
Manual-I(i) 

Particular Of Organization, Functions and Duties 

Organization Name Director of Public Instructions (S.E.) Punjab 

E. Block, Complex Punjab 
School Education Board, Phasee 

VIII, S.A.S. Nagar 

Address 

Phone No. 0172-2214393 
Fax No. 0172-2213057 

Functions and Duties: -
Directorate of Public Instructions (S.E.) Punjab, is responsible to 

mplement all Govt. Policies, rules and regulations concerning Secondary 
Education in the State. It ensures physical. Financial and personal 
arrangement for secondary schools. It is responsible for superintendence, 
effective management and right direction. 

Board categories of itsfunction are up gradation of schools, grants to 
Govt. Schools for infrastructure, grants-in-aid to private schools, 
Recruitments, establishment matters of teaching and non teaching and non 

teaching staff to bring about reforms in school education system. to monit 
the school processes and to redress the grievance of public with respect to 
Secondary School Education etc. The Director of Public Instructions (S.E) 
Punjab is supported at State and by a team of officers and officials of 

teaching and non teaching cadres. The organization set up is as follow: 
D.P.I. (S.E.) oversees the entire process of school education through 

its team of officers working at State, Circle, District and School Level. 
The organization structure of Directorate of Public Instructions (S.E.) 

is as under: - 

Subiect:-Salary Arrangement December,20(12/20)

Sr. No. Name of Post Name of Employees 

Director School Department (SE) | Sh. Tejdeep Singh 

Saini 

2. Director School Department (EE) | Nil 

3. Deputy Director Department Nil 



4 Post of the Joint Director Are Sanctioned as per the notification 
dated 

07-06-2018 to Department of School, Govt. of Punjab. 
Joint Director Nil 
Joint Director Nil 

. 

Joint Director Nil 

Joint Director Nil 

5 Post of the Deputy Director Are Sanctioned as per the notification 
dated 

07-06-2018 to Department of School, Govt. of Punjab. 
Deputy Director Dr. Ginni Duggal 

Deputy Director Vijay Sharma (Salary| 
2. 

receiving for the post of 
ADSA) 

3. Deputy Director Gurjot singh (Salary 
receiving for the post of 

ADSA) 
4. | Deputy Director Ritu Bala (Salary 

receiving for the post of | 
ADSA) 

5. Deputy Director Nil 



07-06-2018 to Department of School, Govt. of Punjab. 
. Assistant Director Rajesh Wardwaj 

2. Assistant Director Sunita Rani 

Assistant Director Jyoti Soni 

Assistant Director Jaskirat Kaur 

5. Assistant Director Dimpy Dhir 

Assistant Director Sunil Kumar 6. 

7. Assistant Director Harpreet Singh 

8. Assistant Director Karamjeet Kaur 

9. Assistant Director Mohinder Singh 

10. Assistant Director Bindu Gulati 

11. Assistant Director Sandeep Verma 

12. Assistant Directoor Kulwinder Kaur 

| 13. Assistant Director Jaswinder Kaur 



Manual-II 

Powers and Duties of Officers and Employees 

The officers of the Department performs duties and experience 

powers as laid down in the Punjab Civil Services Rules, Punjab Financial 

Rules and the Instructions/Orders issued by Government. 

The decision making powers rests with D.P.I. (S.E.) 

Copy of standing order and distribution of work attached. 

Sr. Office/Level Assistant Public Appellate 

No. Public Information Authority (AA) 

Information Officer 

Officer (APIO) 

1. Directorate Assistant of the | Immediate D.P.I. (S.E.) 

of Public concerned Branch Officer Pb. 

Instructions branch 

(S.E.), 

Punjab 



Manual-IT 

Procedures followed in Decision Making Process Including Channels of 

Supervision and Accountability 

All the cases are placed on files by concerned assistants. These ultimately 

decided by the D.P.1. (S.E.), The channel is as follows: -

Assistant, superintendent, Assistant Director, Deputy Director, D.P.I. 

(S.E.), D.P.I.(E.E) are the decision maker. All the decisions are taken as per 

the manuals of Instruction, Punjab Civil Services Rules, Punjab Financial 

Rules, Department Services Rules and Standing orders of Govt. 



Manual-IV 

Norms Set for Discharge of Functions. 

All the functions are discharged by the office as per Govt. Policies, direction 

and Departmental Service Rules. 



Manual-V 

Rules, regulations, instructions, manuals and records held by the office of 

discharge of its functions. 

The following Govt. documents are held by the office of discharge of 

various functions: 

1. Manual of Govt. Instructions. 

2. Punjab Civil Services Rules. 

3. Punjab Financial Rules. 

4. Punishment and Appeal Rules. 

5. Department Service Rules. 

6. Punjab Education Code. 



Manual-V 

Categories of documents held by the office: 

Sr. No. Name of the document and Brief introduction of the document 

its instruction in one line 

Punjab Civil Service Rules Vol. I. 
corrected up to 31-03-1984. Part-1: Main rules. 

1. 

Part-II Pay, allowances, leave, 
general 

Conditions of services etc. 
Vol. II. Relating to pensions and 
provident 

Funds. 
Vol. III. Relating to TA rules. 

Corrected upto 31.03.1984 by 
Department of Finance, Punjab, 
printed by Controller of Printing & 
stationary, Punjab, Chandigarh. 
Vol.-I: Main rules. 
Vol.-I: Appendices & Forms 

2. P.F.R.S. 

3. Manual of Instructions Issued by Personnel & 
Administration Reforms & 
Published by Department of Govt 
Service, Punjab on Service Matters 
Vol. I. Issued by (CS, Punjab 

On 01-09.1976 

Vol. II. Issued by personnel &| 
Administration Reforms 
Department 76-86 

Vol. Ill Issued by personnel &| 



Administration Reforms 

Department 86-90 

Vol. IV ssued by personnel & 
Administration Reforms 
Department 91-95 

4. Punishment Appeals Consolidated Instructions for 

dealing with cases of disciplinary 

Punjab Govt. against 

Employees of Department of 
action 

Personnel & Administration 

Reforms by G.L. Sardna. 

5. Department of Service Rules It contains rules for the 

recruitment/establishment of 
various cadre of the Education 

Department. 

Punjab Education Code 13" |It contains information on grant in 

Edition, 1990 

6 

aid, scholarship, general and 

recognition rules, appendicees and 

other usefül annexure. 



Manual-VII 

The Particulars of any Arrangement that exists for Consultations with or 

Representation by Members of the Public in Relation to the Formulation of 

its Policy or Administration. 

Meeting with representatives of Teachers Unions/non Teachers union, 

M.L.A.s and Village Sarpanches are held to address their grievance. The 

public has a hold through Educational Advisory Committee. 



Manual-VII 

A Statement of Boards, Councils, Committees and other Bodies Constituted 

as its part or for the purpose of its advice, and as to whether meeting of those 

boards councils, committees and other bodies are open to the public, or the minutes 

of such meetings are accessible for public. 

The Department Selection Committee headed is there. That is headed by 
DPI (SE), Meeting of the committee are not open to the public. 



Name Sh/ Smt 
Ravinder Dutt Dogra 

Gurmukh Singh 
Nisha Rani 

Rosy 
Juvleen Kaur 
Sukhjeet Kaur 
Rajat Sharma 
Rajpal Singh 

Maninder Singh 
Amarjeet Singh 

Harish Kumar 

Maninder Singh 
Nilesh Kumar 
Jatinder Puri 

Kulwant 
Veena Verma 

JaswinderSingh 
Gurinder Singh 

Mukesh Mittal 
Veena Verma 
Dinesh Kumar 

Vishav 
Sanjeev Sharma 
Pardeep Kumar 
Deepak Gavri 
Vinod Kummar 
Balraj Singh 

Gursewak Singh 
29 Ravinder Dutt Dogra Superintendent 

Randhir Singh 
Rajesh Thakral 

32 Jatinder Singh 
Vishal Kumar 

Sandeep Kumar 
Vishal Shingari 
Jagjeet Singh 

Gurpreet Singh 
Yogesh Sharma 
Mandeep Kaur 
Baljeet Singh 
Jaswant Singh_ 

Varun Kakkar 

Tejinder Pal 
Dalvinder Kumar 

Baljinder Kaur 
Lakhwinder Singh 
Ramanpreet Kaur 

Sukhjeet Kaur 
Rajinder Kaur 

Anita Sagar 
Gagan Goyal 
Rupinder Kaur 
Manmeet kaur 
Rahul Singla 

Onkar Singh 
Jatinder Singh 
Jaswinder Kaur 
Charanjit Singh 
Gurpreet Singh 

Parminder Singh 
Rajeev Kumar 
Baljinder Singh 
Navpreet Singh 
Harinder Kumar 
Daljeet Singh 

Sr. No. Designation 
Superintendent 

Senior Assistant 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 

Senior AsSIStant 
Superintendent 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 

Branch Name 
Services-1 
Services-1 
Services-1 
Services-1 
Services-1 

Services-2 
Services-2 
Services-2 
Services-2 
Services-3 
Services-3 
Services-3 

Services-3 
Services-3 
Services-3 

Establishment-1
Establishment-1

Establishment-1
Establishment-1

Establishment-1 (Promotions) 
Establishment-1(Promotions 
Establishment-1(Promotions) 

Establishment-2
Establishment-2
Establishment-2
Establishment-2
Establishment-2
Establishment-2
Establishment-3
Establishment-3
Establishment-3
Establishment-3
Establishment-3
Establishment-3
Establishment-4
Establishment-4
Establishment-4

Establishment-4
Establishment-4
Establishment-5
Establishment-5
Establishment-5
Establishment-5
Establishment-5

Coordination Cell 
Coordination Cell 
Coordination Cell 

Special Cel 
Medical Cel 
Special Cell1 
Special Cell 

Special Cell 
Special Cell 
Special Cell 
Special CelI 

Mobile Number 
9855715982 
9877880117 
8146104598 
7009165731 
888552967 

9592991589 
9463659764 
9417562557 
8872298669 

9478023864 
9464048534 
9888764587 
9417248755 
9872885001 
9888594326 
8968798988 
9417868939 
7696799594 
9463697937 
8968798988 
9988662313 
9914042698 
9463390912 
9646350031 
9988009972 
8728832764 
9464150033 
9814614456 
9463915558 
9780421484 
8146424145 
9915807238 
6283171582 

9815214015 
9815290737 
9417868929 
9592557500 
9855632304 

8727864305 
9417208339 
9417868939 
9283808978 
9478110946 

9463197432 
9464395995 Additional Charge 

78885677493 
7087693752 

8360235634 

Remarks 
Additional Charge 

10 

11 

12 

13 
14 

16 

17 

18 

19 

20 Additional Charge 

23 

24 
25 

26 

28 

Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 
Senior Assistant 
Senior Assistant 
Superintendent 
Superintendent 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 

Senior Assistant 
Statical Assistant 

Superintendent 
Senior Assistant| 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 

30 

31 

33 

34 

35 

36 

37 

38 

39 

40 

41 
42 
43 

44 

45 
46 

47 Additional Charge 48 

49 
9417200131 
8284864080 
9888308874 

7009682238 
6239325005 
9888939001 

9815467866 
9814531182 
9855588870 
9814249270 

9915024009 
9815069218 
9463181331 
9501811988 

9417161671 
9317097174 
9915985836 
9878043192 

9780417565 

50 

51 

2 

53 
54 

55 
ME 56 

ME 57 
ME 58 

ME 
ME 60 
ME 

61 
ME 

62 
Senior ASSistant 

ME Senior AsSIStant 
Superintendent 
Senior Assistant 
Superintendent 

63 

65 
66 Kulwinder Kaur 
67 

L68 Gurpritpal Singh 

Vocationa 

Vocational 
Scholarship 

Scholarship 
Scholarship 

Mandeep Kaur Senior Assistant 

Senior Assistant 



Scholarship 
Scholarship 
Scholarship 

7888890351 
9781910303 

Sarabjeet Kaur 
Harmanjit Singh 

71 Ramandeep Kaur 

72 Rupinderjeet Singh 
Sunpreet Kaur 

Sukhminder Singh 
Gagandeep Singh 

Baljinder Kaur 
Parminder Kaur 

Seema Devi 
Archana Sharma 
Baldev Raj Saini 
Sudhir Kumar 

Rupali Tandon 
Narinder Singh 
Manjeet kaur 

Parminder Singh 
Sunil Goyal 

Harbhjan Kaur 
Suman Sharma 

Heena 
Ravinder Pal Singh 

Suman Sharma 
Neena Singla 

Surinder Kaur 
Jagdeep Singh 

Inderjit Singh 
Neetam Mittal 

Gaurav Sharma 
AmandeeP 

Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 

Senior Assistant 
Superintendent 
Senior Assistant 
Superintendent 
Senior Assistant 

Senior Assistant 
Statical Assistant 
Superintendent 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior Assistant 
Superintendent 

Senior Assistant 
Senior Assistant 
Senior Assistant 
Senior ASsistant 
Superintendent 

Auditor 
Senior Assistant 

Senior Assistant 
Senior Assistant 
Superintendent 

69 
70 9780278398 

RTI 9463962155 

RTI 6283101187 73 

9915308139 
9914178692 

Record 
75 Record 

76 GPF 9464395995 

77 GPF 6283236987 

78 GPF 9592098256 

79 GPF 9914591382 
Budget 
Budget 
Budget 
Budget 
Budget 

Grant Pension-1 
Grant Pension-1 

Grant Pension-1 
Grant Pension-1 
Grant Pension-1 
Grant Pension-2 
Grant Pension-2 
Grant Pension-2

80 9465222147

81 9592100242
82 7888334236

991411570083 

84 9888738252
85 9988634972

9465688779
9463434340

9855121675

86 
87 

88 

89 9041677593
90 9988711676

842741295391 

92 9417428179
93 Grant Pension-2 9988646054 
94 Grant Pension-2 

Secondary Education 
Secondary Education 
Secondary Education 

Sports 

9463373941
95 9888516488
96 Senior Assistant 9569350452 

97 Senior Assistant 
Senior Assistant 
Superintendent 

Senior Assistant 
Superintendent 

9872616019 
98 

9317777797 
99 Sukhminder Singh NFC Additional Charge 9915308139 

Daljit Kaur 
Baljinder Kaur 

100 NFC 8168554858 
101 NPS 9464395995 Additional Charge 

Additional Charge 
102 Seema Devi Senior Assistant 

Superintendent 
Senior Assistant 
Superintendent 
Senior Assistant 
Superintendent 

Senior Assistant 
Senior Assistant 
Senior Assistant 

Senior Assistant 
Senior Assistant 

NPS 9592098256 
103 Sarabjeet Kaur 

Abhishek 
Estate&Infra 9501133233 

104 Estate & Infra 8168465487 105 Legal Cell 
Legal Cell 

Recruitment Board 
Recruitment Board 
Recruitment Board 

Recruitment Board 
Recruitment Board 

Recruitment Board 
Recruitment Board 
Recruitment Board 

106 Gourav Tandon 
7837310002 

107 
108 Ashok Kumar 

9815607202 109 Meenu Bala 

Surinder Singh 
Davinder Singh 

Ashish Jain 

Parminder pal Singh 
Sarbpreet Singh 

Shingara Singh 

9855512024 
110 

9988323519 
111 

9592610005 
112 

9467679946 113 Senior Assistant 
9056120765 

9781413136 
114 Senior Assistant 

| Senior Assistant 115 
Recruitment Board 9815922641 



MANUAL-X 

Cadre Post Group Pay Scale +Grade pay 

Teaching Director 83600-203100 (L-23) 
83600-203100 (L-23) 
83600-203100 (L-23) 
67400-201200 (L-21) 

67400-201200 (L-21) 
38100-120400 (L-10) 

43000-136000 (L-12) 
43000-136000 (L-12) 
38100-120400 (L-10) 
38100-120400 (L-10) 
48200-152400 (L-15) 

A 
Director Administration A 

Deputy Director 
Assistant Director 
Principal 
Head Master 
Lecturer 

A 

A 

A 

A 

BPEO A 

Master 
Vocational Master 
Technical Assistant 
Center Head Teacher 

A 

A 

B 

B 38100-120400 (L-10) 
B 35600-112800 (L-9) 

35600-112800 (L-9) 
29700-94100 (L-8) 
29700-94100 (L-8) 
53600-170100 (L-17) 

A 48700-154300 (L-16) 

C&V 

C&V other than language 
Head Teacher 
ETT teacher 

Deputy Controller (F & A) 
Teaching Registrar Education 

Department 
Establishment Officer 

B 

B 

B 

Non A 

48700-154300 (L-16) 
Section Officer 
Superintendent Grade-I 
Personal Assistant 
Senior Scale Stenographer 

Senior Assistant 
Auditor Pension 

Statistic Assistant 
Legal Assistant 
Junior Scale stenographer 

A 
A 46000-146500 (L-13) 

48700-154300 (L-16) 
47600-151100 (L-14) 
38500-122700 (L-11) 
38500-122700 (L-11) 

46000-146500 (L-13) 
38500-122700 (L-11) 
43000-136000 (L-12) 

28900-91600 (L-7) 
21300-67800 (L-5) 
20200-64000 (L-3) 
38500-122700 (L-11) 

A 

B 

B 

B 

B 

B 

Steno Typist 
Clerk C 

Librarian C 
Assistant Librarian 21300-67800 (L-5) 

20200-64000 (L-3) 

21300-67800 (L-5) 
21300-67800 (L-5) 
20200-64000 (L-3) 
18000-56900 (L-1) 

C 
S.L.A. C 

Driver C 

Restorer C 

Head Peon C 
Machine Man D 
Daftri D 18000-56900 (L-1) 

D 18000-56900 (L-1) 

18000-56900 (L-1) 
D 18000-56900 (L-1) 

Chawkidaar 
Peon D 

Safai Sewak 



Revised Budget Estimates and Expenditure For Financial Year 2021-22 

Revised Budget Expenditure For Year 
S.No. Major Head Estimates for 2021-22 2021-22 

1 2202-02-109-01-Govt Senior Secondary Schools 62992721000| 62360259976 
2202-02-001-01-Direction And Administration (DEOs) 644576000 624718606 2 

2202-80-001-01-Direction And Administration 
3 362326000 314345130 (Headquarter) 

2202-02-110-01-Grant-in-Aid to Private Aided Schools 1600000000 1598534650 

2202-02-800-01-Reimbursment to Transport Deptt/PRTC 
5 20000000 16510160 in lieu of Free Concessional travel to Students 

2075-00-104-01-Miscelinious General Services (Teacher 
6 141000 140170 Awards) 
7 2202-02-107-01-General Scholarship SOE-34 1368000 1368000 

3 2202-02-107-02-Sanik Scholarship 825000 824500 

9 2202-80-800-01- Bharat Schout & Guides 0 

Total 65621957000 64916701192| 

Superintendent Budget 
O/o DPI (SE), Punjab, SAS Nagar 



Revised Budget Estimates and Expenditure For Financial Year 2020-21 

Revised Budget Expenditure For Year 
Major Head Estimates for 2020-21 S.No. 2020-21 

54634730000| 54090505130 1 2202-02-109-01-Govt Senior Secondary Schools 

2 2202-02-001-01-Direction And Administration (DEOs) 615055000 567253920 
2202-80-001-01-Direction And Administration 

3 
(Headquarter) 

3457300000 324366050 

2202-02-110-01-Grant-in-Aid to Private Aided Schools 1956500000 1855476990| 4 

5 2202-02-109-59-Mukh Mantri Vigyan Yatra 

2202-02-800-01-Reimbursment to Transport Deptt/PRTC 
6 

in lieu of Free Concessional travel to Students 
8000000o 67523450 

2075-00-104-01-Miscelinious General Services (Teacher 
7 

Awards) 
1750000 1716440| 

2202-02-107-01-General Scholarship SOE-34 1106000o 10438080 8 

2202-02-107-01-General Scholarship SOE-28 3000000 2999790 9 

10 2202-02-107-02-Sanik Scholarship 2440500 2500000 

11 2202-80-001-98-Computerization in State-01-13-OE 2395000 2395000 

2202-80-800-01- Bharat Schout & Guides 1750000 1566480 12 

56926681830| 
. 

Superintendent Budget 
O/o DPI (SE), Punjab, SAS Nagar 

Total 57654470000 
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