
No. SCR/P/HQ/263[a]/Con/Sys.Imp.                                      Dated : 07.11.2016 
 
FA&CAO, CSC/RPF/SC 
Sr.DPOs/WPOs 
Extra Divisional Officers 

 

Sub: Departmental Selections -System Improvement.  
… 

 Preventive checks conducted by Vigilance in departmental selections on a 

division revealed that the original answer script of an employee was replaced with a 

blank answer script to allow the candidate to rewrite the examination with a          

mala fide intention to make him qualify in the examination. In order to totally 

eliminate the chances of manipulations in departmental selections, the following 

procedure should henceforth be strictly followed by all the divisions/ workshops and 

units.  
 

I.   Initiation of selections: 
 

a. Divisions /Units shall take immediate action to form a full-fledged Selection Cell 

to take care of all issues connected to selections.   

b. As regards selections conducted in Headquarters, the selections should be 

monitored by  SG/JA Grade Officers controlling the respective cadres.  

c. However, after issue  of the panel, the files can be handed over to the 

concerned Cadre Officers for further maintenance. 

  

I. Printing of answer scripts:   
 

a. The format of answer booklet shall be standardized duly giving a separate 

colour code for each Division / Unit for easy identification. 

b. The Divisions / Workshops/Units  should get the required number of booklets 

printed with the indication of the name of the Division /Workshop/Unit 

c. The name of the Division / Workshop/Unit should appear as watermark on each 

page of the booklet printed instead of the common watermark of South Central 

Railway.   

 

II. Custody of answer scripts: 
 

a. The Selection Cells of the Division /Workshop/Unit should ensure proper 

accountal of used and unused answer books  

b. The unused answer books shall also be accounted and returned immediately to 

the Selection Cell. 

c. It is the responsibility of the Officer under whom the Selection Cell functions to 

ensure proper record of usage of the answer books  

 

IV. Nomination of officer to conduct written examination: 
 

a. The Cadre Officer on the Headquarters /Division/ Workshop  who is  not a 

member of the selection board shall only code / decode the answer booklets 

and shall be responsible for the conduct of departmental examinations. 



b. In respect of Units where no personnel officer is available, an officer in Asst. or 

Junior or Senior scale /JAG controlling the cadre should conduct the 

examination  and code/decode the answer booklets.  

c. The original covers in which the question papers/ evaluated answer books  

were received from the paper setting officer / evaluating officer should  be 

preserved in the selection file duly allocating folio numbers. 

 

V. Use of seal in the answer scripts: 
 

a. Presently the officer conducting the written examination is attesting on each 

paper of answer script under a seal and for this purpose a seal which is 

generally used in the office is used.  Henceforth, a separate seal distinctly 

different in design from other seals used in the office shall be used and the 

officer conducting the examination should affix his signature.   

b. The seal made for selection purpose shall be  kept under the custody of the 

DPO/WPO/SPO / officer controlling the cadre in the Units. 

 

VI. Duties of Paper setting/ Evaluating officer/ Invigilator: 
 

a. The duties of Paper setting officer/Evaluating officer and the duties of 

Invigilators are enclosed.  

b. Board’s instructions/local instructions on the subject issued from time to time  

should be incorporated in the duties of paper setting, evaluating officers and  

invigilators, as the case may be, before  handing over a copy of the same to the 

concerned officer.  

 

VII. Checklist to be maintained by selection cell / cadre officers:  
 

a. A checklist for each phase of selection is enclosed  which should be maintained 

by the selection cells / cadre officers in each selection conducted.  

b. After the selection is completed, the checklist should be filed in the respective 

selection file.   

 

 This issues with the approval of CPO.  
 

Encl: as above. 

[  ***** 

                                                                                                      
 
 
 

Selection procedure – Points for checking 
 

Prelimin-
ary stage 
of 
selection 

It should be ensured that – 

1. Assessment of vacancies has been done correctly as per the extant 

orders. 

2. The assessment of vacancies with community wise (UR,SC,ST) break up 

has been done and approved by the competent authority i.e., the 



authority approving the panel.  

3. The Selection Board has been formed and SC/ST Officer has been 

nominated on Selection Board. 

4. Officer has been nominated to set the question paper as well as for 

evaluation of answer books. 

 

Noti-
fication 

It should be ensured that – 

1.  Updated seniority list has been published  and representations, if any, 

disposed off before  issuing the notification. 

2. The name of the post and the level in the  pay matrix  for which the 

selection is being held should be indicated.   

3. Training period, if any, before regular posting and probation period  on 

promotion should be indicated. Pre-promotional course where applicable 

should be indicated. 

4. Medical classification prescribed for the post being filled should be 

indicated. 

5. The notification  shall indicate the total number of vacancies for which the 

selection is being conducted with the break up for UR, SC and ST.   

6. Required number of candidates have been called for from General as 

well as SC/ST community employees according to the seniority list. 

7. The list of eligible candidates with standby [s] should be clearly indicated 

in the alert notice wherever the selections are to be conducted in the  

ratio of 1:3.   

8. The procedure for holding selection i.e. by written test, followed by 

perusal of record of service or by viva-voce, as  the case may be, should 

be indicated.  

9. Notice [normally 21 days] given to the employees to appear for the 

Written test / viva voce as the case may be, carefully indicated. 

10. The  requisite minimum service condition in any particular department  

for the category for which the selection is being held should be indicated.  

11. Whether pre-selection coaching is necessary or otherwise should be 

indicated. 

12. Date, time and venue of written test and supplementary test [normally 

15/20 days after the first written test], similarly, dates for viva-voce tests 

[where applicable] have been clearly notified. 

13. The method of forming the final panel, i.e. on the basis of seniority of the 

qualified candidates or on the basis of merit, as the case may be, should 

be indicated.  

14. A copy of the syllabus including official language policy and rules  

together with the question bank should be enclosed.   

Pre-
selection 
coaching 

Pre-selection coaching for SC /ST employees for selection to post 

involving safety aspect for a period of three to four weeks covering the 

entire syllabus has been arranged before the date of written examination.  



Written 
test 

It should be ensured that – 

1. Employees who are on leave /sick /on deputation have been advised of 

the date of written test.  

2.  Representations, if any, received from the staff / unions have been 

replied. 

3. In case of changes in the eligibility list / seniority,  whether the same has 

been notified.   

4. The officer who has been nominated to set the question paper has been 

informed in advance of the date of the written test together with a copy of 

the notification, syllabus, question bank and the number of copies 

required for the written test.   

5. A copy of the duties of the paper setting officer and the syllabus has been 

handed over to the nominated officer. 

 
 

CHECK LIST IN DEPARTMENTAL SELECTIONS 

DEPARTMENT 

 

  

1. Selection to the post, in pay Matrix   

2. Safety/Non-safety post   

3. Last Selection panel notified on   

4. Six months period completed on   

5. Number of vacancies assessed   UR         SC         ST 

 

 

6. Date of Assessment of vacancies   

7. Formation of the Selection Board.   

8. Date of notification of eligibility list   

9. Number of employees eligible 

according to field of consideration 

  

10. Date of written test   

11. No. of employees appeared in W/T   

12. Date of Supplementary W/T   

13. Date of declaration of results W/T   

14. Date of Viva voce [where applicable]   

15. No. of employees appeared in Viva 

voce 

  

16. Date of Supplementary Viva voce   

17. No. of employees in Suppl. Viva Voce   

18. No. of employees qualified    



19. Authority competent to approve the 

panel 

  

20. Date on which recommendations of 

Selection proceedings received from 

Committee 

  

21. Date on which recommendations put 

up to competent authority 

  

22. Date of approval of  panel by 

competent authority 

  

23. Date of publication of panel 

[provisional / final] 

  

24. Date of publication of panel [final]   

 
 
 
 
 
 
 
 
 

I. GUIDELINES FOR PAPER SETTING OFFICERS IN  DEPARTMENTAL SELECTIONS FOR NON-
GAZETTED STAFF 

   

1 The officer of the concerned Department, to set the question paper, has to be 
nominated by the authority nominating the Selection Board from amongst its 
members. As far as possible the officers nominated to set the question papers and 
to evaluate the answer books should be different. It should however be ensured 
that the answer books are invariably evaluated only by a Member - Officers of the 
Department for which selection is held.  Where it is not possible to have two officers 
of the Department concerned who are also members of the selection Board, one for 
setting the question paper and the other evaluating the answer books, there is no 
objection to nominate the same officer to set the question paper as well as to 
evaluate the answer books. [Para 8.1 of Board’s RBE No.272/99; SC No. 320/99] 

 
2. In the written test held as part of the selection for promotion to the posts classified 

as ‘Selection’, objective type questions should be set for about 50% (in the range of 
45% to 55%) of the total marks for the written test.  (Para 219( c[i]2) of IREM) 

 
Note(1)The question paper (selection/LDCE) should be designed to test the ability of 

the candidates to tackle the practical problems they are likely to face rather 
than their theoretical knowledge (Board’s letter No.E(NG)I-2004/PM1/25 
dt.21.9.2004( SCR SC.No.180/2004). 

 
Note(2):This (the provision at para 2 above) is one of the important points that must be 

highlighted to the officer, who has been nominated to set the question paper. 
 



Note(3):The question paper should clearly contain not only the total marks but also the 
marks given for each question including part(s) thereof, if any, at the end of the 
question. [ RBE No. 272/99; SC No. 320/99] 

  
Note(4): At least 10% of the total marks of the written test [professional ability] should 

be allotted on Official Language Policy and Rules. In the case of LDCE, 
questions on official language Policy and rules should be included in the paper 
of General Knowledge.  Answering the question on OLP&R should not be made 
compulsory. [Board’s letter No. Hindi/94/OL-1/10/8 dated 14.11.94 –SC No. 
52/95] 

 
Note(5):Question paper setters shall make available to the evaluators a gist of the 

probable answer/ important points in respect of narrative type questions.  
However, for objective type questions, the question paper setters have to 
provide exact answer to the evaluators in one word or in a couple of words, as 
the case may be. [Board’s letter No.E[NG]I-2005/PM1/16 dated 27.08.2014; SC 
No. 97/14] 

 
Note(6):The officer setting the question paper should, as a rule, also indicate whether 

the use of calculators, Logarithmic Tables or other such mechanical devices, is 
permissible or not. [SCR SC Letter No. P[R]605/VII dt. 26.9.1997] 

 
Note(7):Indicate all the instructions to the candidates on the question papers itself viz., 

answering the objective type of questions only in the answer book  supplied, 
and should also include clearly that candidates should use either blue or black 
ink / ball point pen only and all the answers should be answered with the same 
colour of ink used for writing fly leaf and the answer book without using any 
sketch pens/ highlighters/ drawing border lines on the pages of answer book. 
[P[R]605/XIII dt. 01.10.2014]   

 
Note(8):Entrusting the job of preparation of the question papers by the officers to the 

subordinates due to lack of time or because of ignorance or inexperience on 
the part of the officers, is not allowed. 

 
Note(9):It is advisable that even routine jobs of making copies of the question papers 

either by cyclostyling by  or making photocopies, sealing of the question paper 
packets, etc. should be done under the supervision of the officer, who has been 
nominated for setting the question paper and should not be entrusted to 
unauthorised persons. 

 
Note(10):The question paper with required number of copies should be handed over on 

the day of written examination. 
 [Authority for  Note [3], [8], [9], & [10] Board’s RBE No. 272/99; SC No. 320/99] 
   
Note(11):Objective questions besides including the type of questions in the form of 

‘multiple choice’, ‘filling up the blanks’, ‘tick true or false’, ‘right or wrong’, ‘match 
the following ‘ may include questions requiring one word/line answer, ‘yes or 
no’, naming e.g., 5 states, Railways, posts, grades etc.  

 ( Authority: Bd’s Lr.No.E(NG)I-2006/PM1/8 dt. 30.8.2006 , RBE No.123/06, 
SCR S.C.No.142/2006) 



 
Note(12):Candidates may be allowed to take the question papers with them after the 

written examination is over. 
               (Auth: Bd’s Lr.No.E(NG)I-2004/PM1/25 Dt.23.9.05(Sc No.161/05) 
 
 
 
II. GUIDELINES FOR  EVALUATING OFFICERS IN   DEPARTMENTAL SELECTIONS 

FOR NON-GAZETTED STAFF 
 

1].  On receipt of sealed packets, it should be ensured that  
a) the number of answer books contained in the sealed packets are tallied with 

the number specified in the covering letter.  
b) the answer sheets shall not have fly leaves containing bio-data particulars of the 

employees.  

c) the answer sheets contain dummy roll numbers  

d) the answer sheets should not contain any signs, marks, roll number and 
signature which gives identification of a candidate.  

[CPO/SC letter No. P[R]605/XII dated 27.3.2008] 

2]. Evaluating the answer sheets with the fly-leaves and without dummy roll numbers 
is not allowed. [ RBE No. 272/99; SC No. 320/99] 

3]. Evaluation of answer sheets even without fly leaves and  with dummy roll 
numbers where  the candidate has written his name or roll number in other sheets 
of the answer book, is also not allowed. 

 [Board’s lt. No. E{NG}I-98/PM1/17 dt. 30.10.2001 [SCR SC No.245/01] 
 

4]. It is wrong practice to first assign the marks with  a pencil and marking in ink 
thereafter. Sometimes, the marks given in pencil and in ink differ.  [ RBE No. 
272/99; SC No. 320/99] 

5]. The evaluating officer should use pen only for evaluation. [ RBE No. 272/99; SC 
No. 320/99] 

6] In both the multiple choice objective type and narrative type of answers while 
there should not be any erasing, overwriting ; correction of the marks if genuinely 
warranted, may be made, by striking the marks originally given and entering the 
fresh marks duly attesting the correction.  

                  [Board’s letter No. E[NG]I-2005/PM1/16 dated 12.03.2014 [SCR SC No. 29/2014] 

7] It is wrong  tendency on the part of the evaluating officer to review their own 
evaluation and to award the marks keeping in mind the percentage of pass marks 
with a view to increasing the number of  candidates getting qualified. The marks 
have to be awarded strictly based on the correctness and contents of the answers 
given by the candidates. [ RBE No. 272/99; SC No. 320/99] 

8] No negative marks are to be awarded for wrong answers to objective type of 
questions.[RBE No. 137/2003 , SCR/SC No. 144/03] 

9]  If any candidate has attempted more than the required number of questions, 
answers to the prescribed number of questions alone should be evaluated in the 
order they appear on the answer sheets. For example, if the maximum number of 
questions to be attempted is 4 out of 7 and the candidate has attempted say 6 
questions, only the first 4 answers in the order they appear, should be evaluated 
and remaining answers should be ignored. 

 (Auth.: Bd’s Lr.No.E(NG)II/89/RRB/41 dt.25.5.89 (SCR S.C.No.115/89)  
10]  The evaluating officer should not resort to awarding of any grace marks to 

individual candidates. (Para 219( d) of IREM ) 
 



11]  After evaluation is over, the evaluating officer should tabulate the marks for each 
question on the top sheet and do the totalling, This is to ensure that only the 
required number of questions are answered and evaluated and the totalling of the 
marks is correct. It has to be ensured by the evaluating officer that there are no 
erasing, cuttings or over-writings or mistake in totalling the marks granted to the 
candidates. [ RBE No. 272/99; SC No. 320/99] 

 

12. The evaluating officer should make out a separate statement of marks indicating 
the dummy roll numbers of the candidates and the total marks obtained on a 
separate sheet and send it to the Personnel Officer in-charge of the selection. 
[RBE No. 272/99; SC No. 320/99] 

 

13] There should be no failure on the part of the evaluating officers to tabulate 
the marks awarded for each question on the top sheet of the answer book. 
This type of tabulation will ensure that only the required number of 
questions are evaluated and the candidates have not resorted to the 
practice of answering the same question twice etc. [RBE No. 272/99; SC 
No. 320/99] 

 
14]  Decimal marks whenever given should be corrected to the  first 

decimal and the same should not be rounded off. The aggregate also 
should be left as such without any rounding off. [ RBE No. 272/99; SC No. 
320/99] 

 
15] Question paper setters shall make available to the evaluators a gist of the 

probable answer/ important points in respect of narrative type questions.  
However, for objective type questions, the question paper setters have to 
provide exact answer to the evaluators in one word or in a couple of words, 
as the case may be. [Board’s letter No.E[NG]I-2005/PM1/16 dated 
27.08.2014; SC No. 97/14 ] 

 
16] The evaluating officer after evaluation, should be advised to return the cover 

also in which the answer sheets were sent for evaluation, to the cadre 
controlling officer, for record. 

 (Authority: CPO/SC’s Lr No.P(R)605/X dated 4.5.2005) 
 

17] It is often observed that one of the points emerging out of the vigilance 
investigation is on evaluation of answer sheets pertaining to omission and 
commission of the marks. It is essential that whenever the answer sheets 
are sent for evaluation the evaluating officer should be informed of the 
instructions of the subject. [ RBE No. 272/99; SC No. 320/99] 

 

18] There have been cases of forcing the evaluating Officer by his superior 
panel approving authority to change the marks already awarded to the 
candidates after the evaluation is complete but before the results of the 
written test are published. This is a highly irregular practice and the 
evaluating officer should  not get pressurised even at the cost of incurring 
displeasure of his superiors. [ RBE No. 272/99; SC No. 320/99] 

 



19] Where candidates have used different colours of ink / ball point pen 
/coloured sketch pens/ highlighters / border lines drawn on the pages of the 
answer scripts, such answer scripts should be treated as invalid. 
[P[R]605/XIII dt. 01.10.2014] 

***** 
DUTIES OF INVIGILATORS IN DEPARTMENTAL SELECTIONS 

 
1]  All the nominated officials should report to the examination centre one hour before 

the scheduled time of the examination.   
 
2]  Ensure that the identity of examinee is established and admission allowed  only 

after submission of proper identity/bearer letters which should contain the photo 
and specimen signature of the examinee. 

 
3]  Blank answer booklets may be given to the examinees 15 minutes before the 

scheduled time of examination.  Examinees are to be instructed orally before 
commencement of examination that they should write their name and roll number 
in the space provided on the fly leave only and disclosure of the identity by way of 
making any type of symbol/mark or signature in the other sheets of the answer 
book is liable to be a disqualification and will not be evaluated. 

 
4] Take the attendance of the candidates appearing in the examination duly ensuring 

that the signature of the examinee tallies with the specimen signature on the 
relieving letter. 

 
5] Ensure that against the candidates who absent themselves for written 

examination, indication as “ absent” is entered in red ink in the attendance 
sheet. 

 
6]  Ensure that the candidates do not carry any forbidden material  viz., books, 

mobiles, calculators where not authorized,  etc. into the examination hall.  
  
7]   Open the seal of the bundle containing the question papers in the presence of two 

candidates taking the examination and obtain their signatures on the  cover[s] in 
token of having opened it in their presence .  

 
8]    Examinees coming late upto fifteen minutes after the start of the examination may 

be permitted by the officer conducting the examination.   
 
8]  Ensure that candidates do not leave the examination hall frequently and only one 

candidate at a time be permitted to leave .   
 
9] Ensure that the unwritten portions of the answer books of the candidates are struck 

off in ink.   
 
10] Ensure  that candidates do not  indulge in malpractices viz. copying, discussions 

amongst themselves, etc.  They should be advised to maintain discipline  and in 
case of doubt contact the invigilator.  

 
11] Examinees found indulging in malpractices their answer books seized and sent  

out of the Examination Hall duly intimating the Officer in- charge of the 
Examination. 

 
12]  The invigilator should collect all the answer books, arrange them in serial order 



roll number-wise.  They should check all the papers again and return to the 
officials in the control room along with attendance sheet, relieving letters and the 
statement of additional answer sheets given to the examinees and unused 
answer books / question papers.   

 
13]  Iniviglators should remain till the answer books are bundled and sealed in the 

presence  of two examinees.  
***** 

 

 


