




Annexure-I 

13 WEEKS INDUCTION TRAINING PROGRAMME-DR APFCs (2024)  

FIRST BATCH 

(STARTING 21st-OCT-2024) 

LIST OF PARTICIPANTS 

S.NO 
NAME OF OFFICER 

(SHRI/SMT/MS./DR) 
DESIGNATION NAME OF REGIONAL OFFICE 

1 SACHIV NEHRA APFC VADODARA 

2 ARPANA GILL APFC DELHI NORTH 

3 RAHUL MALIK APFC DELHI WEST 

4 JOGINDER SINGH APFC FARIDABAD 

5 RAHUL CHOUDHARY APFC ALWAR 

6 VIJAY APFC DELHI NORTH 

7 RAJESH BABAL APFC NARODA 

8 VIVEK KUMAR GUPTA APFC GWALIOR 

9 DEEPANSHU SINGH APFC DEHRADUN 

10 RAM KESH SINGH APFC KARNAL 

11 POOJA APFC CHANDIGARH 

12 HRITIK RAJPUT APFC CHANDIGARH 

13 POONAM APFC VAPI 

14 ARMAAN APFC LUDHIANA 

15 SUMIT APFC SHIMLA 

16 PRIKSHIT DESWAL APFC BHATINDA 

17 BALDEV KUMAR APFC JODHPUR 

18 ANKIT RATHI APFC AMRITSAR 

19 HARMEET KAJAL APFC JALANDHAR 

20 SHRISTI NAIN APFC DELHI NORTH 

21 VIMAL KUMAR SINGH APFC RANCHI 

22 SUDHANSHU NIKETAN MISHRA APFC RAIPUR 

23 PRIYA DWIVEDI APFC BANDRA 

24 SAURABH SINGH APFC PARK STREET 

25 ASHWINI KUMAR SINGH APFC PUNE WEST 

26 SHIV PRATAP SINGH APFC PARK STREET 

27 NEHA KUMARI APFC PARK STREET 

28 NARINDER SONI APFC BHATINDA 

29 NITIK JAKHAR APFC SURAT 

30 ASHISH KUMAR YADAV APFC BARRACKPORE 

31 MD SANAULLAH ANSARI APFC BARKATPURA 

32 ANKUR PANDEY APFC GUWAHATI 



33 AKHILESH SHARMA APFC BHARUCH 

34 DHARMENDRA GURJAR APFC VISAKHAPATNAM 

35 DEEPAK TIWARI APFC ROHTAK 

36 SURAJ GOSWAMI APFC KOLHAPUR 

37 VIKASH MEENA APFC BHUBANESWAR 

38 VIPPLAVI SINGH CHAUHAN APFC BHUBANESWAR 

39 DILIP MEENA APFC PATANCHERU 

40 ATISHAY YADAV APFC PUDUCHERRY 

41 BIPIN KUMAR APFC CHENNAI (NORTH) 

42 ROHIT SINGH APFC ROURKELA 

43 ANKUSH KUNDU APFC COIMBATORE 

44 RADHANATH PATTANAYAK APFC RAJAMUNDRY 

45 MAHENDRA KUMAR MEENA APFC KOLLAM 

46 VIJAY BAHADUR APFC AGRA 

47 BHARAT LAL MEENA APFC KALABURAGI 

48 SHIVKESH MEENA APFC WARANGAL 

49 JEETESH MEENA APFC TAMBARAM 

50 MONU SINGH APFC GURUGRAM (EAST) 

51 ABHAY KUMAR APFC MADURAI 

52 ADARSH KAIMATHIYA APFC MADURAI 

53 VINAY KUMAR APFC TRICHY 

 



Annexure-II 

CONDUCT, RULES AND REGULATIONS 

I. GENERAL CONDUCT 

OTs are expected to work hard to attain the technical 

competence and knowledge required for their jobs; participate 

whole-heartedly in curricular and co-curricular activities; respect 

rules, norms and conventions of the Academy and the Service at 

large; and make deliberate efforts to develop oneself into an 

outstanding officer and also make meaningful contributions in 

developing the Academy into a centre of excellence through 

purposeful involvement in social work and other enriching 

activities. The OTs are required to maintain the highest standards 

of discipline and personal conduct throughout the period of 

training; both within and outside the Academy. They must 

observe punctuality in attending physical activities, lectures, 

tutorials, cultural events, sports activities, outdoor visits, social 

functions, formal and informal gatherings.  

2. Community life constitutes an important part of 

training. OTs must exhibit officer-like conduct in classrooms and 

elsewhere like hostel, mess, auditorium, library, indoor stadium, 

swimming pool, etc. in conformity with the Central Civil Services 

(Conduct) Rules, 1964. Officer-like conduct implies high 

standards of social behaviour, courtesy, dignity, decorum, 

integrity and personal hygiene. Smoking and consumption of 

alcohol are strictly prohibited in the campus. As a consideration 

towards fellow- officers, OTs are expected not to play loud music or 

speak very loudly in their rooms, lounges and corridors. They are 

expected to always carry their identity cards. The Officer Trainees 

must always wear lapel cards while attending classes & official 

functions and events. 



II. CONDUCT IN CLASS 

 OTs should arrive in classrooms at least five minutes 

before the scheduled time and take their pre-assigned seats. 

They are expected to come prepared for each class by studying 

the reading material, if any, given in advance by the faculty 

members. OTs are encouraged to participate actively in the 

discussions in the class, express their views, seek 

clarifications or raise pertinent questions without engaging in 

long drawn or protracted arguments. Difference of opinions, if 

any, should be aired in an unoffending and subtle manner, 

particularly, in the cases of guest speakers. 

III. CONDUCT IN HOSTELS 

 Officer Trainees are expected to behave decently in the 

hostels at all times. Shouting, loud music, noisy parties / 

revelry must be avoided as it is a source of inconvenience and 

nuisance to others. As a consideration to other residents in 

the hostels, music after 2200 Hrs is to be heard only through 

ear-phones. 

2. Keeping or consuming alcohol in the hostels is 

prohibited. Inebriated conduct will result in disciplinary 

action. 

3. It is also important to use the allotted hostel rooms 

properly. Because it is mandatory to obtain NoC for 

infrastructure on returning back the allotted rooms. Any 

restoration cost to be incurred by EPFO to make the rooms 

habitable by the next allottee shall be recovered from the 

previous allottee. 

 



DRESS CODE 

 OTs are expected to dress up well in neat attires. They should 

not appear unkempt or slovenly. The OTs are expected to observe 

the following dress code on formal occasions like ceremonies for 

course inaugurations or valedictions, national festivals like 

Independence Day and Republic Day, and on other occasions 

declared as formal by the Academy: 

2.      Gentlemen OTs: Black/Dark coloured Buttoned-up 

suits/similar formal attire and foot wear comprising black shoes 

and dark coloured socks. 

3.      Lady OTs: The decent coloured Saree & footwear 

comprising shoes or sandals. 

4. In classrooms, OTs may wear shirt and trousers or safari 

suits along with leather Brown/Black shoes, while lady OTs may 

wear sarees or salwar suits with shoes or sandals. Wearing of 

Lapel card is compulsory in class rooms. Casual attires including 

jeans, T-shirts, sneakers etc. are not permitted in classrooms, 

or in administrative block. Sneakers, sports shoes, can be worn 

only while doing physical activities. Use of bathroom slippers is 

restricted to hostel rooms only. 

5. Physical Activity sessions: OTs are required to wear 

prescribed Academy T-shirts/Track Suits and shorts or track-

suits with shoes/sneakers and socks while doing physical 

activity. Lady OTs are expected to wear Academy track-suits with 

canvas shoes/sneakers and socks. 

6. OTs are required to be decently attired in the Officers’ Mess. 

In the Indoor Sports Complex footwear like sports or canvas shoes 

maybe worn but slippers/chappals are not allowed.  



LEAVE OF ABSENCE 

 OTs are ordinarily not granted leave of absence 

individually, except in compelling circumstances like medical 

or other emergencies. However, block leave is granted at 

appropriate intervals, when the whole batch is allowed to 

proceed on leave for a specified period. Requests for 

individual leave of absence on grounds of compelling 

circumstances will be considered by the Course 

Director/Local Course Co-ordinator on a case-to-case basis. 

It must be borne in mind that usually no leave of absence is 

granted during tours/field training programmes like On Job 

Trainings, Industry visits, visits to RO/DO/ZO/NDC etc. for 

marriage of self/dependents or on any other grounds. 

2. OTs absenting themselves from duty, without leave of 

absence or overstaying beyond the period for which leave has 

been sanctioned etc. is an act of indiscipline and may lead to 

disciplinary action. Repeated instances of unauthorized 

absence can result in extension of probation or discharge 

from the Service. 

3. For going out of station during holidays, the OTs must 

obtain, well in advance written permission to leave the 

headquarters. Any unauthorized absence in this regard 

would be viewed seriously. 



CHECKLIST FOR ESCORT OFFICERS OF GUEST 

FACULTY 

I. TRAVEL ARRANGEMENTS 

1. Take the mobile number and other contact details of the Guest 

Faculty from the Course Team. 

2. Contact the guest and find out his/her travel plan. 

3. Confirm transport arrangements. Ensure that the Academy staff 

car is detailed by the Academy in time to receive the Guest Speaker 

at the Railway Station or Airport, as the case may be. Get the mobile 

number of driver for ready reference. 

4. Confirm accommodation arrangements from Administration. Do 

inspect the rooms allotted to the Guest Speakers and ensure that 

they are well made-up. Please check up whether the furniture and 

fittings are all right; the taps and lights work. 

5. Get in touch with the Guest Faculty to apprise him / her about 

the arrangements made for his / her reception. 

6. Decide the meeting point at the airport / railway station, in 

consultation with the Guest Faculty, and carry a Name Card with 

the name of the Guest Faculty as well as EPFO inscribed on it, for 

easy identification. 

7. Receive Guest Faculty and take him / her to designated 

accommodation. 

8. Ascertain his /her catering requirements (time for serving bed tea 

/ coffee, whether he / she would like to have breakfast / lunch / 

dinner in the mess or in the room) and food preferences (vegetarian 

/ non-vegetarian), and inform those concerned. 

9. If the guest faculty is arriving at odd times (late night/early 

morning/public holiday, dine-out day of mess etc.), please ensure 

that proper arrangements are made for his food/tea/coffee etc. 

10. Receive the Guest Speaker at the Guest House. Help him/her to 



settle down comfortably. Please enquire whether he/she would like 

to have tea/coffee etc. You should look after him/her generally 

throughout his/her stay in the Academy and ensure that his/her 

needs (including special diet, medicines etc. if any) are attended to. 

While you need not impose yourself on him/her, it is necessary that 

you ensure that the Guest Speaker is not left high and dry unless he 

chooses to. You must be available for him/her to contact at any time. 

Please instruct his/her room bearer about your whereabouts. Please 

accompany him/her to breakfast/lunch/dinner, unless he/she has 

different programmes. 

11. If the Guest Speaker has brought any hand-out, collect them and 

hand over to the Course Team for getting copies made. Ensure that 

the Guest Speaker is invited to all the functions of the various 

societies/clubs that may be scheduled during his stay. 

12. Acquaint the Guest Speaker with the Course Design, the syllabus 

prescribed and other activities in the Academy, if he/she is not 

already familiar with the same. You may hand over a Course Manual 

to him/her. You may also appraise the Guest Speaker about the 

Composition of the audience he will be addressing. 

13. Collect from the Course Team the bio-data of the Guest Speaker 

before his/her arrival. If this is not available in the office, the data 

may be obtained from library sources or from the Guest Speaker 

politely. The biodata should be handed over to the office after use. 

14. Inform the Guest Speaker about the duration and number of 

his lectures. You should also tell him that generally some time 

should be set apart for questions at the end of the lecture at the 

Academy. 

15. Ascertain the Guest Speaker on his arrival about any special 

arrangements that he/she would like to be made in the lecture hall 

apart from normal provisions of a Projector Slide. 



II. LECTURE ARRANGEMENTS 

1. Supply copy of the Weeks’ Time Table containing his / her 

lecture’s timings. 

2. Supply copy of EPFO Brochure/Course manual/Booklet/Session 

Plan. 

3. Check about uploading of PowerPoint and/or video 

Presentation (s), if any and arrange for their uploading through 

Lecture Hall / classroom technical assistant. 

4. Check about circulation / distribution of his / her Presentation 

and Reading Material (if any) to Officer Trainees. If yes, make 

necessary arrangements. 

5. Check whether he / she would like to visit the Lecture Hall in 

advance and see / check the presentation arrangements. If yes, 

make necessary arrangements. If no, please check yourself. 

6. Arrange for carrying of the lecture material, books etc. to the 

classroom with the Guest Faculty. 

7. Introduce the Guest Faculty at the beginning of his / her 

lecture and thank him / her at the end of the Lecture (s). You 

have to preside over the lecture session and ensure that the 

meeting is conducted in a manner which neither embarrasses 

the Guest Speaker nor the Academy in any way. You will 

introduce him to the audience briefly and use the bio-data 

already collected for the purpose. After the talk is over, you will 

announce that the Guest Speaker would welcome question 

from the audience (unless the Guest Speaker has any objection 

to this, which should be ascertained well in advance). At the 

end of the session, you will thank the Guest Speaker on behalf 

of the Officer Trainees, the Academy and yourself in the 

appropriate manner. This is the most important part of your 

duties. 



III. PAYMENT OF HONORARIUM AND REIMBURSEMENT OF EXPENSES 

1. Check about reimbursement of Air / train tickets. If yes, obtain 

/ take copies of tickets / boarding cards, as per requirements. 

2. Ascertain whether any reimbursement of taxi fare is required. 

3. Supply papers and information obtained to Accounts Branch. 

4. Obtain cheque (s) for Honorarium and reimbursement (s), if 

any, and Receipt Form from Accounts Branch.  

5. Deliver the cheque (s) to the Guest Faculty, obtain his / her 

signature on the Receipt Form and return it to the Accounts 

Branch. 

6. Ensure that due arrangement has been made of the Academy 

Staff Car for his return journey to airport/railway station. Please 

have this checked well in time and ensure that the driver is told 

the departure time. You may ascertain the convenience of the 

Guest Speaker before fixing the time. Ascertain the vehicle 

number and the name of the driver from the administration. 

 

IV. MISCELLANEOUS ARRANGEMENTS 

 
1. Obtain the CV / Bio-data of the Guest Faculty, either in 

advance or on arrival, in order to introduce him / her at the 

beginning of the lecture. 

2. Ascertain whether he / she would like to have a round of the 

campus in spare time, if any. If yes, arrange for it. 

3. Ascertain from the Local Course Co-coordinator whether any 

formal lunch or dinner is being organized for the Guest Faculty. 

If yes, inform him / her on arrival itself. 

4. Maintain a Visitor Book. Time permitting, take him / her to 

the Archives and obtain his comments and signature on the 

Visitors’ Book. Otherwise, obtain his / her comments on the 

Visitors’ Book elsewhere before his / her departure.



MESS ETIQUETTE 

I. GENERAL RULES: 

1. EPFO Officers Mess is managed by Officer Trainees themselves through a 

Committee elected from amongst themselves. Every Officer Trainees is a 

member of the mess and shares equal responsibility to make dining 

experience in the Officers’ Mess the best one for all whosoever dines in. 

2. Entry into the Officers’ Mess is restricted to both serving and retired 

EPFO Officers and their family members and guests, faculty of EPFO, 

participants of in-service courses / seminars / workshops in EPFO, and 

any other special invitees. 

3. Officer Trainees are required to strictly adhere to the mess timings. 

4. Officers Trainees must always be in queue while taking food in the 

mess. They should show due courtesy towards senior officers, guests 

and also to their fellow Officer Trainees visiting the mess. 

5. Courtesy and consideration is to be shown to all colleagues during the 

meals. 

6. Officer Trainees must keep their used plates and glasses at the 

demarcated place after taking their meals. 

7. Officer Trainees should maintain decency and decorum while in the 

dining area and observe table manners while eating and using cutlery. 

While in conversation, be polite and do not interrupt a person who is 

talking. 

8. Officer Trainees appointed as escort officers must receive their guests 

at the entrance of the mess and remain in attendance throughout. They 

are expected to look after their guests and to introduce them to other 

Officer Trainees and faculty members who are in proximate distance. 

On conclusion of the meals, the escort officers are expected to see their 

guests off. Courtesy should be shown towards guests and dining area 

designated for them should not be disturbed. 

9. It is mandatory for Officer Trainees to have their food in the dining hall 

of the Mess. Room service is provided only in exceptional circumstances 

like illness etc. 



10. During formal breakfast / lunch / dinner with dignitaries, senior 

officers and faculty members, the Officer Trainees should take care of 

the following points: 

A. Every Officer Trainees is a host. She/he is expected 

to be present 10 minutes before the guests arrive to 

receive them and to see that no guests is left 

unattended to. Officer Trainees should not leave the 

mess until all the guests have left. 

B. The Officer Trainees are expected to rise and wish 

when the dignitaries / senior officers or faculty 

approach or pass through the tables where they are 

seated. No Officer Trainees should commence his 

meal before the chief guest. In case of buffet lunches 

and dinners, the officer Trainees should allow all 

the dignitaries, senior officers and faculty members 

to commence their meals and thereafter they should 

pick-up their plates. If some counter is earmarked for 

the senior officers, then the Officer Trainees should 

avoid using that counter. 

C. Officer Trainees must not monopolize the 

dignitary / senior officers / guests or leave him 

/ her abruptly. Officer Trainees must request to 

be excused when he / she leaves the dignitary / 

senior officers / guests. 

II. DRESS CODE: 

Dressing well is a sign of good manners and a reflection of 

your personality. The dress tells who you are before you 

speak. Whenever dining in the Officers’ Mess, every person 

needs to be appropriately dressed. 

Ceremonial Occasions: 

Whenever breakfast / lunch / dinner / high tea follows ceremonial 

occasions where the Officer Trainees are required to wear formal dress like 



Bandh Gala /Safari-Suit/Formal Attire/Saree, they are required to attend 

the breakfast / lunch / dinner / high tea in the same ceremonial dress. 

Formal lunches and dinners: 

GENTLEMEN: Formal shirt and trousers with formal shoes  

LADIES: Saree / Western business suit with formal footwear 

Working Days & Informal Lunches / Dinners: 

GENTLEMEN: Formal shirt and formal trousers with shoes / sandals 

LADIES: Saree/Salwar Kameez/Churidaar kurta/Western formals with 

sandals/Chappals/Shoes. 

Saturdays / Sundays / Holidays: 

GENTLEMEN: Shirt/T-shirt with collar and jeans/trousers with shoes/ 

sandals. 

LADIES: Saree / Salwar Kameez / Churidaar Kurta / Western wear / Jeans 

& T-shirts with sandals / chappals/ shoes. 

Special Occasions: 

On special occasions when breakfast / lunch / dinner is hosted during 

cultural events / festivals apart from the dress code prescribed for formal 

occasions, the Officer Trainees can dress up in decent ethnic wear. 

Officer Trainees are PROHIBITED from entering mess in round neck T-shirt 

(Male OTs), track suits, shorts, pajamas or other indecent apparel and 

bathroom slippers / sneakers. 

Miscellaneous 

1. Officer Trainees should be polite while dealing with the mess 

workers. They should not use intemperate language or conduct 

themselves in a manner not befitting an officer. Any misdemeanour 

on the part of the mess workers should be reported to the Local 



Course Coordinator for necessary action. 

 

2. The Officer Trainees are required to avoid spillage and wastage 

of food. In case of spillage, they are expected to get it cleared before 

they leave the mess. 

 

3. The Officer Trainees should take care of the furniture and 

cutlery in the mess. They should not disturb the arrangement of any 

furniture in the mess. 

 

4. Any Officer Trainees bringing his / her personal guest is to 

inform the mess manager and also make entry in the register kept 

for this purpose. 

 

5. During formal lunches and dinners personal guests of Officer 

Trainees are not allowed unless specifically invited. 

 

6. All the Officer Trainees are expected to follow the table manners 

mentioned below. During their stay experts from hospitality industry 

will take sessions on this.  



DOs & DON’Ts 

I. DO: 

 wear your name tags during working hours and 

in the mess on formal/informal occasions 

 maintain punctuality in all training activities i.e. 

10 minutes before all scheduled Activities 

 occupy seats assigned to you in classrooms 5 

minutes before the arrival of faculty 

 observe etiquette and courtesy in dealings with 

faculty, staff and each other 

 consult your Counsellor in matters - personal or 

official - where you are doubtful or need 

guidance 

II. DO NOT: 

 Do not mark proxy attendance 

 smoke at any public / common place in the 

campus 

 entertain or house any pet animals in the hostel 

or in your room 

 park Personal Vehicles in the campus without 

permission. 

III. PROHIBITED: 

 possession/ carrying weapons/ firearms in the 

Academy 

 keeping or consuming intoxicating drugs / 

alcoholic drinks in the campus 
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