taking them over. They should not be allowed to carry any
articles, which can be used for offensive/escape purposes.

(ix)

A receipt in the prescribed form of the Prison shall be obtained from the senior
police officer of the escort whenever a prisoner, whether committed to the
Sessions or under remand, is made over to the charge of such police officer for
production in court.

(x)

Only vehicles in good condition should be used for escorting terrorists and
dangerous criminals. Two vehicles should be deployed if necessary or where
the distance is long with one acting as an escort vehicle in which a wireless set
must be installed to report, at prescribed intervals if necessary the location and
position of the party.

(xi)

The police are responsible for the safe custody of any prisoner committed to their
charge till he is returned to the jail or discharged from custody in the due course
of law. Hand cuffing of prisoners can be done only with permission of court. In
respect of prisoners who are dangerous, likely to escape, unruly, rebellious, it
will be Jail administration’s responsibility to bring the same to the notice of the
court and take permission to hand cuff such prisoner from jail to court and back.
In case the police authority think that any prisoner is dangerous or difficult to
manage they may also on the basis of this information as also keeping in view
the nature of the offence, the background of the offender etc. and on their own
enquiries move the court through the prosecutor and arm the escort personnel
with court’s orders for hand cuffing the prisoner.

(xii)

Handcuffs, locks, chains, etc. should be checked up thoroughly for being in
good order. The party should invariably carry one long chain, rope and two steel
rings with locks per prisoner. The party should be equipped with a spare set
of handcuffs, powerful batteries/torches and light pistols. In exceptional cases
leg irons, fetters could also be used as per relevant provisions of the jail/police
manuals. However, in such cases detailed justification and reasons should be
recorded in writing in view of the Supreme Court Judgment and wherever
necessary prior permission of Courts obtained.

(xiii)

The Guard/Constable in immediate custody of the prisoners(s) should be unarmed
to obviate the chance of getting overpowered and losing his weapon. However,
other armed guards at the hand reach of the prisoner can cover the prisoner
adequately. During transit, glass bottles for water should be avoided and only
plastic bottles should be permitted. Items of equipments like chains/ropes/torches
should be so placed that the prisoners have no ready access to them.
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(xiv)

The guards should so position themselves and be vigilant as to obviate/minimize
possibility of chilly powder or other material being thrown in eyes/face as
has been reported in several cases, particularly in congested areas. The police
escort party should be cautioned to prevent any contact, exchange of articles or
conversation with all (including friends and relatives) in transit and also in court
premises. They should be warned against attempts by prisoners to gain their
confidence resulting in laxity in custody and also against accepting food, drinks,
or hospitality while escorting prisoners.

(xv)

As far as possible, feeding of both prisoners and the escort party should be
completed before commencement of the journey. Whenever food on route
becomes necessary the convoy should be stopped as far as possible at the police
station/police lock-up premises and not in congested areas/bazaars. Food before
being consumed by the prisoners shall be tasted/checked.

(xvi)

For answering calls of nature etc. police stations/police lock-ups en-route should
be used. However, if it becomes necessary to stop en-route, the leader of the
escort party should select the spot. Under all circumstances, it has to be ensured
that the prisoner(s) is always in close proximity and under the direct gaze of the
guards at all times.

(xvii)

Jail doctors should be instructed to recommend outside treatment only in the most
deserving/critical cases. As far as possible separate and secure accommodation
in the hospitals outside jail premises should be arranged for the prisoner and for
the guards in the immediate vicinity.

(xviii)

When a prisoner is to be escorted by rail, he will be taken to the railway station
more than an hour before the departure of the train by which he is to travel. Till
such time they should be kept at the local police station. At the railway station
they should be detained in railway police stations, provided they have lock-ups.
If there is no lock-up in the railway police station they should be kept in the
railway police station under guard, reinforcements obtained if necessary, from
the railway police station.

(xix)

In courts where terrorists/dangerous criminals are frequently required to be
produced, arrangements for earmarking a room or some other place for holding
them in custody pending court proceedings should be arranged. In case of high
escape risk prisoners, permission of the court to keep the prisoners in handcuffs, if necessary, fetters should be obtained and they be requested to take
up their cases on priority to reduce waiting time. Special care should be taken
while allowing prisoners to use toilet facilities. Conversation/communication,
etc. with outsiders in court premises (which are generally crowded) should not
be permitted.
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(xx)

Long distance journeys should invariably be performed by special jail vans,
which ideally would provide prison condition. They should have separate
compartments divided by iron grills and wire mesh for prisoners with seats with
self-locking belts, and guards and separate section for armed escort. For long
distances, provisions for toilets/urinals should if possible be made within the
vehicles by having a small area/curtained portion - containing commodes/urine
(plastic) bottles.

(xxi)

The escort accompanying prisoners conveyed by police bus or prison van may
unfix bayonets before embussing; but they shall always fix bayonets when
superintending prisoners entering or leaving the bus or van. The police bus or van
shall be brought as close as possible to the point where prisoners are to be taken
out from their place of confinement. For this purpose, the driver shall comply to
the best of his ability with the instructions of the escort officer regardless of the
rank. If the prisoners are escorted in a public bus, the escort will so dispose itself
as always to be between the prisoners and any door and between the prisoners
and any member of the public. When parties escorting prisoners by road are
required to halt for the night en route, halting places shall be selected, if possible
where lock-ups are available.

(xxii)

A person confined in a prison shall be taken by vehicle, but in case such mode of
conveyance is not available or possible due to landslide etc. he will go on foot.

(xxiii)

Persons confined in prisons and escorted by the police between any two places
which are wholly or partially connected by bus, may be conveyed by bus,
provided that the number of persons so escorted at a time is small and can be
controlled easily, and their presence in the bus does not cause inconvenience or
annoyance to members of the public using it. Actual conveyance charges should
be paid in such cases.

(xxiv)

Police escort for women prisoners shall include adequate number of women
police officers.

(xxv)

The cost of maintaining persons confined in a prison while out from the prison
shall be advanced by the officer in-charge of the prison to the officer in-charge
of the escort, provided that whenever possible, the escort shall be given articles
of diet sufficient for the rations of the persons escorted during their absence,
instead of money. If a person under escort is admitted into any prison, he shall
be supplied with rations by that prison during the period that he spends there.

(xxvi)

Conveyance and other incidental charges of under-trial prisoners sent from
this State to other States and vice versa shall be borne by the State sending
such prisoners.
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(xxvii)

Whenever a prisoner is sent for examination to, or has to halt at night en route
at a station where there is a central or district jail, he should be confined therein.
Where there is no central or district jail he should confined in the police lock-up.
If the escort is unable to reach a Central or District jail before sunset, the police
should make necessary arrangements for the safe custody of the prisoner in the
lock-up of the local police station, if available.

(xxviii) If the prisoner is taken to a Central or District jail, the jail or police establishment
guarding it will be responsible for the custody of the prisoner. Whenever the escort
desires to proceed the prisoner will be handed over for that purpose. Prisoner
escorted under these rules will ordinarily not be admitted into a jail after sunset,
and ordinarily not handed over to the escort before the sunrise. In exceptional
circumstances they may be admitted and handed over after sunset and before
sunrise with the prior approval of the DIG/SP Central Prison, Gangtok.
(xxix)

If the prisoner is taken to a police lock-up, in which there are no other prisoners,
the police in charge of the lock-up will permit the prisoner escorted under these
rules to occupy a ward in the lock-up, the key of which will be handed over to
the escort. The prisoner will be entirely under the charge of the escort. The key
of ward occupied will be returned to the police in charge of the lock-up when
the prisoner is taken out. In the event of a police lock-up being occupied by
other prisoners, the prisoner will be confined with them, the police in charge of
the lock-up being then responsible for his safe custody. The duty of supplying
the prisoner with food and of watching him eat will rest with the police
escorting him.

(xxx)

While escorting prisoners to and from courts or while waiting outside the courts,
no one should be allowed to speak to or to approach any prisoner. When a convict
is removed to give evidence in a court situated at a place other than that where he
is undergoing his sentences, he should be delivered for custody until such time
as his attendance in court is required, to a prison, or in the absence of a prison
into a lock-up at the place where the court is situated. When his attendance is no
longer required, he should be taken to the nearest district or central prison.

(xxxi)

When a person confined in a prison has to travel by rail or by air, the entire
cost of railway or air fare for the prisoner and the escort will be arranged by
the prison administration/Home (Prisons) department to ensure that the required
court orders are complied with.

(xxxii)

Persons confined in a prison under ‘A’ Class, if escorted singly, shall be permitted
to travel, if they so desire, in any class of accommodation higher than that, which
is permitted to them at their own expense, which shall include any extra cost on
account of the escort accompanying them.
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(xxxiii) When a person confined in a prison is sent from one prison to another or for
treatment/production outside the State it shall be the responsibility of the Jail
administration to ensure that warrant or warrants of commitment and other
necessary documents (including necessary permissions from railways or civil
aviation authorities if the journey is by rail/air) are sent with the prisoner(s)
through the police escort party.
(xxxiv) For the purpose of the Prisoners (Attendance in Courts) Act, 1955, and these
rules, the Superintendent of the prison shall be deemed to be the officer in-charge
of the prison.
6.26

Arms of Escort of Prisoners

(1)

On escort duty with prisoners, the Head Constable or in charge of the escort
should not carry arms. Of the Constables forming the escort, not more than half the
number will carry arms. In a party of one Head Constable and three Constables, one
Constable should have a rifle; in a party of one Head Constable and six Constables,
three Constables should have rifles. No Head Constable or Constables should carry
any side arms on such escort duty. Instead of side arms, batons may be provided, if
necessary. Each Constable armed with a rifle will carry 10 rounds of ball ammunition
in his pouch. In such parties, the Head Constable will arrange that there is only one
armed Constable who will walk in front of the party. When there are several armed
Constables, there should be one in front and the others divided on either side of
the prisoners. It will be the duty of the Head Constable-in-charge to keep in his
possession all warrants or correspondence relating to the prisoners.

(2)

Orders regarding arms to be carried by escort parties will apply when normal
conditions exist. When disturbances occur or are apprehended, the proportion of
arms carried shall be increased at the discretion of the officers dispatching the
escort party, and in such times the same authority may also vary the amount and
nature of the ammunition carried. Escort parties required to halt at nights at places
in which no secure lock-up exists should be provided with sufficient arms to ensure
their safety from attack and permit them to mount the necessary sentries.

(3)

Should an escape be attempted, and prisoners resist the effort of the escort to
prevent the escape, escort will be fully justified in using firearms for their own
protection or to overcome the prisoners’ resistance and, if necessary, for either
purpose in shooting or using force on the prisoners. This extreme course should
never be resorted to unless in cases of absolute necessity as allowed under the law.
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6.27

Documents required when Prisoners are transferred to another Jail
The following documents relating to each prisoner transferred will be given to the
officer-in-charge of the escort to be delivered to the Superintendent of the receiving
jail. His original warrant or warrants duly endorsed, a copy of the committing
Court’s judgement if available, the order of any appellate court and any order
of government on any petition made by the prisoner, a nominal roll, his history
sheet, his remission ticket (if he is under remission system), his medical case (if
he is transferred on medical grounds), duplicate and triplicate lists of all private
property belonging to the prisoner, list of clothing, bedding and other Government
property sent with him, and a certificate regarding his health in the transferring jail
and of prisoner’s fitness to travel, signed by the medical officer.

6.28

Securing of Prisoners under Escort
When prisoners under escort are handcuffed, they should always be handcuffed in
pairs, the left wrist of the one being hand-cuffed to the right wrist of the other. When
the number under escort consists of an odd number, as three, five, seven, nine, etc.,
the odd man should be hand-cuffed to other prisoners. In cases of dangerous or
refractory characters special measures should be taken with a view to securing
their custody under the order of the Superintendent of Police. While halting, such
precautions only should be taken as are absolutely necessary for security.

6.29
(1)

Instructions for using Handcuffs
The use of handcuffs not only causes humiliation to the prisoner but also destroys
his self-respect and is contrary to the modern notions of treatment of offenders.

(2)

A prisoner should not normally be handcuffed unless he is violent and disorderly,
or circumstances necessitate such handcuffing. Fetters should not be imposed on
any prisoner admitted in a hospital except with the approval of the medical officer
and in no case prisoners who are aged and bed ridden in hospital should be hand
cuffed or fettered. In no case hand-cuffs or fetters, should be imposed on women
prisoners, juvenile prisoners or civil prisoners.

(3)

No person arrested by a police officer or remanded to custody by a magistrate, on
a charge of having committed a bailable offence, shall be handcuffed unless for
some special reasons it is believed that he is likely to escape.

(4)

When an accused is in court during the trial he must be held to be in the custody
of the court. If the accused is so dangerous that it is necessary to handcuff him,
a representation should be made to the court and the court will issue proper
instructions in the matter. Accused persons while in courts during trial should not
be handcuffed except with the permission of the court.
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(5)

Under trial prisoners while being escorted to and from courts, shall not be hand
cuffed and chained unless there is a reasonable expectation either from the
heinous nature of the crimes with which they are charged or from their character
or behaviour that such persons will use violence or will attempt to escape or that
an attempt will be made to rescue them. The same principle will be applied to
convicts proceeding in public places in police custody. The decision as to whether
handcuffs and chains should be used or not will ordinarily lie with the Station
House Officer or in his absence, with the officer next below him in seniority.

(6)

Whenever accused, but un-convicted persons are handcuffed, the facts and the
reasons for it shall be stated in the Station House Diary. Whenever it is considered
necessary to handcuff the accused, but un-convicted prisoners confined in a subjail when taken out in the precincts of the sub-jail for food or exercise, the orders
of the Superintendent of the sub-jail should be obtained in the prescribed register
kept for the purpose by the officer-in-charge of every sub-jail guard. In regard
to refractory, violent or dangerous prisoners, the officer-in-charge of the sub-jail
guard or the senior police officer present may impose handcuffs in cases where the
orders of the Superintendent of the sub-jail can not be obtained in time to avoid
risk, provided the facts shall be reported to the Superintendent at once.

6.30
(1)

Method of using Handcuffs and Chains
In securing a prisoner under escort, the primary issue is that the policeman in
charge should be alert. If there be negligence in this respect, no amount or method
of tying or handcuffing will prevent a prisoner’s escape. If it be necessary to use
handcuffs, the key-holes of the handcuffs should be kept uppermost, as in this
position it is not easy to open them by striking on some hard substance. Care
should also be taken that the handcuffs are not too large; otherwise, prisoner can
slip his hand through them. It should also be ensured that the handcuffs are in good
working condition.
When there is only one prisoner, there is the simple device of attaching the handcuffs
to the prisoner’s right hand and to a Constable’s left. Both the prisoner and the
Constable can walk in comfort but the prisoner cannot escape. It is sometimes
advisable to handcuff a prisoner with his arms behind his back. The prisoner can
walk quite comfortably but cannot run fast; and at the same time, he cannot strike
the handcuffs on some hard substance to break them open. When travelling by
train, a prisoner who is handcuffed behind cannot easily escape as he finds it
difficult to jump out and then pick himself up again.

(2)

(3)
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handcuff put on the prisoner. Both cuffs should be locked: otherwise the leading
chain will slip off.
(4)

The officer-in-charge of the escort should be supplied with two pairs of removable
leg-shackles if available, to be temporarily substituted for handcuffs when convicts
are easing themselves on the journey.

(5)

Before taking the convicts, the officer-in-charge of the escort should ensure that
all handcuffs and fetters when used are secure and are in good order and that none
of the convicts can possibly rid themselves of them without aid. This examination
will be repeated whenever the convicts halt or resume their journey. The police
should provide the handcuffs and leg-shackles.

6.31

Treatment of Sick Prisoners

(1)

When the convict becomes seriously ill on the road so as to be unfit for travelling, he
should be left at the next station or outpost, to be taken as soon as he can be moved
to the nearest jail or lock-up, to be treated by the Medical Officer and a report of
the circumstances should be made to the Superintendent of the dispatching jail and
the jail to which the convict was travelling. If a convict coupled to another falls
sick, he should be uncoupled from his companion, the latter being coupled to any
odd convict there may be in the party.

(2)

In case of death among convicts, the officer-in-charge will report the fact to the
nearest Police Station and make arrangements for the due custody of the corpse
until the arrival of the Magistrate to hold the inquest. The officer-in-charge of the
station, when such death is reported, will be responsible for the due disposal of the
body after inquest.

(3)

When an escort is required for a person suffering from an infectious disease, the
officer providing the escort, will be given full details of the disease and whether
the person is badly infected with it. The officer providing the escort will then
obtain the services of an ambulance for conveying the person to the infectious
diseases hospital or to any other destination. In such cases arrangements should at
once be made to get the escort party inoculated before they are deputed unless they
are already inoculated. On return from duty, the Constable should hand in their
uniforms, which should be sent at once for fumigation. The Constables should also
be advised to have a bath before mixing themselves with the other Constables.

(4)

Detenues are allowed to use their personal cash property for legitimate purposes
during journeys while under police escort. The police escort will be in custody
of the personal cash property and should maintain accounts of the expenditure
incurred during transit.
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6.32 Escorts for the Protected Persons and VIPs
(1) Escorts are provided for certain categories of protected persons who face imminent
threat by virtue of their present or past political or administrative assignment or
views they hold on certain issues. The Addl. DGP/IGP Intelligence circulates list
of such persons to the SP by whom escort is to be provided. The escort can be
in uniform or in plain clothes. The weapons to be generally carried are SLRs,
Carbines and pistols/revolvers without bayonets. The escort usually consists of
1 HC and 2 PCs. The strength and the number of vehicles may be increased if
specifically ordered. One reliable vehicle with a trained driver is provided for each
escort. The other equipment should consist of a first aid box, ropes, power torches,
and fire extinguishers and smoke candles. The personnel should not wear tight
fitting clothes, as it would restrict quick movement.
(2) The duties to be performed by the escorts of the protected persons shall be to
afford protection to the protected person against attack while on journey. The
escort vehicle should be 15 metres behind the protected person’s vehicle and move
up if the latter’s vehicle slows down. The escort car should not be stopped unless
it is inevitable. Except the escort personnel, no other person should be allowed
to travel in the escort car. While on the move, the escort personnel should keenly
observe the route and whenever needed should take preventive steps at vulnerable
points of ambush. While on the move the doors of the car should not be locked.
While communicating on VHF set, the message should be brief and to the point.
One should not indulge in unnecessary long talk and should not tune on radio
in the escort car. When the protected person’s car stops the escort should take
position near his car to ward off any attack. If the protected person is moving
by walk or if the car is moving slowly, the escort may walk along watching out,
keeping two paces behind the PP’s position in car. Extra care and caution should
be taken at places where threat is perceived or where prior warning of threat has
been received. Escort personnel should not get mixed with any commotion or
celebration and should only cover the Protected Person. They should take particular
care against accidental or hasty firing of the weapon. Specific instructions given on
each occasion should be complied with.
6.33

Miscellaneous Escorts

(1) Police Escorts are required for different purposes on various occasions. Some
such occasions could be escort for transporting arms and ammunitions, postal
remittances, escort of juvenile offenders and escorts or soldiers etc. The provisions
applicable to other escorts are also applicable to these escorts. However, looking to
the specific conditions, demands and requirements of each of these escorts decision
with regard to their strength, mode of transportation, weapons, relief etc. should be
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taken on the merits of each case and the escort party should be briefed accordingly
with the purpose and objectives of each case along with care and precautions to be
exercised by the escort party.
(2) When children are on remand, the Police Department should provide necessary
escort facilities for to and from journeys of the inmates either to the courts,
hospitals, certified schools and when under orders of transfer or of repatriation
for restoration to their parents, etc. On all these occasions, the police should be in
plain clothes and no child or young person shall be handcuffed or roped.
(3) A military escort should be applied for, for the purpose of escorting soldiers still
in service who are in the custody of the civil power, from one place to another
whether before or after sentence. Exclusive Police escorts should not be furnished
for the purpose.
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Chapter 7

Arms and Explosives
7.1

Power and duties of Police
Arms and Explosives pose a serious threat to public order, safety and security of
the people. The advent and spread of terrorism, organized crime, serious offences
due to political, caste and communal tensions, coupled with easy availability of
illicit weapons and explosives, through smuggling and local manufacture have
compounded the situation and hence the need for police vigilance on illicit arms
and explosives. Police have an important responsibility to enforce various laws
and rules relating to Arms, Explosives, Petroleum products and Poisons. The
licensing authorities have to exercise their powers of licensing and regulation to
ensure that the use of Arms, ammunition, explosives is strictly for the purpose for
which they are legally meant. Petroleum products and poisons also pose a threat
to public safety if they are not regulated in the manner prescribed in the relevant
Acts and Rules.

7.2

The Arms Act, 1959 and the Arms Rules, 1962

(1)

The provisions of “The Arms Act 1959 and the Arms Rules, 1962” with all
amendments as on date including Sikkim specific with regard to issue of Arms
licenses, contain the law relating to the possession, manufacture, repairs, sale,
transport and use of all types of fire arms, the offences connected therewith and
the punishments. Besides enforcement and regulatory functions, the police are the
principal authority, to investigate offences under this Act.

(2)

The duties cast on the Police and the licensing authorities are extremely important
and can be neglected only at serious peril to the society. All concerned authorities
have therefore to ensure strict compliance with these instructions and guidelines.

(3)

The following are the powers and duties of Police Officers under the Arms Act, 1959:

A. Demand production of licence from any person carrying Arms or ammunition and
if he refuses or fails to produce the licence or to show that he is authorised to carry
arms and ammunition without licence, require him to give his name and address
and seize the arms and ammunition which he is carrying.
B. In case he is unable to produce the licence readily and where the identity of the
person is clearly known and he is not likely to abscond, he may be given sufficient
time to produce the licence.
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C. If that person refuses to give his name and address, or gives a false name and
address and if it is suspected that he is intending to evade arrest, the Police Officer
may arrest him without warrant. (Section 19).
D. When there is a reasonable suspicion that the weapons carried are for an unlawful
purpose the weapons can be seized, persons carrying or conveying them may be
arrested without a warrant even though the weapons are licensed (Section 20).
E. Searches in houses or premises shall be made by the magistrate and in their presence
only or in the presence of an officer empowered by the Central Government
(Section 22).
F. Search of any vehicle or vessel can be carried out by any Police Officer on suspicion
that they are carrying arms and ammunition in contravention of the provisions of
the Arms Act/Rules and can seize the weapons and vehicles (Section 23).
G. The Central Government has powers to notify an area as disturbed area and order
the deposit of arms and ammunition within a specified period and prohibit the
possession, transport and carrying of such weapons and ammunition. A Police
Officer of such rank as authorised by the State Government can search and seize
the arms and ammunition for any contravention of the notification (Sections 24-A
and 24-B).
H. Search, seize and intercept weapons and ammunition manufactured, imported or
being transported in contravention of this Act, and arrest and prosecute the offender.
(4)

Section 36 lays down that all persons are bound to give information relating to
offences under the Act, which comes to their knowledge.

(5)

All offences are cognizable under Section 38 of the Act.

(6)

Previous sanction of the District Magistrate is necessary under Section 39 of the
Act for prosecution of offenders for any offence under section 3 of the Act. Post
facto sanction is not valid under law.

7.3

Exempted Officers
Licenses are not required for the carrying or possession of arms in the following
cases (Section 45 of the Act) :

(1)

Arms owned and possessed by officers of the Government as part of their
equipment.

(2)

Arms supplied by the Government to Officers of the Police Department to be
carried or possessed by them in the execution of their duty.
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7.4		 Exempted Categories
Section 41 of the Arms Act empowers the Central Government in public interest,
by notification to exempt any person or class of persons from the provisions
of the Arms Act. The Central Government in exercise of this power has issued
notifications from time to time exempting certain persons or class of persons in
respect of Arms and ammunition of certain category and description.
7.5

Unauthorised purchase

(1)

No one shall purchase any firearm or any other arm requiring licence or ammunition
from any unlicensed person. Section 5 prohibits transfer to any private person for
personal use who does not possess licence. Licensed dealers also shall not sell
to unauthorised persons. Contravention of these provisions attracts punishment
under section 29.

(2)

Under section 29 of the Arms Act, licensed dealers in arms and ammunition are
bound to ascertain that the persons to whom they sell arms and ammunition,
are legally authorised to possess them. Any tendency on the part of dealers to
circumvent this stipulation should be checked and dealt with by the police by
constant and strict supervision over the trade in arms and ammunition. The police
should regularly inspect the registers maintained by licensed dealers, in order to
ensure that arms and ammunition are not sold to persons other than those legally
authorized to possess them. In doubtful cases of sales to persons said to possess
licences an immediate check with the registers maintained in the police stations
will show whether the purchasers are bonafide licensees or not.

7.6
(1)
A.

B.

Grant and Renewal of licences
The DGP is the licensing authority for the State except for prohibited arms and
prohibited ammunition as per Notification No. GSR 462(E) dated 21st July, 1976
published vide Home department, Govt. of Sikkim Notification No. 56 dated 24th
August, 1976.
According to guidelines issued by the MHA, Govt. of India vide their letter No.
V-11016/16/2009-Arms dated 6th April, 2010 State Governments have been
delegated powers to issue non-prohibited bore licenses only for the State and upto
a maximum of three adjoining States. State Governments can also consider and
grant of All India valid (AIV) licenses in respect of (i) sitting Union Ministers/
MPs, (ii) Personnel of Military, Para-Military, (iii) officers of All-India Services
and (iv) officers with liability to serve anywhere in India, and (v) Sports persons.
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In such cases, AIV may be allowed for 3 years, after which it shall be reconsidered
by the State Government based on need and the area validity can be either
reduced or allowed to continue for another three years. In all other cases the
State Government has to seek prior concurrence of MHA for grant of All India
Valid license.
C. The Renewing Authority is also the DGP except for prohibited arms and
prohibited ammunition.
(2)

All India licences are to be granted in very rare cases. However, consideration
could be given to the following categories:

A. Ministers and Members of Parliament;
B. Serving officers of All India Services, Defence Services, Police and para-military
organizations and officers of Government having liability to serve anywhere
in India; and
C. Members of recognized Rifle Clubs and Rifle Associations for bonafide
sports & games.
(3)

When licence comes for renewal, the DGP may restrict the validity of the licence
to the jurisdiction of the district for the reasons to be recorded.

(4)

In the absence of any arms dealers in a particular district and area or where a
particular item of arms or ammunition which the licencee is authorised to possess is
not available with local dealers, a licence holder can purchase the licenced weapon
from outside the district/area for which the licence is not valid by obtaining a carry
permit in Form VII.

(5)

The licensing authority is authorised to grant permit in Form VII for carrying
weapons beyond the jurisdiction of the licence under Rule 4.

(6)

In case of transfer of weapons to the legal heirs of the deceased licencees or where
licencees would like to gift the weapons to others, licences may be restricted to the
district only. In case of prohibited bore/semi-automatic weapons, proposals are to
be sent to the Central Government.

(7)

The renewal of arms licences can be done at the State level even if they are
granted by Government of India except the prohibited or automatic or semiautomatic weapons.

(8)

The Fee shall be charged for issue or renewal of licenses as per the rates decided
by the government.
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7.7

Procedure for Issue of Licence

(1)

All applications received in the PHQ for weapon licences will be forwarded
immediately to the district Superintendent of Police for verification who will call
for a report from the concerned police station.

(2)

The SHO of the area shall cause a thorough verification of the purpose and
antecedents of the applicant and submit his report in Form 22. While recommending
the grant of a license, the SHO will thoroughly verify the antecedents of the
applicant with specific reference to Police records as also by field enquiries to
ascertain his involvement directly or indirectly in political, communal, caste or
other factions, in any crime and whether there is genuine need for a weapon for
him. The officer should give facts and information rather than bald opinions.

(3)

The officer in charge of police station when asked to verify the antecedents of
an applicant for an arms licence should submit his report within the prescribed
period. Otherwise as per the provisions of section 13 of Arms Act, the licensing
authority may make an order in the application on its own merits after the expiry of
the prescribed period without waiting for the report from the SHO. It is therefore
binding on the SHO to submit his report within the prescribed time.

(4)

Applications for renewal of licences are to be submitted in time. 30 days are
allowed after the expiry of a licence for the licencee to get his licence renewed.

(5)

All district SPs shall issue instructions to the SHOs to report promptly any
information, which may indicate that the renewal of any licence is undesirable.

(6)

By virtue of section 17 of the Act, any licence may be cancelled or suspended by
the authority, which granted the licence, if in the interests of security and public
peace, it is felt that a licence should be cancelled or suspended. A report giving
reasons should be sent to the licensing authority requesting the cancellation or
suspension of the licence, as may be necessary in the circumstances of the case.

(7)

When the authority grants, cancels or refuses to renew a licence, he will intimate
the fact to the SHO of the area concerned. The SHO should, on receipt of the
intimation, report promptly through the district SP the action taken in this regard.

(8)

Licences will be issued in a printed book form with a photograph of the licencee in
the prescribed form. If the authority grants, renews, or declines to renew license, he
should send the license through the officer in-charge of the nearest police station.
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7.8

Appeals
Appeals against the orders of a licensing authority may be made to the State
Government. The Rules do not provide for appeal against orders of the Government.

7.9		

Retainers

(1)

Agent, employees or relatives are only permitted as retainers (Rule 13).

(2)

Licence holders for the purpose of sport, protection or display only are permitted
to have retainers.

(3)

When a retainer ceases to be an employee, the licence holder shall apply to the
licencing authority to delete his name. Where a person is employed afresh he can
carry on only when his name is permitted by the licensing authority afresh.

(4)

In the case of a company employing a person entrusted with the weapons to guard
the premises, his name should be entered in the appropriate column of the licence.

7.10

Registration of Retainers

(1)

Rule 13 of the Rules read with section 3 of the Act deal with the procedure for
allowing retainers.

(2)

Retainer’s name and other particulars should be entered in column 6 of the owner’s
licence and a permit in the prescribed form given by the Licencing Authority.

(3)

Retainers should be permitted only to those persons whose standing or circumstances
are such that they may reasonably require retainers or attendants to carry weapons
in the ordinary course of duty.

(4)

All applications for the inclusion of retainers in Form III (A) and VII must be
dealt with by the authority personally. Licence in Form III(A) is necessary for
the retainers of those who are exempted from licencing requirements by virtue of
section 41 of the Act.

(5)

A licence in Form 3-B is necessary for retainers to Companies.

(6)

No change shall be made in the names of retainers entered in a license, except
under the signature of the authority who granted the license, or the authorised
subordinates or his successors in office.

(7)

Licencing authority should cause enquiries to be made about antecedents of the
retainer and take such reports into consideration before admitting the person
as a retainer.

106

Volume I

7.11

Quantity of Ammunition Purchase
The following maxima have been prescribed by the Government for the quantity
of ammunition that may be purchased in a calendar year and the quantity that may
be possessed at any one time by holders of licenses in Forms III, IV and V.
Kind of fire arm for which
ammunition is to be used.
(1)

(2)

(3)

500 gms Gun powder

250 gms Gun powder

50 ml caps

25 ml caps

Breech-loading guns

50 cartridges

25 cartridges

Rifles

50 cartridges

25 cartridges

Revolvers & Pistols

50 cartridges

25 cartridges

Miniature Rifle .22 bore

50 rim-fire cartridges

25 rim-fire cartridges

Muzzle-loading guns

7.12

Maximum purchasable Maximum that may
in a calendar year
be possessed at any time

Maintenance of Arms License Registers

(1)

Station House Officers will maintain in Form 23 registers of licenses issued to
persons residing in their jurisdiction under the Arms Act in Form III, III-A, IV and
permit in Form III-B as prescribed in the rules under the Arms Act.

(2)

An abstract indicating each category of weapons should be prepared and noted in
the last few pages of the Register. Another abstract for each fresh year for the total
number of weapons in each category shall also be prepared similarly. All changes
due to grant or cancellation or refusal to renew should be reflected by placing a (+)
or (-) sign to indicate grant or renewal and cancellation or refusal respectively.

(3)

The Licensing Authority should send at the end of every month to the SHO lists
of licenses granted or renewed and cancelled or renewal refused respectively. On
receipt of these lists necessary action should be initiated by the SHO to ensure that
no licensee is allowed to keep the weapon unauthorisedly and also take such other
legal action where warranted.

(4)

The Licensing Authority will forward to the Superintendent of Police not later than
the 15th of January of each year, lists of licensees who have not applied for renewal
before the 1st January and calling for a report on the reasons of the omission on
the part of licensees and whether the weapons have been deposited and whether
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prosecution if any has been launched. The SP should report by 15th March giving
necessary details and his recommendations in each case.
(5)
7.13

The Inspecting Officers shall make brief remarks in their inspection notes regarding
the maintenance of these Registers and the number of license holders.
Register of Firearms, which form part of Equipment of Officers
A register under Arms Act Form 24 will be maintained in each District Police Office
and in the offices of the ADGP/IGP, Law & Order, DIGP, Range, IGP, Security,
Principal of the Police Training Centre, Commandants of Armed batallions, SP
Reserve Lines in respect of all revolvers, pistols and ammunition in the possession
of gazetted and non-gazetted officers of the department, possessed by them in the
course of their duty.

7.14

Production of Pistols or Revolvers possessed by officers

(1) The officers concerned should produce the firearms once a year, preferably
in January, before the concerned unit from which the weapon had been issued
to them.
(2) In order that a proper description may be available in case of loss, the general
description and distinct number of each fire arm shall be recorded in the register of
Government property.
7.15

Inspection of shops and premises licensed under Arms Act

(1)

Every shop and premises licensed to sell, stock, repair, convert, transfer and for
keeping safe custody of arms and ammunition (i.e. in Forms IX, X, XI, XII, XIII
and XIV in Schedule (II) of Rule 4 of the Indian Arms Rules) should be inspected
once every year by the Sub-Divisional Police Officer, in whose jurisdiction such
shop is situated. These inspections are intended to ensure (1) whether the place in
which arms and ammunition are kept, is reasonably safe, (2) examine the stock and
accounts of receipts and sales of arms ammunition and (3) examine whether all the
conditions in the license are complied with.

(2)

A report on the findings of each inspection should be forwarded to the District
Magistrate in Form 25, through SP. The SP may discreetly verify the antecedents
of the purchasers and satisfy himself that the weapons and ammunition are sold
to genuine licensees. He should particularly guard against fictitious entries of
sale of arms or ammunition in the name of licensees (benami sales). A random
check with licensees will reveal if the ammunition recorded as sold has been
actually purchased by them. The overall sale of ammunition in a year should be
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considered and if the quantities arouse suspicion he should verify all transactions.
Any malpractice should be met with prosecution, besides recommendation for
cancellation of the relevant license. The purpose of inspection and enquiries is
to eliminate any malpractice in the sale of arms and ammunition. If the annual
inspection is thorough and information available is immediately crosschecked,
there would be least possibility of the arms and ammunition finding their way to
undesirable persons. The inspections, however, should not be used as a pretext for
harassing the genuine traders.
(3)

7.16

The SP should report the results of the inspection of all licensed arms dealers by
subordinate police officers to the concerned DM, who will take appropriate steps
against the shop owner, in respect of the irregularities brought to his notice.
Inspection of licenced arms

(1)

All Licensed arms should be inspected from time to time by the SHO either by
calling for the same or at the licensees’ residences as convenient to the latter. The
fact of inspections should be noted in the relevant column in the Arms Register.

(2)

The SDPO should at random check a few arms during his inspection or visits and
satisfy himself that checks by the SHO are being carried out for the purpose for
which they are intended.

(3)

Any Station House Officer, who receives a report of the loss of any firearm, should
communicate the particulars of the case, through the proper channel, to the district
SP and AIGP, PHQ.

7.17

Deposit of Arms

(1)

On the cancellation or expiry of licenses or following orders for deposit during
elections etc or otherwise all arms must be immediately deposited in the nearest
police station or with a licensed dealer. The arms so deposited at a police station
would be recorded in the “Register of Arms Deposited” in Form 26. An accurate
description of each weapon, with the maker’s name and number, if given and
actual measurements, and whether it is country made gun, etc., should be entered
in column 3. The SHO is responsible for the safeguard of all arms deposited in the
station. The arms should be kept under lock and key. (Sec. 21)

(2)

Arms deposited in stations shall, if not returned or otherwise disposed of within
two months from the date of their deposit be sent to and lodged in the State Reserve
Lines (SRL) Police armory. The SHO will send such arms with an extract from the
“Register of Arms Deposited” in Form 27 (which is in duplicate with a trefoil for
the station record). One copy will be retained in the SRL Police armory and the
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other returned to the SHO as an acknowledgement. This acknowledgement should
be pasted with the corresponding trefoil in the station and the number allotted for
each weapon in the State RL armory should be noted against the respective entry
in the “Register of Arms Deposited”, column 3 of Form 27 in the station.
(3)

Arms received in the State Reserve Lines police armory have to be forfeited to
Government after the expiry of the period allowed as detailed in sub-rule (4) of
rule 46 of the Arms Rules, 1962. Such arms shall be recorded in the “Register of
Arms Deposited”, maintained by the Reserve Inspector in charge of the armory.
An extract from this register shall be sent every quarter in Form 28 to the AIGP
(incharge of Arms Cell) for orders declaring the arms forfeited to the Government.

(4)

Inspecting officers should, during the inspection of police stations and the State
RL armory, check all arms physically vis-à-vis “Register of Arms Deposited” and
ensure that an accurate description of every arm is entered in the register. They
should report having done so in the inspection report.

(5)

Where any arms or ammunition are deposited by the owner under Section 21(1)
of the Arms Act in a Police Station, the SHO shall immediately send a copy of
the receipt issued to the depositor to the authority who granted the license or
renewed it last (Rule 46(2)(c) of the Arms Rules, 1962). The transfer of any arm
or ammunition deposited in a Police Station to the SRL Police Armory should also
be intimated to the licensing authority and also to the depositor by the SHO (Rule
46(3)(b) of Arms Rules 1962).

(6)

A fee of ` 100 per month may be levied for the safe custody and maintenance of
fire-arms deposited in the Police Stations by the licensee in the following cases.

A.
B.
C.
D.
E.
F.
G.
H.

Licensee when he goes on leave or on duty out of India
makes a long tour on pilgrimage
is sick and cannot use his weapon
dies
goes in for a new weapon
goes out of the jurisdiction of the area for which the licence is granted
In the event of the loss of a license until a fresh one is obtained
When there are internal differences in the licensee’s family and the arms are
deposited voluntarily
I. When the weapon becomes unserviceable, and
J. When the licensee has no further need for a weapon
(7) Weapons deposited under sub-regulation (1) above shall be sent to the SRL armoury,
if they are not likely to be taken back by the licensees within three months. The
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fees prescribed as per sub-regulation (1) above will also apply for the period of
deposit in the SRL armoury as well as for the period of deposit at the police station.
(8)

The fee should be collected at the time the weapon is deposited and it should be
credited in the State Bank of Sikkim to police revenue head ‘0055 Police’.

(9)

No fee should be levied on firearms deposited by serving members of the Armed
or Central or State Police Forces.

7.18

Rules for the disposal of confiscated arms and ammunition

(1)

Arms, ammunition and stores which can be utilized by the police or any other
Government department may be retained and brought into use with the sanction
of the State Government. Pistols, revolvers, rifles and muskets of the prohibited
bores which may thus be acquired may be loaned to Government employees who
are authorized to keep them as part of their equipment or who by the nature of
their duties require a weapon for their protection. These should not, however, be
allowed to become the property of the persons to whom they are issued.
(2) Arms, ammunition and stores not so retained shall be disposed of in the
following manner:
A. All revolvers, pistols, rifles and ammunition of prohibited bore shall be sent to the
nearest arsenal for disposal.
B. Arms, ammunition and stores other than those mentioned in (A) above should be
sold by public auction in the manner prescribed.
C. Arms not sold by auction shall be broken up locally and the materials sold, unless
they are rifled firearms or rifle barrels, in which case they should be sent to the
nearest arsenal to be broken up. Ammunition and stores not disposed in such
manner shall be destroyed, or may be sent to the nearest arsenal for disposal.
(3) An acknowledgement of the receipt of arms and ammunition sent to arsenal should
be obtained from the officer in-charge of the arsenal concerned. A certificate that
the said arms and ammunition have been either destroyed or taken into ordinance
stock should also be obtained from him in due course.
7.19
(1)

(2)

Procedure for sale by public auction of confiscated and forfeited firearms
and ammunition
Before the weapons are sold in auction a committee should be formed by the DGP
for fixing the minimum upset price of each weapon taking into consideration its
general condition, the prevailing market price of a new weapon of the same make;
and its age.
Before fixing the price, it should obtain an estimate from an arms dealer; if there is
one in the State or from outside, and that estimate will be the guiding factor.
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(3)

If a weapon does not fetch at least the upset price fixed by the Committee, the matter
should be reported to the Director General of Police, who will issue other suitable
instructions for its disposal.

(4)

Government officers may also bid at the auction either in person or through their
agents. If a weapon is bought by senior officers of the police or the State Government,
it should be handed over to the successful bidder only after obtaining the sanction of
the Government.

(5)

The procedure prescribed above for the sale of confiscated arms by public auction
should also be followed in regard to the sale by public auction of confiscated and
forfeited ammunition.

7.20

Arrests and Searches - Arms Act
Police Officers are empowered to search vessels, vehicles and other means
of conveyance for the purpose ascertaining whether any contravention of the
provisions of Arms Act or Rules made there under is likely to be committed and
seize any arms and ammunition that may be found along with such vessel, vehicles
or means of conveyance. (Sec. 23)

(1)

All arrests and searches made under the Arms Act or Rules made there under shall be
carried out in accordance with the provisions of criminal procedure code relating to
the arrests and searches read with section 22 of Arms Act. (Sec. 37)

(2)

When any person is arrested and any arms or ammunition seized under the Arms
Act by a person not being a Magistrate or a Police Officer when delivered to a
Police Officer by such person, that Police Officer may either release that person
on his executing a bond with or without sureties to appear before a Magistrate and
keep the articles seized in his custody till the appearance of that person before
the Magistrate or if the person so produced fails to furnish the bond with surety if
necessary, produce that person and the articles with out delay before the magistrate.

(3)

For carrying out search in a private/closed place such as a home or premises of an
individual who is suspected to have been in possession of any Arms & Ammunition,
Police Officers should except in very urgent situations (for which reasons shall be
recorded on writing) obtain search warrants from the competent magistrate.
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7.21

Explosives, Petroleum and Poisons

(1)

The Explosives Act, 1884, the Explosives Rules, 1983, the Explosive Substances
Act, 1908 contain the law relating to manufacture, possession, use, sale, transport,
import and export of explosives. Explosives have been defined as any material
which is capable of explosion by chemical reaction. Explosive substance is
defined to include any material for making any explosive substance, any machine,
apparatus, implements, material, used for causing explosion by chemical reaction.
Violations of this Act carry severe punishments including life imprisonment.

(2)

In order to check misuse of explosive substances following steps need to be taken
by the police and report made in Form 29:

A. The explosive stocks issued, stored and utilized by various organizations in mines,
major projects etc. should be checked for misuse or lack of care or proper account.
Help of experts should be taken to assess whether the quantities are in far excess
of the requirements or not.
B. Section 13 of the Explosives Act, 1884, confers powers on a Police Officer of
and above the rank of a Sub-Inspector of Police to arrest without a warrant any
person(s) committing dangerous offences falling under the purview of this Act.
C. The sources from which explosives are procured by undesirable elements need
to be identified through a good information system. It is not enough that routine
inspections are conducted without plugging the clandestine sources of supply.
(3)

7.22
(1)

Rule 179 of the Explosives Rules, 1983 confers on police officers of and above
the rank of Sub-Inspector certain powers of inspection, search and seizure of any
explosive or ingredients, when the Police Officers has reason to believe that any of
the provisions of the Explosives Act, 1884 or the rules made there under have been
violated. These officers should exercise these powers effectively in connection with
licenses issued under the Rules. Periodical inspections by the SHOs and by SubDivisional Police Officer, are obligatory to verify whether conditions of licence
issued under Form 20, 21, 22 and 24 in schedule IV under Rule 155 of Explosive
Rules are being observed by the licence holder of the shops and premises or not.
Accidents in connection with explosives and inflammable oils
On occurrence of any accident of the nature, referred to in section 8 of the
Explosives Act, or section 27 of the Petroleum Act, the Station House Officer
should immediately report full particulars of the accident to the district SP who
should expeditiously convey the facts direct to the Chief Controller of Explosives,
Nagpur, under intimation to the Deputy Chief Controller of Explosives, Kolkata.
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(2)

In the case of a serious accident, all wreckage and debris should, if practicable, be
left in the same position under proper guard, and not removed until information is
received from the Chief Controller of Explosives or the Deputy Chief Controller
of Explosives that they do not wish any further investigation or enquiry.

(3)-A. In the case of explosion not involving grievous hurt to any person or persons or
serious damage to property report should be sent through the superior authorities
to the SP/Controller of Explosives at Kolkata with a copy of the report to the Chief
Controller of Explosives, Nagpur.
B. In the case of explosions involving death or grievous hurt to any person or persons
or serious damage to property, the police will as far as possible not handle or
remove any exhibits or substances suspected to be explosives or connected with
the explosion. Such exhibits and substances will be handled by the Deputy Chief
Controller of Explosives on his arrival for investigation.
(4)

A magisterial enquiry is prescribed by section 9 of the Explosives Act into all
accidents referred to in section 8 of the Act, other than those, which occur in any
place, carriage or vessel under the control of any of the Indian Armed Forces.
Intimation of all such accidents should also be sent to the nearest executive
magistrate. A copy of the enquiry report of the executive magistrate should be sent
to the Chief Controller of Explosives by the Executive Magistrate.

(5)-A. Unlawful/malicious possession, attempt and commission of offences causing
explosions likely to endanger life or property including abetment are offences
under section 3 to 6 of explosive substance Act 1908.
B. All thefts of explosives in transit should be treated as grave crimes.
C. For prosecutions under the Explosive Substances Act, the consent of the District
Magistrate is necessary under section 7 of the Act.
(6)-A. Bombs: In cases involving prosecution of persons for illegal possession of
unexploded military grenades, mortar bombs, etc., the Controller of Explosives,
Kolkata should be informed by fax and telephone and his arrival awaited. If the
bomb has exploded and it is desired to prosecute a surviving person, the Deputy
Chief Controller of Explosives and the Chief Controller of Explosives should be
informed by fax & telephone. In other cases, the remnants of the exploded bombs
should be sent to the Deputy Chief Controller of Explosives, Kolkata.
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B. In forwarding articles suspected to be of an explosive nature, special precautions should
be taken to avoid risk of their exploding in transit or when being packed/unpacked.
(7)

All officers should however carefully read and follow the instructions for dealing
with substance or objects suspected of being explosives issued from time to time
to all police stations and also the instructions contained in the chapter on Scientific
Aids to Investigation of this manual.
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Chapter 8

Armed Police & Commando Units
8.1

Introduction

(1)

There are times when law & order problems or situations arising out of natural
calamities assume serious proportions and the local police is unable to cope with
them. To meet those situations armed police battalions have been raised in all
states including Sikkim to support the executive police force in the districts. The
State has in 2011 a sanctioned strength of one battalion of SAP and 3 India Reserve
Battalions. The Armed Police Battalions are a State level reserve to be deployed
under specific orders of the DGP or any officer authorized by him, who is generally
the ADGP/IGP, Law & Order. A complement of the State Armed Police may also
be stationed in the districts for deployment by the district superintendent of police
for the maintenance of law and order and regulatory duties as per prescribed norms
and standards. The battalions are in nature of reserve at the disposal of the Director
General of Police, who may himself or through delegation to the ADGP/IGP, Law
& Order direct them into action either on a requisition of the district SP/DIGP
Range or on his own appreciation of a particular situation. They help the district
police when the resources of district police are found inadequate to deal with
difficult situations. They can be called out to deal with anti-militant operations,
serious civil commotions, crowd control (at the time of visits of VIPs, large fairs or
festivals) and any other law and order situation or disaster management functions.
They also provide guards and escorts. They can be deputed for duty ex-state with
the approval of the State Government.

(2)

The Armed Police Battalions set up in the State is headed by an ADGP/IGP who is
responsible for the administration, training, operational preparedness and welfare of
personnel of all the Sikkim Armed Police units, including the India Reserve Battalions,
under the overall guidance and supervision of the Director General of Police.

8.2
(1)

Organisational Structure of the Battalions
A Commandant (CO) of the rank of Superintendent of Police heads each battalion.
The Commandant shall be assisted by a Deputy Commandant equivalent in rank
to Addl. Superintendent of Police. A battalion has 7 companies (6 service Coy
and 1 Hq./Trg. Coy), each of 100 (SAP) to 120 (IRBn) men. A company consists
of 3 platoons each of which consists of 3 sections. In each battalion there are
Assistant Commandants of the rank of DSP assisted by an Inspector who command
a company. Platoon Commander is of the rank of SI. A Head Constable (HC)
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commands a section. The battalions also have special units like commandos, Anti
Terrorist Squad, Disaster Management Group, BDDS etc.
8.3

Officers of the State Armed Police

(1)

An officer of the rank of SP, who is designated as the Commandant, commands
an armed battalion or the reserved battalion. The Commandant is assisted by
various Gazetted and non-Gazetted officers. The Gos are designated as Deputy
Commandant, Assistant Commandant, Adjutant, Quarter Master etc. Other officers
are designated as Reserve Inspector (RI), Reserve Sub-Inspector (RSI), Head
Constable and Constable, who perform various functions in different branches and
sections of the battalion.

(2)

The Reserved Inspector is an important rank in the organisationl set up of any
armed battalion. There are more than one RI in a battalion, who work as overall in
charge of the various sections and branches of the concerned battalion. The status
of Reserve Inspector is equivalent to that of an Inspector of the civil police. The
Reserve Inspector in charge of active Company shall check the platoon-wise duty
rosters of his company daily and on that basis prepare the daily morning statement
and submit it to the concerned Deputy Commandant through the Company Asst.
Commandant recording his own arrival and departure at Company Headquarters.
He shall personally maintain all records of the Company. He shall hand over his
sealed duplicate keys to the Reserve Sub-Inspector when he leaves headquarters.
He shall assign, by specific written orders every week, for the checking of all
Reserve Police guards of his Company. A consolidated statement of deployment
shall be submitted daily to the Commandant.

(3)

Reserve Inspector-Operations will be in charge of Armed Police Control Room,
and will be responsible for despatch and receipt of Armed Police Contingents
and would depute personnel for guards, escorts, bandobust duties, inspection of
personnel being deputed on duty and on their return, checking arms and equipment
and other material and stores issued to them or brought by them, and making
entries accordingly in the General Diary. He would also ensure preparation of
day-to-day schedule of duty and deployment, custody of all working keys and of
all the duplicate keys in sealed covers. He should be available at Headquarters
and not leave his residence without prior permission of his superior officer under
intimation to the Commandant. In addition to the above two important RIs in
a battalion, there are other RIs, who look after important branches like motor
transport, training, welfare etc. These RIs are assisted by requisite number of RSIs,
HCs and Constables in the discharge of their various functions. The Sub-Inspectors
and HCs when they work in the active and operational contingents, they are called
as Platoon Commanders (PCs) and Section Commanders respectively.
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8.4		

Duties & Responsibilities of ADGP/IGP, Armed Police

(1)

The role of ADGP/IGP (Armed Police) as head of the Armed Police is supervision
of the functioning of SAP & IRB, inclusive of all administrative, personnel,
logistics, provisioning and deployment matters etc.

(2)

He shall be responsible for keeping the force under him in a state of high discipline,
morale and efficiency.

(3)

High priority should be given to the welfare, allocation of duties, health, clothing,
equipment and living accommodation.

(4)

He shall ensure that the concerned Commandants under him inspect all the units
under them once a year.

(5)

The Armed Police Manual shall be updated from time to time under his supervision
and shall be implemented effectively.

(6)

The ADGP/IGP (Armed Police) is also responsible for the Police Welfare and
administration of Welfare activities including the health care, sports and recreational
activities and insurance coverage of Police Personnel. He is also responsible for
the management of Police welfare and sports funds.

(7)

He will also be the main officer for organising Police duty/sports meets that are
held in the State.

(8)

Ensure timely reimbursements from agencies where armed police deployments
have been made on payment basis.

8.5

Recruitment

(1)

Direct recruitment to the Armed Police Battalions, other than in the ministerial and
technical cadres, shall be limited to the rank of Constable only, and should as far as
possible reflect adequate representation of all sections of society. Sub-Inspector and
above rank in the Armed Police shall form a common cadre with the Civil Police.

(2)

The educational qualifications, age limit and procedure for recruitment to the rank
of Constable shall be as prescribed, and the recruitment shall be done by a Police
Recruitment Committee. Subject to the provisions of this Act, the Director General
of Police shall cause an annual recruitment to be conducted to fill all vacancies in
the Battalions required to the filled by direct recruitment.
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8.6

Training

(1)

Besides the initial training of recruits at the Police Training centre or the State
Armed Police Headquarters as may be determined by the State Government, it
shall also be ensured that all ranks in these units undergo an annual refresher
training programme by rotation, over and above specialized training in different
skills as needed by different categories. To achieve this, each Battalion will have
one full company earmarked as the ‘Training Reserve’ to provide for rotational
training to all personnel.

(2)

The annual refresher training course shall be mandatory, and ordinarily the
personnel undergoing such training shall not be withdrawn for deployment on law
and order or any other duty.

(3)

The curricula for the initial as well as annual refresher training courses,
besides physical skills and fitness, shall lay due emphasis on the knowledge of
Constitutional and legal rights of the citizens as well skills relating to individual
and collective interaction with the public, with special emphasis on courteous
and impartial behaviour.

(4)

The content and methodology of the annual refresher training courses as well as
the other specialized courses for the personnel of the Armed Police Battalions shall
be reviewed and revised from time to time by the officer heading the State Armed
Police Battalion set-up, in consultation with the Training Wing of the State Police,
under the overall guidance of the Director General of Police.

8.7

Conduct and Discipline
Every Armed Police Officer on duty shall ensure the maintenance of peace
and tranquility to the best of his ability and in addition to the rules/instructions
contained in this manual, including in the chapter on Conduct & Discipline, shall :(i) obey without delay, all lawful orders of his official superiors;

(ii) not exercise his discretion to use disproportionate or excessive force;
(iii) not exercise his discretion to refrain from using appropriate force to maintain the
public peace, on extraneous considerations or in pursuance to orders or suggestions
from a person other than his official superior;
(iv) not use his position, uniform or arms to intimidate any person other than when
required in the proper discharge of his duties.
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8.8

District Reserve Police

(1)

District Armed Police Reserve may be a complement of the State Armed Police
placed at the disposal of the district SP on a long term basis or may be a separately
organized unit on the administrative pattern of a Battalion. The State Armed Police
may have more than one battalion. The District Armed Police Reserve may have
one or more platoons.

(2)

When separately constituted the District Armed Police Reserve will consist of
General, Special operations, Security and Logistics groups. The commanding
officer shall keep the district SP informed on all aspects of the district reserve
force and seek his orders on a daily basis. The District Armed Police Reserve will
maintain following records and registers:

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

Long Leave Register
Casual Leave Register
Duty Roster
Family Quarters Register
Transfer Seniority List
Seniority lists (also showing eligibility for promotion)
Counseling/Orderly Room
Pay Disbursement Register

8.9

Functions of Armed Police Force/Reserve Force
Some of the functions of the Armed Police Force are following:

(1)

Supplement the local strength where it is not adequate to deal with law and order
disturbances.
(2) Provide specially trained personnel to deal with terrorist and other organized gangs.
(3) Provide security to authorized persons or places.
(4) Guard vital installations, arms and ammunition and other important places.
(5) Escort of prisoners.
(6) Participate in ceremonial parades and guards of honour.
(7) Help in rescue operations in the event of natural calamities and other disasters.
(8) To man armed outposts and conduct armed patrolling where called for.
(9) Training of its personnel.
(10) To provide striking forces or mobile squads for special bandobusts including elections.
(11) Management of arms and ammunition in the district
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8.10

Ordinary duties of the Armed Police

(1)

The duties to be performed by each battalion will be classified as “fixed”, “special”
and “general” duties. “Fixed” duties are those where the personnel performing
those duties cannot be withdrawn in times of emergency, e.g., armoury and motor
transport staff. Personnel for “fixed” duties will be provided from the headquarters
company. “General” duties consist of guards, escorts and other miscellaneous
duties. The personnel for “general” duties are provided from the active companies.
The company or platoons employed at any given time on general duties are called
Duty Company or platoons. The duty platoons will be employed as such for 2 to 3
months at a time in rotation, the others being mobilized and exclusively engaged
in training when not called out for any definite or emergent duty.

(2)

Emergency strength of one COY for the SAP and as laid down for each India Reserve
Battalion must always be available and should be in readiness for immediate action.
The emergency strength once fixed shall not be changed without the prior sanction
of the Director General of Police in writing. The emergency strength shall be
deputed in complete sub-formations, i.e., platoons, sections or half sections, as the
situation requires. The purpose and duties to be performed should be specifically
spelt out, briefed and understood by each person on each occasion.

8.11		 Deployment of the Armed Police Contingents
(1)

The deployment of units and sub-units of the State Armed Police Battalions
shall be restricted to only those situations where such deployment is considered
absolutely necessary.

(2)

The operational deployment of the State Armed Police, including IRBn shall be on
the specific orders of Director General of Police or in his absence the Addl. DGP/
Inspector General of Police, Law & Order.

(3)

The District Superintendent of Police shall carefully scrutinize each request for
deployment of District Armed Reserve received from the field officers. Similarly,
the Director General of Police shall closely scrutinize each request for the
deployment of any force from the State Armed Police Battalions received from
any District Superintendent of Police, Deputy Inspector General of Police of a
Range, ADGP/IGP, Law and Order or any other field officer, before ordering such
deployment. The scrutiny will include a realistic determination of the quantum of
force required as also the duration for which the deployment is required.

(4)

The deployment shall be made for a fixed period, as specified in the order, and unless
the same is extended by a specific order, the force shall return to its headquarters
on the expiry of the initial period.
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(5)

When called out, the Armed Police will function under the operational control of
the district Superintendent of Police, or the Senior Officer under whom they are
assigned, but for all matters of administration, discipline and the actual tactical
handling of the force, they will be under their own officers.

(6)

The Armed Police shall normally be deputed to assist the local police to meet the
exigencies for bandobust, for preserving order at festivals, large public assemblies
and when disturbance to peace is anticipated. The deployment of force for this
purpose is fully at the discretion of the SP, on the assessment of the situation.

(7)

It shall be the duty of the District Superintendent of Police and the head of the
Armed Police Battalion set-up in respect of the Battalion personnel, to ensure that
personnel of these armed units are deployed in a manner that ensures their regular
and constant preparedness for their tasks, as also a fair rotation of duty between the
various sub-units of the Armed Police Battalions at the State Headquarters and in
the districts.

(8)

Whenever such reserve is deputed, a thorough briefing should be done by the in
charge of the contingent, i.e. Section/Platoon Commander concerned with respect
to their specific duties, topography, description of the task, reporting mechanism,
likely difficulties to be encountered and the way to over come them. However, the
Asst. Commandant (company commander) of the armed police is responsible for
the performance of the force.

(9)

Superintendent of Police of the district in which the force is deployed is responsible
to arrange for the basic amenities before the deployment is ordered. These include
providing reasonable accommodation with adequate camp security, cooking and
water facilities, lighting etc. Notwithstanding above the Commandant of the
concerned armed police battalion or the armed police officer designated by him
for the purpose shall ensure that the force carries required tentage & provisions for
cooking etc. in consultation with the district police authorities.

(10) The armed police should normally be deployed in platoon formation as there are
neither administrative or logistical facilities available for formation of less than
platoon strength nor the force is trained and equipped for the deployment in twos
and threes. In emergency circumstances where it is inevitable to deploy in strength
less than a platoon, the arrangements should be worked out by the Superintendent of
Police of the district where the force is deployed in consultation with the Commandant
of the Battalion concerned and that too for a short period keeping in view the logistic
requirements. In any circumstances the armed police force should not be deployed
in less than one section strength, as it conflicts with the basic charter of duties and
training imparted to the force. Specific approval of the DGP or ADGP/IGP, Law &
Order shall be taken if the deployment is to be in half sections.
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(11) The Hqrs. of each armed police company should be located in such a manner that
communication facilities are available with the Company Commander so that he
will be in a position to exercise effective control over the platoons deployed away
from company Hqrs. At least one platoon should be available where the Head
Quarters is located. The location of Coy Head Quarters should be done by the Asst.
Commandant concerned in consultation with a senior officer of the Civil Police of
the area where the force is deployed.
(12) In deploying the state armed police forces for operational functions or in assigning
them a particular task, clear indication of the objective, terrain, communication
and other relevant particulars should be given to the Commander of the force
and there should be no room for doubt or ambiguity. It should be clearly settled
between the armed police Commander and the Local Civil Police, as to what is
required to be done by the armed police so that there is no scope for any ambiguity
or misunderstanding on this score. While assigning the task to the armed police the
civil police should also give the armed police officers benefit of their knowledge
of local conditions and make what ever suggestions they think would be helpful.
However, it has to be clearly understood that the armed police’s role is not to
be regarded as replacement for Civil Police role. Once they are given a specific
task by the Civil Police the latter should refrain from interfering with the armed
operations and leave decisions as to the strength, composition and equipment of
the force and the method of carrying out the operations entirely to the armed police
officers and men.
(13) A civil police officer of or above the rank of a Head constable will invariably be
attached to the armed police platoons and this civil police officer will accompany
the armed police force when moved for raids and combing operations in the field
area and also for controlling the unruly mobs.
(14) While ordering deployment of any armed police unit, due care shall also be taken
to ensure as far as possible, that the personnel are able to take due rest and also
avail a weekly off.
8.12

When the State Armed Police is deployed outside the State

(1)

The Armed Police on deputation should proceed to the borrowing State with its
full complements of officers and men, transport, equipments, stores, tents and
Arms and Ammunition etc. as per the scale.

(2)

The borrowing State should provide suitable accommodation for the borrowed
force in proper police lines or other suitable place away from congested public
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localities, whereby close contact with the public can be avoided. It will be the
responsibility of the borrowing state to ensure that the borrowed forces are provided
good facilities for water, messing arrangements at the place of stay, and facilities
for the procuring of rations and other essential provisions etc.
(3)

The borrowed force is responsible for the security of their camp including the
mounting of guards, posting of sentries and preventing the un-authorized persons
from entering the camp area. To enable the borrowed force to enforce proper
security measures in their camp, the intelligence input by the local police and the
co-operation and assistance of the local authorities of the borrowing state will
be sought for.

(4)

State Armed Police Forces should have a separate manual giving detailed
instructions and standing orders.

8.13

Armed Police/Reserve Police on Detachment Duty

(1)

A General Diary shall be maintained by the officer in charge of detachment, in
which the movements of the officer in charge and of all personnel, the duties
for which they are employed, any incident and all particulars such as discipline,
presence or absence of any personnel, sickness, injuries, use of fire arms or other
events shall be entered. A copy of the General Diary should be sent to RI of the
Company and to the SP of the district.

(2)

The officer in charge of the detachment should equip himself with the briefing
documents and instructions on the task to be performed and brief the personnel
thoroughly before proceeding and after arrival. The requisitioning officer is
responsible for making available all material in advance and any additional
material on arrival.

8.14

Off duty and relief

(1)

All Head Constables and Constables in the Reserve should ordinarily have a
weekly off, preferably Sunday. The stand-to, motor transport and guards who are
on duty on a Sunday should be given “off duty” on another day.

(2)

The personnel of mobilized platoon or platoons will have Sundays free, but they
shall not leave their places without permission. Whenever permission is given,
the Platoon Commander shall see that 50% of the force are available on Sundays.
Normally, it must be seen that policemen avail their weekly holiday undisturbed
but they can be deprived of it in exceptional and unavoidable circumstances.
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8.15

Scale, Care, Maintenance and Inspection of Arms and Ammunition

(1)

The BPR&D has worked out scale of arms for various units of police department.
The Armed Police and District Reserve should as far as possible maintain weapons,
arms and ammunitions according to that scale.

(2)

Distribution of arms to Battalion and District Armed Reserves will be fixed on the
order of the Director General of Police, who by means of Standing Order shall lay
down the procedure to be followed for custody and care of arms, ammunition, stock
of material for the repairs and maintenance, and the manner in which damaged and
unserviceable weapons are to be disposed off, and the procedure in case of loss of
any weapon or ammunition.

(3)

The adequacy of arms, equipment, mobility, communication etc. for each Battalion
as well as the District Armed Reserve shall be assessed regularly on an annual
basis by the ADGP/IGP, Armed Police in consultation with the Commandants and
the District Superintendent of Police concerned.

(4)

All designated Officers of the Units to which arms and ammunition have been
issued shall maintain histories of the firearms and weapons supplied to them in the
prescribed Form. The Quarter master/RI shall also maintain a similar register for
all weapons on the charge of the district/city. He shall scrutinize this register and
ensure that each firearm is rebrowned in due time and are produced for inspection
in accordance with the orders on the subject.

(5)

During the course of the year, the armourer of the Reserve shall inspect the arms.
He shall inspect every weapon borne on the strength of each unit and point out the
defects, if any, to the concerned Platoon Commander. He shall also attend to the
yearly lubrication of arms.

(6)

When weapons are taken out, the policemen shall dry clean them and before
returning them to the armoury, they shall apply oil to all the metallic portions. All
RSIs shall inspect weapons of their respective platoons after every parade and see
whether any parts are missing and whether they are cleaned properly. Any neglect
in the care of arms shall not be permitted and such instances should be promptly
brought to the notice of the senior officers concerned for suitable action.

(7)

If any rifle is found rusty or any barrel bulged or neglected, the PC or HC to whom
the weapon has been issued shall be dealt with in a disciplinary case. All RSIs shall
maintain a book wherein details of inspection done and action taken against any
Constable or Head Constable for missing parts or causing damages to his weapon
should be entered. The RI/RSI, Quarter Master should effectively supervise the
work of armourers and more so, the work of the Platoon Commanders in this
regard. Reports of the armourer, after his inspection of arms, regarding losses of
and damages to arms due to neglect shall be promptly attended to by the concerned.
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(8)

Thorough inspection of each and every arm including bayonets and scabbards
should be done. The armourer on the spot shall carry out all minor repairs to
weapons and maintain a separate general diary indicating the work done by him
on each day. He shall send a copy of his general diary to the Quarter Master,
Headquarters. Those arms that need attention in the armourer’s shop shall be
marked separately and brought to the battalion armoury.

(9)

It is not the duty of the armourer to clean weapons but only to repair them.
Commanding Officers of the unit shall, therefore, ensure that all arms are cleaned
thoroughly before the armourer inspects them. The armourer shall on his return to
headquarters, submit a report to the Commandant through the RI Headquarters on
the work turned out by him and the condition of the arms in the armed police unit.

(10) When called out for law & order duties and maintenance of peace, the RIs, RSIs
and ARSIs shall be armed with pistols/ revolvers and the HCs and PCs besides
lathies with rifles with 10 rounds of ammunition unless ordered otherwise.
Other weapons like SLR, AK 47 and Carbines are also issued to the authorized
ranks as per the situational and professional needs In case of SLRs and Ak 47,
60 rounds of ammunition may be carried. The tear-gas squad will be armed with
its equipment. When detailed for other duties connected with anti-terrorist or
anti-criminal gang operations or special tasks requiring superior fire power, they
should be armed with SLR, AK 47 and carbines and other weapons with sufficient
ammunition provided the personnel detailed for the duty are trained in the handling
of the weapons.
(11) The riot control squads of the armed and reserve force should be properly trained,
briefed and equipped including with banners, megaphones etc. The riot control
contingent should consist of tear gas party, lathi party and rifle party. The sequence
of the use of force of these parties should be maintained and efforts must be made
to use minimum and adequate force to control the unlawful assembly.
8.16
(1)

Annual Mobilisation
All personnel of State Armed Police and the District Armed Police Reserve have
to be mobilized for training once a year. It is important that officers should not
permit themselves to become so rusty in their drill and out-door work as to be
unable to efficiently command the Armed/Reserve Police when necessary. The
Reserve Inspectors and DSP of Armed Police whose company Units are mobilized
must attend on all days the different sessions of training by rotation throughout the
period of training. Deputy Commandant should also be present weekly at one or
the other sessions throughout mobilization.
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(2)

The Commandant should personally supervise the organization of the
mobilized Reserve and should also keep himself in touch with the progress of
training and attend parades regularly during the mobilization unless he is away
from Headquarters.

(3)

During the annual Mobilisation, Sundays should be totally free and the full
Mobilisation routine will be carried out during the other days. The Commandant
should so schedule mobilization of each company for training that there is about 12
or 13 of training days in a fortnight. The training programme should also take into
account the specific requirement of the district. Stress should be more on practical
demonstration and actual field situation and specific standards to be achieved in
various spells. During the annual Mobilisation, the personnel in training shall
ordinarily not be deputed for other duties.

(4)

In addition to annual mobilisation, which in a way is in the nature of annual fitness
training, the personnel of the armed police forces should be subjected to regular
training in order to maintain their physical, professional and operational fitness.
Regular fitness and training activities with regard to PT, drill, mob operation, search
and combing operations, picket duty, patrolling duties, road bandobust, election
duties, disaster and natural calamities duties, anti-terrorist and bomb disposal duties,
first aid and life saving duties, camp and tent pitching duties, firing and musketry
duties, weapon maintenance duties and the like should be conducted in a systematic
and regular manner at the unit headquarter. One company of the battalion should be
earmarked on rotational basis as training company for conducting regular training
activities. In addition to the above in house local training at the unit headquarter
level, members of the armed units should be sent for specific and specialized
training courses to other training schools from time to time.

8.17

Motor Vehicle Maintenance and Duties of Personnel
Rules and instructions in this regard are stated under chapter ‘Motor Transport
Section’ in this manual.

COMMANDO UNITS / ATS
8.18

Introduction
The Commando unit / ATS is an elite force headed by an officer of appropriate
rank. It shall be located in the specified armed police units and will work directly
under the DGP. The commando units/ATS will be under the day today command
& control of respective commandant but in respect of operations shall be under
the direct command of the DGP. This force has been raised as it has been found
necessary to keep a specially trained force for handling:
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A. emergency situations arising out of unlawful activities of certain groups of lawless
persons, terrorists and desperadoes and
B. to deal with emergencies arising in the wake of natural calamities.
8.19
(1)

(2)
8.20

Organisational Structure
The force discharges its functions through Operational units and Hqrs. unit the
number of which will be determined from time to time. The following ranks of
police constitute each operational unit:
• Commander (Dy.SP/Inspector)
• Dy. Commander (SI)
• Senior Commandos (HC) of which one would also be the communication man.
• Junior Commandos (PC)
The Headquarters Unit consists of Sniffer/Tracker Dog Squad, Intelligence group,
Motor Transport and Quarter Master Wings.
Induction & Training
The Commandant of the concerned Armed Police battalion shall be responsible for
their operational readiness, Administration & Training. The executive force will be
drawn on deputation from all the cadres of police services in the state with approval
of the DGP. The selection will be made by the concerned commandant from the
eligible members of the various police units in the State. On selection to the force,
every member will undergo such training as per the programme determined by the
DGP from time to time. The Commandant will have the powers to recommend
repatriation of any member to his parent unit if he considers him unsuitable for
continuation in the force at any time. The Commando Units/ATS may be deputed
to undertake specialized training of directly recruited SIs / Dy. Ss.P. / ASPs. as
decided from time to time.

8.21

Weaponry and Equipment
The Force shall be provided with such modern weaponry, equipment, transport,
communications and other facilities as are necessary for the efficient and expert
handling of the tasks for which it is intended.

8.22

Dress Regulations
The Commando units/ATS shall use dungaree of prescribed colour as working dress
and Jungle Patch (JP) / Overall dress as operational dress with out badges of ranks.
DGP will decide details of other dress for different occasions from time to time.
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8.23

Service and Working Conditions

(1)

The service conditions, conduct rules etc. and other connected matters applicable
to the State Police Force are also equally applicable to the personnel working in
commando units/ATS except to the extent specifically provided.

(2)

There shall be rotation of the members of the Force in all ranks to maintain the
youthfulness and effectiveness of the Force. The Commandant concerned should
take all steps that may be necessary to ensure this.

(3)

The Commandant concerned may, with the approval of DGP, allow any member
beyond the normal tenure, if in his opinion he is suitable and fit enough to continue.

(4)

All the police officers working in this force are eligible for special pay, allowances
and other incentives as determined by the government from time to time.

(5)

A detailed manual of instructions containing the training for the tasks prescribed,
specific duties, responsibilities of various ranks, working of the force and other
connected matters should be drawn up by the commando units/ATS and issued
after approval by the Director General of Police.

(6)

The movement and operation of the force shall be task oriented under specific
orders of the ADGP/IGP, L&O with the approval of DGP. The force deployed
shall return to the Hqrs. as soon as the task is completed or with the approval of the
ADGP/IGP, L&O or DGP when it appears to the Commander that the deployment is
no longer desirable. Under no circumstances the force will stay once the operation
or purpose for which it is sent is completed.

8.24

Mounted Police
The Police, by tradition and for professional exigencies maintain horses in their
unit. The mounted Police comprises of the horses and police personnel who
maintain the horses and stables. In Sikkim the horses would be purchased and
maintained in the Check Posts Branch though these may be located at the State
Armed Police, camp Pangthang.

8.25

Utility of Mounted Police
Mounted police are useful for the department in a number of ways. Besides being
part of Police training the horses are used for “gust” and patrolling including border
patrolling as also for regulating various law and order situations. The mounted
police are also used for ceremonial purposes and are a part of police sports and horse
shows. The personnel in the unit are subject to the same rules as are applicable to
State police as regards pay, leave, pension and other service conditions.
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8.26

Mounted Training
The Mounted police should be trained:

a. to ride and handle the horse in a proper manner,
b. to learn sword exercise both on horseback and on foot,
c. to mount, form in line, form files, wheel, form on a front, and salute with and
without swords,
d. to saddle, unsaddle and groom a horse thoroughly,
e. to keep the horse in a good condition, well-groomed and smart, and to maintain the
uniform, arms and accoutrements clean and serviceable,
f. to learn the skills to use the horse during riot drill and in border area patrols.
8.27

Remounts
Remounts are purchased when the horses become unserviceable due to age or illness
or any other unfit conditions. If a horse becomes unserviceable or deteriorates or
dies due to negligence of a mounted police men the concerned person may be held
responsible for this and suitable departmental proceeding can be initiated against
him or compensation for the loss may be recovered from him. The horses which
have become unserviceable due to age or illness or any other cause will be cast and
sold and the proceeds will be credited to the Government fund.

8.28

Casting
Before a horse is cast, a committee consisting of the Commandant, a GO and a
Veterinary Officer will be constituted to examine the unfitness of the concerned
horse for further service. The report by the committee should be submitted to the
competent authority for necessary action in the matter.

8.29

Care of the horses
Horses must be properly fed and kept in good condition. They should be regularly
shod, at least once in a month. They should be groomed in the morning and in the
evening. The instructions issued for the maintenance and upkeep of the horses
from time to time should be strictly followed for keeping the horses in healthy
and fit condition. If a sawar neglects a horse, he should be departmentally dealt
with and even compensation of the loss can be made from him. The scale of feed
and timing for daily feeding should be strictly observed as per the norms and
instructions issued in this regard.
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8.30

Hiring of Horses
The sawar and horses, when not required for duty may, with the permission of the
ADGP/IGP, Armed Police be deputed for other duties on the basis of prescribed
scale of fees and charges. The revenue so collected can be utilized for the welfare
of mounted police and maintenance of the horses and facilities thereof.
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Chapter 9

Home Guards & Civil Defence
9.1

Introduction
There are a number of organizations, which are headed and staffed by police
officers of various ranks, but are not an integral part of the main police system.
They, of course, support and supplement the working and functioning of the
police organization. Home Guards and Civil Defence Department is one of such
organization of police. The Home Guards Organisation is intended to provide trained
volunteers to serve as an auxiliary to the police and assist in maintaining internal
security. During any kind of emergency to help, assist, supplement and handle
essential services like electricity, transport, fire services, water works, nursing
and first aid, pioneer and engineer groups etc. through its functional units. Home
guards will perform the duties and tasks assigned by the organization to which
they are deputed and are subject to all responsibilities and obligations attached to
that post or duty. They will exercise the powers and enjoy the protections attached
to the organization by which they are employed.

9.2

Composition
The HG organization consists of volunteers who are called Home Guards. All
volunteers with prescribed qualifications are given initial training of such nature
and durations as laid down. The membership of Home Guards organization is open
to all fit persons, whether employed or unemployed possessing such qualifications,
physical, age & educational as may be laid down by the government from time
to time. The employers, whether Government or private, have instructions to
relieve the employees who are home guards, when they are drafted for any duty
with full pay. Besides their normal pay, they are entitled, for the period they are
employed on any duty as home guards, for such remuneration as prescribed by the
Government from time to time. Membership of the Home Guards organization is
not an employment, but is a volunteer service. They receive training during normal
time and their services are placed at the disposal of the Nation during the hour of
need in peace or wartime. While discharging the duty as home guards, they are
deemed to be public servants as defined both in the Indian Penal Code and the
Prevention of Corruption Act. The home guards organization has two categories.
The first category consists of the volunteers, who work only occasionally, whether
employed or unemployed, and work during emergencies, and the second category
is of the permanent employees of the HG organisation.
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9.3

Command, Control and Administration

(1)

The control, administration and deployment of home guards throughout the
State shall vest with Director General of Police (DGP) who is designated as the
Commandant General of Home Guards. The Addl. or Inspector General of Police,
Home Guards is designated as Additional Commandant General, Home Guards.
The SSP/SP HG is designated as the Deputy Commandant General, Home Guards
for the State. The SP Home Guards is assisted by one senior staff officer of the
rank of Dy. Superintendent of Police and other junior staff officers of the rank
of Inspector of Police and other staff at the state level. The other staff, vehicles,
equipment, uniform and other accoutrements shall be as per scale laid down.

(2)

The civilian office holders of the rank of Additional Commandant and above when
appointed will have powers of supervision of work of Home Guards who are
deployed on duties and assist the Commandant and Deputy Commandant General
in maintaining discipline, skills and satisfactory performance of duties. They are
to be associated with all the activities of Home Guards. Only those who attend the
parades regularly or other duties should be chosen and appointed to those posts
by the Commandant General. The ranks are purely honorary and do not carry any
salary or perks except the remuneration permissible. They shall be eligible for
TA and DA if called upon to perform duties, at the rate admissible to those of the
corresponding ranks drawn from police or the posts in which they are employed,
whichever is advantageous. They should be provided with office accommodation
in the office of Commandant Home Guards and at the State level in the office of
the Commandant General.

(3)

A Code of Conduct for rendering public service honestly, impartially and with
competence, binds every member of the home guard and to conduct himself in a
disciplined manner respecting and complying with the rules and regulations of the
organization to which he is deputed. The officers of the police who are in charge
of home guards and the civilians who hold ranks in the home guards organization
should treat the home guards as volunteers and not as subordinates. They should
maintain discipline in the organization, keep the home guards fully trained, guide
and supervise them in the performance of the assigned tasks.

(4)

A home guard is bound to serve anywhere in the state for a minimum period of
3 years and eligible for extension of service up to the age of 60 years if he is
willing. In emergency a Home Guard may, however, be drafted for special duties
outside the State. The Dy. Commandant General, Home Guards may for good and
sufficient reasons accept the resignation of a home guard or discharge him at any
time before the expiry of the term. An appeal is however permissible in case of
discharge to the Addl. Commandant General or Commandant General.
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(5)

The Dy. Commandant General and those officers superior to him are empowered
to suspend or remove or impose a fine not exceeding a sum prescribed as daily
allowance on any home guard under his control for neglect or refusal to discharge
the duties and responsibilities entrusted to him or fails to obey any lawful order.
An appeal against any such order lies to the Commandant General or the State
Government within a period of 2 months.

(6)

Refusal to perform a duty assigned or desertion from the duty for any reason
without proper intimation may entail action as per the laws governing the
organization to which he is deputed. The Home Guards should function as per the
orders of the officers of the department to which they are attached and in case of
police department they should work as per the orders of the officers of the rank of
Sub-Inspector and above to whom they are attached. Sanction of the competent
authority, as prescribed for constables in the Sikkim Police, shall be necessary for
the prosecution of any home guard in the Sikkim Police in a Court of Law for any
act done in the discharge of his official duties.

(7)

Members of the home guards are not disqualified from being members of
local bodies. The service in home guards is not an office of profit and is not a
disqualification for contesting and being elected to any of the local bodies
including the State Legislature. It should be noted that this does not apply to those
home guards who are regularly employed with the Government and are serving as
Home Guards.

9.4

Powers and Functions of Supervisory Officers

(1)

Dy. Commandant General, Home Guards

• Enrollment and training
• Deployment as per need
• Supervision, guidance and disciplinary control
• Weeding out of absentee home guards
• Ensure that the strength of home guards of the Unit is always kept full maintaining
due proportion between employee volunteers and others
• Liaison with the organizations utilizing the services of home guards and briefing
them on the capabilities of those deployed as also the treatment expected of them
in dealing with the home guards.
• Prompt payment of remuneration and other allowances due to each home guard
or officer
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• Control, supervision and direction of the police officers earmarked for training and
deployment of the home guards.
• All correspondence, registers, accounts, stores and other matters connected with
the home guards should be done under his supervision
• He should report to the ADGP/IGP, Home Guards on all matters concerning home
guards organization and keep him fully informed and work under his direction.
(2)

Additional/Deputy Superintendent of Police
a. One Addl./Deputy Superintendent of Police or more are posted on a full time
basis as per need to look after matters connected with the home guards of the
Unit. The DSP will assist the Dy. Commandant General and be responsible for
the work of enrollment, training, deployment and other matters including office
administration. He should supervise the work of Inspectors and other staff posted
under him for training of the Home Guards. He should ensure that the training is
imparted according to the course content finalized by the Commandant General.
b. The Dy. Commandant General, Home Guards should maintain a register, which
should reflect the full particulars of each home guard including his skills and the
special training, which has been imparted to him as well as the departments where he
would be useful. This register should be updated from time to time. He should assess
the requirements in emergencies of various essential services and ensure that a proper
proportion in each skill is maintained on the roles of the home guards organization.

9.5

Strength, Enrollment and Training

(1)

The strength of Home Guards shall be as determined by the Government from
time to time. The relative strength of the two categories also shall be as determined
by the Government. However, since part of the cost of Home Guards is borne
by the Government of India, they have allotted certain practical targets for the
home guards in each state. The Addl. Comm. General, Home Guards should in
consultation with the Unit officers assess the practical needs of the State in the light
of the situations that have to be faced and forward proposals for enhancement of
the strength after approval by the Director General of Police and the Commandant
General of Home Guards.

(2)

The Home Guards is a voluntary organization and almost all ranks up to company
level are volunteers. A small number of full time paid staff for training, command
and control is authorized at city/town, district and state levels. After completion
of their prescribed tenure they are eligible for re-enrolment. Retention of home
guards over a long period erodes the voluntary character of the organization. As
far as possible unemployed persons should not be retained as home guards over a
long period so as to preserve the voluntary character of the organization.
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(3)

A Committee consisting of Addl. Commandant General, the Dy. Commandant
General and the other members to be nominated by the Commandant General will
enroll the home guards. They are trained by police officers at the designated training
centres or any of the other training institutions where facilities are available. The
training will be of 45 to 60 days duration in PT, traffic control, elementary foot and
arms drill and other modules consisting of work in police, electricity, transport,
communications, fire fighting, search & rescue, medical and health, civil defence
and such other essential services as may be prescribed for the functional units. In
every district and city Home Guards should have adequate number of functional
units based on an assessment of requirement in emergencies.

(4)

The eligibility for recruitment as a home guard is following:

•

Should be a citizen of India and permanent resident of Sikkim.

•

He or she should have completed 18 years on the date of enrolment.

•

Those who are above 50 years are not eligible

•

He/she should have passed Class X. The qualification may be increased by the
State Government at its discretion.

•

He should have the minimum physical qualifications prescribed for appointment
as constable in the Sikkim Police.

•

Should be of satisfactory character and antecedents. While verifying the character
and antecedents the criteria to be adopted should be such that persons belonging
to or associated with any objectionable activity or programme should be
considered undesirable for enrolment. The objectionable activities consist of those
organizations which are unlawful, aimed at subversion of the Constitution, violent
activity, promoting enmity on grounds of religion, caste etc. and those prejudicial
to sovereignty, integrity and security of India.

•

Should be medically fit.

(5)

The Committee will do the recruitment preferably on an annual basis. The
recruitment procedure is not similar to the normal procedures of recruitment for
Government employment. Since the home guards service is of a voluntary nature
and persons who are capable of handling certain specialist jobs and operations are
required to be enrolled, the SP should give wide publicity to various Government
and private organizations to sponsor volunteers from different trades and levels,
working in their organizations. The departments, which directly run essential
services, need not be approached. Regarding persons who are not employed
anywhere suitable announcement locally may be made so that volunteers may
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approach the designated officer for enrollment. The Commandant home guards
should maintain a list of persons who approach them for enrollment and call them
whenever vacancies are to be filled. Every announcement made should clearly
indicate that it is a voluntary service and not an employment.
(6)

9.6

The volunteers enrolled are trained for 45 to 60 days initially. The course content
of the induction training shall be as determined by the Commandant General Home
Guards. It shall specifically include physical training, elementary drill including
arms drill and other subjects, which would be necessary for the discharge of allotted
duties. The training in special skills of different categories for functional units
should be arranged with those institutions or establishments on a continuous basis.
The attendance at weekly parades is also intended to update the home guards and
should not be confined only to exercises and drill. The venue for initial training
will be the Police Training Centre, Yangang or the SAP Camp, Pangthang. The
training of trainers and orientation courses for various honorary rank holders and
officers of the organization shall be organized and run on the lines indicated in the
compendium on trainings compiled by the Police Training Centre.
Utilization of Home Guards in Police Department

(1)

Home guards are deployed on a large scale in the police department for assistance
in various duties that the police is called upon to perform. The deployment of home
guards in police is usually for a long duration and hence the number mostly consists
of the unemployed volunteers. In fact these volunteers consider the remuneration
that they receive for the service as a source of employment even though it is not an
appointment in the service of the police. The following guidelines and directions
are issued for compliance in the matter of deployment and utilization of home
guards in the police department.

(2)

The home guards may be utilized as guards, station watch, assistance to station
writer, in bandobust of fairs and festivals, traffic regulation, patrolling etc. Those
home guards who are utilized for these duties, if not accompanied or commanded
or authorized in writing by police officers will not derive any of the police powers
unless they are appointed as special police officers or additional police officers
in terms of the relevant provisions of the Police Act. The Unit officers should be
aware of this and take action suitably to ensure that the home guards if deployed
on their own, do not suffer from this handicap in dealing with the task, which is
assigned to them.

(3)

When deployed on any of the duties as indicated above, they should be treated in
the same manner as any other police officer and should be given all facilities that
they are entitled. No deployment of home guards on the above duties should be
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done unless they are properly trained. The initial training of 45 to 60 days is not
adequate for deploying them on regular police duties. Hence, whenever such duties
are to be performed, particularly those relating to guards, dealing with agitations
or bandobusts, an orientation course should be conducted before deployment
apart from briefing.
(4)

Firearms should be issued, only after they have gone through the training and firing
practice in that weapon prescribed for a Civil Police Constable. No deployment
for mob dispersal duty should be made unless they have been trained even for
a short duration, in mob control and lathi drill and briefed on the implication of
use of force and the need for use of minimum force and also about the right of
private defence. It is not desirable to utilize home guards for such purposes as
far as possible.

(5)

The observation and picket duties and assistance in patrolling are the proper methods
of utilization of home guards. Trained drivers in the home guards organization
may be utilized for driving of police vehicles. Similarly the home guards who are
trained in wireless communication sets may be utilized to man the control room as
also the mobiles which carry police parties.

(6)

They should not be utilized for any menial duties. Arrangements for feeding and
transport at Government cost should be made for the Home Guards along with the
Police while being deployed on police duty for bandobust.

(7)

Women home guards should be utilized for searches and other occasions when the
presence of women is necessary or mandatory. They may also be utilized to guard
women prisoners in custody or escorting women prisoners or search or frisking
women. While escorting there should be at least one regular police man or police
woman with the home guards. The uniform and other dress articles should be
provided without delay. The officers in charge should inspect and make sure that
the supply of uniform and distribution is done regularly.

(8)

Home guards should not be utilized for investigation duty. They should also not
be utilized to assist in the maintenance of police registers. They may however,
if trained or have the skill of typewriting or shorthand or computer handling, be
utilized for assisting in the maintenance of records or drafting of reports by officers
occasionally and not as a substitute for the ministerial establishment. It should be
remembered that clerical jobs are not part of essential service and do not strictly
come within the purview of police duties. It should be ensured that it is only to
assist in police duties that the home guards should be deployed in the department
and not for those duties for which the police officers themselves are not employed.
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9.7

Fixation of the Strength of Home Guards of each Unit

(1)

The Government from time to time fixes the strength of home guards. The Dy.
Commandant General in consultation with the requisitioning departments
and proposals sent to the Government should make the assessment as to the
actual need for home guards in each unit. The needs of each department and
the nature of emergency that arises normally, the number required to maintain
minimum level of service should be prepared in consultation with the concerned
department and approval obtained from the Commandant General. For example,
in respect of electricity, the services required to maintain the supply in times of
strikes or emergencies which cause breakdown of supply, the exact number of
skilled and trained persons needed for the assistance of the Technical Managers
should be assessed. Similar assessment for other departments including police
should be made.

(2)

The duration of emergencies, their frequency, the exact positions to be manned
should be a relevant factor. The nature of natural calamities and other disasters
particularly those occurring frequently like floods, cyclones, earthquake, landslides
and fire in a particular area should be one of the factors in determining the strength.

(3)

The entire strength of home guards is not intended to be deployed all the time.
Based on the above considerations the average man-hours should be calculated
and a figure arrived at.

9.8

Awards and Recognition
The members of the organisation are eligible for President’s Home Guards and
Civil Defence Medal and Home Guards and Civil Defence Medal for conspicuous
acts of gallantry, outstanding devotion to duty and distinguished/meritorious
service. They are also eligible for cash awards individually or collectively for
conspicuously good work or for a work of outstanding nature in saving life,
protection of property, assistance in maintenance of law and order, devotion to
duty and for any other purpose which furthers the aims and objective of the Home
Guards. The Commandant General and the Deputy Commandant General, Home
Guards are authorized to grant cash rewards upto the levels authorized to them for
constables in the Police. The complete citation indicating the reasons for which the
award is granted shall be given in the order.

9.9
(1)
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Civil Defence
Civil defence is to be organized as integral part of the defence of the country. It is
an organization intended to prepare the people and build up an organization which
can take care of the civil defence before, during and after enemy attacks either by
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land, air or sea and undertake measures for disaster management before, during or
after the disaster. Aims of the civil defence are to save life, to minimize damage
to property, to maintain continuity of production and keep up the morale of the
public. The civil defence arrangements should be confined to selected places, vital
plants and installations that should be reviewed from time to time. Civil Defence is
to be organized primarily on a voluntary basis and should plan out such measures
as are necessary. The Civil Defence Act 1968 provides for the formation of Civil
Defence Corps and for making rules and regulations. The Act provides legal
status for all measures connected with civil defence. The rules and regulations
framed under the Act along with the amendments should be thoroughly read and
understood by the Unit Officers.
(2)

At the State level there is a Director of Civil Defence, generally the DGP, who is
assisted in the civil defence matters by the SP, Home Guards and Civil Defence
and such other staff as may be necessary. The Home Guards organization is
complementary to the civil defence organisation. The District Magistrate in the
districts are responsible for implementing civil defence programmes in the districts.
The deputy controllers are provided on a full time basis for this work in the city
and in the district. The organization, functioning and the schemes to be prepared
and implemented, the transport, equipment, training etc. are covered in detail in
the compendium of instructions on civil defence published by the Government
of India, Ministry of Home Affairs, by the Directorate General, Civil Defence in
2007. The instructions are communicated from time to time to all the officers.

(3)

The training programme of the police officers of all levels should include the
subjects of civil defence and home guards in the induction courses. The Addl.
Commandant General, Home Guards should ensure that these modules are
incorporated in the course content of training in all the Training Institutions. The
police officers in the field at various levels should actively associate in planning
and implementation of the civil defence measures as also in inculcating awareness
about civil defence programmes in the course of their normal duties.

9.10

Formation of Association in Home Guards Organisation
The same approach as in the Police is to be followed in respect of Home Guards
as they deal with services relating to security, saving of human lives etc. and no
recognition should be given to any Home Guards association.
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9.11

Resignation

(1)

A member of Home Guards may resign his office by submitting an application in
writing addressed to the Dy. Commandant General.

(2)

The resignation shall not take effect unless the Commandant General or the Addl.
Commandant General accepts the resignation and intimation to this effect is given
to the applicant. Failure to report for duty without previous permission of the
calling authority or information of his inability to attend the duty on the plea that
a letter of resignation has been submitted will amount to absence from duty.

(3)

The Addl. Commandant General shall forward the resignation with his remarks to
the appointing authority in the case of officers.

9.12
(1)

Discharge
As per the terms and condition of service of the members of Home Guards their
active service period is three years.
Provided that the Commandant General or the Addl. Commandant General may
discharge a Home Guard earlier on any one of the following grounds namely :

(a) physical unfitness;
(b) attainment of age of 60 years;
(c) for committing an act detrimental and prejudicial to good order, welfare and
discipline of the Home Gaurds;
(d) at his own request with due notice.
(2)

Home Guard shall be transferred to the reserve for a period of three years after
completion of the original appointment of three years. While in reserve, the Home
Guard shall be liable to be called out for duty at any time if the exigencies of the
service so require.

(3)

Every Home Guard discharged under sub-rule (1) shall receive from the appointing
authority a discharge certificate in the prescribed form.

9.13
(1)
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Welfare and benevolent fund for Home Guards
The State Government may institute a Home Guards Welfare & Benevolent Fund
by issue of a Notification in this regard on the basis of authorized strength at rates
per Home Guard for which a matching grant is given by the Central Government.
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Initially 100% of the grant is to be provided by the State Government and thereafter
claim reimbursement of the 50% share from the Central Government. The rules for
administration of the fund shall be framed by the Commandant General with the
approval of the State government on the pattern of the model rules prescribed by
the Ministry of Home Affairs, Govt. of India in this regard.
(2)

Home Guard volunteers who suffer death or permanent disability during training/
duty are to be provided death/disability benefits on the same basis as applicable
to the police personnel engaged in similar operations. The payment in respect
of death-cum-injury benefits is to be made by the agency for which the Home
Guards are working. An amount of Rs. 5000/- may be sanctioned as ex-gratia
grant for funeral expenses in case of death. A group insurance scheme to cover
death-cum-injury may also be implemented by the department with approval of
the Government on the lines of the scheme already in existence for the police
personnel. A quota has been provided for the Home Guards who have completed
three years service for recruitment in the rank of Constable in the State Police.
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Chapter 10

Planning & Modernisation Branch
10.1

Introduction
This is a newly created Branch entrusted with the responsibility of planning,
implementation and monitoring of various activities undertaken by the Police
department, in particular under the Central and State Schemes like MPF, BADP,
Finance Commission Grants etc. for the modernization of the State Police Force.

10.2

Organisation
The Branch is headed by an officer of the rank of ADGP/IGP, Plg. & Mdn assisted
by a SP, and as many Inspectors and Sub Inspectors and other ranks and technical
experts as necessary. The head of the Accounts Section in the PHQ shall render
all necessary assistance to the ADGP, Plg. & Mdn. for the proper discharge of the
functions as specified below for the branch.

10.3

Functions

(1)

Preparation of five year perspective plans and annual plans for the modernization
of the State Police force in consultation with all branches of the department with
the objective of enhancing the professional competence and efficient management
of the Sikkim Police. These plans shall cover mobility, weaponry, communication,
training, forensic infrastructure, anti-riot equipment & protective gears, official
and residential accommodation and any other subject which may have a qualitative
bearing on policing.

(2)

Keeping abreast of the technical advances and latest equipment being used by other
State Police Organisations in the country or abroad and assessing the suitability
or otherwise of such equipment and technologies by the State Police. These may
include new products, arms & ammunition, riot control equipment, traffic control
equipment, police transport, scientific and electronic equipment useful for and in
investigation or other policing tasks, pre-fabricated structures for barracks/OPs etc.

(3)

Liaising and coordinating with the Bureau of Police Research and Development of
Government of India, the academia, reputed scientific organizations, institutions
and laboratories and private sector undertakings on relevant matters.

(4)

Studying specific and developing problems of policing in the State with the
objective of evolving solutions and remedial measures.
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(5)

Examining the prevalent system of policing and suggesting structural, institutional,
and other changes that need to be introduced in the Police to make its functioning
more efficient and responsive; and concurrently evaluating and documenting the
impact of modernization and training policies of the State Police and reporting its
findings to the Director General of Police and the State Government.

(6)

Coordination with the funding agencies at the Central and State level in respect of
matters dealt with by the branch.

(7)

Timely submission of proposals in the prescribed formats for grants under the
MPF scheme, FC award, BADP and the Central and State Plans.

(8)

Maintain and ensure maintenance by the various branches upto-date records in the
prescribed format (Form No. 30) as per the laid down guidelines of all the assets
created out of the funds provided under the various Central and State Schemes.
Separate Stock Register will be maintained for the Central and State schemes as
also a separate ‘Vehicles Register’ for all vehicles purchased under the Central
Government funds.

(9)

Identification, shortlisting and finalizing of equipment for procurement under the
various Central/State schemes as per the prescribed financial norms.

(10) Monitoring and submission of status/progress reports, covering financial and
physical achievements in respect of the projects being implemented and ensure
that utilization certificates are issued in time.
(11) Timely settlement of audit queries relating to the branch.
(12) Any other work relating to Research, Planning & Modernisation of the State Police
that may be assigned by the DGP or the State Government.
10.4

Powers, Duties and Responsibilities of ADGP/IGP, Plg. & Modernisation

(1)

He shall ensure that all above functions of the branch are carried out effectively
and promptly.

(2)

In carrying out the above responsibilities he may take inputs from any branch/
unit and it shall be the responsibility of the head of said branch/unit to supply all
information as asked for in time.
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Chapter 11

Training Branch
11.1

Introduction
Training is an important instrument of human resources development. At the
police headquarters the training branch is headed by an officer of the rank of
ADGP/IGP who is assisted by required strength of SP, DySPs, PIs and subordinate
police personnel and the non-executive staff. The branch attends to various facets,
functions and logistics pertaining to all types of police training activities.

11.2		

Functions of the training branch :

(1)

Command, control, regulate, oversee and supervise all training activities and
training institutions of the Police in the State.

(2)

Ensure fulfillment and attainment of the aims, objectives, goals and targets of
police training.

(3)

Improve the infrastructure and training facilities of the police training institutions.

(4)

Provide dynamism, speed, goal direction and contemporary relevance to the
training activities for bringing about requisite professionalism and competence in
the police personnel of all ranks.

(5)

Prepare the police trainees for the attainment and realization of the Mission
Statement and Vision Statement of the police organization.

(6)

Conduct quality audit of the training activities.

(7)

Ensure training worthiness of all police training institutions by enabling them to
maintain the requisite standards with regard to competence of the police trainers,
relevance of training methodology and appropriateness of the feedback and follow
up mechanisms.

(8)

Maintain record of training institutions for the police in the country, the courses
conducted by them and the annual schedule of such training courses.

(9)

Maintain record of trainings undergone by all SI & above level officers and of the
subordinate ranks posted in specialized units.

(10)

Earmark officers and men for training courses within and outside the State preferably
on an annual basis keeping in view the essential and non-essential training courses
and the training courses already undergone. Special Branch should be consulted in
respect of training courses on intelligence/VIP security and the concerned branch/
battalion head in respect of training of personnel for specialized units.
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(11)

Coordinate on all matters relating to training, including trainings abroad.

(12)

Research and analysis and providing advice to the DGP on matters relating to
policing for improving the efficiency of the police service.

11.3

Objectives of Police Training

(1)

The objectives of police training as a whole should be the following:

a) To prepare professionally sound and operationally competent policemen of
various ranks.
b) To develop physical fitness and competence for handling various police equipment
and weapons.
c) To create an adequate level of awareness in the trainee participants, about their
roles, responsibilities and duties, along with the requisite responsiveness and
accountability expected from the policemen working in a democratic society.
d) To instill sound knowledge about law and procedure, so as to equip the trainees to
handle their various tasks of order maintenance and crime management.
e) To evolve requisite professional skills, so very essential to perform their roles in a
democratic and free society.
f) To develop requisite attitudes, norms and values in the police trainees.
g) To foster loyalty to the Constitution, commitment to the aspirations of the nation,
the concept of an egalitarian society, and the need for national integration.
h) To create an awareness in the policemen that they are friends of the people and
they can win the confidence and cooperation of the community only with service
orientation and by respecting the needs, demands and rights of the people.
11.4

Duties & Responsibilities of Addl. DGP/IGP/DIGP – Training

(1)

Evolve with the approval of the DGP and the State Government a Training-cumEducation Policy for the Police in accordance with the provisions of the Police
Act, keeping in view the current and anticipated requirements of policing. The
policy will, as far as possible, take into account any guidelines in respect of Police
training as may be issued by the Union and the State Government from time to time.
The training policy shall aim at achieving the objectives of imparting knowledge
in Police subjects, developing professional skills, inculcating the right attitudes,
and promoting Constitutional and ethical values among Police personnel.

(2)

He is responsible for arranging the basic training on induction of all recruits of Police
department and in service, including on-job training programmes for the department.
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(3)

It shall be his duty to keep the police personnel in a high state of efficiency by
devising appropriate, relevant and effective training programs including on the
job training.

(4)

The designing, up-dating and running of on-job training and other courses by
effective use of institutional as well as distant education concept shall be done
by the concerned with his approval. It shall be his responsibility to guide and
ensure sound methodology. He should undertake a constant review of training
procedures to keep them update. He shall ensure the use of latest equipment and
aids to training. He shall report to the DGP and keep him informed of all matters
relating to the state of training.

(5)

For achieving the objectives of police training he shall cause to be prepared a
Manual of Training containing detailed instructions, duration and content of the
various courses conducted at the training centre, method of testing and conduct
of examinations, campus discipline, maintenance of records relating to training,
compilation and publication of reading material, lesson plans on each course in
English & Nepali, development and use of training aids etc. He shall ensure that
the functioning of the centre is in accordance with the Sikkim Police Training
Manual as approved by the Government. Any amendments to the training manual
shall be taken up by the Addl. DGP/Training with the approval of the Director
General of Police or the Government as the case may be.

(6)

He shall exercise such powers as are delegated to him and take all decisions by
obtaining DGP’s approval wherever necessary.

(7)

He shall inspect Police Training Centre every year. The testing and examination
procedures, framing of correct syllabi, preparation of lesson plans, preparation,
printing and distribution of reading material, textbooks, other literature and training
aids in the nature of slides, videotapes shall be done and constantly monitored by
the Police Training Centre.

(8)

The deputation of officers for training outside the State and country should
be routed through him to the DGP for approval by the competent authority.
Proposal for training of officers within the State shall also be routed through
him for approval of the DGP. He shall maintain liaison with BPR&D and other
advanced training Institutions.

11.5

Police Training Centres
The State has one police training centre at Yangang, South Sikkim. In addition,
the Armed Police headquarters at Pangthang also conducts basic training for
constables recruited to Armed Police. The basic training of Sub Inspectors and
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Deputy SP rank officers is conducted at the North East Police Academy or the
training institution of Punjab Police. Specialized training for the needs of various
police units like traffic, wireless, special branch, commando training etc. are
conducted at the specialized training centres of the Central Government.
11.6
(1)
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)
(2)
(a)
(b)
(c)
(d)
11.7
(1)

Nature of Police Training
The police training is basically divided into two categories, indoor training and
outdoor training. The indoor training is inclusive of various subjects like :
Law and procedure
Indian Constitution, major, minor and special acts
Human behaviour, police behaviour, protection of human rights and the rights of
minority groups, SC, ST, backward classes, women and children
Investigation, prevention and detection of crimes and criminology
Scientific aids to investigation and role of forensic science and FSLs in the
police working
Organisation and functional framework and role of state police organization
and CPOs
Rules and Regulations of various types relevant for the police personnel
Order maintenance and regulation of various law and order related activities
Maintenance of internal security and handling of various security and safety
related issues
Handling of natural calamities and disaster management
VIP security and protection of vital installations
Perform various democratic duties and maintenance of effective and efficient
public service delivery system
The outdoor police training is inclusive of subjects like:
Physical fitness and unarmed combat with offence and defense techniques
Drill with and without arms
Weapon training and mob dispersal
Equitation and equestrian skills (mounted police)
Types of Training Courses
The police training schools conduct the following courses for the various ranks:

A. Basic training courses for directly recruited Constables, Sub-inspectors and DySPs.
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B. In addition to these foundational courses for civil police and armed police, shortterm orientation courses as part of the foundational training are conducted for
the personnel of communication, mounted police, Armourers and MT staff of the
Police Department. The period of basic training for Dy. SP and SIs is about one
year, for constables 9 months and followers 6 months. The period of training for
those in technical/specialized wings is as prescribed by the concerned Central
Govt. police institutions.
C. In addition to the foundational and basic training courses, refresher and promotion
courses for HCs, ASIs, SIs are organized by the police training centre. The duration
of these courses varies from 1 to 3 months.
D. The State Police Training Centre may also conduct various courses for other
departments and other state police organization subject to availability of seats as
part of police capacity building measures.
E. In addition to the above in house police trainings, officers and men are sent for
training to various police training centres of the country. Nominations for officers
are made for training outside the State and also for vertical interaction courses and
foreign training by the training branch.
11.8

Infrastructure Facilities, Training Aids and Equipment and Training 		
Support Services

(1)

On the basis of the strength of each rank in the police department and the requirement
of various types of training to the personnel of each rank, intake capacity of the
training centre has to be fixed for ensuring quality and requisite standard of the
training efforts and inputs.

(2)

The infrastructure and training support facilities pertaining to indoor and outdoor
training activities should also be in accordance with the parameters and norms
recommended for the purpose.

11.9		

Trainers of Police Training Centre

(1)

The teachers, trainers, counselors and facilitators play a vital and significant
role in the training process and execution of training activities. The quality
of the trainer is greatly responsible for the success and impact of the training
activities. The trainer, for any police training school, should therefore be
selected with great caution and care.

(2)

Outsourcing of police training is also a means to improve the police training and
should be adopted by the Training branch.
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11.10 Training Curriculum, Syllabus & Methodology
Police training curriculum, syllabus, course design and course content are basis
to the success of any training activity. This should be devised with great care and
updated on annual basis as per contemporary & future police and community
needs. A training methodology should be effective and interesting and traditional
and routine methods should be replaced by modern training techniques with liberal
use of audio-visual aids. Computer teaching and learning should be integral part
of police training.
11.11 Feedback and Follow up Methods
There should be a regular feedback of training processes by means of intermittent
and terminal examination and feedbacks from the trainees and the corresponding
corrective measures shall be introduced to bring about the required improvement.
11.12		 Police Research Unit
(1)

Research and Analysis are two important parameters for ensuring dynamism and
continuous process of modernization in the police. In order to do so a research
and development cell will be located in the police training office at the Police
headquarters for undertaking survey and trainings and providing advice and
guidance to the Director General of Police and the State Govt. on matters relating
to policing and improving the efficiency of the police service. The cell should
have tie up with various academic institutions and maintain close contact with the
BPR&D and NPA.

(2)

These research units should handle and analyze various problems concerning the
State police organisation. They should endeavor to stimulate ideas, indicate new
projects, study new factors, which have bearing on the overall policing and should
also act as a clearing house of information based on the results of various research
activities undertaken by them and the other research units.

(3)

The research unit should collect information of interest to police and analyze that
for dissemination of conclusions for bringing about improvement in the various
spheres of police working.
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Chapter 12

Communication & Computer Branch
12.1

Introduction
Communication is said to be the lifeblood of any organization. It is more so
with regard to an organization like police, which has to deal with innumerable
situations of predictable and unpredictable nature. The communication system
of such an organization has to be effective, efficient, dynamic, quick and clear.
The traditional mode of police communication is known as wireless system. This
traditional mode, in due course of time, obtained a new dimension in the form
of telecommunication, and today, this system consists of a variety of modes and
methods used for receiving and sending messages, in addition to the traditional
communication methods. With the increasing use of computers in data transfer this
branch has assumed great importance.

12.2

Objective
In order to facilitate quick communication among various police officers and the
police units of the State, as also with the similar units of other States, through the
inter-state police network and internet, a system of communication is set up at the
level of various State Police Organizations and the CPOs. The basic purpose of
such communication system is to handle official messages particularly with regard
to situation pertaining to maintenance of law and order and issues dealing with
prevention, detection and investigation of crimes and other important policing and
official business. It can be used by other government departments for passing on
messages or information of urgent nature. In times of emergency when normal
facilities of communication, such as postal, telegraphic and telephonic systems get
interrupted due to strikes, storms and sabotage, the police wireless system can be
used in the public interest.

12.3

Structure

A. The structure of police telecommunication and wireless system is divided in
two categories: the Headquarter and field formations. The headquarter of police
telecommunication/wireless system is situated at the State capital and is headed
by an officer of the rank of Additional D.G./IGP. At the level of police headquarter
and State control room, experts in computers and communication technology
holding appropriate ranks and officers of the rank of Additional SP/DSP/Inspector/
Sub-Inspector are posted to look after the work of police wireless system as per
the quantum and work load to be handled by each unit.
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B. The computer wing of the branch shall assist the Sikkim Police in all matters
pertaining to Information Technology encompassing hardware, software,
networking and telecommunications. The functions of the Computer Wing are as
detailed below:
(i)
(ii)
(iii)
(iv)
(v)

Maintenance of the Sikkim Police website.
Maintenance of LAN in Police Headquarters.
Payroll Software.
Personal Information System.
Maintaining inventory of the hardware, software and peripherals of all
the branches.
(vi) Identify existing government/departmental processes that can potentially be
re-engineered and automated to increase the efficiency of the delivery system
in the Sikkim Police.
(vii) Function as nodal agency for selection and disposal of computer and peripherals.

12.4

A.
B.
C.
D.
A.

Classification & Type
Police telecommunication and wireless system is classified into the following
four categories:
High Frequency Communication
Very High Frequency Communication
Landline Communication
Electronic, Internet and Cyber Communication
High Frequency Communication
HF Communication is a long distance communication existing between the State
Capital and all the District Hqrs. The main mode of the Communication in this
system is Radio Telephony. This system is being utilized as a standby communication
arrangements. Static HF radios sets, capable of voice communication are established
at each district headquarter and at identified strategic places. These can be shifted
anywhere, temporarily in emergency situation.

B.

Very High Frequency Communication
VHF Communication system is a line of sight Communication provided within
the district. The District Hqrs. is linked with all the Police Stations of the District.
The VHF Mobile Communication is also extended to the Police Officers. All the
Police Stations as well as important Police Outposts in the states are provided with
VHF Communication.
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C.

Landline Communication
State Police Wireless is also coordinating Land Line Communication, on lines
leased from the department of telecommunication, which work round the clock.
Besides Land Line telephonic communication, other modes like telephones,
there are other systems like ECCR Exchanges, Fax Communication, Police
Telephone Exchanges (EPABX), Mobile Telephone Systems are also in use in the
police department.

D.

Electronic, Internet and Cyber Communication
Introduction, adaptation, application and implementation of various
computerization schemes by the police departments has led to the initiation and
popularization of new communication system in the police department, which is
popularly known as the electronic, internet and cyber communication. All units
of the police department have been or are being covered by computer system and
the wide and local area networking system has brought in the system of online
communication in the official working of the police departments. Email, internet,
teleconferencing modes of cyber communication are obtaining popularity in the
police department on account of their specific features like speed, connectivity,
clarity, confidentiality and online communicability of the systems. The police
Telecommunication & Computer branch plays an important and significant role
in the introduction, implementation, maintenance and efficient functioning of this
new set up of computer systems and police communication.

12.5
(1)

Functionaries of the Communication & Computer Branch
The functionaries of the Police Telecommunication & Computer branch hold the
following designation:

A. IGP, Communication & Computers (he can be of the rank of Additional DGP or IGP)
B. Deputy Director/Asstt. Director (he is an expert in computers & communication
technology)
C. Addl. SP
D. DSP
E. Inspector of Police
F. JE/Computers/Programmers
G. Sub- Inspector of Police
H. Assistant Sub-Inspector of Police
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I. Computer Operators
J. Head Constable
K. Constable (WT & GD) – They are also given ranks of Naiks and Lance Naiks after
serving a period of service.
NB:-(i)The technical officers in the branch are on deputation from the Information
Technology Service/Department or in deserving cases may be from other
departments of the Central or State Governments.
(ii) The officers of the rank of SI to constable of the police Telecommunication
& Computer branch work in the various headquarters and field unit such as
communication, electrical, technical, crypto, headquarters and control room.
(iii)In addition to, the police and technical experts the headquarters and other units
of the police Telecommunication & Computer branch have requisite number of
ministerial staff to take care of the regular and routine office work of the branch.
12.6

Powers, Duties and Responsibilities of Various Functionaries

A. Powers, duties and responsibilities of ADGP/IGP, Police Telecommunication &
Computer branch.
(i) He shall be the Branch Head of the Organization and all correspondence shall be
made under his designation. He will exercise the same powers as are exercised
by other branch heads in the Police headquarters and will exercise general
superintendence, command and control over the work of all officers and staff in
the Police Communications & Computer branch.
(ii) He shall be responsible for the effective functioning of the Police communication
system. He shall also be responsible for the control and coordination of the
communication network of the police department.
(iii) He will prepare five year perspective plan regularly updated and annual plans
for improvements in police communication & computerization and submit to the
Director General of Police for approval.
(iv) He will keep the Director General of Police of the state police organization
informed the working of the branch and bring to his notice matters of significance.
B. Powers, duties and responsibilities of Deputy Director/Asstt. Director
(Communication & Computers)
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(i) The Dy. Director/Asst. Director shall be the second in command of the branch
and have jurisdiction throughout the State, in addition to all the sections at
headquarters including City VHF. He shall also look after the routine duties of
IGP, Communication & Computers during his absence on leave, training etc.
(ii) He will exercise general superintendence over the work of all Subordinate Officers
in the Police Communications & Computer branch for efficient management and
up-keep of Radio equipment, computers and maintenance of communication
networks in the State.
((iii) He will ensure timely condemnation of Radio equipment, computers generators and
other major technical items in the Police department as per prescribed procedure.
(iv) He will conduct auctions of condemned articles as per prescribed procedure.
(v) Plan & monitor computerization of functions and records in all branches of
the police and put up quarterly progress reports to the DGP through the IGP,
Communication & Computer Branch.
(vi) He will attend to such other duties as may be assigned by the IGP, Police
Telecommunication & computer branch.
C. Powers, duties and responsibilities of SP/Addl. SP Communication.
(i) The SP (C) shall exercise all administrative and disciplinary powers in accordance
with various rules in respect of his charge.
(ii) He will be head of office of the branch and shall be responsible for supervision
of work of the officers and staff, management and functioning of all Police Radio
stations both HF and VHF, Repeater Stations, Workshops etc. He is also responsible
for ensuring efficient and technical management of the Radio equipment and
communication networks within his jurisdiction. He shall examine and ensure
security of the installation and information handled by the units under his charge.
(iii) He will prepare promotion panel of SIs/ASIs/HCs/Constables who are eligible for
promotion to the next rank as per the procedure laid down in this regard and put up
to the IGP/Communications & Computers.
(iv) He will conducts verification of the stores of Deputy Superintendents of Police
Communications and carry out the test check of stores of Inspector of Police
Communications at the time of Inspection. He will ensure maintenance of personal
files of all non gazetted, executive and ministerial staff of the branch.
(v) Verification of all the Service Rolls/Books under his charge will be done by him on
regular basis.
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(vi) Inspection of the offices of DSP(C) under his jurisdiction will be conducted
once in a year and inspection of the office and workshop of Inspectors of Police
(Communications) and all HF Radio Stations once in 2 years. Visit to all the VHF
Radio Stations under his jurisdiction by rotation will be made once in 3 years.
(vii) He will send monthly and other reports to the IGP, Communications & Computers
as prescribed.
(viii) He would organize and ensure efficient management of communications system
and coordination with local police during all-important occasions like VVIP visits
and other occasions and emergencies and will attend to such other duties assigned
by the IGP from time to time.
D. Duties and responsibilities of DSP communication.
His important duties and responsibilities are:
(i)

Efficient administration, security of all establishments and information handled
and efficient and smooth functioning of all Communication Networks, Repeater
stations, Radio workshops and Head quarters sections under his charge. He shall
also deal with the Communication irregularities of stations under his charge.

(ii)

Efficient maintenance of equipment in the Radio stations and Head quarters
section under his jurisdiction. He shall also scrutinize the District job extracts
and would dispose them promptly.

(iii)

Supervise the work of Inspectors of Police (Communications) and other staff
working under his jurisdiction.

(iv)

Inspect all HF Radio stations and connected Headquarters VHF Radio stations,
Repeater stations, Radio workshop and Offices of the Inspectors of Police
(Communications) under his jurisdiction once in a year.

(v)

Visit as many VHF stations as possible in his jurisdiction during the
Inspection tours.

(vi)

Physically verify all Government Property and Stores transactions at various
Radio stations and Headquarters section under his jurisdiction during
the Inspections.

(vii) Attend to Stores audit work as ordered by IGP, Police Telecommunication
& computer branch.
(viii) Maintain good liaison with the Local Police Officers and BSNL officials.
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(ix)

Submit prescribed reports to the IGP through the concerned SP and/or Dy.
Director/Asst. Director, Police Communications.

(x)

Ensure that there are no breaches of security in Radio communication.

(xi)

Attend to such other duties as may be assigned by the SP(C), Dy. Director/Asst.
Director, and IGP, Police Telecommunication & Computer branch.

12.7

Duties and Responsibilities of the Inspectors and Sub-Ordinate Executive
Police Officers and communication/computer experts

(1)

The duties and responsibilities of Inspector of Police Communication, technical
wing, stores, State Radio maintenance Centre, mass communication control,
crypto, headquarters, training, planning and development and other inspectors
working under any other designation will be as per the orders and work assignment
detailed by the IGP, Communication & Computer/Dy. Director/AD and SP.

(2)

Duties and responsibilities of the other executive police officers like SIs, ASIs, Head
Constables and Constables serving in the various wings, branches and sections of
police wireless under whatever designation will be in accordance with the order
and description made by the Chief of Police communication and computers and
other officers on the basis of powers delegated to them by him.

12.8

Personnel Management of the Police Telecommunication & Computer branch
In the light of nature, duties, functions and role of the branch, the personnel
parameters like recruitment, training, promotion and other service conditions will
be governed by the various rules, orders, circulars and standing orders specifically
and separately issued by the government and the DGP from time to time. Since
the nature of police wireless organization is of specific, special and technical
nature separate recruitment and promotion rules have been formulated keeping in
view the special requirements of the police wireless operations and functioning.
Likewise, separate training schools and various training courses are prescribed for
them in accordance with the special and technical professional training needs of
the department. Similarly, various other administrative parameters pertaining to
subjects and issues like transfers, inspections etc., should be separately formulated.
Keeping in view the special coordination and regular interaction required to be
maintained with the civil police and other units, specific guidelines in this regard
should be formulated.
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12.9

Message Writing Instructions

(1)

The officers entitled to use Police Communications Network should send only the
messages pertaining to Law & Order, crime prevention, investigation, prosecution
and all connected matters therewith. Messages about natural calamities, accidents
and missing of persons, women or children, dissemination of information or
criminal intelligence also come within the purview of Law & Order, for the
purposes of use of the Radio Grid. The communication staff has instructions
not to accept any messages, which does not relate to the above. A detailed list
of subjects, pertaining to L&O, semi Law & Order etc. on which messages are
to be originated and the exceptional circumstances under which other messages
can be transmitted should be spelt only by the ADGP/IGP, Communication
& Computers.

(2) Radio messages should be treated on a par with telegrams, and messages conveying
information, which could normally go by post, should be avoided. Messages must
be written legibly or type written in the standard police message Form 31. Oral and
casual instructions to operators, for transmitting messages, should be avoided.
(3) Messages should not be communicated by telephone to the operating staff for
transmission over the grid. However, messages may be conveyed over telephone
in case of any emergency followed by a written confirmation.
(4) Normally, each message should be sent in duplicate to the Radio station, one copy
of which will be retained in the Radio station and the other returned to the sender
with acknowledgement. In case of messages addressed to more than one authority
the number of copies required would be the number of nets on which the messages
have to be transmitted plus an office copy to be returned to the sender with
acknowledgement. The officer-in-charge of the Radio station should be consulted
as to the number of copies required for transmission to multiple addressees. This
will avoid delay, in as much as no time would be wasted in the Radio station in
making out copies of the messages for transmission by different nets.
(5) The following instructions should be borne in mind while writing up messages :
a) Address to (TO) : Designation of the official and/or name of the department along
with the name of the Station should be inserted here. If approved abbreviated
addresses are available, they should invariably be used. Titles, prefix or suffix
should not be used.
b) Address for information (INFO) : If the message is also required to be sent to any
authority other than the addressee for information only, the name or designation
of the official or the name of department together with the name of the station
should be inserted in this space. Approved abbreviated addressees, if available
should be used.
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c) Address from (FROM) : Name and/ or Designation of the official or name of the
Department of the originator along with the name of the station should be entered
here. If approved abbreviation is available it should be used.
d) Originator’s Number : The originator should enter his reference number of
the correspondence.
e) Date: The date on which the message is originated should be entered in this space.
The date may be written in figures separated by slashes only for example the 23rd
of March 2002 will be written as 23/03/2002.
f) In Reply to : The reference of the correspondence to which the message is in reply
should be entered in this space. This eliminates use of common preamble in a
letter. Example: “Reference is invited to your No..................” or “With reference
to (abbreviated designation) No...................”.
g) Dated : The Date of reference shown in (f) above namely “IN REPLY TO” should
be entered in this space. It should be written only in figures as mentioned above
under “Date”.
h) Text : Owing to the large volume of traffic handled in a Radio station an
unnecessarily lengthy message may cause delay and hold up other messages in
the grid. It is essential to combine brevity with intelligibility. Before writing a
message, consideration should be given to the contents carefully. The text should
then be couched as briefly as possible in telegraphic language. The use of words
like “Please”, “Kindly”, “Would be grateful” must be eliminated. Omission of
these words in a Radio message does not imply lack of courtesy.
i) The following punctuation signs only must be used : Full stop should be written
within a circle, whether by hand or by type written, e.g. (.). No full stop is required
at the end of the text. While Comma (,); Inverted Commas (“ “); Hyphen (-);
Oblique or Stroke or bar (/); Brackets (); Decimal point (.) and Apostrophe (‘)
should be written in the same way as in ordinary writing. Apart from the above
signs, no punctuation or mathematical signs should be written and care must
be taken to ensure that their omission does not alter the sense of the message.
On no account should the text contain tabular statements, as they cannot be
transmitted by Radio.
j) Priority: If it is desired that a message should be transmitted more expeditiously
than an ordinary message the degree of priority should be entered in this
space. The categories of priority available and their use are given in the
succeeding paragraphs.
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k) Originator’s signature and designation: The originator should affix his signature
and designation in this space signifying that he has approved the contents of the
message including the priority classification, if any, and authorized its transmission
by Radio. Messages not signed by an authorized person will not be accepted for
transmission by Radio.
l) Time of origin (TOO): The time (in figures) at which the originator signs a
message should be inserted in this space. The first two figures indicate the hours
and the next two, the minutes. Thus, five minute past six O’ clock in the morning
is written as 0605. The Abbreviation Hrs., should not be used. In all cases “Time
Of Origin” (TOO) must be entered by the originator.
m) The remaining spaces in the message form are for the use of the wireless staff
only and the Originator should write nothing.
12.10 Bulk SMS
The bulk SMS is used for conveying important information to the concerned
functionaries of the police and the State Government bunched in groups based
on the “need to know”. Such information may pertain to law & order, natural
calamities, disasters, fire incidents, movement of VIPs etc.
12.11 Classification of Messages
(1)

As all Radio transmissions are subject to interception by any person possessing a
receiver, there is no security attached to the transmission of a message by Radio.
Originators must therefore ensure that, if the contents of a message are of classified
nature, the procedure elaborated in the succeeding paragraphs is followed.
Following will be security classifications:

a) Top Secret				

(Top Sec)

b) Secret				

(Secret)

c) Confidential				

(Confd.)

a) Top Secret: Messages containing information of such vital nature that, for reasons
of national security, it must not be disclosed to any one for whom it is not essential
to have knowledge of it for the performance of his duty, and unauthorized disclosure
of which would cause “Exceptionally grave damage to the Nation”. This category
is reserved for the Nation’s closest secrets and is used with great reserve.
b) Secret: Messages, the unauthorized disclosure of which would endanger national
or internal security, cause serious injury to the interests or prestige of the nation
or serious embarrassment to the Government, or would be of concern to a foreign
nation. This classification should be used for highly important matters and is the
highest classification ordinarily used.
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c) Confidential: Messages, the unauthorized disclosure of which, while not
endangering the national security, would be prejudicial to the interests of the
nation, any Government activity or individual or would cause administrative
embarrassment or difficulty. Most matters will on popular analysis be not higher
than “Confidential”.
(2)

All Top Secret/Secret and Confidential messages will have to be encrypted and as
such they should be sent in double envelopes to the signal office/Radio station. The
inner envelope containing the classified message should be properly sealed, and
should invariably be a new one while the outer envelope may bear an economy
slip. The inner envelope should be marked with the Security classification i.e., Top
Secret/Secret/Confidential together with appropriate priority. The outer envelope
should bear only the address of the signal office/Radio station and will not have the
Security classification of the contents marked on it. However, the outer envelope
should clearly indicate that, it is a message for transmission by Police Radio
and should also bear its priority. The Security classification should invariably be
entered at the proper space in the Message form, before it is sealed.

(3)

Two skeleton copies of the message should also be attached to the sealed envelope
containing a classified message. The skeleton copies will contain all details except
the text of the message.

(4)

The person on duty in the Radio station will give a receipt of the message to the
originator on one of the Skeleton copies with ‘Paraphrase warning stamp’ or OTP
stamp. The paraphrase warning stamp makes it incumbent on the originator not to
transmit the message without being paraphrased or to distribute the copies of the same
to any unauthorized person. OTP stamp imposes no such restriction on the Originator.

(5)

A classified message should be sent to the Signal office through dependable
couriers with utmost care and caution.

(6)

While originating a classified message, the Originator has the responsibility
of determining whether a Radiogram is necessary or a letter or other form of
communication would serve the purpose. He should grade the message appropriately.
A Radiogram is given security classification according to the subject matter contained
therein. It must be remembered that over grading of message is as harmful to security
as under grading. Priority should be determined by the subject matter and the time
factor involved in transmission and for action required to be taken by the addressee.
Priority higher than what is absolutely necessary should not be given. Judicious use
of priorities will assist the clearance of really urgent messages in time. The text and
the address should be expressed correctly avoiding verbosity.
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(7)

A Message, which has to be converted into a Cryptogram, has to be edited carefully,
the principles involved being clarity, brevity, accuracy and security. Conversion of
Radiogram into Cryptogram and transmission is a very tedious process. It also
takes considerable time to handle such messages. It is, therefore, imperative that,
only such classified messages should be sent over Police Radio for transmission,
which cannot be cleared by other means of communication. The Originators
should also be prepared for the consequent delays that take place in the process
of encryption/decryption.

12.12 Use of Priorities
(1)

Normally, messages are cleared according to the serial order of their receipt at
a Radio station. However, to ensure faster clearance, the messages are given
priorities (a) CRASH (b) MOST IMMEDIATE (c) IMMEDIATE (d) ORDINARY,
according to the urgency and importance of the message.

(a) Crash: When a message of this priority is received, communication on all
concerned channels is suspended forthwith to clear the message. This priority is
restricted to extreme emergencies and should, therefore, be resorted to, only in
very exceptional circumstances. This priority must be used when interruption of
other urgent traffic is justified. This priority is to be used where the recipient has
to take immediate action to save human lives or to prevent damage to valuable
property or immediate apprehension of criminals. All persons authorized to use the
grid may use this priority- only in very grave emergencies.
(b) Most Immediate: This priority is restricted to messages conveying information or
instructions relating to natural calamities, disturbances, (communal, anti-social and
political), strikes, accidents, riots, murder security measures, criminal information
and important movements of the police, which in the opinion of the Originator,
should reach the addressee immediately.
(c) Immediate: This is restricted to messages conveying important information
relating to law & order and crime for immediate attention and action, for instance,
information regarding probability of strikes, disturbances or any other upheaval,
movements of high Government officials dealing with law & order, political
leaders, agitators and dangerous criminals.
(d) Ordinary: This category is used for messages of routine nature, which do not
come under any of the above categories, but are connected with law & order and
crime, which are urgent enough to justify the use of Radio network.
(2)
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(3)

Only the minimum priority compatible with the circumstances of the case should
be used, and if an officer is authorized to use a particular priority, it does not imply,
he should use that priority in respect of all messages originated by him. Officers
may use higher priorities, which they are not normally permitted in exceptional
cases, if it justifies such use.

(4)

The working schedule of District H.F. link is limited and also the reliability of
communication depends upon the climatic conditions. All officers shall be strictly
instructed not to originate messages on routine matters. All unit officers should see
that there is no mechanical repetition of messages received from DGP or other officers.
They should study the messages and take appropriate action and communicate only
those, which are required to be communicated for the requisite compliance.

12.13 Schedule of Working Hours
The Main Police Communication Network, linking various district headquarters to
the State Police Head quarters works round the clock in three shifts on all days of
the week. The Communication networks linking sub-divisional and Hqrs. police
stations to the concerned District Head Quarters works from 0700 to 2400 Hrs on
hourly schedules on all days of the week. All the Communications Networks will
work extended hours whenever required. They will also work round-the-clock, in
times of emergency.
12.14 Radio Telephony
(1)

All Police Stations and officers up to the rank required may be provided with
VHF communication facility on strict need to have basis for quick exchange of
information related to Law & Order, crime prevention and investigation, extremist
activities and anti-smuggling operations etc., with the following Radio equipment.

A. VHF Static Station: Consists of VHF set, 12V battery, float charger and G.P.
antenna supported by a mast.
B. Mobile Station: Consists of VHF set, 12V battery and a whip antenna
C. Handheld set: Consists of a VHF Transreceiver with Ni-Cd battery and helical antenna.
(2)

The SHO of PS is responsible for the safe custody of the static station equipment.
The officer to whom a mobile station or a hand held set is provided is responsible
for its safe custody. The Inspector of Police Communications is responsible for
accounting and or carrying out repairs of the equipment.

(3)

The working schedule for VHF station is also round the clock in three shifts on all
days of the week.
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(4)

Officers should respond from the mobile/handheld sets whenever they are called.
They should be well conversant with the handling and maintenance of equipment.
They have to ensure daily maintenance of equipment. If any defect is noticed, they
should inform to the Control station as well as Inspector Communications. They
should pursue the matter with Inspector Communications till the technical staff
rectifies the defect.

(5)

Officers provided with Mobile/Handheld VHF sets will ensure that their batteries
are charged and no communication breakdown occurs due to discharged battery.

(6)

Every care should be taken to protect the VHF equipment. In case it is lost or
damaged it should be immediately reported to the concerned PS and the Inspector
Communication at Headquarters.

(7)

Equipment should always be safeguarded from drenching in rainy season.
Untrained and un-authorized persons should not be allowed to handle the set and
the set should be used only for official conversation.

12.15 Radio Telephony Procedure
(1)

While making conversation on radio-telephony one should listen carefully before
transmission and ensure prompt and intelligent reply to the calls while observing
grid discipline and obtain permission from the Control station to contact any other
station in the grid.

(2)

The pressal switch should not be pressed more than one minute and hand set should
not be pulled and the calls should be constructed in the sequence i.e. call sign of
the station called phrase from, and call sign of the station calling phrase. While
transmitting operator should always bear in mind the rhythm, speed, volume and
pitch (RSVP) to ensure maximum intelligibility. Figures and difficult words should
be repeated using phrase I say again. Phonetic alphabets must be used to spell out
a word-using phrase I spell.
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12.16 Record to be maintained
Phonetic Alphabets
A

Alfa

B

Bravo

C

Charlie

D

Delta

E

Echo

F

Foxtrot

G

Golf

H

Hotel

I

India

J

Juliet

K

Kilo

L

Lima

M

Mike

N

November

O

Oscar

P

Papa

Q

Quebec

R

Romeo

S

Sierra

T

Tango

U

Uniform

V

Victor

W

Whisky

X

X-Ray

Y

Yankee

Z

Zulu

Standard Phrases
O.K.

Correct/Agreed

Out

My Transmission Ended

Out To You

Finished With You And No Reply Expected From You

Over

Ended My Transmission And Expect Transmission From You

Report Signals

Report My Signal Strength/Readability

Roger

Message Received.

Wait Out

Wait For Next Transmission To Respond

Wilco

Message Received, Will Be Complied With

1.
2.
3.
4.
5.
6.
7.
8.

Following registers, files, forms and formats are required to be maintained by
various wireless units, particularly the Radio stations.
In and out message registers as per Forms 32 & 33
Gazetted officer’s visiting book
Non-Gazetted Officer’s book
Message Delivery book
Duty roster
Attendance register
History sheets for batteries, battery chargers, clock etc.
List of fixed police radio stations in India (to be kept under lock and key)
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9. Registers for POL, distilled water, kerosene etc.
10. Radio station log as per Form 34
11. Cashbook
12. Government property register and distribution register
13. Casual leave register
14. Communication irregularity register
15. VHF communication breakdown register
16. Orderly Room register
17. Long leave register
18. Stock registers for technical stores, stationery etc.
19. Personal records of operators
20. Distribution register for distilled water
21. Job register
22. Police orders/Circular file
23. Contingent bill book
24. History sheet of all equipment.
25. Any other registers, files and charts as prescribed by the IGP/Communications &
Computers from time to time.
12.17 Other Important Aspects
(1) Some of the other important aspects pertaining to police wireless and
telecommunication system are follows:
A. Location and Protection of Radio Stations.
B. Movements of Radio Stations.
C. Delivery of Radio Messages.
D. Use of Police Communication Network in Emergencies.
E. Inter-State Police Radio Network
A. Location and Protection of Radio Stations
All the fixed Radio stations should be located in the DPO, Reserve Police Hqrs.,
or in Police stations, establishments where guards are available. The Mobile Radio
Stations, when taken by officers on tour, should also be located at such places
where guard is available, and if not possible, in the building premises where the
officer using the Mobile station, is camping. No other locations are permissible.
Radio installations should be treated as vital and protected areas and their security
is the responsibility of the SP and SHOs concerned.
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B. Movements of Radio Stations
A fixed Radio Station cannot be shifted normally. In case of any emergency, it can
be shifted on the orders of the IGP, Police Communications/Director General of
Police. This requires the approval of Ministry of Communications, Government of
India as per the licensing conditions.
C. Delivery of Radio Messages
At the State Police Head Quarters, foot messengers will deliver Radio Messages
intended for officers located near the Master Communication Control station.
Motorcycle messengers will deliver messages meant for officers, who are far away.
In the districts, the District Superintendents of Police, will provide motor cycle/
foot messengers, to enable prompt delivery of messages. They will also provide
messengers for Mobile radio stations installed in their jurisdictions.
D. Use of Police Communication Network in Emergencies
The Police Communication Network should be normally employed only for
the transmission of messages pertaining to matters as defined by the authorities
from time to time. In times of anticipated emergencies, the prior approval of the
Ministry of Communication, Government of India, should be obtained through
the Directorate of Coordination, Police Wireless, New Delhi, for the use of Police
Communication network for the purposes other than those, for which the Police
Radio station are licensed. But in times of sudden emergency, like floods, cyclones
and other such natural calamities the Chief Secretary to the State Government
can authorize the use of Police Communication network for passing messages
pertaining to those events in anticipation of the sanction of the Government of
India. The post-facto sanction of the Ministry of Communication, Government of
India should however be obtained, as quickly as possible. Such sanction may even
be obtained over the Police Wireless in case the Posts and Telegraph channels go
out of commission, due to disturbances.
E. Inter-State Police Radio Network
This service will be utilized primarily for the transmission of messages pertaining
to all Police matters particularly crime prevention, investigation, Law & Order
and Security. Other departments of the Government may also use the services
in respect of urgent official matters. The messages could be passed to all places
provided with Radio Stations in the various states through the State Capital. The
Police Communications networks in other states and the National capital are to be
utilized for fast, reliable and secure communication and interchange of information
including that relating to crime and criminals.
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12.18 Officers authorized to use Wireless Facilities
Only the authorized persons can use the wireless communication facilities. The
State Government, DGP and ADGP/IGP, Telecommunication & Computer branch
will issue instructions in this regard and would be authorized to issue modifications
as and when required. No person, except the ones who are included in such lists,
should be allowed to make use of wireless facility.

170

Volume I

Chapter 13

Control Room and Co-ordination
13.1

Police Control Room

Police Control Rooms (PCR) constitute an important part of the coordination,
control and response mechanism. It is a vital instrument for the convenience and
benefit of public, a source of immediate information to the Police and a nerve centre
of varied police operations. They are also intended to enable public to contact the
Police in urgent cases and obtain assistance immediately. The functions of the
Police Control Room are:
(1) To be an information centre to receive calls and rush help or send appropriate
police assistance;
(2) To keep the concerned police officers informed of all-important incidents/
information;
(3) To despatch L&O Police to deal with serious crimes;
(4) To aid the public by providing necessary communication facilities during fire
accidents, floods and other natural calamities;
(5) To coordinate the operations for maintenance of peace and public order in times
of large-scale riots, strikes, processions and other situations when the peace of the
city or town or of the district or State is likely to be disturbed;
(6) During occurrence of incidents indicated at 4 & 5 above it shall be the responsibility
of the Incharge of the Police Control Room and the overall responsibility of the
IGP, Communication to ensure that four hourly (or with greater or less frequency
depending upon on the situation) SITREPs are sent to the concerned officers
through SMS.
(7) Record all incidents, information in a given format and intimate the concerned
officers so as to enable them to take decision;
(8) Maintain prescribed records;
(9) To alert concerned police stations for interception, seizure, search or arrest;
(10) To provide necessary information to public and also render necessary
communication assistance to save life or property or rescue persons in danger.
13.2

Location
The State Police Control Room manned round the clock is located in the Police
Headquarters at Gangtok. The Gangtok City Police Control Room is located in Sadar
PS and is manned round the clock. In other districts and towns the local PS also housing
the police communication office functions as the Control Room for the said area.
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13.3

Communication
Communications constitute the most vital part of an efficient coordination and
control mechanism apart from ensuring better service to the public. The following
communication systems should be installed in the State/district control rooms :

A.

Wireless communications: Radio telephone facility linking all mobiles, police
stations, supervisory officers and their offices with separate channels for each
district should be provided. Separate channels should be reserved for traffic,
security and one spare channel, for radio alarms or mobile data systems. Hand held
wireless sets are provided for local communication in a limited area particularly
when field officers or those in charge of mobiles are required to leave the vehicles
and yet remain in touch with the vehicle or the control room.

B.

HF Voice Communication stations particularly for district control rooms and state
control rooms are necessary for distant communication and linking district to
district and district to State Hqrs.

C.

All computers in the control room could be networked and connected to police
station and other unit computers through broadband, VSAT under the CCTNS
scheme giving a dynamic access to needed information and deployment of forces.

D.

The guidelines to be followed in setting up the control room communication in
district headquarters/small towns are given below. These are to be implemented
and upgraded as per requirements and availability of resources:

(1) At least one direct line should be provided for the telephones. The State Police
Control Room/Sadar Police Control Room will have at least two direct lines.
(2) A fax facility with a separate line, e-mail (internet) connection, a bulk SMS modem
with a dedicated computer, printer and one photocopier should be installed, to be
integrated with the CCTN system in due course.
(3) Arrangements to record all calls and every reply and response on telephones and
wireless should be installed to work on 24-hour basis. It should be possible to
activate communication at any moment.
(4) The relevant useful information recorded should be transferred to the concerned
either for working out clues or evidence in cases. The data should be erased
only after expiry of the period prescribed for destruction of general diaries. A
computerized system for the purpose may be installed in due course.
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13.4

Wireless fitted Cars, Motorbikes, Vehicles, Equipment and staff

(1) Wireless-fitted vehicle is sanctioned for the State Police Control Room for the
ATS to respond in grave emergencies. In Gangtok city (PSCTR) wireless fitted
vehicles/motorbikes are used for responding to calls from the public or information
from other sources. They will be utilised for planned patrolling, crime incident
control, grave crime investigation, security duties, bandobust for festivals, strikes,
processions, public meetings and for conducting raids, searches or seizures or arrests
in pursuance of a case which require immediate attention. The mobiles should not
be used as conveyance to the officers save in, very exceptional circumstances.
(2) They should carry first-aid kit so that the Police during traffic accidents or other
cases could render first aid to the injured persons.
(3) Effective public address system and searchlight should be installed in such mobiles,
besides siren and lights. Siren should be used only when proceeding to meet an
emergency only to have precedence in traffic. If traffic conditions do not warrant
there is no need to use the siren.
(4) They may pick up L&O Police or Investigation staff if it is in pursuance of case
investigation or follow up of incidents.
(5) Those earmarked exclusively for patrolling should resume their normal duty after
the other resources to deal with the incident or crime are in place.
13.5

Working of the Control Room and Wireless fitted Cars/Vehicles

(1) When a telephone call for Police help is received in the city control room/PS in
cases like petty theft, loud-speaker nuisance, minor quarrels, missing persons, etc.,
appropriate staff from the PS or those on duty in the area will be deputed by the
In-charge at the city control room/PS for necessary action.
(2) On receipt of telephone call requiring immediate Police help in cases like drunken
brawls, criminal trespass, traffic accidents involving injuries or death to persons,
apprehension of criminals or suspicious persons in residential areas, misbehaviour
by rowdy elements in residential areas, etc., the mobile/Vehicle or the police
station, with required staff, and the beat area constables at the time when the call
is received, should be immediately directed to the place of trouble for necessary
action. Once the PS staff take control of the situation the mobile will return to the
Police Control Room or continue patrolling. In traffic accidents, PCR shall also
inform the concerned hospital/PHC for sending ambulances to the spot.
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(3) In cases of serious disturbances, riots, serious crimes like murder, dacoity,
kidnapping robbery or emergencies like out-break of fire or when there is
likelihood of the staff of the concerned Police Station not being able to reach
the spot promptly, or being unable to take control of the situation the Control
Room Officer will ensure prompt communication of the situation to the district SP,
DIG/Range, ADGP/IGP, L&O and in case of grave situation the DGP and others
prescribed. The ADGP/IGP, L&O and in his absence the DIG/Range or in respect
of a district CTR the district SP will direct further necessary response from or
through the CTR as appropriate.
(4) The mobile CTR vehicle should patrol the area according to a prepared programme
and cover important places where people gather like bazars, schools, colleges,
bus terminals, banks, sports stadia, residential areas, etc. Night patrolling may
be done as and when necessary. While patrolling no siren should be sounded and
vehicle should move at a slow pace, stopping at places to afford opportunity for
observation and watch. A detailed working plan for day to day should be prepared
and be available with the officer in charge of the mobile car.
(5) The State Police Control Room shall function under the IGP, Communication
& computer branch. During emergencies, however, the ADGP/IGP, L&O will
direct necessary operations through it. In towns including district Hqrs town the
district SP shall be in charge of the Control Room. The district Superintendent of
Police, DIGP/Range, the Addl. DGP/IGP, L&O and the IGP, Communication &
Computer branch shall visit the Control Room as often as possible and ensure that
it (Control Room) works efficiently, that their equipment and recording system are
in proper use and condition and that the response time to genuine calls is prompt
and effective. There should be on the spot correction of any distortions, wastage
or delay. Those in charge, as and when necessary, shall issue suitable instructions,
from time to time. The Control Rooms are meant for all branches of the police, e.g.
Investigation, Traffic, Armed Police, Intelligence, CID etc. As such the officers in
charge should assist and provide all facilities to them and notify any information
that is meant for them. But it should be remembered that the decision on priorities
set by the ADGP/IGP, L&O and IGP, Communication & Computer branch for the
State PCR and the district SPs in respect of city/PS PCR are binding on them.
(6) A. The staff conversant in Nepali, Hindi and English should be posted to Control
Room and should be trained to converse properly.
B. The PCR staff should have good knowledge of the working of the police in districts,
topography of the city or town and suburbs location and jurisdiction of the Police
Stations and outposts, location of hospitals, Fire Stations and residential addresses
and telephone numbers of all officers of police of and above the rank of SI in
smaller towns and Inspectors in bigger towns.
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C. The PCR staff should be polite and courteous while dealing with the public directly
or over the phone. They should be capable of getting maximum information from
the callers by a helpful and understanding approach, in quick time, as information
determines the type of help to be given.
D. They should always be helpful to the public should they desire any assistance or
information regarding Police or other emergency services.
E. They should be always alert and fully alive to the proceedings in the Control Room
and keenly follow the movements of mobile vehicles/staff
F. They should be smartly dressed. The S.I. in-charge of the Control Room or in his
absence, the officer in-charge should maintain the General Diary of the Control Room
and other prescribed records and equipment. The computer, designed to store data
and all calls and incidents should be maintained and used. Till the system is firmly
established, both manual and computer aided automated system should be used.
13.6

Striking force
A striking force contingent of such strength and number as earmarked for emergency
should be at the State Police Control Room with a fully equipped wireless fitted
vehicle. These men should be instructed in advance by the Control Room Officer
or the concerned superior officer on what they should do on reaching the spot. One
or two of the police party going in the wireless fitted car should be trained in firstaid and also know driving.

13.7
(1)

Dissemination of information
The Police Control Room should serve as “Information Room” and “clearing house”
to disseminate information to various functionaries so that they are fully posted
with the information received in the Control Room in the town or city from time
to time. The dissemination of information to public or officers or press should be
strictly on need to know basis. The police officers using the Control Room should
realise that it is only meant to respond to emergencies and pass on information and
is not a substitute for police station. Control Room is meant only to receive and
convey information and urgent instructions from concerned police officers.

(2)

Section 41 C of the Cr.PC requires that the State Government shall establish a
police control room in every district and at State level. At the district control rooms
the names and addresses of the persons arrested and the name and the designation
of the police officers who made the arrest shall be displayed on the notice board
kept outside the control room. The control room at the Police Headquarters at
the State level shall collect from time to time details about the person arrested,
nature of offence with which they are charged, and maintain a database for the
information of the general public.
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13.8
(1)

Records to be maintained
The following records should be maintained in the Police Control Room by the
Sub-Inspector or, in his absence by the whoever is in-charge :

A. The Police Control Room General Diary
B. Incoming Telephone Message Register
C. Out-going Telephone Message Register
(2)

The General Diary should be maintained from 8 a.m. to 8 a.m. of the next day. In
this, the details of telephone calls received from the public, details of telephone
calls made to the Police Stations and Police Officers and instructions received
from them and their compliance should be recorded. Information received from
mobile vehicles from time to time should be recorded. It shall be the responsibility
of the Duty Officer being relieved at 8 a.m. to note the various pending matters,
instructions received from officers, etc., close the diary for the day, open a new
diary and hand it over to his reliever. The incoming Duty Officer should despatch
the previous days diary to the DSP concerned or to the Superintendent of Police.

(3)

The Incoming Telephone Calls Register shall be of foolscap size, and shall contain
the following columns :

A. Date
B. Monthly Sl. No.
C. Time of receipt of message
D. From whom received (with telephone number and address etc.)
E. Details of message
F. Nature of the action taken with time including to whom informed
G. Signature
There should be sufficient space for recording details in column Nos. D, E and F. Only
messages received for emergency help or action should be recorded in this book.
(4)
A.
B.
C.
D.
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E. Serial No. of in-coming message to which this message relates
F. Signature
Only message given to the Police Station and Police Officers in connection with calls
received from the public for emergency Police help should be recorded in this register.
13.9

Maps and Charts

(1)

There should be a reasonable size map of Town, City, District as the case may
be and of neighbouring areas marked with important Roads, Buildings, Hotels,
Markets, Offices, Schools, Hospitals, Colleges, Police Stations, District Armed
Reserve, Special Police Units, Armed Police Camp etc., displayed in the Police
Control Room. This map will help the Duty Officer to know the locality from
where a call has come, its distance from the Control Room and the journey to be
made by the Wireless fitted car or other police unit.

(2)

The following charts/lists should be maintained in the Control Room :

A. Location of the armed police headquarters and camps with their contact telephone
numbers.
B. Deployment of striking forces at the Police Control Room and other places.
C. A list of all Police Stations and outposts of the district/State(divisions) with their
telephone numbers.
D. A list of Senior Police Officers, their official and residential addresses together
with their telephone numbers.
E. A list of all Senior and important Government Officers in the town with their
residential addresses and telephone numbers.
F. A list of all important hotels, with location and telephone numbers.
G. A list of all important Government and Private Hospitals with their location and
telephone numbers.
H. A list of all Fire Stations with their location and telephone numbers.
I. A list of taxi stands with telephone numbers, if any.
J. A list of Ministers, M.Ps, M.L.As with their residential addresses and their
telephone numbers.
K. A list of Courts having jurisdictions over the area together with their location and
telephone numbers.
L. A list of all important State and Central government establishments with their
location and telephone numbers.
Note: These should be constantly updated and new chart or list prepared every year.
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13.10 Opening of Temporary Control Rooms on important occasions
Temporary Control Rooms should be opened where very heavy crowds are expected
such as big fairs and festivals, visits of VIPs, etc. The working of this Control
Room will be similar to that of the regular Control Room in towns and cities. A
scheme should be prepared regarding the working of the temporary Control Room
and circulated among all officers well in advance.
13.11 The Organisation and functioning of District and State Control Rooms
(1)

District Control Room: The Control Room in every District shall be located in
the PS at the district hqrs with a Sub-Inspector of Police in charge. A reasonable
strength of police personnel under an officer in each shift shall be present in the
Control Room. The staff of the police communication organisation will man the
wireless communication, which will be the part of the Control Room. The police
stations will be in direct contact with the district control room for any information
or help. The district control room shall work directly under the district SP. He
may instruct Addl. SP or Dy. SP to be present in the control room on any occasion
where he considers an officer’s presence necessary to direct operations if any. The
control room shall be common for all branches in the district.

(2)

State Control Room: This will be located in the Police Headquarters and shall
work under the control of the IGP, Communication & Computer branch except
during emergencies when it works for operations under the control of ADGP/IGP,
L&O. It shall be manned round the clock by a gazetted police officer assisted by
adequate number of police staff. The entire communication network shall be located
in such a manner that the control room is at all times aware of every happening in
the State. It shall also be responsible for receiving and communicating information
to concerned authorities and for conveying any instructions to any officer or any
police station in the State. The contacts with the other state police headquarters and
also the control rooms at Delhi both in MHA and other organisations should be
maintained round the clock. Complete record of every important communication
and telephone calls should be maintained in the control room. All information of
significance from the public from anywhere should be recorded and action initiated
as per the orders of the concerned officers. The despatch of fax messages and other
communications will however be the responsibility of the police communication
organisation and not that of the control room.
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13.12 Coordination
Coordination within the District or local area
The control room should be utilised for coordination of on-going situations and to
ensure coordination between different agencies of the police whenever an incident
is reported.
13.13 Coordination within State and other States
A. The State Control Room shall be one of the instruments through which Intra- and
Inter-state coordination is ensured.
B. Close contact through the communication network available shall at all times be
maintained with all the control rooms in the State.
13.14 Procedure for securing assistance from other States
The law and procedures prescribed permit direct contact with the other State police
authorities to obtain assistance. Similarly, assistance from this State also has to be
extended to other States as well. The senior officers should be kept informed of any
problems or any permanent arrangements to be made regarding communications,
reports, data transfer etc.
13.15 Coordination with National Organisations
The State Intelligence Branch is the nodal agency for liaison with the Intelligence
Bureau and the CID for liaison with CBI and National Crime Records Bureau and
other Investigation Agencies of the Union Government. In all internal security
matters where specific case investigation is not involved the Intelligence Branch
will deal with the situation. In all investigation matters including investigation of
cases involving security, the CID will be the coordinating agency. In most situations
which require coordination with a central agency both CID and Intelligence require
to be in close touch with each other under the direct supervision of the DGP.
13.16 Coordination with other countries and Interpol
All requests for investigative or other assistance from other countries has to be
routed through Interpol, New Delhi. The CID is the nodal agency to take up such
matter. All Units in the State who require help in accordance with the law should
route their requests through the CID.
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Chapter 14

Intelligence Department
(State Special Branch & Security Branch)
14.1

Introduction

(1)

The State Intelligence department comprising the Special Branch and the security
wing is an integral part of the Police Headquarters. It is primarily responsible for
collection, collation and dissemination of intelligence on various aspects, issues
and subjects. Collection of intelligence on various subjects is done through its own
units and agencies and through the district police. For this purpose a special unit
is established in each district. This unit is known as the District Special Branch
(DSB). The personnel posted in the DSB, under the overall supervision of a DySP
or Inspector, are assigned specific subjects on which they are required to collect
intelligence. The intelligence so collected is received at the SB headquarters where
on the basis of the nature, contents and the trends of the information a critical
scrutiny is done, and thereafter intelligence appraisal is sent to the State Government
and the DGP. Likewise, the police field formations and field formations of the SB
are also advised to take suitable action, with regard to various issues on the basis
of the intelligence appraisal report. For the purpose the head of the DSB shall keep
in close regular touch with the district SP and keep him informed of all matters
having bearing on police work.

(2)

Special Branch prepares periodical report on matters falling within its purview and
forward copies to those specified. It makes secret enquiries into sensitive matters
or those affecting national and State interests. It also helps in the investigation
of those crimes, which have a political purpose or motive and in which political
suspects are involved. It communicates to central agencies, important information
concerning them as and when available.

(3)

The central role of the Special Branch is to collect intelligence. The charter of the
Special Branch does not envisage a focus on routine crime, but given the nexus
of organized crime with terrorism, intelligence on organized crime is gradually
becoming part of the work of the Special Branch. Extremism and terrorism, which
are special types of crime, would be in the charter of the Special Branch.

(4)

The intelligence provided by the Special Branch can be used to prevent crime,
and also to aid detection of crimes that have already taken place. The Special
Branch should gradually build up competence in electronic eavesdropping, which
is exceptionally useful in aiding recoveries.
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(5)

With the emergence of religious fundamentalism, organized criminal mafia, left
wing extremism, communal tensions and activities of anti-national and anti-social
groups, the role of Special Branch has become very important. It should be able
to provide precise, sharp and swift intelligence so that chance & randomness in
police can be minimized and operational endeavor can be focused for optimum
result. A strong intelligence apparatus will save time, energy, manpower, casualties
and other resources.

(6)

State of the art surveillance and security equipments like the GSM/CDMA
monitors, powerful electronic bugs, digitized 3-D map of the area, electronic
circuit detectors and jammers, frequency jammers, low radiation human scanners
and ground penetration radars must be utilized for its effective functioning.

14.2
(1)

Structure of Special Branch
The Special Branch is primarily a centralized unit of the State police organization.
An officer of the rank of Addl. DGP/IGP heads the SB including the security wing,
and is assisted by a number of officers of the rank of DIG, SP, Addl. SP, DySP
and subordinate police officers along with requisite ministerial and other support
staff. For discharging its various functions the SB is divided into various wings
like operations wing, intelligence wing, security and counter intelligence wing,
technical wing, FRRO etc. These wings in turn are divided into various sections.
Some of the important sections of the Special Branch are:

•

Religious/Communal Section

•

Political Section – Parties, Students/Teachers Fronts, Elections Section

•

Labour Section

•

Foreigners Section

•

Security Section

•

Services and Press Section

•

Confidential Section

•

DCR Section

•

Verification & Special Enquiry Section

•

NGO Section

•

Administration & Accounts Section

•

Control Room
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(2)

Special Branch (SB) is a specialized unit of police organization and the performance
and execution of its various functions and duties require that the personnel posted
in this branch from the State Police are specially trained. In view of the expertise
required for SB work the staff posted in the SB may not be subjected to regular
transfers as in the general police branches.

14.3 Functions of Special Branch
(1)

Collection, collation and dissemination of intelligence relevant to and connected
with public order, security of the State and of important personalities, law & order,
communal, caste, linguistic, industrial, political, agrarian tensions, upheavals,
terrorist & subservice activities etc.

(2)

Keep the Government informed on matters of public importance including in r/o any
significant political or administrative development, major disturbance occasioned
by communal or caste or linguistic considerations, terrorist and subversive incident
affecting State’s security, riots involving major breach of peace or use of firearm/
explosive, assault on police resulting in death or grievous injury to its personnel,
fasts/hartals/strikes or any people’s movement likely to affect public peace,
any major public grievance or any other matter of significance relating to State
Security. The above information may be given through daily reports addressed to
the Chief Minister/Home Minister, Chief Secretary, Director General of Police,
Home Secretary and ADGP/IGP, Law & Order.

(3)

Border security and border intelligence.

(4)

VIP security including periodical review and assessment of threat perception of
the VIPs and other protected persons of the State, draw their security category and
provide necessary protection as per the guidelines issued by Government of India
from time to time.

(5)

Internal security.

(6)

Training of SB personnel.

(7)

Coordination with various intelligence and security units.

(8)

Matters relating to foreigners and passports.

(9)

Maintenance of various records pertaining to security and intelligence.

(10) Conduct discreet enquiries into delicate and sensitive matters either on its own or
as asked by the State Government or the DGP and submit report thereto.
(11) Monitor the activities of the NGOs working in various areas with particular focus
on receipt and utilization of foreign funds and activities directed towards causing
dissatisfaction among the people or creating communal, regional, linguistic, ethnic
and other sectarian tension.
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(12) Monitor the existence of any strong and widespread public feeling on political,
social, economic, religious or other issues of importance.
(13) Monitor circulation of rumours, news, letters, posters, leaflets or other publication
likely to disturb peace or create disaffection, communal strife or disturbance.
(14) Verify applications for passports and collect and share intelligence relating to any
violation of existing rules in this regard.
(15) Ensure enforcement of the Foreigners Acts and Rules and strict adherence of visa
rules and conditions by foreigners visiting the State. Monitor the movement and
activities of foreigners and share with other related agencies, intelligence relating
to suspicious activities of the foreigners.
(16) Make periodical review of threat assessment of iconic religious places, critical
national assets, vital installations etc. and put in place appropriate security scheme
based on the recommendations of the State Security Review Committee.
(17) Maintain close liaison with the neighboring state organizations and the MHA.
The reports to MHA and other places shall be governed by instructions of the
Government and DGP from time to time.
(18) In view of the sensitive nature of its functions the State Special Branch shall have
its separate manual periodically updated prescribing detailed guidelines of working
for the SB staff.
14.4

Security Wing

(1)

The security wing of the Intelligence department is headed by an officer of the rank
of an IG/DIGP. The functions of the security branch are connected mainly with
proximate security of VIPs and to plan, coordinate and direct security measures for
the protection of those persons who face threat to their personal security. Though
the security wing provides proximate security to the VIPs the responsibility for
their protection also rests with the district police. The branch also assesses threat
perception of various protected persons, issues guidelines to the various Units in
the State for ensuring their security. The other important function is to monitor
the programmes and tours of the protected persons, assess information gathered
and issue suitable and timely instructions to the concerned, from time to time,
including to security agencies outside the State.

(2)

The security wing has specially trained personnel drawn by deputation from other
branches of police and trained for the purpose of providing proximate security to
VIPs in the State or those who visit the State. A special group in the various reserve
police Units of the State is formed for providing guards as well as uniformed gunmen.
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(3)

The State security wing draws up the training programmes specifically in respect
of personal security of the VIPs. These programmes are carried out either in the
Armed Police Unit or in the other training institutions. The specialist support
units like the bomb disposal squads and sniffer dogs’ squads are also attached to
the wing. The detailed instructions and guidelines to be followed by the various
personnel providing security are drawn up and circulated by the security wing.

(4)

The responsibility of the wing as detailed above is carried out through its own
personnel as well as through the district police. The wing is responsible for
coordination of all security arrangements in the State. This wing shall issue the
instructions on the training for L&O police personnel and their role in making
security arrangements from time to time. The Unit officers are responsible to carry
out all the instructions issued and to keep the personnel fully trained and alert in
carrying out the security duties.

14.5
(1)

Duties & Responsibilities of ADGP/IGP (Intelligence & Security)
Supervision and control over the Special Branch/Security wing and its officers
and staff to ensure that the functions and responsibilities assigned to the Special
Branch and the security wing are carried out promptly and effectively.

(2)

Arrange collection of intelligence relevant to and connected with public order,
security of the State and of important personalities, law and order, communal,
caste, linguistic, industrial, political, agrarian tensions, upheavals, terrorist and
subversive activities etc.

(3)

Conduct enquiries connected with these matters and arrange timely dissemination
of intelligence to avert violent situations.

(4)

Coordination of intelligence work of all Units maintaining quality and high
professionalism.

(5)

Assist DGP in the timely communication of information to the Government and
others on need to know basic.

(6)

Preparation of Manual for the SB and ensure that the functioning of the Special
Branch is in accordance with the Manual prescribed for State Special Branch and
local Special Branch Units of the Districts.

(7)

Ensure either by himself or by any of the IGP/DIGP/SP of Intelligence, inspection
of the headquarters units and all District Special Branches during the year.

(8)

Any other duties connected with intelligence and security that may be assigned by
the State Government or the DGP.
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Chapter 15

Check Post Branch
15.1

Introduction
The State of Sikkim has international borders with TAR (China) in the North &
East, Nepal in the West and Bhutan in the East. These borders are manned, in
addition to the ITBP on the Indo-China border and SSB on the Indo-Nepal border
by the Sikkim Police through 17 Check Posts/Picket Posts. The Check Post branch
is headed by an officer of the rank of ADGP/IGP who looks after the administration,
logistics and deployment of personnel in these 17 Check Posts/Picket Posts. The
expenditure incurred in the maintenance of the Check Posts is reimbursed by the
MHA, Govt. of India on submission of audit certificate from the office of the
Accountant General, Sikkim.

15.2

Organisational Set-up

(1) The Check Post branch has its headquarters at Gangtok, which includes a refugee
checking cell and 17 Check Posts/Picket Posts at Chungthang (CP&PS), Lachung
(CP/PS), Lachen (CP/PS), Sherathang (CP/PS), Kupup (CP/PS), Uttarey (CP/PS),
Chiwabhanjyang (CP), Mugothang (PP), Tsolhamu (PP), Donkong (PP), 15th Mile
(PP), Tamzey (PP), Phadamchen (PP), Toong (PP), Lingtam (PP), Gnathang (PP)
and 3rd Mile (PP). For easy access to the High Altitude Check Posts, a halting shed
has been constructed at Thangu.
(2) Six of the Check Posts namely Chungthang, Lachung, Lachen, Sherathang, Kupup
and Uttarey have also been declared as Police Stations and the In-Charges of these
CPs/PSs shall perform all such functions as are performed by SHOs of regular
Police Stations and in such matters they function under the direction and control
of the district Superintendent of Police and his superior officers.
(3) The ADGP/IGP Check Post is assisted by a Superintendent of Police in his supervision
over the Check Post branch which has a sanctioned strength of 1 Inspector, 12 SubInspectors, 22 Head Constables, 2 Naiks, 3 Lance Naiks, 112 Constables, 7 Safai
Karmacharis, 7 Cooks, 1 Water Carrier, 1 Junior Accountant and 1 Peon – Total 169
sanctioned by the Ministry of Home Affairs, Government of India.
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15.3

Functions of Check Post branch

(1)

Surveillance and Patrolling of international borders.

(2)

Collection and dissemination of information considered detrimental and comprising
the security of India, on border crossings and other police matters.

(3)

Apprehension, interrogation and push back of intruders crossing the international
borders, prevention of cattle from crossing the border.

(4)

Check/Regulate entry of persons into protected areas. Permits to tourists/visitors
into protected areas shall be issued against the Identity Cards normally accepted
for e-tickets at airports and its details shall be recorded on the permits and also kept
in the office record.

(5)

Conduct regular checks and census of permanent residents of protected areas and
that they have valid residential permits.

(6)

Check Posts declared to be police stations shall also perform functions as indicated
for the ordinary police stations.

(7)

Any other incidental and necessary functions that may be assigned by the DGP
from time to time.

15.4

Role and Responsibilities of officers

ADGP/IGP/Check Post
(1)

His role is supervision of the functioning of the Branch including administration,
personnel, logistics, provisioning and deployment. He shall be responsible for
keeping the personnel under him in a state of high discipline, morale, fitness and
professional efficiency. Priority should be given to the welfare, training, allocation
of duties, health, clothing, equipment and living accommodation of the personnel
posted under him. He should control, instruct and advise Superintendent of Police.

(2)

He will also exercise all powers including financial powers to the extent prescribed.
He should, by frequent personal visits and inspections, endeavour to establish and
maintain efficiency and discipline ensure uniformity of procedure and practice, and
secure cooperation between the personnel and establishments in his jurisdiction

(3)

The ADGP/IGP shall inspect at least one Check Post and one Picket Post every
Calendar year. During such visits he should, inter alia, analyze the local situations,
the relation of the police personnel with the general public especially in the matter
of collection and quality of intelligence, the state of crime, quality of preventive
measures against possible intrusions from across the border, beats, surveillance and
communication equipments, and render advice and instructions to the In-Charge.
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(4) Whenever an ADGP/IGP inspects a Post, he should send an inspection report to
the DGP. The following special points should be mentioned in the covering note
to be sent along with the inspection notes:
(i)

Vacancies and follow up action.

(ii) Condition and upkeep of police building & quarters, grounds, transport,
equipments including communication and computers.
(iii) Effectiveness of beats, and patrols and surveillance measures.
(iv) Police conduct, including any instances of misbehaviour with the public,
indiscipline, insubordination etc. and remedial measures taken.
Superintendent of Police
(5)

He is directly responsible for all matters relating to administration, personnel
and financial management, maintenance of discipline, punctuality, and efficient
performance of all preventive duties entrusted to Check Post branch. He should
assist the ADGP/IGP in his enquiries, bring to his notice the requirements of branch,
and consult him on all matters of significance. The efficiency and the effectiveness
of the SP impact directly on the overall efficiency of policing within a jurisdiction.
He should, therefore, ensure by constant supervision and monitoring that collection
of intelligence and preventive measures to check cross-border intrusion under the
Check Posts and Picket Posts are done on professional lines. His main functions are:

(i)

Control and supervise the work of the In-Charges of Check Posts and Picket Posts
except in matters relating to investigation of cases (which will be supervised by
the SDPO and the district SP), and issue such directions as may be necessary to
better achieve the object of the Sikkim Police Act, 2008 and the duties specifically
entrusted to Check Post Branch.

(ii)

Keep the area within the jurisdiction of the Check Posts and Picket Posts peaceful
and the public satisfied with the security afforded to persons and property.

(iii) Ensure proper organization of beats and patrolling.
(iv) Promote and maintain good police-public relations.
(v)

Keep the personnel in good discipline, high morale and properly trained.

(vi) Ensure that the transport, arms, ammunition, stores, grounds, and buildings
belonging to the department are well protected and maintained.
(vii) Organize good intelligence network, criminal, cross-border and general.
(viii) Ensure effective implementation of community policing scheme.
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(ix) Gaining knowledge of all officers and men in his charge, redress their genuine
grievances, motivate them, encourage those who show promise and punish those
who are guilty of misdemeanor.
(x)

Gain confidence and loyalty of subordinates by personal integrity, professionalism,
impartiality, devotion to duty, fair play and a high sense of justice.

(xi) Visit the scenes and personally attend to serious occurrences endangering life
and property such as heavy floods, earthquakes or fire accidents that involve
heavy loss of life or property within the jurisdiction. Detailed instructions should
be given regarding the measures to be taken by the Check Post personnel in
respect of these natural calamities and other disasters.
(xii) Inspect two Check Posts and two Picket Posts in a year, during which he shall
also inspect all the Government property held on its charge and submit inspection
reports to the ADGP/IGP, Check Post.
(xiii) Issue of permits to check/regulate entry of persons to the protected areas.
(xiv) During the inspection he must also inspect all licensed arms at the licensees’
residences.
(xv) Apart from the annual inspection, the SP shall tour the Check Posts/Picket Posts
as often as necessary to assess the local situation and the functioning of the police
personnel posted in the check Posts/Picket Posts particularly in remote areas
and acquaint himself with the Panchayat officials, non-officials, and community
representatives, endeavoring to gain their confidence and cooperation, at the same
time ascertaining the state of crime, activities of various groups operating in the
area and enquire into their assessment about the working of police personnel
posted in the Check Posts/Picket Posts.
Inspector of Police
(6)

The Inspector of Police at the Check Posts headquarters is a key officer in-charge
of personnel management. He is in charge of all Government property including
vehicles held on charge of the Branch and deals with matters relating to issue
of passes under notification No. S/480/HP dated 25-2-1965. His functions and
responsibilities include :

(i) Ensure discipline and high morale of police personnel posted under the check
posts branch;
(ii) Assessment of requirements of uniforms and other Government property and
timely submission of proposals for their procurement;
(iii) Scrutiny and processing of applications for issue of permits under notification
No. S/480/HP dated 25-2-1965;
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(iv) Periodic visits to Check Posts and Picket Posts to enquire about the welfare of
personnel posted there, to assess the working conditions including repairs or
maintenance required for buildings and equipment held on charge of the Posts;
(v) Carry out kit inspections and verify whether Government property registers
and other prescribed documents are maintained properly in the Check Post
Headquarters and in Check Posts/Picket Posts, at least once in every year. A report
of such inspections shall be submitted to the SP;
(vi) During such visits contact the local public including Panchayats to assess
the working of the Check Posts personnel and that their relationship with the
local people;
(vii) Conduct, at the end of each financial year, physical stock verification of all
Government property held on charge of the Check Posts and Picket posts, endorse
certificate on the stock register. He shall thereafter submit a stock verification
report to the SP.
In-Charge Check Post/Picket Post
(7)-(i) He shall be responsible for proper management of the station and optimum
utilization of the resources and facilities available. It shall be his duty to manage
the staff and work of the Check Post/Picket Post in accordance with the law and
rules and to make the Post a place where the needy public gets necessary and
immediate response. He should cultivate an effective net-work for collection of
intelligence. The In-Charge and his staff should behave politely and courteously
with the public.
(ii)

He should assign duties to his staff and ensure that they perform the duty diligently
and properly.

(iii) He shall take measures to prevent crime and maintain peace. When the seniormost officer is absent from the place for any reason the next below junior officer
shall carry out these functions in accordance with the law and rules.
(iv) He shall maintain a notebook in which he will record his daily activities in
discharge of his duties.
(v)

He shall supervise the allotted work and duties of general and beat detachments.

(vi) He shall ensure the maintenance of discipline of the police officers of all ranks
posted under his command and control.
(vii) He shall hold inspection of their kits, examine their beat books and notebooks.
(viii) He shall maintain the specified registers including stock register of all government
property held in the Check Post/Picket Post.
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(ix) The police men of the Post should be periodically briefed on all matters that have
bearing on their work and conduct, so that they are psychologically oriented to
discharge their allotted duties in an efficient manner.
(x)

Any important development within his jurisdiction should be communicated to
the SP Check Post and in relation to crime and law & order to the SDPO/district
Superintendent of Police concerned with the quickest possible means.

(xi) He should also ensure –
(a)

to restrict entry of unauthorized person(s) into the Restricted and Protected area.

(b)

to check/regulate the flow of people carrying valid permits into Restricted and
Protected area.

(c)

to conduct regular checks of people who are permanent residents of Restricted and
Protected areas having valid resident permits.

(d)

to collect intelligence on matters considered detrimental to and compromising the
security of India.

(e)

to prevent people/cattle from crossing the International Border.

(f)

to push back cattle strayed into Sikkim from across the border.

(g)

to carry out regular patrolling of International Border.

(h)

to organize assistance to public/tourists during natural calamities.

(xii) The In-Charge of Check Post which is declared a Police Station shall, in addition
to the above, perform all such duties as are prescribed for a Station House Officer.
15.5

Restriction on entry into Restricted/Protected areas
The Check Posts/Picket Posts manned by Sikkim Police fall under the Protected Area.

Permits for Foreigners visiting Protected Areas
(1)

192

Prescribed officers of Tourism department/FRRO/Home Department/West Bengal
Govt. and the Central Government are competent to issue permits to foreign nationals
to visit the restricted and protected areas in the State subject to the conditions laid
down by the Central Govt. from time to time. The restricted and protected areas
in respect of visit by foreigners are defined vide Foreigners (Restricted Areas)
Amendment Order, 1990 and Foreigners (Protected Areas) Amendment Order,
1990 respectively. In respect of the protected areas so defined permit is issued to
foreigner by the check posts branch as well on his presentation of a copy of the
permit issued by the Tourism/FRRO/Home deptt. which the foreign nationals are
required to carry with them while entering the said protected areas and show it at
the Check Posts en route.
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Permits for Indian nationals to visit certain places
(2)-(i) Government of Sikkim notification No. S/480/HP dated 25.2.1965 as amended
from time to time restricts entry/visit/passing over/stay of a person in the protected
areas, restricted areas and protected places as defined vide schedules A, B & C
annexed to the said notification. The conditions for stay and entry in these areas
are as follows:
(a)

Protected Areas:

i. Permanent residents may continue to stay there only after obtaining identity cards.
ii. No other person shall without a permit enter or be on it, or pass over any
protected area.
iii. No new persons will be allowed to reside or settle in the protected areas.
iv. There will be special papers for graziers, herdsmen, labourers etc., in
protected areas.
v. In case of imperative military necessity, the people staying in these areas may be
asked to vacate by the Government of Sikkim a whole or part of the area. They will
be paid reasonable compensation.
(b)

Restricted Areas:

i. Persons residing or working in any restricted area will be required to be in
possession of identity cards.
ii. Persons intending to enter, stay, visit or work in any restricted area will have to
obtain necessary permits.
(c)

Protected Place:

i. No person, shall, without a permit enter or be on or, in or pass over or loiter in the
vicinity of any protected place.
ii. In the case of entry into a military unit area or cantonment area declared a protected
place the permit would be issued by the army authorities.
(ii)

No person other than permanent residents who have identity cards shall enter, be
on, or in, or pass over the said areas without a permit. Officers of the Government
of Sikkim and the Government of India working in Sikkim, the regularly enrolled
personnel of the Border Roads Organization, and the Sikkim Police personnel and
their vehicles will be permitted to enter the restricted/protected areas without any
extra endorsement on their official identity cards. They will, however, produce
their identity cards whenever called upon to do so.

(iii) The provisions of the said notification do not apply to the personnel of the Indian
defence forces and their vehicles.
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(iv) The State Govt. may refuse permission to a person to enter any protected place,
protected area or restricted area or may remove therefrom any person who is a
security risk or if there is contravention of orders.
(v)

The State Government has also prescribed guidelines for mountaineering
expeditions and trekking etc. vide Notification No. 114/Home/2010 dated 8/10/10.
As prescribed therein permits from the office of SP/Checkposts are also required to
be taken for entry into protected areas as defined under schedule 1 of the Foreigners
(Protected Area) Amendment order, 1990 in respect of Foreigners and under State
Govt. Notification No. 480/HP in respect of other tourists and non-residents of
these places.

(vi) If any person is in a restricted area, protected area or a protected place in
contravention of the orders contained in Government of Sikkim Notification No.
S/480/HP dated 25.2.1965, he is liable for punishment as prescribed or, be removed
there-from by any police officer or by any person authorized to in this behalf
by the Government.
(vii) In general all users of the North Sikkim Highway beyond Toong, and the GangtokNathula road beyond mile stone 3 will have to obtain passes from the Check Posts
branch, Government of Sikkim. This will however not apply to the Government of
Sikkim and Government of India employees working in Sikkim and the regularly
enrolled personnel of the Border Roads Organization, and their vehicles.
(viii) The passes have to be renewed on or before their date of expiry; failure to do so
shall render the pass holder liable for punishment.
Procedure for Issue of passes/permits by Check Post branch
(3)

The Government of Sikkim vide notification No. 54(22)Home/84/508 dated 4th
July 1984 have delegated its powers to the Police Check Posts branch to issue
the following passes. These are issued under the signature of the SP/Check Posts.
The passes mentioned at Sl. Nos. (i) to (iv) are issued for periods ranging from
six months to one year, whereas the pass mentioned at Sl. No. (v) is for period
not exceeding three months. Temporary pass mentioned at Sl. No. (vi) is issued to
tourists on day to day basis:

(i) Identity card for stay/entry in protected area, in Form 35. This identity card in
a book form with red cover is issued to Tibetan refugees who were residing in
protected areas at the time of issue of the State Government notification No. S/480/
HP dated 25.2.1965 and continue to reside there, as well as to their descendents
residing therein, and having valid registration certificate (R.C.) issued by the
Foreigners’ Registration Office, Gangtok, and to Nepal nationals similarly placed,
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who are residents of protected area and possess a protected area permit and work
permit issued by the competent authority. The details of all such permits issued
shall be recorded in the register as per Form 35A by the issuing authority in the
Check Posts Branch.
(ii) Identity card for entry/stay in restricted areas in Form 36. This identity card in a
book form with green cover is issued to people of Sikkimese origin residing in
protected areas or who have to visit protected areas for valid purposes. The details
of all such permits issued shall be recorded in a register maintained for the purpose
as per Form 36A.
(iii) Identity card for stay/entry in protected area, in Form 37. This identity card in a
book form with yellow cover is issued to non-local Indian nationals for entry/stay
in protected area for valid purposes. The details of all such permits issued shall be
recorded in a register as per Form 37A .
(iv) Special passes for grazers, herdsmen, labourers etc, in Form 38. This pass in a
book form with grey cover is issued to the above-said category of persons who
have to temporarily enter and stay in protected areas along with their cattle when
grazing facilities in their ordinary place of residence are temporarily not available
on account of climatic or other conditions. The details of all such permits issued
shall be recorded in a register as per Form 38A.
(v) Temporary permit in Form 39 for short term workers who have to enter and stay
in protected areas in North/East Sikkim for various construction works etc. The
details of all such permits issued shall be recorded in a register as per Form 39A.
(vi) Temporary permit in Form 40 is issued to tourist for visiting protected area. The
details of all such permits issued shall be recorded in the register as per Form 40A.
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Chapter 16

District Crime Records Bureau
16.1

Introduction
The District Crime Records Bureau (DCRB) is the Criminal Intelligence and
Information Agency of the District Police and an integral part of the crime-criminal
information system of the State and the country. The unit shall be headed by the
Addl. SP/Dy.SP posted at the district headquarters assisted by as many police
officers and staff as necessary. The DCRB shall function under the command and
control of the district SP and the Addl. SP/Dy.SP shall keep him fully informed
on all matters.

16.2
(1)

Functions of DCRB
The main functions of the District Crime Records Bureau are:

A. Compilation, maintenance and updating of records relating to crime and criminals
and Crime-Criminal Information System (CCIS). This information system shall
include information on:
•

all types of crimes, active and habitual criminals involved in crime against
property and whose activities extend over more than one PS jurisdiction,

•

counterfeit currency offenders,

•

financial offences,

•

computer crimes,

•

organised crime and criminal gangs, their members,

•

terrorist crimes and gangs,

•

crime and criminals involved in offences against children, women
and other weaker sections, scheduled tribes and scheduled castes,
communal offenders,

•

environmental crimes involving flora and fauna, temple property,

•

smuggling and drug trafficking.

B. Collect, record, collate, analyze, interpret and disseminate information about crime
and criminals and the movements and activities of the district, inter-district, interstate and international criminals;
C. Maintain data in respect of incidents of crime in districts, cities and state, also
movements of criminals;
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D. Maintain detailed folders, photos and videos in respect of members of each criminal
gang and organised crimes as mentioned at A above.
E. Maintain constant, and when established, on-line communication, with the Police
Stations and the SCRB and make available by fastest means the information to the
field officer, including those at the scene of crime. The Bureau shall also act as a
reference point for all investigating officers and teams.
F. Maintain the Computer Centre in the district and regularly update the data pertaining
to Crime Criminal Information System (CCIS).
16.3

Prompt Communication of Criminal Intelligence
The DCRB is a vital link in the criminal records and Intelligence system of the State
apart from being a valuable asset to the district police and Investigating Officers.
In order that the Bureau may serve its purpose fully and well, it is important that
officers who obtain or come across information, which may be useful to others,
must promptly communicate the same to the Bureau directly by quickest means,
marking a copy to their immediate superiors i.e., SHO, SDPO or SP as the
case may be.

16.4

DCRB to give all necessary information to IOs/Supervisory officers

		 DCRB advises Investigating Officers in the investigation of cases and furnishes
classified information to them and their superior officers, to enable the latter to
guide and supervise investigation, control of crime, coordination of investigation
and trace of wanted persons and properties.
16.5		

Storage and Retrieval of Information/Data

		
All records, files, indices, statistics reports and information should be stored in
a computer system choosing appropriate hardware and software. The Crime and
Criminal Information System data may be stored in the manner recommended by
NCRB for generating the information at PS levels in the integrated investigation
forms, terrorist details forms and any other forms prescribed from time to time.
The entry of data, as soon as received, is to be ensured if the data is to be useful.
The retrieval systems have to be set out for each user who is provided with a
terminal. The SCRB should arrange to position appropriate software in the DCRB
and the police stations as quickly as feasible. It should be ensured that the system
includes a fax, printer, as well as a scanner and e-mail facility with safety and
security precautions. The DCRB should be provided with necessary video/digital
equipment. The entire system should be based on the principle of utility and access
of the users i.e. the PSs, and the Investigating Teams. All information, files and
records in DCRB should be stored in CDs or the prescribed computer accessories.
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16.6 Collection of information and intelligence by
		 District and CB-CID police stations
All Station House Officers and other officers of police stations should furnish
information to the Bureau on the subjects mentioned below. Besides these, any
other Government agency declared as a police station should furnish information
about cases registered in the Districts and other subsequent information in the
integrated investigation forms. The ADGP/IGP, CID in charge of SCRB should
send instructions to the concerned officers and departments along with the forms
and codes to enable them to send the data in the prescribed format.
(1)

Crime Card and Crime Details - All offences against property and financial crimes
should prima facie be considered professional and in all these cases, the Station
House Officer should, as soon as he registers a case, send a Crime Card in Form 41
and Crime Details in Form 42 directly to the DCRB with a copy to the SCRB. In
all other cases also information in the Crime Details Form 42 should be sent. The
information in all the columns in the Crime Card and Crime Details Form should
be filled up completely and accurately by the SHO. Special attention should be paid
to the major, minor, methods and crime detail and modus operandi classifications
in property as well as other offences.

(2)

Where no classification is given, words indicative of the method employed in the
commission of crime should be entered, for example, if an organized gang (Mafia
type) causes a murder in a Land deal, the words “Land deals - contract killing - fire
arms - revolver - residence - three persons posing as visitors - speaking Nepali - 25
years age - will indicate the method employed in the classification titled “Organized
Crime”. On receipt of this crime card or crime details form action as indicated in
Regulation 16.25(2) below should be taken by the Bureaus (DCRB and SCRB).

(3)

Action to be taken soon after first investigation: The investigating officer, after
visiting the scene of offence and making preliminary enquiries, may come to
know certain additional facts and details relating to the crime and the criminal.
These additional particulars, should be reported again in crime details form and
despatched by fax or e-mail directly to the DCRB with copy to SCRB. On receipt
of this form, action as indicated in Regulation 16.25 (2) below should be taken by
the Bureau. Further details emerging from time to time should likewise, be sent by
the quickest possible means.

(4)

Station Crime Report: The SHO of police stations should send a Monthly Station
Crime Report in Form 43 to the DCRB for the month by fax or e-mail or by other
fast means so as to reach the Bureau by the 5th day of the following month. Any
arrests made in cases should also be mentioned.
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(5)

Report of release of prisoners from jail: A report in Form 44 containing particulars
of history sheeted persons who, whether residing in the station limits or concerned
in the station cases, were released from jail during the month or are likely to be
released during the ensuing four weeks should be attached to the monthly Station
Crime Report.

(6)

Report of arrest of strangers under suspicious circumstances: In respect of all
strangers and also history sheeters arrested in specific cases or under suspicious
circumstances, the SHO and Investigating Unit should send an arrest memo/report
to the DCRB with copy to SCRB in Form 45 and 46. On receipt of these reports,
the DCRB & SCRB will examine them and take further action if such arrested
persons are wanted in any other case or anywhere else on the basis of information
received by the Bureaus.

(7)

Conviction Report: As soon as an accused in a crime against property is convicted,
the SHO should send a Conviction Memorandum in Form 47 and 48 to the DCRB
and SCRB. Instructions regarding the persons whose finger prints are to be taken
for record and procedure regarding the sending of finger print slips to be sent for
record in FPB by SHO are contained in the chapter on “Finger Prints Bureau”.

(8)

Appeal Report: As soon as an appeal in connection with a criminal case is decided
the concerned Court Inspector shall submit the result of the appeal in Form 48A
to the concerned District Superintendent of Police and the SP/CB-CID who will
mark the same to the DCRB and SCRB respectively for record.

(9)

Reports on the activities and conduct of all criminals whose dossiers are maintained
in the Bureau: The SHOs of Police Stations should send a quarterly report in Form
49 on the activities and conduct of all dossier criminals, so as to reach the DCRB
with copy to SCRB not later than the fifth of the first month of the following
quarter. When a dossier criminal is also registered in another district, a copy of
the quarterly report on him should be sent directly to the Bureau of that district
as well. In case of a criminal, concerning whom it is desirable to obtain more
frequent reports, the district Superintendent of Police will issue necessary special
instructions. The information furnished in these report will be incorporated in the
dossier of the criminal maintained in the DCRB & SCRB.
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16.7

Records to be maintained at the Bureau
The following records, indices and files (computerised) shall be maintained by
the Bureau using appropriate computer programme. Till such time the files are
completely computerised and stored on optical disks, the maintenance should be
continued manually :

(1)

Dossiers for criminals

(2)

Register containing the list of Dossier criminals

(3)

Register of out of view history sheeted persons of all Police Stations arranged
according to modus operandi (Methods)

(4)

Register showing the probable dates of release of dossier criminals as well as all
other history-sheeted persons

(5)

Indices

(6)

General subject files including emerging patterns and phenomenon

(7)

Criminal organisation files

(8)

Photographs and videographs of criminals and absconding warrantees and suspects

(9)

History of crime

(10) Register of suicides
(11) Crime graphics, charts, graphs, statistics for each important class of crime
(12) Advisory and crime alert communication file
(13) References from investigating officers
(14) Register of visits by SHOs and other officers to the Bureau
(15) Monthly Crime Statements
(16) Monthly Crime Reviews
(17) Specific crime analysis report and leads given
(18) Criminal Intelligence Gazettes
(19) Organized crime files (each type)
(20) Files on Financial crimes including financial companies
(21) File on criminals and habitual offenders in crimes against women, including
trafficking in women and children, and the agents
(22) Photographs and descriptive particulars of crimes, criminals, smugglers relating to
cultural property including monastery/temple properties of antique value
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(23) Files of criminal offenders involved in environmental crimes and crimes against
flora and fauna
(24) Automobile Information System
(25) Information on property stolen and recovered
(26) Terrorist crimes and Criminal Information System files
(27) Arms, ammunition and explosives
(28) Interpol and Inter-state enquiries
(29) Extradition file - Red Corner Notices and other notices
16.8

Dossiers for Criminals

(1)

The Bureau should maintain dossiers for all criminals for whom History Sheets are
opened. Criminals who belong to the category of organised crime gangs, terrorists,
financial offenders, rowdies and those whose activities relate to forest and excise
offences, arms and explosives manufacturers and those who deal in illicit arms
or have come to notice for perpetration of communal and caste based offences or
offences against scheduled castes or tribes, should be treated as dossier criminals if
they have a history sheet maintained in the police station. These criminals will be
known as dossier criminals and will be given a DC (dossier criminal) number. The
dossier should be maintained in Forms 50 ABC. An inter-district criminal on record
in a Bureau must also be on record in the Bureau of each of the districts/state in
which he has committed crime or has resided for more than three months irrespective
of whether or not he has committed crime in that district. Such criminals would be
given a DC number in each of those districts, DC numbers of other districts being
entered for reference on the docket sheet. Similar action should be taken for interstate criminals. The number assigned to the DC of one district in another district
outside the State should be obtained and noted on the docket.

(2)

The following are the instructions regarding the opening, maintenance and closure
of a dossier in the Bureau:

A. A dossier need not necessarily be maintained for the life-time of a criminal but may
be closed under the orders of the SP if the criminal (i) is too old to commit or organise
crime, or (ii) is unable, from any disability or other reason, to commit or organise
crime, or (iii) has shown beyond doubt that he has reformed himself and abandoned
his criminal life. The dossier of a criminal who is out of view may be closed after
he attains seventy years of age. A criminal whose dossier has been so closed should
be indicated by a yellow colour signal on all the indices where his name or alias
appears, to indicate that he is inactive and that his dossier has been closed. Dossiers
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of persons who have died shall be destroyed under the orders of the SP. Before the
dossier of a criminal, who is also on record in another district, is closed or destroyed,
the Superintendent of Police of the later district should be consulted.
B. A history sheet will be maintained for every dossier criminal in the station in the
jurisdiction of which he resides for at least such time as a dossier is retained for
him in the Bureau.
C. In case on-line comparison is not possible, the Bureau should draw up a programme
at the close of every year fixing months in the succeeding year for comparing
the dossiers maintained in the Bureau with the history sheets in the stations. It
should be ensured that the comparison is made and all entries are updated. For the
purpose of this comparison, the SHO will bring the history sheets maintained by
him to the Bureau during the month fixed for him. But before this he shall visit
the village of the criminal and verify all the entries in the history sheet, special
attention being paid to his descriptive particulars, habits, occupation, relations and
associates. Where on-line comparison is possible it should be done every quarter
fixing a time on each day for each police station. The SDPO and the SP during
their annual inspections, should also interview the dossier criminals residing in
the station limits and check up the entries in their history sheets. If they detect any
mistake in the entries in any sheet, they should report it promptly to the Bureau,
besides correcting it in the history sheet and mentioning it in their inspection notes.
D. In the case of criminals who are on record in two or more Bureau, the dossiers
maintained in one Bureau should be compared at least once a year with those
maintained in all the others.
E. A sheet should be attached at the end of each dossier or history sheet, showing
the dates of comparison ordered in (C) and (D) above, and the signatures and
designation of the officers who compared them.
F. To ensure that the dossiers in the DCRB are correctly maintained, each dossier
should be scrutinised by the SDPO/Addl. SP at district headquarters/Superintendent
of Police once a year. For this purpose (a) a few dossiers shall be put up to the SP
every month with notebook, noting therein the numbers of the dossiers put up and (b)
a few dossiers will similarly be put up to the Sub-divisional Officer in District Head
Quarters. The Superintendent of Police and the ASP/DSP in charge of DCRB will
scrutinize the dossiers to ensure that they are correctly maintained and record their
remarks, if any, in the note-book, in respect of the dossier to which the remarks relate.
All the dossiers should be scrutinised by both the SP and the ASP/DSP concerned
during a year. The same officers with the help of their own terminals should continue
the inspection even in the computerised system with greater frequency wherever
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there is access for scrutiny. They should, after viewing the matter and entering the
data, which they wish to, should also enter the fact with date and time. When the
print out is taken, the sheet with the corrections should be signed.
G. The SHO in consultation with the SDPO shall select criminals who have to be
registered as dossier criminals and intimate to the Bureau forthwith. The Bureau
will obtain the orders of the Superintendent of Police as to whether a dossier
should be opened for the criminal proposed by the SHO through the SDPO for
registration. The Sub-Divisional Officer also should, during their station/Unit visits
and inspections, see whether any addition to, or deletion from, the list of dossier
criminals is necessary and submit proposals to the Superintendent of Police. The
Bureau, too, will watch for criminals who operate in more than one Sub-Division
or in a Sub-Division other than the one in which they reside and take up suo-motto
the question of registering them as dossier criminals. No dossier will, however, be
maintained in the Bureau for a casual criminal who has committed a petty crime in
a Sub-Division other than the one in which he resides, unless those petty offences
form part of series of others and if there is material warranting initiation of security
proceedings for good behaviour.
16.9

Register of dossier criminals
This register should be maintained in Form 51. It is intended to ensure that
numbers assigned to dossier criminals do not overlap. When a dossier is closed,
the date of the order should be noted in the remarks column and the serial number
should be rounded off. The whole entry relating to a dossier criminal should be
scored out only when the dossier is destroyed, the date of destruction being noted
in the remarks column. The dossier shall be updated on the basis of information
furnished by the Police Stations and intelligence gathered from various sources or
agencies. The information in Finger Print Bureau is also a valuable input.

16.10 Modus Operandi Register of history sheeted “out of view” criminals
(1) A register in Form 52 will be opened in the Bureau for each modus operandi
classification noted in Regulation 16.12(2) below, for history-sheeted criminals
of police station who are out of view. These registers will be written on the basis
of the particulars furnished by the SHO as and when they are received. If an ‘out
of view’ history-sheeted person is known to have employed more than one modus
operandi, his name should be entered in all those modus operandi. For example,
if a criminal scales over a wall, breaks open the lock of a door and steals a watch,
his name should be entered in the registers maintained for all the three modus
operandi classifications, viz.,
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(a) “Scaling wall or roof” (b) “Lock I, Breaking lock or fastening, and (c) “Watches,
Clocks and time pieces”.
(2)

If a history-sheeted person who has been out of view is traced or arrested, the entry
or entries relating to him should be scored out from the relevant registers and the date
of tracing or arrest should be noted in the remarks column.

(3)

These registers are maintained for pointing out to the investigating officers the
possibility of an “out of view” criminal of a particular modus operandi being
responsible for the crime under investigation.

16.11 Register of dates of release of History-Sheeted and Dossier Criminals
The Bureau will maintain a register in Form 44 showing the probable dates of
release of all history-sheeted persons, including dossier criminals. This register
must be prepared with the help of the jail release lists furnished by the jail authorities
and checked with the reports submitted by the SHOs. Such information as the MO
details and sphere of operation, which will not be found in the jail release lists,
can be obtained from the monthly reports submitted by the SHOs. A page or more
in the register should be set apart for each month. The Bureau will publish in the
last Crime and Occurrence Sheet of each month full details of all persons who
are likely to be released in the succeeding month. It will also study the relations
between the incidence of crime and the release of a criminal with reference to
modus operandi and place of occurrence.
16.12 Indices for Dossier Criminals
(1)

Name Index (Alphabetical Index): The cards for the name index will be maintained
in three colours, white for criminals of the district, blue for criminals of border
districts operating in the district, and pink for criminals from farther districts. These
cards will be arranged in strict alphabetical order, like the words in a dictionary,
irrespective of their colours. If a new card is opened, it should be inserted in the
correct place. Inter-district criminals will be given appropriate coloured cards from
the point of view of each district, e.g., a criminal of East district who also operates
in West district will have a white card in East district and a blue one in West
district, but the white card maintained in East district will be given a green signal
to indicate that the criminal is also registered in another district (see instructions
under “Signals” infra). These cards should have a line, quarter of an inch above
the bottom edge. Below this line the name or alias of the criminal, followed by his
father’s name indicated by the prefix “s/o” should be typed. The card provides for
the entry of various details for easy reference. A card should be opened for each
alias that a criminal is known to assume. The proforma for this card is shown in
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Form 53. This index provides a ready reference to all the dossier criminals and
gives important facts about each criminal, but for further details, the dossier of the
criminal must invariably be referred to.
(2)

Modus Operandi Index: The cards for this index will be arranged in alphabetical
order of the different modus operandi and other characteristics in drawers assigned
to the main heads of crime. The index heads will be the catchwords given in the
crime classification list prescribed in Regulation 24.2(5) II under heading Crime
Charts in the chapter on Police Station Records & Registers.

(3)

The list is only illustrative and not exhaustive. The classification methods in the
National Crime Code Book should be followed to the extent applicable. If the list
above contains any item not covered in the national codebook, the entry in this
list should be utilised to make the necessary entries in the records. However, if the
wording is similar or it has similar meaning, the NCB words may be used.

(4)

Some of the items above may even not apply to all districts in the state and some
districts may need a few additional items. Any addition to the list should be made
with the approval of the ADGP/IGP, CID in charge of SCRB. SHOs should note
the appropriate classification in the various reports sent by them to the Bureau.
The DC number of the district in which the criminal resides, the DC numbers, if
any, assigned to him in other districts, his name with aliases, his place of residence
with the name of the Police Station, the name or names of police station limits
and districts where the criminal has operated, and full Modus operandi details
shall be noted in columns 1 to 6 respectively in the body of the card. The type
of crime will be entered below the bottom line of the card. The names of the
criminals addicted to the particular type should be entered on both sides of the
card, three to four names on each side, additional sheets of paper can be attached,
if necessary. The card will be in Form 54. When a criminal commits a crime,
which falls within more than one head, for example entry into a school by lock
breaking and the theft of a watch from it, his name should be entered in the title
“Lock I”. “Schools from” and “Watches, clocks and time-pieces”, and the full
modus operandi details entered in column 6 of the card. Column 6 is of special
significance because in locating a criminal, apparently minor details of the modus
operandi are more important than the broad classifications outlined above. Hence,
all details and particulars regarding the method of entry, nature of the building
attacked, nature of weapons employed, kind of property stolen, form of violence
used and all criminal characteristics such as eating food at the scene of crime,
using detonators or crackers and using boulders to break open the door should
be noted in detail in the column 6. A sample entry is given in Form 54. When a
crime of any particular modus operandi is reported, the criminals, whose names
and other particulars are found on the card bearing the index head of that particular
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modus operandi will be examined besides other indices and records in order to
point out to the investigating officer as to who among them are likely to have
committed the offence. In doing this, details of modus operandi, and not merely its
broad classification, should receive attention.
(5)

Index of physical peculiarities and criminal characteristics: Index cards, which
should be in Form 55, will be maintained for such physical peculiarities,
identification marks, and criminal characteristics of dossier criminals as can
readily and usefully be classified. The class of physical peculiarity and criminal
characteristic will be typed below the bottom line of the card (in the same way as
for modus operandi index cards) and the dossier numbers and names of criminals
and the details of peculiarities or characteristics noted on the card. If a criminal
has more than one physical peculiarity or criminal characteristic, then his name
should find a place under all those heads. For example, if a criminal has his ears
low set, a scar on his left arm and conspicuously high forehead, is bow legged,
and is in the habit of consuming food at the scene of crime, his name should
find a place in the cards “Ears - low set”, “Arm - left - marks, moles, scars, etc.”
“Forehead - conspicuously high”. “Legs - bow-legged”. “Consumed food at scene”
and “Scars”.

(6)

The National Crime Codebook gives certain physical features under major
and minor classifications. A typical list of physical peculiarities and criminal
characteristics is, however, given below. The list given in the National Crime Code
book and the one given below should be used. Only items, which are not available
in the list given below but are found in the National Crime Codebook, may be
used. Any addition to this should only be made with the approval of the ADGP/
IGP, CID in-charge of SCRB.
Abdomen - marks, moles, scars, etc.
Abdomen - pot-bellied
Arm - left - deformed, missing in full or part
Arm - right - deformed, missing in full or part
Arm - right - marks, moles, scars, etc.
Arm - left - marks, moles, scars, etc.
Back - marks, moles, scars, etc.
Back - hunch
Beard - Note in column 5, whether goaty, imperial, pointed or rounded,
trimmed, or untrimmed
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Birthmarks
Blind
Cripple
Chest - marks, moles, scars, etc.
Chest - pigeon
Chin - markedly long
Chin - markedly short
Chin - pronouncedly square
Chin - pronouncedly pointed
Chin- dimpled
Chin - doubled
Consumed food at scene
Crackers or detonators used
Deaf
Diverting attention
Dog silenced
Doors of neighbouring houses fastened or chained
Dumb
Ears - high set
Ears - low set
Ears - markedly large
Ears - markedly small
Ears - lobes or helices pierced
Ears - too close to the head
Ears - markedly protruding from the head
Ear - left - deformed or missing
Ear - right - deformed or missing
Easing at the scene of offence
Eunuch
Eyes - conspicuously large
Eyes - conspicuously small
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Eyes - markedly wide set
Eyes - markedly close set
Eyes - protruding
Eyes - sunken
Eyes - blinking
Eyes - squint
Eyes - artificial right
Eyes - artificial left
Eyes - right - missing or blind
Eyes - left - missing or blind
Eyes - wearing glasses
Eyes - Iris black
Eyes - Iris blue
Eyes - Iris grey
Eyes - Iris brown
Eyes - Iris maroon
Eyes - Iris yellow
Eyebrows - note any special peculiarities such as conspicuously arched, straight
or oblique, long or short, nearly united or distended, thin, thick or
pencilled, black, grey or red
Face - prominent check boxes
Face - smiling
Face - flabby checks
Face - scowling
Face - wrinkled
Face - marks, moles, scars, etc. (such as pox marks, birth marks, and any
marked growth)
Foot - right - marks, scars, moles, etc.
Foot - left - marks, scars, moles, etc.
Foot - right - splay-footed
Foot - left - splay-footed
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Foot - right - pigeon-toed
Foot - left - pigeon-toed
Foot - right - toes missing or extra, deformed, peculiarity of nails
Foot - left - toes missing or extra, deformed peculiarity of nails
Foot - right - missing or deformed
Foot - left - missing or deformed
Foot - right - exceptionally large
Foot - left - exceptionally large
Foot - right - exceptionally small
Foot - left - exceptionally small
Forehead - conspicuously high
Forehead - conspicuously low
Forehead - pronouncedly receding
Forehead - pronouncedly bulging
Forehead - pronouncedly narrow (as measured from temple to temple)
Forehead - pronouncedly broad (as measured from temple to temple)
Forehead - deep horizontal wrinkles
Forehead - marks, scars, moles, etc.
Hair - bald or partly bald
Hair - grey
Hair - curly
Hair - dyed (note colour also)
Hand - right - marks, scars, moles, etc.
Hand - left - marks, scars, moles, etc.
Hand - right - fingers missing or extra, deformed, peculiarity of nails
Hand - left - fingers missing or extra, deformed peculiarity of nails
Hand - right - exceptionally large (elephantiasis)
Hand - left - exceptionally large (elephantiasis)
Hand - right - exceptionally small
Hand - left - exceptionally small
Hand - right - missing or deformed
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Hand - left - missing or deformed
Head - pronouncedly big
Head - pronouncedly small
Head - egg-shaped
Head - bent forward
Head - inclined backwards
Head - turned sideways to the right
Head - turned sideways to the left
Head - marks, scars, moles, etc.
Holding cloth as screen in front of shop
Legs - bow-legged
Legs - knock-kneed
Legs - right - lame or limping
Legs - left - lame or limping
Legs - right - Elephantiasis
Legs - left - Elephantiasis
Legs - right - marks, scars, moles, etc., and deformities
Legs - left - marks, scars, moles, etc., and deformities
Legs - varicose veins
Leprosy
Lips - harelip
Lips - markedly thick
Lips - markedly thin
Lips - protruding
Lips - upper lip markedly long (as measured from the base of the nose to the
line of the mouth)
Lips - upper lip markedly short (as measured from the base of the nose to the
line of the mouth)
Lips - upper lip overhanging
Lips - spouting
Lips - marks, scars, moles, etc.
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Mask worn
Moles
Mouth - pronouncedly large
Mouth - distorts when talking or laughing
Moustache - Note in column 5 the colour, whether stubby, long, with pointed
or curly ends
Neck - Pronouncedly thick
Neck - pronouncedly thin
Neck - Adam’s apple prominent
Neck - marks, scars, moles, etc.
Nicotine fingers
Nose - prominently long
Nose - prominently short
Nose - pronouncedly projecting
Nose - pronouncedly flat
Nose - pug
Nose - deviating towards left
Nose - deviating towards right
Nose - markedly dilated nostrils
Nose - line of nose prominently concave
Nose - line of nose prominently convex
Nose - nose base pronouncedly turned up
Nose - marks, scars, moles, etc.
Occupation marks
Pimples
Pox marks
Rites - religious or superstitious - performed at scene
Scars
Shoulders - oblique
Shoulders - left dropping
Shoulders - right dropping
Shouting certain special words (the exact words should be entered in Col. 5)
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Stick kept outside the door
Stones collected for use in case of attack
Stoops
Swallowing stolen property
Talking - looking down
Talking - looking obliquely to right
Talking - looking obliquely to left
Tattoo marks
Teeth irregular
Teeth - missing
Teeth - artificial
Teeth - discoloured
Uniform - military or police - worn
Vehicle used to or from scene (the exact nature of vehicle used, i.e., car, jeep,
truck, cycle, etc. should be mentioned in column 5)
Visiting scenes in advance as beggars, fortune tellers, folk songsters, jugglers,
or in any other capacity
Voice - stammering
Voice - pronouncedly feminine in the case of males, or pronouncedly masculine
in the case of females
Walking - unusually long strides
Walking - unusually short strides
Walking - unusually quick strides
Walking - unusually slow strides
Warts
Note:
• Full details of the physical peculiarity or criminal characteristic should be noted
in column 5 of the card.
•

If a person has a mole on the back, he should be indexed under item “Back marks, scars, moles, etc.” and also under item “moles”, the details of the moles,
e.g., size, colour, exact location, being given in column 5 of the card. The same
thing applies to other marks also.
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• Only pronounced physical peculiarities should be noted, a slight departure either
way from the normal appearance may be ignored.
(7)

Untraced Property Index: All identifiable property lost in cases whether numbered
or un-numbered published in the Monthly Crime and Occurrence Sheet which has
not been recovered at the time of its publication will be indexed. The information
in respect of properties seized under suspicious circumstances received by the
Bureau either from Station House Officers, Investigating Units or through Crime
and Occurrence Sheets of neighbouring districts should be carefully checked with
the properties indexed in the Bureau to see whether they are concerned in any
crime of the district. If any of the properties seized is identical with that lost in
a case, the fact should be immediately intimated to the Station House Officer,
in whose case the property was reported lost and the Station House Officer who
recovered the property under suspicious circumstances. If any item of property
indexed is recovered, the entry relating to it should be scored out from the index
and the date of tracing it noted. A list of identifiable properties to be indexed is
given under the item “type of property” of the National Crime Code Book. Another
list of identifiable properties to be indexed is also given hereunder. The list given
in the National Crime Codebook should be followed after adding the items if any
missing in that codebook from the list given below. Any addition to this list should
be made with the approval of the ADGP/IGP, in charge of SCRB in Criminal
Investigation Department. The proforma of the index will be in Form 56.
1.

Agricultural implements

2.

Anklet

3.

Bangles - Gold

4.

Bangles - Silver

5.

Batteries

6.

Books

7.

Boxes (other than trunks and suit cases)

8.

Buffalloes

9.

Bulls

10. Buttons - Gold
11. Buttons - Silver
12. Cameras
13. Cars
14. Carts
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15. Chains - Gold
16. Chains - Silver
17. Tilhari
18. Clothes (other than sarees)
19. Cows and calves
20. Currency notes (if number available or if they contain any signature or
initials for identification)
21. Cycles
22. Dogs
23. Dynamo belts
24. Dynamos
25. Ear-rings - Gold
26. Ear-rings - Silver
27. Electric bulbs
28. Electric goods other than bulbs and meters
29. Electric meters
30. Fire - arms
31. Fountain pens
32. Fowls
33. Furniture
34. Goats or sheep
35. Gramophones
36. Harmoniums
37. Idols
38. Iron safe or cash chest
39. Lantern
40. Lights - petromax
41. Machines and Engines
42. Medals - Gold
43. Medals - Silver
44. Silver (Toe rings)
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45. Miscellaneous - unclassified
46. Money purse
47. Nose-screws - Gold
48. Photographs
49. Plates - brass
50. Plates - bronze - eating
51. Plates - other metals
52. Plates - Silver - eating
53. Precious stones
54. Promissory notes
55. Radios
56. Rings - Gold
57. Rings - Silver
58. Saddle - Cycle
59. Saddle - Horse
60. Saddle - Motor Cycle
61. Sarees
62. Soda Machine
63. Spectacles
64. Suit cases
65. Toys
66. Trunks
67. Tumblers - Brass and other metals
68. Tumblers - Gold
69. Tumblers - Silver
70. Typewriters
71. Tyres - Cycle
72. Tyres - Motor car/Jeep
73. Tyres - Motor Cycle
74. Vessel
75. Waist belts - Gold
216

Volume I

76. Waist belts - Silver
77. Watches, clocks and time pieces
78. Water Meters
79. Wires
(8)

Signals: Slip-on signals indicating the particulars noted below will be attached to
the bottom of name index cards and to the sides of modus operandi and physical
peculiarity index cards:
Blue - in full
Red - Out of view
Two Reds - Out of view and wanted.
Yellow - Inactive
Green - Operates outside the district

(9)

For all these indices to be maintained in a computerised system appropriate colours
and signals as indicated above should be given to distinguish each category and the
special nature of the card. The format of each index may be modified only to the
extent necessary while preparing the software programme for the maintenance of
these records.

16.13 General Subject Files
Information of permanent value about important classes of crime and criminals
will be maintained in General Subjects Files or folios. Materials for these files will
be secured from Monthly Crime & Occurrence Sheets, Monthly Crime Reviews,
case diaries, special reports and other sources of information. The subjects for
which such files should be opened are criminal organisations, organised crime
syndicates, subject-wise rowdy gangs, habitual offender groups, counterfeit coins
and currency notes, bombs and other explosives, supplying of arms, drugging or
professional poisoning, financial frauds, caste and communal groups with militant
designs and special classes of crime. The actual number of such files will depend
on the conditions existing in each district. The files should cover all subjects of
importance affecting the criminal history of the district and should be carefully
maintained and kept up-to-date. As the title indicates the files have to be maintained
for each subject that has criminal element.
16.14 Photographs
(1)

All dossier criminals and habitual offenders will be photographed and in respect
of the more dangerous criminals videographed once in five years. The photograph
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shall be taken in such a manner so that the following are covered (1) the full
face including the head and shoulders; (2) the full length and (3) One profile,
that clearly shows any particular mark or character, e.g., a scar. The full-length
photograph should be half plate size and the remaining quarter plate. The fulllength photograph should be taken in the dress that he ordinarily wears when out
of jail. Any marked peculiarity, which makes identification easy, should be brought
out in one or more of the positions detailed above or in another position specially
taken for the purpose. A panel showing the date of the photograph and district
number of criminal will be set in on right hand bottom corner, in each of the
photographs. Each set of photographs will be mounted on a sheet.
(2)

For each criminal, two complete sets of photograph shall be taken, one set shall be
filed with the dossier and the other in a loose-leaf file arranged in the alphabetical
order of the criminal name. An additional set will be taken and filed with the history
sheet in the police station. Extra-unmounted copies will be kept in envelopes
affixed to the loose-leaf file sheets ready for distribution when required. Additional
sets and unmounted copies will be prepared for inter-district criminals for supply
to the other Bureau where they are on record.

(3)

Albums should be maintained modus operandi-wise in respect of criminals
concerned in important classes of crime, such as drugging or poisoning, property
offences attended with violence, pocket-picking and vehicle thefts.

(4)

Video clippings of as many of the serious crime offenders, as are possible
including their voice may be prepared and kept in the Video Library of criminals
in DCRB. The video clipping showing his movements and all angles including his
speech should be taken. His identification and history sheet number and date of
the clipping should be indicated even while taking the video by entry of the data
in the video camera itself instead of displaying a board near the person. Even for
still cameras such data entry can be built in the camera itself. The photographs,
videographs and voice should be stored ultimately on optical disks and retrieved
whenever required.

16.15 History of Crime
Registers of cases against property and all other crimes falling within the major
classification of the National Crime Code book in the order of their occurrence
will be maintained in the Bureau in the form in which they are published in the
Monthly Crime Reports. A separate register will be maintained for each modus
operandi. Any subsequent information may be inserted appropriately as also final
disposal. The dates of release and return, jail number and finger print classification
will also be noted in respect of convicted persons.
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16.16 Register of Suicides
Every SHO shall attach in the monthly crime statement sent by him to the Bureau
a statement in Form 57 showing the number of suicides during the previous month
classified in the manner prescribed. A register in Form 58 shall be maintained in
the Bureau, wherein a page will be allotted for each month in the year. The data
in this register shall be compiled every month from the statements received from
SHOs and the total arrived at. Whenever information regarding suicides is called
for by the SCRB, CID or higher authorities, information readily available in the
register should be furnished.
16.17 Crime Charts (maps) and Graphs
(1)

In order to help analysis and study of crime in the district, with particular reference
to persistent incidence of any particular type of crime (crime pattern) in any area or
along any route, analyse a specific case to obtain investigative leads, comparative
study of crimes of different classes to know any links or organised activity, study of
criminal’s or group’s methods, description, or to obtain clues as to an offender in a
case or to devise preventive methods, crime charts of different description, maps,
graphs, statistics and detailed reports in a pre-determined format are necessary.
Some of these are to be maintained or generated on a regular basis while some others
are to be made out for specific needs from time to time. Those which require to be
maintained or generated on a regular basis periodically, in respect of the following
subjects, should be maintained in the Bureau. These are maintained for ready
reference by investigators or analysts in the day-to-day work of crime investigation.

(2)

A crime chart as well as graphs representing volume and geographical spread of
crime for each month will be maintained in which crime reported during the month
will be indicated. The most rampant form of crimes at any given point of time
should be separately chalked out on the chart/graph. In case in the subsequent
months/years it is not a serious problem it may not be separately shown in the
charts/graphs to be maintained.

(3)

The classifications given in National Crime Code book for major heads of crime
from codes 001 to 096 is a proper guide for maintenance of the crime charts and
graphs and other visual presentations according to need. The minor heads given
in the Codebook could be adopted whenever analysis on any special type of crime
is to be done. The adoption of the National Crime Codebook titles provides a
convenient access to crime and criminal intelligence data stored in the computers.

(4)

Separate annual crime charts shall be maintained for each of the broad groups of crimes.
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Graphs
(5)

The Bureau will maintain the following graphs in order to enable it to study
the fluctuations of crime in successive years, the areas affected, the activities of
professional and organised groups and thus enable both strategic and operational
planning and results.

(6)

For each of the following classifications, a separate graph will be maintained and on
it the number of cases reported and the number convicted will be shown, the former
by an uninterrupted line and the latter by a dotted line. A group of similar crimes may
be plotted on the same graph if the number of crimes in the District/State is low :
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

(7)

All IPC cases
Murders
Dacoities
Robberies
House breaking
Thefts (other than auto thefts)
Auto Thefts
Cable Thefts
Organized crime
Terrorism
Financial crimes
Crimes against women & children
Crimes against weaker sections
Crimes related to pollution, flora and fauna
Crimes relating to Antiquities, and cultural property.
Suicides

Each graph sheet if manually prepared will have the X-axis showing the years and the
Y-axis the number of crimes. The scale may be varied, if necessary, at the discretion
of the Superintendent of Police or the Addl. SP/Dy.SP at Hqrs incharge of the DCRB.
At the point representing the crime for a year, the exact number of crimes will be
indicated in brackets.

(8) The graphs will represent the crime for the last 10 years. Crimes for successive years
will be plotted on the same graphs. A graph should normally last at least 10 years.
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(9)

All graphs, charts and regional (geographical) distribution of crimes should,
in course of time, be generated in a computerised system by use of appropriate
software programmes.

16.18 File of References from Investigating Officers
The Bureau should keep separate files showing references received from
investigating officers asking for information in unlocated cases. The purpose of
this file is to assess the quantities, quality and results of the queries of investigating
officers to the Bureau. These files should be kept for each Police Station. The
information furnished by the IO, his report, queries, and further reports if any,
should be stored in the connected database to enable meaningful analysis whenever
it is done or required to be done at any stage.
16.19 Calls on the expert staff of State Forensic Lab, State FPB or Crime Analysts
of the SCRB
There are, officers trained in finger and footprints, scientific assistants attached
to the State Finger Print Bureau and the Laboratory. A separate file showing the
reports received from investigating officers requisitioning the services of these
experts or other scientific experts attached to the Investigation Teams and the
results achieved should be maintained in the SCRB.
16.20 Criminal Intelligence
Intelligence gathering, storage and retrieval should be organised. The SP should
maintain the Register of informants and ensure that there is a regular flow of useful
information and its use in day-to-day work of the police.
16.21 Computerised Records
The crime-criminal information system and records of DCRB should all be
maintained in computerised system with on-line facility in due course at all
Police Stations.
16.22 Criminal Intelligence Gazette
The Criminal Intelligence Gazettes of the State prepared by the SCRB should be
filed in the Bureau and used for reference. The concerned Police Stations/Units
should be advised if any action is necessary to be taken by them.
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16.23 Dissemination of Intelligence
Important information coming to the notice of the Bureau should be sent to all SsP,
SDPOs and Police Stations, as also to DIGP/ Range, ADGP/IGP, L&O and ADGP/
IGP, CID in the monthly crime reports indicated below.
16.24 Monthly Crime Reviews
At the beginning of each month a review of crime for the previous month should
be prepared by the Bureau. Monthly statements of crime should accompany this.
The Monthly Crime Review and statement of crime should only deal with the
cases found true, during investigation. In view of the compactness of the State and
low volume of cases the monthly crime review shall, for the present, be prepared
by the State Crime Record Bureau (SCRB) on the basis of monthly crime reviews,
drawn up on the same format, submitted by the SHOs to the SCRB with copy
to the DCRB. The comments of district SP, if any offered on the MCRs sent by
SHOs shall be considered by the SCRB while finalizing the MCR for the State.
Instructions for compilation of the Review are given below:
(1)

Paragraph 1 of the Review should contain two sections; first one dealing with
property crime and the second one dealing with all other IPC and cognizable cases.
In general review of crime, all true offences against property (barring those dealt
with under section 157 (1)(b) of CrPC) should be treated as professional crime until
the contrary is proved. In view of this, no statement of professional crime need be
furnished in paragraph 1. Fluctuations in crime during the month as compared
with the previous month and the corresponding month of the previous year should
be commented upon. The possibility of gangs or organisations being responsible
should be examined. Points for comment are indicated below for guidance:
A. considerable general increase in respect of any class of crime;
B. serious outbreaks of crime under a particular class;
C. unusual types of crime;
D. recurrence of particular kind of crime;
E. crime by organized gangs, and the routes taken by them, if any;
F. refusing investigation.
These issues are only indicative. If certain other issues are required to be commented
upon, the same shall be done.

(2)
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the offenders, their method, the organisation or group to which they belong, the
weapons used, the benefit derived and the motives that propelled the commission
of offences should be commented upon.
(3)

The foregoing suggestions are not exhaustive but only illustrative. The main object
of comment should be to give a brief but comprehensive account of the salient
features of the crime during the month with the deductions drawn from them. The
crime analysis group in the SCRB with the help of the District Crime Records
Bureau and the monthly reports of the police stations prepares this review.

(4)

Paragraph 1 of review – should also give details of cases in which investigation
was refused and cases, which were, registered suo motto. The nature and value
of property lost and recovered in such cases and the section of law with modus
operandi should be furnished.

(5)-A. The second para – A of the Review should be analysis of all murders, classified as
shown below. Where a murder is followed by the accused committing suicide, it
must be mentioned, whether it is important or not.
(a) Murders for gain

Give brief details of each case with
specific reference to fire arms used, if any

(b) Murders due to faction

-do-

(c) Murders due to organised criminal
activity

-do-

(d) Murders due to sexual jealousy

-do-

(e) Murders due to family disputes

Give brief details of cases of special
importance

(f) Murders due to previous enemity

-do-

(g) Murder due to petty quarrel

-do-

(h) Murder due to land dispute

-do-

(i) Murder due to dowry

-do-

(j) Murder due to money dispute

-do-

(k) Murder of unknown deceased

-do-

(l) Murder by unknown accused

-do-

(m) Murder by Extremist

-do-

(n) Murder due to other causes

-do-
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(5)-B. The second para – B should give analysis of all culpable homicides not amounting
to murder.
(6)

Para 3 should deal with dacoities classified into highway, field, house, etc. Give
brief details of each case with particular reference to the fire-arms used, if any.

(7)

Para 4 should deal with robberies classified into highway, field, house, etc. Give
brief details of each case with particular reference to the firearms used, if any.

(8)

Para 5 should deal with house-breakings by day or night including attempts. The
following statements should be enclosed.

A.

Furnish a District-wise Modus operandi statement in the form attached.
District

Modus Operandi
H

R

L

K

W

Convicted
O

Pending Trial

S

H : House breaking by breaking/making hole in the walls.
R : House breaking by effecting entry through roof.
L : House breaking by breaking lock/handle.
K : House breaking by using key to open lock.
W : House breaking by removing or bending window bars.
O : House breaking by of other kinds.
S : Shop burglaries of all types.
B. Indicate the number of house breakings classified as in Table 1 attached.
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Classification

Reported

Pending Trial

Convicted

Discharged or
Acquitted

Under
Investigarion

Referred as UN

Total

Table - I

1

2

3

4

5

6

7

8

I. Classified according to buildings attacked:
i. Inhabited dwelling houses
ii. Uninhabited dwelling houses
iii. Boarding establishments
iv. Schools and Colleges
v. Banks and Post offices
vi. Places of religious worship
vii. Shops
viii. Hospitals
ix. Others
Total
II. Classified according to Property stolen:
i. Jewels, clothes and cash
ii. Vessels
iii. Radios and cameras
iv. Cable thefts/copper wire
v. Auto - parts
vi. Animals
vii. Fire - arms
viii. Watches and clocks
ix. Others
Total

225

Sikkim Police Manual

C. Brief details of all cases in which offenders are definitely known, house breakings
by day and by night being shown separately should be furnished in Table 2 below.
(In column 5 should be noted the class of offenders in each case, such as first
offenders, dossier criminals, habitual offenders, history sheeted bad character, exconvicts, juveniles, locals or non-locals).
Table 2

Sl. No.

Station, , Cr.No.,
date & MO

Stolen

Recovered

Names and
particulars of
accused. If arrested,
note (+) against each
name, if absconding
note (-)

Present stage of
the case

Remarks

Value of Property

1

2

3

4

5

6

7
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D. Brief details of all cases in which offenders are not known, house breakings by
day and by night are shown separately, where there is a mere suspicion, he must be
treated as unknown, but the grounds of suspicion should be noted against his name
in Table 3 below:

Names and
particulars of
persons suspected,
if any.

Present stage of
the case

Remarks

2

Recovered

Station,, Cr.No., date
& MO

1

Value of property

Stolen

Sl. No.

Table 3

3

4

5

6

7
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(9)		 Paragraph 6 of the review should deal with thefts including house thefts. The
number of thefts including house thefts, irrespective of value of property lost
should be classified as shown in Table 4 below. (Details of important crimes and
out-breaks should be given)
		 Total number of

(i) House thefts:

(ii) Ordinary thefts:

i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.
xii.

3

4

5

6

7

Total

Referred as
UN

Under
investigation
tion

Discharged or
Acquitted

2

Convicted

1

Pending Trial

Classification

Reported

Table 4

8

Vessel thefts
Pocket-picking
Snatching from children
Snatching from sleeping persons.
Snatchings not classified
Copper wire
Firearms
Explosives
Radios and cameras
Watches and clocks
Animal thefts
Other cases

(10) Para 7 should deal with automobile thefts of all kinds.
(11) Para 8 of the review should deal with other professional offences under different
heads such as receiving stolen property, breach of trust, cheating, misappropriation,
forgery, counterfeiting of notes and coins and other financial crimes, professional
poisoning, kidnapping for ransom and extortion. In all cases of counterfeit coins
and currency notes, it should be clearly stated in the review whether a report on the
case has been sent to the CID.
(12) Para 9 of the review should deal with cases of rioting. In respect of these cases, only
the number under each head need be given, brief details being furnished if they
are work of an organized gang or gangs or political groups or otherwise important
or sensational.
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(13) Paragraph 10 of the Review deals with cases of Juvenile Justice. The following
particulars should be given in respect of each juvenile crime reported during
the month:
A. Station and section of law;
B. MO particulars - full details;
C. Name of the accused juvenile, with father’s name, residence, age and caste;
D. Antecedents and the causes that led him to criminal life, such as lack of control by
parents, unhappy family life and poverty, should be described in detail;
E. The status of the parents, their means of livelihood and domestic conditions
of the family;
F. Result of the case. Mention if found guilty and how he is dealt with.
(14) Para 11 of the Review deals with cases of crimes against women. The classification
to be followed in respect of these crimes should be specified under the
following heads :
A. Dowry deaths
B. Cruelty of husband and relatives
C. Molestation
D. Kidnapping and Abduction
E. Rape
F. Immoral Traffic (Prevention) Act
G. Unclassified
(15) Para 12 relates to review of cases of atrocities against Scheduled Castes and
Scheduled Tribes. The information to be furnished should include murders, hurt
and all IPC offences and offences under Protection of Civil Rights Act 1955, and
the SC & ST (P&A) Act 1989.
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(16) Security cases. - Security cases u/s 107, 108, 109 and 110 CrPC should be dealt
with in paragraph 13 as shown below:
Classification

Sec.107 CrPC
Put up

Bound
over

Sec.108 CrPC
Put up

Bound
over

Sec.109 CrPC
Put up

Bound
over

Sec.110 CrPC
Put up

Bound
over

1. Number
of Locals

2. Number
of Nonlocal

Note: These cases should be analyzed with reference to the circumstances of their
arrest if any, the previous crime history of the person if any, recoveries made from
him or at his residence, if he is wanted in any offence outside etc. In short the
quality of security proceedings shall receive due attention in the comments to be
made by the Bureau including the impact on incidence of crime.
(17) Paragraph 14 of the review - Notable preventive arrests. - In this paragraph the
particulars of notable preventive arrests should be given.
(18) Paragraph 15 of the review - Statement of case progress.- The progress of cases
should be entered in paragraph 15 of the review in Form 59.
(19) Paragraph 16 of the review - Notes on undetected crime should be incorporated
in this paragraph. A close and comprehensive study of all important undetected
offences, the possible connection between the different offences, likelihood
of particular local or outside district agencies being responsible, etc. has to be
made and incorporated. The instructions given in the review should be specific,
informative and instructive and should serve as a guidance to the officers and not
in the nature of general comments.
(20) Activities of criminal gangs should be specified in the concerned heads of crime
dealt within the fore-going paragraphs. Good work done by Police Station DCRB
and other voluntary bodies and individuals, community liaison groups and the
police should be mentioned in the respective heads of crime and not separately.
Particulars of notable arrests should also be shown in the concerned category of
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crime or in the para relating to preventive arrests whichever is applicable. The
occurrence of any particular type of crime or outbreak in any particular area should
be specifically dealt with.
(21) The Monthly Crime Review for each month should be sent by each SHO to the
SP/SCRB with copy to the district SP who may offer his comments on the various
paras and send these to the SP, SCRB so as to reach him on or before the 10th
of the succeeding month. The SP, SCRB should place the reviews of the police
stations with the remarks of the district SPs, if any to the Addl. DGP/IGP CID
before 20th of the month. The latter will forward the same with his comments for
perusal of the DGP. The remarks of DGP, if any, should be communicated to the
concerned district SPs/DIGP, Range & the ADGP/IGP, L&O and its follow up
should be ensured.
(22) The monthly statement of crime in Form 60 should accompany the review.
(23) The detailed Monthly Crime Review should be distributed to DGP, ADGP/IGPCID, ADGP/IGP, L&O, DIG, Range, district SPs, SDPOs & SHOs of police
stations, “by email to the latter two if so deemed appropriate”. A synopsis of the
MCR only should be sent to the CS/HS, Secretaries to Governor and Chief Minister
with a copy to the DGP giving the overall picture, trends, crimes that are or could
be of concern for the State, analysis of the various types of crimes etc.
(24) At the end of the year, a consolidated review of the year’s crime (also w.r. to
previous years) should be prepared. This review shall include the salient features,
steps taken and results achieved.
16.25 Advisory and Crime Memo Books
(1)

The Bureau should maintain a separate memorandum book in Form 61 for all
the advisory and crime warning memoranda issued by it. The book should be
maintained in chronological order and each memorandum issued by the Bureau
should be given a separate number, such as 1/Crime/11, 2/Crime/11, etc. The
replies to each memorandum should be sent by the concerned promptly and these
should be filed with the office copy.

(2)

As soon as the Bureau receives information regarding the occurrence of any
serious and grave crime, the Bureau should study the indices maintained with
a view to discovering whether any criminal of the same modus operandi has
operated in the area previously or has any relatives or associates in the station
limits or the neighbouring station limits and whether any dossier criminal or any
history-sheeted criminal who is out of view from that station or a neighbouring
station or any criminal who has returned from jail recently is likely to have
committed the offence. A quick analysis of the information available from the
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scene about the profile of the criminal or group and its comparison with those with
similar group or criminal in the data bank, or any inputs or intelligence available
should be made and leads should be communicated to the IOs by fastest means.
The required data can be picked up by the Bureau easily from (a) the history of
crime, (b) modus operandi register of all “out of view” history-sheeted persons, (c)
register showing the dates of release of dossier criminals and other history-sheeted
persons, (d) general subjects files, (e) modus operandi indices and (f) the dossiers.
It should however, be noted that the modus operandi is not the sole criterion for the
determination of the probable complicity of a criminal as many active criminals
adopt more than one modus operandi and commit different crimes.
(3)

The Bureau should make a careful study of crime on receipt of crime cards and
crime details forms and other reports, and information regarding the probable
dates of release of dossier criminals and other history-sheeted persons, criminal
intelligence gathered through sources by the PS or Beat Police. On the basis of such
study and analysis a report should be sent directly to the IOs under intimation to
the SDPOs concerned, on the indication or possibility of an out-break of crime and
about the release of any dangerous criminals. Effort should be made to study the
activities and profiles of criminals or groups from outside the district or state, those
at large and places where they committed crimes earlier.

16.26 Quarterly Return of Photographing of Dossier Criminals
(1)

The Bureau should send a quarterly progress report on the photographing of dossier
criminals in Form 62, which should reach the SP (SCRB), not later than the fifth of
the month following the quarter.

(2)

An explanatory note should be given stating as to why photographs have not been
taken for those mentioned in columns 5 and 6 of the Form 62.

16.27 Visits to and Inspections of the Bureau
(1)

The Bureau is subject to the inspection of the ADGP/IGP, L&O, DIG, Range as
well as by ADGP/IGP CID, and will comply with their instructions.

(2)

All officers of and above the rank of Sub-Inspector stationed at the district
headquarters should visit the Bureau once a month. Those stationed outside must
visit the Bureau whenever they visit the district headquarters or at least once a
quarter. A register in Form 63 should be maintained in the Bureau to show the
days on which and the purpose for which each officer visited the Bureau and the
business transacted during the visit. The register will be written at the end of each
visit and should be placed before the district SP after each visit. This register
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should be produced at the time of each inspection. Facilities should be provided in
the Bureau where visiting officers can sit, refer and study the relevant files as also
to retrieve information from any computer system and take down notes.
(3)

Sub-divisional Officers must visit the Bureau whenever they visit the district
headquarters and leave notes in the visiting book as to the nature of work transacted
and summary of discussions held.

(4)

The Addl.SP/Dy.SP at Hqrs who is in direct charge of the Bureau shall daily monitor
its activities. The district SP must remain in touch and visit the Bureau as frequently
as possible and make detailed inspection once a year.

(5)

In each District Headquarters a Computer Centre has been established for data
entry in Crime Criminal Information System (CCIS). It is necessary that whenever
a Senior Officer conducts the Inspection of the DCRB or DPO, he must invariably
inspect the Computer Centre as well. They should check the following points during
such inspections.

A. Check-up whether the Flooring, Roof, Wiring in the Computer Room are up to the mark.
B. Check-up whether the computer and its peripherals including UPS are in working
order or not and whether the concerned company is maintaining the same or not.
C. Verify whether the concerned maintenance company is attending on the complaints
of the Units/Districts to rectify the problems of UPS and computer of CCIS project.
D. Check-up the Logbooks, Monthly Reports Books, computer and UPS
maintenance registers.
E. Check-up whether the reports are being sent regularly to SCRB or not.
F. Check-up whether the operators are entering the CCIS data regularly and forwarding
the data to SCRB on a periodical basis or not.
G. Verify whether the Integrated Investigation Forms are collected by DCRB, CCIS
computer section on par with the investigation and disposal of the case till it closes.
H. Check-up the quality of data received through the Integrated Investigation Forms.
(Input forms for CCIS)
I. Check-up whether Memo’s are given to the I.Os. in respect of non-receipt of
Integrated Investigation Forms by the officer in-charge of the DCRB.
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Chapter 17

Crime Investigation Department
(Crime Branch & SCRB)
17.1

Introduction
The Crime Branch, Crime Investigation Department (CB-CID) is amongst the
most important units of the police organization. The Crime Branch is primarily and
chiefly concerned with matters pertaining to crime, investigation, prosecution and
collection of criminal intelligence, whereas, the State Special Branch is primarily
concerned with the collection, collation and dissemination of intelligence on and
about various political, communal, terrorist, labour activities and with relation to
various law and order issues like agitations, strikes, demonstrations etc.

17.2

Composition
The CB-CID is headed by an officer of the rank of Addl. DGP/IGP, who is assisted
by a number of police officers of the rank of DIGP, SP, Addl. SP, DySP, Inspector,
SI, Head Constable & Constable, Specialists in Fingerprints, photography,
computer professionals and experts in other fields. The latter category of staff may
be on deputation or contract for specific periods. The CB-CID is a specialized
branch which tackles the various crime related issues at micro level and, therefore,
is structured into various cells, units and sections as indicated below. In view of the
compactness of the State and the State Police organization two or more cells may
be placed under the charge of one officer and an officer may head or work in more
than one cell/unit/section :

•

Police Station (CB-CID)

•

Economic Offences, Bank Frauds, FICN and Forged Travel Documents Cell

•

SCRB (which includes the criminal intelligence, crime analysis and research
centre) & CCTNS Cell

•

Crime against Women, Weaker Sections & PCR Cell.

•

Anti-Human Trafficking & Missing Persons Cell

•

Human Rights Cell

•

Anti-Narcotics Cell

•

Cyber Crime Cell

•

Homicide Cell/Arms & Explosives Cell
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•

Serious & Organised Crime cell

•

Fingerprints & Footprints and Photography Cell

•

Kidnapping and Abduction Cell

•

Immoral Traffic and Juvenile Crime Cell

•

Property Offences & Antique Property Cell

•

Verification Cell

•

Legal & Prosecution unit

•

Administration & Accounts section

•

Dog Squad

17.3
(1)

Powers, Functions and Responsibilities of Addl. DGP/IGP, CID
and other officers
The main role of ADGP/CID is to ensure the performance of one of the most vital
functions of police i.e. investigation, detection and prosecution of cases in the
State, subject to the general control and supervision of the DGP. His functions and
responsibilities are:

A. Supervision and control of the branch as head of the CB-CID. He shall allocate
tasks and duties to various officers in the CID including coordinating function.
B. Administrative and operational control of the State Crime Records Bureau (SCRB),
Finger Print Bureau (FPB) and the Regional Forensic Science Laboratory (RFSL).
C. Mutual cooperation and liaison with other States and national agencies such as
CBI, NIA, NCRB, Interpol, MHA, NCB, Enforcement Directorate, Financial
Intelligence Unit, DEA, MOF, Enforcement Wing of Customs, Excise, Banking,
and CBDT.
D. General direction, supervision and coordination of investigation of cases including
those taken up by the CID.
E. Creating awareness amongst the members of the general public to save them
from falling prey to various crimes/frauds and enlisting their cooperation in
preventing offences.
F.		 Maintenance, up-dating, custody and use of criminal records, and criminal
intelligence systems.
G. Organize research, study and analysis of crime and rendering advice to frame laws
& guidelines on measures to prevent and detect crimes more effectively.
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H. Constantly update and apply the scientific and technological aids available for
crime detection, their adoption and application by the field staff.
I. Assist the DGP in directing operations to control outbreak of crime, investigation
of offences in situations of serious and widespread riots or agitations and in
compiling necessary reports to Government and others.
J. Keep DGP informed of the state of affairs in his charge from time to time.
K. Conduct annual inspection of the work records of SP, CID office, SCRB, FPB,
RFSL and Research Wing.
L. Visit to places of investigation of serious crime, which is likely to generate
insecurity, panic or attract widespread public and media attention.
M. To assess the quality, conduct, performance of Investigating Officers of CID,
methods and handicaps experienced by them and take such remedial steps as
required for quality investigation and for effective coordination.
N. To arrange and monitor collection, storage, updating, retrieval, and use of data on
crime, criminals, opening and maintenance of dossiers, collection and dissemination
of criminal intelligence.
O. Introduction of automatic search facility for fingerprints and equipment for
identification by portrait building with accessibility of such facilities by
Investigators all over the State.
P. Publication of Gazettes for internal use, analyse reports and lapses noticed in cases
disposed off in courts and issue necessary guidelines to the concerned.
Q. Provision of adequate working conditions including equipment required for all
investigating teams.
R. Update investigative skills and assign specific tasks to the Research Wing
particularly the study of judgements, journals and publications, Acts and laws
which police have to enforce, and communicate constantly the results to all the
concerned in the form of guidelines.
S. Ensure timely disposal of petitions and references including replies to petitions
from Courts, NHRC, Assembly, Parliament and other Constitutional and Statutory
bodies. In respect of purely administrative matters, however, necessary action will
be taken and replies furnished by the Hqrs & General Administration branch under
supervision of the concerned ADGP/IGP.
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(2) Deputy Inspector General of Police, CB-CID: A DIGP, when posted, will be
second in command of the CB-CID and shall ordinarily be incharge of investigating
units of CB-CID dealing with specific subjects and will perform such other
functions as may be entrusted to him by the Addl. DGP/IGP, CID.
(3) Superintendents of Police, CB-CID: As in-charge of the Crime Branch and a
supervisor in all cases of the branch the Superintendent of Police shall be responsible
for ensuring investigation in accordance with procedure and method prescribed, as
applicable to each case. The submission of case diaries, their scrutiny, timely steps
to be taken for prompt investigation of cases taken up by CB-CID, preparation of
report for legal opinion, and liaison with local police for assistance to Investigation
teams are some of his more important functions.
(4)

The Addl. SPs, Deputy Superintendents of Police and Inspectors of Police will
be Investigating Officers of cases entrusted to the CB-CID. In more important
cases the DSP will be in charge of investigation directly. Both Inspectors and DSPs
will report to SP directly. If a DIGP posted in the CB-CID is in-charge of a cell,
they will report directly to him. The Addl. SPs/DySPs/PIs may also head one or
more cells/units/sections in the CB-CID and in such cases shall be responsible for
their proper functioning.

(5)

Only officers of rank of Sub-Inspectors and above should be utilized for
investigation duties. All Investigating Officers and Officers aiding investigation
shall carry photo identification cards always with them.

(6)

The experts in different fields including computer experts drawn from various
sources are responsible for scrutinising the documents and records and giving
advice and opinion on matters of their specialisation and aid in the investigation.
They shall report to SP, Crime Branch.

(7)

The Law Officer will be mainly rendering legal advise and opinion in cases
investigated by CB-CID and the important cases investigated by the district
police. In all important cases the written opinion of the Law Officer shall be taken
before any orders of disposal are passed by the concerned officer. The functions
of Law Officer are: - (i) To act as a liaison between the department and the courts
is so far as service matters, other litigations between department and the public
are concerned. (ii) To feed the necessary material to the government counsels in
the various courts where litigations are pending. (iii) Effectively co-ordinate with
the prosecution in-charge/Court Inspectors/PPs/APPs so that the departmental
matters are properly and effectively represented in courts in time ensuring quick
and successful disposal of cases. (iv) Scrutiny of orders and judgement of courts
and to see that appeals are filed promptly to appellate courts wherever necessary.
(v) Render opinion on criminal Acts and Rules referred to the DGP Office. (vi)
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Keep the DGP informed of the stages of the litigation in important cases through
the SP, Crime Branch and Addl. DGP/IGP, CID. The procedure and format as
prescribed for disposal of cases for the district police should be adopted in CBCID. He shall report to SP, Crime Branch. (vii) In respect of other cases relating
to service matters or general administration he will assist the AIGP, PHQ and the
ADGP/IGP, Hqrs & Gen. Administration branch.
(8)

The Ministerial staff shall be responsible for maintenance of files and the
office administration.

(9)

Except on ceremonial occasions and other occasions as may be specified, the
Officers in CB-CID will not wear uniform and should not, except when in uniform,
salute their senior Officials but instead observe other informal form of salutation.

17.4

Functions of Crime Branch, Crime Investigation Department :

A. Registration, investigation, detection and prosecution of specified class of cases
and cases entrusted by the Government and DGP.
B. Conduct enquiries as per laid down procedure in prescribed situations.
C. Maintenance, up-dating and use of Crime-Criminal Information System, crime
and criminal records, planning and implementation of criminal intelligence system
and crime analysis to improve prevention, detection, investigation and prosecution
of criminal cases.
D. Coordination of investigation and related matters in the State and with other States
and National Institutions/Organisations dealing with crime investigation and
maintenance of crime & criminal records.
E. Efficient, professional and independent functioning of SCRB, FPB and
their modernisation.
F. Advise, assist and report to DGP and Government on matters concerning
investigation and prosecution.
G. Coordination with the FSLs.
H. Collection, Dissemination and Utilisation of criminal intelligence on subjects dealt
by the CB-CID and prevention of crime by creating pubic awareness.
I. Verification and Issue of NOCs for registration of vehicles, companies/firms,
cyber cafes etc.
J. Timely submission of returns and reports to the concerned Central & State
Government agencies.
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K. Reply to Parliamentary & Assembly questions on crime and other matters relating
to the State Police department except those that relate to purely administrative
issues.
L. In cases relating to Human trafficking launch rescue operations and attend to post
rescue victim care and protection in coordination with the NGOs.
M. Coordinate in r/o prosecution matters including with the PPs/APPs and the Law
department.
N. Legal vetting of chargesheets forwarded by the district police by the Law Officer
in the CB-CID.
O. Monitor timely execution of summons/warrants etc. within and outside the State.
P. Maintain data base in r/o cases under trial, court disposals and court orders.
Q. Examine and report on judgments for filing appeals.
R. Examine and report on references relating to criminal law and legal matters.
S. Support presentation of prosecution evidence in important cases by way of research
work and coordination with I/Os.
T. Character & Antecedent verification.
U. Deal with administrative and accounts matters of the CB-CID as per rules and
instructions.
V. Issue of Identity Cards to the Police personnel by the photography cell.
W. Maintain canine squad and assist through their services the districts and Special
Branch in tracking of criminals, checking of narcotics and explosives and anti
sabotage checks.
X. CB-CID will assist and support the district police either by taking up the entire
investigation of a case, or by sending one or more of the specialist investigating
officers or civilian experts to the district Police, including visits to scenes of crime,
providing technical support, criminal intelligence and information, crime analysis
and providing specific advice on investigation or coordination within the state and
other states and securing investigative assistance from other states and countries.
The district Superintendents of Police will act in a similar manner and furnish all
necessary information and assistance to the CB-CID.
Y. The District Crime Record Bureau functions will be performed by a unit in the
office of Addl. SP/DySP located at the district police headquarters under the
supervision of the district SP.
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Z. The Crime Investigation Department in no way relieves the district police of their
responsibility towards the prevention, investigation and detection of crime.
NB: Each cell/unit/squad of the CB-CID will have their separate detailed
list of subjects/types of cases to be dealt by them and SOPs for their working
duly incorporating the guidelines issued in that regard by the Central or State
Government or the Apex Court.
17.5

Furnishing Information
- Responsibility of District Police and other Organisations

(1) A comprehensive view of crimes and criminals of all description, the links between
various types of crime and violation of any law is necessary to tackle effectively
the lawbreakers, particularly networked and organised crime syndicates.
Sharing of information and coordination between all concerned agencies is
therefore essential.
(2) All criminal information as prescribed shall be gathered and recorded by all Police
Units in the state and furnished to the SCRB in CB-CID.
(3) All departments of the State Government particularly Excise, Forest, Revenue,
Social Welfare, Women and Child Welfare, Anti-Corruption Bureau, all Vigilance
and Security organisations, Prisons, Fire Services, Electricity Board and others
who are authorised to deal with offences under State and Central Acts, either
cognizable or non-cognizable, should furnish the crime information to the SCRB
in CB-CID in the proforma prescribed by SCRB.
(4) The Central Government departments and organisations are to furnish criminal
information relating to offences reported and dealt by them to National Crime
Records Bureau, New Delhi. They should furnish copies of such reports, to the
SCRB in CB-CID. The SCRB need not include the information so furnished by
Central agencies in the reports sent to NCRB.
(5) Some departments of the State Government and Central Government have law
enforcement functions. The police have to function in close cooperation with these
agencies in the matter of investigation of cases for which, they are, by law the
main agency or have concurrent powers. Sharing of information without prejudice
to the investigation being undertaken by each is necessary for a comprehensive
and effective enforcement of all laws, to detect and prevent offences and bring
offenders to justice, particularly in the area of organised mafia crimes, drug
related offences, terrorism, bio-terrorism, economic offences, offences against
environment, flora and fauna, crimes relating to antiquities, art pieces and
cultural properties, counterfeiting and many other conventional crimes where it
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is advantageous for the enforcement agencies to share relevant information with
each other and act in furtherance of common objective of bringing offenders
to justice even if each agency alone is competent to deal with them. While in
specific cases the information sharing can be limited by the need to know basis, in
other cases the information shared should be with a view to identify offences, the
offenders, their identity, the areas of their operation, the methods they employ and
the disposal of proceeds of crime etc.
(6) One to one meetings between Addl. DGP/IGP, CID or one of the concerned CBCID officers should be conducted periodically with other departments with a view
to ensure sharing of information between the two and secondly to render mutual
assistance in cases requiring such help. The agencies and departments include
both state and central governments.
17.6

Classes of crime to be investigated by the CB-CID and the procedure thereof

(1)

The Crime Investigation Department, will ordinarily, deal with crimes of the
following classes. Request for taking up of investigation by CB-CID can be made
by any Unit Officer but without the orders of the head of CID or the DGP, no such
enquiry or investigation shall be taken up by CB-CID :

A. Counterfeit currency and important thefts of currency notes.
B. Counterfeit coining when the counterfeits are struck from dies, and other cognate
offences in respect of coining by dies.
C. Theft of Government arms and ammunition.
D. Illicit manufacture, transport, sale, possession of firearms, ammunition, explosives
and explosive substances.
E. Important cases in which foreigners are concerned (including cases of international
criminals and trafficking in women by foreigners).
F. Frauds by means of advertisements, bogus funds and companies / societies,
impersonation of public servants, and swindling.
G. Specially important cases of murder, all important and inter-State dacoities,
robbery and housebreaking.
H. Frauds, thefts or cheating of a peculiar nature affecting more than one district.
I. Stock market and Bank frauds.
J. Important terrorist cases and cases of bio terrorism.
K. Important defalcations of public money and theft of public property.
L. Smuggling of narcotics and psychotropic substances, drug trafficking and serious
offences under NDPS Act.
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M. Financial and Economic crimes i.e., money laundering, bank frauds, forgeries,
misappropriation, cheating, breach of trust.
N. Organized crime (Mafia type) and gang cases.
O. Important conspiracy cases whose ramifications extend to several districts.
P. Organised offences relating to environment, flora and fauna.
Q. Trafficking in women, girls and children.
R. Important cases of rape and dowry deaths.
S. Pornography.
T. Any serious crime, which appears to have a political motive, including all offences,
connected with arms and explosives, which are suspected to be of a political nature.
U. Organised thefts of motor vehicles.
V. Other cases of Inter-State or International nature requiring specialized investigation
and coordination.
W. Organised cases of atrocities against Scheduled Castes or Scheduled Tribes and
important communal or caste riots accompanied by murders and arson.
X. Cases of bringing fraudulent civil suits.
Y. Cases of such a nature as, in the opinion of the DGP, the Addl DGP/IGP, CID or
district authorities, call for investigation by an officer of the CB-CID.
(2)

The decision of the DGP as to which case falling in the above categories A to Y (as
also any case proposed for transfer to the CB-CID by the district police) should be
or need not be taken up by the CB-CID shall be final.

(3)

General Instructions & Procedure with regard to Information/Complaints

A. Whenever complaint/information is received in the crime branch which is, on the
face of it, bonafide and where the allegations are clear and specific and commission
of offence is clearly indicated a FIR will be registered and investigated.
B. In case the information does not appear to be bonafide or clear and specific, a
Preliminary Enquiry (PE) may be conducted after obtaining the orders of the head
of CB-CID on file.
C. In respect of source information or development of an information a secret
verification or preliminary inquiry, as warranted under the circumstances, may be
conducted with approval of the head of CID.
D. Each Preliminary Enquiry and secret verification conducted by the CB-CID will
bear a distinctive number and the DGP shall be kept informed about all such PEs/
secret verifications. Any enquiry/secret verification against a gazetted officer of
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the government, heads including branch heads of public institutions/constitutional
functionaries and elected representatives shall be taken up only with the prior
approval of DGP.
E. Vague or anonymous or pseudonymous informations/complaints shall ordinarily
not be enquired into.
F. Allegations of a minor nature that can be more appropriately dealt with by the
concerned departmental authorities should be referred to the concerned department
for necessary action.
G. The CID-PS will function and maintain such records, as are prescribed for the
regular police station except those records that are being maintained commonly by
the CID office as a whole.
H. A daily situation report (DSR), as given by the regular PSs, will be sent by Crime
Branch PS to the State Control Room for distribution to concerned authorities.
(4)

Government of Sikkim have declared the Office of the Crime Branch as a Police
Station for the entire state under Section 2(s) of CrPC 1973. One of the Addl. SPs
or Dy. Supdt. of Police working in the said Office shall be nominated to be the
Station House Officer for the said Police Station with the approval of the DGP.

(5)

Scientific experts trained in the examination of arms and explosives, blood and
human tissues, counterfeit currency and other security and valuable documents
etc. are available in the Central FSL and, when established shall be available at the
Regional FSL in the State, for giving expert opinion and evidence in such matters.
Their expert opinion should be sought and obtained as per prescribed procedure
whenever it is intended to launch prosecution in cases involving such materials.

17.7
(1)

Reports from district SPs for CID investigation
In all cases detailed above where CB-CID is to take up investigation fax/WT
message should be sent to ADGP/IGP, CID in three parts as hereunder:
(i) All relevant facts of the occurrence.
(ii) Action already taken and ordered.
(iii) Suggestions for further action as indicated by the district officers.

(2)
17.8

On receipt of the report, the ADGP/IGP, CID will examine whether the case is fit
for investigation by the CB-CID and will put up to the DGP for final order.
Classes of crime and information to be reported to NCRB

A. The information on crime and criminals may be communicated to NCRB in the
formats prescribed by them. For every prescribed return to be sent by the CB-CID
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(SCRB) to NCRB, specific approval of DGP should be taken. Once approval is
accorded for sending a periodical return, there is no need to take further approval
unless the Addl. DGP/IGP, CID feels that it is necessary.
B. Whenever a foreigner is convicted of an offence of the type in which finger
prints would ordinarily be taken for record under the rules, the finger prints and
photographs of the convict as well as the details of the offence described in words
(and not merely referred to by their Indian Penal Code section numbers) should
be sent to the State Intelligence Branch and CB-CID for transmission to the IB,
NCRB and Interpol, New Delhi with a request to forward it to the country to which
the person belongs.
C. Before the release of such a prisoner, a report in the same manner as above should
be sent to the above agencies furnishing information regarding the date, route,
flight etc., on or by which the prisoner will be travelling, to enable transmission of
the information to the country of the prisoner’s origin.
D. In counterfeit coins and currency cases, in which a foreigner is convicted and there
is reason to believe that the counterfeit coins or notes have been manufactured
abroad, a report should be forwarded to the CB-CID by the Unit Officer. In such
cases the help of Interpol, New Delhi should be requisitioned for investigative
assistance abroad, if any.
E. If any foreign criminal is convicted in a counterfeit coin or currency case, which
may arouse international interest, a similar report should be sent by the SP to the
CB-CID and State Intelligence who in turn will respectively send to the NCRB,
Interpol, (CBI) and IB, New Delhi.
17.9

Officers of the CB-CID - relations with District Police

(1)

The cases in which the services of an officer of the CB-CID are requisitioned or
whenever an officer of the CB-CID is deputed to conduct an investigation / enquiry
of any kind, the officer deputed should take with him an authorisation addressed to
the District SP indicating the purpose of his deputation. The authorisation can be
sent by fax/radio message in advance.

(2)

If the SP is on tour, the officer deputed should hand over the authorisation to the
Addl. SP or his immediate subordinate at the District Police Headquarters and
should soon thereafter call on the SP if the enquiry is likely to be spread over
a longer period.

(3)

If the enquiry extends over more than one district, the officer should keep the SsP
or if authorised by them, the Addl. SP of the district, in which he is working, fully
informed of the investigation, consult them and inform them the results of the enquiry.
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(4)

The SP, Addl. SP and SDPOs of district Police or Traffic should give the Officers
of the CB-CID every facility, support and help, for conducting investigation in
their jurisdictions and should share all information and make available for their
assistance the officers or staff with local knowledge. The CB-CID staff should
not think that, once they take up a case, the district Police have nothing to do with
it. Officers of the CB-CID should realise that the CB-CID is to assist the district
police by taking up investigation in cases where local police may not have the
time or the wherewithal to pursue clues to a successful end. Investigating CBCID officers should meet the concerned SP, SDPO as often as necessary and take
the needed help.

17.10 Case diaries and other CB-CID records
Case diaries of CB-CID officers are subject to the same rules as those of the district
police. All other records of the branch are confidential. The officers of the CB-CID
have the same authority to inspect records as the district police.
17. 11 State Crime Records Bureau (SCRB)
Introduction
The State Crime Records Bureau is an integral part of State Crime Investigation
Department. Its primary role is collection, storage, retrieval and dissemination of all
information relating to crimes and criminals, to analyse and formulate conclusions
on crime trends, modus operandi, areas of operation so as to help in the prevention,
detection and prosecution of all types of crime. Specific clues and information in
cases on the basis of recorded information, analysis and intelligence available is a
part of its vital pro-active role in the entire crime investigation system of the state.
The Crime Records Bureau are at the National (NCRB), State (SCRB) and District
(DCRB) levels though in Sikkim, considering the compactness of the State, the
district level unit is located under the Addl. SP/DSP in the Headquarters who
actively will supervise and assist in the maintenance of requisite records by the
SCRB. State Crime Records Bureau shall maintain accurate figures of crime data
for the State and will ensure the accuracy of information sent to National Crime
Records Bureau. The NCRB stores, coordinates and disseminates information on
crime and criminals at the national level and coordinates, guides and assists the
functioning of SCRBs.
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17.12 Organisation of SCRB
The SCRB is headed by an Addl. SP under the SP, CB-CID and the active
supervision of ADGP/IGP, CID. The Bureau has (1) Criminal Records Unit, (2)
Criminal Intelligence Unit, (3) Research Centre, (4) Crime Analysis Unit; (5)
Technical & Experts Unit. The Addl. SP, CID (SCRB) is assisted by police officers
of rank of DSP, Inspector, SI, HC and Constables apart from technical and civilian
staff of various levels.
17.13 Functions of the SCRB
(1)
A. Building, up-dating, maintenance and usage of computerised Crime-Criminal
information system in the state. The format and guidelines of NCRB should
generally be used. The circumstances, requirements and the day-to-day needs of the
state police and investigating units should be the main objective. The information
system shall include information on:
•

all types of crimes, active and habitual criminals involved in crime against property
and whose activities extend over more than one PS jurisdiction,

•

counterfeit currency offenders,

•

financial offences,

•

computer crimes,

•

organised crime and criminal gangs, their members,

•

terrorist crimes and gangs,

•

crime and criminals involved in offences against children, women and other
weaker sections, scheduled tribes and scheduled castes, communal offenders,

•

environmental crimes involving flora and fauna, temple property, smuggling
and thefts,

•

smuggling and drug trafficking.

B. Collect, record, collate, analyze, interpret and disseminate information about crime
and criminals and the movements and activities of the district, inter-district, interstate and international criminals.
C. Maintain data in respect of incidents of crime in districts, cities and other states.
D. Maintain detailed folders photos and videos in respect of members of each criminal
gang and organised crimes as mentioned at B above.
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E. Maintain constant, and when established, on-line communication, with DCRBs
and make available by fastest means the information to the field officers, including
those at the scene of crime. The Bureau shall also act as a reference point for all
investigating officers and teams.
F. Assist and guide District Crime Records Units and Police Stations in similar
functions as relevant to them.
G. Issue guidelines and devise training modules for recording, maintenance and use
of computerised system including communication of data to Police Stations and
the DCRB unit.
H. Generating and sending periodical reports to NCRB and other agencies as required
by them.
I. Undertake research studies, crime analysis on relevant crime issues and emerging
patterns of crime with a view to provide useful leads to Investigating Officers
and police officers in prevention and detection of crime. The Research Centre and
Crime Analysis Group are to be organised on these lines.
J. Assist Addl. DGP/IGP, CID and the SP, CB-CID in the coordination of investigation
within the state and with agencies outside the State including Interpol, New Delhi.
K. Supervision of FPB, and liaison with national agencies.
L. Any other related functions that may be entrusted to the unit by the DGP from
time to time.
(2)

The SCRB, like the DCRB for a district, is a vital link in the criminal records
and intelligence system of the State and the Country apart from being a valuable
asset to the district police and Investigating Officers. In order that the Bureau may
serve its purpose fully and well, it is important that officers who obtain or come
across information, which may be useful to others, promptly communicate the
same to the Bureau directly by quickest means, marking a copy to their immediate
superiors i.e., SHO, Inspector, SDPO or SP as the case may be.

(3)

SCRB advises Investigating Officers in the investigation of cases and furnishes
classified information to them and their superior officers, to enable the latter to
guide and supervise investigation, control of crime, coordination of investigation
and trace of wanted persons and properties.
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17.14 Records to be maintained at SCRB
The following records, indices and files shall be maintained by the bureau at the
State level using appropriate computer programmes. Till such time the files are
completely computerised and also stored on back-up discs, the maintenance should
be continued manually :
(1)

Dossiers of active professional and dangerous criminals who are addicted to the
commission of dacoities, robberies, burglaries, those who operate or have the
potential to operate in more than one district or state, professional poisoners,
kidnappers, cheats and members and leaders of organised criminal gangs. The
dossiers shall be updated on the basis of information furnished by the Police Stations,
and intelligence gathered from various sources or agencies. The information in
Finger Print Bureau is also a valuable input.

(2)

Register containing the list of dossier criminals.

(3)

Register of out of view history sheeted persons of all police stations to be arranged
according to modus operandi.

(4)

Register showing the probable dates of release of dossier criminals as well as other
history sheeted persons.

(5)

Indices for the criminals mentioned above in the following manner:

•

name (alphabetical) index

•

modus operandi index

•

sphere of operations index, and

•

physical peculiarity and criminal characteristics index

•

All indices are to be kept updated using the flow of information from the DCRB,
Police Station, other sources and the FPB.

(6)		 Criminal organisations files.
(7)		 General subject files dealing with the conventional and emerging forms of crimes.
(8)

Photography and videography albums of criminals and absconding warrantees and
suspects and an index of the same.

(9)

Indices and reports regarding missing, kidnapped and abducted persons and
unidentified dead bodies.

(10) Index of persons both male and female who are not available at their known
addresses and suspected to have gone astray i.e., victims of organised trafficking
in women, or drawn into life of crime or terrorism.
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(11) History of crime.
(12) Register of suicides.
(13) Crime graphics, charts, graphs, statistics for each important class of crime.
(14) Advisory and crime alert communication file.
(15) References from investigating officers.
(16) Register of visits by SHOs and other officers to the Bureau.
(17) Monthly Crime Statements.
(18) Monthly Crime Reviews.
(19) Specific crime analysis report and leads given.
(20) Criminal Intelligence Gazettes.
(21) Organized crime files (each type).
(22) Files on Financial crimes including financial companies.
(23) File on criminals and habitual offenders in crimes against women, including
trafficking in women and children, and the agents.
(24) Photographs and descriptive particulars of crimes, criminals, smugglers involved
in crimes relating to cultural property including theft/smuggling of monastery/
temple properties of antique value.
(25) Files of criminal offenders involved in environmental crimes and crimes against
flora and fauna.
(26) Automobile Information System.
(27) Information on property stolen and recovered.
(28) Terrorist crimes and Criminal Information System files.
(29) Arms, ammunition and explosives.
(30) Interpol and Inter-state enquiries.
(31) Extradition file - Red Corner notices and other notices.
(32) The Crime-Criminal Information System; the information is to be stored in a
computer system following the NCRB format.
NB:
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The above records/reports shall be maintained on the same basis and in the same formats
as prescribed for similar records/reports in the Chapter on District Crime Record Bureau
(DCRB). Sikkim being a compact State no DCRBs were established and the SCRB
performed the required functions. Hence, till such time the DCRBs are fully functional
the SCRB shall also deal with and assist district police stations in crime matters and
those issues indicated for the DCRBs in the concerned chapter in this manual.
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17.15 Criminal Intelligence Unit
(1)

Criminal information and intelligence is vital for control and detection of crime.
The nature of information to be gathered, the records and files in which it has to be
stored, whether in a computerised or a manual system are dealt in Chapters relating
to functioning of the police stations and the district crime records bureau. As the
main investigating agency of the state and responsible for SCRB, the CB-CID has
an important and necessary responsibility in this respect. The criminal information
and data is available from various sources like criminal records, periodical and
special reports received on crime and criminals, interrogation reports, intelligence
gathered from sources, surveillance, open information from the media and the
official statistics. The specific items on which information has to be gathered and
the priorities in this regard should be determined from time to time. New patterns
of crime require suitable methods of prevention and detection. Once information
or intelligence is gathered on standard items as well as on special priority items,
its analytical assessment, evaluation, collation, integration, interpretation and
dissemination has to be undertaken. Only then the purpose of collecting the data
will be of any use. This function has to be performed in the CB-CID by the SCRB
and its special units. The state crime records bureau, the district crime records unit
and all police stations are expected to undertake this function within their respective
spheres. The analysis and generation of the required output in the desired format
by use of appropriate computer system on the priority as well as standard subjects
has to be planned and implemented.

(2)

The general items on which information is to be gathered are given below :

A. Serious crime of all categories including series of crimes of same nature or outbreak
of crime of a particular nature in a geographical area; terrorist crime; important
crimes against women, children, Scheduled Castes and Scheduled Tribes; human
trafficking, crime relating to narcotics, environment and financial offences.
B. Property stolen, lost, or detained as suspicious especially automobiles, Fire Arms,
Explosives, works of Art, Antiquities, art treasures;
C. Persons wanted by the police or persons arrested by the police, who are suspected
of being professional inter-district criminals/Inter State/International Criminals.
This should be done in the prescribed form;
D. Foreigners involved in offences, suspicious characters and strangers;
E. Criminal gangs;
F. Organized Crime Syndicates;
G. Specific information about wanted offenders, suspects;
H. Missing persons and un-identified dead bodies;
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(3)

The information to be gathered on the targeted subjects or persons is secured by
prescribed periodical reports from the police stations, district crime record unit and
the CB-CID cells/units, the Crime-Criminal Information System which is entered
in computers, reports from the district/city officers on certain types of crimes and
criminal activity, source intelligence or other information secured by/at the police
stations and the district levels.

(4)

The CB-CID for its part should organise its own intelligence gathering mechanism
through the various cells/units that work on specific cases or areas. The data relating
to the specialisation of various officers in the department from police station to
the state level and that available in the cells/units has to be classified and kept
for use when required. This information particularly relating to various skills of
officers should be fed into the computer system and should be available in the CBCID. The sources recruited and the handlers of the sources in the CB-CID should
follow the same method as prescribed for the police stations in the districts. The
register of informants with necessary precautions regarding secrecy and security
will be maintained by the Head of the CB-CID and the utility of each informant
determined from time to time. It is important that the analysis of crime based on
various parameters and generating the required statements, graphs, charts, statistics
and specific guidelines for detection is done by the special group in the SCRB.

17.16 Criminal Intelligence Gazette (CIG)
(1)

Information on the lines indicated above should be published in the Criminal
Intelligence Gazette. Matter intended for publication should be sent by all Unit
Officers or Investigating Officers of CB-CID through their superiors, carefully
drafted and written or typed on one side of the paper only. Attention must be paid
to the proper spelling of names.

(2)

Advertisements regarding the missing of persons when foul play is not suspected,
the loss of currency or promissory notes or other property when they are not the
subjects of a criminal case, which are sent to the Criminal Intelligence Gazette,
and published in the interests of private persons, shall be charged for in advance
as per rates that may be prescribed. For BPL cardholders such charge shall not be
levied. In forwarding such notices for publication, the Unit Officers, particularly
the SCRB and DCRB shall mention whether or not the person advertising has paid
the cost in advance.

(3)

Notices regarding loss and recovery of arms and ammunition, explosives, motor
vehicles, travel documents shall be published free of cost.

(4)

The CIG must be published promptly and despatched directly to all the recipients
in the state within time, if it has to be of any value.
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(5)

Criminal Intelligence Gazette will be issued in English only and copies sent to
all States and National agencies authorised to receive the same. Any information
of a confidential or sensitive nature, should not be so disseminated, but be
communicated to the concerned officers only.

(6)

The Criminal Intelligence Gazette will be supplied to all O/Cs of PSs, SDPOs,
district SPs, DIG Range and head of the Law & Order branch in the State, the
district Superintendents of Police bordering the State of Sikkim, all Directors
General of Police of states and all the heads of the CID of all the states, the NCRB,
National Narcotics Control Bureau, CBI and the Intelligence Bureau, New Delhi.
This may be done through e-mail/electronically.

17.17 Instructions for Reporting Information
The following instructions for reporting information in the prescribed format
should be complied with:
(1)

Serious crimes : These will include cases in which special reports have been
prescribed and any other case possessing special and instructive features, which
should be made generally known to police officers all over.

(2)

Property : List of stolen or lost properties should be confined to articles capable
of identification, numbered items and rare and highly valuable articles. Arms and
ammunition, explosives, automobiles should also be mentioned. The numbered
items are those, which carry a number or make or such other letters or figures or
specific markings.

(3)

Wanted persons : Descriptive rolls, for persons wanted should be sent for
publication only when there is good reason to believe that the individual will travel
beyond the State boundaries.

17.18 Release Notice of Dangerous Criminals
(1)

The CB-CID should publish a release notice of all dangerous criminals shortly
before their release from the jails. This is intended to alert the concerned police
authorities. May also be done electronically or through e-mail.

(2)

The release notice will contain description and a concise history of the criminal
with a photograph.

(3)

These notices will be published for the following classes of criminals. (A)
members of gangs, particularly dacoit, organized crime syndicates who move over
large areas or through different States, (B) any particular criminal who is likely to
commit crime over a large area.
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(4)

The notices will be printed/e-mailed on separate sheets and sent along with the CIG to
only such police authorities within whose jurisdiction the prisoner is likely to operate.

(5)

All police officers, who receive the CIG, should place, in a separate file for
reference, the release notices of criminals who are likely to operate within their
jurisdiction and brief the personnel suitably.

17.19 Report of Conviction of Criminals whose Release Notice is to be published
by Superintendent of Police
The DCRB unit after approval of SP should report to the CB-CID directly the
conviction of any criminal included in the preceding order or of any other criminal
whose release notice, he considers, requires publication. The report should contain (a)
full personal description and colour photograph, (b) a brief history of the individual
detailing his criminal career and criminal propensities, whether member of a gang or
not, and (c) the probable date of release and the jail in which he is confined.
17.20 Surveillance over certain History sheeted criminals by CB-CID
(1)

One of the important duties of the CB-CID is to keep a watch or arrange to keep a
watch over the movements of the notorious, dangerous and professional criminals,
and members of organised crime and syndicates and disseminate the information
to concerned DCRB unit after it is fed into SCRB records. This will be of great
help to districts and must, therefore, receive close attention. Similarly the SP shall
arrange collection of such information, collate it and communicate to (SCRB) CID.
The CB-CID shall organise the system of collecting intelligence and information
on crime matters through District Police and through their own sources so that
accurate and up-to-date information is available, to be acted upon to prevent crime
and apprehend dangerous criminals in time. A detailed scheme for this should be
prepared in the CB-CID and implemented, which should include specially trained
surveillance teams and properly organised intelligence gathering.

(2)

The duties and functions of the gazetted and non-gazetted officers of CB-CID are
similar to the corresponding ranks in the police as detailed in the relevant chapters
in this manual in so far as their work in CB-CID is concerned. The weekly diaries
and monthly reports as contemplated in the above Chapters should be submitted
by these officers to their superior officers regularly.
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17.21 Research Centre (SCRB)
(1)

The Centre will collect the required data from the SCRB’s system and also obtain
detailed reports, case files etc. from any officer of the state police on the required subject
of study. The functions of the Research Centre and Crime Analysis Unit are as follows:

A. Undertake case studies of important forms of crime and specific cases and bring
out such aspects as legal problems, lapses and handicaps in investigation if any,
the areas affected, social, psychological factors, specific strategy to be followed
for handling, prevention and detection of cases.
B. Provide clear investigative leads and advice in specific cases.
C. Study important judgements of trial courts and higher courts in cases investigated
by state police and suggest specific guidelines for improvement of investigation
and prosecution.
D. Comparative studies of crime area-wise and crimehead-wise.
E. Conduct studies on involvement of community and community policing as a
preventive and detective strategy.
F. Identify training needs of investigating officers and assistants and prepare handouts,
brochures in intelligible language for distribution and prepare course content for
recommendation to training branch.
G. Identification of crime trends.
H. Prepare guidelines and check points for each type of case for guidance of
Investigating Officers.
I. Subscribe and maintain all police journals published in India, literature on crime
prevention and detection, publications of NCRB, ICPO, journals from other
countries and build an up-to-date library on crime investigation.
J. Prepare visual presentations on different case studies for use in the field.
K. An officer of rank of DSP who has the requisite faculty to direct its activities shall
head the Research Centre.
(2) The Centre will utilize the data available in the SCRB received from the districts
about the absence or movements of criminals or criminal gangs and the occurrence
of important crimes, together with the details of the modus operandi employed in the
commission of each crime. The Centre will make an analysis of important crime with
the help of the Crime Analysis Group. Any clue so obtained on the result of the analysis
should be communicated to the concerned Investigating Officer. A critical study of the
District and City Crime and Occurrence Sheets and Monthly Crime Reviews and other
periodical reports generated by SCRB help to know the general trend of crime. It will
function as a nerve centre for all the Investigating Officers in the State.
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17.22 Crime Analysis Unit
The Crime Analysis Unit is a part of research centre and shall function with a
view to conduct a systematic and scientific analysis of crime and criminals and
formulate advice to the Investigating Officers. The crime analysis unit should
adhere to the following guidelines:
(1)

The object of crime analysis is to identify the connection between crimes, criminals
and associations, the relationship between crime and other factors such as the scene
of occurrence, communications and many other variable factors. It introduces a
structured method such as assessment of the scale and nature of high rate of crime
like dacoities, robberies, burglaries etc. and the activities of organised gangs including
mafia type, or the identification of a lone serial killer. The crime analysis is fully
dependent on the intelligence and information available and hence the different data
collected and stored and the information gathered should be utilised properly for
crime analysis.

(2)

The crime analysis can be done in two ways; one is to meet the immediate
requirements of a particular case or a situation and another is a long-term analysis
to enable preventive intervention. Both analysis should take into consideration, the
crime, the criminal, the crime patterns, comparative case analysis including series
of crimes, and the methods of controlling crime. The crime pattern analysis relate to
the types of crime that occurs in a particular area and the timing. A comparative case
analysis relates to identifying connection between similar incidents and to know if it
is by the same offender or different offender of a group.

(3)

The analysis in respect of criminals should include the previous history of the
offender if known, their profile as indicated by witnesses or other information, the
modus operandi, the timing, the dress and other peculiar features.

(4)

Crime control methods emerge from an analysis based on file research, statistics,
structured reports, interviews etc.

(5)

The personnel of the Research Centre should be a mix of civilian and police officers.
The civilians should include social scientists particularly those from disciplines of
sociology, psychology, history who can introduce research methods. The Information
Technology and particularly the computers technology is an essential ingredient of
research and crime analysis. Appropriate software applications should be chosen. The
research and analysis group will be the nodal agency for similar exercises eventually
in districts and cities.
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(6)

A complete manual dealing with the work, functions and methods of the SCRB
including the Police Research Centre and the Crime Analysis Group should be drawn
up by the SP, CB-CID taking into consideration the NCRB’s guidelines and also the
research and experience on the use of criminal information system.

17.23 Role of Police Stations in providing information/data
(1)

Police stations are the initial source of providing data of various types to the
Crime Records Bureaux working at different levels. The NCRB, SCRB and
DCRB would provide various forms, formats and returns on the basis of which
the police station will collect information, intelligence and data for onward
submission to the CRBx as prescribed. These data pertain to registration of crimes,
investigation, prosecution, conviction and movement of the criminals, suspects
and convicts. The SCRB is responsible for creation of Data Bank in respect of all
crimes, criminals, suspects, arrested persons, wanted persons, missing persons,
unidentified dead bodies etc. extraction of inter-district crimes, query processing,
creation of statistical reports and compilation of various data at the district level
and creation of data bank in respect of properties, terrorists, economic offences,
drug peddlers and preparation of monthly and annual crime reports. All these
functions will be executed effectively and properly only when the police stations
perform their duties of data collection and transmission quickly, faithfully and
honestly. The police stations, thus, have a very vital significant and important role
in the functioning of the State Crime Record Bureaux.

(2)

The functioning of all the Crime Records Bureaux is dependent on the cooperation
and coordination between each other. All efforts must be made to maintain healthy,
useful and meaningful coordination among all these Bureaux because they form
the bedrock of information system of the entire country.

(3)

Instructions, procedures and methods prescribed by the NCRB and SCRB should
be followed for collection and transmission of data and the forms, formats and
returns prescribed in this regard should be used so as to make the system of crime
records and their maintenance systematic, scientific, useful and uniform.

17.24 Method of Storing and Retrieval of Information
All records, files, indices, statistics reports and information should be stored
in a computer system choosing appropriate hardware and software. The Crime
& Criminal Tracking Network System being established will be used for entry
and storage of such data in the manner recommended by NCRB generating the
information in the integrated investigation forms and the terrorist details forms and
any other forms prescribed from time to time. The entry of data should be made as
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soon as received or in due course into the on line terminal. The retrieval systems
have to be set out for each user who is provided a terminal. The SCRB should have
it positioned in the district and police station level as quickly as feasible. It should
be ensured that the system includes fax, printer, as well as a scanner and e-mail
facility with safety and security precautions. The DCRB should also be provided
with necessary video/digital cameras, VCH and colour TV sets. The entire system
should be based on the principle of utility and access of the users. All information
files and records in SCRB should be stored in CDs or as prescribed.
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Chapter 18

Finger Prints, Foot Prints and Photographic Cell
18.1		

Finger Prints

(1)

Fingerprints serve as the most valuable, infallible and accurate means of personal
identification, and have since long become an indispensable tool in the investigation
of crime and administration of justice. Investigation of a crime is primarily meant
to identify the person or persons responsible for the crime, and fingerprints provide
a scientific clue to the identity of criminals.

(2)

It is essential for all Police Officers to acquire knowledge of the basic principles
and techniques of finger print identification. All police officers should thoroughly
familiarize themselves with instructions and procedures set forth in this chapter and
comply with them in their work. Good work in tracing a criminal or clue to an offender
obtained through skilful detection and use of chance prints must be rewarded. This
chapter and related literature shall form an integral part of all induction, in-service
and on-job training courses of civil police. Specialist courses in the science of Finger
Prints and Foot Prints and other scientific aids detailed in Chapter Scientific Aids to
Investigation should be designed and organized by the training branch.

(3)

The two fundamental principles of finger print science are (i) that the ridges formed
even before birth do not change until destroyed by decomposition after death and
(ii) that two fingerprints can be identical only if they are both produced by the same
finger of the same person. These two principles are applicable to the entire palmar
surface of the hands as well as plantar surface of the feet.

(4)

The Fingerprint Bureau assists investigating agencies in -

A. furnishing criminal antecedents, providing the background of any individual
detained under suspicious circumstances,
B. tracing of out-of-view criminals,
C. establishing the identity of unidentified dead bodies,
D. linking the criminal to the crime through chance prints,
E. identifying accused persons from the records maintained,
F. assisting in apprehending proclaimed offenders, absconders and persons who
escaped from prisons,
G. giving opinion in documents bearing disputed fingerprints, and
H. imparting training to Police Officers.
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(5)

Fingerprints have a role in prevention of crime and detection of crime. Especially
in cases of property offences and forgeries and fabrication of false documents.

(6)

Fingerprint slips are of two kinds (1) Fingerprint record slip, and (2) Fingerprint
search slip. The fingerprint record slip is prepared in Form 64 immediately after
a person is convicted or re-convicted by Court Inspector or SI Prosecution and
sent for record to the Bureau along with the conviction memorandum in Form 47
as indicated in chapter 16, DCRB. The fingerprint search slip is the FP slip of a
suspect taken on Form 64 by the SHO and sent for search to the Bureau at Gangtok
in order to know his antecedents. If palm prints are necessary these may be taken
on a plain sheet and attached with Form 64.

(7)

In the State Fingerprint Bureau two kinds of records are maintained. One is ten digit
FP records for the purpose of establishing both identity and past criminal history
of a suspected individual, to locate wanted criminals who escape from police, and
to know the identity of unidentified dead bodies. In the ten digit type of collections
FP slips of all individuals convicted for the offences specified in regulation 18.5 are
maintained according to the Henry system of classification. The second variety is
the Single Digit FP records for the purpose of establishing the identity of offenders
in crimes like house breaking, dacoity, robbery and other crimes through fingerprints
traced at the scene of crime. The single digit FP system provides a means for rapid
identification of fingerprints left at the scene of crime in cases where culprits are not
known. In Single Digit collections, fingerprints of all ex-convicts whose criminal
activity is dacoity, robbery, house breaking, and theft and other professional criminals
are recorded according to Battely system of classification.

Finger Print Bureau
(8)

In each State, there is a Finger Print Bureau in which the fingerprints of criminals are
kept on record. Finger Print Bureaus of the States are located at their State capitals.

(9)

The Central Finger Print Bureau at New Delhi, attached to the National Crime
Records Bureau is functioning at East Block VII, R.K. Puram, New Delhi ‑ 110066.
Correspondence can be made with the Director CFPB at this address.

(10) Address of the Sikkim Police Finger Print Bureau is: Incharge, FPB, SCRB, CID,
Police Hqrs, Gangtok, Sikkim.
18.2
(1)
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Fingerprints and the scene of crime
Fingerprints found at the scene of crime are known as chance prints. These prints are
found in three forms, i.e., visible prints, plastic prints and latent prints (Invisible Prints).
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A. Visible prints are those made by fingers smeared with some coloured substances
like blood, ink, paints, etc. Such prints can be seen easily with the naked eye
and require no development. They can be photographed for preservation
and comparison.
B. Plastic prints are those made on plastic or pliable materials such as soap, melted
candles, wax, tar, adhesive gum, etc. These prints also need no development and
can be photographed directly using oblique light.
C. Latent prints are those formed by the medium of sweat and they are the most
common type of chance prints available at the scene. As the name indicates, and
since they are formed through the medium of sweat, they are indistinct and cannot
be seen as easily as other types of prints. These have to be developed, either
by chemical methods or by use of physics in order to make them visible before
they are photographed.
Procedure for preserving the scene of crime and for searching of chance prints
(2)

The first duty of a police officer on arriving at the scene of crime is to instruct
every one to keep his hands off the articles to be examined for latent prints. The
search for chance prints should be conducted carefully and systematically. The
search should start from the point of entry into the premises, such as windows,
ventilators, chimneys, roof holes, skylights where chance prints are most commonly
found. Thereafter, the search should extend to all places at the scene where the
culprits moved during the commission of crime, ending at the point of exit. All the
articles suspected to have been disturbed or handled by the offenders during the
commission of offence should be thoroughly examined.

(3)

Articles bearing chance prints at the scene of crime have to be preserved from
damage by unwanted persons and climatic conditions before the expert examines
them. Great care is to be taken by the Police Officer reaching the scene first, to
keep away-unconcerned persons and by collecting movable articles, left in the
open, and placing them in a safe place. A cover should be put over immovable
articles, protecting the chance prints from sun, rain and dust. While doing so, no
damage should be caused to the prints already existing on the articles. The Police
Officer should not leave his own prints on them.

Development of Latent Fingerprints
(4)

Latent (Invisible) fingerprints found on various items at the scene of crime can
be developed to render them visible by spraying powders, solutions and gases
depending on the background and nature of print.
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(5)

In case the articles are to be sent to the FPB for expert’s examination, they should
be packed with care and security by the Investigating Officer, so that no damage is
caused to the prints or articles during packing or transit either by careless handling or
friction from packing material.

Lifting of latent prints
(6)

When chance prints are found in narrow nooks and corners, or the inner surfaces
of jewel cases, jars and flower vases, where it is not possible to photograph them,
the clues of evidence should be secured and preserved by the process of lifting.
The method adopted in shifting FPs is to press the gummy surface of a transparent
cellophane tape against the developed chance prints without forming air bubbles lift
it and transfer them to a contrast liftcards. Lifting should be resorted to only for
those prints where photography is not possible, as there is every risk of the prints
getting partly or wholly damaged in the process. Lifting of chance prints also can
be done on all surfaces after photography, making use of latest methods like iodine
fuming, ninhydrin, glueing and applying multiple wave length light derived from
Polilight, Poliray etc. or Laser beams.

(7)

Police Officers must comply with the following instructions in Fingerprint Work :

A. Write the name of the individual on the FP slip before taking his fingerprint.
B. Furnish the address on a search reference as to whom the result of search has
to be communicated.
C. Furnish crime number on search reference at the time of arrest and also on
conviction memo after conviction of an individual.
D. Always use proper ink and pressure while taking fingerprints. Fingerprints obtained
on FP slips to be sent to FPB should be clear and fully rolled.
E. Fingerprint slips along with a conviction memo must be sent to FPB for record
after an individual is convicted.
F. Attest the conviction particulars, entered on the reverse of the FP slip, to be sent
along with conviction memo to FPB without fail.
G. Promptly report to FPB, in Form 66, about OV criminals in SHO’s jurisdiction.
H. Remember always to use separate containers for preserving severed fingers of an
unidentified dead body.
I. Never allow any unauthorized person to disturb the scene of crime or articles there
and damage physical evidence left on them before the arrival of FP Expert.
J. Always take care of the scene of crime articles which are exposed bearing chance
prints by providing shelter or cover to protect them from sun, rain, dust etc., to
prevent damage to the clues, before they are examined by an FP Expert.
K. Always make it a point to utilize the services of a Fingerprint Expert if any chance
prints are suspected to exist on any article at the scene of crime.
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18.3		

Finger Prints ‑ Terminology

(1)

Finger Prints: Finger Prints include prints of the thumb, either ‘rolled’ or ‘plain’.

(2)

Rolled Prints: are prints obtained by completely rolling the inked thumb or finger
on the paper.

(3)

Plain Prints (Touch Prints): A ‘plain’ or ‘touch’ print is obtained by lightly pressing
the inked bulb of thumb or finger upon the paper without any turning movement.

(4)

Digit: Means a finger, thumb or toe.

(5)

Ten digit finger print slip: A sheet of printed proforma (Form No. 64) on which the
prints of all ten fingers of a person/criminal/suspect are obtained by the IO for being
sent to FPB for record/search.

(6)

Finger Print Patterns: The finger print patterns are four types: (i) Arch (ii) Loop
(iii) Whorl (iv) Composites.

A. Arch: In plain Arch, the ridges flow or tend to flow from one side to the other, with
a rise or wave in the centre.
B. Loop: A loop is a pattern in which one or more ridges recurve in the form of staples,
with only one delta ordinarily.
C. Whorl: The whorl has two deltas and at least one ridge making a complete circuit,
which may be spiral, oval, circular, or any variant of a circle.
D. Composite: A composite is a pattern with combination of two or more patterns
either of the same or different types in one print.
(7)

Core: Core is the inner terminus which is the approximate centre point of the pattern.

(8)

Delta: Delta is the outer terminus of the pattern.

(9)

Chance Print: The prints likely to have been left by criminals at the scene of crime
are known as ‘chance prints’. Such prints are of three types. (A) Visible (B) Semi
visible or plastic prints and (C) Latent.

(10)-A. Visible prints: These prints are caused through media of colour, such as ink, blood,
grease etc., and can be seen with naked eye.
B. Semi‑visible or plastic prints: These prints are caused on soft substances like soap,
paraffin, melted wax etc., due to the pressure of fingers. These prints can be seen
under oblique light.
C. Latent prints: The prints which cannot be seen normally and are made visible by
development.
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(11) Identified: ‘Identified’ means a person whose residence and antecedents are fully
known to the investigating officer.
(12) Unidentified: ‘Unidentified’ means a person whose residence and antecedents are
not known.
(13) Traced: ‘Traced’ means a person whose antecedents and previous history have been
established from the records of the Finger Print Bureau.
(14) Untraced: ‘Untraced’ means a person against whom no previous convictions could
be established from the records of the Finger Print Bureau.
(15) Convicted: ‘Convicted’ means a person who has been found guilty for the first time
by a Court of Law for any offence.
(16) Re‑convicted: ‘Re‑convicted’ means a person who, having been convicted on one
or more previous occasions, is again convicted.
(17) Finger Print Slips: ‘Finger Print Slips’ are of two types: (A) Finger Print Record
Slip and (B) Finger Print Search Slip.
(18) Finger Print Record Slip: ‘Finger Print Record Slip’ is the finger print slip of
a person prepared in Form 64 immediately after he is convicted or re‑convicted
and sent for record to the Finger Print Bureau along with Court Disposal Form
(Conviction Memorandum).
(19) Finger Print Search Slip: ‘Finger Print Search Slip’ is the finger print slip of a
suspect taken on Form 64 by the Station House Officer and sent for search to the
Finger Print Bureau with Form 65 in order to know his antecedents.
(20) Proficient: ‘Proficient’ means a police officer who is well‑acquainted with the
process of taking clear and well‑rolled finger print impressions.
(21) Searcher: A “Searcher” means an officer who has been declared by the In-charge,
State Crime Records Bureau, PHQ, Gangtok to be competent to examine and
classify finger impressions.
(22) Expert: An ‘Expert’ means an officer who has passed the All India Board
Examination for FP Experts conducted by CFPB, NCRB, New Delhi, and who has
been declared by the In-charge, State Crime Records Bureau PHQ, Gangtok to be
competent to examine, classify and give expert opinion on finger impressions.
(23) ‘Foot Print Expert’ means an officer, not below the rank of a Sub‑Inspector of
Police, who has been declared by the In-charge, State Crime Records Bureau, PHQ,
Gangtok to be competent to take, examine, identify, and give expert opinion on foot
print impressions.
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(24) Provisional Criminal Number (PCN): It is a 12 digit number which is given by
the police station to each person arrested on suspicion, in respect of whom a finger
print search slip is sent to the Finger Print Bureau for tracing his antecedents.
(25) Regular Criminal Number (RCN): It is a 12 digit number allotted by the Finger
Print Bureau to a criminal when his finger print slip is received for record in the
State Bureau after his first conviction. This number does not change on subsequent
conviction(s) of the criminal.
(26) Fingerprint Analysis and Criminal Tracing System (FACTS) is a computerized
fingerprint identification system by which even a single chance print can be compared
with the entire data base of all finger prints maintained by the Finger Print Bureau.
(27) Measurement: Measurement includes, Finger and Foot impressions.
18.4
(1)

Nature of Finger Prints - Procedure and Precautions
A police officer is competent to take measurements and photographs of a person
who is convicted for an offence punishable with R.I. for one year or more or of a
person who is ordered to give security for good behaviour U/s 118 Cr.P.C. A police
officer is competent to take measurements of a person only if that person has been
arrested during investigation as per section 3 and 4 of Identification of Prisoners Act.

Finger Prints of un‑identified dead bodies
(2)

Finger Prints of lepers should not be taken on any account. Fingerprints of persons
suffering from contagious or infectious diseases should not also be taken until they
have completely recovered.

Finger Prints: By whom to be taken
(3)

Finger impressions shall be taken only by officials who are well‑acquainted with the
procedure of taking clear and fully rolled impressions (preferably by the investigating
officer or the SHO himself).

Method of taking Finger Prints
(4)-A. Appliances:‑ The appliances required for taking finger prints comprise a glass slab,
a rubber roller and printer’s black ink (thumb impressions ink). These must be kept
scrupulously clean and free from dust, grit and hairs. The slab should be freshly
cleaned before use each day, all particles of old ink being rubbed off. The roller,
when not in use, should be kept wrapped up in a piece of clean oil‑paper. Both slab
and roller should periodically be cleaned with soap, benzene or kerosene. The pot of
ink should be kept tightly closed when not in use. The table used should be of correct
height to keep the subjects’ fore-arm in a horizontal position.
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B. Preparation of appliances: The slab must be perfectly smooth and should be wiped
free of dust before use. A small quantity of ink should then be put on the slab and
the roller used to bring it down to the finest possible film, so that the glass is dimly
visible through the ink. Experience has shown that it is easier to start with a very
small quantity of ink and to increase it as necessary. If excessive ink is applied to the
slab, a sheet of paper laid on it and rolled over with the roller will generally reduce it
sufficiently. If the ink is dry and thick, it will be found that with a little perseverance
it can be worked up smooth on the slab.
C. Inking the fingers: The fingers of the subject should be rubbed clean and dry, as
the slightest perspiration on the finger will cause blotches and blur the print. Only
the inner portion of the upper phalanges of the fingers should be inked. To take a
‘rolled’ impression, the finger should be placed on the inked slab, the plane of the
nail being at right angles to the slab, and turned over till the bulb surface, which
originally faced to the left, now faces to the right. For a ‘plain’ impression, the
ridge surface of the finger should be placed flat on the inked slab. The operator
should always keep the subject towards his right and uniform pressure maintained
throughout the rolling process keeping control over the subject’s hand and fingers.
The operator should not talk or be otherwise distracted while taking finger prints to
avoid recording a print in wrong place.
D. Taking impressions: Prints must be taken on the authorized Finger Print Slip (Form
64). In the slip, space has been provided for the ‘rolled’ prints of all the ten digits,
as well as for the ‘plain’ prints of the four fingers of each hand. The headings of the
slip are self‑ explanatory.
E. Slips to be folded for taking ‘rolled’ prints: For convenience in taking ‘rolled’
prints, the slip should be folded at the line indicated and the fold placed in line
with edge of the table.
F. Order of taking prints: The ‘rolled’ prints of the right hand should be taken first,
each finger being inked and impressed before the next finger in rotation is inked.
When the ‘rolled’ prints of all the fingers of the right hand have been taken, the
‘plain’ prints of the four fingers of that hand simultaneously should be taken in the
space provided for them on the slip. The operator should then proceed to take the
prints, ‘rolled’ and ‘plain’ of the left hand in a similar manner.
G. Entry of details on slips: After the finger prints of both hands have been taken,
the slip should be turned over and print of the subject’s left thumb should be taken
in the space provided for the purpose. The subject’s name, residence, and details of
conviction should immediately be filled in on the reverse of the form and he (the
subject) should then sign on the form or put his thumb impression, if unable to sign.
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H. The Finger Print Slips of one subject should be completely filled in, before that of
another is commenced, to avoid the risk of the particulars of a subject being entered
in the wrong slip.
Points to be noted in preparing FP slips
(5)

The following points should be specially noted in preparing FP Slips:

A. Impressions must invariably be taken with the tip of the finger pointing to the top
of the form, except in the case of the ‘plain’ print of the left thumb on the reverse
of the slip.
B. The ‘rolled’ prints should show the complete contour of the bulbs of the fingers.
One delta in the case of the ‘loops’ and two in the case of “whorls” should be visible.
C. The ‘rolled’ print of each finger must be taken in the space allotted for that finger
and the impression should not project beyond that space. The impression of only the
upper phalanx of the finger should appear.
D. All names, whether of persons or places, should be written legibly. All entries
should be in English and as concise as possible. Convictions should be entered in
chronological order.
E. On the FP Slips of females, whether sent for search or record, the word ‘Female’
should be written boldly in red ink on the top right hand corner of the slip
containing impressions.
F. In the case of convicts who remain unidentified, of the two words ‘unidentified’ and
‘re-convicted’ appearing on the top left hand corner of the slip containing the entries
of convictions, the word ‘re-convicted’ should be scored out in red ink.
G. In the case of re‑convicted persons whose finger prints are known or believed to
be already on record, the word ‘unidentified’, of the two words referred to in (F)
above, should be scored out in red ink, in order that it may attract special attention in
the Bureau and render it impossible for two different slips of the same person being
kept on record.
H. FP Slips for despatch should be so folded that the creases of fold do not run through
the prints.
Deformities
(6)

If a finger is missing or is so deformed that it is impossible to obtain an impression
that fact should be noted in ink in the space allotted for that finger by words
‘missing’ or ‘deformed’. In the case of double fingers, the prints of both the fingers
should, if possible, be taken; otherwise the print of the more prominent of the two
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should be taken. Deformities, cuts, scars and disease marks interfering with the
clarity of the impressions should be fully described and it should be stated if they are
temporary or permanent. Fingerprints of persons suffering from open cuts or scars
in any of the upper phalanges of the fingers should not be taken until the cuts or
scars have healed.
Extra fingers
(7) If a person has more than five fingers on a hand, impressions of the thumb and the
four fingers next to it should be taken in the squares allotted to them on the slip. If
the extra finger is outside the thumb, its impression should be taken in the space
on the slip before the thumb, and if it is outside the little finger, in the space after
the little finger.
18.5

Persons whose finger prints are to be taken for record
Finger Prints of all persons mentioned below (juveniles, adults, males, females or
eunuchs) should ordinarily be taken for permanent record:‑
(1) All persons convicted of offences under Chapters XII and XVII of the Indian
Penal Code, which are punishable with rigorous imprisonment for a term of one
year or more.
(2) All persons convicted of any offence under Chapter VI of Indian Penal Code, or of
sabotage or subversive activities against the State.
(3) All persons convicted of offences under Section 170, 302 and 304 (only murder for
gain), 328, 338, 304A, 465 to 477‑A and 489‑A to 489‑D of the IPC.
(4) All persons convicted under the Arms, NDPS or Excise Act, who are suspected to be
smugglers in arms, Narcotics etc. entailing enhanced punishment on reconviction.
(5) All persons convicted of smuggling gold, currency and valuable articles under the
Foreign Exchange Maintenance Act.
(6) All persons ordered to execute bonds under Sections 109 and 110 of CrPC.
(7) All traffickers in women and children who are convicted under Sections 363 to 373
of the Indian Penal Code.
(8) All persons convicted under Section 5 of the Telegraph Wires (Unlawful Possession)
Act, 1950, for unlawful possession of telegraph wires.
(9) All persons convicted under Railway Property (Unlawful Possession) Act, 1966.
(10) All professional criminals and persons of dangerous character externed from any
area under any State Act.
(11) All foreigners externed under the Foreigners Act, 1946.
(12) All members or leaders of organized crime syndicates and approvers in gang, dacoity
and criminal conspiracy cases.
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(13) Persons whose measurements or photographs are taken but released/discharged
without trial or acquitted shall be destroyed unless the court, District Magistrates or
SDM for reasons to be recorded in writing otherwise directs (U/s 7 of Identification
of prisoners Act).
(14) All persons convicted for attempt or abetment (Section 511 or Section 109/114 of
the Indian Penal Code) and criminal conspiracy (Section 120‑B of the Indian Penal
Code) for offences mentioned in this regulation.
(15) All Indian nationals convicted outside India of any offence for which finger prints
have been received at the State Bureau from those countries.
(16) All international criminals and absconders whose finger prints are sent to the State
Bureau from countries outside India.
(17) All persons convicted under the Explosives Substances Act, 1908.
(18) All persons convicted under the Official Secrets Act, 1923.
(19) All persons convicted under Sections 126 and 128 of the Indian Railways Act, 1890.
(20) Any other person whose fingerprints are ordered to be maintained by the Government
of India from time to time subject to the provisions of the Identification of
Prisoners Act.
(21) Foreigners who are convicted for offences punishable with rigorous imprisonment
for a term of one year or upward under the Indian Penal Code.
(22) All persons, not specially provided for above, regarding whom it is considered
desirable that there should be a permanent record. These include:
A. persons of disreputable antecedents,
B. persons who take part in violent crimes, whether political or non‑political, involving
injury to body, life or property, and or indulge in rigging elections by impersonating
or booth capturing by violent means and convicted for the relevant offences at
least once either under IPC or RP Act or known habitually to indulge and organise
such activities including those for gain or other advantages.
(23) The following classes of persons connected with political and terrorist offences:
A. persons who use aliases or otherwise endeavour to conceal their identity to
facilitate commission of terrorist crime, or political offences and
B. persons about whom, because of their hidden activities, it is desirable that there
should be permanent record.
Note: The finger prints of persons, who are locals and who have been convicted
of offences of trivial nature, need not ordinarily be taken.
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18.6

Procedure regarding fingerprint slips to be sent by Station House Officers for
record in Finger Print Bureau

(1)

It is the responsibility of SHOs to take the finger prints of persons who, on
conviction, have to be finger printed in terms of regulation 18.5 above.

(2)

Two sets of finger prints shall be taken on the arrest of an accused person and the
name and other particulars filled in, immediately after the prints have been recorded.

(3)

Resistance to, or refusal to allow, the taking of finger prints is an offence under
Section 186 of the Indian Penal Code read with Section 6 of the Identification of
Prisoners Act. If a person, who is required to allow his finger prints to be taken,
resists, or refuses to allow, the taking of the same, it shall be lawful, under Section
6 (1) of the Identification of Prisoners Act, to use all means necessary to secure the
taking thereof.

(4)

The Station House Officer or the concerned officer will, at the time of arrest, fill up
the description of the arrested person in Form 64, sign on the first page, and send one
set for search direct to the State Bureau.

(5)

If the person charged is convicted, all the particulars of the conviction should be
filled in and, if the convict has previous convictions, all particulars of his previous
and present convictions in the chronological order with their Finger Print Bureau
serial numbers and regular criminal number shall be entered and forwarded
to the State Crime Records Bureau, together with the Court Disposal Form
(Conviction Memorandum).

(6)

The finger print slip should be folded in accordance with the directions on the form.

(7)

Should the Superintendent of Police decide on the Court Disposal Form (Conviction
Memorandum) that the finger prints of an accused person undergoing imprisonment
in a jail are to be recorded, the Court Disposal Form (Conviction Memorandum) will
be numbered and forwarded with the finger print slip to the Finger Print Expert, who
will proceed according to the instructions in regulation 18.11 (1).

(8)

Persons who are likely to pass quickly out of custody: In the case of a person
sentenced to fine or imprisonment for short term, the Station House Officer will
proceed as directed in sub‑regulation (7) above. If the Superintendent of Police
or, subject to his general supervision, the Sub‑divisional Officer, decides that it is
unnecessary to send the finger prints for record, the slip will be destroyed. If he
decides to the contrary, the finger print slip will be sent direct to the State FP Bureau
for record. Such finger print slips and Memoranda will be numbered and placed on
the file but will not be submitted to the Expert (Tester).
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18.7
(1)

Finger Print Slips to be sent for record to the Central Finger Print Bureau
through the State Bureau
Finger print slips of all persons convicted for offences mentioned in the regulation
18.5 should be sent to the State Bureau. The finger print slips intended for record
in the Central Finger Print Bureau when necessary should also be sent through the
State Bureau and not direct.

Procedure for sending finger print slips to the State and the Central Bureaux
(2)-A. One set of finger print slips of all interstate criminals convicted of any offence
mentioned in items (1) to (23) of regulation 18.5 shall be prepared by the SHO for
being sent to the Central Finger Print Bureau, in addition to the set required for the
State Bureau.
B. The slips should be scrutinised for clarity of prints and the correctness of entries
before being sent for record to the State and, if necessary to the Central Bureaux.
C. While sending finger print slips for record, despatch memoranda (Form 67) should
be used, filling the relevant entries in all the foils of the Form.
D. All finger print slips of convicts for record at the Central Finger Print Bureau shall
be sent in triplicate despatch memoranda (Form 67) through State Bureau. When
the State Bureau sends finger print slips for record to other Bureaux, it shall issue
triplicate despatch memorandum along with these finger print slips.
E. In no case, should finger print slips of more than ten persons be sent under a single
despatch memorandum.
Procedure for sending finger print slips by the State Bureau to the Central Bureau
(3)-A. The State Bureau shall maintain a register in Form 68 to keep an account of the
despatch memoranda received.
B. The State Bureau, on receipt of finger print slips meant for record at the Central
Bureau, shall once again examine the clarity of finger impressions, scrutinize the
order of impressions and entries on the slips, and return those finger print slips that
are unfit for record or do not contain full particulars.
C. The State Bureau, which is to issue despatch memoranda for sending finger print
slips to the Central Finger Print Bureau, shall also maintain a register similar to one
mentioned at (A) above.
D. The State Bureau shall forward to the Central Bureau only such finger print slips that
are fit for record and contain correct particulars.
E. The State Bureau shall keep an account of the finger print slips returned for
rectification of defects.
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F. The State Bureau shall ensure that all finger print slips returned for rectification of
defects are submitted to the Central Bureau under a fresh despatch memorandum.
G. All intimations regarding absconders shall be sent by the State Bureau to the Central
Bureau (and, if required to the FPBx of other States) under a despatch memorandum
along with a finger print slip, if available, with particulars of the case in which
they are wanted, and the office to which the intimation of arrest is to be given
(in BLOCK LETTERS).
H. In the case of intimation regarding absconders, whose finger print slips are not
available, the State Bureau shall send a photocopy of the F.P. record slip of the State
under a despatch memorandum.
I. The State Bureau shall ensure that finger print slips of persons convicted for the
first time and finger print slips of persons re‑convicted are sent under separate
despatch memoranda.
J. In sending finger print slips of persons traced by the Central Bureau, the formula
supplied by the Central Bureau on the search slip shall be noted on the finger print
record slip of the State Bureau.
K. The State Bureau, on receipt of duplicate despatch memoranda, with classification
formula, from the Central Bureau, shall file one copy at the State Bureau and send
the other to the PS.
L. The State Bureau shall ensure that intimation regarding absconders is despatched to
the Central Bureau within a week from the date of its receipt of the information.
M. The State Bureau shall ensure that all finger print slips meant for record at the Central
Bureau are despatched within a week from the date of its receipt of the slips.
N. The State Bureau shall ensure that one extra copy of each finger print slip of
inter‑State/international criminals, illicit fraud explosives traders and smugglers,
‘auto’ thieves, hotel thieves, poisoners, forgers of currency, cheats and coiners those
who deal in forged or false travel documents and certificates is taken for single digit
record at the State Bureau and sent to the Central Bureau with a short note on the
modus operandi.
O. The State Bureau shall bring to the notice of the Central Bureau all new features
regarding the science of identification from fingerprints observed by them and any
forgery of fingerprints, which they may come across.
P. The State Bureau may refer to the Central Bureau for scrutiny any case of difference
of opinion arising between two State Bureaux.
Q. The State Bureau may seek the help of the Central Bureau in solving all problems
relating to the science of identification from papilary ridges.
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R. All correspondence with the Central Bureau shall be addressed to the
Director, Central Finger Print Bureau/NCRB, RK Puram, East Block‑VII,
New Delhi ‑ 110066.
18.8

Search slips to be sent by Police Stations and Investigation Units

(1)

The finger prints of all unidentified persons who are arrested as suspects or are under
trial on a criminal charge will be taken on Form 64 by the SHO/IO and submitted to
the State Bureau for search with a Search Slip in Form 65. In such cases, the search
slip should contain full details of the circumstances under which the suspect has
come into the hands of the police and also information regarding convictions, with
the Bureau serial numbers, if known. The State Bureau will return the counterfoil of
the search slip, duly filled in, for file with the trifoil in the Police Station.

(2)

For this purpose, every person in custody whose residence and antecedents are not
known or have not been fully ascertained during police investigation, or of persons,
who, though known, have been out of view for some time, will be considered to be
‘Unidentified’.

(3)

Action after conviction: If the person is convicted, the counterfoil of the search
slip should be returned to the State Bureau with Finger Print Slip for record.

18.9

Submission of Finger Print Slips for search to the Bureau of the State of arrest
as well as to the Bureau of Home State of the criminal

(1)-A. The Finger Print slips of all unidentified persons reasonably suspected to be residents
of, or to have extended their criminal operations to another State or States shall be
sent for search direct to the Bureau/ Bureaux of the State or States of which they are
residents or to which their operations are believed to have extended.
B. Copies of all such slips should be sent to FPB, Gangtok as well for search and on the
slip sent to FPB, Gangtok, it should be indicated to which other Bureaux slips have
to be sent for search.
Method of proving previous convictions in traced cases
(2)-A. If on the return of the search slip from the Bureau, it is found that previous convictions
have been traced against the accused, steps should be taken to prove such previous
convictions, when necessary, under Section 298 of the Code of Criminal Procedure,
1973 (Act No.2 of 1974) which requires :
• that a certified copy of the previous conviction should be filed; and
• that the identity of the accused should be proved.
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B. Proof of last conviction will generally suffice: In the case of a person who has
been previously convicted more than once, it will generally be suffice to prove
last conviction only, provided that the former convictions were proved in that case
and are mentioned in the judgement.
C. Method of proving identity of accused: The identity of the accused should
ordinarily be proved by the evidence of a police officer who is personally aware of
the previous convictions or by a prison officer who can recognise the accused as
the prisoner who underwent the previous sentence. However, if such witnesses to
identity cannot be obtained, identity may be proved under Section 45 and 73 of the
Indian Evidence Act, by means of expert evidence, for which purpose the record slip
must be obtained from the Bureau by which the accused was traced and services of
an “Expert” requisitioned from the State Finger Print Bureau at Gangtok.
18.10 Finger Prints of persons convicted in one State whose origin is another State
(1)

The finger prints of persons convicted in one State who are believed to have had
their origin in another State, though not actually identified as residents thereof shall
be taken in duplicate and sent to the Bureau of this State, one copy for record in the
State Bureau for record and comparison with the photo chance prints and the second
for transmission to the Bureau of the State of origin of the convict.

Finger Prints of adolescents sent to a special Institution
(2)

The Finger Prints of an adolescent sent to special institutions like Juvenile Homes
should be sent for record to the Bureau of the State of which he is a resident and a
copy kept in the Bureau of the State in which he is convicted.

18.11 Responsibility of Tester (Expert)
(1)
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The Tester (Expert), while proceeding to a jail to test the slips, will take with him the
files containing the Court Disposal Forms (Conviction Memoranda) and fingerprint
slips, besides a letter from the concerned Superintendent of Police addressed to
the jail authorities. In conducting the test, the Tester (Expert) will prepare for each
prisoner a slip in Form 69 and will satisfy himself that the prints have been properly
taken on the original finger print slips and that they are those of the convict named
in the slip, that all the particulars recorded in the slip are correct, that all convictions
are properly and correctly entered and that the required number of copies have
been taken. Any mistakes should be brought to the notice of the Superintendent of
Police. Finger print slips on which the impressions are blurred or indistinct should
be rejected and should be replaced by fresh slips prepared by the Tester (Expert);
but where the finger print slips prepared by the Station House Officer are sufficiently
clear, those slips should be sent to the State Bureau for record.
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(2)

After having tested the slips, the Tester (Expert) will note the word “Tested” with
his initials and date (i) against the prisoner’s name in the jail admission registers,
(ii) in the State Crime Records Bureau Finger Print Register, (iii) on the back of the
conviction slips, and (iv) on the history tickets.

(3)

The Tester (Expert) is responsible for the correctness of the convictions and all other
details entered by him or the Station House Officer on the reverse of the slip. He
will sign each slip that he has tested and his signature will be held to show that he
has verified the sentence, previous convictions and personal details of the convict
from the judicial and jail records.

18.12 Disposal of finger print slips and Court Disposal Forms (conviction memoranda)
(1)

Finger Print Slips and Court Disposal Forms (conviction memoranda), after they
have been tested will be made over by the Tester (Expert) to the State Bureau.

(2)

Every finger print slip sent for record in the State Bureau shall be accompanied by its
relative Court Disposal Form (conviction memoranda). The State Bureau will return
the Court Disposal Form (conviction memorandum) duly signed by the Incharge,
Finger Print Bureau, with the Finger Print Bureau serial number and Regular Criminal
Number noted in the space provided for the purpose. On receipt of the Court Disposal
Form (conviction memorandum) from the State Bureau, the Station House Officer
will enter the Bureau serial number and Regular Criminal Number in the concerned
Station records and keep the conviction memo in connected file. In subsequent
references to the State Bureau, this serial number shall invariably be quoted.

18.13 Number of copies of slips required for record
(1)

Of ordinary convicts convicted in their home State, one copy for record in the State
Bureau will be taken.

(2)

Of all convicts, who;

A. are wanderers, unidentified or whose operations are known to extend beyond the
limits of their home State, or
B. though residents of the State of conviction are really outsiders, and are thus likely
to have relations with criminals of other States, or
C. are known or believed to be connected with organised gangs in other States, or
D. have been convicted of theft of firearms and ammunition or under Arms, NDPS or
Excise Acts, in circumstances which render it likely that they are illicit inter‑State
dealers in arms & ammunition, opium, cocaine, drugs or psychotropic substances,
or members of an organised crime syndicate or a terrorist.
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E. who have been convicted under Section 328 of the Indian Penal Code, if the offence
was of a professional type or under Sections 231 to 253 of the Indian Penal Code,
and Sections 489‑A to 489‑D and who are believed to be operating in other States, –
as many copies will be taken as are required for record in (i) the State Bureau, (ii) the
Bureau of the State of which the convicts are alleged to be residents or to which their
operations are known to have extended, and (iii) the Central Finger Print Bureau,
NCRB, New Delhi.
(3)

Of a foreigner convicted of an offence of the type in which finger prints would
ordinarily be taken for record under the rules, the finger prints and photographs
should be taken in duplicate and sent by the SHO of the PS in which the case was
registered, one for record in the State Bureau and the other for transmission to the
Central Finger Print Bureau.

18.14 Escape to be immediately reported to the Bureau
When a prisoner escapes from police or jail custody and his finger prints have been
taken previous to his escape, the finger print slip, whether it would otherwise be
forwarded to the State Bureau or not under the rules, should be forwarded to the
State Bureau at once with particulars of the circumstances of the escape, so that
it may be placed on record. When the slip has already been forwarded, it will be
necessary to inform the State Bureau of the escape, in order that the slip may be
suitably marked in accordance with regulation 18.17 below.
18.15 Action on finger printed ex‑convicts absconding
(1) If any person whose finger print slip has been sent for record is subsequently
declared a proclaimed offender, or escapes from jail or police custody, or absconds
after committing some offence, the Station House Officer will immediately send
information in Form 66 to the State FP Bureau. The same procedure will be
followed when a criminal for whom a History Sheet is maintained in a station goes
out of view.
(2)

On receipt of the report referred to in sub‑regulation (1) above, a red slip in Form 70
will be attached to the slip so that immediate information may be given to the police
by whom the absconder is wanted, in the event of the absconder’s finger prints being
subsequently traced. In such cases, a copy of the finger print slip, if available, or the
absconder’s classification number will be sent by the Bureau receiving the report to
the other Bureaux in which the absconder’s fingerprints are on record.

18.16 Report of deaths
If a convict whose fingerprints have been taken dies in the jail, the SHO of the PS
in which the deceased was convicted, will forward a death report in Form 71 to the
State FP Bureau. Should such convict die in jail after transfer, the SHO of the PS in
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which the jail is situated, will forward the death report to the SHO of the PS in which
the deceased was convicted, who will forward the same to the State FP Bureau.
18.17 Maintenance and scrutiny of Finger Print Slips by the State Bureau
(1)

Classifications and arrangements of slips will be done in the State Bureau in
accordance with the instructions contained in the book ‘classification and uses of
Finger Prints’ by Sir E.R. Henry.

(2)

Punctual disposal of search slips: All slips received for search will be returned by
the State Bureau, after due search, to the Station House Officers concerned within
24 hours of receipt, as far as possible.

(3)

Slips received for record to be carefully scrutinised: Every slip received for
record shall be carefully scrutinised before being classified, checked and recorded.
If found deficient in any respect, it will be returned with an objection memorandum
in Form 72 for the submission of amended or fresh slip. If the prints in a slip are
found to be smudged or otherwise unfit for comparison, a fresh slip has to be taken
before it is tested by the Tester (Expert).

(4)

Removal of slips on receipt of death report: The slips of a person reported to have
died in jail will be removed from the record and destroyed at once. In case of the
reported death of a person other than in jail, the date of death will be marked in red
ink across the slip, which will remain in the record for another two years when it will
be removed and destroyed.

(5)

Periodical Elimination of Finger Print Slips: All slips should be examined annually
and, in the absence of any special reasons to the contrary, those enumerated below
shall be withdrawn from the record and also from the data entered in the computers.

A. In the case of a person who is a professional poisoner, note forger, coiner, arms
smuggler, organized crime syndicate or gang members or leader or a habitual
offender on his attaining the age of 80 years or on his death whichever is earlier.
B. In the case of any other person:
•

If he has not more than two convictions and has not, subsequent to his conviction
or last conviction, as the case may be, been suspected of crime or convicted, on the
expiry of ten years from the date of his release or last release from jail, as the case
may be; or

•

on his attaining the age of 80 years; or

•

on his death, whichever is the earlier.

(6)

To prevent the possibility of wrong destruction of a finger print slip in the Bureau,
slips withdrawn from record will be sent to the Superintendent of Police concerned
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for information and destruction. The SP will pass them on to the Sub‑divisional
Officer concerned for necessary action. If the Sub‑divisional Officer has any
objection to the destruction of any particular slip, he should return it to the Bureau
through the Superintendent of Police explaining fully why he wants it to be retained.
(7)

(8)

Distribution of slips by Bureau of State of conviction: All copies of slips taken for
record shall be forwarded by the State Bureau to the concerned State Bureaux, noting
on all copies the names of the other Bureaux in which the finger prints are on record.
The destruction of finger print slips, which are on record in other Bureaux, will be
intimated to those Bureaux by the State Bureau.

18.18 Additional Functions of the FPB staff
(1) Visit the scene of crime along with investigating officer if possible or separately for
detection and development of chance prints whenever requisitioned.
(2)

Visit the Police Stations and investigating teams in each District for collection of
finger print slips of all ex‑convicts concerned in property and other grave offences
for building of single digit records for the efficient functioning of FPB.

(3)

Comparison of chance prints and search slips received from Police Stations
and investigating teams with FP record and communicate results thereof
to sender.

(4)

To scrutinize all fingerprint records slips of the convicts received by SCRB from
SHOs and Investigation Units and decide/advise whether they are correctly taken
and fit for record; or to return them with suggestions if they are not suitable.

(5)

To visit the District/Central jails once a quarter to test the FP slips of those convicts
received by SCRB who are undergoing imprisonment, and to prepare fresh slips
for record if the slips are not properly taken on the earlier occasion or worn out.
To testify in the courts in cases where chance prints are identified with the FP
records of Bureau.

(6)
(7)

When the chance prints are not identified, to forward them to neighbouring/Central
FPB for comparison. The SHO and IOs may utilize the services of the Experts
from the FPB to visit scenes of crime for development of chance prints and obtain
their guidance on various aspects of fingerprint work.

(8)

The FPB shall function under the over all control of State Crime Records Bureau,
PHQ, Gangtok.

(9)

The FPB staff, during their visits to the scene of crime will, however, work under the
immediate administrative supervision and control of the Superintendent of Police.
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18.19 Procedure for submission of FP slips for record in the FPB
(1)

Immediately after the conviction of criminals concerned in crimes listed in
regulation 20.5, the Station House Officer, (Investigating Officer) who is in charge
of the team should take the finger impressions of the ten fingers of the convict on
the prescribed form in duplicate Form 64 and send it to the FPB along with two
sets of palm and foot prints of the convict, taken on plain white paper of reasonably
thick quality.

(2)

The sets of palm and footprints should also contain respective plain thumb
impressions. These should be obtained independently in the respective sets at the
right bottom of the form, as shown in Foot Print Form 73 and Palm Print Form 74.

(3)

The finger impression forms and foot and palm impression forms of the convict
should contain the name, parentage, place of residence, address etc, of the convict
and invariably with the signature of the Station House Officer. Care should be
taken to see that the prints are very distinct and show the whole contour of the bulb
of the fingers.

(4)

The fingerprints, palm and foot impressions, which are meant for record in the FPB,
should invariably be sent to the SP, SCRB through a name cover clearly marked.
Care should also be taken to see that the prints are not damaged in folding the paper
containing the prints.

(5)

The services of Finger Print Bureau staff should be requisitioned by SHOs for the
development of chance prints left by the criminals at the scenes of serious crime.

(6)

Every Police Station in the district should submit to the FPB a list of all history‑sheeted
criminals along with their fingerprint slips.

(7)

The Single Digit serial numbers assigned to the classified prints of the criminals
by the single digit unit should be recorded against corresponding entries in Station
Crime History part‑III in the Police Stations and Investigating Units.

(8)

The SHOs and IOs must ensure the preservation of the scenes of crime and safe
custody of suspected articles, in as‑is‑where‑is condition. In all important cases the
scene of crime (SOC) articles should not be disturbed, touched or tampered with by
any body until the development of chance prints by the FPB unit staff or the expert
attached to the team is complete.

(9)

SHOs and all IOs in the districts should visit the FPB regularly during their visits to
State Capital to review :

A. the stage of all such cases in which the services of the FPB unit staff
were requisitioned,
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B. whether all the FP slips of the persons sent by the SHO were received in the FPB,
C. whether the photo chance prints were compared with the FP slips and if so, the
results of comparisons, thereof,
D. any new orders or instructions received from the SP, SCRB for compliance for
greater co‑ordination between the FPB and SHOs to update their knowledge of the
latest changes, if any, made,
E. any other reconciliation.
(10) The Station House Officers should promptly furnish to the FPB full details of the
case in which chance prints were developed, whenever they are finally detected.
(11) SHOs should send the finger print slips of all persons arrested in specific cases or
under preventive sections, on monthly basis, to the FPB for comparison with the
collection of unsolved scene of crime chance prints.
18.20 Finger printing the dead
(1)

In every case of murder or other unnatural death of an unidentified person or recovery
of an unidentified dead body the fingerprints of the dead body must be taken for
comparison with the prints on record in the Finger Print Bureau or elsewhere.

(2)

In taking fingerprints from a dead body, it is a wise precaution to wear gloves.

(3)

The technique to be employed in taking the fingerprints of a dead body will greatly
depend on the state of the body.

(4)

If the body is fresh and its fingers flexible, fingerprints can be taken on a standard
finger print form through the usual inking and rolling process. The fingers of the
corpse should be carefully cleaned and all moisture removed. A piece of clean cloth
soaked in turpentine oil may be used for the purpose.

(5)

When rigor mortis has set in, the usual inking and rolling process will not succeed
and ink has to be directly applied to the finger with a rubber roller and the print taken
by holding the paper in the palm of the hand and pressing it against the finger. A
curved metal or wooden spoon cut to fit the fingers and provided with a slot to hold
the paper is best used for the purpose. If the fingers are clenched, they will have to
be forcibly straightened either by bending the hand forward or backward at the wrist
or forcibly stretching out the fingers. In extreme cases, a surgeon should be called to
cut the controlling tendons in order to straighten the fingers.

(6)

When the skin of the fingers is shrunken or wrinkled due to submersion in water etc.,
the surface of the fingers can be rounded out and smoothened by injecting glycerine
or melted paraffin or hot water or air into the tissues.

(7)

In case of any difficulty in obtaining inked impressions from the fingers of dead
bodies by above methods, the services of Finger Print Bureau staff may be obtained.

280

Volume I

(8)

When putrefaction has started, the skin of each fingertip should be carefully cut
and placed in a labeled bottle or tube containing fromaldehyde solution. A separate
container should be used for the skin of each finger and properly labeled.

(9)

Points to be noted for forwarding the amputated fingers of unknown dead body
for identification :

A. The skin (upper layer‑Epidermis portion) of each finger should be carefully cut up
to the end of the first phalange and placed in an unbreakable screw type bottle with
wide mouth with a preservative (solution). A separate container should be used for
the skin of each finger and properly labelled indicating the name/digit of each finger
and hand.
B. All the bottles containing the skins of the fingers should be carefully packed in
a carton and sent to the FPB through a special messenger for examination and
obtaining of inked finger impressions.
18.21 Photographs and Videographs – Instructions for Recording
(1)

The District Police may have photographs taken :

A. of any object concerned in investigations for examination by the concerned experts
and for evidence in courts;
B. of persons who are convicted of offences falling under chapter XII or XVII of
Indian Penal Code and punishable with rigorous imprisonment for a term of one
year or upwards or who are habitual criminals;
C. when photographs are necessary for purposes of investigation, and in case of persons
during investigation under the orders of a First Class Magistrate, and
D. of foreigners when convicted for offences punishable with rigorous imprisonment
for a term of one year or upwards under the Indian Penal Code.
(2)

Videographer should observe following instructions and the instructions contained
later in the Chapter for Videographing the scene of offence:

A. The Video should be taken as it is with out adding or deleting any thing to the
existing and should contain the time and date and programmed accordingly.
B. The approach to the scene from all possible directions.
C. The general view of surroundings.
D. The overall scene of occurrence.
E. Details of the scene and objects, materials, blood stains, trails, weapon, dead bodies
in cases of homicides, their position and close up from different directions to
facilitate identification of dead body and injuries.
F. Object materials or matters found in surrounding area or vicinity or when
discovered subsequently.
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(3)

For the Suspects, History Sheeted persons, Convicts, still photographs giving a
profile or front view and full length of the person should be taken, including the dress
they wear. Video clippings should contain their movements and audio recording of
speech etc., but the clipping should not be too lengthy. The persons or the places,
which can be photographed, are given below:

A. Unidentified Dead bodies.
B. Movements of persons suspected to have designed to commit an offence.
C. House or premises or persons who are suspected to be sheltering persons who are
either wanted, or absconding or designing to commit offences.
(4)

The photograph of a person should be taken with his ordinary everyday attire.

(5)

In the case of persons whose history sheets are on record or are proposed to be
recorded, in the State Crime Records Bureau, Criminal Investigation Department,
one set of the photographs shall be kept in the District Crime Records Bureau
concerned and another set sent to the State Crime Records Bureau.

18.22 Photographs and Videographs ‑ Periodical Elimination
(1)

All photographs or videographs will be examined annually and in the absence
of special reasons to the contrary those enumerated below will be withdrawn
from record.

(2)

In the case of a person who is a professional poisoner, note forger, coiner, arms
smuggler, or a member of organised criminal syndicate, terrorist, on his attaining the
age of 80 years or on his death whichever is earlier; and

(3)

In the case of any other person, if he has not more than two convictions and has not,
subsequent to his conviction or last conviction, as the case may be, been suspected
of crime or convicted, on the expiry of 10 years from the date of his release or last
release from jail, as the case may be.

18.23 Computerization of Finger Prints and Photographs
(1)

Use of Computer Technology in storing and retrieval of data will ensure availability
of required information to the IOs in the field with speed and accuracy, as :

A. The voluminous increase in fingerprint records has made the work laborious and
time consuming. It is also difficult to identify chance prints developed at the scene
of crime in the manual system.
B. Several days are required before a search slip can be identified and the result
communicated to the field officers.
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C. The record slips, which are subjected, to frequent handling, are liable to wear and
tear and damaged soon.
D. Diligence and continuous concentration and very careful maintenance is required
to prevent mismatch and wrong identification.
E. Updating of records is a serious problem, as classification formula or serial number
furnished by the police is not always correct.
F. Every incoming FP slip has to be searched with reference to the main records to
avoid duplication.
G. FP slips bearing smudged prints, missing prints, and gradational type prints
consume a great deal of time in the main bureau collections.
(2)

To overcome handicaps in manual searching, computerization of fingerprint
records and introduction of computerised search is necessary.

Computerised fingerprint identification systems
(3)		 For recording, classifying, coding, searching, and retrieving the ever-increasing
fingerprint records, Automated Fingerprint Identification Systems (AFIS) have
been developed by many countries during the past decade. AFIS is an effective
response to the problems of fingerprint search and comparison. Fingerprint
matching problems are of two types. Ten print identification involves matching
the subject’s entire set of rolled impressions against a file of a known ten print
impressions. Identification through latent fingerprints involves matching fragments
of fingerprint impressions developed at a crime scene against a file of rolled
impressions. AFIS can provide speed and accuracy in ten print searches and is the
only answer to the problem encountered in search through available latent prints.
The automatic fingerprint reader system, known as FINDER (Fingerprint Reader)
is used by FBI of USA.
(4) Evidence of Finger Print Experts: The evidence of a Fingerprint expert, a person
specially skilled in fingerprints is considered relevant evidence by virtue of Sec. 45
of the Indian Evidence Act. In view of the general recognition of the individuality
of fingerprints the CrPC recognises the report of Incharge FPB as evidence without
being examined as a witness. The expert can however be called for evidence under
clause (2) of 293 CrPC.
Comphotofit
(5) A major part of the forensic scientist’s work involves identification. If fingerprints
are found at the scene of crime and if matching FP’s are available in the records of
the Fingerprint Bureau, identification is easily achieved. If no chance prints are found
there or if no records of fingerprints of suspects are on file, or the police have not
identified any suspect, the other methods of identifying the suspect have to be used.
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(6)

The most common way of identifying a person is by his appearance, i.e, his
face profiles. If the IO secures a fairly accurate picture of the suspect’s physical
appearance through careful examination of witnesses it will render the search
easier. With the help of Identikit process, line drawings of the suspect’s likeness
can be made on a paper or transparent sheet. Improvements, modifications, touch
ups, etc. to achieve a near likeness of the suspect can be drawn on the basis of
descriptions given by the victim or witnesses.

(7)

An improvement of this method described above is called Photo-Fit which makes
use of numerous photographs of facial features of several subjects. The features
most resembling those described by the witness are assembled to make the portrait.
Before assembling the portrait the individual elements of the subject’s face, i.e. pair
of eyes, nose, mouth, chin, cheek, forehead, hairline, moustache, beard, spectacles,
headwear and all the face contours and features are separately taken from original
photograph files to facilitate assembly of a portrait which most nearly resembles
the description given by the victim or eyewitness.

(8)

A recent innovation in the field of personal identification is Comphotofit. This is
a computerised facial identification system that allows an operator to quickly and
easily develop a facial composite features of an unknown suspect from a description
given by a witness or victim of a crime. To accomplish this task the system utilizes
a database of images taken from subjects of known origin, comprising forehead,
eyes, nose, mouth and chin sections. All these images are used to build the facial
composite by a selection from the keyboard of a computer. In addition to the above
images there are accessory images, which include moustaches, beard, eyeglasses
and headwear, which are also provided in the database, again taken from the
same people. All the above images are referenced from an image index provided
in the system. The index is provided so that the witness may select the image
selections he or she feels most closely resemble the suspect by mixing, combining,
or interchanging various features. The original system images are all derived from
actual photographs or from people themselves through a video camera interface.
The database consists of a fairly large volume of images enabling the victim or the
IO to select the right features by permutations and combinations. It is even possible
to manipulate the skin tones, addition of moles, scars, wrinkles, complexion and
change the hair line, darken or lighten the hair, or add or delete colours, recheck
each improvement and recall the previous improvement, by means of a simple
mouse mechanism attached to the computer. It is capable of producing millions of
facial combinations. It is also possible to simulate hand sketching with computers.
The latest models are capable of producing copies on paper for circulation of the
photographic likeness pictures of suspects. These facilities wherever available
should be fully utilised by the Investigating Officers.
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18.24		 Footprints and Track Marks
(1)-A. A large percentage of people still walk barefoot in the country and almost so inside
the homes. The criminal perhaps finds it convenient to operate barefoot as it gives
him a better hold to climb or slide, walk or run and also it does not make any
sound, which might draw the attention of people during his operations.
B. The human foot is unique in its structure and is therefore readily distinguishable
from the foot of other animals. There are 28 bones in the human foot of which
seven are tarsal bones, five are metatarsals, fourteen phalanges and two small bean
size sesamoid bones. The two sesamoid bones are located below the head of the
first metatarsal bone. The heel bone (calcaneum) and other tarsal bones bear most
of the body weight while the metatarsal bones and the phalanges articulate with
the tarsal bones in the process of locomotion. The bones and other soft tissues
like ligaments, muscles, padding material and skin on an applied pressure of the
body produce a foot print that is proportional to the build and other characteristics
of the foot.
(2)

The shapes of foot impressions differ from individual to individual. Broadly the
shapes can be categorised into:

A. (i) Normal type foot, (ii) Club shaped foot, (iii) Bow type foot, (iv) Flat foot,
(v) Broken bridge type foot and (vi) Accidental foot or Abnormal foot.
B. Depending on the surface on which the prints are made, footprints can be classified
into (i) Surface footprints and (ii) Sunken footprints.
(3)-A. Surface prints: Surface prints are formed on hard surfaces like cement/stone
floorings, tables, chairs, walls, etc. They are formed when the surface of the foot
is coated with dust, dirt, oil, ink, blood, etc. Surface prints do not undergo any
distortion and they register the distinguishing characteristics of the foot better than
sunken prints. Surface prints have two dimensions, viz., length and breadth.
B. Sunken Prints: Sunken prints are those that are found on pliable surfaces like soft
clay, mud, loose soil, etc. Slightly sunken prints are usually formed on a small
quantity of accumulated mud or soil on hard surfaces, e.g. a verandah. Moderately
sunken prints are formed on slightly loose soils and deeply sunken prints are
formed on mud, wet loose soils, clay, etc. The less sunken footprints offer a more
definite clue for comparison than moderately sunken or deeply sunken footprints.
The sunken footprints have an extra dimension in addition to surface print, i.e.; the
depth (or height).
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Location of footprints
(4)-A. At the scene of crime: The scene of crime is often a good source for the location
of footprints as this is where the criminal primarily operates. The place should
be properly searched for footprints from the focal point of the crime scene. Focal
point in a murder case is the dead body at the scene of crime, and in a burglary the
almirah, cash chest or cupboard from where the cash, jewelry or other valuables
have been stolen. The search may be extended to the entire crime scene, from the
focal point.
B. Along the route: The route taken by the criminal both at the time of entry and
exit should be thoroughly searched for his footprints. Entrance points like doors,
windows, ventilators, and roofs could contain the footprints of the criminal, which
should be properly collected.
C. Sometimes the criminals may assemble together at some secluded place near the
scene of crime to plan before the crime or to share the booty after the crime. Such
assembly sites if identified after the reconstruction of the crime should be searched
for footprints.
(5)

Collection of footprints: The methods commonly used for collecting footprints are :

A. By preserving the original impression intact: If the foot print is found on a
portable object such as a mat, slab, plank, card board, etc. it is convenient to
carry the object bearing the print to the laboratory for photography and further
analysis. It is advisable to take the photograph of the print even in such cases
before removing them, as there is always the risk of the original impression being
damaged in packing or transit.
B. Photography: All foot prints, whether sunken or surface or any other track marks
should first be photographed by keeping the lens of the camera parallel to the
surface on which the marks or impression is found. The aperture of the diaphragm
should be adjusted to get a proper depth of field. At least three photographs are
to be taken, one direct view from the top and the other two from either side at an
angle of 45°.
C. Before taking the photograph place an identification slip or card (containing crime
number, section of law, date, police station, district etc. with initials of the IO)
close to one side of the print and a foot rule on the other side to record the actual
size of the footprint.
(6)-A. Tracing: Tracing is a rough method to record surface prints. A glass (or preferably
a celluloid sheet) is held over the print as close as possible. Care should be taken
to ensure that it does not come in contact with the print. Then a sketch pen draws
the contours along the print line. Details such as the characters of the toes, ball of
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the foot, instep and heel together with crease; cracks, warts, etc. should carefully
be traced on the sheet. After the tracing is complete the sheet is removed and all the
particulars of the case should be written on the glass together with the signature of
the investigating officer and the witnesses. On the basis of such prints on glass any
number of tracings can be obtained on tracing paper. The glass sheet and a tracing
paper should be packed in between two cardboards for transport to the court. The
value of a traced print depends upon the personal observation skills of the person
who is tracing the print and therefore is highly subjective and not very reliable.
Other methods of recording like lifting and casting are preferred to tracing.
B. Lifting: When the print is formed on a surface that is of a similar colour to the
print, for instance, a blood stained print formed on a red surface, dusty (white)
print formed on a white surface, dark (black) print formed on a black surface,
it becomes difficult to photograph the print because of the similar colour of the
background. In such conditions the print could be collected using an appropriate
photographic paper, like black photobromide paper for a dusty or light coloured
print and white photobromide paper for a blood stained or black print.
C. This black or white photobromide paper can be obtained by exposing the photo
sensitive paper to light before development to get black paper and directly
developing it to obtain white bromide paper.
D. The processed paper so obtained should be moistened for few minutes in water,
preferably with a few drops of ammonia added. When all the excess water is
removed it is placed over the print with the emulsion side of the paper in contact
with the print and beaten firmly with a cloth taking care to prevent slipping or
sliding of the paper over the print. The paper is lifted after few minutes and allowed
to dry. The foot print particles get attached to the surface of the photo bromide
paper forming a clear and visible print. The side should write particulars of the
case with signature of IO and witnesses without disturbing the print.
E. Footprints can also be lifted using photographic film or transparent adhesive
tape. The fixed photographic film is moistened in water for few minutes until the
emulsion side becomes tacky and then placed over the print with the sensitive
side in contact with the print. A uniform pressure is applied over the film for few
seconds and it is then lifted carefully. The print is transferred on to the film, which
can then be used as a negative to make copies from.
(7)

Casting: Casts are prepared from foot impressions (sunken foot prints), shoe
impressions, tyre impressions or other impressions left behind by the criminal. A
variety of materials are used to prepare the cast, e.g., plaster of paris, wax, resins,
plastic powders, modelling clay, sulphur, lead, wood metal, plasticine, moulage
material, silicone, etc. However plaster of paris is most commonly used.
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Guidelines for obtaining prints of good quality
(8)-A. Carefully remove extraneous matter (grass, twigs, stone, etc.) from the impression
without disturbing it.
B. Place a metallic or a wooden frame around the impression to prevent wastage of
plaster of paris. Do not apply pressure on the frame as it will damage the print.
C. Spray shellac solution (about 250gm of shellac dissolved in one litre of alcohol
or a thinner solution) from a distance over the impression. Spray enough solution
to get a thin film of shellac over the impression and allow the shellac to dry for
10-15 minutes.
D. A thin layer of talcum powder is sprinkled on the layer of shellac to separate
the shellac from the cast. Mineral oil or sewing machine oil is also employed
for this purpose.
E. Take a container with 3 mugs of water and slowly pour 3 mugs of plaster of paris
into the water. Gently mix till it reaches a thick creamy consistency. The water and
plaster of paris are taken in a 1:1 ratio. Pour the solution into the impression at an
unimportant place e.g. a corner of the frame to avoid damage to the impression
due to pouring. It should be allowed to flow slowly till it fills the impression to a
uniform thickness of about 1/2 an inch.
F. Reinforce the cast at this stage with wire gauze pieces and pour the remaining
solution till it acquires a thickness of about one inch.
G. The cast is allowed to set for 10-15 minutes. With the copying pencil engrave
the details of the case on the mould including case number, date, police station,
location, right or left foot, time of recording, person responsible for recording,
signature of the investigating officer and signature of the witnesses. A sample of
the plaster of paris and soil should be preserved for obtaining test prints of the
suspect under similar conditions.
H. Remove the retaining walls (wooden frame) by digging away the surrounding
earth and gently slip your fingers under the cast to lift it very carefully. Pour water
over it to remove any adhering earth particles. Care should be taken not to brush it
to prevent obliteration of the details of the footprint.

288

Volume I

Chapter 19

Forensic Science Laboratory
19.1

Introduction
Dispensing of justice is dependent primarily upon the evidence produced
and presented before the court of law. During the course of investigation the
Investigating Officer collects various kinds of evidences. These evidences are
categorized as oral, documentary and scientific evidences. The various types of
material and things collected from the scene of crime and other places are sent for
scientific analysis, evaluation and examination to the Forensic Science Laboratories
which provide scientific aid, assistance and expert opinion on various subjects for
an effective, efficient and just administration of criminal justice system in their
areas. A Regional Forensic Science Laboratory along with a mobile unit are being
established at Ranipool, East Sikkim. Till such time these are established necessary
assistance will continue to be taken from the CFSLs.

19.2

Forensic Science: Its Implication
Forensic science is a dynamic field comprising mainly the application of various
branches of science to the administration of justice. The criminal investigation in a
way is a team effort, where the police and the forensic scientist, play a coordinated
and mutually reinforcing role. Forensic science experts help the police officers in
establishing the missing links between the crime and the suspects.

19.3

Classification
The State level FSL is headed by a senior, experienced and competent scientist,
who is designated as Director (FSL). He is assisted by other scientists in appropriate
ranks along with requisite support and ministerial staff. The sanctioned staff,
equipment and other resources at the State FSL will depend on the type of activities
it performs and the overall workload. The requirements of the State FSL are looked
after by the CID but in their collection analysis and submission of evidence they
shall retain their functional independence.

19.4

Divisions of the State FSL
A State FSL has generally the following divisions but may have a lesser number as
per the volume of cases pertaining to the various divisions in the State :

(1) Documents Division
(2) Chemistry Division
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19.5
(I)

(3)

Biology Division

(4)

Physics Division

(5)

Ballistics Division

(6)

Toxicology Division

(7)

Serology Division

(8)

Narcotics Division

(9)

Arson & Explosives Division

(10)

Forensic Psychology Division

(11)

Photo Division

(12)

Computer Forensics Division

(13)

DNA Finger Printing Division

(14)

Polygraph Division

Role of FSL
The role of the forensic science laboratories can be classified under the following heads:

(i) Helping the IOs and police through recognition of evidence material at the scene
of crime.
(ii) Collection and preservation of the clue material so recognized.
(iii) Scientific examination and analysis of clue materials.
(iv) Evaluating the result of scientific analysis and interpreting them.
(v) Producing the evidence in a legally admissible form.
(vi) Effective use of forensic findings in the prosecution.
(II) The experts and the scientists at the FSL should perform their tasks with utmost
sincerity, honesty and impartiality. The speedy and quick disposal of work at their
end contributes significantly in the early and quick disposal of the cases in the
courts of law. They should be always willing and ready to render all help and
assistance to the IOs in the interest of the case in which their help and assistance
has been requested.
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19.6

Mobile FSLs

(1)

Mobile forensic science laboratories with workable equipment and know-how can
be set for immediate and instant examination of exhibits and inspection of scene
of crime for the assistance of the IOs. A scene of crime is generally a veritable
mine of clues of profound evidentiary value. These clues have to be preserved
and prevented from contamination till the arrival of forensic science teams from
laboratory or a mobile unit. Arrival of these teams at the scenes of crimes takes
time depending upon the distance involved between their location and the scenes
of crimes. Police personnel of the nearby police station or outpost are generally the
first official functionaries to reach a scene of crime.

(2)

The responsibility for preservation of the scene of crime and prevention of clues
from contamination rests on these police personnel. In many cases, due to dearth
of resources, it is not possible to deploy forensic science teams to all the scenes
of crimes. The police personnel mentioned above have to identify, lift, pack, and
forward the clues to forensic science laboratory for examination in cases not
covered by the visits of forensic science teams. The IOs should, therefore, be well
acquainted with the ways of doing so.

19.7

Specific and Special Contexts

(1)

FSLs of various categories should be well equipped in terms of scientific aids,
equipment, technical know-how and the latest technology in the respective areas
of their work and functioning. Availability of reasonable resources in terms of
men, material, scientific and technological contexts can alone make these FSLs
competent and efficient for the performance of their various tasks. Constant
modernization of FSLs should therefore be an area of priority.

(2)

An appropriate attitude of coordination and cooperation should be maintained by
all the experts working at the various FSLs. Their services and assistance can be
demanded at any time, and such demands being urgent in nature require that they
should provide immediate, willing and instant help. Likewise the various FSLs
should also maintain a healthy understanding and interaction among themselves
and also with the various field formations of the police department and the PHQ.
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Chapter 20

Law & Order Branch
20.1

Introduction
The law and order branch headed by an officer of the rank of ADGP/IGP, Law &
Order shall supervise the range/districts and their sub-ordinate field formations.
The branch would be housed in the Police Headquarters and shall have such number
of executive and ministerial staff as may be sanctioned by the State Government
from time to time.

20.2

Office-Management, Office Record and Work Procedures

(1)

The Law & Order branch/range office would receive monthly, quarterly, half
yearly and annual reports and returns on various performance areas from the
Districts as prescribed. These reports and returns would primarily concern
with the administrative matters, crime situations, law and order conditions and
miscellaneous issues.

(2)

Requisite and adequate number of files, registers and records would be maintained
in the ADGP/IGP, Law & Order and the DIG/Range offices for monitoring,
controlling and supervising the various activities of the field formations. In
addition to the normal routine files maintained in the office, files, registers and
records classified under the following four categories shall be maintained:

(i) Administrative Matters: Matters pertaining to administration including subjects
like transfers, service & disciplinary matters and returns and reports concerning
these subjects.
(ii) Finance and Accounts: Files, registers and returns with regard to finance matters.
(iii) Miscellaneous Subjects: Matters dealing with miscellaneous subjects.
(iv) Law and Order Matters and Crime Records: Files, registers and returns
pertaining to law and order situations and crime. This subject can be classified
under the following heads:
a) Communal matters.
b) Terrorist, insurgent and anti-national activities.
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c) Matters pertaining to the internal security. This subject can be further classified
in the following categories:
•

Various law and order situations emanating out of various agitations,
demonstrations and strikes etc., including students agitations, labour unrest, strikes
by the government employees, agrarian unrest, caste, class and ethnic clashes and
various other forms of demonstrations, unrest and dissatisfaction erupting in the
community from time to time due to different reasons, issues and causes.

•

V.I.P. security matters including foreign dignitaries.

•

Ramification of international events and matters.

•

Miscellaneous matters.

d) Law and order situations borne out of police behaviour including use of third
degree methods, custodial crimes, custody deaths, use of police force including
use of fire arms and police firing.
e) Assault on police.
f) Files, returns and registers pertaining to crimes and criminals.
In addition to the routine returns and records on crime situations, specific files,
returns, reports and registers would be maintained with regard to sensational,
heinous and alarming crimes on the person and property, which have been classified
as special report cases.
20.3

Equipment, Resources and Facilities

(1)

The ADGP/IGP, Law & Order and DIGP/Range offices should have sufficient
accommodation and adequate number of vehicles, office equipment in terms of
furniture and functional equipment like computers, telephones, fax machines, and
printers etc. The electronic equipment should have Internet connection for quick
and timely transmission of information and reports.

(2)

Adequate budgetary provisions should be made available for meeting the recurring
and non-recurring officials’ expenditures

20.4
(1)
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Functions, Powers and Responsibilities of the ADGP/IGP (Law & Order)
The Addl. Director General of Police/Inspector General of Police (L & O) is
the staff officer of the DGP to assist him in supervision of the police of all the
districts in the state. He shall take necessary steps for prevention of breach of
peace, maintenance of public order, law and order, planning and implementation
of operations and in dealing with all situations including terrorist and subversive
activities, communal, caste, or regional or other widespread agitations subject to
the control and direction of the DGP.
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(2)

His functions are -

A. Assisting DGP in the supervision, management and leadership of the Police, and in
maintaining discipline, morale and high professional standards of work at all levels;
B. Command, control, guide and supervise the various subordinate units i.e. Range,
districts, sub-division, police station and outposts/checkposts and the functionaries
working therein;
C. Organization and implementation of preventive measures, particularly Police beat
system, patrols and surveillance;
D. Personal direction of measures necessary for maintenance of peace, public order,
law and order and security and assistance to DGP in operations, coordination
and reporting;
E. Work out modes, methods and modalities for effective and efficient crime
management for keeping control on the activities and movements of the criminals
and anti-social elements and issue appropriate instruction to the Range and District
Police offices;
F. Organization and implementation of Community Policing schemes, police
community relations and promoting mutual understanding and trust;
G. Supervision of work as allotted and any other function related to these as instructed
by the DGP.
(3)

His duties are -

A. Annual inspection of DIG/Range office, one District SP office and one Police Station;
B. Meetings and scrutiny of work of officers in the District with reference to specific
items of allotted work;
C. Scrutiny and compliance with the Code of Conduct, police regulations and
providing guidance through proper instructions in the monthly reports of the
Superintendent of Police and the DIG/Range ;
D. Attend meetings on subjects of his charge on his own or on behalf of DGP;
E. Coordination and cooperation within Police, with other branches, CID, and
other States;
F. Coordinate police operations during major crisis, law & order situations, natural/
man-made disasters and other emergencies subject to the overall control and
directions of the DGP. If required, he will conduct the needful from the State PCR
and all concerned units of the Police including the Armed Police, State Disaster
Response Police Force, Fire & Emergency Service, Home Guards & Civil Defence
shall render necessary assistance for the successful handling of the situations.
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G. Provide assistance, wherever necessary, in the matters of investigation of cases
apprehension of offenders, searches seizures and preservation of scene;
H. Preparation of schemes and contingency plans for maintenance of peace and
order in connection with elections, major festivals and fairs or agitations or
violent incidents and their implementation both at the State and local levels by
concerned officers;
I. Issue of alerts, wherever necessary, to the concerned police functionaries with
copy to State Special Branch on the likelihood of a law & order disturbance/major
crime or on the basis of advisories received from the Government of India.
J. Visit personally areas of serious breaches of peace or misconduct by police and
direct operations to control the situation;
K. Any other duty incidental and necessary to the above as directed by the DGP;
L. Asses, on the basis of requisition from the district police or otherwise, and
issue orders for deployment of armed police units to assist the district police in
maintenance of law & order, security duties etc. also indicating the period for
which the armed police unit shall remain deployed. He will keep the DGP informed
of such deployment at the earliest opportunity and take prior approval in case the
armed deployment is above a company strength or if the period of deployment is
over a week;
M. Scrutinize various reports and returns received from the Range and district police
and take appropriate decision and action with regard to matters and issues under
consideration;
N. Send various returns and reports to the DGP with regard to various subjects
and issues pertaining to police administration, crime situation and law and
order conditions.
O. Send monthly returns to the DGP of the armed police deployment in the districts
giving his recommendation for the continuation or withdrawal of these units and
issue necessary directions as per orders of the DGP;
P. Ensure that the scheme of computerization and electronic-administration functions
competently as per the norms and standards and the staff is efficient to work
on the system.
Q. Prepare quarterly transfer proposals in respect of the district police for consideration
of the Police Establishment Committee (PEC).
R. Ensure that SOPs for handling various crisis like terrorist/extremist attacks,
chemical/biological attacks, public agitations, natural disasters etc. are in place
and are regularly updated.
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(4)

In the performance of these duties he shall be in close touch with the Addl. DGPs/
IGPs, Headquarters & General Administration, CID, Special Branch, Planning &
Modernisation, Armed Police and Training. He will also coordinate with the ADGP/
IGP, Communication & Computer branch to ensure that the State and the Districts
Control Rooms are efficiently organized and kept constantly alert and responsive.

(5)

The monthly reports and inspection reports of SPs of Districts and DIG/Range,
will be forwarded with his comments or instructions to the DGP before they are
returned to the concerned.

(6)

Where specific crimes as contemplated in regulation 22.17(2) are registered and
are investigated, special reports in those cases, if required, shall be sent to the DGP
for sending to the Government. However, situation reports should be continued
to be sent to the DGP by Addl. DGP/IGP (Law & Order) along with reports on
specific crimes, till the situation returns to normal.

297

Sikkim Police Manual

298

Volume I

Chapter 21

Police Range
21.1

Creation of Police Range

(1)

The State Government, in consultation with the Director General of Police, may
create as many Police Ranges as deemed necessary for an effective, efficient and
competent policing in the respective areas.

(2)

Each Range may consist of two or more police districts and may be headed
by an officer of the rank of Deputy Inspector General of Police, who shall
supervise the police administration of the Range and will report directly to the
ADGP/IGP (Law & Order).

21.2

Office-Management, Office Record and Work Procedures, Equipment,
Resources and Facilities
These are the same as given for the office of the ADGP/IGP (Law & Order).

21.3

Functions, Powers and Responsibilities of the Range Deputy Inspector
General of Police

(1)

The Range Deputy Inspector General of Police is responsible for all functions of
his Range. He will exercise all powers to the extent specifically provided under the
law and rules. He should, by frequent personal inspection, endeavour to establish
and maintain efficiency and discipline, ensure uniformity of procedure and practice,
and secure cooperation between the police of his Districts in his jurisdiction and
facilitate harmonious working between the police and the executive magistracy,
and other departments of the Government. He should control, instruct and advise
Superintendents of Police. District SPs on their part, should assist him in his
enquiries, bring to his notice the requirements of their Districts, and consult him
confidentially in all matters of difficulty. He is also responsible for maintenance
of law and order, prevention and detection of offences, preserving peace and
security including planning & implementing special operations. He shall ensure
efficient functioning of the investigation and is responsible for supervision of all
grave crimes and their disposal, the planning and implementation of preventive
strategies, detection of crimes, prosecution of offenders, coordination of crime
investigation and traffic enforcement, planning as well as highway patrols. The
morale, professional efficiency and correct behaviour and conduct of all ranks in
the districts shall be his responsibility.
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Tour Programmes and Inspections
(2)

The DIGP/Range shall inspect one District Police Office, one Sub-Divisional
Office and one Police Station, in his jurisdiction every Calendar year. No time
limit is fixed for the inspection but normally it should not be prolonged for more
than two days at a stretch. The same stations are not to be inspected repeatedly year
after year. During these inspection he will: (a) examine the major law and order
situations and the manner in which they are handled by the police, (b) the state
of crime, quality of investigation and disposal of cases, (c) preventive measures,
working of community policing, beats, surveillance and general police work, (d)
discuss matters of current interest and importance with the SP giving him the
benefit of his experience, advice and instructions.

(3)

It is required that the SP be present during the inspection of the DIGP/Range
except in extenuating circumstances with the permission of the DIGP/Range or
the ADGP/IGP, Law & Order. The annual inspection by DIGP/Range should also
not be carried in the absence of SP concerned except in extenuating circumstances
with the permission of DGP. The inspections are to be carried out in the
proforma prescribed.

(4)

Whenever DIGP/Range inspects a district or a portion of it, he should write a
comprehensive report on the district/unit as a whole and also send detailed notes in
respect of each of the units inspected by him. The following special points should
be mentioned in the covering note to be sent along with the inspection notes:
A. Vacancies and follow up action.
B. Quality and results of investigation, specifically analyzing the way the Special
Report Cases were handled including follow up during prosecution.
C. Maintenance of Personal Files and compliance with Conduct rules.
D. Special rewards expenditure and all other expenditure, whether strict economy
has been observed and whether internal audit has been completed.
E. Condition and upkeep of buildings, grounds, police quarters, equipments including
transport, communication, computers and scientific equipments.
F. Functioning of Community policing, effectiveness of beats, and patrols.
G. Effectiveness of surveillance measures and anti terrorist operations.
H. Police conduct, including instances of torture, corruption and nexus with antisocial elements, indiscipline, insubordination and agitation activity, offences
committed by policemen, nature of action and remedial measures taken up.
I. Performance of Gazetted Officers.
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(5)

A district, wherein an officer is acting for the first time in independent charge
as Superintendent of Police, should be visited as soon as possible after
he has settled down.

(6)

Whenever a DIGP in charge of a Range visits a district, he should meet all Gazetted
Officers who are on probation with a view to assess their progress and issue
suitable instructions.

Duties connected with Public Order
(7)

He should study and analyze all intelligence reports and information gathered
from the Districts, make a reasonable assessment of law and order problems likely
to arise, the areas and persons likely to be involved, make a realistic assessment of
situation and use resources to bring situations under control by close monitoring
and taking timely decisions and by giving proper guidance and instructions to the
district SPs and other subordinates.

(8)

Visit spot of serious, sensational and grave crime and law and order occurrences
including communal riots, terrorist incidents and other law and order situations of
grave ramifications.

(9)

Issue instructions from time to time for meaningful prevention of crime, quick,
competent and impartial investigation and detection of crimes.

(10) Work out modes, methods and modalities for effective and efficient crime
management for keeping control on the activities and movements of the criminals
and anti-social elements.
Duties with Regard to Crime Investigation and maintenance of crime records
(11) It is the duty of the DIGP/Range to see that steps are taken for the prevention and
detection of crime, and particularly adequate arrangements are made for dealing with
any unusual outbreak of crime. It is also his duty to exercise constant supervision
and scrutiny over the investigation of cases and see that Gazetted Officers take
adequate part therein. He should pay particular attention to the investigation of
organized crime, terrorist cases, and other complicated or important Special Report
cases. He shall do so by perusal of concerned case files and by recording his notes
and instructions when files come up for orders or by calling for those case files
which he feels necessary.
(12) The Crime Digest in Form No 75 shall be maintained in the office of every DIGP/
Range and Superintendent of Police. He will make entries of all special report
cases occurring in his jurisdiction in this Digest. Entries in the Crime Digest shall
be made for each sub-division of a district in the chronological order in which
information of special report cases is received. A fresh volume will be opened
when all the pages in a current volume have been utilized.
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(13) Brief details of the case, the number and names of the accused, if known, arrests
of accused, property lost and recovered progress of investigation, result of the case
in court including the result of revision or appeal, should be entered in column No.
6, in the officer’s own hand. The other columns may be filled in by the officer’s
personal/ministerial assistants.
(14) All crime files including the special report cases and those of cases supervised by
the DIGP/Range or where he calls for reports should be maintained in the Crime
Section of his office. All orders and instructions issued should be kept in the
connected files apart from reports and communications from the Officers handling
the cases and other communications received from DGP, or Addl. DGP/IGP (Law
and Order).
(15) Scrutinize various reports and returns received from the district police and take
appropriate decision and action with regard to matters and issues under consideration.
(16) Send various returns and reports to the ADGP/IGP, L&O with regard to subjects
and issues pertaining to police administration, crime situations and law and
order conditions.
(17) Ensure that the schemes of modernization, computerization and E-administration
functions competently as per the norms and standards and the staff is efficient to
work on the innovative and routine office systems.
(18) Forward quarterly transfer proposals received from the district SPs in respect
of their officers and staff and submit for consideration of the PEC through the
ADGP/IGP (Law & Order).
(19) Ensure that SOPs for handling various crisis like terrorist/extremist attacks, chemical/
biological attacks, public agitations, natural disasters etc. and for investigation of
special crime are in place in the field formations and are regularly updated.
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Chapter 22

Police District, Sub-Division, Police Station & Police Outposts
22.1

Police District

(1)

Police District is the most important supervisory and functional field unit of the
police administration and is an area, which is so declared by the State Government
by a notification.

(2)

The administration of the police throughout such district shall vest in an officer of
the rank of Superintendent of Police. For an effective and efficient administration
of the Police District, the Superintendent of Police will be assisted by as many
Additional, Assistant and Deputy Superintendents, Inspectors, Sub-Inspectors and
police subordinate ranks as may be deemed necessary.

22.2

Organization and Structure of Police District
The District level administration of police will consist of the District Headquarter
office, having various sections/units, and the field formations consisting of the Police
Sub-Divisions/Police Stations and police outposts of strength as may be sanctioned
by the State Government in consultation with the DGP from time to time.

22.3
(1)

Sections/Units in SP office
The SP office would have the following sections/units for efficient and quick
disposal of its various functions and tasks:

(i) Receipt and Dispatch section
(ii) Administration and Establishment section
(iii) Reader section (comprising the confidential & crime units)
(iv) Accounts section
(2)

In addition to the staff handling the above sections the Superintendent of Police
will specifically allot works relating to (i) welfare, (ii) complaints against the
police, (iii) legal and prosecution matters, (v) communication, (vi) motor transport
and other police related matters amongst the officers at the district headquarters.
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22.4
A.

Powers, Functions and Duties of the Police Officers of a District.
Superintendent of Police
The District Superintendent of Police is the head of the district police and plays a
pivotal post in the Police Organization having a considerable amount of operational
independence. The role of the District Chief of Police is maintenance of peace and
law and order, prevention and detection of crime, protection of lives, liberty and
possessions of all sections of people and performance of all police functions in
the district including traffic management. He is responsible for all matters relating
to the district police’s management, administrative and financial, maintenance of
discipline, punctuality, and regular and efficient performance of all preventive and
investigative duties by the district police. He should ensure by constant supervision
and monitoring that prevention, investigation and detection of crime in the District
are done on professional lines by all police personnel under his charge. He has
diverse functions and responsibilities, and in the discharge of these, he is assisted
by as many Addl. SP, DySPs, PIs, SIs and subordinate ranks as may be necessary.
The main functions of the district superintendent of police are :

(1)

Keep the district peaceful and the public satisfied with the security provided to
persons and property.

(2)

ensure prompt registration and investigation of all cases.

(3)

efficient functioning of each wing of police and performance of their allotted
functions and duties and the efficient functioning of all police control rooms.

(4)

Control and supervise the work of the Sub-Divisional Police Officers and Police
stations and Police posts/outpost in the District and issue such directions as may
be necessary to better achieve the object of the Sikkim Police Act, 2008.

(5)

supervise and coordinate various wings of the police in the district and with
neighbouring districts and other organizations.

(6)

accord high priority to all preventive and pro-active strategies and action both in
respect of crimes and breaches of peace including terrorist crimes.

(7)

ensure proper organization of beats and full involvement of the police force in the
management of such beats along with necessary interface with local community.

(8)

maintain cordial relations with the magistracy, other officials and non-officials.

(9)

Promote and maintain good police public relations and convey necessary
information to the media and the public to ensure transparency without jeopardizing
efficacy of police action or investigations.

(10) keep the force in good discipline, high morale, properly trained, professionally
competent, honest and service oriented.
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(11) Ensure that the transport, arms, ammunition, stores, grounds, and buildings
belonging to the department are well protected and maintained.
(12) Organize good intelligence network, both criminal and general with specific
attention to the criminal records system and their effective use in prevention
and detection of crime. An effective information system against terrorists and
subversive elements should be developed and operations planned and conducted
against them.
(13) Acquire full and detailed knowledge of the district and its current problems from
police point of view, and be forewarned on emerging situations; plan and implement
police bandobust for large gatherings, fairs, festivals, rallies, agitations, strikes etc.
(14) Participation to the extent possible and permissible, in welfare activities sponsored
by official and non-official agencies.
(15) Ensure effective implementation of community policing. Constitute community
Liaison group in consultation with District Magistrate for each police station,
comprising respectable local residents of the area with unimpeachable character
and antecedents, including retired public servants and head of teaching institutions
if any, as representatives of the community, to generally advise the police
in their functioning.
(16) To gain knowledge of all Officers and men in his charge, redress their genuine
grievances, motivate them, encourage those who show promise and punish those
who are dishonest, inefficient and undisciplined.
(17) Gain confidence and loyalty of subordinates by personal integrity, professionalism,
impartiality, devotion to duty, fair play and a high sense of justice.
(18) The main function of police is to prevent crime, maintain law and order and
promptly and effectively respond to incidents or calls from public. Since policing
through beats is the main plank of policing in the district, it shall be his foremost
duty to ensure its functioning as prescribed.
(19) To prepare District Level Internal Security Scheme and be sent to Director General
of Police along with the suggestions of District Magistrate, if any.
(20) Effective coordination, consultation between Investigating Officers and prosecutorslegal advisors and cooperation by IOs with prosecutors during court trials should
be organized on a sound and formal basis. The cases should not be allowed to fail
for want of attention either by the Investigation Officers or Prosecutors.
(21) The SP should keep himself fully informed through the field staff of the Special
Branch of all communal, caste, regional, political or other movements that
jeopardize safety, security and law and order in the district. The police beats have
a special responsibility in this respect. Collection, reporting, recording, analysis
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and dissemination and use of information both criminal and general, should be
organized utilizing the latest equipment available and by upgrading the skills of
the personnel.
(22) SP may withdraw subordinate police officers temporarily from police stations in
his district for duty at other police stations in the same district where additional
manpower is required to deal with an emergency or to make arrangements in
connection with fairs or festivals, meetings or processions or other emergent law
and order situations.
Personal Supervision
(23) He must personally visit and handle the situation when incidents of especially
grave nature occur and ensure that the concerned DSP or Addl. SP visits personally
all such places and continues to stay there till situation returns to normal.
(24) He should also visit the scenes and enquire personally into serious occurrences
endangering life and property such as heavy landslides, earthquakes or other
serious disasters and fire that involve heavy loss of life or property. Detailed
instructions should be given regarding the measures to be taken by the police in
respect of these natural calamities and other disasters as contained in this manual
or as communicated by the PHQ or the State Govt. from time to time. He may
entrust some of the duties connected with these to the SDPO.
(25) In all cases of extortion or bribery by police officers, the SP should enquire or
cause to be enquired such cases by other Gazetted Officers.
Tours and Inspections
(26) The SP shall tour as often as necessary through all parts of the district, staying
longer in the areas where public order and crime problems are high. He shall not
merely confine himself to inspecting police stations, but shall visit villages and
remote areas and acquaint himself with the village and pinhead officials, nonofficials, and representatives from all social strata, endeavouring to gain their
confidence and cooperation, at the same time ascertaining the state of crime, law
and order, activities of anti-social groups operating in the area and enquire into the
work of local police units and personnel. He should take special steps to improve
the cooperation between the police and the public. Towards this end, he should:
A. Hold regular conferences with representatives of people, Community Liaison
Group and with important and reputed members of the public irrespective of their
economic or social status at convenient centers.
B. Talk to members of the public to know whether the police in the area are performing
their duties faithfully and honestly.
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C. Make enquiries and become acquainted with conditions in all-important villages.
D. Make enquiries regarding the mode of life of local bad characters and the extent of
control over the activities of anti social and goonda elements.
E. Meet some of the victims of crime and complainants to know correctly the quality
of police actions and whether they are receiving adequate attention in their cases,
and take appropriate measures to correct lapses or negligence if any.
F. Study the organization and functioning of the beats and their interaction with
public and voluntary organizations.
(27) Inspect the DCRB, all Police Stations and all Sub-Divisional offices in the district
once in a calendar year.
(28) He must informally visit/inspect all Police Stations and outposts, check posts,
Reserve Police Contingents and Control Room in the district every year personally
to acquaint himself with the personnel, place and condition of each Unit. These
visits need not be for the purpose of inspection nor should they be treated as formal
visits. However, brief notes may either be left or recorded.
(29) He must go on night rounds or surprise visits at nights to police Units and
Stations at least once a month. These should not be confined merely to the
District headquarters.
(30) He should also attend the PT/parades and hold orderly room at least once a week.
(31) He must visit residential quarters of policemen both at headquarters and outside
whenever he visits police stations.
(32) During his visits to police stations, units and reserve police, he should meet officers
and men available at the time, talk to them both to know their performance and
their problems and difficulties.
(33) He should send monthly reports to the ADGP/IGP, Law & Order and the DIGP/
Range as prescribed.
(34) A half yearly meeting of all SDPOs, Inspectors, SHOs and prosecuting officers,
should be held by the SP to discuss various matters connected with law and order,
crime investigation, traffic etc. A separate session on progress of cases under trial
or on appeal shall be held where the PP/APP of the district may also be called. A
copy of the minutes of such meetings will be sent to DIGP, Range.
(35) He has a special responsibility of extending full cooperation and assistance to
enquiries in connection with cases of torture; lock up deaths, and any incidence of
human rights violation that has been brought to his notice.
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(36) When at headquarters, the SP should attend office on all working days so as
to transact all official business in his office. He may, however, dispose of such
confidential matters as he thinks proper at his residence. He should be accessible
to officials and members of the public generally, and should ensure prompt and
efficient response mechanism of the police to public needs.
(37) He shall make necessary arrangements for the transaction of all urgent and
important work during leave taken by himself or any of the Senior Gazetted
Officers in the District.
(38) Prepare quarterly transfer proposals in respect of officers and staff of his district
and forward to the PHQ for consideration of the PEC.
(39) He shall ensure that SOPs for handling various crisis like terrorist/extremist attacks,
chemical/biological attacks, public agitations, natural disasters are in place and
regularly updated.
Relations with the District Magistrate
(40) The District Collector is primarily responsible for coordination of various wings
of Government in the District. He is also the District Magistrate and therefore, in
addition to the provisions of the CrPC and other relevant Acts, the SP of the district
shall keep him informed in respect of the matters relating to the following:
(a) the promotion of land reforms and the settlement of land disputes including
removal of encroachments on Government land, common lands and forest lands;
(b) matters related to the projects of State level importance particularly in relation
to power, industry and tourism;
(c) extensive disturbance of the public peace and tranquility in the district;
(d) the conduct of elections to any public body or holding of any function or event
of public importance;
(e) the handling of natural or manmade disasters or major accidents and
rehabilitation of the persons affected thereby;
(f) situations arising out of any external aggression, threat to internal security, riot,
industrial or other strike etc;
(g) matter related to protection of women, weaker sections and minorities;
(h) removal of any persistent public grievance;
(i) any matter not within the purview of any one department and affecting
the general welfare of the people of the district, or arising out of a judicial
pronouncement, necessititating the District Magistrate to use the services of
the Police; and
(j) such other matters as the State Government may assign from time to time in
public interest.
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(41)

The internal administration of the district police is the responsibility of the SP.
Responsibility for the internal affairs of the police, including promotions, transfers,
rewards and punishments of police officers and men rests with the superior officers
of the police force.

(42)

Various offices stationed in a particular district have to interact with the police
department and the SP in particular. Likewise, the police units also require help
and assistance from these departments on various issues. Therefore, the district SP
should see to it that a harmonious coordination and cooperation exists among the
police units and various organizations.

(43)

Redressing the Complaints/Grievances of the public/police personnel
The district SP should be accessible to attend to the complaints of the people. A
structured system should be developed to ensure proper feedback and follow-up to
ensure the quality, quantity and nature of disposal of complaints and redressing of
public grievances. The SP is also responsible for redressing the grievances of his
own men. Such grievances should be tackled either as a welfare measure or should
be handled as administrative issue as per the nature of each complaint.

(44)

Motivation and Morale
It is the duty and responsibility of the district SP to maintain adequate standard of
morale of the force. For achieving this objective the staff should always the kept
motivated. The basic principle of reward and punishment should be properly applied
by punishing the wrong doers after initiating proper disciplinary proceedings and
by adequately rewarding the persons who have rendered commendable services.

B.
(1)

Addl. SP / Dy. SP, Headquarters
The Addl. SP or the SDPO located at the district headquarters shall be responsible
for keeping the district police office including all Units at Head Quarters in high
state of efficiency ensuring promptness in correspondence, timely payment of
salaries, allowances and other dues and bills due to the police stations and staff,
proper budgetary control, auditing of accounts and care of the government cash
held as permanent advance. He shall regularly monitor the expenditure ensuring
observance of financial discipline and economy.

(2)

He shall supervise timely despatch of information/returns to the Crime Branch,
CID and other concerned authorities.

(3)

He shall supervise the work relating to disciplinary matters so as to ensure their
prompt disposal as per SP’s orders.

(4)

He should bring to the notice of SP all important matters and obtain appropriate
orders in time.
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(5)

The reward rolls and the payment of amount sanctioned and all correspondence
relating to medals should be handled by him with precision and promptness.

(6)

He shall assist the SP in maintenance of police buildings and residential quarters
in good condition.

(7)

He shall perform any other duty, which the SP entrusts to him including in relation
to enquiries, welfare, training, public relations and vigilance functions.

22.5

Assistance from Police Lines & other specialized units
Sikkim being a compact State there is no separate district lines and the district
police would take necessary assistance in this regard from the State Police Reserve
Lines at Gangtok. The requirements of manpower, Mounted Police, Dog Squad,
Police Band, Forensic Crime Record Bureau and Fingerprint unit etc. would be
obtained from the concerned units in the Police Headquarters.

22.6

Allocation of Work
The SP of the district is responsible for adequate and reasonable allocation of work
to employees of each section of his office and the SDPO offices/PSs/OPs. For such
an allocation, he should pay adequate attention to the experience, integrity and
competence of each employee looking to the importance, sensitivity and nature of
the work to be assigned to him.

22.7

Computerization & e-administration
In view of the overall development and acceptance of information technology and
computerization of all aspects of administration, it is the need of the hour that
various branches of the office of district SP and the various field formations of
police administrations are computerizated along with adequate networking among
one another. The nature of equipment and the functional facilities available with
each unit should be commensurate with the workload and nature of work of the
concerned unit. In order to provide speed, viability and appropriate input-output
delivery customized software devices should be developed. The staff posted should
be suitably trained to handle the equipment and should update their knowledge and
skills as per the latest developments in the area.

22.8

Police Sub Division
A police district, for the administrative and policing convenience, is further divided
into Police Sub-Divisions composed of two or more police stations. The In charge of
a Police Sub-Division is an officer of the rank of Assistant/Deputy Superintendent
of Police called the SDPO and is responsible for effective and efficient functioning
of the sub-divisional office, police stations and police outposts under his charge.
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22.9

Functions, Duties & Powers of SDPO

Inspection of Station/tours/visits to scene of crime
(1)

The SDPO must thoroughly inspect each PS & OP of his Sub-division once in
a year, constantly and systematically tour throughout his sub-division making
enquiries about bad characters, the state of crime, community policing and general
efficiency of police work.

(2)

In addition to annual inspections, the SDPO should visit each of his Police
Stations once in a month, check the current work of the Station, and give
necessary instructions, pointing out errors, entering the same in the visitors note
book, sending a copy to the SP. He should meet the HC and Constables of at
least one beat area every month and hear from them in the presence of SHO the
situation and the extent to which the allotted duties are being performed and issue
guidelines if necessary for achieving better results. He shall enter in the visitor’s
book the details of cases in which instructions were issued relating to delay in
investigation, finalization, and trials.

(3)

He shall discuss with the Investigating Officer, the cases under investigation, clues
for detection and assist in the progress of the cases in finalizing them without
unnecessary delay.

(4)

He should also supervise the prosecutions of cases, for quick disposal, and see
that the witnesses are produced in courts regularly. He should ensure coordination
between the police and prosecutors and enlist cooperation for the success of cases.

(5)

During his visits to the Police Stations, he shall scrutinize the Village Crime
Notebook part-I, and see whether all cases have been entered correctly and the
register is maintained property. He should also check beats himself and visit
as many villages as possible and see that he visits all villages once in a year.
The village visiting by the SDPO shall be noted in the village roster maintained
by him.

(6)

The SDPO must inspect once every year, the books, shops, premises and stocks of
all licensed manufactures and vendors of arms, ammunition and military stores.
He shall also inspect once in a half year all places where petroleum is stored. He
shall also inspect all licensed revolvers/pistols at the licencee’s residence in the
first quarter of each year.

(7)

He should see that the duties have been allotted to the men properly and impartially.

(8)

All enquires to be made by the SDPO in a station jurisdiction should, as far as
possible be done during his monthly visits.
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(9)

The SDPO should write in the Station Visiting Book in detail the instructions
issued by him to the Station House Officer, and the work done by him such as
organizing and liaison with local area Community Liaison Group, checking of
patrols beat area work, visit to villages/localities and send a copy of the notes to
the SP concerned. These notes should include:
A. the details of cases pending trial, any avoidable delay, steps to expedite their
disposal and whether action under sections 82 and 83 of the Code of Criminal
Procedure has been taken in cases in which the accused are absconding;
B. information whether charge-sheets have been laid or final reports submitted in
cases which were shown under investigation during his previous visit and if
not, at what stage each case is and why there is delay in its disposal;
C. the details of the cases reported after his previous visit, and the progress made;
D. whether beat areas have been properly organized and patrols have been regularly
sent to affected areas and that the earmarked beat area Constables are regularly
visiting the villages, going on night beats and are fully aware of the crime and
criminals of the area;
E. whether the SHO and other officers of the PS have been making surprise checks
and meeting officers on beat or patrol duty and whether, they have been taking
beat books with them while visiting villages in a beat and comparing them with
point books.

(10) The SDPO must visit all the villages/localities and important hamlets in his
jurisdiction at least once in a year and if unable to do so, he should give reasons
and visit those, which are not visited early next year. The visits to villages and
localities of the SDPO shall be noted in the Village/Locality Roster maintained
by him in Form 76. The Superintendent of Police must watch the progress of
village/locality visits every month by the SDPO, and see that it covers all beats
in each station. The visits should be combined with other duties like organisation
and visits to beats, investigation, law and order duties, security and bundobust
duties. Apart from the performance of specific duty on which he visits a village
or locality, he should, during such visits familiarize himself with all matters of
Police interest, liaison with local committees, police-public relations, enquiries,
crimes and criminals and history-sheeted persons and conduct of police personnel
and record the same in the Village Roster on his return.
(11) All licensed fire-arms other than Revolvers and Pistols, will have to be inspected
at the licensees’ residences once in the first quarter and again in the third quarter
by the police officers of rank not below the SHO.

312

Volume I

Duties of SDPO in regard to crime
(12) The Sub-Divisional Police Officers shall personally supervise investigations of
all special report cases, duly visiting the scenes of crime. They shall investigate
atleast one or two special report cases in one calendar year or if the SP orders him
to do so and those in which the law requires personal investigation by an officer
of the rank of Dy. SP.
(13) On the occurrence of a crime of importance and special report cases, the SDPO
should proceed to the spot without delay, to supervise and guide the investigation
and take charge of the direction and co-ordination of all work.
(14) A Sub-Divisional Police Officer, supervising the investigation shall, after reaching
the scene of a crime, inspect it, make sure all clues are collected and examine all
witnesses in the presence of the IO. He will then, along with the IO study the
case thoroughly and discuss the evidence available and further evidence to be
collected and see that the case diaries are written promptly and correctly. The SubDivisional Police Officer should normally remain in the town or village along
with the IO till all clues and evidence is gathered and the investigation reaches a
satisfactory stage.
(15) In case where definite clues are not forthcoming, the SDPO and the Investigating
Officer heading the investigation should camp in the village/town of occurrence
till the case is detected or till useful clues are obtained. However, after long and
strenuous efforts, if clues are not forthcoming, further investigation may be left to the
local officers having jurisdiction. Investigation may be resumed later if necessary.
(16) In case the SDPO receives information of the occurrence of another special report
case while engaged in the investigation of one special report case, it is up to him
to decide as to which one of the cases requires his immediate attention and act
accordingly. But before leaving the place, he should give detailed instructions
to the SHO or the Sub-Inspector assisting him on the lines of further enquiry to
be pursued and further action to be taken. If necessary, he should return to the
investigation of the first case after completing the investigation of the second. If,
on the other hand, he feels that his investigation of the first case is more important
than that of the second, he should continue the investigation of the first case and
proceed after its completion to the second.
(17) Whenever the SDPO is present at the investigation made by one of his subordinates,
he shall examine the case diary certifying its correctness. This does not however
absolve the IO of his primary responsibility of investigation of the case properly.
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(18) After visiting the scene and investigating a special report case by himself or
by Inspector/SI and in any case not later than a week of the issue of the FIR,
the SDPO should send detailed special report in Form 77 and progress reports
(in special report cases) with case diaries and statement of witnesses in Form
77A in duplicate to the Superintendent of Police. The SP should read it and
after appreciation of evidence, make such remarks or record such instructions,
as he considers proper to be conveyed and forward one of the copies to the
DIGP/Range.
(19) When investigation is completed in a special report case a report should be sent
by the IO in the manner prescribed, with the report of the Legal Officer/APP. The
SDPO should forward that report to the SP with his comments for orders regarding
its disposal. The SP is competent to pass orders in all special report cases. He may
take further opinion of the Addl. PP/PP. The file will be returned to the IO with
the orders passed for further action. It is open to the SP to seek orders of the DIG
Range/IGP/ADGP L&O or the DGP in which case it should be routed through
the DIGP/Range. Such a procedure should be adopted only in complicated and
important cases where the SP is not able to take a decision and not as a routine
exercise. The DIGP/Range, IGP/ADGP Law & Order and the DGP are competent
to call for any file in which case the above procedure should be followed. Every
order in respect of investigation of the case by a superior officer should be in
writing, recorded in the file and no oral instructions should be passed on.
(20) The progress achieved up to the time of submission should be incorporated in
the special report. Special report should be serially numbered and prepared in
the prescribed form 77A. The first report should indicate clearly what are the
specific allegations and the points or items or which enquires are to be made. The
subsequent report should mention the results and developments. These reports
should be so prepared as to give a clear, connected and continuous picture of
the progress of investigation and particularly of the nature of evidence collected.
Whenever fresh allegations arise or some new persons are suspected or accused
during the investigations, these should be specifically mentioned in the special
reports. Steps taken by the SDPO or instructions issued by him to expedite the
investigations or to go into further details in a particular point should also be
mentioned briefly. The plan of action chalked out by the investigating officer as
well as instructions given to him about other points or items which might have
been missed or omitted by him should be clearly mentioned by the SDPO/SP in
the first special report.
(21) SDPO shall send the first special report to SP within seven days from the
registration of FIR and subsequently fortnightly till the final disposal of the
case. All special reports shall be accompanied by case diaries and statement of
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witnesses recorded during the period of review. SP shall go through the case diary,
statements recorded and other evidences collected, shall analyze and appreciate
the evidence collected thus far and further need of collection of evidence and sent
the copy of special report with his remarks to DIG concerned.
(22) Reports received by the DIGP/Range are to be filed in his office for maintaining
watch over the progress and disposal of the cases. DIGP/ Range shall forward
the special reports along with his comments, analyzing the evidence on record, to
ADGP/IGP Law & Order who, depending on the gravity of crime, should send the
same along with his comments for perusal and further instructions to the office of
the Director General of Police.
22.10 Breach of the peace
(1)

If a serious breach of the peace is anticipated the SDPO shall promptly proceed to
the locality and take measures to prevent it. In the absence of any senior officer,
he shall take command of the police engaged in suppressing any riot taking place
in his presence.

(2)

The SDPO should be present on the occasion of large festivals and public assemblies
and supervise the police arrangements.

(3)

He should plan, co-ordinate and organize anti-terrorist operations by collecting
useful information about terrorists, their hideouts, shelters, financiers, modules etc.

22.11 Crime Register of Sub-Divisional Police Offices
(1)

All cognizable cases under the IPC and also cases under special and local laws
shall be entered in the SDPO’s crime register (Form 95) to enable him to maintain
a check over their investigation and disposal either by himself or station house
officers. Entry shall be made in column (6) of the points, which the SDPO wishes
to keep in mind concerning the case.

(2)

The SDPO shall transmit to his immediate superior (SP), case diaries received from
his subordinates and others who are authorised to investigate. All case diaries and
correspondence relating to each case should be maintained and held in the personal
custody of investigating officer and kept in the Police Station concerned. It is a
privileged document and under no circumstances can it be shown to any person
other than immediate superior and as provided by law.

(3)

The SDPO shall record his daily movements and activities chronologically in
his notebook. When a notebook is finished it shall be filed with the Sub-Division
records and retained for 3 years. He shall leave his current notebook behind when
he is transferred.
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22.12 Sub-Divisional Information book
The SDPO shall take care that the Sub-Divisional information book (Form 78)
is properly compiled and kept up to date. The objective of this book is to pass on
the knowledge gained by an officer to his successor. The SDPO shall also record
in the SDPO information book the dates of changes of Sub-Divisional charge.
22.13 Annual review of Crime and Notes on Crime in the Village Crime Notebook
(1)

The SDPO must himself compile the annual review of crime and investigation of
each station in part-I of the Village Crime Notebook. He shall send it to the SP
for approval before end of January. After approval he will send it to the station
keeping a copy in his office for his use. He should also see that entries in part-IV of
Village Crime Notebook are properly made. He should enter in his Sub-Divisional
information book a gist of the entries made in the part-IV of the Village Crime
Notebook of each station.

Station Inspection report
(2)

The SDPO should record his remarks on the inspection of a station in the SDPOs
visiting book (Form 79) and forward a carbon copy to his immediate superior
with his diary.

(3)

The SDPO must check guards and attend drill in his head quarters station as
frequently as possible and in other stations during his visits and inspections.

22.14 Records from Sub-Division and Police Station
(1)

Police Station and Sub-Divisional records, which have to be retained in the
District Police Office, will be sent to the District Police Office by the SDPO in
the month of January every year.

(2)

At the close of each year the SDPO will prepare and forward to the District
Police Office for the orders of the Superintendent of Police a list in respect of
each police station, of time expired records, which need not be retained, and other
obsolete papers for destruction. These will be destroyed by the SDPO himself on
receipt of the orders from the Superintendent of Police.

(3)

The SDPO is responsible for the destruction of the case diary files and first
information reports retained in his office and in stations. These files will be
retained for three calendar years after the year in which the case is disposed off. If
a case remains undisposed or not fully disposed, case diary file should be retained
for a period of 30 years.
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22.15 Attendance at Courts
As an investigating officer, the SDPO should as far as possible attend Session
and the courts of Judicial First Class Magistrates during the important days of
trial of the case investigated by them, unless there are specific reasons for his
absence. In such an event he should inform the Court Inspector and take feedback
regarding progress of the case from him. As investigating officer he must assist
the prosecution by causing regular attendance of witnesses, before prosecutor
for refreshing their memory and for preparation of cross examination, arguments
etc. PP/APP conducting the case should enter the progress of cases in trials in
the court diaries. The court diaries should contain a gist of all the proceedings
of the day in the court including observations or comments, arguments, presence
or otherwise of witnesses, accused, reasons for adjournments etc. Probationary
Officers under training should attend session’s trials as many times as possible.
22.16 Reports by Officers of the Rank of DSP and above
(1) The SPs, Addl. SPs, ASPs and DSPs, should submit a monthly report in Form 80 to
the next senior officer. The first part of the report would be in the form of a general
review of the district or the sub-division, as the case may be. This review will be
written under the following heads.
(2) Law and Order: This should contain a note on the law and order position in
the district/Sub-division and should deal with terrorist activities, agrarian
troubles, serious disturbances, factions, strikes, elections, grave occurrences and
important bandobusts.
(3) Crime: This should contain the comparative statement of all crimes for the month,
the previous month and the corresponding month of the previous year with brief
reasons for fluctuations, notes on detection and investigation of important crimes.
(4) Traffic & Highways: This should contain measure taken to improve traffic and
Highway patrol.
(5) Other Matters: All other important matters of interest.
(6) The second part of the report should contain particulars of itinerary, prescribed
inspections, grave crime investigations, departmental/disciplinary enquiries and
other items of work done by the officer.
(7) Assistant/Deputy Superintendents, Additional Superintendents will submit their
reports before the 5th of each month to the Chief of District Police, who will offer
his remarks on them and forward them all together with his own monthly report in
duplicate to the DIGP/Range before the 10th of the month. The DIGP/Range after
scrutiny will return the report of the Sub-Divisional Officers to them through the
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Superintendent of Police with his remarks or instructions, if any. The report of the
SP will be sent by the DIGP/Range through the Addl. Director General of Police/IGP
(Law &Order) to the DGP before the 15th of the month. They will, after scrutiny, return
the report to the Superintendent of Police through the DIGP of the Range.
(8)

The monthly reports shall be treated as confidential at all stages. On receipt from
the DGP through the DIGP/Range, the SP shall file them in his personal custody,
along with instructions issued or received therein. On his transfer, he will hand
them over to his successor under acknowledgement.

(9)

Probationary Officers under practical training in the district shall send weekly
reports to the Director-General of Police through proper channel. They will send
monthly reports when placed in charge of sub-divisions.

(10) The introduction of the monthly report does not take away the responsibility of any
of the officers of the district to inform promptly the SP, the DIGP/Range, ADGP/
IGP L&O and DGP, of any important occurrence within their jurisdiction.
		

Check Register of Monthly Reports

(11) DIGP of a Range will maintain a Check Register of monthly reports in Form 81
to watch the receipt of monthly reports from Superintendents of Police, SubDivisional Officers and other officers of equivalent rank.
22.17 Reports to the Director General of Police and ADGP/IGP, Law & Order etc.
in special report cases
(1)

The SDPOs on receiving information from the SHO or other sources shall
forthwith inform the district SP as soon as they come to know of the occurrence,
in their jurisdiction, of any special report case as enumerated below. The SP in
turn shall forthwith inform the DIGP/Range, ADGP/IGP, L&O and the DGP.
The Police communication network and bulk SMS may be preferably used for
sending these messages.

(2)

The following constitute offences of special report cases :

A.
B.
C.
D.
E.
F.		
G.
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Murder (including attempts)
Culpable homicide not amounting to murder
Dacoity
Robbery
Burglary amount involving properties valued at Rs. 50,000 or more.
Manufacture of counterfeit currency notes and coins
Trafficking in drugs (Narcotics and psychotropic substances) and poisoning cases
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H. Communal Riots
I.		 Caste riots
J.		 Atrocities involving arson, murder, rape, assault or molestation against Scheduled
Castes and Scheduled Tribes
K. Disturbance, riot or affray of a specially grave nature
L. Disturbance involving the use of fire arms and or explosives
M. Misappropriation of Public funds and property of value of Rs. 2 Lakhs and above
N. Case in which fire is opened by a Public Servant
O. Organized large-scale misappropriation, criminal breach of trust, cheating by
bogus institutions, finance companies etc.
P.		 Organized crime (Mafia Type or Syndicated Crime) including kidnapping for
ransom, gang wars etc.
Q. Case of possession, use or manufacture of bombs or explosive devices
R. Abduction or kidnapping or trafficking in women and children in an
organised manner
S. Assault on the Police except of a very trivial nature
T. Case of death or grievous injury allegedly by a Police Officer whether in public
or private capacity, or to have occurred to any person (including suicide) while in
police custody, or alleged police torture.
U. Serious fire accident involving loss of properties worth Rs.10 Lakhs and above,
or involving loss of human life or both.
V. Fast hartal, strike, bandh, or any form of agitation, which attracts public attention,
or disrupts normal life or movement of traffic or accompanied by violence.
W. Serious accident or natural calamity in which human lives are involved
X. Sedition
Y. Terrorist violence
Z. Case of sensational nature or of public importance or having political/
communal motive.
(3)

After sending the detailed report, fortnightly special reports should be submitted
in appropriate cases till the investigation is complete and the police report is sent.
After the case is charge sheeted, no progress reports need be sent, but disposal by
the Court should be reported. All important details and developments that come to
light should be communicated promptly without waiting for next special report.
In cases of discharge or acquittal, the reasons and whether it is proposed to file
revision or appeal as the case may be should be reported.
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22.18 Coordination and Liaison with police in neighboring Districts/States
(1)

Meetings between bordering officers and those from whom investigative or other
assistance is required are one of the effective methods of ensuring cooperation, to
control all forms of crime and criminals.\

(2)

In order to secure satisfactory cooperation between the police of neighboring
areas all executive officers from the rank of Sub-Inspector to SP should maintain
frequent and confidential interaction by correspondence and meetings with officers
of the corresponding ranks dealing with such matters in the areas adjacent to their
jurisdiction whether within or beyond the State. Meetings should take place when
there are pending matters for personal discussion and may be held at a place
found convenient. They should take place as often as is necessary to accomplish
the intended purpose, and no year should be allowed to pass without at least one
meeting. Proceedings of every meeting should be drawn and copy submitted to the
next higher officer, maintaining one copy in the office of the sender. Action taken
on proceedings of the meetings and conferences should be recorded.

(3)

Similar meetings should also be organized by DIGP/Range with bordering
Inspector-General/DIGP within the State and with officers of the corresponding
rank of bordering areas beyond the State, at least once a year for coordinating
steps to be taken for the control of conventional crime, organized crime, terrorist
activity, criminals, investigation, maintenance of law and order, and exchange of
information. A record of discussions should be drawn up, signed by participants
and circulated to all the concerned and the DGP.

(4)

Sub-Divisional Officers and SP should ensure that the meetings are organized by
SHOs with their counterparts. DIGP of a Range should see that similar meetings
are organized by the Gazetted Officers and a report sent to the DGP and Addl.
DsGP concerned on or before the 15th January each year stating whether this order
has been complied with or otherwise. The report should also state the meetings
held by them with their counterparts.

(5)

Border meetings are not to be treated as a mere formality. They are meant and
utilized for achieving mutual cooperation, exchange of information, assistance,
and perfect coordination of police steps to deal with law and order and crime
problems. All officers shall bestow attention and comply with these instructions.

22.19 Direction and Coordination of Work in connection with Organized Crime
(1)
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Organized crime is an illegal activity organized by a group of two or more persons
for the purpose of economic benefits and if the activity is legal, it is carried out
through illegal means, which includes several heinous offences. This is generally
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referred to as mafia gang activity or as syndicated crime. It assumes dangerous
manifestations as the members of the gang have fierce loyalty to the gang leader
and carry out the activity with total ruthlessness. The common forms of this activity
are land grabbing, possession or dispossession of properties, settling marital and
property disputes, loan sharking, smuggling, drug trafficking, boot legging, contract
killing, kidnapping for ransom, collection from gaming and illicit traffic in women
and children, hawala transaction and money laundering and other illegal activities
and trades etc., where money is the main motive. The activities are carried out
with careful planning, leaving minimum traces of evidence. The effectiveness of
these mafia gangs is enhanced by ruthless elimination of witnesses, enforcement
officials and even Judges, prosecutors, doctors, police informants etc.
(2)

Whenever such manifestations of mafia or gang activity come to notice, even in a
seemingly insignificant manner the DSP/Addl.SP should commence documenting
it and form a team to work out clues with a view to ultimately identify, expose,
and prosecute the members of the gang. This has to be a personal responsibility
of DSP/Addl. SP concerned. Any information of this coming to the notice of the
DSP/Addl.SP or team should at once be communicated by a confidential message
to the Addl. DGP, CID through the SP. The officer responsible for directing and
coordinating work in regard to organized crime will be, if it extends; (a) beyond
the area of a station, the Sub-Divisional Officer; (b) areas beyond the Sub-division,
the Superintendent of Police (c) areas beyond a district within his Range, the
DIGP; (d) areas beyond a Range as well as the Addl. Director General of Police,
Crime. The Addl. DGP, Crime will also take up the direction and coordination of
investigation in all cases taken up by C.I.D. This principle should be regularly
applied and followed in practice within the State. For areas that extend beyond
the State where there cannot be a single directing and coordinating authority, the
necessary coordination of work must be obtained by inter-changing intelligence
and effecting meetings as laid down in the previous order and by constant contact
by telephone or fax. The Addl. DGP CID shall be the nodal Officer for coordination
with other states and through Interpol New Delhi with other countries under
intimation to the DGP and Government.

22.20 Visits to other States
(1)

Police Officers of and above the rank of Sub-Inspector visiting other States on duty
should at once get in touch with the local Police Officers of similar rank and ask
for their assistance in enquiries they may be making in that State.

(2)

Tours by NGOs within Sikkim and Darjeeling district shall be undertaken only
with the prior approval in writing of the SP. Tours of GOs within Sikkim shall
require prior written approval of DIGP/Range, ADGP/IGP Law & Order.
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(3)

In the case of GOs tours outside Sikkim and Darjeeling district will be undertaken
with the approval of the competent authority. Tours of NGOs outside Sikkim other
than Darjeeling district shall require prior approval of the DGP.

(4)

If owing to an emergency, an officer proceeds to another State without prior
permission, the journey should be subsequently got sanctioned and ratified by the
Authority competent to grant permission.

(5)

Whenever an accused is to be apprehended or goods seized within the limits of any
other State, close contact with the local police of that State should be maintained
in the interest of good relations and also speedy and effective investigation. In
emergent cases, where the time taken to contact the local police is likely to result
in the disappearance or removal of incriminating evidence or the escape of the
suspected accused, independent action may be taken to the extent considered
necessary, but the local State Police should be informed of the action taken as
soon as possible.

22.21 Handling of Case Diaries by Gazetted Officers
(1)

All Case diaries should be personally read by the sub-divisional officer concerned.
He should satisfy himself that the case diary -

A. Is received in time;
B. Contains the progress in the matter of obtaining clues, their pursuit and the results;
C. Records a thorough examination of the scene, collection and forwarding of all
objects, stains, fingerprints and other clues as prescribed;
D. Records whether arrests, searches and recoveries - are done promptly and according
to procedure;
E. Discusses the nature of evidence being collected and the defence of the accused
and the line of investigation being pursued.
(2)

On perusal of the case diary the SDPO should, if he considers it necessary, record
guidelines, instructions or orders on the case diary, which should be communicated
to IO immediately, unless he chooses to send the file to SP concerned. In such an
event he may await the return of the file from the SP unless he feels it is urgent and
necessary to communicate the instructions at once.

(3)

In respect of the cases investigated by the SDPO personally, the SP will be
responsible to go through the case diaries and deal with them in the same manner
as indicated above.

(4)

The Assistant to SDPO is responsible for the despatch of remarked case diaries to the
concerned and the recipients are responsible for the remarked diaries sent to them.
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(5)

Entries in this register may be made by the Assistant except those in columns 5
and 6 of special report case register, which should be made by the Sub-Divisional
Officer in his own hand.

(6)

The Superintendent of Police should make similar entries in respect of case
diaries received by him in cases personally investigated by SDPOs in the remarks
column of special report case register maintained by him. In cases personally
investigated by SP a copy of the case diaries written by him should be forwarded
to DIGP/Range, with original being sent to the Investigation Officer assisting him
in the investigation.

(7)

Remarks, instructions and orders should be specific to the case and clear apart
from being capable of being carried out by reasonable effort. General remarks
like “The case should be detected” or “The accused should be apprehended”
carry no particular value unless a specific line of action is indicated leading to
detection or apprehension.

22.22 Police Station and Sub-Division Inspection Reports
(1)

The Police Station and Sub-Division inspection reports shall contain the following
information in the first page:

A. Name of Station, OP and Sub-Division;
B. District;
C. Date of Arrival and departure of the Inspecting Officer;
D. Date of last Inspection;
E. Name of the SHO/In-charge of O.P;
F. Date of taking Charge of the Station;
G. Sanctioned and Actual Strength of the Station;
H. Name of SDPO;
I. Date of taking charge of the Sub-Division;
J. Number of times the SDPO has inspected/visited the Station during past twelve
months, with dates.
(2)

The Inspection Reports in the prescribed proforma (Annexure I), personally written
or typed to personal dictation shall be forwarded on the Monday immediately
following the inspection.

(3)

The Inspection Reports of Police Stations by the Sub-Divisional Police Officer
shall be submitted to the SP. The SP with his critical comments should send the
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inspection reports to DIG/Range who will forward the same to ADGP/IGP, Law &
Order for necessary action. The Inspection Reports of the SP both of Police Stations,
and Sub-Divisions shall be submitted to the DIGP/ Range, who with his comments
should forward to ADGP/IGP, Law & Order, who will after necessary action lodge
them in his office along with correspondence and compliance connected therewith.
(4)

Inspecting Officers shall see that the stock books of stationery, printed forms,
ammunition are properly maintained and make a physical check of the stock on hand.

22.23 Police Station
(1)

Police Station is the most important unit of the police organization. It is the hub
centre of all police activities. A person, while in need and difficulty, comes to the
Police Station and, thus, this is the first contact point of people with police. Police
Station being an approachable point and frequently visited place by people, plays a
very vital and significant role in providing relief to the people in need, and thereby,
contributing in a big way in building positive image of police along with creating
positive, cordial and reciprocal police community relations, which happen to be so
essential for effective and efficient police functioning.

(2)

Section 2(s) of Cr PC, defines police station as any post or place declared generally
or specially by the State Government to be a Police Station and includes any local
areas specified by the State Government in this behalf. The State Government
may in consultation with the Director General of Police and by notification, create
as many Police Stations with as many outposts, in a police district as deemed
necessary, duly keeping in view the population, area, crime situation, the work
load in terms of law and order and distances to be traversed by the inhabitants to
reach the Police Station.

22.24 Classification
On the basis of geographical and demographic factors, crime conditions, law &
order situation, regulating, protocol and other miscellaneous and specific jobs to
be performed and traffic management etc. police stations in the State have been
classified as follows :
(i) Gangtok (1) – Urban
(ii) Rangpo, Melli, Singtam, Rhenock, Ranipool, Namchi, Jorethang (7) – Semi
Urban category ‘A’
(iii) Gyalshing, Soreng, Nayabazar, Pakyong, Mangan (5) – Semi Urban category ‘B’
(iv) Rongli, Phodong, Ravangla, Temi, Hingdam, Kaluk, Sombaria, Kupuk,
Sherathang, Lachung, Lachen, Chungthang, Uttarey (13) – Rural
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22.25 Police Station Buildings
(1)

Police Stations symbolize the presence of police organization in the community,
and is an assurance point to the people in general that this is a place which will
provide safety, security, relief, help and assistance to them in an hour of need.
Police Station building, thus, is an apparent, concrete and physical evidence of
police availability to the society at large, in addition to it being a proper place for
police work, people interaction, record keeping and storing government and other
type of properties. A Police Station building should, therefore, be a comfortable
and convenient visiting place for the people, and should also be safe to guard them
from the attacks by terrorists, extremists, criminals and anti-social elements, while
being a safe place for the persons in police custody and also for keeping various
police equipment, record and properties in a safe manner.

(2)

Every Police Station according to its category should have enough space for
carrying out various police functions, parking & storing of seized vehicles and
other case property. It should have an office chamber for the SHO and requisite
number of chambers for the investigating officers and enough area for the official
work, rest and recreation facilities for the Police Station staff. In addition there
should be a reception room, interrogation room, computer room, wireless room
and stores for keeping arms and ammunitions, equipment, government properties,
court exhibits and the items seized by police. The Police Station building should
have a safe and strong boundary wall and should have a neat and impressive look.

22.26 Officials and Functionaries of Police Station
Police station of each category should have the following officials and functionaries
to look after its various activities:
(i)

SHO

(ii

Second Officer

(iii) Duty Officer
(iv) Investigating Officer
(v)

Incharge Malkhana and Store

(vi) Beat Officer/Beat Incharge
(vii) Patrolling Officer
(viii) Driver
(ix) Computer Operator
(x)

Wireless Operator
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22.27 Work Routine of Police Station
Police station functions round the clock and is expected to be alert, active and
vigilant during all 24 hours of the day & night. This time is structured into various
phases like morning roll call, evening roll call, day duty, night duty, patrolling
and other duties pertaining to prevention, detection and investigation of crime,
maintenance of law and order duties and other miscellaneous police tasks. All
activities taking place at the police station and all happenings including arrival and
departure of the police station staff should be recorded in the daily diary maintained
in the prescribed proforma at the police station. This daily diary or General Diary
closes at 0800 hour in the morning and then opens for the next day.
General Diary / Daily Diary:
The diary is intended to chronicle all important events and activities relating to
the police station and, subject to any special orders made by the State Government
or the Director General of Police the following matters, amongst others, shall be
entered in the Diary :
(i)

The taking and handing over of charge by the officers maintaining the Diary.

(ii) The substance in brief of cognizable and non-cognizable cases taken up
for investigation. This entry should be made promptly on the registration
of a FIR.
(iii) The effecting of searches.
(iv) The seizure of property suo-motto or otherwise and its disposal.
(v)

The effecting of arrests with or without warrants and the disposal of the
arrested persons.

(vi) The receipt and manner of execution of Magistrate’s orders.
(vii) The deposit and removal from the Malkhana of exhibits or valuable property.
(viii) The performance of departmental duties by the police station i.e. assistance
afforded to another branch or some other Police Agency etc.
(ix) Arrival and departure of police station staff.
22.28 Work Allocation and Distribution of Work
The Station House Officer (SHO) does the work allocation and distribution of
various tasks to the staff posted in the police station. He should be judicious,
impartial and rational in allotting the tasks to the staff so as to ensure requisite and
adequate human resource development along with appropriate rotation of various
duties and tasks among all the staff members of the police station. There should be
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a logical balance in the allocation of staff for the various duties keeping in view of
the magnitude, gravity, frequency and recurrence of various activities on routine
days and special occasions. The allocation of work and distribution of tasks to
the staff should motivate and inspire them to carry out the assigned work with
enthusiasm. If due to any special circumstances, someone is not in a position to
carry out the task assigned to him, he should bring this fact to the notice of the
SHO, who should take an appropriate decision in the matter. Changes made in
the allocation of the work by other functionaries of the PS due to urgency and
exigencies of the circumstances should be brought to the notice of the SHO.
22.29 Management of the Police Station
Management of men, material, resources, record, activities and tasks are some
of the important facets of police station management. Man management would
require proper utilization of the talent and time of the personnel posted in the
police station. Material management would necessitate appropriate and proper
use of various items, whereas the resources management would mean optimum
utilization of the available equipment, tools and facilities with minimum wastage.
Management of the various police station activities, tasks and jobs would require
use of administrative and supervisory acumen of the in charge of the police station.
An efficient and competent management of the police station would require that
the administrative and management values, standards and norms like planning,
organization, staffing, co-ordination, supervision, command, control, leadership
and team work are properly used and utilized in the best interest of the police
administration and the community. Management and administration of police
station would also require that various activities pertaining to reception, handling of
visitors, resolving the problems and management of Malkhanas, Stores, Barracks,
Lock-up and day to day activities of various types are executed efficiently and in a
transparent and honest manner.
22.30 Functions of Police Station
The police station is an embodiment of police administration and each and every
duty, activity, role and function expected to be performed by police administration
is executed and carried out by the police station. Police station naturally is the most
visible, known and approachable place, and for any help, assistance and relief, the
common man gets in touch with the police station. Following are the important
functions performed by every police station :
(i) Handling and dealing properly with the complaints received at the police station.
(ii) Providing adequate relief, advice and guidance to the people visiting police station.
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(iii)

Registration of cognizable offences on the reports received.

(iv)

Taking appropriate action on the reports pertaining to non-cognizable offences.

(v)

Prevention of crimes by adequate and efficient use of crime prevention measures
including a proper beat system, patrolling, nakabandi, raids, searches and
preventive arrests.

(vi)

Speedy, impartial and competent investigation and detection of cases by visit
to the spot of crime, thorough and proper collection of evidence, recording
of statements, arrest of accused persons and by putting the cases before the
concerned court in time.

(vii)

Serving the processes effectively and quickly.

(viii) Proper and flawless maintenance of the various records at the police station.
(ix)

Handling of various law and order situations, demonstrations, agitations,
processions, strikes etc.

(x)

Maintenance of peace, and tranquility in the area.

(xi)

Ensuring safety and security in the jurisdiction.

(xii)

Attending to various regulatory duties and social gatherings.

(xiii) Executing various ceremonial, VIP and protocol duties.
(xiv) Intelligence collection.
(xv)

Protection of human rights and the interests of the weaker sections
of the community.

(xvi) Ensuring friendly, cordial and harmonious relations with the various segments
of the societies and building positive image of the police.
(xvii) Playing a positive and effective role during any disaster and natural calamity.
(xviii) Other miscellaneous and contingency duties required by the exigencies of
administrative, policing and other demands of the circumstances.
22.31 Police Station Record
Various types of police records are maintained at the police station. These can be
classified as record pertaining to crime and criminals, record and returns pertaining
to law and order, record of administrative and procedural nature and record
registers and returns of general and special nature. The registers and documents to
be maintained at each police station are given under subsequent chapter.
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22.32 Computerization & e-administration
The cyber revolution necessitate that the working at the police station should
be comprehensively computerized and the IOs and staff posted at the various
police stations should be computer efficient. They should be comfortable in
working on computers and handling email and Internet. This would be all the
more necessary once the CCTNS is operationalised. Even the police station
records need to be computerized. The use of computers at the police station
level would also increase speed, storage, fast retrieval and paperless working
at the police station level.
22.33 Coordination & Co-operation
Police station is a highly interactive organization and people from all walks
of life might require approaching police station in emergency and during
personal needs. Likewise, various governments departments and other social
organizations also approach police station for some reason or the other.
Coordination and co-operation with the people at large and that of the people
with the police is an essential condition for their mutual interactions. The
police stations staff should be sensitive about this aspect of their functioning
and should render the required support, assistance and co-operation to anyone
who approaches the police station. Likewise, the police station staff should
also inculcate cordial, positive, reciprocal police community relations for
building positive police image for competent and efficient discharge of police
duties. In order to build positive image and friendly attitude the staff at the
police station should endeavor that the atmosphere and surroundings of police
stations are neat and clean and display of information on various boards are
updated. In order to provide friendly feeling to the persons visiting police
stations, a reception counter should be opened at the police station, where the
visitors could seek clarification and obtain the requisite help and assistance.
22.34 Police Outpost
The police outpost is the last field formation unit of the police department
and is an integral part of the police station structure. There may be one or
more outposts falling under the jurisdiction of a police station. Police outposts
are often non-investigative units and their primary purpose is to function as
watch and ward, patrolling and surveillance units of the police station. A police
outpost is placed under the charge of an officer of the rank of ASI/HC. In
addition to the in charge of the OP, the sanctioned strength of an OP can range
from 4 to 10 policemen depending upon the area of its coverage, policing
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importance, law and order situation of the area and on whether it is part of
a urban, semi-urban or rural police station. Telephone and wireless facilities
should be provided to the OPs in order to make them functional. Motorcycle
may also be considered for mobility if necessary in public interest.
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									ANNEXURE – I
CHECKLIST FOR GUIDANCE OF OFFICERS INSPECTING A
POLICE BRANCH / OFFICE
1.

PREVIOUS INSPECTION
(a) Standard of maintenance of Inspection Register.
(b) Promptness and Quality of its compliance.

2.

OFFICE ACCOMODATION
(a) Adequacy and maintenance of accommodation
(b) Housekeeping

3.

DISPOSITION
(a) Sanctioned and Existing strengths of the office under Permanent: and Temporary
categories (including HGs/contract/deputation etc.) and adequacy.
(b) Due Transfers
(c) Trainings undergone by stuff

4.

ORGANISATION SET UP AND DISTRIBUTION OF WORK
1. Organizational setup of the office
2. Unit-wise Distribution of work- whether O.O issued.
3. Unit-wise maintenance of records(Files/Register)

5.

MAINTENANCE OF OFFICE RECORDS
1. Standard of maintenance of office records should be assessed w.r.t
(a) Updation of entries
(b) Indexing
(c) Certification of pages
(d) Random cross verification of entries from connected records.
(e) Weeding out of records
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6.

ATTENDANCE
(a) Maintenance of record of Attendance.
(b) Action against defaulters/ late attendance.

7.

PERSONAL FILE AND SERVICE BOOKS.
(a) Maintenance of Personal files w.r.t entries about leave, increment, reward
and punishment.

8.

ANNUAL PERFORMANCE REPORTS/PERFORMANCE APPRAISAL
REPORT
(a) Pending ACR/PAR with reasons
(b) Communication of Adverse remarks to concerned personnel.

9.

DISCIPLINARY CASES
(a) Status of disciplinary Proceedings.
(b) Reasons of pendency and delays.
(c) Adequacy of punishment awarded.
(d) Cross checking of entry from the service book.

10.

GOVERNMENT PROPERTY REGISTER
(a) Maintenance of Govt. Property Register.
(b) Availability of office automation equipments viz
Computers, Typewriters, Facsimile, Photo copiers and its maintenance.
(c) Physical inspection of Govt. property and its condemnation and disposal

11.

STORES & STATIONARY
(a) Maintenance of Stock Register/Issue Register Stock of stationery.
(b) Physical verification of stocks.
(c) Economy in use.
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12.

FURNITURE
(a) Maintenance of record of stock
(b) Condemnation of unserviceable items.
(c) Physical verification of stock.

13.

VEHICLES
(a) Availability and allotment of vehicles.
(b) Expenditure on its repair
(c) Maintenance of log books.
(d) Physical Inspection of vehicles.

14.

LIBRARY & REFERENCE BOOKS
(a) Maintenance of books.
(b) Record keeping/Indexing and cataloguing.
(c) Physical verification of stock.

15.

FINANCE AND ACCOUNTS
Standard of maintenance of records and register pertaining to:
(a) Preparation of budget.
(b) Utilization of funds in previous financial year.
(c) Pending liabilities with reason.
(d) Audit para and its compliance.
(e) Maintenance of cash book
(f) Reconciliation of accounts. Settlement of Advances
(g) Time taken for clearance of bills.
(h) Statement of pendency of Pension Cases with reasons.
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16.

CRIME (For branches/unit dealing with same)

1. Analysis of
(a) Pendency of criminal cases (PS-Wise) within the district.
Investigation and disposal of cases during the past 12 months

Category

1

Investigation
carried
forward
from
previous
year

Registered
during
past 12
months

2

3

Investigation completed during
past 12 months
Total of
col. 2
&3

4

Chargesheeted
5

Final
report

Otherwise
disposed

Pending disposal

6

7

8

Investigation in
progress (4
– total of 5
to 8)
9

Cogniz-able
Noncognizable
Petty
cases

(b) Pending UD Cases in the district
(c) Reasons for Pendency of CFSL report Post Mortem Reports and Medical Reports
(d) Comments of the SP on Daily Under Trail Reports.
(e) Progress of trial.
2. Analysis of the quality of Special Report and Continued Special Report.
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17.

PERFORMANCE OF BRANCH OFFICE FUNCTIONS
(a) Evaluation of the performance of allotted functions.
(b) Suggestions for addition or deletion of certain functions.
(c) Improvements required in performance.

18.

PUBLIC GRIEVANCE REDRESSAL
(a) Mechanism for public grievance redressal.
(b) Maintenance of compliant Register.
(c) Time taken for disposal of complaint.
(d) Information to the complainant about result of enquiry.

19.

WELFARE
(a) Petitions/Grievances of personnel
(b) Standard of health/fitness of personnel.
(c) Accommodation - Standard/satisfaction level.
(d) Training of personnel.
(e) Disciplinary Issues.
(f) Availability of Residential accommodation.
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1.

Constitution, Organization, Superintendence & Administration

2.

Police Headquarters

3.

Headquarters & General Administration Branch

4.

State Reserve Lines

5.

Motor Transport Sections

6.

Guards and Escorts

7.

Arms & Explosives

8.

Armed Police & Commando Units

9.

Home Guards & Civil Defence

10.

Planning & Modernisation Branch

11.

Training branch

12.

Communication & Computer branch

13.

Control Room and Co-ordination

14.

Intelligence Department (State Special Branch & Security Branch)

15.

Checkposts branch

16.

District Crime Records Bureau

17.

Crime Investigation Department (Crime Branch & SCRB)

18.

Finger Prints, Foot Prints and Photographic Cell

19.

Forensic Science Laboratory

20.

Law & Order Branch

21.

Police Range

22.

Police District, Sub-Division, Police Stations & Police Outposts
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Volume II
23.

Police Stations, Functions & Management

24.

Police Station Records & Registers

25.

Registration of Crime & First Information Report

26.

Powers and Duties of Investigating Officers to investigate Cognizable and Noncognizable crime

27.

Collection of Evidence

28.

Arrest, Custody, Bail, Remand & Search

29.

Scientific Aids to Investigation

30.

Final Disposal and completion of Investigation

31.

Prosecution of Cases

32.

Preventive Role of Police

33.

Maintenance of Law & Order

34.

Handling Communal Situations

35.

Terrorism, Bombs & Explosives

36.

Unnatural Deaths

37.

Traffic Duties

38.

Protection of Weaker Sections

39.

Economic offences and white collar crime

40.

Organized Crime and Police

41.

Cyber Crime & Police

42.

Crime against Women

43.

Drug Trafficking

44.

Investigation of other specific offences

45.

Foreigners
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Volume III
46.

Personal Management & Manpower Planning

47.

Recruitment, Pay & Probation

48.

Training of Personnel

49.

Transfers & Postings

50.

Promotions

51.

General Administrative Instructions

52.

Financial Management

53.

Police Welfare, Grievance Redressal and Sports

54.

Conduct and Discipline

55.

Rewards

56.

Departmental Action, Punishment and Appeal

57.

Prosecution by or against Police officers – Legal Assistance

58.

Police Public Relations & Community Policing

59.

Human Rights and Police responsibilities

60.

Disaster Management Duties
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