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CHAPTER-I I  

DISTRICT JUDICIARY  
 

SECTION-I  
 

LEGAL FRAMEWORK OF DISTRICT JUDICIARY  
 

C.No. 1(2-1) 
 

CONSTITUTIONAL AND LEGAL PROVISIONS.  
 

Article 175 of the Constitution of Islamic Republic of Pakistan, 1973.   (1) 

There shall be a Supreme Court of Pakistan, a High Court for each Province 

and such other courts as may be established by law. 

   

Article 240. Subject to the Constitution, the appointments to and the 

conditions of service of persons in the service of Pakistan shall be determined- 
 

(a) in the case of the services of the Federation, posts in 

connection with the affairs of the Federation and All-Pakistan 

Services, by or under Act of Majlis-e-Shoora (Parliament); and  

(b) in the case of the services of a Province and posts in connection 

with the affairs of a Province, by or under Act of the Provincial 

Assembly. 

   

 Explanation. -In this Article, ñAll-Pakistan Serviceò means a service 

common to the Federation and the Provinces, which was in existence 

immediately before the commencing day or which may be created by Act of 

Majlis-e-Shoora (Parliament). 

 

Article 241. Until the appropriate Legislature makes a law under Article 240, 

all rules and orders in force immediately before the commencing day shall, 

so far as consistent with the provisions of the Constitution, continue in force 

and may be amended from time to time by the Federal Government or, as the 

case may be, the Provincial Government. 
 

C.No. 2(2-1) 
 

THE [KHYBER PAKHTUNKHWA ]1  CIVIL SERVANTS ACT,  

1973 ACT NO.XVIII OF 1973] 
 

An Act to regulate the appointment of persons to, and the terms and 

conditions of service of persons in, the service of the [Khyber 

Pakhtunkhwa]2   

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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 Preamble- WHEREAS it is expedient to regulate by law, the 

appointment of persons to, and the terms and conditions of service of 

persons in, the service of the [Khyber Pakhtunkhwa]1, and to provide for 

matters connected therewith or ancillary thereto; 

 

It is hereby enacted as follows: -  

 

1. Short title, application and commencement: - (1) This Act may 

be called the 2[Khyber Pakhtunkhwa] Civil Servants Act, 1973. 

 

(2) This section and section 25, shall apply to persons employed 

on contract, or on work charged basis, or who are paid from 

contingencies, and the remaining provisions of this Act including this 

section, shall apply to all civil servants wherever they may be.  

 

 (3) It shall come into force at once. 

 

CHAPTER-I  

PRELIMINARY  
 

2.  Definitions: - (1) In this Act, unless the context otherwise requires 

the following expressions shall have the meanings hereby respectively 

assigned to them, that is to say- 

 

(a) ñadhoc appointmentò means appointment of a duly 

qualified person made otherwise than in accordance with 

the prescribed method of recruitment, pending recruitment 

in accordance with such method, 

 

(b) ñcivil servantò means a person who is member of a civil 

service of the Province, or who holds a civil post in 

connection with the affairs of the Province, but does not 

include- 

 

(i) a person who is on deputation to the Province from 

the Federation or any other Province or other 

authority; 

(ii)  a person who is employed on contract, or on work 

charged basis, or who is paid from contingencies; 

o 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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(iii)  a person who is a ñworkerò or ñworkmanò as 

defined in the Factories Act, 1934 (Act XXV of 

1934), or the Workmenôs Compensation Act, 1923 

(Act VIII of 1923); 

 

(c) ñGovernmentò means the Government of the North-West 

Frontier Province 

(d) ñinitial appointmentò means appointment made 

otherwise than by promotion or transfer 

(e) ñpayò means the amount drawn monthly by a civil servant 

as pay, and includes special pay, personal pay and any 

other emoluments declared by the prescribed authority to 

be paid 

(f) ñpermanent postò means a post sanctioned without limit 

of time 

(g) ñprescribedò means prescribed by rules 

(h) ñprovinceò means the [Khyber Pakhtunkhwa]1   

(i) ñrulesò means rules made or deemed to have been made 

under this Act 

(j)  ñselection authorityò means the [Khyber Pakhtunkhwa]2  

Public Service Commission, a departmental selection 

board, departmental selection committee or other 

authority or body on the recommendations of, or in 

consultation with which any appointment or promotion, 

as may be prescribed, is made; 

(k) ñtemporary postò means a post other than a permanent 

post. 

(2) For the purpose of this Act, an appointment, whether by 

promotion or otherwise, shall be deemed to have been made on regular 

basis if it is made in the prescribed manner. 

 

CHAPTER-II  

TERMS AND CONDITIONS OF SERVICE OF CIVIL 

SERVANTS 
 

3. Terms and Conditions: - The terms and conditions of service of 

a civil servant shall be as provided in this Act and the rules. 

 

4. Tenure of office of civil servants: - Every civil servant shall 

hold office during the pleasure of the Governor. 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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5. Appointment: - Appointment to a civil service of the Province 

or to a civil post in connection with the affairs of the Province shall be 

made in the prescribed manner by the Governor or by a person authorized 

by the Governor in that behalf. 

 

6. Probation: - (1) An initial appointment to a service or post 

referred to in section 5, not being an adhoc appointment, shall be on 

probation as may be prescribed. 

 

(2) Any appointment of a civil servant by promotion or 

transfer to a service or post may also be made on probation as may be 

prescribed. 

 

(3) Where, in respect of any service or post, the satisfactory 

completion of probation includes the passing of a prescribed 

examination, test or course or successful completion of any training, a 

person appointed on probation to such service or post who, before the 

expiry of the original or extended period of his probation, has failed to 

pass such examination or test or to successfully complete course or the 

training shall, except as may be prescribed otherwise- 

 

(a) if he was appointed to such service or post by initial 

recruitment, be discharged; o 

(b) if he was appointed to such service or post by promotion 

or transfer, be reverted to the service or post from which 

he was promoted or transferred and against which he 

holds a lien or, if there be no such service or post, be 

discharged: 
 

Provided that in the case of initial appointment to a 

service or post, a civil servant shall not be deemed to have 

completed his period of probation satisfactorily until his 

character and antecedents have been verified as satisfactory in the 

opinion of the appointing authority. 
 

7. Confirmation: - (1) A person appointed on probation shall, on 

satisfactory completion of his probation, be eligible for confirmation in 

a service or, as the case may be, a post as may be prescribed. 
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(2) A civil servant promoted to a post 1[é]   on regular basis 

shall be eligible for confirmation after rendering satisfactory service for 

the period prescribed for confirmation therein. 
 

(3) There shall be no confirmation against any temporary 

post. 

(4) A civil servant who, during the period of his service, was 

eligible to be confirmed in any service or against any post retires from 

service before being confirmed shall not, merely by reason of such 

retirement, be refused confirmation in such service or post or any benefits 

accruing therefrom. 
 

(5) Confirmation of a civil servant in a service or post shall 

take effect from the date of occurrence of permanent vacancy in that 

service or post or from the date of continuous officiation, in such service 

or post, whichever is later. 
 

8. Seniority: - (1) For proper administration of a service, cadre or 
2{post}, the appointing authority shall cause a seniority list of the 

members for the time being of such service, cadre or 3{post}  to be 

prepared, but nothing herein contained shall be construed to confer any 

vested right to a particular seniority in such service, cadre or 4{post} as 

the case may be. 
 

 (2) Subject to the provisions of sub-section (1), the seniority of a civil 

servant shall be reckoned in relation to other civil servants belonging to 

the same service or 5[cadre] whether serving the same department or 

office or not, as may be prescribed.     

 

 (3) Seniority on initial appointment to a service, 6[cadre] or 

post shall be determined as may be prescribed. 
 

7 [ñ(4) Seniority in a post, service or cadre to which a civil 

servant is promoted shall take effect from the date of regular appointment 

to that post; 
 

                                                 
1 Omitted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
2 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
3 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
4 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
5 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
6 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
7 Substituted by Khyber Pakhtunkhwa Ordinance No.IV of 1985 
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 Provided that civil servants who are selected for promotion to a 

higher post in one batch shall, on their promotion to higher post, retain 

their inter-se-seniority as in the lower post.ò] 
 

 1 [ñ(5) The Seniority lists prepared under sub-section (1), shall 

be revised and notified in the official Gazette at least once in a calendar 

year, preferably in the month of Januaryò]. 
 

9. Promotion: -    (1) A civil servant possessing such minimum 

qualifications as may be prescribed shall be eligible for promotion to a         
2[higher] post for the time being reserved under the rule for departmental 

promotion in 3[é.] the service or cadre to which he belongs. 

 

 (2) A post referred to in sub-section (1) may either be a 

selection post or a non-selection post to which promotion shall be made 

as may be prescribed- 
 

(a) in the case of a selection post, on the basis of 

selection on merit; and 

(b) in the case of a non-selection post, on the basis of 

seniority-cum-fitness. 
 

10. Posting and Transfer: - Every civil servant shall be liable to 

serve anywhere within or outside the province, in any post under the 

Federal Government, or any Provincial Government or Local authority, 

or a corporation or body set up or established by any such Government: 

- 

 Provided that nothing contained in this section shall apply to a 

civil servant recruited specifically to serve in a particular area or region; 
 

 Provided further that, where a civil servant is required to serve in 

a post outside his service or cadre, his terms and conditions of service as 

to his pay shall not be less favourable than those to which he would have 

been entitled if he had not been so required to serve. 

 

11. Termination of service: - (1)The service of a civil servant may 

be terminated without notice- 
 

(i) during the initial or extended period of his probation: 
 

                                                 
1 Added by Khyber Pakhtunkhwa Act No.1 of 1989 
2 Inserted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
3 Omitted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
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  Provided that, where such civil servant is 

appointed by promotion on probation or, as the case may 

be, is transferred from one 1[service], cadre or post to 

another        2[service], cadre or post, his service shall not 

be so terminated so long as he holds a lien against his 

former post in such 3[service] or cadre, but he shall be 

reverted to his former 4[service], cadre or post, as the case 

may be; 
 

(ii)  on the expiry of the initial or extended period of his 

employment; or 
 

(iii)  if the appointment is made adhoc terminable on the 

appointment of a person on the recommendation of the 

selection authority, on the appointment of such person. 

 

(2) Where, on the abolition of a post or reduction in the 

number of posts in a cadre or grade, the services of a civil servant are 

required to be terminated, the person whose services are terminated shall 

ordinarily be the one who is the most junior in such cadre or grade. 
 

(3) Notwithstanding the provisions of sub-section (1), but 

subject to the provisions of sub section (2), the service of a civil servant 

in temporary employment or appointed adhoc shall be liable to 

termination on fourteen daysô notice or pay in lieu thereof. 
 

5[11-A Absorption of civil servants rendered surplus:- 

Notwithstanding anything contained in this Act, the rules made 

thereunder, any agreement, contract or the terms and conditions of 

service, a civil servant who is rendered surplus as a result of re-

organization or abolition of a department, office or abolition of  a post in 

pursuance of any Government decision may be appointed to a post, 

carrying basic pay scale equal to the post held by him before such 

appointment, if he possesses the qualifications and fulfils other 

conditions applicable to that post: 

 

 Provided that where no equivalent post is available, he may be 

offered a lower post in such manner and subject to such conditions as 

may be prescribed, and where such civil servant is appointed to a lower 

                                                 
1 Substituted by Khyber Pakhtunkhwa Ordinance No.IV of 1985 
2 Substituted by Khyber Pakhtunkhwa Ordinance No.IV of 1985 
3 Substituted by Khyber Pakhtunkhwa Ordinance No.IV of 1985 
4 Substituted by Khyber Pakhtunkhwa Ordinance No.IV of 1985 
5 Inserted by Khyber Pakhtunkhwa Ordinance No. VI of 2001 
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post, the pay being drawn by him in the higher post immediately 

preceding his appointment to a lower post shall remain protected.] 

 

12. Reversion to a lower 1(post): - A civil servant appointed to a 

higher post or 2[before the commencement of the (Khyber 

Pakhtunkhwa)3  Civil Servants (Amendment) Ordinance, 1985 to a 

higher] grade on adhoc or on temporary or officiating basis, shall be 

liable to reversion to his lower post 4[é] without notice. 

 
5 [12A. Certain persons to be liable to removal or reversion:-

Notwithstanding anything contained in his terms and conditions of 

service, a civil servant appointed or promoted during the period from first 

day of January, 1972 to the fifth day of July, 1977 may be removed from 

service or reverted to his lower post 6[ ] as the case may be, without 

notice, by the Governor or a person authorized by him in this behalf, on 

such date as the Governor or, as the case may be, the person so authorized 

may, in the public interest, direct]. 
 

7 [13. Retirement from service. - (1) A civil servant shall retire from 

service on the completion of sixtieth (60th) year of age. 

 

(2) A Civil Servant may opt to retire early from service, after 

completion of twenty-five (25) years of qualifying service or attaining 

the age of fifty -five (55) years, whichever is later 

 

(3) Notwithstanding anything contained in sub-section (1) and (2), 

the competent authority may in the public interest, direct that a 

Civil Servant may retire from service, from such date, as may be 

determined by the competent authority, after he has completed 

twenty (20) years of service, qualifying for pension or other 

retirement benefits, in the manner as may be prescribed;  

 

 Provided that no direction under this sub-section shall be 

made until the Civil Servant has been informed in writing of the 

grounds on which it is proposed to make the direction, and has 

been given a reasonable opportunity of showing cause against the 

said direction. 

                                                 
1 Substituted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
2 Inserted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Omitted by Khyber Pakhtunkhwa Ord. No.IV of 1985. 
5 Inserted by the Khyber Pakhtunkhwa Ord. No.IX of 1978 
6 Omitted by Khyber Pakhtunkhwa Ord No. IV of 1985 
7 Substituted vide the Khyber Pakhtunkhwa Civil Servants (Amendment) Act, 2021. Act. No. XI of 2021 
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Explanation: In this section, the expression ñcompetent authorityò means 

the appointing authority prescribed in rule 4 of the Khyber Pakhtunkhwa 

Civil Servants (Appointment Promotion and Transfer) Rules, 1989] 

 
1[13-A.  Protection of certain acts. --- (1) All the Civil Servants 

who were conditionally retired from service on or after 31st day of July, 

2019 shall, for all intents and purposes, be deemed to have been regularly 

retired from service on the date of attaining sixtieth (60th) years of age. 

 

(2) Any Civil Servant who has completed sixty (60) years of age but 

is not retired from service, by virtue of or in pursuance of the Khyber 

Pakhtunkhwa Civil Servant (Amendment) Act, 2019, shall be deemed to 

have been retired from service from the date when such Civil Servant has 

completed sixty (60) years of age. 

 

(3) Any salary, allowances and other ancillary benefits received or 

drawn by such Civil Servant under this section on or after 31st day of 

July, 2019 shall be deemed to be validly received and drawn] 

 

14. Employment after retirement:-(1) A retired civil servant shall 

not ordinarily be re-employed under Government, unless such re-

employment is necessary in the public interest and is made with the prior 

approval of the authority next above the appointing authority: 

 

 Provided that, where the appointing authority is the Governor, 

such re-employment may be ordered with the approval of the Governor. 

 

(2) Subject to the provision of sub-section (1) of section 3 of the Ex-

Government Servants (Employment with Foreign Governments) 

(Prohibition) Act, 1966 (Act XII of 1966),  a civil servant may, during 

leave preparatory to retirement, or after retirement from Government 

service, seek any private employment: 
 

 Provided that, where employment is sought by a civil servant 

while on leave preparatory to retirement or within two years of the date 

of his retirement, he shall obtain the prior approval of the prescribed 

authority. 
 

15. Conduct: - The conduct of a civil servant shall be regulated 

by rules made, or instructions issued, by Government or a prescribed 

                                                 
1 Inserted vide the Khyber Pakhtunkhwa Civil Servants (Amendment) Act, 2021. Act. No. XI of 2021 
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authority, whether generally or in respect of a specified group or class of 

civil servants. 
 

16. Disciplinary action: -A civi l servant shall be liable to prescribed 

disciplinary action and penalties in accordance with the prescribed 

procedure. 

 

17. Pay: - A civil servant appointed to a post 1[é.] shall be entitled, 

in accordance with the rules, to the pay sanctioned for such post 2[é.]: 
 

Provided that, when the appointment is made on a current-charge 

basis or by way of additional charge, his pay shall be fixed in the 

prescribed manner: 
 

 Provided further that where a civil servant has, under an order 

which is later set aside, been dismissed or removed from service or 

reduced in rank, he shall, on the setting aside of such order, be entitled 

to such arrears of pay as the authority setting aside such order may 

determine. 
 

18. Leave: - A civil servant shall be allowed leave in accordance with 

the leave rules applicable to him; provided that the grant of leave will 

depend on the exigencies of service and be at the discretion of the 

competent authority. 
 

3[19. Pension and gratuity. - (1) On retirement from service, a civil 

servant appointed on regular basis in the prescribed manner before the 

commencement of the [Khyber Pakhtunkhwa]4 Civil Servants 

(Amendment) Act, 2005 (hereinafter referred to as the said Act), shall be 

entitled to receive such pension or gratuity as are admissible to him under 

the West Pakistan Civil Servants Pension Rules: 

 

 Provided that in the event of death of such a civil servant, whether 

before or after retirement, his family shall be entitled to receive such 

pension, or gratuity, or both, as admissible under the said rules. 

 

 (2) A person though selected for appointment in the 

prescribed manner to a service or post on or after the 1st day of July, 2001, 

till the commencement of the said Act, but appointed on contract basis, 

shall, with effect from the commencement of the said Act, be deemed to 

                                                 
1 Omitted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
2 Omitted by Khyber Pakhtunkhwa Ord. No.IV of 1985 
3 Substituted by Khyber Pakhtunkhwa Act No. IX of 2005 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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have been appointed on regular basis. All such persons and the persons 

appointed on regular basis to a service or post in the prescribed manner 

after the commencement of the said Act shall, for all intents and purposes 

be civil servant except for the purpose of pension or gratuity. Such a civil 

servant shall in lieu of pension and gratuity, be entitled to receive such 

amount contributed by him towards the Contributory Provident Fund, 

along with the contributions made by Government to his account in the 

said Fund, in the prescribed manner: 

 

 1[Provided that where a civil servant appointed to a pensionable 

post on regular basis before the 1st day of July, 2001, is appointed to 

another post after the 1st day of July, 2001, without any service break, he 

shall be given an option either to retain the benefit of pension and gratuity 

as allowed to him under his previous terms of appointment or to avail the 

benefit of Contributory Provident Fund allowed to him under his new 

appointment].  

 

Provided 2[further] that in the event of death of such a civil 

servant, whether before or after retirement, his family shall be entitled to 

receive the said amount, if it has already not been received by such 

deceased civil servant. 

 

 (3) No pension to a civil servant, who is otherwise entitled to 

it, shall be admissible to him, if he is dismissed or removed from service 

for reasons of discipline, but Government may sanction compassionate 

allowance to such civil servants, not exceeding two-third of the pension 

or gratuity which would have been admissible to him had he been 

invalided from service on the date of such dismissal or removal: 

 

 Provided that a civil servant referred to in sub-section (2), in case 

of such dismissal or removal, may, in addition to his own contributions 

to the Contributory Provident Fund, be allowed, on account of such 

compassionate allowance, a sum not exceeding two-third of Government 

contributions in his account. 

 

 (4) If the determination of the amount of pension or gratuity 

admissible to a civil servant is delayed beyond one month of the date of 

his retirement or death, he or his family, as the case may be, shall be paid 

provisionally such anticipatory pension or gratuity as may be determined 

                                                 
1 Added vide the Khyber Pakhtunkhwa Civil Servants (Amendment) Act, 2009 (Khyber Pakhtunkhwa Act No. 

VIII of 2009) 
2 Added vide the Khyber Pakhtunkhwa Civil Servants (Amendment) Act, 2009 (Khyber Pakhtunkhwa Act No. 
VIII of 2009) 
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by the prescribed authority, according to the length of service of the civil 

servant which qualified for pension or gratuity and any over payment on 

such provisional payment shall be adjusted against the amount of pension 

or gratuity finally determined as payable to such civil servant or his 

family.] 

 

20. Provident Fund: - (1) Before the expiry of the third 

month of every financial year, the Accounts Officer or other officer 

required to maintain provident fund accounts shall furnish to every civil 

servant subscribing to a provident fund the account of which he is 

required to maintain a statement under his hand showing the 

subscriptions to including the interest accruing thereon, if any, and 

withdrawals or advances from his provident fund during the preceding 

financial year. 

 

(2) Where any subscription made by a civil servant to his 

provident fund has not been shown or credited in the account by the 

Accounts Officer or other officer required to maintain such account, such 

subscription shall be credited to the account of the civil servant on the 

basis of such evidence as may be prescribed. 

 

21. Benevolent Fund and Group Insurance: - All civil servants 

and their families shall be entitled to the benefits admissible under the 

West Pakistan Government Employees Welfare Fund Ordinance, 1969. 

(W.P Ord. I of 1969), or the [Khyber Pakhtunkhwa]1 Government 

Servants Benevolent Fund Ordinance, 1972 (2Khyber Pakhtunkhwa Ord. 

VII of 1972.), and the rules made thereunder. 

 

22. Right of Appeal or Representation:-(1) Where a right to prefer 

an appeal or apply for review in respect of any order relating to the terms 

and conditions of his service is provided to a civil servant under any rules 

applicable to him, such appeal or application shall, except as may be 

otherwise prescribed, be made within thirty days of the date of such 

order. 

 

(2) Where no provision for appeal or review exists under the rules 

in respect of any order or class of orders, a civil servant aggrieved by any 

such order may, within thirty days of the communication to him of such 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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order, make a representation against it to the authority next above the 

authority which made the order: 

 

 Provided that no representation shall lie on matters relating to the 

determination of fitness of a person to hold a particular post or to be 

promoted to a higher post or grade. 

 

CHAPTER-III  

(MISCELLANEOUS)  
 

23. Saving: - Nothing in this Act or in any rule shall be construed to limit 

or abridge the power of the Governor to deal with the case of any civil 

servant in such manner as may appear to him to be just and equitable: 
 

 Provided that, where this Act or any rule is applicable to the case 

of a civil servant, the case shall not be dealt with in any manner less 

favorable to him than that provided by this Act or such rules. 

 
1[23-A-Idemnity --- No suit, prosecution or other legal proceedings shall 

lie against a civil servant for anything done or intended to be done in good 

faith in his official capacity under this Act or the rules, instructions or 

direction made or issued thereunder. 
 

23-B. Jurisdiction barred  --- Save as provided under this Act and the 

Service Tribunal Act, 1974 2(Khyber Pakhtunkhwa Act No. 1 of 1974), 

or the rules made thereunder, no order made or proceedings taken under 

this Act, or the rules made thereunder by the Governor or any officer 

authorized by him shall be called in question in any court and no 

injunction shall be granted by any Court in respect of any decision made, 

or proceedings taken in pursuance of any power conferred by or under Act 

or the rules made thereunder] 
 

24. Removal of difficulties: - If any difficulty arises in giving 

effect to any of the provisions of this Act, the Governor may make such 

order, not inconsistent with the provisions of this Act, as may appear to 

him to be necessary for the purpose of removing the difficulty: 
 

 Provided that no such power shall be exercised after the expiry of 

one year from the coming into force of this Act. 
 

                                                 
1 Inserted by Khyber Pakhtunkhwa Ord. No. XIV of 2002 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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25. Appointment of persons on contract, etc: - The 

Governor or any person authorized by the Governor in that behalf may, 

on such terms and conditions as he may specify in each case, appoint 

persons on contract basis, or on work-charged basis, or who are paid out 

of contingencies: 

 

 Provided that all such employees who were working in any such 

capacity immediately before the commencement of this Act shall continue 

to be so employed on the same terms and conditions on which they were 

appointed. 
*26. Rules: - (1) The Governor or any person authorized by the 

Governor in this behalf, may make such rules as appear to him to be 

necessary or expedient for carrying out of the purposes of this Act. 

 

 (2) Any rules, orders or instructions in respect of any terms 

and conditions of service of civil servants duly made or issued by an 

authority competent to make them and in force immediately before the 

commencement of this Act shall, in so far as such rules, orders or 

instructions are not inconsistent with the provisions of this Act, be deemed 

to be rules made this Act. 

 

27. Repeal: - The 1[Khyber Pakhtunkhwa] Civil Servants Ordinance, 

1973 (2Khyber Pakhtunkhwa Ordinance No.VI of 1973), is hereby 

repealed. 

 

C.No. 3(2-1) 

 

THE 3[KHYBER PAKHTUNKHWA] JUDICIAL SERVICE 

RULES, 2001 (SUBSTITUTED) 

 
 

TO BE SUBSTITUTED FOR THE NOTIFICATION 

BEARING THE SAME NO. & DATE 

                                                 
* The Governor has authorized the Chief Minister Khyber Pakhtunkhwa to make rules vide Notification 

No.SORI(S&GAD)1-206/74/Vol.V dated 18.4.1989 which reads as under:- 
ñIn exercise of the powers conferred by sub-section (1) of Section 26 of the Khyber Pakhtunkhwa Civil Servants 

Act, 1973 (Khyber Pakhtunkhwa Act XVIII of 1973), the Governor North West Frontier Province is pleased to 

authorize the Chief Minister, North West Frontier Province to make rules for carrying out of the purposes of the 
said Actò 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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GOVERNMENT OF THE [KHYBER PAKHTUNKHWA]1 

ESTABLISHMENT DEPARTMENT 

 

NOTIFICATION  

 
Dated Peshawar the 05/03/2002 

 

No. SOR-IV (E&AD)/3 -11/2002. In exercise of the powers conferred by 

Section 26 of the [Khyber Pakhtunkhwa]2 Civil Servants Act 1973 [(Khyber 

Pakhtunkhwa)3 Act No. XVIII of 1973] read with Cabinet Division, 

Government of Pakistan, Notification No. SOR 475 (1)/ 2001 dated the 28th 

June, 2001, the Governor of the North West Frontier Province is pleased to 

make the following rules regulating recruitment to the Judicial Service and 

prescribing the terms and conditions of service of persons appointed thereto 

namely. 

 

THE [KHYBER PAKHTUNKHWA] 4 

JUDICIAL SERVICE RULES 2001 

 

PART-1 
GENERAL  

 

1. Short title and commencement: (1) These rules may be called the 

[Khyber Pakhtunkhwa]5 Judicial Service Rules, 2001. 

(2)  They shall come into force at once.  

 

2. Definitions: In these rules, unless there is anything repugnant in the 

subject or context: 

(a) ñAdministration Committee of the High Courtò means 

Committee constituted under High Court Rules and Orders, 

volume-V, Chapter 10-A. 

(b) ñAppointment on contract basisò means appointment made for 

a specified period in accordance with the policy of Govt: 

applicable to appointment on contract basis. 

(c) ñChief Justiceò means the Chief Justice of Peshawar High 

Court Peshawar. 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
5 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 



II -District Judiciary                                   1- Legal Framework                                  

 

---320------------------------------------------------------Judicial Estacode 2021- 

(d) ñCommissionò means the [Khyber Pakhtunkhwa]1 Public 

Service Commission. 

(e) ñDepartmental promotion committeeò means the Committee 

constituted under High Court Rules and Orders Volume-V, 

chapter 10-A. 

(f) ñGovernmentò means the Government of [Khyber 

Pakhtunkhwa]2  

(g) ñHigh Courtò means Peshawar High Court Peshawar. 

(h) ñInitial appointmentò means appointment made otherwise 

than by promotion or transfer from another service, 

department or post; 

(i) ñProvincial Judicial Selection Boardò means a Board 

comprising the Administration committee or such number of 

Judges of the High Court as may be nominated by the 

Administration Committee; 

(j) ñRecognized Universityò means the University established by 

or under a law in Pakistan or any other University which may 

be declared by Government to be a recognized University for 

the purpose of these rules; 

(k) ñSelection Authorityò means the Commission or, as the case 

may be, the Provincial Judicial Section Board; and 

(l) ñServiceò means the [Khyber Pakhtunkhwa]3 Judicial Service. 

 

PART-II  

RECRUITMENT  

 
3. Constitution of Service: - The Service shall comprise the posts of: 

 

(a) District and Sessions Judge/Zilla Qazi 

(b) Additional District and Sessions Judge/Izafi Zilla Qazi 

(c) Senior Civil Judge-cum Magistrate, empowered under section 

30 Cr.P.C/ Aala Alaqa Qazi 

(d) Civil Judge cum Judicial Magistrate /Alaqa Qazi 

 
Note ï The designation of Zilla Qazi, Izafi Zilla Qazi, Aala Alaqa Qazi and 

Alaqa Qazi wherever used in these rules, shall be deemed to be relevant only 

to the Provincially Administered Tribal Areas of the [Khyber Pakhtunkhwa]4. 

 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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4. Appointing Authority:  -Appointment to a post shall be made by the 

High Court. 

 

5. Method of Recruitment: -Appointment to Service shall be made in 

the following  manner: 

 

(a) appointment to a post of Civil Judge-cum-judicial 

Magistrate/Alaqa Qazi shall be made by initial recruitment; 

(b) appointment to a post of Senior Civil Judge cum Judicial 

Magistrate empowered under section 30 Cr.P.C/Aala Alaqa 

Qazi shall be made on seniority cum-fitness basis from 

amongst the Civil Judges-cum-Judicial Magistrate/Alaqa Qazi 

on the recommendation of Departmental Promotion 

Committee. 

(c) Appointment to a post of Additional District and Sessions 

Judge/Izafi Zilla Qazi shall be made to the extent of- 

 

(i) not less than two-third by promotion, on the 

recommendation of Departmental promotion 

committee from amongst the holders of the post of 

Senior Civil Judge-cum-Judicial Magistrate, 

empowered under section 30 Cr.P.C./Aala Alaqa Qazi, 

and; 

(ii)  not more than one-third by initial recruitment, from 

amongst the members of the Bar, Public 

Prosecutors/Government Pleaders and Additional 

Public Prosecutors/Additional Government Pleaders; 
 

(d) Appointment to a post of District and Sessions Judge/Zila 

Qazi shall be made by promotion, on the recommendation of 

the Departmental Promotion Committee, on the basis of 

seniority-cum-fitness, from amongst the holders of the post of 

Additional district and sessions Judge/Izafi Zilla Qazi; 

(e) Appointment by initial recruitment to a post of Civil Judge-

cum-Judicial magistrate/Alaqa Qazi shall be made on 

recommendations of the commission based on the result of a 

competitive examination to be conducted by it in the subjects 

specified in the Appendix to these rules; 
 

 Provided that the High Court may make appointment by initial 

recruitment on contract basis on the recommendations of the Provincial 

Judicial Selection Board in accordance with the policy of Government 

applicable to appointment on contract basis.  
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6. Age ï (1) No person shall be appointed to the Service if; 

 

(i) In case of initial recruitment as Civil Judge cum Judicial 

Magistrate /Alaqa Qazi he/she is less than twenty-three years 

and more than thirty-two years of age.1 

  
(ii)  in case of initial recruitment as Additional District and 

Sessions Judge/Izafi Zilla Qazi, he/she is less than thirty-five 

years or more than forty-five years of age. 

 

(2)  For the purpose of this rule, age shall be reckoned as on the 

last date fixed for submission of applications for appointment. 

 

7. Qualification : -( 1)  No person shall be appointed to a post in the 

service by initial recruitment unless he/she; 
 

(a) in case of appointment to a post of Civil Judge cum-

Judicial-Magistrate / Alaqa Qazi, possesses a degree in 

law from a recognized University entitling him/her to 

practice the profession of law or is a Barrister of England 

or Ireland or is a Member of the Faculty of Advocates of 

Scotland [and have practiced the profession of law in the 

High Court or in the Courts subordinate thereto, for a 

period not less than two (2) years after enrollment as an 

advocate]2 

 

Explanation ï For the purpose of this clause, the expression ñpracticed the 

profession of lawò shall include any period of government service by a person 

as Government Pleader, Public Prosecutor, Additional Government Pleader 

or Additional Public Prosecutor on behalf of Government; 

 

(b) in case of appointment to a post of Additional District and 

Sessions Judge/ Izafi Zilla Qazi, apart from possessing the 

qualification in clause (a), is also a practicing Advocate of High 

Court and/or the Courts subordinate thereto with a minimum 

practice of eight years. 

 

                                                 
1 Provisos (a), (b) & (c) deleted vide Notification No.SOE-III(E&AD)2 -1/2007 Dated 3rd September, 2008 
2 Added vide Notification No E&A/LD/2-2/14/VOL-VII; Dated the August 26 2015 
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 Provided that the experience of practicing as an Advocate shall also 

include the service rendered as Public Prosecutor, Government Pleader, 

Additional Public Prosecutor or Additional Government Pleader. 

 

8. Eligibility : -( 1) No person shall be initially appointed to the service 

unless  he/she- 

 

(a) is a citizen of Pakistan and is bonafide resident of the [Khyber 

Pakhtunkhwa]1. 

(b) produces a certificate of character from the Principal 

Academic Officer of the academic institution last attended and 

also certificates of character from two other respectable 

persons, not being his/her relatives, who are well acquainted 

with his/her character and antecedents, and 

(c) is declared to be physically fit by a Board of Medical Officers, 

appointed by the Government. 

 

PART-III  

CONDITIONS OF SERVICE  

 

9. Probation: (1) A person appointed to a post against a substantive 

vacancy shall  remain on probation for a period of two years, if appointed by 

initial recruitment, and for a period of one year, if appointed otherwise.  

 

 Explanation: Officiating service and service spent on deputation to 

a corresponding or a higher post may be allowed to count towards the period 

of probation. 

(2) If the work or conduct of a member of the service during the 

period of probation has been unsatisfactory, the High Court 

may, notwithstanding that the period of probation has not 

expired, dispense with his/her services. 

(3) On completion of the period of probation of a member of the 

service, the High Court may, subject to the provisions of sub-

rule (4), confirm him/her in his/her appointment, or if his/her 

work or conduct has, in the opinion of the High Court, not been 

satisfactory; 
   

(a) dispense with his/her services, if he/she was not an employee 

of a department/organization before his/her appointment as 

above or his/her lien was not retained by his/her parent 

Department/Organization, or may revert him/her to the parent 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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Department/Organization if he/she was an employee of a 

department/ organization and his/her lien has been retained by 

the parent department/organization or 

(b) extend the period of probation by a period not exceeding two 

years in all, and during or on the expiry of such period pass 

such orders as it could have passed during or on the expiry of 

the initial period of probation. 

 

 Explanation-I - If no order has been made by the day following the 

completion of the initial period of probation, the period of probation shall be 

deemed to have been extended. 

 

 Explanation-II - If no order has been made by the day on which the 

maximum period of probation expires, the probationer shall, subject to sub -

rule (4), be deemed to have been confirmed in his/her appointment from the 

date on which the period of probation was last extended or may be deemed 

to have been  so extended. 

 

(4) No person shall be confirmed in the service unless he/she 

successfully completes such training and passes such 

departmental examination as may be prescribed by the High 

Court from time to time. 

(5) If a member of the Service fails to complete successfully any 

training or pass any departmental examination prescribed 

under Sub-Rule (4), within such period or in such number of 

attempts as may be prescribed by the High Court, then the High 

Court may dispense with his/her services, if he/she was not an 

employee of a department/organization or his/her lien has not 

been retained by his/her parent department/organization, or 

may revert him/her to the parent department/organization if 

he/she was an employee of a department/organization and 

his/her lien has been retained by the parent 

department/organization. 

 

10. Seniority: The seniority inter-se of the members of the service in the 

various pay scales thereof shall be determined by the High Court, subject to 

the following conditions: 
 

(a) In the case of members appointed by initial recruitment, in 

accordance with the order of merit assigned by the 

Selection Authority as mentioned in Rule-5; provided that 

persons selected for the service in an earlier selection shall 

rank senior to the persons selected in a later selection. 
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(b) In the case of members appointed by promotion, seniority 

in a post, service or cadre to which a Civil Servant 

promoted shall take effect from the date of regular 

appointment to that post; provided that Civil Servants who 

are selected for promotion to a higher post in one batch 

shall, on their promotion to higher post, retained their 

inter-se seniority as in the lower post. 

 

 Explanation-I If a Jr. officer in a lower grade is promoted 

temporarily to a higher grade in the public interest, even though continuing 

later permanently in the higher grade, it would not adversely affect the 

seniority in the interest of his/her senior officer in the fixation of his/her 

seniority in the higher grade. 

 

 Explanation-II If a Jr. Officer in a lower grade is promoted to a 

higher grader by superseding a Sr. officer and subsequently that officer is also 

promoted, the officer promoted first shall rank senior to the officer promoted 

subsequently. 

 

11. Selection Grade: -   
 (i) Not less than 33% of the posts of: - 

a) District & Sessions Judges/Zilla Qazis 

b) Additional District & Sessions Judges/Izafi Zilla Qazis 

c) Senior Civil Judges/Magistrates, empowered under Section-

30 Cr.P.C/Aala Alaqa Qazis. 

d) Civil Judges cum Judicial Magistrates/ Alaqa Qazis  

e) Including members of the Service serving against ex-cadre 

posts. 

  

  Shall be placed in the next higher basic pay scale 

 
ii) Selection Grade of officers shall be made by the High Court on the 

recommendations of the Departmental Promotion Committee from 

amongst the senior most incumbents. 

 

12 Liability to Transfer and Serve: Members of the Service shall be 

liable to: 

(a) transfer anywhere in the [Khyber Pakhtunkhwa]1; 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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(b) serve in any department of Government or any local 

authority or statutory body set up or established by 

Government; and 

(c) serve anywhere in Pakistan under the Federal 

Government. 
 

13. General Rules: In all matters not expressly provided for in these 

rules, members of the Service shall be governed by such rules as have been 

or may hereafter be prescribed by Government and made applicable to their 

employees, with such modifications and changes as the High Court may 

prescribe.  
 

14. Repeal and Saving: - The West Pakistan Civil Service (Judicial 

Branch) Rules, 1962, and the North West Frontier Province Senior Judicial 

Officers (Terms and Conditions of Service) Rules, 1979, are hereby repealed. 
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APPENDIX 

 

SYLLABUS AND STANDARD FOR THE [KHYBER 

PAKHTUNKHWA ]1. JUDICIAL SERVICE COMPETITIVE 

EXAMINATION  
 

1. The Competitive Examination shall be in the subjects as listed below 

and each candidate shall take all the subjects. 
 

2. A candidate shall answer the papers in English, unless otherwise 

directed. 
 

3. The subjects and maximum marks fixed for each subject/paper shall 

be such as shown below in column 2 and 3 respectively; 

 

SUBJECTS / PAPERS 

 

Serial  

Number 
Subjects 

Maximum 

Marks 

1 2 3 

1. English General and English Essay 100 

2. 
Urdu/Pushto Essay and General 

Urdu/Pushto Paper 
100 

3. 

General Knowledge: 

a. Current Affairs and Everyday 

Science. 

b. Pakistan Studies 

 

100 

50 

4. Civil Law-I 100 

5. Civil Law-II  100 

6. Criminal Law. 100 

7. Islamic Jurisprudence 100 

8. Qanun-e-Shahadat 1984 and Pleading 100 

9. Viva-Voce 100 

Note: All papers shall be of three hours duration. 
 

4. Qualifying marks in the aggregate of written papers and viva voice 

shall respectively be 425 and 30. 

 

5. No candidate shall be summoned for viva voce test unless he/she has 

obtained at least 33 percent marks in each individual written paper and 50 

percent marks in the aggregate. No candidate shall be considered to have 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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qualified in the examination unless he/she also obtained at least 30 percent 

marks in viva voce, failure in or absence from viva voce shall mean that the 

candidate has failed to qualify for appointment and his/her name will not be 

included in the merit list.  
 

6. Deleted vide No. SOR-IV(E&AD)5 -4/2006 dated 21st January, 2010. 
 

7. If a candidateôs handwriting is not easily legible, deduction which 

may be considered suitable may be made on this account from the total marks 

secured by him/her. 
 

8. Credit will be given for good English including orderly, effective and 

exact expression combined with the economy of words, in all subjects of the 

examination and not only in subjects which are specially devoted to English.  
 

9. Names of the candidates who qualify shall be arranged in order of 

merit according to the aggregate marks obtained in the examination.  
 

10. In the event of a tie, the order of merit shall be determined in 

accordance with the highest marks secured in the viva-voce. Should the 

marks in the viva voce of the candidates who tie be equal then the candidate 

who is older in age shall be placed senior. 
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DETAILED SYLLABUS FOR THE [KHYBER 

PAKHTUNKHWA] 1. JUDICIAL SERVICE COMPETITIVE 

EXAMINATION  

 

1. English General and English Essay. This paper is intended to test 

the candidateôs command of the English language and may include precise 

writing usage of idioms, with an essay in English on one of the several 

specified subjects and is intended to test the candidateôs ability to compose. 

 

2. Essay and General Paper in Urdu/Pushto. This paper is 

intended to test the candidateôs to write the language fluently and to translate 

from English into it. Candidateôs will be expected to have a grasp of the 

language and to understand poetry and prose. Knowledge of literature as such 

will not form part of this paper. 

 

3. General Knowledge including every day science and Pakistan 

Studies. This paper is intended to test the candidateôs knowledge of current 

world affairs and also of broad facts of historical, political, geographical and 

economic importance. A section will be included to test the candidateôs 

knowledge and understanding of matters of every day observation and 

experience in the scientific aspect. Eighty marks will be allowed for General 

Knowledge, Current Affairs and twenty marks for every day Science. Paper 

of Pakistan studies will be of Degree standard. 
 

4. Details of subject with respect to certain paper. The following 

papers shall comprise the subject noted against each: 
 

 a Civil Law Paper-I   (i) Civil Procedure Code 1908; 

     (ii)  West Pakistan Civil Court  

      Ordinance, 1962. 

     (iii)  Contract Act 1872; 

     (iv) Sales of Goods Act, 1930. 
  

 b Civil Law Paper-II   (i) Muhammadan Law / Islamic  

      Law; 

     (ii)  Registration Act, 1908; 

     (iii)  Limitation Act, 1908; 

     (iv) Specific Relief Act, 1877. 
 

 c Criminal Law   (i) Pakistan Penal Code, 1860; 

 (ii)        Criminal Procedure Code, 1898; 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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     (iii)  Hudood Ordinances, 1979. 

 d Islamic Jurisprudence (i) Pre-Islamic Arab Society  

      Evolution of the Islamic Legal 

      system and sources of Islamic 

      Law;  

     (ii)  Importance of Qiyas, Istehsan, 

      Istidlal, 

      Ijtehad and Taqlid; 

     (iii)  Acts, Rights and Obligations; 

     (iv) Ownership and Possession; 

     (v) Contracts, Torts and Crimes; 

     (vi) Procedure and Evidence; 

     (vii)  Constitutional and   

      Administrative Laws and  

      Relations between Muslims  

      and Non-Muslims. 
  

 (e) Qanun-e-Shahadat (i) Qanun-e-Shahadat 1984. 

       1984 and Pleading (ii)  Particulars of Plaints. 

     (iii)  Particulars of written   

      statements; 

     (iv) Drafting of Plaints and Written 

      Statements. 
 

Note: Except in case of Muhammadan Law/Islamic Law, Hudood 

Ordinances, Islamic Jurisprudence and Pleadings, bare copies of the relevant 

Acts will be provided to the candidates. 
 

5. The object of the Examination is to test the practical ability of the 

candidates rather than the range of their theoretical knowledge. For this 

purpose the kind of questions that will be asked will be to give the facts of a 

typical case and ask the candidate to frame issues, to write a Judgment and to 

discuss the admissibility of evidence. 
 

6. Viva Voce: The viva voce will be a test of the personal qualities 

of the candidates. This examination will be in matters of general interest and 

is intended to test the candidates alertness, intelligence and general outlook. 

Consideration will also be paid to these bearing and physique of the 

candidate. 

 

________________________________________ 
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C.No. 4(2-1) 
 

THE 1[KHYBER PAKHTUNKHWA ] SUBORDINATE 

JUDICIARY SERVICE TRIBUNAL ACT, 1991  
 

1. Short title application and commencement: - (1) This Act may be 

called the 2[Khyber Pakhtunkhwa] Subordinate Judiciary Service Tribunal 

Act, 1991. 

 

(2) It shall apply to all members of subordinate Judiciary 

wherever they may be. 

(3) It shall come into force at once. 

  

2. Definiti on: In this Act, unless the context otherwise requires: - 

 (a) ñChairmanò means the Chairman of the Tribunal; 

(b) ñGovernmentò means the Government of the 3[Khyber 

Pakhtunkhwa]; 

(c) ñGovernorò means the Governor of the 4[Khyber 

Pakhtunkhwa]; 

(d) ñMemberò means a Member of the Tribunal and includes the 

Chairman; 

(e) ñMembers of Subordinate Judiciaryò means and includes all 

the Judicial Officers under the administrative control of the 

Peshawar High Court; 

(f) ñTribunalò means the Service Tribunal established by this 

Act and includes a Bench thereof. 

 

3. Tribunal: - (1) The Governor may by Notification in the 

Official Gazette establish a Service Tribunal for the 5[Khyber Pakhtunkhwa]. 

 

(2) The Tribunal shall have exclusive jurisdiction in respect of 

matters relating to terms and conditions of the service of members of 

Subordinate Judiciary including disciplinary matters. 

 

(3) The Tribunal shall consist of four sitting Judges of the 

Peshawar High Court to be nominated by the Chief Justice of whom the 

senior most shall be the Chairman. 

 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
5 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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 Provided that Judge against whose orders an appeal is 

preferred shall not be member of the Tribunal. 

 

4. Constitution of Benches: - (1) Notwithstanding anything contained 

in Section 3, Chairman may constitute a Bench consisting of two Members 

with or without the Chairman and when so constituted a Bench shall be 

deemed to be a Tribunal. 
 

(2) If a Bench is unable to arrive at an unanimous decision in an 

appeal, the matter shall be referred to any one of the remaining two Members 

of the Tribunal as the Chairman may determine and the decision of the 

Tribunal shall be expressed in terms of the opinion of the majority. 
 

(3) The Chairman may at any stage of hearing of an appeal 

withdraw it from the Tribunal and entrust it to a Bench or may withdraw any 

appeal pending before a Bench and make it over to another Bench or to the 

Tribunal. 

 

5. Appeal to Tribunal: -Any member of Subordinate Judiciary 

aggrieved by any final order, whether original or appellate, made by a 

departmental authority in respect of any of the terms and conditions of his 

service may, within thirty days of the communication of such order to him or 

within six months of the establishment of the Tribunal, whichever is later, 

prefer an appeal to the Tribunal. 
 

Provided that- 

(a) where an appeal, review or representation to a departmental 

authority is provided under the [Khyber Pakhtunkhwa]1.Civil 

Servants Act, 1973 (2Khyber Pakhtunkhwa Act XVIII of 1973), or 

any rules against any such orders, no appeal shall lie to the Tribunal 

unless the aggrieved person has preferred an appeal or application for 

review or representation to such departmental authority and a period 

of ninety days has elapsed from the date on which such appeal, 

application, or representation was so preferred; 
 

3[(b) no appeal shall lie to the Tribunal against an order or decision of 

a departmental authority determining, the quantum of departmental 

punishment or penalty imposed on a member of Subordinate judiciary 

as a result of departmental inquiry except where the penalty imposed 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted vide Khyber Pakhtunkhwa Act No. X of 2015 
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is dismissal from service, removal from service or compulsory 

retirement or any minor penalty as defined in the rules.] 
 

Explanation: -In this section ñDepartmental Authorityò means the authority, 

other than a Tribunal which is competent to make an order in respect of any 

of the terms and conditions of service of members of Subordinate Judiciary. 
 

6. Powers of Tribunal: - (1) The Tribunal may, on appeal, confirm, 

set aside, vary or modify the order appealed against. 

 

(2) The Tribunal shall for the purpose of deciding any appeals, be 

deemed to be a Civil Court and shall have the same powers as are vested in 

civil court under the Code of Civil Procedure, 1908(Act V of 1908), including 

the powers of- 
 

(a) enforcing the attendance of any person and examining him on 

oath. 

(b) compelling the production of documents; and 

(c) issuing commission for the examination of witnesses and 

documents. 

 

(3) No court fee shall be payable for preferring an appeal to or 

filing, exhibiting or recording any document in, or obtaining any document 

from a Tribunal. 
 

7. Limitation: - The provisions of Section 5 and 12 of the Limitation 

Act, 1908 (IX of 1908), shall apply to appeals under this Act. 
 

8. Transfer of Appeal: -All appeals pending before the Tribunal 

established under the [Khyber Pakhtunkhwa]1. Service Tribunal Act, 1974 

(2Khyber Pakhtunkhwa Act I of 1974), relating to members of Subordinate 

Judiciary shall stand transferred to the Tribunal established under this Act. 
 

9. Rules: - The Government may, by Notification in the Official 

Gazette, make rules for carrying out the purposes of this Act. 
 

10. Repeal: - The 3Khyber Pakhtunkhwa Subordinate Judiciary Service 

Tribunal Ordinance, 1991 (4Khyber Pakhtunkhwa Ord. No.III of 1991) is 

hereby repealed. 

 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 



II -District Judiciary                                   1- Legal Framework                                  

 

---334------------------------------------------------------Judicial Estacode 2021- 

C.No. 5(2-1) 
 
1[KHYBER PAKHTUNKHWA] SUBORDINATE JU DICIARY 

SERVICE TRIBUNAL RULES, 1992 
 

1. Short title and commencement: - (1) These rules may be called the 
2[Khyber Pakhtunkhwa] Subordinate Judiciary Service Tribunal Rules, 1991. 

 

(2) They shall come into force at once. 

 

2. Definition: - In these rules, unless the context otherwise requires, 

the following expressions shall have the meanings hereby respectively 

assigned to them, that is to say- 

 

(a) ñActò means the 3[Khyber Pakhtunkhwa] Subordinate 

Judiciary Service Tribunal Act, 1991 (4Khyber Pakhtunkhwa 

Act No. VIII of 1991); 

(b) ñChairmanò means the Chairman of the Tribunal. 

(c) ñMemberò means a member of the Tribunal. 

(d) ñRegistrarò means the Registrar of the Tribunal, and includes 

any other person authorized by the Tribunal to perform the 

duties and functions of the Registrar under these rules; and  

(e) ñTribunalò means the Tribunal established under section 3 of 

the Act and includes a Bench constituted under section 4 

thereof. 

 

3. Working hours: - The Tribunal shall observe such hours of sitting as 

it may determine. 

 

4. Holidays: - The Tribunal shall observe such holidays as are notified 

by Government, and such local holidays as are observed by the Peshawar 

High Court, Peshawar. 

 

5. Sitting of Tribunal: - The Tribunal shall hold its sitting at Peshawar. 

 

6. Procedure to prefer Appeal: - (1) An appeal to the Tribunal may be 

sent by Registered post or presented to the Registrar personally or through an 

advocate, during working hours. 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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(2) Every memorandum of appeal shall- 

 

(a) by legibly, correctly and concisely written or printed; 

(b) be divided into paragraphs numbered consecutively, each 

paragraph containing as nearly as may be separate 

allegation; 

(c) containing the full name, official designation and place 

of posting of each party; 

(d) clearly set out the relief claimed; 

(e) be accompanied by- 

 

(i) a copy of the seniority list or other order of the 

competent authority fixing seniority, or in order cases, 

copy of the impugned order; against which the appeal 

is directed; 

(ii)  copies of rules, orders and other documents on which 

the appellant proposed to rely in support of his claim; 

 

(f) be signed by the appellant; 

(g) be accompanied by four spare copies of the memorandum 

of appeal and as many other copies thereof, complete in 

all respects, signed by the appellant and accompanied by 

the documents referred to in clause(e), as there are 

respondents; 

 

Provided that where the Tribunal is satisfied that it is not possible for 

an appellant to produce any document referred to in clause (e), it may waive 

the provision of the said clause. 

 

Note: For the purposes of sub-clause (i) of clause (e), the appointing 

authority or any other authority to whom the powers to make decision 

regarding seniority of a member of the Subordinate Judiciary have been 

delegated shall prepare and notify in the official Gazette a list of seniority of 

the members of the subordinate Judiciary under its administrative control and 

the list so prepared shall be maintained up to date and shall be revised at least 

once a year preferably in the month of January. 

 

(3) Every memorandum of appeal shall be presented to the 

Registrar in the covers and be accompanied by a typed or printed index of 

papers failing which the appeal may not be entertained. 
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(4) In every memorandum of appeal, the competent authority 

whose order is challenged shall be shown as Respondent No.1 and every civil 

servant who may be affected by the relief claimed, shall also be shown as 

respondent; 

 

 Provided that if the competent authority whose order is challenged is 

the Chief Justice or a Judge of the Peshawar High Court through the 

Registrar, Peshawar High Court shall be shown as Respondent No.1. 

 

(5) Where an appeal is presented after the period of limitation 

prescribed in the Act, it shall be accompanied by a petition supported by an 

affidavit setting forth the cause of delay. 

 

7. Security of appeals: -The Registrar shall scrutinize every 

memorandum of appeal received by post, or presented to him and shall-  

 

(a) if it be in order and drawn up in accordance with forgoing 

provisions, cause it to be registered in the Registrar of Appeals 

to be maintained by the Tribunal; 

 

(b) if it is not drawn up in the manner herein before prescribed, 

return it to the appellant or his advocate for amendment, 

within a time to be specified in an order to be recorded by him 

on the memorandum of appeal, pointing out the deficiency; 

 

(c) where the memorandum of appeal is not drawn up in the 

manner herein before prescribed and the appellant or his 

advocate fails to amend the same within the period specified 

by the Registrar, the Tribunal may pass such order as it may 

deem fit. 
 

8. Admission of the time barred appeals: - Any appeal may be 

admitted after expiry of the period of limitation prescribed thereof when the 

appellant satisfies the Tribunal that he had sufficient cause for not preferring 

the appeal within such period and the decision of the Tribunal as to the 

sufficiency of cause shall be final. 

 

9.  Fixation of date of hearing:-(1) The Tribunal may, after fixing a day 

for hearing the appellant, and hearing him or where he is represented by an 

advocate, hearing the advocate, dismiss the appeal in limine. 

 

(2) If the appeal is not dismissed in limine, notices of admission 

of appeal and of the day fixed for its hearing, issued under the signature of 



II -District Judiciary                                   I- Legal Framework  

--Judicial Estacode 2021-------------------------------------------------------337-- 

the Registrar or any other official authorized by him in this behalf, shall, 

subject to the provisions of Rule 10, be served on the appellant and the 

respondents, or on their advocates if they are so represented, and on such 

other persons as the Tribunal may deem proper. 

 

(3) Except as otherwise directed by the Tribunal, for reasons to be 

recorded in writing, the cases shall be fixed for hearing on their own turn, 

according to the dates of their admission. 

 

10. Deposit of Security etc: - (1) If the appeal is admitted, the appellant 

shall deposit with the Registrar: - 

 

(a) cash security for costs in the sum of Rs.100.00 (rupees one 

hundred only); and  

(b) such cost of service of notices on the respondents as may be 

determined by the Registrar, including the cost of publication, 

if it is desirable to serve the notices by publication in the 

newspapers. 
 

(2) If  within 10 days of the admission of appeal, the appellant 

does not deposit the security and the cost of service of notices, the appeal 

may be dismissed. 
 

11. Service of Notices: - (1) A notice under sub-rule (2) of Rule 9 may 

be served by registered post or in any other manner as the Tribunal may 

direct. 
 

(2) The notices to the respondents shall be accompanied by a copy 

of the memorandum of appeal and all the documents appended therewith. 
 

(3) The Tribunal may, where the number of respondents is large 

or where otherwise the Tribunal considers it appropriate or desirable to do so, 

direct that in addition to sending a copy of the notice to the respondents by 

registered post, the notice shall be published in one or more daily newspapers 

having circulation in the areas where the respondents ordinarily reside or are 

serving. 
 

(4) Service of notice in accordance with the provisions of this 

Rule shall be as effected as if it had been made on the respondents personally, 

and it shall not be necessary to prove that a party has actually received the 

notice. 
 

12. Submission of objections by respondents: - (1) A respondents on 

whom a notice of appeal has been served under the provisions of Rule 11 
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shall send his written reply by registered post (A.D) to the Registrar, or 

deliver the same to the Registrar personally or through an advocate, not later 

than seven days before the date specified in the notice for the hearing of the 

appeal. 
 

(2) The reply shall be correctly and concisely written, type written 

or printed, shall be signed by the respondent and shall be accompanied by a 

copy of every seniority list, or order or other documents on which the 

respondent wishes to rely in support of his case. 
 

(3) The written reply shall be accompanied by 4 spare copies 

thereof, complete in all respects and containing copies of the lists, order and 

documents referred to in sub-rule (2), for use of the Tribunal. 
 

13. Determination of questions: - (1) Questions arising for 

determination by the Tribunal shall be decided ordinarily upon affidavits and 

documents proved by affidavits, the Tribunal may direct that such questions 

as it may consider necessary be decided on such other evidence and in such 

manner as it may deem fit. 
 

(2) The party affected by an affidavit may be permitted by the 

Tribunal to cross-examine the deponent with reference to the statements in 

the affidavit. 

 

14. Summoning of Witnesses:- (1) A list of witnesses shall be presented 

to the Tribunal, and application for summoning witnesses before the Tribunal 

shall be made, within 10 days after the service of notice of appeal under Rule 

11 which shall state whether they are required to give evidence or to produce 

any documents, shall give, where a witness is required to give evidence, a 

brief resume of the evidence he is expected to give, and where a witness is 

required to produce a document, give a brief description of the documents so 

as to identify it. 

 

(2) If Tribunal is of the opinion that the evidence of any witness 

specified in the list of witnesses given under sub-rule(1) will be of material 

assistance in the disposal of an appeal before it, it shall direct him to be 

summoned on a date to be fixed by the Tribunal, and direct that the daily 

allowance and travelling charges of such witness, at the rates admissible to 

witnesses appearing in the High Court, should be deposited by the person 

calling him, within the period to be specified by the Tribunal. 

 

(3) If a person applying for the summoning of a witness fails to 

deposit the requisite costs of the witness, within the period specified by the 

Tribunal under sub-rule (2), or within any extension thereof that may be 
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granted by the Tribunal, the application for summoning of witnesses, so far 

as it relates to such witness, shall be deemed to have been rejected. 

 

(4) If the Tribunal is of the opinion that the evidence of any 

witness is necessary for the disposal of an appeal before it, it may direct that 

the witness be summoned. 

 

(5) Where a Tribunal summons a witness under the provisions of 

sub-rule (4)- 

 

(a) if such witness is a Government servant, his travelling and 

daily allowance, if any, shall be borne by Government; and 

 

(b) if such person is a private person, his travelling and daily 

allowance shall be borne by the appellant. 

 

(6) Process for service on witnesses of high rank shall be sent in 

the form of a letter 

(7) Except in urgent cases or as otherwise ordered by the 

Tribunal, a summon requiring a public officer to give evidence or to produce 

a document shall be served through the Head of his office. 

 

15. Evidence of Witnesses: - (1) The evidence of witnesses examined by 

the Tribunal shall be taken down under the superintendence of the Tribunal, 

ordinarily in the form of a narrative and shall form part of the record. 

 

(2) The Tribunal may record such remarks as it thinks material 

respecting the demeanour of any witness while under examination. 

 

16. What may be urged by an appellant; -- The appellant shall not, 

except by the leave of the Tribunal, urge, or be heard in support of any ground 

of objections not set forth in the memorandum of appeal, but the Tribunal, in 

deciding, the appeal shall not be confined to grounds of objections set-forth 

in the memorandum of appeal or taken by leave of the Tribunal under these 

rules: 

Provided that the Tribunal shall not rest its decisions on any other 

ground unless the party who may be affected thereby has had a sufficient 

opportunity of contesting the appeal on that ground. 

 

17. Notice Board: - (1) A cause list shall be prepared under the orders of 

the Registrar, which shall be affixed on the notice board of the court room of 

the Tribunal. 
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(2) Except as otherwise directed by the Tribunal cases to be set 

down in the cause list shall be in the order of the date of admission. 

 

18. Hearing of Appeal: - (1) On the day fixed, or on any other day to 

which the hearing may be adjourned, the appellant or his advocate shall be 

heard in the support of the appeal. 

 

(2) The Tribunal shall then, if it does not dismiss the appeal at 

once hear the respondent or his advocate against the appeal and in such case, 

the appellant shall be entitled to reply. 

 

19. Consequence of Non-appearance of the Appellant or Respondent: 

- (1) Where on the day fixed for the hearing of an appeal or any other day to 

which the hearing may be adjourned the appellant or his counsel, if any, does 

not appear when the appeal is called for hearing, the Tribunal may make an 

order that the appeal stands dismissed. 

 

(2)   Where the appellant or his counsel, if any, appears and the 

respondent or his counsel, if any, does not appear, the appeal shall be heard 

ex-parte. 

(3)    Where an appeal is dismissed under sub-rule (1) or an ex-parte 

order made under sub-rule (2), the Tribunal may for sufficient cause on an 

application made within 15 days restore the appeal or as the case may be set 

aside the ex-parte order on such terms as to costs or otherwise as it thinks fit. 

 

 Provided that no order of restoration of an appeal dismissed in default 

or setting aside the ex-parte order shall be made unless notice of the 

application has been served on the opposite party. 

 

20. Adding Respondent: - When it appears to the Tribunal at the hearing 

that any person who has not been made a respondent in the appeal is 

interested in the result of the appeal, the Tribunal may adjourn the hearing to 

a further day to be fixed by the Tribunal and direct that such person be made 

respondent. 

 

21. Pronouncement of Order: - The Tribunal shall pronounce order in 

open court, either at once on the conclusion of arguments or on some future 

date of which notice shall be given to the parties or their advocates. 

 

22. Order regarding costs, etc: - (1) The Tribunal may make such order 

as to the costs of proceedings before it as it deems fit. 
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(2) Any cost awarded by a Tribunal which cannot be paid out of 

the cash security deposited by the appellant under Rule 10, if not paid by the 

appellant within one month of the order awarding the costs, shall, on the 

certificate of the Tribunal, be recoverable from the appellant as arrears of land 

revenue. 

 

23. No entertainment of appeal in certain cases: - The Tribunal shall 

not entertain any appeal in which the matter directly and substantially in issue 

has already been finally decided by a court or a Tribunal of competent 

jurisdiction. 

 

24. Appellant precluded from bringing another appeal in certain 

cases: - Where an appeal has been withdrawn by the appellant and is in 

consequence dismissed by the Tribunal, the appellant shall, unless otherwise 

directed by the Tribunal, be precluded from bringing another appeal in 

respect of the same cause of action. 

 

25. Administrative functions of the Tribunal to vest in the Chairman: 

- The administrative functions of the Tribunal except the appointment of staff 

shall be performed by the Chairman on behalf of the Tribunal. 

 

26. Constitution of Benches: - Where the amount of work so justifies 

the Chairman may, for the purpose of admission of appeals, constitute one or 

more benches, each bench consisting of two members to be nominated by the 

Chairman. 

 

27. Additional powers of the Tribunal: - Nothing in these rules shall be 

deemed to limit or otherwise affect the powers of a Tribunal to make such 

orders as may be necessary for the ends of justice or to prevent abuse of the 

process of the Tribunal. 

 

28. Furnishing of copy of final adjudication order by the Tribunal to 

the competent authority: - A copy of every order of final adjudication on 

an appeal shall be furnished by the Registrar, free of cost, to the competent 

authority concerned which shall forthwith give effect to it. 

 

29. Inspection of Records: - The provisions contained in the High 

Court Rules and Orders as applicable to the Peshawar High Court, in regard 

to copies of inspection of record, shall mutatis mutandis and to the extent 

practicable apply to proceedings before a Tribunal.  
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C.No. 6(2-1) 
 

GOVERNMENT OF [KHYBER PAKHTUNKHWA]  

FINANCE DEPARTMENT . 

 

NOTIFICATION  

                                                        15th July, 1980. 

 

No. FD. SO(SR-IV) 1-10478. -- --In exercise of the powers conferred 

by section 26 of the 1[Khyber Pakhtunkhwa] Civil Servants Act, 1973 

(2Khyber Pakhtunkhwa Act XVIII of 1973), the Governor of the 3[Khyber 

Pakhtunkhwa] is pleased to make the following rules namely: 

 

THE 4[KHYBER PAKHTUNKHWA] TRAVELLING  

ALLOWANCES RULES.  

 

   CHAPTER -I-----GENERAL 

 

1.1, Short title. ----These rules may be called the 5[Khyber 

Pakhtunkhwa] Travelling Allowances Rules, 1980. 

 

1.2. Commencement.--They shall come into effect on the fourteenth 

day of July, 1980. 

 

1.3. Repeal.ðThe Travelling Allowances Rules in force in any part 

of the 6[Khyber Pakhtunkhwa]  immediately before the coming into force of 

these rules shall stand rescinded; provided that any order issued by 

competent authority under those rules shall, if not repugnant to these rules, 

continue to apply until expressly rescinded, r modified by a competent 

authority under these rules.  

 

1.4. Extent of application. ïThese rules shall apply  

   (i) all civil servants; 

(ii)  all officers belonging to All Pakistan Unified Grades in respect 

of whom the Governor of 7[Khyber Pakhtunkhwa] has been 

delegated the powers to frame the rules regulating their 

Travelling Allowances; and 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
5 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
6 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
7 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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(iii)   officers on deputation with the Government of the 1[Khyber 

Pakhtunkhwa] Province from the Federal Government or 

other Provincial Governments unless otherwise determined in 

any particular case. 

 

1.5. Definitions. ðIn these rules, unless the context otherwise 

requires, the following expressions shall have the meanings hereby 

respectively assigned to them, that is to say: 

 

"Audit Officer" means the head of Office of Audit and Accounts 

subordinate to the Auditor-General of Pakistan, who keeps the accounts 

of the 2[Khyber Pakhtunkhwa] or a part thereof and exercises audit 

functions in relation to those accounts on behalf of the Auditor-General 

of Pakistan. 

 

"Authorized Medical Attendant" means a Medical Officer of 

Government required to attend on a civil servant or his family under the 

rules relating to medical attendance on civil servants. 

 

"Chief Public Office" means, at the Headquarters of a District 

the office of the Deputy Commissioner, at an out-post or Tehsil, the Office 

of the Officer-in-Charge of the post or Tehsil and at other places the 

Police Station or, if there be no Police Station the Post Office or, if there be 

no Post Office the point designated as such by a competent authority, 

 

"Civil Servant"' means the civil servants as defined in the 
3[Khyber Pakhtunkhwa] Civil Servants Act, l973 (4[Khyber 

Pakhtunkhwa]. Act XVIII of 1973), and for the purposes of these rules 

shall include the officers, specified in clauses (ii) and (iii) of Rule1.4, unless 

other-wise determined in. respect of any officer or class of officers. 

 

"Competent Authority in relation to the exercise of any power 

means the Administrative department concerned acting in consultation 

with Finance Department, or any other authority to which such power; 

may have been delegated. 

 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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"Controlling Officer" means an officer declared as such for 

exercising supervision over the Travelling Allowance claims of a civil 

servant or a class of civil servants. 

          

                  ñDayò means a calendar day beginning and ending at midnight.  

"Family" means a civil servant'sð 

(i) wife or wives, or husband as the case may be if residing with or  

            wholly dependent upon him;  

(ii)  legitimate children and step-children under 1 2 years of age;  

(iii)   legitimate children and step-children not more than 24 yews old, 

if residing with and wholly dependent upon him; and  

(iv)  adopted child not more than 24 years old subject to the following, 

conditions:--  

(a) the civil servant has no legitimate or step-child of his own:  

(b) prior approval of the Government is obtained for having 

adopted the child;  

(c) Government's liability will be restricted to one adopted child 

only;  

(d) adopted child will cease to be a member of the family if, after 

his adoption the civil servant has a legitimate or step- child of 

his own; and  

(e) adopted child is residing with and wholly dependent upon the 

civil servant.  

"Finance Department" means the Finance Department of the Government of 

the 1[Khyber Pakhtunkhwa]. 

"Government" means the Government of the 2[Khyber Pakhtunkhwa].  

"Head of Department" means any authority whom Government may declare 

to be the Head of Department for the purposes of these rules and includes all 

Secretaries to Government and Heads of Attached Departments.  

"Head of Office" means any officer designated as Disbursing Officer or any 

other civil servant declared to be the Head of Office by a competent authority. 

"Headquarters" of a civil servant is the station which has been declared as 

such by a competent authority or in the absence of such a declaration, the 

station where the records of his office are kept.  

"Local Authority ñmeans a municipal corporation, municipal committee, a 

district committee, a union council, a town committee. Body of port trustees 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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or Commissioners, or other authority legally entitled to, or entrusted by 

Government with the control or management of municipal or local fund.  

"Month" means a month reckoned according to the British Calendar.  

                "Pay" includes special pay, qualifications pay, personal 

pay, technical pay, overseas pay and any other emoluments which 

may be specially classed as pay by a competent authority and in case 

of a re-employed civil servant whose pension is not wholly held in 

abeyance, pay includes the pension drawn by him; provided that if 

the total of pay and pension exceeds the maximum of the pay scale 

of the post held during re-employment, the maximum pay of such 

scale shall be deemed to be the pay.  

          "Public Conveyance" means a railway train, steamer, 

bus or other conveyance which plies regularly on a given course for 

the conveyance of passengers.  

           "prescribed" means prescribed under these rules.  

           "transfer" means the movement of a civil servant from 

one headquarters station to another such station either to take up 

duties of a new post or in consequence of a change in his 

headquarters 

 1.6. Nature of travelling allowance. ð (1) Travelling 

Allowance is granted to a civil servant, to cover the expenses which 

he incurs in travelling in the interest of public service.  

(2) A civil servant's claim to travelling allowance shall be 

regulated by the rules in force at the time the journey in respect of 

which the claim is made, is undertaken.  

            1.7. Functions of Controlling Officers. ðA Controlling 

Officer in order to ensure that travelling allowance is not turned into 

a source of Profit and that travelling is resorted to only when it is 

necessary in the interest of public service may: - 

(a) issue instructions limiting the extent of touring to be done 

by a subordinate officer;  

(b) if the subordinate officer is in receipt of a conveyance 

allowance or a     permanent travelling allowance and has done 

inadequate touring, may reduce the amount of such permanent 

travelling allowance or conveyance allowance; and  

(C) issue instructions to a subordinate civil servant to regulate 

his touring in such a way as to minimize unnecessarily large 

claim s for travelling allowance.  
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            1.8. Signature of Controlling Officer on Travelling 

Allowance Bill: - No bill for travelling allowance other than 

permanent travelling allowance or conveyance allowance shall be 

paid, unless it be signed or countersigned by the Controlling Officer.  

1.9. Bar on delegation of duty of countersignature: - 
Unless expressly permitted by a competent authority, a Controlling 

Officer shall not delegate to a subordinate his duty of 

countersignature. 

 1.10. Duties of Controlling Officer: - Before signing or counter. 

signing a travelling allowance bill, the Controlling Officer shall: ð  
 

(a) scrutinize the necessity, frequency and duration of journey 

and halts for which travelling allowance is claimed, and 

disallow the whole or any part of the travelling allowance 

claimed for any journey or halt if he considers that a journey 

or halt was unnecessary or unduly protracted, or that a halt 

was of excessive duration;  

(b) scrutinize carefully the distances entered in travelling 

allowance bills and satisfy himself by maintaining proper 

check registers of bills signed or countersigned by him, that a 

double payment for one and the same journey is not passed;  

(c) satisfy himself that, where the actual cost of transporting 

personal effects, etc, is claimed under these rules the scale on 

which such personal effects, were transported was reasonable 

and to disallow any claim which, in his opinion, does not fulfil 

that condition;  

(d) exercise care that there is no evasion or breach of the 

fundamental principle of travelling allowance, viz, that the 

allowance is not to be a source of profit;  

(e) observe any subsidiary rules or orders which a competent 

authority may make for his guidance;  

(f) Judge on the circumstances of each case whether the officer 

making the journey could or could not have purchased a return 

ticket and to allow travelling allowance accordingly when he 

considers that the officer making the journey could have 

purchased a return ticket;  

(g) satisfy himself that the mileage allowance for journeys by 

railways or steamer or other public conveyance has been 

claimed at the rate applicable to the class of accommodation 

actually used.  
 

1.11. Preparation of bill connected with Local Fund:- When 

a civil servant paid from the [Khyber Pakhtunkhwa] Provincial 
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Consolidated Fund travels on duty connected with the affairs of a Local 

Authority (for which the travelling allowance is payable from the Local 

Fund), he should prepare a separate bill for such journeys but should 

forward such bill with the bill for the same month, if any, payable from 

the [Khyber Pakhtunkhwa] Provincial Consolidated Fund, to the 

Controlling Officer for the latter bill, who will scrutinize the bills, and 

forward the bill payable by a local body to the local body concerned for 

necessary actions under the rules of the Local Fund.  
 

1.12 Journeys for which travelling allowance may be drawn, 

ð Travelling Allowance may be drawn in respect of a journey 

performed for any of the following purposes: --  

 

(a) for the purpose of tour;  

(b) on transfer;  

(c) on joining a first appointment;  

(d) on retirement; suspension, dismissal, death or 

termination of employment;  

(e) to attend a course of training or to appear at an 

examination;  

(f) to give evidence in a court or to attend an 

inquiry or conference;  

(g) to obtain or furnish medical advice or 

treatment;  

(h) to attend a Darbar or an official function; and  

(i) any other purpose authorized by a competent 

authority.  

1.13. Journeys within sixteen kilometersð The pay of a civil 

servant is supposed to include the cost of maintaining a 

conveyance proper to his status, and therefore, ordinarily he is 

not to he paid any travelling allowance for journeys within 

sixteen kilometers of his headquarters, nor is he to be paid for 

journeys from his residence to his office. A competent authority 

may, however, sanction a monthly conveyance allowance to a 

civil servant under the following circumstances: ð  

(i) when he does intensive tour within sixteen kilometers of 

his headquarters;  

(ii) when on account of shortage of residential 

accommodation in a particular locality, a civil servant has to 

reside at a considerable distance from his office.  
 

1.14. Conveyance allowance: - Conveyance allowance is of two 

kinds: 
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(i)  that sanctioned on the condition that a particular 

type of conveyance will be maintained by the civil 

servant;  

(ii)  that sanctioned without any such condition being 

imposed. 
 

 1.15. Conveyance allowance during leave or joining time: - 

(1) Conveyance allowance falling under rule 1.14 (i) may be 

drawn only for the period the required conveyance is actually 

maintained on a certificate being furnished by the Officer 

concerned that this requirement has, in fact, been met.  
 

                 Such a conveyance allowance may be drawn during 

leave or joining time at full rates, if the conveyance in question is 

an animal or an animal drawn vehicle and at half rates, in case of 

any other conveyance.: 
 

                 Provided that the post held by the civil servant 

immediately prior to the leave or joining time carried the 

allowance: 

 

Provided further that the conveyance is actually 

maintained by the civil servant during the leave or, as the case 

may be, joining time 

 

(2)    Conveyance Allowance falling under rule 1.14 (ii) 

will be admissible only for the period during which the civil 

servants held the post to which the conveyance allowance is 

attached and will not be admissible during leave of joining time.    

 
CHAPTER ïII  

TRAVELLING ALLOWANCE FOR JOUR NEYS ON TOUR 

 

SECTION ï I  

GENERAL  

 

2.1.Definition of Tour. ða civil servant is on tour when he is absent 

on duty from his headquarters, either within or, with proper 

sanction, beyond his sphere of duty. 

 

2.2.Absence on duty. ðin doubtful cases, a competent authority may 

decide whether an absence from headquarter, whether in a 

particular case or in any specified class of cases is absence on duty 

for the purpose of rule 2.1. 
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Note: When power is exercised under this rule a copy of the 

sanction briefly giving the grounds of sanction should be sent to the 

Audit officer concerned. 

 

2.3.Civil Servants who are not entitled to travelling allowance for 

journeys on tour.ðwhere a competent authority has declared that 

the pay of the particular civil servant or class of civil servants has 

been so fixed as to compensate him or them for the cost of all 

journeys, other than journey by rail or steamer within the civil 

servantôs sphere of duty, such a civil servant may not draw 

travelling allowance for such journeys though he may draw mileage 

allowance for journeys by rail or steamer. 

 

  Such Civil Servant or servants may, however, draw 

travelling allowance calculated under the ordinary rules for the 

entire journey, including such part of it as it within his sphere of 

duty, when travelling with proper sanction beyond his or their 

sphere of duty. 

 

2.4.Distance to be travelled before travelling allowance is 

admissible. ðTravelling allowance may not be drawn for any 

journey during which a civil servant does not reach a point outside 

the radius of sixteen kilometers from his headquarters. The radius 

of sixteen kilometers will be calculated within reference to the 

nearest practicable route. 

 

2.5.Kinds of travelling allowance. ðthe following are the different 

kinds of travelling allowances, which may be drawn by civil 

servants for journeys on tour: 

 

(a) Permanent travelling Allowance. 

(b) Mileage and Daily Allowance. 

 

2.6.Permanent travelling allowance. ðA permanent monthly 

travelling allowance may be granted by competent authority to any 

civil servant whose duties require him to travel extensively. Such 

an allowance is granted in lieu of all other forms of travelling 

allowance or journeys within the civil servantôs sphere of duty and 

is drawn all the year round, whether the civil servant is absent from 

is headquarter or not. 
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2.7.A permanent travelling allowance may be sanctioned on condition 

that a particular conveyance is maintained or without the imposition 

of any such condition. 

 

2.8.Admissibility of permanent travelling allowance. ðIn case a 

permanent travelling allowance is sanctioned subject to the 

condition that a conveyance is maintained, it may be drawn only for 

the period for which it is certified by the civil servant concerned 

that a conveyance was in fact maintained by him. 

 

Such allowance may be drawn during leave or joining time at 

full rates, if the conveyance in question is an animal or an animal-

drawn vehicle, and at half rates, in case of any other conveyance. 

 

Provided that the post held by the civil servant immediately 

prior to the leave or joining time carried the allowance: 

 

Provided further that the conveyance is actually maintained by 

the civil servant during the leave or joining time, as the case may be. 

 

2.9.Permanent Travelling Allowance, which is sanctioned without 

imposition of any conditions to the maintenance of a conveyance, 

is admissible only for the period during which the charge of a post 

to which it is attached is held, and it not admissible during leave or 

joining time. 

 

2.10. A civil servant deputed to undergo a course of training may 

draw a conveyance allowance or permanent travelling allowance 

for maintaining a conveyance during the course of training; 

provided he actually maintains the conveyance and the authority 

sanctioning the deputation is satisfied that on expiry of the training 

he is likely to return to the post of which the allowance is attached. 

 

2.11. Permanent travelling allowance for two or more posts. ð

When a civil servant holds two or more posts, to each of which a 

permanent travelling allowance is attached, he may be granted such 

permanent travelling allowance not exceeding the total or the 

permanent travelling allowances attached to such posts, as the 

competent authority may consider to be necessary in order to re-

imburse him for the travelling expenses which he has to incur. 
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2.12. Permanent travelling allowance to cover cost of all 

journeys within sphere of duty. ðPermanent travelling 

allowance is intended to cover the cost of all journeys within the 

sphere of duty of the civil servant, who draws it, and such civil 

servant may not draw any other travelling allowance for any such 

journeys. If, however, the civil servant travels outside the sphere of 

his duty, he may draw ordinary travelling allowance for such 

journeys in addition to permanent travelling allowance. 

 
1[2.13 Grades of civil servants for purposes of mileage 

allowance. ðFor the purposes of calculating mileage allowance, 

civil servants are divided into grades as follows: - 

 

CATEGORIES 

a) Category-I  Civil servants in B-17 and above. 

b) Category-II  Civil servants in B-11 to B-16 

c) Category-III  Civil servant in B-3 to B-10 

d) Category-IV  Civil servants in B-1 to 2] 

 

2.14. Determination of grade of civil servant in transit. ð (1) A 

civil servant in transit from one post to another ranks in the grade 

to which the holding of the lower of the two posts would entitle 

him. 

(2) If the initial order of transfer is modified while the civil 

servant is in transit, his travelling allowance shall be regulated in 

accordance with the initial or the final orders of transfer, whichever 

entitles him to rank in the lower grade; provided that if the initial 

order entitled him to travelling allowance admissible according to 

that grade on his certifying that he actually travelled by the mode 

of conveyance of the class admissible to an officer of the higher 

grade. 

 

2.15. Grade of part-time civil servants. ðA civil servant whose 

whole time not retained for the public service, or who is 

remunerated wholly or partly by fees, ranks in such grade as a 

competent authority may declare. 

 

2.16. Revision of travelling allowance due to retrospective 

promotion or reversion. ðThe travelling allowance of a civil 

servant who is promoted or reverted or is granted an increased rate 

of pay with retrospective effect should not be revised in respect of 

                                                 
1 No. FD/SR-II/8-52/2002 dated: 20-09-2002 
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the period intervening between the date of promotion, or reversion 

and date on which it is ordered, except when the promotion or 

reversion or increase in salary implies a change of duties. In the 

case of travelling allowance bills audited before the order is issued, 

the Audit Officer should be guided by the facts known officially at 

the time of the audit, but, in the case of travelling allowance bills 

not presented or audited before the promotion is ordered, the Audit 

Officer should recognize the retrospective effect of the order. 

 

2.17. When a civil servant is permitted for his own convenience to 

perform his duties at a station other than his headquarters, he is not 

entitled to draw any travelling allowance for the journeys to or daily 

allowance for halts at such station. A Competent Authority may 

decide what should be considered to be the place of duty of a civil 

servant for the purposes of these rules. 

 

2.18. The rate admissible for the road mileage shall be 125 per cent 

the rate admissible for road mileage under Section II, of this 

Chapter, if the journey is performed in the following areas: - 

 

1. The Provincially Administered Tribal Area  

2. The Federally Administered Tribal Area 

 

2.19. Competent Authority may prescribe higher rates of 

travelling allowance for expensive localities. ðA Competent 

Authority may prescribe a higher rate of daily allowance and 

mileage for a particular class of civil servants or generally for 

travelling in a particular expensive area, or for any other special 

reasons to be recorded in writing. 

 
SECTION-II  

MILEAGE ALLOWANCE  

 

2.20. Definition and principles of calculation.ðA mileage 

allowance is an allowance calculated on the distance travelled, 

which is given to meet the cost of particular journey, and is 

governed by the following principles: 

 

1. For the purpose of calculating mileage allowance, a 

journey between two places shall be deemed to have 

been performed by the shortest of two or more 
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practicable routes or by the cheapest of such routes as 

may be equally short. 

 

2. The shortest route is that by which the traveler can 

most speedily reach his destination by the ordinary 

modes of travelling. In case of doubt, a competent 

authority may decide which shall be regarded as the 

shortest of two or more routes. 

 

3. If a civil servant travels by a route, which is not the 

shortest, but is cheaper than the shortest, his mileage 

allowance should be calculated on the route actually 

used. 

 

2.21. Point of commencement and end of journey. ðMileage 

allowance shall be admissible from the residence of the civil 

servant to the railway station or the airport, or the sea/river-port, 

as the case may be, at his headquarters and from the railway 

station or the airport or the sea/river-port to the place of his 

temporary residence at the outstation, instead of from and upto the 

Chief Public Officer. 

 

Note: - Mileage allowance shall also be admissible where road 

journey is performed by public transport plying for hire 

on single-sea basis from the residence of the civil 

servant to the bus/minibus/taxi stand at his headquarters 

and from such stand to the place of temporary residence 

at the outstation and vice versa. 

 

2.22. Different rates for different classes of journeys. ðMileage 

allowance differently calculated according as the journey is, or 

could be, performed railway, by sea or river steamer, by road or 

by air. 

 

The following are the authorized modes of travelling:- 

 

1. Rail; 

2. Sea or river steamer; 

3. Roadð 

(i) Car; 

(ii)  Taxi; 

(iii)  Passenger Bus; 
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(iv) Motor cycle. 

(v) Cycle or foot. 

(vi) On animal back or on an animal-driven  

  carriage 

4. Air. 

 

2.23. Mileage allowance for journey by railway:- For the purpose 

of calculating mileage allowance, civil servants when travelling 

by railway are considered to be entitled to accommodation 

according to the following scales. 

Category-I  Accommodation of the highest class by 

whatever name be it called. 

Category-II   First Class (sleeper) Accommodation, if 

travelling on a line which does not provide 1st 

class (sleeper), the next lower class. 

Category-III   First class (sitter) accommodation. If travelling 

on a line which provides no 1st class (sitter) 

accommodation, the next lower class. 

Category-IV   Lowest class by whatever name be it called. 

 

2.24. The mileage allowance for a journey by railway admissible to 

a civil servant is the fare actually paid for the journey in a class of 

accommodation to which he is entitled or in a lower class plus half 

of the fare of the class of accommodation to which he is entitled:  

 

 Provided that a civil servant drawing pay exceeding Rs.2,150 

per mensem may draw for any journey or part of journey by rail in 

respect of which he certifies that he took a private servant with him, 

an additional lowest class fare. 

 

Note: - (1) Any tax or surcharge, if actually paid with the fare, 

should be included in the mileage allowance. 

 

Note: - (2)  A civil servant who reserves his seat in a train for 

official business but subsequently due to an unexpected change in 

programme, gets the reservation cancelled, may be allowed 

reimbursement of the reservation fee and any deduction made by 

Railway Authorities before refunding the price of the tickets out of 

contingencies; provided that it is certified by the Controlling 

Officer that --- 

 



II -District Judiciary                                   I- Legal Framework  

--Judicial Estacode 2021-------------------------------------------------------355-- 

(i) Cancellation was unavoidable and in the 

public interest; and  

(ii)  The booking was cancelled at the earliest 

opportunity. 

 

Note: - (3) The provisions contained in note (2) shall mutatis mutandis 

apply where a civil servant on his transfer reserves his seat but due to 

unexpected change in the programme gets reservation cancelled. The 

said provision shall apply and the concession of re-imbursement shall 

be admissible also in the case of cancellation of the reservation of 

seats for the members of the family of the civil servants; provided that 

the reservation of seats for the members of family was made along 

with the reservation of the seat for the civil servant concerned. 

 

Note: - (4) Reservation charges, if actually paid by a civil servant are 

included in the terms óthe fare actually paidô in Rule 2.24 

 

2.25. When through booking involves the payment, for part of a 

journey of rates for accommodation for a higher class than that to 

which the civil servant concerned is entitled, the civil servant may 

draw mileage allowance based on the higher rates for that part of 

the journey. 

 

2.26. Mileage allowance for journey by sea or by River Steamer. 

ðFor the purpose of calculating mileage allowances by sea or by 

river steamer, Civil servants are entitled to the class of 

accommodation according to the following scale. 

 

Category-I  Highest class. 

 Category-II   if there be two classes only on the steamer, the 

higher class, and if there be more than two 

classes, the second class. 

Category-III   (i) if there be two classes only on the steamer, 

the lower class, or  

(ii) if there be three classes, the second class, or 

(iii)  if there be four classes, the third class. 

Category-IV   Lowest class. 

 

2.27. The mileage allowance for journeys by sea or river steamer, 

admissible to a civil servant is the amount actually paid, exclusive 

of diet, for travelling in the class of accommodation to which he 

is entitled. 
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2.28. If owning to the arrangements of classes on a steamer, the 

provisions of rule 2.26, if strictly construed, involves hardship, a 

competent authority may, in respect of particular journey or 

journey generally, decide to what class of accommodation a civil 

servant is entitled, and when so deciding may direct whether the 

civil servant should be granted the full or part allowance 

admissible for the higher class in which he is permitted to travel. 

 

2.29. Mileage allowance for journeys by road. ðFor journeys by 

road mileage allowance is admissible at the following rates 

according to the different modes of travelð 

 

(i)  Personal Car 

      To a civil servant of the  at the rate of Rs 5 per KM 

       First Grade. 

 

Note:- (1) Civil servants drawing pay less than Rs 1,250 per 

month are not allowed to maintain cars. They will, however, be 

eligible to claim mileage allowance in respect of the cars being 

maintained prior to 1st May, 1997. 

 

Note (2)ðA personal car is a car registered in the name of 

the civil servant or his wife or her husband, as the case may 

be. 
 

Note (3) ï Whereas government vehicle is provided for use 

by, and made available to an officer, such officer shall not 

be entitled to any road mileage. However, if at any time the 

government vehicle provided to an officer is not in order, 

under repair or is otherwise not available to the officer for 

a particular journey, it should be construed that the 

government vehicle is not available and the use of personal 

car will then be permissible. The officer concerned may 

draw mileage allowance as admissible under these rules, 

after according a certificate on the T.A bill indicating 

therein why the government vehicle could not be used by 

him for the journey. 

 

b. Borrowed Car ï A civil servant travelling in a borrowed 

motor car may charge mileage allowance at the rate of 1.50 

per kilometer if he incurs the cost of propulsion himself. In the 

bill claiming the travelling allowance in such a car, the civil 
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servant should give the number of the car and the name and 

occupation of its owner and record a certificate to the effect 

that he paid the cost of propulsion himself. 

 

c.  Taxi. ðTo an officer of the first Grade for a journey between 

places not connected by rail, Rs.2 per kilometer, provided that 

all accommodation in the taxi is reserved by such officer; 

 

Note (1) --  A taxi, for the purposes of this rule means a motor 

vehicle plying on hire and authorized to carry not more than 

eight persons. 

 

Note (2) ï This facility is not admissible to civil servant of the 

second, third and fourth Grades. 

 

d.  Public Transport . ï Plying for hire on single seat basis: 

  Civil servant in B-7 & above ï ñ Rs 0.50 per KM. 

  Civil Servant in B-6 & below ï ñ Rs 0.30 per KM. 

 

e. Motor , Cycle /Scooter - Mileage allowance is admissible to 

civil servant of the first and second grades at the rate of Rs. 

1/ per kilometer. 

 

Note (1) ï No mileage allowance is admissible for travelling 

in any borrowed means of transport, except a borrowed car. 

 

Note (2) ï Where two or more civil servants travel in the same 

conveyance only that officer who either owns the conveyance 

or has hired it may draw mileage and daily allowance, while 

the rest may draw only daily allowance. A note showing  the 

circumstances of such journey should be made on the 

travelling allowance bill of each such officer. 

 

Note (3) -- Where a civil servant, while travelling on duty, is 

required to pay and pays toll, he shall be entitled to recover 

the amount in addition to the mileage allowance admissible to 

him. 

 

Note (4) ï No mileage allowance is admissible for journeys 

within the Municipal limits or cantonment limits of the town 

of halt. 
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Instruction-1 ï Vouchers should be attached to every 

travelling allowance bill presented for payment, particularly 

in respect of claims for hiring a whole vehicle, but where 

vouchers cannot be obtained, the controlling officer should 

certify that to the best of his knowledge the claim is correct. 

 

Instruction-2 ï The nature of the conveyance used should be 

certified on the travelling allowance bill. 

 

Instruction-3 ï All controlling officers should maintain in 

their office a record of rates of hire of conveyance of all kind 

within the track in which the civil servants subject to their 

control ordinarily travel. 

 

Instruction-4 ï Head of Departments are not required to attach 

vouchers to their travelling allowance bills, but should certify 

that the amount claimed was actually paid by them. 

 

2.30. Fractions of Kilometer to be omittedðIn calculating 

mileage allowance for journeys by road, factions of kilometer 

should be omitted from the total of the amount claimed for a 

complete journey but not from the various items which make up 

the completed journey.  

 

 Each complete journey on tour ends when the civil servant 

returns to headquarter or to a place in which his headquarters are 

situated, whether he halts there or not 

 

2.31. Where a civil servant claims a road mileage for journey 

performed by road in his personal car between places connected 

by rail, the Controlling officer may at his discretion accept the 

claim if he is satisfied that journey by road had to be performed in 

the public interest. 

 

2.32. Air Travel. ðFor the purposes of these rules, travel by air 

means journey performed in the machines of public air transport 

companies regularly plying, for hire. It does not include journeys 

performed in private airplanes or air taxis. 

 

2.33. A Civil Servant (B-17) and above including those in receipt 

of pay exceeding Rs. 5400/- per month or entitled to travel by air 

and any other officer authorized by competent authority to travel 
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by air if the journey is urgent and in the interest of public service 

may draw mileage allowance equal to the fare charge for the air 

journey. 

 

Note-I: An officer drawing pay of less than Rs.5400/- is not entitled 

to travel by air in the first class. 

 

Note-II: wherever available a return ticket at reduced rate should 

always be purchased when an Officer expects to perform the return 

journey by air within the period for which a return ticket is valid. 

 

Note-III: The provisions of the notes below ruled 2.24 also apply 

in case of air journeys. 

 

Note-IV: Civil servants in BPS-20 and above shall be entitled to 

travel by air in 1st class on duty outside Pakistan. For the portion of 

journey, if any, lying in Pakistan such civil servants shall travel in 

economy class. Journey within Pakistan will be continued to be 

performed where admissible by air in economy class, irrespective 

of pay and status. 

 

2.34. Mileage allowance for a civil servant not 

authorized to travel by air. ðA civil servant who is not 

authorized to travel by air but performs journey by air can draw 

(i) traveling allowance that would have been admissible to him 

under rule 2.33 if he had been authorized to travel by air or (ii) 

allowance to a journey by rail, road or steamer whichever is less. 

 
SECTION-III  

DAILY ALLOWANCE  

 

2.35. (I) A daily allowance is a uniform allowance for each day of 

absence from headquarters which is intended to cover the extra 

daily expenditure incurred by a civil servant in consequence of 

such absence. 

 

(II)  A day is to be reckoned from mid night. 

(III)  A part of the day, at the commencement or end of the 

tour, is to be reckoned as a day for which daily 

allowance will be admissible; provided that if the 

commencement or end of the tour falls on the same 

day, only one daily allowance will be admissible. 
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(IV)  In case of journey by rail, no daily allowance shall be 

admissible for journey day; but for the day of arrival 

at and of departure from the place of temporary duty, 

half the normal daily allowance shall be admissible.  

(V) In the case of departure from headquarters the rate of 

daily allowance during transit will be the same as 

admissible at the station of immediate destination and 

in the case of return to headquarters, the rate will be 

the one admissible at the last station of temporary duty 

before return to headquarters.  

 

 

 

2.36.  Rate of Daily Allowance. ð (1) the rate of daily allowance 

shall be as below w.e.f. 01.07.20171: 

 
BPS Existing 

Ordinary Rates 

Special 

Rates 

Revised Ordinary 

Rates 

Special Rates 

1-4 310 500 496 800 

5-11 390 550 624 880 

12-16 700 900 1120 1440 

17-18 1250 1600 2000 2560 

19-20 1550 2050 2480 3280 

21 1750 2500 2800 4000 

22 1750 3000 2800 4800 

 

(2)      Specified stations as notified from time to time are 

Hyderabad, Karachi, Sukkar, Bahawalpur, Multan, Quetta, 

Sargodha, Sialkot, Lahore, Gujranwala, Rawalpindi, Islamabad, 

Faisalabad, Peshawar, Northern Areas, Muzaffarabad & Mirpur 

AJ&K. 
 

(3)      Daily allowance will be admissible only for the actual 

night(s) at the out station for which daily allowance is claimed. 

Where night stop is not involved and if absence from headquarters 

exceeds 6 hours half daily allowance will be allowed. 
 

(a). Daily allowance on domestic tours where stay for a night 

or more is involved will admissible only for the night(s) 

spent at out stations. 
 

(b). Half daily allowance will be admissible only in those 

cases where the absence from headquarters does not involve 

stay for the night and no daily allowance is drawn for any 

                                                 
1 No.FD/SOSR-II/8-52/2017 dated Peshawar the 14/07/2017 
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night stay. It cannot be drawn in addition to any daily 

allowance drawn for night stay. 

 

(4)    Government servants in BPS-1 to 19 may stay in Govt. 

Guest Houses, Public Sector Corporations, Rest Houses and Motels 

and Hotels (minus 5-star hotels). They can claim actual room rent 

charges on production of receipts subject to a maximum of 3 daily 

allowances in specified stations (i.e. localities where special rate of 

DA is admissible) and 1 ½ daily allowances at non-specified 

stations (i.e Localities where ordinary rate of DA is admissible) 

Provided that such governments servants shall not be provided 

to produce receipt for claiming actual room rent charges for staying 

in Hotels/Motels. 

 

(5)     i) Govt. Servants in BPS-20 and above may stay in 

Hotels and claim room rent charges on production of receipts 

subject to a maximum of three daily allowances for a specified 

stations, and 1 ½ daily allowance at non-specified stations. If, 

however, the room rent charges are in excess of the maximum 

ceiling aforementioned, the government will pay 50% of the 

additional amount. These orders shall take immediate effect. 
 

Provided that such governments servants shall not be provided 

to produce receipt for claiming actual room rent charges for staying 

in Hotels/Motels. 

 

Provided further that in cases where the actual room rent 

charges are in excess of the maximum ceiling aforementioned, 50% 

of the additional amount will be paid by Government on production 

of receipt for payment of room charges. 
 

i) Room rent means actual single room rent which includes taxes 

duties and service charges. 

ii)  Special rate of daily allowance shall be admissible at 

Islamabad, Karachi, Lahore, Quetta, Rawalpindi, Peshawar, 

Hyderabad, Multan, Faisalabad, Saidu Sharif/Mingora, 

Abbottabad and Chitral. 

iii)  In case of non-availability of single room, the touring civil 

servant may be allowed to book a double room for his 

exclusive use provided the rent thereof does not exceed the 

maximum permissible limit for a single room. If it happens to 

be more than oneôs entitlement, the re-imbursement shall be 

restricted to his oneôs entitlement only, while two officials on 
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tour at the same station, may be allowed to book a double suite 

in a hotel and share it. In such a case, either of them shall 

jointly certify that separate single accommodation was not 

available for them and that each one of them is claiming not 

more than one-half of the room-rent restricted to each 

individual entitlement. This certificate shall be appended to 

the T.A bill of either official. 
 

2.37. Period for which allowance may be withdrawn. ðDaily 

allowance may be drawn for the entire period of absence from 

headquarters i.e. for the time spent on a journey, a halt on tour or 

on a holiday occurring during a tour. 

 

Note-I: A Civil servant who takes casual leave when on tour is 

not entitled to draw daily allowance during such leave. 

 

Note-II:  A civil servant who during the course of his tour returns 

temporarily to headquarters on Friday or a public holiday to 

attend to his private business is not entitled to draw daily 

allowance for the day(s) spent at headquarters. 
 

2.38. (a). Except as specified in Rule 2.38(b) below, daily allowance 

at full rate shall be admissible for the entire period of continuous 

halt at temporary duty, without any special sanction or subject to 

reduction in rate. 

 

(b). In case of temporary duty at a hill station exceeding thirty 

days, Heads of Departments shall have full power to sanction daily 

allowance for the entire period of continuous halt of a civil servant. 
 

Note: - A civil servant who takes casual leave immediately on the 

conclusion of temporary duty will draw daily allowance for the day 

of departure from the out-station to which he would have been 

entitled had he not proceed on casual leave. 

 

TRAVELLING ALLOWANCE FOR JOURNEYS ON TRANSFER . 

 

3.1 General condition of admissibility. - Travelling allowance may not be 

drawn under this Chapter by a civil servant on transfer from one station to 

another unless he is transferred for the public convenience and is entitled to 

pay during the period occupied by the journey. A transfer at his own request 

should not be treated as a transfer for the public convenience unless the 

authority sanctioning the transfer, for special reasons which should be 

recorded, otherwise directs. 
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3.2. When a civil servant is transferred otherwise than for the public 

convenience, a copy of the order of transfer shall be sent to the Audit Officer 

of the circle of audit in which he is serving, with an endorsement stating the 

reasons for the transfer. In the absence of such an endorsement the Audit 

Officer shall assume that the civil servant has been transferred, for the public 

convenience. In the case of civil servants in grade 1 to 15 a certificate from 

the head of office may be accepted in lieu of the copy of the order referred to 

above. 

 

3.3. A competent authority may depute a civil servant on duty outside his 

headquarters and order him to reside at a temporary headquarters for a period 

not exceeding three months. In such circumstances travelling allowances as 

on transfer will not be admissible and the civil servant in question will only 

draw travelling allowance as on tour. 

 

3.4. Elements of the travelling allowance on transfer. - Travelling 

allowance for a journey on transfer is meant to cover: - 

 

(a) The cost of transportation of the civil servant and his family; 

(b) Expenditure incidental to the travelling of the civil servant and his 

family;  

(c) Transportation cost of the personal effects of the civil servant and 

his family; and 

(d) In certain cases, the cost of the transportation of a conveyance or 

conveyances of a civil servant. 

 

3.5. Travelling allowance will be admissible in respect of all items of 

expenditure specified in rule 3.4; provided that the transportation in 

question took place not earlier than one month and not later than six months 

of the date on which the civil servant took over charge of the new post. 

 

3.6. Travelling allowance for journeys on transfer includes. - 

(a) mileage allowance for the civil servant and his family to cover 

the cost of their transportation; 

(b) daily allowance for the civil servant and his family to cover 

incidental expenses; 

(c) cost of transportation of the personal effects of the civil servant 

subject to certain limits; and 

(d) cost of moving motor car, other conveyance under certain 

circumstances. 
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3.7. Mileage and daily allowance. - A civil servant is entitled under clauses 

(a) and (b) of rule 3.6 to mileage and daily allowances as under: -  

 

(I) In the case of journey by rail: - 

 (a) Mileage allowance for himself and for each member of his family 

equal to the fare actually paid for journey in a class of accommodation to 

which he is entitled, or in a lower class; plus half of the fare of the class of 

accommodation to which he is entitled.  

 

 (b) Transfer grant equivalent to one monthôs pay of the civil servant 

subject to a maximum of Rs. 2,000.00, if he possesses, a family, or, 

equivalent to half a monthôs pay subject to a maximum of Rs. 750.00, if he 

does not possess a family: 

 

 Provided that the transfer grant within the district in the case of a civil 

servant possessing a family shall be equal to one half of pay subject to a 

maximum of Rs. 500 and in the case of civil servants not possessing a family 

equal to one half of pay subject to a maximum of Rs. 350; 

 

 (c) One daily allowance at special rate shall be payable to the civil 

servant for every 480 kilometers of road distance; and  

   

(d) One daily allowance at the rate applicable to the station shall be 

payable in respect of the civil servant and in respect of each member of his 

family above 12 years and one half of the full rate for every child above the 

age of 12 months, for the day of arrival at the new place of his posting. 

  

(II) In the case of journey by modes other than rail: - 

 

(a) Mileage allowance and daily allowance for himself and for each 

member of his family at the rates to which he is entitled while on 

tour; 

 

Provided that only half of the daily allowance will be admissible 

for the child less than twelve years of age: 

Provided further that where mileage is charged for a journey by 

personal car or by taxi, only a single mileage will be admissible 

 

(b) Transfer grant equal to one monthôs pay of the civil servant 
subject to a maximum of Rs. 2,000.00, if he possesses a family, 

or, equivalent to half a monthôs pay subject to a maximum of Rs. 

750.00, if he does not possess a family. 
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 Provided that the transfer grant within the District in the case of a civil 

servant possessing a family shall be equal to one half of pay subject to a 

maximum of Rs. 500 and in the case of civil servant not possessing a family 

equal to one half of pay subject to a maximum of Rs. 350. 

  

 Provided further that if the civil servant is transferred within one year 

of his continuous posting at a station except in the case of transfer on 

promotion, he will not be entitled to receive the transfer grant but will draw 

two extra fares of the class of accommodation to which he is entitled in the 

case of journey by rail and two extra mileage allowance in the case of journey 

by modes other than rail. 

 

 Explanation. -For the purpose of the above proviso, the period of one 

year will be counted from the date on which the civil servant relinquished 

charge on the occasion of the transfer for which transfer grant was last paid 

to him. 

 

 Note (1): Transfer grant is admissible in cases only where travelling 

allowance on transfer is admissible. 
 

 Note (2): In the case of transfer between two stations: - 

(a).  Transfer travelling allowance is admissible where change 

of residence is involved, in consequence of change of 

head quarter; and 
 

(b)  Transfer travelling allowance is not admissible where: - 
 

(i) Change of residence is not involved in 

consequence of change of headquarter; or  

(ii)  Change of residence takes place otherwise than 

in consequence of the change of headquarter. 
 

3.8 (a) A civil servant shall be entitled under clause (c) of rule 3.6 to the cost 

of transportation of his personal effects not exceeding the following maxima: 

- 

 

Grade of Civil 

Servant 

If possessing a family If not possessing 

Grade-I 4500 2240 

Grade-II  3000 1500 

Grade-III  1500 760 

Grade-IV 560 380 
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(b) Cost of carriage of personal effects upto the maximum 

weight permissible under clause (a) above shall be 

allowed at the rate of paisa 0.05 per kilometer per 

kilogram (or one paisa per kilometer per unit of 20 

Kilograms), from the residence of the civil servant at the 

old station to his residence at the new station, irrespective 

of the mode by which the personal effects are carried. It 

will not be necessary to call for receipts in support of his 

claim of cost of transportation of personal effects. 

(c)  A civil servant claiming the cost of transportation of 

personal effects is required inter alia- 

(1) To render a certificate to the effect that the actual 

expenses incurred are not less than the amount 

claimed, and  

(2) To indicate, in that certificate, the weight of 

personal effects actually carried and the amount 

actually paid for their transport. 

 

The controlling officer has also to exercise the usual scrutiny 

of the claim.  

 

3.9. Subject to the provisions of rules 3.14 to 3. 16 a civil servant shall 

be entitled under clause (d) of rule 3.6 to draw the actual cost of 

transportation by rail or steamer, at own risk, of conveyance at the 

following scale: - 

 

Grade of the civil servant           Conveyance which he my  

      transport . 

First.    Two horses, and in addition a motor  

    car or a carriage or a motor cycle or  

an ordinary cycle. 

 

Second.   A horse, and in addition, a motorcar  

    or a carriage or a motor cycle or an  

    ordinary cycle. 

 

Third.    A horse or motor cycle or an ordinary 

Cycle. 

 

Fourth.    An ordinary cycle. 
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3.10. When a civil servant transports more than the maximum 

kilograms admissible, he may draw actual expenses not exceeding the 

amount admissible for the maximum kilograms prescribed in rule 3.8 

(a). 

 

3.11. For the purposes of these rules, the actual physical weight of 

personal effects carried by steamer should be taken into account, and 

not the theoretical weight as arrived by the shipping companies 

according to their own formula for calculating the charge. 

 

3.12. subject to the prescribed maximum number of kilograms a civil 

servant may draw the actual cost of transporting personal effects to 

his new station from a place in Pakistan other than his old station (e.g. 

from a place where they are purchased en route, or have been left on 

the occasion of his previous transfer) or from his old station to a place 

in Pakistan other than his new station; provided that the total amount 

which he may draw for transporting personal effects shall not exceed 

the amount which would have been admissible had all his personal 

effects been transported from his old to the new station direct. 

 

3.13. Motor cars and other conveyance shall be deemed a part of 

personal effects for the purposes of this rule in all cases where a civil 

servant is not entitled to travelling allowance for their transport under 

rule 3.9. 

 

3.14. In the case of transportation of motor car, the cost of 

transporting a driver or cleaner and in the case of transportation of 

horses, cost of transportation of syce may be drawn. 

 

3.15. The allowance to cover cost of transportation of a car or a motor 

cycle would be admissible only if the distance travelled exceeds 160 

kilometers.  

 

3.16. When a civil servant transports his motor car, motor cycle, 

horse, or horse and carriage by road under its own power between 

stations connected by rail, he may draw an allowance of 60 paisa per 

kilometer in respect of a motor car and 30 paisa per kilometer in 

respect of a motor cycle, a horse or horse and carriage: 

 

Provided that if the civil servant or a member of his family 

travels by the conveyance, he may draw mileage allowance as for 
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journeys on tour and no additional allowance under this rule will be 

admissible.  

 

3.17. Procedural matters. - A civil servant who claims higher 

travelling allowance on the ground that members of his family 

accompanied him on transfer must support his claim by a certificate 

showing the number and relationship of the said members. 

 

3.18. Civil servant taking over charge or handing over charge at a 

place other than his headquarters. __ A civil servant transferred from 

one post to another who is permitted to hand over charge of his post 

or to take over the charge of the new post at a place other than the 

headquarters is entitled to: 

 

 (i) Travelling allowance as on tour for the journey to the place 

of taking over or handing over and also for the journey from such a 

place to his new headquarters; and  

  

(ii) Travelling allowance as on transfer, except his own 

mileage and daily allowance for the journeys from his old headquarter 

to the new headquarters. 

 

3.19. Deputation for training.-- A civil Servant who in consequence 

of his transfer or deputation on a course of training, in which 

travelling allowance as on transfer is admissible, is obliged to send 

his family to a station other than his new headquarter or place of 

training he may draw travelling allowance for his family to that other 

station, subject to the condition that it does not exceed the travelling 

allowance which would have been admissible if the family had 

accompanied him to his new headquarters or place of training. 

 

3.20. Civil servant appointed to a new post while in transit.__ A 

civil servant appointed to a new post while in transit from one post to 

another, is entitled to draw traveling allowance as on transfer for so 

much of the journey as he has accomplished  when he receives the 

fresh orders and for the journeys from the place at which he receives 

such orders to his new station. 

 

3.21. Civil servant transferred after enjoying leave.___ A civil 

servant who goes on leave after he has had handed over charge of his 

old post and before he has taken charge of his new post, is entitled, 

whether the order of transfer is received before or after the 



II -District Judiciary                                   I- Legal Framework  

--Judicial Estacode 2021-------------------------------------------------------369-- 

commencement of his leave, to travelling allowance as on transfer 

from his old to his new post. 

 

3.22. when a civil servant under the administrative control of the 

Government of [Khyber Pakhtunkhwa], is transferred to the control 

of another Government, his travelling allowance for the journey to 

join his post under that Government and for the journey on reversion 

to a post under the Government of [Khyber Pakhtunkhwa], will be 

governed by the rules regulating travelling allowance on transfer of 

that Government. 

 

Note: The controlling officer for the purposes of travelling allowance 

for the journey of civil servant to join his post  under another 

Government as well as for the journey on  reversion to a 

post shall be the Controlling Officer is regard to his post under 

that Government. 

 

3.23. The travelling allowance of a civil servant both when 

proceeding on transfer to a foreign service and when reverting to duty 

under Government shall be borne by the foreign employer. 

 

Note:   The above rule applies even in cases in which a civil servant 

in Foreign Service takes leave before returning to duty under 

Government. 
 

3.24.  A local body employee transferred to officiate in a post under 

Government is entitled to travelling allowance for the journey, to join 

his post under Government and also for return journey under these 

rules. 

CHAPTER-IV  

 

TRAVELLING ALLOWANCE FOR JOU RNEYS OTHER THAN  

THOSE ON TOUR OR TRANSFER. 

 

SECTION-I. 

JOURNEYS ON FIRST APPOINTMENT TO GOVERNMENT SERVICE 

AND ON RETIREMENT, DISMISSAL OR TERMINATION OF AN 

APPOINTMENT. 

 

4.1. (1) Unless a competent authority by special or general order so permits, 

travelling allowance is not admissible to any person appointed to a post in 

Government service, who is not at the time holding any appointment under 

Government, for the journey to join his post.  
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(2) Travelling Allowance is not admissible for a journey undertaken 

to procure medical certificate required on first appointment to Government 

service.  

 

4.2 A person holding a permanent post substantively under another 

Government, may be granted travelling allowance to join a post under the 

Government of the North-West Frontier Province and while reverting to his 

parent Government:  

 

Provided that no such allowance will be admissible on reversion, if 

the reversion is at the request of such person.  

 

4.3. Unless a competent authority so permits, no person is entitled to any 

travelling allowance for a journey made after dismissal from Government 

service or after termination of his service under Government. 

 

Provided that: 

(i) A civil servant retiring from the Government service may draw 

travelling allowance as on transfer from his last headquarters to 

the place where the Controlling Officer certifies he is due to settle 

but, in that case, he shall also be entitled to the transfer grant as 

admissible to other Civil servants;  

 

(ii)  The family of a civil servant who dies while in service shall be 

entitled, from the last headquarter to the place where the 

Controlling Authority certifies that the family is due to settle, to 

the travelling allowance, etc, as under:  

 

(a) Actual fare by rail or steamer (to which the civil servant 

was entitled before his death) for each member of his 

family, for journey by road between places not connected 

by rail or steamer, mileage allowance shall be allowed; 

(b)  Cost of transportation of personal effects to the extent 

admissible to the deceased civil servant on transfer; 

(c)  Transfer grant to the extent admissible to the deceased 

civil  servant on transfer from one station to another.  
 

(iii)  The expenditure incurred by the family of a deceased civil servant 

on the transportation of dead body of such civil servant may be 

met by Government to the extent and in the manner indicated 

below:  
 



II -District Judiciary                                   I- Legal Framework  

--Judicial Estacode 2021-------------------------------------------------------371-- 

(a)  Where the dead body is transported by rail, actual cost 

of transportation from the last station of duty of the 

deceased civil servant to his home-town.  

(b)  Where the dead body is transported by road, actual cost 

of transportation subject to the maximum of Rs. 1.20 per 

road kilometer. The distance shall be calculated from the 

residence of the deceased at the last station of duty to his 

home-town. 

(c)  Where the dead body is transported by air actual cost 

of transportation; provided that transportation by air shall 

be permissible only in cases where transportation by rail or 

road would take more than 24 hours to reach the 

destination.  

 

Explanation. Actual cost of transportation of dead body shall 

also include, where necessary, the charges on crating not 

exceeding Rs. 400/-. 
 

(iv)       When the dead body is transported by air, one single fare by 

economy class will also be allowed for the attendant, if any, 

accompanying the dead body:  
  

Provided that in the case of death of the wife of a civil servant (only 

one wife), her dead body shall also be allowed to be transported to the home-

town of the civil servant concerned at Government expense in addition to the 

facility of an attendant:  

 

Provided further that such attendant may be only a member of the 

family of the deceased civil servant, as defined in Supplementary Rule 2 (8):  
 

Provided further that any claim on this account shall be in lieu of, and 

not in addition to, the attendant's normal entitlement under rule 4.3. (ii).  

(v) The cost of transportation of dead bodies should in all cases be 

allowed on the application of the family of the deceased civil 

servants only. If applied for, advances may also be allowed to the 

bereaved family in accordance with the rules applicable for the 

advance of travelling allowance, which shall ultimately be 

adjusted as usual. The application should contain the following 

particulars: 
 

(1) Name of the deceased civil servant; 

(2) His/her designation and the name of the office in 

which he/she was working at the time of his/her death;  

(3) Name and address of the applicant; 
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(4) His/her relationship with the deceased;  

(5) Home-town of the deceased civil servant or the place where 

the family intends to proceed;  

(6) Names of family members along with age of each of them; 

and  

(7) Approximate weight of personal effects.  
 

(vi) In the event of the death abroad of a civil servant deputed outside 

Pakistan in connection with temporary official duty or on a course 

of training financed entirely by Government, the expenditure 

connected with the death, to the extent supported by the relevant 

vouchers in original and certified as the minimum by the Head of 

Pakistan Embassy or Pakistan Mission in the country concerned, 

will be borne by Government, as follow:  
 

(a)  If the dead body is buried/cremated locally in the 

country where the civil servant was deputed, the total cost 

of that local burial/cremation; or  

(b)  If the dead body is transported to Pakistan, the total cost of 

such transportation including incidental expenses incurred 

for preparation of the body for transportation, such as 

embalming and local transportation charges, etc.  
 

4.4. Travelling allowance under rule 4.3 will be admissible in respect of all 

items of expenditure; provided that the journey and transportation took place 

either during leave preparatory to retirement or one month before the date of 

actual retirement but not later than six months of the date of actual retirement 

from Government service.  
 

4.5. Except as other-wise provided, travelling allowance under this section 

should be calculated as for a journey on tour, but no daily allowance may be 

drawn for halts. The rate admissible in case of a new recruit is the rate 

prescribed for the grade to which he will belong after joining his post.  

 

SECTION-II  

JOURNEY ON A COURSE OF TRAINING. 
 

4.6. When a civil servant, or a student not already in Government service, is 

selected to undergo a course of training, the competent authority may decide 

the scale, if any, on which he shall draw:  

(a)  Travelling allowance for the first journey to, and the last 

journey from, the place of training and for halts at such 

place;  
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(b)  In the case of training at a school, college or similar 

institution, travelling allowance for similar journey on the 

occasion of holidays and vacation; and  

(C)  Travelling allowance for a journey during the course of 

training:  

Provided that the scale so fixed shall not exceed that 

admissible to civil servants of similar status on duty at the 

place of training.  
 

Note: When a civil servant is deputed to receive training at any of 

the Pakistan Army Schools of instructions, he should be permitted to 

draw, instead of house-rent or local allowance, daily allowance equal 

to messing charges levied by the Army Institutions, in accordance with 

his status. This note will apply when it is certified by the authorities of 

the Institution concerned that it is compulsory for a trainee to lodge and 

board at the Institutions or that it is not possible to make any cheaper 

arrangement outside.  

 

SECTION-III  

JOURNEY TO GIVE EVIDENCE IN A COURT, TO ATTEND AN 

INQUIRY OR CONFERENCE. 

 

4.7. (1) A civil servant permitted at his request to attend a meeting or 

conference held in Pakistan, and if any Government interest is served thereby, 

may be paid a single return railway fare for the journey without any road 

mileage or daily allowance, if the meeting or conference is held in [Khyber 

Pakhtunkhwa], and tourist class air fare between Lahore, Karachi and Quetta 

in addition to railway fare for the rest of journey, if the meeting or conference 

is held in other Provinces of Pakistan.  

 

(2)   Mileage and daily allowance, etc, as for a journey on tour, are, 

however, admissible when an Officer is officially deputed to attend a 

meeting.  

 

4.8. (a) A civil servant appointed as a member of a Committee, Commission 

or Board constituted by Government, may draw travelling allowance as for 

journeys on tour. 

 

(b)  A civil servant appointed to assist at a departmental enquiry or at a 

preliminary investigation into charges of corruption or misconduct on 

the part of an official and under-takes any journey in connection with 

such enquiry or investigation is entitled to travelling allowance as for a 

journey on tour.  
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4.9. (1) A civil servant summoned to give evidence:  

(a)  in a civil or criminal case, a case before a court martial or 

a departmental enquiry held by a properly constituted authority in 

Pakistan or before a court in a merged State or in foreign territory, 

provided the facts as to which he is to give evidence have come to 

his knowledge in the discharge of his public duties; or 
  

(b)  Before a committee appointed by Government;  

may draw travelling allowance as for a journey on tour attaching 

to his bill a certificate of attendance given by the Court or other 

authority which summoned him:  

 

Provided that if the court by which he is summoned is situated within 

16 kilometers of his headquarters or within municipal limits of the town 

where his headquarters are located, whichever may be farther, he may, if not 

in receipt of any permanent travelling allowance or conveyance allowance, 

accept such payment of actual travelling expenses as the Court may make.  
 

(2) When a civil servant draw travelling allowance under sub-rule (1). 

 

(i)  if the court or authority by which he was summoned be in Pakistan, 

he may not accept any payment of his expenses in connection with 

the journey from such court or authority, and any fees which may be 

deposited in the court or with the authority for the travelling and 

subsistence allowance of the witness must be credited to 

Government; and  

(ii)  if the Court or authority by which he was summoned be in a merged 

State or in foreign territory, he may receive from the court or the 

authority such payment of his expenses as may be admissible to him 

under the rules of the court and credit the amount to Government, 

stating in his travelling allowance bill the amount received, the 

treasury in which it has been credited and the date of credit and 

where no amount is paid to him by the court he should ascertain the 

reasons therefore and state them in his travelling allowance bill.  
 

Note (1) -If the Court in which he gives evidence is situated within 

16 Kilometers of his headquarters or within municipal limits, whichever may 

be farther, and no travelling allowance, is therefore admissible for the 

journey, he may, if he be not in receipt of permanent travelling allowance or 

conveyance allowance, accept such payment of actual travelling expenses as 

the Court may make.  
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Note (2) -A civil servant summoned to give evidence while on leave or on 

vacations is entitled to travelling allowance under this role from and to the 

place from which he is summoned as if he were on duty.  
 

Note (3) --When a civil servant summoned as witness in a criminal case, or 

a civil case claims travelling allowance under this rule, a certificate from the 

court should be attached to the bill showing the amount of travelling or 

subsistence allowance which he has been paid under the rules of the Court.  

 

Note (4)-This rule applies also to a civil servant in foreign service, 

provided the facts to which he is to give evidence have come to his knowledge 

in the discharge of his duties while in the service of Government.  

 

4.10. Other cases. --A civil servant summoned to give evidence in 

circumstances other than those specified in rule 4.9, is not entitled, by reason 

of his position as a civil servant to any payment other than that admissible by 

the rules of the court. If the court pays him any sum as subsistence allowance 

or compensation apart from payment for travelling expenses, he must credit 

that sum to Government before drawing full pay for the day or days of 

absence.  

 

4.11. A competent authority may sanction travelling allowance as for a 

journey on tour in a case in which a civil servant has to undertake journey to 

answer a criminal or civil case brought against him in respect of an act done 

by him in the discharge of his official duty and in which Government has 

decided to undertake his defence at public cost.  

 

1.12. Travelling allowance as for a journey on tour is admissible to a civil 

servant proceeding in his official capacity to a police station to 

lodge a complaint or give information of an offence but no 

allowance is admissible to a civil servant summoned by a police 

officer to give evidence before him.  

 

4.13. Persons attending Commissions of Inquiry, etc. (a) When any person, 

not being a civil servant, but including an employee of the Government of 

Pakistan or the Government of other Provinces is required to attend any 

meeting of a commission of inquiry or of a board, conference, committee, or 

departmental inquiry convened under proper authority or is required to 

perform any public duties in an honorary capacity, a competent authority may 

grant him travelling allowance for the journey calculated under the ordinary 

rules for the journey of a civil servant on tour, and for such purpose may 

declare, by general or special order, the grade to which such person shall be 

deemed to belong:  
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Provided that a competent authority may, in its discretion, grant to the 

person concerned his actual travelling, hotel and carriage expenses, instead 

of travelling allowance, where it considers that such allowance would be 

inadequate.  

 

(b)  A competent authority may delegate the power conferred upon it by 

clause (a) of this rule to the civil servant presiding over the meeting 

of the Commission or other body which the person concerned is 

required to attend.  

(c)  Travelling Allowance is not admissible to private Legal Practitioners 

employed in cases on behalf of Government unless they are officiating 

as public prosecutors,  

(d)  Non-officials may be allowed by a competent authority travelling 

allowance (including daily allowance and conveyance allowance) 

according to their status for helping Government in its various 

activities.  

 

SECTION-IV  

JOURNEY TO GIVE OR OBTAIN MEDICAL ADVICE 

 

4.14. (1) when the place at which a civil servant falls ill is not the headquarters 

of the authorised medical attendantð 

 

(a)  The patient shall be entitled to travelling allowance for the journey to 

and from such headquarters; or  

(b)  If the patient is too ill to travel and under the rules applicable to him 

is, in such circumstances, entitled to the attendance of the authorised 

medical attendant at his residence, the authorised medical attendant 

shall be entitled to travelling allowance for the journey to and from 

the place where the patient is.  

 

(2)  A claim for travelling allowance under clause (a) above shall be 

accompanied by a certificate from the authorised medical attendant stating 

that medical attendance was necessary, and where the claim is under clause 

(b) above, that the patient was too ill to travel.  

 

4.15. (1) If the authorised medical attendant is of the opinion that the case of 

a patient entitled to treatment under the rules relating to medical attendance 

on civil servants, and their families is of such a serious or special nature as to 

require medical attendance by some person other than himself, or that the 

patient requires anti-rabic treatment, he may with the approval of the Director 
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of Health Services (which shall be obtained beforehand, unless the delay 

involved entails danger to the health of the patient):  

 

(a) Send the patient to the nearest specialist or other medical officer 

in [Khyber Pakhtunkhwa], by whom in his opinion medical 

attendance is required for the patient, and in the case of anti-

rabic treatment, to the nearest station in [Khyber Pakhtunkhwa] 

where such treatment is available, or  

 

(b) If the patient is too ill to travel and is under the rules 

applicable to him entitled to medical attendance at his 

residence, summon such specialist or other medical officer to 

attend upon the patient.  

 

(2)   A patient sent to a specialist or anti-rabic station under clause (a) 

of sub-rule (1) shall, on production of a certificate from the authorised 

medical attendant in this behalf, be entitled to travelling allowance for the 

journey to and from the headquarters of the specialist or other medical officer 

or, as the case may be, the place of anti-rabic treatment.  

 

(3)   A specialist or other medical officer summoned under clause (6) 

sub-rule (1) shall, on production of a certificate from the authorised medical 

attendant in this behalf be entitled to travelling allowance for the journey to 

and from the place where the patient is.  

 

4.16. When a civil servant is required under the orders of the Head of his 

office to obtain the countersignature of a medical board or a medical officer 

upon a certificate pronouncing him fit to return to duty from leave granted on 

medical certificate, he may draw travelling allowance for the journey 

undertaken to appear before such Board or Medical Officer.  

 

4.17. If a civil servant, being stationed at a place where there is no medical 

officer of Government, is required to obtain a medical certificate from a 

medical officer of Government in support of an application for an initial grant 

of leave he may draw travelling allowance for the journey undertaken to 

obtain that certificate.  

 

Note: -Travelling allowance is not admissible for a journey to obtain a 

medical certificate in support of an application for an extension of leave.  

 

4.18. If a civil servant, having obtained a medical certificate in support of an 

application for an initial grant of leave, is required to appear before a medical 



II -District Judiciary                                   1- Legal Framework                                  

 

---378------------------------------------------------------Judicial Estacode 2021- 

board, or to appear before a nominated medical board, or to appear before a 

nominated medical officer of Government for further opinion as to the 

necessity for the leave recommended in that certificate, he may draw 

travelling allowance for the journey undertaken to obtain that opinion.  

 

Note: -Travelling allowance is not admissible for a journey to obtain a further 

medical opinion in support of an application for an extension of leave.  

 

4.19. A civil servant directed by his Officer superior, in the interests of the 

public service, to apply for an invalid pension may, if he be required to 

undertake a journey in order to appear before a Medical Board, draw 

travelling allowance as on tour; 

 

Provided that his travelling allowance bill is supported by a certificate 

that he was directed to apply for an invalid pension in the interest of the public 

service.  

 

4.20. A civil servant who has been directed to apply for or is in receipt of a 

wound or disability pension from Government, may draw travelling 

allowance for journeys to obtain a certificate from a Medical Board for the 

grant of or the continuance of such pension.  

 

4.21. A competent authority may allow travelling allowance to a civil servant 

who voluntarily applied for an invalid pension; provided that the authority is 

satisfied that the circumstances of the applicant are such as to justify the 

concession.  

 

4.22. (1) When a civil servant suspected to be suffering from tuberculosis is 

required, after examination by the Medical Superintendent District Health 

Officer of the District in which he is serving or if he is too ill to go to the 

district headquarters, by the Medical Officer-in-charge of the focal or nearest 

hospital or dispensary, to proceed for X-Ray, Laboratory or other 

examination to the nearest station where such facilities are available, he may, 

on production of a certificate from the Medical Superintendent or District 

Health Officer or as the case may be, the Medical Officer draw travelling 

allowance for the journey performed by him to and from the place of 

examination as on tour.  
 

(2)     The journey under this rule should not be undertaken without the 

previous permission of the Controlling Officer, if such permission can be 

obtained without risk to the life of civil servant.  
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4.23. Travelling allowance under Rules 4.14, 4.15 and 4.20 should be 

calculated as for a journey on tour, provided that no allowance shall be drawn 

for halts on the journeys, while travelling allowance under other rules of this 

section may be allowed as for journeys on tour.  
 

4.24. (1) A Medical Officer of Government who considers that a civil servant 

on whom it is his duty to attend professionally should leave his station to 

obtain medical advice or treatment or to proceed on leave, and that is unsafe 

for him to travel unattended, may, if he does not himself accompany him, 

arrange for an attendant to do so; and the attendant:  
 

(a)  if a civil servant, shall be deemed to have been travelling on 

duty and may draw travelling allowance for the outward and 

return journey as for a journey on tour; and 

(b)  if not a civil servant, may draw actual expenses.  
 

(2)     When the Medical Officer's opinion as to the necessity for the 

journey and for an attendant during it cannot be obtained before its 

commencement, a certificate from him that the journey with an attendant was 

necessary is sufficient for the purpose of this rule.  
 

Note: --An Overseer, Nurse, or other person, attending on or escorting an 

insane or a sick civil servant, should, when travelling in the same 

compartment with him, be allowed to draw the actual fare of the class in 

which he travels plus daily allowance to which he may be entitled.  
 

SECTION-V 

JOURNEYS TO ATTEND DARBARS AND CEREMONIAL  

FUNCTIONS, ETC. 

 

4.25. A civil servant who is required to attend investiture ceremony or Darbar 

or levee else-where than at the headquarters may draw travelling allowance 

for the journey as for a journey on tour.  

 

Note: - No travelling allowance is admissible to a civil servant for attending 

a function with which he is not officially connected, though he may have 

received a courtesy invitation for the same. It is for the Head of the Attached 

Department concerned or where he is the Head of the Attached Department, 

the Administrative Secretary of the Department concerned to see, while 

permitting a civil servant to be present at a function, if he is really required 

to attend it in the public interest, and if se whether travelling allowance should 

be permitted for the journey as for a journey on tour. If several civil servants 
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of one and the same department attend a particular function, it should also be 

seen whether the same conveyance cannot be shared by all of them.  

 

4.26. When a Commissioned Officer belonging to the Defence Forces of 

Pakistan, whether on the active or the retired list, is invited to attend a Darbar 

or levee at a place other than at which he is stationed or has his residence, a 

competent authority may grant him travelling allowance for the journey, 

subject to the following limits: 

  

(i) for the journey from his station or place of residence to the 

place at which the darbar or levee is held and back to his 

starting point, single railway and steamer fares actually paid, 

plus actual travelling expenses for journeys by road subject to 

the maximum admissible to a civil servant of the first grade 

when on tour.  

 

(ii)  for halts at the place at which the darbar or levee is held, a 

daily allowance, as admissible in the case of Officers of First 

Grade.  

 

4.27. Journeys in connection with Local Fund (a) Except as provided in 

clause (b), the travelling allowance to civil servants for journeys performed 

in connection with the affairs of a Local Authority is governed by the rules 

of the Local Fund, and is payable from the Local Fund.  

 

(b)  When a civil servant, who is an ex-officio member of a local body, 

travels to attend meeting of the local body or when a civil servant travels for 

purposes of supervision or control of the affairs of a local body as a part of 

his regular duties, his travelling allowance shall be paid by Government and 

shall be governed by these rules.  

 

Note: The instruction, contained in rule 1.11 should be carefully 

observed when preparing travelling allowance bills under this act. 
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CHAPTER-V  
 

TRAVELING ALLOWANCE WHEN THE MEANS OF TRANSPORT ARE 

PROVIDED WHOLLY OR PARTLY FREE OF COST.  

 

5.1.  H.O.R. facilities --- A competent authority may grant to any 

civil servant, the general right to reserve by requisition an inspection carriage, 

an eight wheeled tourist car, an ordinary first-class carriage of two 

compartments, or an ordinary first-class compartment when travelling by 

railway on tour.  

5.2.  The procedure to be followed in submitting a requisition for 

reserved accommodation shall be such as may be prescribed by the railway 

Authorities. 

5.3 When a civil servant travels in a carriage reserved by 

requisition, the carriage is entirely at his disposal and may be detached and 

detained at any railway station at his request.  

5.4 When a civil servant for whom special railway 

accommodation is provided, or who is entitled under these rules to reserve 

railway accommodation by requisition, travels in such reserved 

accommodation on tour: ---   

 

(i)  The entire cost of haulage is borne by Government; 

 

(ii)   Unless it be otherwise expressly provided in these rules, any 

person travelling with the civil servant in the reserved 

accommodation must pay usual fares to the railway by the 

purchase of first class tickets, and in every bill for travelling 

allowance in respect of a journey performed in reserved 

accommodation the civil servant reserving the accommodation, 

must specify the number of persons who travelled with him and 

certify that necessary tickets were purchased by them 

 

Note (1)--- The civil servants reserving the accommodation shall, before 

beginning the journey, have the numbers and other details of the tickets 

purchased for the persons travelling with him in the reserved accommodation 

entered on the requisition form by the Station Master of the station from 

which the journey is commenced, in order to enable an adjustment to be made 

between the Civil and Railway Departments in respect of the fare realized by 

the Railway.   

 

Note (2) ---Where only debits are received by the Audit officer on account of 

railway requisitions in respect of which no travelling allowance bill has been 

preferred, the audit officer will obtain a certificate from the civil servant who 
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has travelled in the reserved railway accommodation to the effect that the 

journey covered by the requisition was performed in the interest of public 

service.   

 

Note (3) ----A Personal Assistant, a Stenographer or a clerk holding a ticket 

for the class of accommodation in which he is entitled to travel according to 

his grade may travel with the higher official in his reserved accommodation 

but in that case the higher official will have to certify in the bill for travelling 

allowance that it was in the interest of public service that the Personal 

Assistant, Stenographer or clerk should have travelled with him in the 

reserved accommodation and that the Personal Assistant, Stenographer, or 

clerk actually purchased a ticket for the class of accommodation to which he 

was entitled. In such a case, the cost of the said ticket will not be deducted 

from the charge of account of haulage of reserved accommodation payable to 

the Railway.  

 

Note (4) --- A civil servant who is entitled to reserve by requisition a first-

class compartment may recover, when travelling by railway in such a 

compartment his actual travelling expenses up to maximum of one half of 

first-class fare.  

 

 5.5 The amount of luggage which may be transported free of cost 

by a civil servant travelling in reserved accommodation is the amount 

covered by the number of tickets which a member of the public would have 

to purchase in order to reserve such accommodation.  

 

5.6  Free transit otherwise than in accommodation reserved by 

requisition.---When a civil servant is entitled to or is allowed free passage by 

steamer whether on a free pass or otherwise, or travels by road in a staff car 

or other conveyance provided by the Government or a local authority, he is 

not entitled to any mileage for the journey, except where the journey is 

performed by Railway in which case the civil servant may draw mileage 

allowance equal to ½ of the railway fare he is entitled to. 
 

Note (a) This will not be applicable to:- 

 

(i) Officers and men of Railway Police; 

(ii)  Medical Officers lent to the Railway Department; and  

(iii)  Any other civil servant or class or civil servants, whose duties 

involve constant travelling by railway, except in cases where 

the competent authority may declare it to be applicable. 

(b) When such a civil servant makes a journey by railway on tour:-- 
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(i) he is entitled either to a free pass under the free pass rules of 

the Railway or to the fares for himself and the servants and 

baggage accompanying with him which is a free pass would 

cover; 

(ii)  he may draw daily allowance for any day on which he is absent 

from his headquarters for more than 8 consecutive hours; 

(iii)  he may not exchange for mileage allowances admissible under 

sub clause (i) and (ii);  

(iv) He may, if he combines with a railway journey the journey by 

steamer or road, and travels to a place distant at least 16 

kilometers from the points where he leave the railway or 

returns to the railway from a place similarly distant, draw 

mileage allowance for the journey by steamer or road in 

addition to daily allowance, if any, admissible under the rule; 

provided that the time spent on the journey by steamer or road 

shall be deducted in calculating the duration from the absence 

of his headquarters.  
 

5.7. When a civil servant in receipt of permanent travelling 

allowance uses a free pass on a railway or steamer within his sphere 

of duty, or travels by road in a free conveyance, the allowance of the 

mileage allowance to which to which he would have been entitled if 

he had not travelled free, shall be deducted from his permanent 

travelling allowance for the month during which he so uses a free pass 

or a free conveyance.   

 

5.8. Civil servants entitled to travel in a higher class on payment 

of a lower fare. ---When a civil servant is permitted to travel by 

railway in a higher class on payment of a lower fare, his mileage 

allowance must be limited to the amount of the fare actually paid. 

5.9. The following rules have been prescribed in respect of the 

drawing of travelling allowance by civil servants who accompany the 

Governor of the [Khyber Pakhtunkhwa]: 

(i) if the civil servants travel in the Governorôs special train the 

travelling allowance which they would ordinarily draw shall be 

reduced by the amount of the fare which, but for such free 

passage, they would have paid. 

 

Note: ---No refund to the Governorôs Tour Fund is necessary, as no 

extra expenditure is incurred out of the grant on this account.  
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(ii)  If the civil servants travel in an ordinary train, they should 

purchase their own tickets and draw the ordinary travelling 

allowance.  

 

Note: ---No recoveries are necessary in this case unless their fares are 

in their first instance advanced from the Tour Fund, in which case the 

accounts of the Fund should be adjusted by the Military Secretary. 

 

 (iii)  In all cases where full travelling allowance is claimed by 

the civil servants, it should be certified on the bills that the 

journey was performed by an ordinary train, or in an extra 

carriage attached to the Governorôs special train. On the 

authority of such a certificate, and on the understanding that 

the account of the Governorôs Tour Fund will (if necessary) be 

adjusted by the Military Secretary, the travelling allowance 

charged by the civil servants will be passed in full.   

 

CHAPTER-VI  

 

RULES GOVERNING TRAVELING ALLOWANCE AND HILL 

STATION ALLOWANCE ADMISSIBLE TO THE OFFICERS AND 

STAFF OF THE GOVERNORôS SECRETARIAT ACCOMPANYING 

THE GOVERNOR TO A HILL STATION IN SUMMER SEASON.  

 

SECTION-I. 

  

6.1. The rules in this Chapter shall be applicable only to the 

officers and the staff of the Governorôs Secretariat accompanying the 

Governor to the Hill Station. 

 

Explanation:ðFor the purposes of this Chapter ñHill Stationò means 

Nathiagali or any other Hill station specified by the 

Governor in this behalf. 

 

6.2. A civil servant to whom the rules in this Chapter apply, who 

is required to move to a Hill Station may draw for the initial journey to and 

the final return journey from the Hill Station mileage and daily allowance as 

follows:ð 

 

(i) mileage and daily allowance for himself and for each member of 

his family. 
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(ii)  one extra mileage allowance, as for himself to cover 

miscellaneous expenses of the journey provided that if he is 

holding a ministerial post and travels with his family, two 

additional mileage allowances as for himself will be allowed. 

 

Note (1)ðFor the purpose of this rule a member of a civil servantôs family 

should be held to have accompanied the civil servant if he/she 

arrives at the Hill Station two months before or one month after the 

civil servant, or arrives at the Headquarters one month before or 

after the civil servantôs arrival. 

 

Note (2)ðMembers of the family of the civil servant moving to the Hill 

Station who are entitled to draw Traveling Allowance will do so 

only on the first move to the Hill Station and the final move down. 

Beyond these two journeys they will not be entitled to any 

Traveling Allowance. 

 

Note (3)ðIn case the civil servantôs children are at a school or college of 

which the term begins or ends more than two months before of one 

month after the civil servant moves to the Hill Station, the limit of 

two months or of one month, as the case may be, may on the 

production of the following certificate be exceeded to cover the 

date of beginning or end of the term and for the examinations 

which may fall immediately or very soon after the conclusion of 

term. The certificate shall be recorded by the officer in the 

following form: 

 

CERTIFICATE  

 

   I certify ---------------------------------------------- that son/daughter of -

----------------------------is a student in -----------------------------------School 

College, which closes on ---------------------- and re-opens on ------------- 

The last date on his/her examination at the close of the terms       is/was  

 

            (Signature) 

Drawing/Controlling Officer, 

Dated 
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Note (4)ðThe claim for travelling allowance on account of the members of 

family should be supported by a certificate signed by the officer 

himself and in other cases countersigned by the Controlling 

Officer, stating: ð 

(a) the number and age of the members of the family and their 

relationship with the civil servant; 

(b) that they are wholly dependent and residing with him; and  

(c) that they accompanied the civil servant [within the meaning of this 

rule read with Note (1)] to the Hill Station on his final return 

therefrom. 

 

Note (5)ðFor the special reason to be recorded on the travelling allowances 

bills, the Controlling Office may apply these rules to other members of the 

family as included in the definition of family as given in rule 1.5. 

 

6.3. A Military Officer on the personal staff of the Governor 

required to move to the Hill Station may draw charges for the conveyance of 

his horses according to his rank under the rules in force for Military Officers. 

 

6.4. If a civil servant to whom the rules in this Chapter apply for 

any reason (e.g having travelled in a special train) does not pay for any of his 

travelling expenses such as rail fare, cost of conveyance or baggage or 

personal attendants, etc; the amount of the travelling allowance admissible to 

him under these rules should be reduced to the extent to expenses which he 

would otherwise have incurred on such journey. 

6.5. If a civil servant in cases other that provided in the foregoing 

rule, or any member of his family for whom travelling allowance is 

admissible under this Chapter, proceeds to the Hill Station or returned from 

a Hill Station to the Headquarters, by a route other than the normal route, he 

may draw travelling allowance for such journey limited to that normally a 

admissible to him. 

 

6.6. If a civil servant to whom the rules in this Chapter apply, while 

at the Hill Station obtains leave on medical certificate and is obliged to travel 

to Headquarters for treatment, he may draw his actual travelling expenses to 

Headquarters and back, limited to what is absolutely necessary, and not 

exceeding in any case the amount admissible under these rules for the normal 

journeys.     
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SECTION-II  

HILL STATION ALLOWANCE  

                                                                                             

6.7. (1) A civil servant to whom the rules in this Chapter apply 

shall be entitled to the following Hill Station Allowance for the period of his 

residence at the Hill Station and for the joining time allowed for moving to 

and from the  Hill  Station:ð 

 

(a) Civil Servants in NPS-1 and 2       . .      1/2 of their 

pay. 

 

(b) Other Civil Servantsð    

 

(i) if without a family        . .           Rs. 40 per  

          mensem. 

 

(ii)  if with a family              . .       1/2 of the pay,  

subject to inimum  

of Rs. 40 per mensem 

and a maximum of                                      

Rs. 150 per mensem. 

 

Noteð Pay together with Hill Station Allowance should not 

exceed Rs. 850/- per mensem and where it exceeds, the allowance 

shall stand automatically reduced to the extent of the amount in 

excess. 

 

(2) When both husband and wife (or wives) are civil servants 

and both of them move to the Hill Station, each of them draw Hill Station 

allowance on their respective pay at the rate admissible under sub-rule (1) to 

a civil servant who has no family. 

 

(3) The higher rate allowance admissible to a civil servant who 

has a family shall ordinarily be drawn for the period his family or the 

dependents are actually residing with him at the Hill Station, but it may be 

drawn for the full period of resident at the Hill Station if his family or the 

dependents follow or precede him to or from the Hill Station within one 

month of the move. 

 

Note (1)ðSubject to the condition that he returns to the Hill Station to 

resume his residence there, a civil servant who is in receipt of 

an allowance under rules may be allowed to draw the 
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allowances admissible under this rule in addition to the 

travelling allowance admissible under the rules when they 

accompany officers on tour or on other duties away from the 

Hill Station. 

 

Note (2)ðA civil servant in receipt of house-rent allowance at the head-

quarters shall continue to draw that allowance in addition to the 

Hill Station Allowance during his stay at the Hill Station, 

provided he certifies that he had to undertake the payment of 

rent for a house at headquarters which remained unoccupied or 

that some members of his family or persons wholly dependent 

on him stayed at headquarters for the period for which the house 

rent allowance is claimed. 

 

6.8. The allowance admissible under rule 607 may be drawn for 

the whole period of residence at the Hill Station and for the joining time 

allowed for moving to or from the Hill Station, subject as regards joining 

time, to a maximum of four days in each case. For special reasons of public 

convenience to be certified by the Controlling Officer, the allowance may be 

drawn for not more than ten days prior and ten days subsequent to the above 

dates. 

 

6.9. A civil servant on leave on medical certificate at Hill Station, 

if no extra expense (other than the medical facilities provided under the 

Medical Attendance Rules) is caused to the Government, draw the Hill 

Station Allowance in full during such leave. 

 

SECTION-III  

GENERAL  

 

6.10. A civil Servant residing at Hill Station may draw his pay and 

the allowances admissible under these rules either at the Hill Station or at his 

Headquarters or partly at the Hill Station and partly at the Headquarters. 

 

Note: ð A last pay certificate is not required to enable pay to be drawn 

under this rule. 

 

6.11. Advance of pay and travelling allowance. ðA civil servant 

to whom the rules in this Chapter are applicable, when proceeding to or from 

the Hill Station, may: ð 
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(a) if he be in grade 16 and above draw an advance of pay (including 

allowances) for the    month in which he leaves the Headquarters 

or the Hill Station, as the case may be, and of his travelling 

allowance and that of his family on written sanction of the Con-

trolling Authority; and 

 

(b) if he be in grade 15 and below draws the pay (including 

allowances) for the month in which he leaves the Headquarters or 

the Hill Station, as the case may be, and be advanced his traveling 

allowance and that of his family by, or on the countersignature of 

the Head of the office. 

 

Note: ð Temporary civil servants are not entitled to advances of pay, travel-

ling allowance and other allowances under this rule unless the 

sanctioning authority is satisfied that the advances would be 

recovered from the civil servant concerned before his term of 

appointment expires. 

 

6.12. (1) Advances of travelling allowances under clauses (a) and 

(b) of rule 6.11 must be adjusted by bill within a fortnight after the civil 

servantôs arrival at his destination. 

 

(2)  Recovery towards the advance of pay from such civil servants 

should be made from their pay in three equal monthly 

installments   

 

RULES REGULATING TRAVELING ALLOWANCE AND HILL 

STATION ALLOWANCE ADMISSIBLE TO THE OFFICERS AND 

STAFF OF THE OFFICE OF THE POLITICAL AGENT, SOUTH 

WAZIRISTAN AGENCY ACCOMPANYING THE POLITICAL 

AGENT TO HILL STATION IN SUMMER SEASON.  

 

7.1.  The rules in this chapter shall be applicable only to the 

Political Agent, South Waziristan Agency, Assistant Protocol Officer, 

South Waziristan Agency, and their staff accompanying them to the Hill 

Station.  

 

            EXPLANATION ---  For the purposes of this chapter ñHill Stationò 

means Wana (South Waziristan Agency) and 

ñSummer Seasonò means the period from 15th 

May to 15th September of the year.  
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7.2.  A civil servant, to whom the rules in this chapter apply, and 

who is required to move to the Hill station may draw for the initial journey 

to and the final return journey from the Hill Station, mileage and daily 

allowance as follows:  

 

(i)  Mileage and daily allowance for himself and for each member of 

his family. 

(ii)  One extra mileage allowance, as for himself, to cover 

miscellaneous expenses of the journey; provided that if he is 

holding a ministerial post and travels with his family; two 

additional mileage allowance for himself will be allowed.   

 

Note (1)  For the purpose of this rule, a member of civil servantôs family 

should be held to have accompanied the civil servant if he/she 

arrives at the Hill Station two months before or one month 

after the civil servantôs arrival, or arrives at the Headquarters 

one month before or after the civil servantôs arrival.  

Note (2)  Members of the family of the civil servant moving to the Hill 

Station who are entitled to draw travelling allowance under 

this chapter will do so only on their initial move to the Hill 

Station and the final move down. Beyond these two journeys 

they will not be entitled to any traveling allowance.  

Note (3)  In case of the civil servantôs children are at school or College 

of which the term begins or ends more than two months before 

or one month after the civil servant moves to the Hill Station, 

the limit of two months or of one month, as the case may be, 

on production of the following certificate, be exceeded to 

cover the date of beginning or ending of the term and/or the 

examinations which fall immediately or very soon after the 

conclusion of the term. The certificate shall be recorded by the 

civil servant himself if he is in grade 16 and above, and in any 

other case, by the Controlling Officer. 

   

CERTIFICATE  

 

   I certify ---------------------------------------------- that son/daughter of -

----------------------------is a student in ---------------------------------------

School College, which closed on ---------------------- and re-opened on ---

------------------. 
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The last date on his/her examination at the close of the terms       

is/was  

 

                  (Signature) 

Drawing/Controlling Officer, 

Dated ----------------- 

 

Note (4)  The claim for travelling allowance on account of members of 

the family should be supported by a certificate signed by the 

civil servant himself; provided that of the civil servant is in 

grade 15 or below, the certificate shall also be countersigned 

by the Controlling Officer, stating---- 

 

(a)  The number and age of the members of the family and 

their relationship with the civil servant 

(b) That they are wholly dependent and residing with him; 

and  

(c) That they accompanied the civil servant within the 

meaning of this rule read with notes (1) and (3) to the 

Hill Station and or on his final return therefrom.  

 

7.3.   If a civil servant or any other member of his family to whom 

travelling allowance is admissible under this chapter, proceeds to or 

returns from a Hill Station to the Headquarters, by a route other than the 

normal route (Tank to Jandola-Serwakai and Wana and Vice versa) he may 

draw travelling allowance for such journey limited to that admissible by 

the normal route.  

 

7.4 (1)   A civil servant to whom the rules in this Chapter apply shall 

be entitled to the following Hill Station Allowance for the period of his 

residence to the Hill Station and for the joining time allowed for moving 

to and from the Hill Station:- 

  

(a) Civil Servants in NPS-1 and 2           Half of their monthly pay 

 (b) Other civil servants:- 

 

(i) if without a family    Rs 40 per mensem 

 

(ii) if with family    Half of the monthly  
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pay subject to minimum of Rs 

40.00 and a maximum of Rs 

150.00 per mensem 

 

Note: - Pay together with Hill Station Allowance should not exceed 

Rs 850/- Per mensem and where it exceeds the allowance shall 

stand automatically reduced to the extent of the amount in 

excess.  

   

(2)  The higher rate of allowance admissible to a civil 

servant who has a family shall ordinarily be drawn for the period his 

family or the dependents are actually residing with him at the Hill 

Station, but it may be drawn for the full period of residence at the Hill 

Station if his family or the dependents follow or precede with him to 

and from the Hill Station within one month of the move.  

 

(3) For purposes of calculating the Hill Station Allowance under 

sub-rule (1), pay shall mean the pay drawn by the official at Tank 

excluding Cis-Frontier Allowance, i.e. the Hill Station Allowance shall be 

calculated on basic pay as defined in rule F.R.9 (21). 

 

The officials who are in receipt of Cis- Frontier Allowance at Tank, 

may however continue to draw this allowance in addition to the Hill 

Station Allowance, but the Compensatory Allowance sanctioned under 

Government of North-West Frontier Province Finance Departmentôs letter 

No.6/8-75 (FATA) II/FA, dated 27th August, 1978 shall not be admissible 

in addition to the Hill Station Allowance, under this rule. 

 

Note (1) ---- Subject to the condition that he returns to the Hill Station 

to resume his residence there a civil servant who is in receipt of an 

allowance under his rule may be allowed to draw the same in addition 

to the travelling allowance admissible under ordinary travelling 

allowance rules when he accompanies an officer on tour or on other 

duties away from the Hill Station.  

 

Note (2) ---- A civil servant in receipt of hose rent allowances at the 

Headquarters shall continue to draw that allowance in addition to the 

Hill Station allowance during his stay at the Hill Station; provided 

that he certifies that he had to undertake the payment of rent for a 

house at Headquarters which remained unoccupied, or that some 

members of his family or persons wholly dependent on him stayed at 
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the Headquarters for the period for which the house rent allowance is 

claimed.    

 

7.5  The allowance admissible under rule 7.4 may be drawn for the whole 

period of residence at the Hill Station and for the joining time allowed for 

moving to or from the Hill Station. The Hill Allowance during joining time 

will, however be admissible for a maximum period of four days in each 

case. For special reasons of public convenience to be certified by the 

Controlling Officer, the allowance may be drawn for not more than ten days 

prior and ten days subsequent to the above dates.    

 

7.6 A civil servant on leave on medical certificate at Hill Station may, if 

no extra expense other than the medical facilities provided under the 

Medical Attendance Rules) is caused to Government, draw the Hill Station 

Allowance in full during such leave.   

 

7.7 A civil servant to whom the rules in this Chapter are applicable, 

proceeding to and from the Hill Station may: -- 

(a)    if he be in grade 16 or above, draw an advance of pay 

(including allowances) for the month in which he leaves 

the Headquarters or the Hill Station, as the case may be, 

and of his travelling allowance and that of his family on 

written sanction of the Controlling Authority; and  

(b) if he be in grade 15 or below, draw the pay (including 

allowances) for the month in which he leaves the 

Headquarters or the Hill Station, as the case may be, and 

be advanced his travelling allowance and that of his 

family by, or on the countersignature of the Head of the 

office.  

 

Note: --- Temporary civil servants are not entitled to advances the 

pay, travelling allowance or other allowances under this rule unless 

the sanctioning authority is satisfied that the advance should be 

recovered from the civil servant concerned before his term of 

appointment expires.   

 

7.8 (1) Advance of travelling allowance under clauses (a) and (b) of rule 

7.7 must be adjusted by bill within a fortnight after the civil servantôs arrival 

at the destination.  

  

(2)  Recovery towards the advance of pay to civil servants should be 

made in three equal monthly installments. 
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TA/DA ADVANCE  

 I am directed to refer to the subject noted above, and say that it has 

come to the notice that officers/officials are being sanctioned TA/DA 

advance in excess of the limit prescribed under Rule 265 of GFR i.e., an 

amount not exceeding one-month substantive pay plus the traveling 

allowance sanctioning exorbitant amount is clear violation of the rule 

resulting in financial loss to the Government Treasury. 

In view of the above, you are hereby directed to strictly follow the 

rules at the time of sanctioning TA/DA advance to officers/officials on their 

transfer. 

 

(PHC Letter No.2818-73/B&A Dated 26th April, 2010) 

. 
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C.No. 1(2-2) 

SECTION-II  

SECRETARIAT OF DISTRICT JUDICIARY  

 
In exercise of the powers conferred by Article 202 of the Constitution of 

Islamic Republic of Pakistan, 1973, Honôble the Chief Justice and Judges of 

this Court are pleased to make and add Rule-17 in Part A, Chapter 10-A, 

Volume-V of the Peshawar High Court Rules and Orders as herein below 

 

Rule 17 Secretariat of the District Judiciary. On all matters 

pertaining to the District Judiciary, the Administration 

Committee shall be supported by a Secretariat called the 

Secretariat of the District Judiciary. The Chief Justice and the 

Administration Committee shall be an oversight body for the 

Secretariat. The Oversight, Structure, Key Functions, Detailed 

Functions and Standard Procedures are Appendix I, II, III, IV 

and V respectively 

 

(PHC Endst No.14720-770/Admn  Dated:14th September, 2018) 

  

C.No. 2(2-2) 

 

(Appendix-I)  

Oversight 

 

The Hon'ble Chief Justice, Peshawar High Court, Peshawar and the 

Administration Committee of the High Court, as per the existing law, 

shall act as Authority/ Competent Authority and the Appellate 

Authority, respectively. 

 

The Registrar of Peshawar High Court, Peshawar shall act as a 

Coordinator between the Secretariat of the District Judiciary (SDJ) and 

the High Court. The Hon'ble Chief Justice of the High Court shall be 

the overall In charge of SDJ for the purpose of day-to-day affairs and 

the matters submitted before him through Registrar, Peshawar High 

Court, Peshawar.   
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C.No. 3(2-2) 
 

(Appendix-II)  

Structure 

 

 The SDJ shall comprise of four wings as under: 

 

I.  Regulation Wing 

Detailed Nomenclature: Ethics, Integrity Management, Drafting &  

    Legislation Wing (EDW) 

Head: Legal draftsman  

II.  Operation Management Wing 

Detailed nomenclature: Operations Management, Administration,  Finance  

   and P&D Wing (OMW)) 

Head: Registrar 

 

III.  Inspection Wing 

Detailed nomenclature: Service Delivery Monitoring, Evaluation and  

   Inspection Wing (MIW)) 

Head: MIT/Judicial Officer 

 

IV.  Human Resource Wing 
Detailed nomenclature: Human Resource and Welfare Wing (HR/WW) 

Head: Professional Expert 

 

C.No. 4(2-2) 
 

(Appendix-III)  

Key Functions 

 

I. Regulation Wing: Consists of the following four Units 

 

A. Integrity Management Unit 

Deals with: 

ω Updating the code of conduct, (financial code-already exists, e.g. 

GFR, etc; (Overall a holistic approach) 

ω making officials aware of the new code of conduct, if any 

ω assisting and ensuring compliance with financial code of conduct 

(cross cutting function) 

ω providing assistance to the worthy Administration Committee on 

financial matters 
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Team:  one Chartered Accountant or ACCA assisted by the Internal Audit 

unit, on need   basis (with support staff) 

   

B. Internal Auditor Unit  

Deals with: 

¶ compliance monitoring and reporting, who can be involved in running 

a compliance management plan 

¶ collecting data, making analysis and proposing suggestions regarding 

financial matters 

¶ conducting audit and follow up streams 

Team: 2 Charted Accountants or ACCAs with 5 years audit experience 

(with support staff) 

 

  C. Drafting and Legislation Unit 

Deals with: 

ω Legal drafting 

ω Opinion about legal issues 

ω Cross cutting role providing legal support to other wings/units 

Team: 3 Professional Experts (with support staff) 

 

D. National Judicial Policy Implementation Unit 

Deals with: 

ω implementation of the decisions of National Judicial Policy Making 

Committee 

ω Quarterly Inspection Reports 

ω Jail inspection Reports 

Team: 3 Professional Experts (with support staff) 

 

II. Operation Management Wing 

 

Consists of the following three Units 

 

   A.  Administration, Coordination and Logistic Support Unit 

 

Deals with: 

ω Administration 

ω Overall coordination with other wings, units and teams  

ω Logistic support 

ω Coordination with Federal and Provincial Governments  

Team: 2 or 3 Professional Expert (with support staff) 
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 B. Finance and Accounting Unit  

Deals with: 

¶ Revenues 

¶ Budgets and expenditures of the district judiciary 

¶ Internal Audit and coordination with audit practitioners 

¶ Adherence of law and policy and value for money analysis 

¶ Identification of areas for improvements in internal control 

The internal audit unit, having a cross-cutting role will assist this team 

Team: 3 Professional Experts (with support staff) 

 

 C. Planning & Development Unit 

Deals with: 

¶ Planning for financial and infrastructure development 

¶ Processing development and maintenance & repair schemes of 

SDJ (Districts and Special courts)  

¶ Looking after the implementation of schemes 

 

III. Inspections Wing 

 Consists of the following six Units 

A. Knowledge Management (KM) and Information and 

Communication Technology (ICT) Unit  

Deals with: 

¶ manage all data and documents, information and knowledge like 

an asset 

¶ arrange and organize that asset for easy retrieval, navigation and 

use 

¶ update and implement the Code of conduct for Judicial Officers 

¶ manage manual records, digital records, data and statistics and 

IT system to support compliance management and facilitation 

processes 

Team: 2 Professional Experts (with support staff) 

 

B. Citizen Services, Human Rights, Communication and Outreach 

Unit  

Deals with: 
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¶ design and implement communication plan between Peshawar 

High Court on  

¶ District Judiciary and other stake-holders particularly bar 

associations, police, prosecution, revenue and citizens,   

¶ manage grievance redress linked with the e-Citizen portal of 

PHC 

      Team: 1 or 2 Professional Experts (with support staff) 

C. Technical Service Delivery Monitoring Unit 

Deals with: 

¶ ensuring compliance with statutory, NJP and any other policy 

requirement(s), 

¶ setting disposal standards (quantitative and qualitative) 

¶ Case disposal data  

Team: 2 or 3 Professional Experts (with support staff) 

      

     D. Grievance Redress Unit  

Deals with: 

ω staff redress 

ω dispute resolution 

ω resolving issues about recruitment and promotion 

Team: 3 or 4 Professional Experts (with support staff) 

 

   E. Strategy, Reform and Business Plan Review Unit 

Deals with:  

¶ assistance to the Administration Committee on integrity related 

issues  

¶ Make investigation and proposing action on integrity related 

issues 

¶ define and improve processes 

¶ devise strategy for better delivery 

Team: 2 or 3 Professional Experts (with support staff) 

F. Confidential Unit:  

Deals with: 

¶ Performance Evaluation Reports 

¶ Declaration of Assets 

¶ Complaints against the Judicial Officers and Staff  

¶ Confidential matters 
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Team: 3 or 4 Professional Experts (with support staff 

 

 

 

IV. Human Resource and Welfare Wing 

Consists of the following two Units 

  A.  HR Unit:  

Deals with  

¶ Chalk out policy and process 

¶ Hire, train and fire 

Team: 2 or 3 Professional Experts (with support staff) 

B.  Welfare Unit: 

Deals with: 

¶ Chalk out and implement a welfare policy for Judicial Officer, 

Court Staff and their families from recruitment till retirement 

and post-retirement 

Team: 3 or 4 Professional Experts (with support staff) 

 

C.No. 5(2-2) 
 

XIII. (Appendix-IV)  

       Detailed Functions 

 

I. Regulation Wing  (Consisting of the following four Units)  

 

Legal Drafting and Legislation Unit: 

 

Detail Functions: 

¶ Drafting of delegated legislation as envisaged in the constitution 

and law 

¶ Supporting rules framing committees in PHC 

¶ Providing legal assistance to HCJ, worthy Administration 

Committee and all wings 

¶ Maintaining frequent interface with Inspection, Finance & HR 

for exchanging input on performance of District Judiciary and 

updating concerned laws and manuals within its competence 
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¶ Providing legal assistance in updating Code of Conduct and 

suggesting ways and means for compliance  

¶ Giving input to HR for training needs on new laws, rules &code 

of conduct 

¶ Proposing research on justice issues on new laws, regulations and 

policies and amendments in existing laws, etc 

¶ Providing legal support in matters concerning Law & Justice 

Commission 

Integrity Management Unit:  

Detail Functions: 

¶    Establishing and enforcing proper ethical standards, based on 

international benchmark  for employees from recruitment till 

retirement 

¶ Implementing the code of conduct  

¶ Encouraging the observance of ethical standards 

¶ Taking measures for eradication of corruption 

¶ Reviewing and appraising the soundness, adequacy and application 

of accounting, financial and other controls to determine whether, so 

far as is reasonable, they  provide assurance to management that: 

o Established policies and procedures are complied with 

o The Authorityôs assets and interests are properly safeguarded 

from losses of all kinds 

¶    Ensuring that complete and reliable data, financial and 

performance, is provided to the management for proper decision 

making 

¶    Advising and assisting operational management by issuing 

individual audit reports which: 

o Evaluate systems and identify inadequate or excessive 

controls 

o record whether systems of control have been designed, 

and are operated, to achieve the most effective, efficient 

and economic use of resources 

o Recommend any necessary improvements 

 

¶    Drawing attention to any apparently unsatisfactory situation 

flowing from a decision or from an established policy or practice 
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¶    Following up on the decision taken by the Administration 

Committee 

 

Internal Audit Unit:  

 

Detail functions: 

ω Devising and implementing Audit strategy and policies, procedures 

and planning  for all types of audit, including single issue audits, 

audit standards, coverage, compliance management with systems and 

procedures for the collection of  arrears and related legal issues 

ω Enforcing audit strategies and methodologies  

ω Developing regular review and updating of risk based system for the 

selection of districts for audit 

ω Developing audit Standard Operating Procedures for ensuring 

compliance with standards 

ω Monitoring of plan implementation and evaluation of audits and audit 

performance  against targets 

ω Suggesting remedial actions to remove bottlenecks, solve problems 

and address performance deficiencies 

ω Feeding back results of monitoring and evaluation into planning and 

policy  formulation 

 

Drafting and Legislation Unit:  

Detail Functions: 

¶ Drafting of delegated legislation 

¶ Supporting rules framing committees in PHC 

¶ Providing legal assistance to HCJ, worthy Administration 

Committee and all wings 

¶ Maintaining frequent interface with Inspection, Finance & HR for 

exchanging input  on performance of District Judiciary and updating 

concerned laws and manuals within its competence 

¶ Providing legal assistance in updating Code of Conduct and 

suggesting ways and means for compliance  

¶ Giving input to HR for training needs on new laws, rules & code of 

conduct 

¶  Proposing research on justice issues on new laws, regulations and 

policies and  amendments in existing laws, etc 
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¶   Providing legal support in matters concerning Law & Justice 

Commission 

¶   Other relevant function and duties 

 

National Judicial Policy Implementation Unit: 

 

Detail Functions: 

¶ Monitoring the disposal trend from judicial statistical data  

¶ Keeping liaison with the NJPMC 

¶ Following and implementing the decisions of the NJPM 

¶ Supervising overseas Pakistanis Cell for speedy disposal of cases 

¶ Receiving Jail reports and suggest action plan 

¶ Receiving reports of the District Criminal Justice Coordination 

Committees and follow up their recommendations 

¶ Receiving quarterly inspection reports and suggesting action 

 

II.    Operation Management Wing  

              (Consisting of the following three units) 

 

Administration Unit:  

Detail functions: 

ω Conducting general administration 

ω Confirming policy and procedure compliance and their reporting 

ω Ensuring follow up on implementation of the decisions and 

policies 

ω Preparing of the Annual Operational Performance Report 

ω Ensuring policy assessment for internal and external risk 

potentials judicial administration 

ω Managing logistics 

ω Coordination within the SDJ 

ω Distribution of business 

ω Control over administrative matters 

ω Ensuring proper administrative, financial and physical security 

Finance Unit: 

Detail functions: 

 

ω Budgeting, accounting and auditing 

ω Safeguarding of assets 
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ω Maintaining reliable financial data 

ω Ensuring optimal use of resources 

ω Providing guidance to the Districts for procuring goods per rules 

and procurement  for the SDJ 

ω Reporting on financial matters 

ω Managing and acquiring assets, buildings and goods 

ω Maintaining, renewing and disposing of assets per rules 

ω Preventing misuse of official property for personal use 

ω Making effective province-wide planning and budgeting for ICT 

ω Ensuring at all levels efficient and effective implementation of 

Financial codes: FR, SR, GFR, Accounts Manual, Budget 

Manual, Treasury Rules, KPPRA and others 

 

Planning and Development Unit: 

 

Detail Functions: 

ω Making planning and development for finance and infrastructure 

ω Looking after the affairs related to foreign aid and technical 

assistance to facilitate the administration 

ω Processing of all development schemes, programs and proposals 

submitted by Districts and special courts 

ω Monitoring the progress and evaluation of development schemes 

and writing their  critical appraisal 

ω Looking after the implementation of schemes 

ω Maintaining liaison with the National/Provincial Technical 

Agencies for quality assurance 

ω Keeping vigilant eye on economy measures in the planning and 

implementation of schemes 

ω Managing the affairs related to Access to Justice Development 

Fund 

III.  Inspections Wing (Consisting of the following six units) 

 

Knowledge Management and Information Technology Unit 

 

Detail functions: 

ω Finding, mapping, gathering, and filtering relevant data and 

information 
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ω Developing new knowledge (identifying relations among 

variables) 

ω Converting personal knowledge into shared knowledge resources 

ω Understanding and learning 

ω Adding value to information to create knowledge 

ω Enabling action through knowledge (performance and 

management) 

ω Processing shared knowledge resources; delivering (transferring) 

explicit knowledge 

ω Building adequate technical infrastructures for better delivery 

 

Information and Communication Technology Unit: 

 

Detail functions: 

ω Proposing an ICT strategy for Districts, special courts and SDJ 

ω Creating, processing and manipulating case load databases 

ω Developing reliable data 

ω Devising an e-payment system 

ω Creating public interface for facilitating public through various 

processes regarding the steps involved in litigation  

ω Proposing training in information systems 

ω Creating litigants/citizens (case management) databases for 

providing relevant information about case progress; Management 

of information systems 

ω Creating coordination with other justice sector actors for redress 

(to manage through Provincial Justice Committee)  

ω Devising a data processing strategy with an indigenous backup 

system 

ω Procuring the relevant hardware, software and power and telecom 

back up 

ω Putting in place a plan for security and access control to system 

and data regarding: 

o Citizens / case registration, e-payment and assistance 

o Awareness, guidance, education and information for 

expected users and other interested in the justice services  

o Publication (including uploading and dissemination) of 

instructions(brochures), books and manuals for citizens / 

litigants and other key stakeholder 
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ω Providing technical support to the District and Special courts in 

realization of their ICT strategies in relation to: 

o Province-wide planning and budgeting for ICT 

o Hardware and software procurement and control 

o Features and functions of the main data center 

o Arrangements for backup and business continuity in the 

cases of disasters  and service 

o Interruptions such as power and telecom services 

o Plans for security and access control: to system and data 

o Troubleshooting in the ICT operations 

¶ Facilitating the case-flow management through various steps, 

including: 

o Registry (case registration and database of registered 

cases) and Revenue (e-payment) management 

o Identification and removal of bottlenecks in service 

delivery for ensuring: 

Á correct case filing 

Á registration  

Á payment of official dues [in litigation], and 

Á timely processing of cases to ensure compliance 

with a statutory, NJP or any other standard 

¶ Designing of case-filing, registration and other related forms 

¶ Monitoring case-load  

¶ Reviewing of filing systems and processes and how to improve 

efficiency; 

¶ Feeding back results of monitoring and evaluation into planning 

and policy  formulation 

Citizen Services, Human Rights, Communication and Outreach 

Unit  

Detail functions: 

ω Providing litigants/citizens the assistance, services and education 

through materials, in soft and hard regarding: 

o case registration and general assistance  

o available instructions, informative and educative material 

ω Managing Interaction with citizens and other key-stakeholders 

(Bar association,  legal fraternity, Other Government Agencies 

particularly related to the Criminal Justice System, Media, etc.) 
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ω Developing external communication strategy 

 

Technical Services Delivery Monitoring Unit 

 

Detail functions: 

ω Setting standards for quantitative and qualitative disposal per the 

National Judicial  Policy or any other 

ω Devising long-, mid-, and short-term strategy in context of 

disposal and service delivery 

ω  Monitoring Districts and Special courts to ascertain that they 

correctly and uniformly apply established policies, rules, 

regulations, and procedures 

ω Collecting and analysing data on case-load, disposal and 

compliance levels, patterns and trends 

ω Ascertaining compliance burden and risks and of motives for non-

compliance 

ω Assessing internal and external risks potentially affecting the 

delivery, reputation and efficacy of the District Judiciary 

ω Developing and updating of district judiciary performance 

indicators in the perspective on in vogue policy, DPEP, (such 

indicators will also help in devising a new policy) 

ω Gauging the trends in litigation juxtaposed with performance 

ω Providing technical advice and guidance on policy matters to 

district judiciary for better disposal and up to the mark service 

delivery 

ω Monitoring: 

o Court, Case and Time Management 

o Compliance with SOPs and  

o Conformity to checklist(s) 

ω Evaluating: 

o Case disposal 

o Target achievement 

o Performance deficiencies 

o Corrective measures for efficiency 

 

Grievance Redress Unit 

Detail functions: 

ω Enforcing and ensuring (through an independent) equity, 

efficiency and fair play to Judicial Officers and court staff 
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ω Redressing grievances of litigants and citizens 

ω Resolving the issues related with grievances rooted in recruitment 

and promotion 

ω Ascertaining the trends in resolving grievances; on the basis of 

such trends propose remedies to the Regulation wing through 

proper channel for devising and  updating the grievance redress 

policy 

(The Team may resort to Alternate Dispute Resolution)  

Strategy, Reform and Business Plan Review Unit 

Detail functions: 

ω Ascertaining the adequacy of judicial performance  

ω Setting directions for effective judicial service delivery in line 

with public needs and expectations 

ω Determining difficulties in compliance with performance 

standards and proposing  rectification 

ω Conducting SWOT analysis in assigned area 

ω Based on comparative study of performance in other countries, set 

business benchmarks 

ω Carrying out a value for money analysis 

 

Confidential Unit  

Detail functions: 

ω Timely dispatch of PER Forms 

ω Organizing timely completion of steps involved in performance 

evaluation reports 

ω Collection and safe custody of PER Forms 

ω Sensitizing the Judicial Officers and Staff about the submission 

of  Declaration of Assets 

ω Timely submission of Tax Return 

ω Complaints against the Judicial Officers and Staff  

ω Creating and maintaining authentic data of PERs, integrity, 

financial matters, record of disciplinary proceedings 

ω Ensuring timely communication regarding confidential matters, 

including adverse entries in PERs, notices, summonses, 

decisions and judgments  

IV. HR & Welfare Wing (Consisting of the following two Units) 
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HR Unit  

Detail functions: 

ω Proposing a recruitment, promotion, posting/transfer, training and 

incentive & reward policy 

ω Looking after disciplinary matters 

ω Preparing full job descriptions of Judicial Officer, court staff and 

staff of the SDJ 

ω Liaising with: 

o Public Service Commission for recruitment 

o Academies for trainings and their follow up 

o Concerned departments at home, embassies and training 

institutes abroad for international exposure and training 

ω Hiring and firing of human resources 

ω Developing rules for personnel management 

ω Suggesting policy for career progression 

ω Devising a retirement plan for timely and efficient processing of 

pension case  

ω Post-retirement plan including re-employment, job opportunity, 

and possibility of  utilization of past experience  

ω Determining suitability for various postings  

ω Suggesting periodic review of emoluments for in-service and 

retired  

Welfare Unit 

Detail functions: 

ω Planning a program for providing periodic incentive on the pattern 

of Pakistan Army 

ω Resolving the educational problems of staffôs children, including: 

o Facilitation of admission into institutions of high repute 

o Provision of health care facilities at renowned healthcare 

units 

o Housing, plot, and construction 

ω Club(s) membership 

ω Post retirement welfare  
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C.No. 6(2-2) 

 
XVI. (Appendix-V) 

Standard Procedures  
 

1. ORGANIZATIONAL  SETUP 

 

a. Structure 

i. The Secretariat shall consists of the Wings as mentioned in 

Appendix-I. The Chief Justice may change the functions and 

numbers of the Wings. 

ii.  A wing shall be led by a Director. It shall comprise of the staff 

as mentioned in Appendix-II and/or as the Chief Justice may 

determine. 

iii.  A Wing shall be composed of the Units mentioned in 

Appendix-II and/or as the Chief Justice may determine. 

 

b. Work Distribution  

i. The business of the Secretariat shall be distributed in 

accordance with Appendix-II. The Chief Justice/ 

Administration Committee may change the pattern of 

distribution of the business. A special task may be assigned by 

the Chief Justice/Administration Committee to any Wing. 

ii.  The business of the Wing shall be distributed in accordance 

with Appendix-II. The Director may change the pattern of 

distribution of the business. A special task may be assigned by 

the Director to any Unit. 

iii.  The business of the Unit shall be looked after by the head of 

the Unit (Deputy Director) in accordance with Appendix-II.  

 

c.  Line of Communication 

i. All external communication from and to the Secretariat shall 

be through Registrar. 

ii.  The line of communication, within the Secretariat from higher 

to the lower and vice versa, shall be: Registrar to Director to 

DD and so on. 
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iii.  All communication pertaining to a complaint against a Judicial 

Officer or court staff, statement of declaration of assets, P.E.R 

forms, Representation, Departmental Appeal, etc. shall be sent 

to Director Inspections for initiation of action. 

iv. Line of Communication for secret and sensitive matters shall 

be determined by the Competent Authority. 

v. The Chief Justice or the Administration Committee may 

determine a particular line of communication in appropriate 

cases. 

 
2. GENERAL PROCEDURE FOR DISPOSAL OF BUSINESS 

(1) The Secretariat, besides the specified functions in Appendix-II, 

shall be responsible for implementation of the policies approved 

by the High Court. 

(2) The Director shall cause a track-able digital copy to be prepared 

at the time the file is initiated or received in the Wing. 

(3) The Director or the DD, according to the work distribution, shall 

be responsible for suggesting a definite line of action while 

submitting a case for orders of the Chief Justice or the 

Administration Committee. 

(4) An order shall be in written form. The oral order shall be reduced 

into writing. In either case written approval of the Competent 

Authority shall be necessary. 

(5) The illegality or the extent of illegality of an order, irrespective 

of the fact whether it is final, shall be communicated by the 

officer who notices it, to the higher authority according to the 

line of communication.  

(6) The Chief Justice may determine the extent of authorizing other 

officer(s) in addition to the Registrar to sign specific executive 

orders, directives, instructions, guidelines, instruments or deeds 

etc.  On behalf of the High Court. 

 

 
3. DUTIES, FUNCTIONS AND POWERS OF THE REGISTRAR 

        The Registrar, besides the functions, duties and powers already assigned 

to him by law, rules and standing orders, shall: 
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i. Coordinate the work of all the Wings of the Secretariat, and  

ii.  Keep the Chief Justice/Administration Committee updated 

about the performance of the Secretariat. 

 

4. COMMITTEE  OF THE DIRECTORS 

(1) The committee shall be chaired by the Registrar with all the 

Directors as members. Director Regulation shall be ex-officio 

Secretary of the Committee. A Deputy Director(s) may be invited 

as observer to the meeting. 

(2) The committee shall meet regularly once a month. The 

Chairperson himself or on request of a Director may convene a 

special meeting. 

(3) Decisions of the committee shall be advisory unless approved by 

the Competent Authority for implementation. 

(4) The Secretary of the Committee shall provide secretarial support 

by recording the minutes, maintaining the files and making 

correspondence. 

(5) The Committee shall:  

i. Develop policy proposals and implementation plans,  

ii.  Ensure Coordination amongst the wings,  

iii.  Provide guidance on policy matters and its 

implementation, 

iv. Formulate advice on matters referred by the Chief Justice 

or the Administration Committee, 

v. Afford forum for discussion and decision on matters 

brought before it by a Director, a member of the District 

Judiciary, a member of judicial staff or any other 

stakeholder, 

vi. Review the working and progress of the Secretariat. 

vii.  Make proposals for communications to be made public or 

classified 

viii.  In addition to the relevant law the committee may propose 

a class of documents to be public or classified.  

 

5. CONSULTATION BETWEEN DIFFERENT WINGS  
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(1) All the Wings of the Secretariat shall work as a team to enable 

the District Judiciary for achievement of the core objective ñto 

provide inexpensive and expeditious justice to the citizensò. 

(2) The Director shall make consultation with other Wing(s) when 

he considers a matter to be relevant with that wingð wing(s) 

required to be consulted. 

(3) The Wing sending a case for consultation to another Wing shall 

prepare a memo explaining all the relevant facts necessitating the 

consultation. 

(4) Consultation with Regulation and Operation Management Wings 

shall be mandatory in the matters concerning the legal and 

financial matters, respectively. 

 

6. DISPOSAL OF CASES BY A WING 

(1) RECEIPT AND DISTRIBUTION OF PAPERS  

(a) There shall be a receipt and issue branch in the office of 

the Registrar which shall be responsible for receipt and 

distribution of all written communications 

(communications) meant for the Secretariat. 

(b) The Receipt Clerk of Registrarôs office, after receiving the 

communications, shall pass the same immediately to the 

Superintendent. 

(c) The Superintendent shall enter all the communications in 

the relevant register, maintained both in hard and soft 

form. He shall open all the communications and affix the 

stamp ñAò shown below, except those sealed or addressed 

by name to a particular officer.  

(d) He shall sort and make a note of omissions, if any, in the 

margin of the communications except complaints. 

(e) He shall distribute the communications relevant to 

different Wings through the issue clerk.  

(f) The Receipt Clerk of the Wing after receiving the 

communications shall make entries in the relevant 

columns of the stamp ñAò and shall also acknowledge the 

receipt by putting his signature in the relevant column of 

the registerð register of the office of Registrar.  

(g) He shall also maintain a register of record, for the Wing, 

similar to the one maintained by the Superintendent. 

[better language]. 
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(h) A soft/scanned copy of the communication shall also be 

caused by the receipt clerk. He shall also maintain digital 

track record of the communication within the Wing. The 

communication shall be converted into a proper file also 

called a Case. 

(i) The case shall be put up before the Director, who shall: 

i. Finally dispose of the same himself, if in his 

competence, or 

ii.  Before the disposal may send the case to a Unit of his 

Wing for processing or may send it for consultation to 

another Wing(s), or 

iii.  Submit the case to the Competent Authority along 

with a self-explanatory note suggesting action for an 

appropriate orders; need not to say that cases shall be 

disposed of by a Director, Registrar, Administration 

Committee or the Chief Justice.  

(j) All the communications sealed or addressed to an officer 

by name shall be sent unopened to the concerned officer, 

who shall receive it himself or through his PA or PS.  

(k) The officer concerned shall himself open the 

communication, put his signature as acknowledgment. He 

shall initiate proceedings. If communication is not 

relevant with his office, shall transmit it immediately to 

the relevant office.  

 

 

Figure-A: 

 

(2) Maintenance of files 

a) The file cover should have the following information: 

First receiving office 

S.No Nature of 

document 

Sender 

details 

Received 

in the 

office of 

Sent to the 

office of 

date Time 

       

Second receiving office 

S.No Nature of 

document 

Sender 

details 

Received 

in the 

office of 

Sent to the 

office of 

date Time 
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Bar Code 

File No:      Year 

Wing Name: e.g. HRD 

Subject:  e.g. HR 

Sub-subject(s):  e.g. Transfer & Posting/Civil Judges 

(sub-subjects to be separated by ñ/ò) 

 

 

b) A proper card board file cover shall be used for 

correspondence and other documents. 

c) A file shall be maintained in volumes. Each volume shall 

consist of 200 pages. 

d) A file after completion shall be properly indexed and 

cosigned to a record room specially meant for the official 

record. 

 

7. MOVEMENT AND CU STODY OF FILES 

a) There shall be two types of files, Sensitive and Ordinary. The 

former shall include those declared as top secret, secret and 

confidential. The latter shall include all others.  

b) Each type shall be labeled as: Most Urgent, Urgent, Important 

and Ordinary, based on specific timeline for processing and 

disposal. 

c) The timeline shall be developed by the Wing itself. 

d) A fileôs movement shall be recorded in a proper register as well 

as in a computer-based track record. 

e) The Diary receipts of all sensitive files shall be signed, in 

addition to a staff member, by the concerned office as well.  

 

8. REFERENCES FROM THE FEDERAL AND THE 

PROVINCIAL GOVERNMENT  

Previous Reference: Later Reference: 
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a) All -important references received from the Federal or Provincial 

Government shall be attended to promptly. 

 

i. Such cases shall be put up immediately by the officer 

dealing with them to the next higher officer;  

ii.  If a superior officer directs that a reply should be sent 

straight away or that the case should be further 

examined, he should indicate the lines on which the 

reply should be sent or the examination made;  

iii.  Where it is expected that the issue of a final reply to a 

reference would take some time, an interim reply 

should be sent indicating the approximate time by 

which a final reply is expected to be given; and  

iv. Draft replies to the Federal Government and 

Provincial Government should be issued after 

approval of the Chief Justice.  

 

9. REFERENCES TO THE FEDERAL AND THE PROVINCIAL 

GOVERNMENT  

a) References to Federal or Provincial Government shall be in the 

form of self-contained communication stating the fact of the 

case, the points for decision/resolution with specific 

recommendation. 

b) References shall be made only in the cases where an input or 

decision of Federal or Provincial Government is required. 

 

10. COMPLAINTS AND PETITIONS BY THE JUDICIAL 

OFFICERS AND STAFF TO THE CHIEF JUSTICE  

 

a) All such complaints and petitions shall be marked to Inspection 

Wing. 

b) The Director Inspection Wing may: 

I. Decide the matter within his Wing, 

II.  Propose an action/decision to the Authority, 

III.  Seek the opinion of the Regulation and/or any 

Wing(s) at any stage, prior to final decision or 

making a proposal. 
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11. DISPOSAL OF COMPLAINTS AGAINST THE JUDICIAL 

OFFICERS AND STAFF 

 

All complaints against the judicial officers and staff shall be disposed 

of according to the procedure prescribed under Notification of 8th 

October, 2002 of the Peshawar High Court {SECTION-51 

(inspections) JUDICIAL ESTACODE}. 

 

12. NOTING AND DRAFTING  

a) The notifications, instruments and other documents having legal 

effects shall be vetted through the Regulation Wing at 

appropriate stage.  

b) Notes shall ordinarily be recoded on cases which have to be put 

up to Higher Officers for orders. 

c) When a case is put up to a higher Officer, it shall always be 

presumed that the paper under consideration will be read by the 

officer to whom it is submitted. Paraphrasing of the contents of 

the paper under consideration or reproduction of verbatim 

extracts from it in a note should, as a rule, be avoided. A précis 

may, however, be made if the paper under consideration is of a 

great length and complexity.  

d) The object of a note is to supply in the most concise, correct and 

clear from the relevant information required for the disposal of 

paper under consideration. In some cases, a mere perusal of the 

paper under consideration will be sufficient and no further 

elaboration will be needed beyond a brief suggestion for action. 

When a note is needed, it shall be a presentation of the case in 

the following sequence: -  

i. The question for consideration;  

ii.  The circumstances leading up to it, with brief background 

and full facts of the case. (The noting officer should point 

out any error or miss-statement of facts in the paper under 

consideration or in the notes of other Wings);  

iii.  Any rule, regulation, precedent or policy having bearing 

on the case. (The noting officer should discuss their 

                                                 
1 Now Section 6 of the Third Edition 
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application or otherwise to the question under 

consideration);  

iv. The points for decision; and  

v. The suggestions for action.  

e) All notes should be legibly written on note sheets. No note 

should be written on the receipt itself. If a higher officer has 

already made any remarks on a receipt, they should be copied 

out on the note sheet below the red ink entry relating to the 

receipt before subsequent notes are recorded.  

f) Notes exceeding half a page may be neatly type-written, but if 

hand-written they should be easily legible.  

g) Notes should be broken up, as much as possible, into short 

connected paragraphs, each dealing with a particular point. 

Long sentences and discursive style should be avoided.  

h) All notes shall be temperately worded and shall be free from 

personal remarks. If apparent errors are to be pointed out, or if 

an opinion has to be criticized, it shall be done in sober and 

restrained language. 

i) The officer recording the note should affix his signature and 

date on the right side of the note sheet at the end of his note with 

his full name.  

j) The designation of the officer to whom a case is submitted 

should be indicated on the left margin below the signature of the 

officer submitting the note.  

k) When an officer agrees with the preceding note or 

recommendations, he should append his signature and nothing 

more. Marginal notes or notes to emphasize specific points may, 

however, be made. Where officers are required to pass orders 

on notes they should do it in away so as to be directly 

convertible into a draft.  

 

13. SUMMARY FOR THE PROVINCIAL & FEDERAL 

GOVERNMENT  

 

a) A summary to the provincial or federal government shall be in 

the following manner:- 

i. Brief history of the case containing all relevant facts. 

ii.  Properly explained issue involved. 
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iii.  Points for consideration  

iv. Views of the high court. 

v. Recommendations with reasons. 

vi. Date on which it is submitted. 

vii.  Supportive documents if any be properly flagged. 

b) A few blank sheets be attached to the summary. 

 
14. DISPOSAL OF ñSPEAKò OR ñDISCUSSò CASES 

The Senior Officer shall properly reflect the reasonable details 

regarding the outcome of ñSpeakò or ñDiscussò in his note. 

 

15. DISSEMINATION OF INFORMATION THROUGH MEDIA  

The Registrar or any other Officer authorized by the Authority may 

communicate with the Media.  

 

16. PREPARATION AND SUBMISSION OF CASES 

1) Every file shall consist of two distinct parts via;  

 

(a) The correspondence part; and  

(b) The notes part.  

 

The thick cardboard covers bearing two punched holes shall be used 

for the correspondence part of the file and the thinner folded file 

covers shall be used for the notes part. 

2) Thick correspondence part of the file shall contain a docked sheet 

(Figure ñBò) and all communications including demi-official 

reference, received or issued. The correspondence part shall be 

arranged strictly in the chronological order and shall be firmly laced 

through the punched holes of the hard.  

3) All pages of the correspondence part of the file, should be serially 

numbered. The number should be written clearly and legibly and if 

the numbering has to be changed due to error or interpolation of some 

material, the original serial number should not be erased or over-

written but simply scored out by a line drawn across it and the new 

number writhen thereunder. Necessary correction should also be 

made in the notes.  

4) Each communication in the correspondence portion of the file shall be 

properly cross-referenced to facilitate prompt reference to the 

connected documents.  

5) The latest communication on which action is being taken shall also be 

placed on the correspondence portion of the file at the end and page 

numbered. It may be flagged with a ñPUCò (Paper under 

Consideration) label and referred to in the Note portion of the file as 
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ñPUCò at page______/Cò.  

6) Reference to correspondence shall always be made page-wise as ñat 

PP 13-14/Cò. 

7)  

a. The note-sheet in the note-part of the file should be tagged 

inside the file cover at the left-hand top corner so that it 

becomes possible to fold them backwards and bring the last 

portion of the note on the top; and 

b. It shall be ensured that one or two blank sheets are added to 

the note portion of the file. 

8) The note portion of the file should not be page numbered, but shall be 

serially paragraph numbered continuously. References to notes shall 

always be made paragraph-wise as ñPara_____/Nò.  

9) Red Entry: - All incoming and outgoing communications shall be 

entered in red ink in the Note portion of the file at the appropriate 

stage and given a paragraph number. Such entries shall be separated 

from the running Notes by horizontal lines drawn across the page 

before and after each entry as under: -  

 

From 

The District & Sessions Judge, Peshawar 

No--------/------dated---------- page-----/  

___________________________________________________________ 

 

10) The file papers comprising a case under submission shall be placed 

on file boards or bands, preferably the former, and arranged in the 

following order reading from the top downward: - 

(a) Note on the case, the last portion of the Note with the signature 

of the officer submitted the note facing upward;  

(b) Draft for approval (DFA) if any;  

(c) Correspondence file with the PUC fixed at the end and page 

numbered;  

(d) File of previous proceedings, latest upper-most;  

(e) File containing precedents, if any; and  

(f) File containing approved policy on the subject.  

11) No case shall be submitted to an officer without adding and 

referencing the previous papers to which references may have been 

made in the fresh receipt or in the Notes. 
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17. CATEGORIZATION OF FILES:  

a) Category óAô   Permanent files. These are files of permanent 

utility which are used for references time and again over a long 

period of time. All such files should be printed. Original file 

should be preserved whereas printed copy should be used for 

reference. This category shall normally contain: - 

i) Matters relating to policy, rules & regulations   

ii)  Orders establishing procedures or conveying 

instructions of general nature. 

iii)  Any other file which in the view of the management 

needs to be printed and kept for future needs. 

b) Category óBô these are also permanent files but of limited 

utility these shall also be preserved but not printed. Service 

record of the employees falls under this category. 

c) Category óCô all other files of temporary nature shall include 

in this category preservation period of these files shall depend 

upon the discretion of the wing in charge or the unit head as to 

for how much period he deems its preservation necessary. 

d) Secret and Confidential Files: - All files classified as secret 

or confidential shall be kept in safe custody preferably in the 

strong room if any, if not in the personal custody of the officer 

specially authorized to deal with such files. 

 
18. CONSIGNMENT TO THE RECORD ROOM  

a) A complete file after disposal shall be consigned in the Record 

Room of the Wing. 

b) The Receipt Clerk of the Wing shall be responsible for 

preparing the file for consignment. 

c) Shall prepare a C.D of the digital file or shall copy it on a Hard 

Disk/Databank specially maintained for the purpose. 

d) Recording: - Where a communication issued finally disposes 

of a case, the Deputy Director shall take the following further 

action before passing it on to the Receipt Clerk (for 

consignment): - 

i. Read through the notes and correspondence and verify 

that no further action remains to be taken on the case.  

ii.  Take extracts of important orders, decisions, advice, etc; 

for incorporation in the reference register;  
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iii.  Check and satisfy himself that all pages are complete 

and intact;  

iv. Remove and destroy all unimportant papers, routine 

notes and slips and other papers not material to the case;  

v. Remove and destroy drafts or papers which have been 

printed or typed (except copies initialed by officers), 

proofs and any other duplicates of papers otherwise 

appearing in full on the record;  

vi. Remove all pins, clips and tags, if any;  

vii.  Transfer notes to the correspondence file (Notes at the 

bottom following the correspondence) and lace them 

together securely, changing the file cover, if necessary, 

in case the existing one in mutilated; and  

viii.  The index card already prepared may be appropriately 

revised where necessary.  

e) On receipt of a file marked for record, the Receipt Clerk, shall:- 
 

i. Note the recording date and the classification of the file 

in the relevant columns of the file register (Figure ñBò). 

Shall also maintain an annual register of recorded file as 

shown in (Figure ñCò);  

ii.  Enter the serial number of the file on the relevant page 

of the Register of Files due for destruction (Figure ñDò). 

This register should contain at least one page for each 

calendar year and the serial number of files due for 

destruction in a particular year should be entered on the 

relevant page;  

iii.  Place the file among other recoded files in its appropriate 

place; and  

iv. The Deputy Director/Receipt Clerk shall also perform 

the following duties: -  
 

¶ Note the number of connected File(s) or 

previous reference(s) on the file cover of the 

file being recorded and also on the cover of the 

file under reference;  

¶ Have all torn pages mended and twisted pages 

straightened;  
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¶ See that all marginal references both in the 

notes and correspondence are either available 

on the file or in Appendix at the end of the file 

or are duly referenced so as to make them 

readily traceable. (In this process flags shall be 

clearly identified with or replaced by names or 

relevant document, number of files, page 

numbers, Para numbers, etc);  

¶ Write or type the full names of officers (who 

deal with the file) with correct spelling and 

their designation below signature where-

signatures of the officers are not legible; and  

¶ Having completed the above action, place the 

file among other recorded files in its 

appropriate place or stamp the file ñRecordedò 

in the margin of the last Para of the Notes, 

initial it and mark the file to the Record Room.  

 

19. INSPECTION OF THE SECRETARIAT  

a) Honôble the Chief Justice/Judge In charge of the Secretariat 

may make inspection of the Secretariat annually. 

b) Registrar shall make inspection of the Secretariat twice-yearly.  

c) Director of each wing shall make inspection of his Wing 

quarterly.  

d) The objective of the inspection shall be correction, 

improvement and guidance.  

e) The scope of inspection shall include: 

i. Compliance with relevant rules, 

ii.  Compliance with timeline, 

iii.  Proper categorization of files,  

iv. Adequacy of staff and office equipment, 

v. Personal hygiene and office cleanliness, 

vi. Safety and security of office and equipment, 

f) An inspecting officer shall record an inspection note. The 

correction, improvement and guidance in light of inspection 

shall be implemented at appropriate level.  

 



II -District Judiciary                                   II - Secretariat of District Judiciary                                  

 

---424------------------------------------------------------Judicial Estacode 2021- 

20. INSPECTION OF ACCOUNTS AND FINANCE  

The inspection of accounts and financial matters by the Regulation 

Wing shall be conducted in light of the functions mentioned in 

Appendix-II.  

 

21. INSPECTION OF COURTS 

The Inspection Wing shall conduct inspections of courts according to 

the relevant High Court Rules & Orders and such other directions 

issued by the High Court.  

 

22. MEETING WITH THE STAFF  

a) The Director should endeavor to convene meetings of all 

officers in the Wing once a month or once every quarter to 

discuss:-  

 

i. Important pending cases; 

ii.  Specific problems calling for general expression of views 

or exchange of ideas; and  

iii.  Question of general interest concerning the Department 

as a whole.  

b) The Director should hold periodical meetings with the Deputy 

Directors.  

c) All meetings shall be business-like. Brief minutes shall be 

recorded mentioning only the silent points considered and 

decisions taken. Individual points should not be recorded 

except on request.  
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FIGURE ñBò 

  
DOCKET SHEET 

 

Subject:-  
_________________________________________________________ 
 

File No.éé...ééé  
                                                                 ____________Department  

___________ Section/Branch 
 
 
 
Reference: 
(Previous and subsequent papers) 

 

___________ Classification 
___________ Year 

 
 

Signature  
Superintendent 

 
 

Date To whom sent 
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FIGURE ñCò  
 

FILE REGISTER 

 

Section/BranchééééééééééééééYearééééééé  
éééééééééééééééééééééééééééééé 

 

Attached Department      Subject/Heading  
 

  (Previous)    (15-Recruitment of staff)  
 

          
 

  Serial Sub-Head 
Date on which 

    
 

  No.      
 

         
 

      

Classification 

Date of 
Destruction  

 

      
 

        
 

    

Opened Recorded 
   

 

  
  

    
 

        
 

          
 

1 2 3 4 5  6  
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                                   FIGURE ñDò 

  \ 
                  REGISTER OF RECORDED FILES 

 
  

  Serial File No. Subject Classification Period of Date of Remarks 
  No   assigned Preservation destruction   
            

  1 2 3 4 5  6  7  
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FIGURE ñEò  
 

 
REGISTER OF FILES DUE FOR DESTRUCTION 

 
Year of Destruction _________________  
(New Page for every year) 

  

 Serial File No. Subject Classification Date of Remarks  
 No.   assigned destruction    
         

 1 2 3 4 5  6  
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CHAPTER-III  

HUMAN RESOURCES OF DISTRICT JUDICIARY  

 

SECTION-I  

 ESTABLISHMENT OF THE DISTRICT COURTS é  

TERMS AND CONDITIONS OF SERVICE  
 

C.No. 1(3-1) 

 

Section 27(3) NWFP Courts Regulation I of 1931: Every 

appointment under this section shall be subject to such rules as the 

Judicial Commissioner may make in this behalf, and, in dealing with 

any matter under this section, a Judge of a Court of Small Causes shall 

act subject to the control of the District Judge  

 

C.No. 2(3-1) 
 

*RULES FRAMED BY THE JUDICIAL COMMISSIONER 

UNDER SECTION 27 (3) OF THE NORTH-WEST FRONTIER 

PROVINCE COURTS REGULATION, I OF 1931, FOR 

SUBORDINATE SERVICES ATTACHED TO CIVIL COURTS 

OTHER THAN THE JUDICIAL COMMISSIONERôS COURT 
 

Application 
 

I. These rules shall come into force on the 1st January 1937 and shall 

apply to the following: -- 
 

(a) Ministerial and menial establishment of District and Sessions 

Judges, including establishment of Record Offices and 

Sessions Houses. 

(b) Ministerial and menial establishment of Sub-Judges, 

Stipendiary and Honorary. 
 

Note.ðThe term ñmenialò used in this rule and the other rules includes all 

inferior Government servants other than process-servers who have been 

classed as ministerial officers for the purpose of these rules. 
        

                                                 
* These rules are effective save their inconsistency with all the rules framed under section 26(1) of the Khyber 

Pakhtunkhwa Civil Servants, Act, 1973, including Peshawar High Court (Subordinate Courts Staff) Recruitment 
Rules, 2003 
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1 [II.  (a). The following officers, together with such others as the Judicial 

Commissioner may from time to time direct, shall be considered as ministerial 

officers: -- 
  

(1).  Clerks of Court;  

(2). Readers; 

(3). Record keepers; 

(4). English and Vernacular Clerks (Ahlmads and Muharris, paid 

candidates and Leave Reserve Clerks); 

(5)   Stenographers; 

(6)   Translators and Assistant Translators;  

(7)   Copy Clerks, English and Vernaculars; 

 

(8)   District and Sessions Judgesô Nazirs; 

(9)   Civil Nazirs, Naib-Nazirs and Madad Naib-Nazirs; 

(10). Execution Bailiffs; 

(11). Process-servers. 

 

Nos. (1). to (8) shall be classed as General Line; Nos. (9) to (11) shall be 

classed as Process-serving Establishment. 

     

(b). The ministerial officers serving in each civil division shall 

form a separate cadre. Provided that in those divisions, where one 

District and Sessions Judge has charge of more than one Revenue 

District, the following practice shall be observed: -                                                                                                                                                         

  

 Unpaid candidates shall be recruited from each District separately. A 

joint list shall be kept in the office of the District and Sessions Judge, in which 

the name of the District to which candidates belong shall be clearly 

mentioned. As a general rule, a post in a particular district shall be given to 

an unpaid candidate of the District. This rule may, however, be departed from 

in those cases where it is considered that such an appointment will be 

prejudicial to the interests of the senior most unpaid candidate of the other 

district. In such cases, the later may be appointed in the district other than his 

own till his turn comes for appointment in his own district, when he should 

be sent back, and an unpaid candidate belonging to the other district appointed 

in his place. The prospects of a candidate shall not be prejudiced through his 

declining an appointment in a district other than his own. 

  

                                                 
1 Substituted vide No. 23999 ï HGA(Governor, NWFP) dated 2nd June, 1947 
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Notes. (1). The process serving Establishment in each district shall for the 

purpose of promotion be treated as separate from the general line up to the 

post of Civil Nazir. The Civil Nazir shall be treated in the same way as an 

officer of the same grade in the general line for purposes of promotion to 

higher grades. 

  

(2) The term ñministerialò used in this rule is not intended to overrule the 

definition of a ministerial Government servant given in Fundamental Rule 9 

(17). Bailiffs and process-servers will, therefore, continue to be regarded as 

non-ministerial and inferior Government servants, respectively, for the 

purpose of the rules relating to retirement, as contained in Fundamental Rule 

56 for Bailiffs and Articles 481 to 485 of the Civil Service Regulations for 

process-servers.]  

Qualifications 
 

III.  (1). No. person shall be accepted as a candidate for the clerical ministerial 

staff if he is over 25 years of age, or if there is no prospect of his getting a 

permanent Government post, or a post of paid candidate, or a post of section 

copyist, before attaining the age of 25 years. 

  

 (2). No person shall be appointed to or accepted as a candidate for, 

any clerical ministerial post, unless he has passed the Matriculation 

Examination or an equivalent examination: 

  

 Provided that a member of the non-clerical ministerial staff, who 

joined service before the Ist January 1937 may be appointed to a post of 

Madad Naib Nazir, Naib Naib Nazir or Civil Nazir if he has shown special 

ability, has a working knowledge of English and is able to examine and keep 

accounts: 

 

 Provided further that a non-Matriculate who joined service before the 

Ist January 1937, may be appointed to a post of Judicial Moharrir or Ahlmad 

in any of the Courts other than those of a District Judge, or Senior Sub-Judge, 

if he was actually accepted as a candidate for a clerical post and is otherwise 

fit for such appointment and if he has passed or has been exempted from 

passing the examination prescribed for appointment of Readers, may be 

appointed to any of the posts enumerated in Schedules I and II to this part. 

 

 (3). Preference shall be given in the recruitment of new candidates to 

those who are competent stenographers, and such candidates should be freely 

employed as court stenographers, while working as unpaid candidates. 
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 (4). No person shall be appointed substantively as a Reader unless he 

has passed the examination prescribed for appointment of Readers or LL.B 

exam: of a reorganized university. 

 

 (5). No person shall be appointed as process-server or execution 

Bailiff unless he has passed the Lower Middle School Examination; provided 

that the Judicial Commissionerôs Court may relax this rule in the case of ex-

soldiers, provided further that a process server who joined service before 1st 

January 1937, may be appointed execution Bailiff if he is considered 

otherwise fit for promotion, although may not have passed Lower Middle 

School Examination. 

 

 (6). No person shall be appointed civil Nazir, Naib Nazir or Madad 

Naib Nazir who is not able to keep and examine accounts both in English and 

in Urdu. 

  

 (7). No person who is sickly, old or incapable of much physical 

exertion, and has not a good knowledge both of Urdu and of the language 

current in the district of his employment shall be appointed as execution 

Bailiff or process-server. 

 

 (8). For posts of menials the officers empowered to make 

appointments shall appoint the best man, provided that preference be given to 

ex-soldiers competent to do the duties required. Literacy should be regarded 

as a desirable though not essential qualification. 

 

 (9). All appointments shall be subject to a medical certificate of 

fitness. 

First appointments 
 

*IV. First appointments shall be made as follows: -- 

(1). By the District Judgeð 

 

(a). Ministerial officers in his own Court and in all Courts 

controlled by the District Court. 

 (b). Menials in his own Court.  

  

(2). By the Senior Sub-Judgeð 

 

                                                 
* Now vide No. DR Peshawar dated 14.11.2002 Chief Justice, District & Sessions Judge and Senior Civil Judge 
have been authorized to be as appointing authorities for various posts of the establishment of District Courts. 
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  Menials in his own Court and the Courts of other Sub-Judges 

in the same district. 

  

Note.ðA District Court may under the provisions of Section 29 of the North-

West Frontier Province Courts Regulation with the previous sanction of the 

Judicial Commissioner delegate the power of appointment given above to any 

Sub-Judge, to be exercised by him in any specified portion of the district, 

subject to the control of the District Court. 

 

Note.ð This delegation has been made to the Senior Sub-Judge, 1st Class, 

in each district in regard to the process-serving establishment of all Courts in 

the districts. 

Recruitment 

 

V.(1). Recruitment to ministerial posts shall ordinarily be made either by open 

competition or by selection from a list of qualified candidates or apprentices 

accepted by the District Judge, or Sub-Judge to whom powers of appointment 

have been delegated, as the case may be. Any departure from either of these 

methods should be reported to the Judicial Commissioner for confirmation. 

 

 (2). No person shall be admitted to work in any Court as an apprentice 

unless his name is entered on the register of candidates by the written order 

of the District and Sessions Judge or Senior Sub-Judge, as the case may be, 

who shall in addition to the qualifications specified above satisfy himself by 

personal inspection that each candidate is otherwise qualified and suitable and 

has adequate means of subsistence. Each apprentice shall have his place and 

duty distinctly assigned to him in the office and shall work under the 

supervision of a recognized superior clerk. 

 

 (3). When appointment to a permanent post is made from candidates, 

preference must be given to the senior candidate unless he has shown himself 

unfit; provided that when candidates possessing higher educational 

qualifications for a post, for which an examination standard is fixed, such as 

graduates, are available they should be given preference over less well 

qualified candidates. 

 

Promotion 

 

VI. Appointment to the higher grades of the ministerial establishment should 

ordinarily be made by seniority from lower grades, provided that the official 

who would thus receive promotion possesses the prescribed educational 

qualifications and is otherwise fit to perform the duties to which he will be 
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promoted, for which purpose tests may be imposed. This rule does not apply 

to such posts as that of stenographer for which special qualifications are 

needed; but preference should be given to officers with such qualifications 

who are already working in the lower grades; provided that permanent 

vacancies in the Rs. 70ð5ð125 grade shall be filled by the District and 

Sessions Judges in the following rotation:- 

 

(i) By Selection on merit out of graduates who have at least two 

yearsô experience in the work of the office, if there is no 

suitable graduate who fulfils this condition an ñoutsiderò 

graduate may be appointed, but he must be one who normally 

resides within the jurisdiction of the District and Sessions 

Judge. 

(ii)  and (iii) By normal promotion in the office, i.e., the 

appointment of the next senior man whether graduate or non-graduate 

subject to his fitness:  

 

 Provided further that the rotation may be modified in very 

exceptional cases when the direct appointment of a graduate would 

mean the ousting of a man, who had been officiating quasi-

permanently in the post concerned for an appreciable period. What is 

an appreciable period will depend on the circumstances of each case. 

After such a modification, the rotation should be restored as soon as 

possible. 

 

Note.ðFor the purpose of complying with the provisions of this rule it is 

necessary that District and Sessions Judges should recruit graduates freely as 

candidates giving preference to those residing within their jurisdiction. 

 

Security 

VII. All officers having any dealings with public money or holding posts of 

particular trust shall on appointment give such security as the Judicial 

Commissioner may from time to time prescribe. 

 

Conditions of service 

VIII. (1). The establishment other than process-servers mentioned in Rule II 

in each district shall consist of so many posts as the Judicial Commissioner 

may fix form time to time by an order under this rule. The number of posts 

and the rates of pay of such posts as they stood on the 1st January 1937, are as 

enumerated in Schedules I and II annexed to these rules. 
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 (2). The remuneration of process-servers and the number of the 

appointments are governed by rules issued by the Judicial Commissioner 

under Sections 20 and 22 of the Court Fees Act, 1870. 

 

 (3). Subject to Rule XI, service in grades the maximum pay of which 

is less than Rs. 125 shall be within the revenue district within which the 

officer was first appointed; thereafter it shall be within the civil division in 

which that revenue district is situated. 

 

 (4). Members shall be governed by the provisions of the Fundamental 

and the Supplementary Rules as framed from time to time. 

 
Discipline, Penalties and Appeals 

  
1[IX.  In matter relating to discipline, punishment and appeals persons to 

whom these rules apply shall be governed by the [Khyber Pakhtunkhwa]2   

Civil Services (Punishment and Appeal) Rules, 1943, which will hereafter be 

referred to as the Punishment and Appeal Rules.] 

 
3 [IX -A (1) The Presiding Officer of a Court may impose the penalty 

mentioned in clause (I) of Rule 4 of the Punishment and Appeal Rules on any 

official of his own Court. 

 

(2) The Senior Subordinate Judge may inflict any of the penalties 

mentioned in Rule 4 of the Punishment and Appeal Rules on any menial of 

his own Court or the Courts of other Subordinate Judges in the same district. 

 

(3) Subject to the provisions of Rule XI the district Judge may 

impose any of the above penalties on the ministerial officers of the District 

Court or of any Court subordinate to him, and on the menials of the District 

Court. 

 

(4)     The District Judge, may, with the previous sanction of the 

Judicial Commissioner, delegate to a Senior Subordinate Judge the powers to 

inflict all or any of the penalties mentioned in Rule 4 of the Punishment and 

Appeal Rules on the ministerial officers or any class of ministerial officers 

serving in the Courts of the Senior Subordinate Judge and the other 

Subordinate Judges in the same district.] 

 

                                                 
1 Substituted vide Governor NWFP Notification NO. 15 920-H Judl Dated 18.06.1943 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Same as 1 
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1 [X. (1) An appeal from a penalty inflicted by a Subordinate Judge under 

clause (1) of Rule IX-A shall lie to the Senior Subordinate Judge.  

 

(2) An appeal from a penalty inflicted by the Senior Subordinate 

Judge, otherwise than on appeal, or from an order passed by him regarding 

any of the matters referred to in clauses (b) to (e) of Rule 8 of the Punishment 

and Appeal rules shall lie to the District Judge. The District Judge may 

transfer such appeal to an Additional Judge and in disposing of it the 

Additional Judge shall exercise the same powers as the District Judge. 

 

(3).   An appeal from a penalty inflicted by the District Judge, or an 

Additional Judge,  otherwise than on appeal, or from an order passed by 

the District Judge, otherwise than on appeal regarding any of the matters 

referred to in clauses (b) to (e) of Rule 8 of the Punishment and Appeal Rules 

shall lie to the Judicial Commissioner. 
 

(4). A further appeal under Rule 10 of the Punishment and Appeal 

Rules shall lie to- 

(a) The Judicial Commissioner from an appellate order 

passed under sub-rules (1) and (2) of this rule. 

(b) The Governor from an appellate order passed by the 

Judicial Commissioner under sub-rule (3) of this rule. 

 

(5) An application for revision under Rule 11 of the Punishment and 

Appeal Rules may be made to the Judicial Commissioner. 

 

(6) An appeal shall lie to the Governor from an order passed by the 

Judicial Commissioner in the following cases: -- 

 

(i) When in exercise of the powers conferred upon him by 

Rule 12 of the Punishment and Appeal Rules the 

Judicial Commissioner increases a penalty imposed by 

a Subordinate Authority, or himself inflicts a penalty 

in a case in which no penalty was inflicted.  

 

(ii). When otherwise than on appeal or revision he 

interprets to the disadvantage of a person any rule by 

which such personôs conditions of service are 

regulated, or terminates such personôs appointment 

otherwise than upon his reaching the age fixed for 

superannuation.] 

                                                 
1 Same as 1 
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Appointments and Transfers in Special Cases. 

 

XI. (1).  All orders in regard to the appointment, suspension or removal 

of Clerks of Court attached to District and Sessions Judgesô Offices should be 

reported to the Judicial Commissioner for confirmation. 

 

(2). Notwithstanding Rule VIII (3) the Judicial Commissioner may 

transfer any ministerial officer or menial to any place within his jurisdiction. 

 

General Orders regarding Discipline, etc 

XII.  Whenever any official (whether paid or unpaid) is personally 

interested in a case to be heard by the Court to which he is attached he must 

bring the fact to the notice of the presiding officer. 

 

Conduct 

XIII.  Members shall observe the Government Servants Conduct Rules, and 

such other rules as may be framed by the Local Government from time to 

time. 

 

Delegation of Powers 

XIV.  Any or all of the powers of the Judicial Commissioner under these 

rules may be delegated by him by general or special order to any Additional 

Judicial Commissioner. 
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SCHEDULE NO. I  

ESTABLISHMENT OF COURTS OF DISTRICT AND 

SESSIONS JUDGES 
 

Posts Rate of pay  

Number 

Total 

Peshawar 

Dera 

Ismail 

Khan 

Clerical         

Clerks of Court é  é    é 150-5-225 1 1 2 

Readers          é    é   é 100-5-175 2 1 3 

Stenographers   é  é   é 100-8-160* é 1 1 

Stenographers   é  é   é 50-5-95/5-125 2 é 2 

  

plus 30% Special 

pay 
      

Translators and Clerks  é 

é  é 
70-5-95/5-125 7 4 11 

Clerks and Muharrirs é é 

é 
40-2-80/2-90 7 2 9 

Clerks and Muharrirs é é 

é 
30-1-1/2-60/2-70 é 2 2 

Process Serving 

Establishment. 
        

Nazirs   é   é.   é 40-2-80/2-90 1 1 2 

         

Record Office Fund 

Establishment. 

 plus 20% 

Special pay. 
      

Muharrirs      é   é   é 40 2 .. 2 

Muharrirs     é   é   é 16 é 1 1 

 
*Old Grade for the present incumbent only 
 

Note. - The above rates of pay are subject to 15 percent cut in the case of 

new entrants. 
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SCHEDULE NO. II  

ESTABLISHMENT OF COURT OF SUBORDINATE JUDGES  

 

 

Posts 

 

 

Rate of  

pay 

 

 

Total  

Number  

 

 

 

Peshawar 

 

 

Marda

n 

 

 

Hazara 

 

 

Kohat 

 

 

Ban

nu 

 

 

Dera 

Ismail          

Khan  

 

Clerks 

Clerk of Court              é 

Assistant Clerk of  

Court  

Stenographers     

 

Readers    é                

Readers    é 

Muharris  é         

 

 

Process Serving            

Establishment. 

 

Nazir      é                          

Nazir s   é                      

 

 

Senior Naib-  

Nazirs  é 

Naib Nazirs  é 

Bailiffs    é             

           

Rs. 

75-5-100/5-150 

70-5-95/5-125 

7-5-95/5-125 

Plus 30 Special 

pay 

70-5-95/5-125 

40-2-80/2-90 

30-1½-60/2-70 

 

 

 

 

 

70-4-110* 

30-1-50 

 

Plus20 

Special pay 

Ditto 

30-1-50 

20 

 

6 

1 

1 

6 

14 

20 

 

 

 

 

 

 

 

 

1 

4 

2 

33 

41 

 

1 

1 

1 

1 

5 

6 

 

 

 

 

 

 

 

 

1 

é 

é 

9 

7 

 

1 

é 

é 

1 

1 

2 

 

 

 

 

 

 

 

 

é 

é 

 

é 

 

5 

5 

 

1 

é 

é 

1 

2 

3 

 

 

 

 

 

 

 

 

 

 

é 

1 

é 

6 

10 

 

1 

é 

é 

1 

1 

2 

 

 

 

 

 

 

 

 

 

 

é 

1 

é 

5 

6 

 

1 

é 

é 

1 

2 

3 

 

 

 

 

 

 

 

 

 

 

é 

1 

1 

4 

5 

 

1 

é 

é 

1 

3 

4 

 

 

 

 

 

 

 

 

 

 

é 

1 

1 

4 

8 

 

 
* Old grade for the present incumbent only. 

 

Note. 1. The above rates of pay are subject to 15 percent, cut in the case of 

new entrants except in the case of Bailiffs. 

 

Note. 2. In addition to above there will be temporary posts of two Readers 

on Rs.40-2-80/2- 90 and two Muharirs on Rs.30-1½ -60/2-70 for Court of 

Sub-Judges borne on the leave reserve. 
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C.No. 3(3-1) 

 

THE [KHYBER PAKHTUNKHWA] 1 CIVIL SERVANTS 

(APPOINTMENT, PROMOTION & TRANSFER) RULES, 1989.  
 

PART-I  

GENERAL  
 

1. Short title and commencement: - (1) These rules may be 

called the [Khyber Pakhtunkhwa]2 Civil Servants (Appointment, Promotion 

and Transfer) Rules, 1989. 
 

  (2) They shall come into force at once. 

 

2. Definitions: - (1) In these rules, unless the context otherwise 

requires: - 
 

(a) ñAppointing Authorityò in relation to a post, means the person 

authorized under rule 4 to make appointment to that post; 

(b) ñBasic Pay Scaleò means the Basic Pay Scale for the time 

being sanctioned by Government, in which a post or a group 

of posts is placed: 

(c) ñCommissionò means the [Khyber Pakhtunkhwa] 3Public 

Service Commission. 
4 [(d) Departmental Promotion Committee: means a committee 

constituted for making selection for promotion or transfer to such 

posts under a Department, or offices of Government which do not fall 

within the purview of the Provincial Selection Board]. 
 

5[(dd) ñDepartmental Selection Boardò means a Board constituted 

for the purpose of making selection for initial recruitment / 

appointment to posts under a Department or office of Government in 

Basic Pay Scale 17 not falling within the purview of the Commission]. 
 

 

Provided that more than one such committee may be 

constituted for civil servants holding different scales of payò.  
 

(e) ñDepartmental Selection Committeeò means a committee 

constituted for the purpose of making selection for initial appointment 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 

3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 

4 Substituted by vide Notification No.SOR.I(S&GAD)4-1/80(Vol.II), dated 14.1.1992 
5 Added and substituted by Notification No. SOR.III(S&GAD)2-7/86, dated 8.12.1994 
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to post under a department, or office of Government 1[in Basic Pay 

Scale 17 and below not falling within the purview of the 

Commission]: 
 

(f) ñPostò means a post sanctioned in connection with the affairs 

of the Province, but not allocated to all Pakistan Unified 

Grades; and 
 

2[(g) ñProvincial Selection Boardò means the Board constituted 

by Government for the purpose of selection of civil servants for 

promotion or transfer to posts in respect whereof the appointing 

authority under rule 4 is the Chief Minister and shall consist of such 

persons as may be appointed to it by Government from time to time]. 
 

(2) Words and expressions used but not defined in these rules 

shall have the same meanings as are assigned to them in the Khyber 

Pakhtunkhwa3 Civil Servants Act, 1973[(Khyber Pakhtunkhwa)4 Act XVIII 

of 1973] or any other statutory order or rules of Government for the time 

being in force. 
 

3. Method of Appointment: - (1) Appointment to posts shall be 

made by any of the following methods, namely:- 
 

(a) by promotion or transfer in accordance with the provisions 

contained in Part-II of these rules; and 

 (b) by initial recruitment in accordance with the provisions 

contained in Part-III of these rules. 
 

(2) The method of appointment, qualifications and other 

conditions applicable to a post shall be such as laid down by the Department 

concerned in consultation with the Services and General Administration 

Department and the Finance Department. 

 

4. Appointing Authority: - The authorities competent to make 

appointment to posts in various basic pay scales shall be as follows:- 

 

S.No Posts Appointing Authority  
51. (a) 

 

 

 

Posts in Basic Pay Scale 18 and 

above including posts in Basic 

Pay Scale 17 borne on any of the 

following services; 

Chief Minister 

 

                                                 
1 Added and substituted by Notification No. SOR.III(S&GAD)2-7/86, dated 8.12.1994 
2 Substituted by Notification No. SOR.I(S&GAD)4-1/80/Vol.II dated 14.1.1992 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 

4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
5 Substituted by Notification No, SORDI(S&GAD)4-1/75 (Vol.I) dated 22.8.1991 
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  1[(b) 

 

 

 

 

      

     (c) 

 

 

(i) Former Provincial Civil 

Service (Executive Branch) 

 

(ii) Former Provincial Civil 

Service (Judicial Branch); and 

(iii)  Provincial Civil Secretariat 

Service. 

 

Posts in Basic Pay Scale 17 

other than those covered by (a) 

above and the post of Deputy 

Superintendent of police; and 

 
2Posts of Deputy Superintendent 

of Police] 

 

2. 
 

Posts in Basic Pay Scale 16 

 

Chief Secretary 

(a) In the case of Secretariat of 

the Government of 3[Khyber 

Pakhtunkhwa], the Chief Secretary. 

(b) In case of High Court, the 

Chief Justice; and 

(c) In the case of Attached 

Department: 

 

(i)  the Head of Attached 

Department concerned; and 

(ii)  In any other case the 

Secretary of the 

Department concerned. 

 

3. Posts in Basic Pay Scale 4[6 to 

15]. 

(a) In the case of civil Servants 

borne on ministerial establishment 

of Civil Courts subordinate to High 

Court, the officer authorized as 

such by the Chief justice; and 

 

(b) In other cases 

                                                 
1 Added by SORIII-(E&AD)2(144)03 dated 22-09-2003 

2 Inserted by Notification No. SOR-III(E&AD)2(144)03 dated 16-09-2003 

3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Substituted vide Notification No. SOR-VI (E&AD)1 -3//03/2015 dated 19-04-2016 
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(i) an officer declared under the 

relevant Delegation of Powers 

Rules, which shall to this extent be 

deemed as operative; or 

 

(ii)  Where no such appointing 

authority has been declared, the 

Secretary to Government or the 

Head of an Attached Department 

/Office as the case may be. 

 

4. Posts in Basic Pay Scale [3 and 

5]1 

Deputy Secretary In charge of 

Administration or office, as the 

case may be. 
 

5. 2 [Departmental Promotion & selection Committee/Board] ï (1) 

In each Department or office of Government there shall be one or more 

Departmental Promotion Committee and Departmental Selection Committee 
3(or, as the case may be, Departmental Selection Board), the composition of 

which shall be determined by the Services and General Administration 

Department or the Department in consultation with the Services and General 

Administration Department. 
 

(2) Each such Committee 4(ñor the Board, as the case may be), 

shall consist of at least three members, one of whom shall be appointed as 

Chairman. 

 
 

5[6. Procedure when recommendation is not accepted: - When an 

appointing authority for Basic Pay Scale 17 or below does not accept the 

recommendation of a Departmental Promotion or Selection Committee, or 

the Departmental Selection Board, as the case may be, it shall record its 

reasons and obtain order of the next higher authority]. 
 

PART-II  
 

APPOINTMENT BY PROMOTION O R TRANSFER 
 

 

7. Appointment by Promotion or Transfer. 6[(1) Except as otherwise 

provided in any service rules for the time being in force, appointment by 

promotion or transfer to posts in respect whereof the appointing authority 

                                                 
1 Substituted by Notification No.SOR.VI/E&AD/1-3/2015 dated 19-04-2016 
2 Substituted by Notification No.SORI(S&GAD)2-7/86, dated 8.12.1994 
3 Inserted by Notification No.SORIII(S&GAD)2-7/86, dated 8.12.1994 
4 Inserted by Notification No.SORIII(S&GAD)2-7/86, dated 8.12.1994 
5 Substituted by Notification No.SORIII(S&GAD)2-7/86, dated 8.12.1994 
6 Substituted by Notification No. SORI(S&GAD)4-1/80 (Vo.II) dt:14.1.1992 
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under rule 4 is the Chief Minister shall ordinarily be made on the 

recommendation of the Provincial Selection Board and promotion and 

transfer to posts other than those falling within the purview of the Provincial 

Selection Board shall ordinarily be made on the recommendation of 

appropriate Departmental Promotion Committee]. 
 

(2) Appointment by transfer shall be made from amongst the 

persons holding appointment on regular basis in the same basic pay scale, in 

which the posts to be filled, exists. 
 

(3) Persons possessing such qualifications and fulfilling such 

conditions as laid down for the purpose of promotion or transfer to a post 

shall be considered by the Departmental Promotion Committee or the 

Provincial Selection Board for promotion or transfer, as the case may be. 
 

1 [(4) No promotion on regular basis shall be made to posts in Basic 

Pay Scale 18 to 21 unless the officer concerned has completed such minimum 

length of service as may be specified from time to time, or, in case of posts 

in Basic Pay Scale 19 to 21, the officer, besides having the minimum length 

of service for the time being required for promotion has also attended such 

training and passed such departmental examination as may be prescribed 

from time to time.] 

 [(5) Deleted vide Notification No.SO(Policy)(E&AD)/1-3/2020 

Dated 06/08/2020] 
 

 

8. Inter -Provincial Transfer: - (1) Persons holding appointment in BPS 

1 to 15 under Federal Government and other Provincial Government may, in 

deserving cases, be transferred to equivalent posts under these rules:- 
 

Provided that:- 

(i) the Federal Government or the Government of the Province 

concerned, as the case may be, has no objection to such a 

transfer; 
 

(ii)  the person seeking transfer possesses the requisite 

qualification and experience and the post to which his transfer 

is intended can, under the rules, be filled by transfer 

(iii) the person concerned holds appointment to the post in his 

parent Department on regular basis 

(iv)  the person concerned is a bonafide resident of the 2[Khyber 

Pakhtunkhwa 

(v) a vacancy exists to accommodate the request of such a 

transfer; and 

                                                 
1 Substituted by Notification No. SORI(S&GAD)4-1/80(Vol-III) dated 30.12.1999 
2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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(vi) provided further that in most deserving cases, the merit of 

which shall be determined on case to case basis and the 

decision of the Competent Authority in that behalf shall be 

final, Government may allow transfer of a civil servant in 

BPS-16 and above, subject to the aforesaid conditions. 

 

(2) A person so transferred shall be placed at the bottom of the 

cadre strength which he joins for the purposes of determining his seniority 

vis-à-vis other members borne on the cadre. 

 

(3) It will be the sole discretion of the appointing authority to 

accept or refuse a request of transfer under this rule and any decision made 

in this behalf shall be final and shall not be quoted as precedence in any other 

case. 
 

9. Appointment on Acting Charge or current Charge Basis. (1) 

Where the appointing authority considers it to be in the public interest to fill 

a post reserved under the rules for departmental promotion and the most 

senior civil servant belonging to the cadre or service concerned, who is 

otherwise eligible for promotion, does not possess the specified length of 

service the authority may appoint him to that post on acting charge basis; 

 
1Provided that no such appointment shall be made, if the prescribed 

length of service is short by more than 2{three years}. 
 

(2) Deleted vide Notification No.SOR-I(S&GAD)1-3/2009/Vol-VIII 

dated 22-10-2011 

 

(3)  In the case of a post in Basic Pay Scale 17 and above, reserved 

under the rules to be filled in by initial recruitment, where the 

appointing authority is satisfied that no suitable officer drawing 

pay in the basic scale in which the post exists is available in that 

category to fill the post and it is expedient to fill the post, it may 

appoint to that post on acting charge basis the most senior officer 

otherwise eligible for promotion in the organization, cadre or 

service, as the case may be, in excess of the promotion quota. 

 

(4)   Acting charge appointment shall be made against posts 

which are likely to fall vacant for period of six months or more. Against 

                                                 
1 Added by Notification No. SOR(S&GAD) 4-1/80(V.II), Dated 20.10.1993 
2 Substituted by Notification SOR(S&GAD) 4-1/80(V.III), Dated 14.03.1996 
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vacancies occurring for less than six months, current charge appointment may 

be made according to the orders issued from time to time. 

 

(5)   Appointment on acting charge basis shall be made on the 

recommendations of the Departmental Promotion Committee or the 

Provincial Selection Board, as the case may be. 

 

(6) Acting charge appointment shall not confer any vested right 

for regular promotion to the post held on acting charge basis. 

 

PART-III  
INITIAL APPOINTMENT  

 

10. Appointment by Initial Recruitment: - (1) Initial appointment to 

posts 1{in various basic pay scales} shall be made- 
 

 

(a) if the post falls within the purview of the Commission, on the 

basis of Examination or test to be conducted by the 

Commission; or 
 
 

(b) if the post does not fall within the purview of the Commission, 

in the manner as may be determined by Government. 
 

2[(2) Initial recruitment to posts which does not fall within the 

purview of the Commission shall be made on the recommendation of the 

Departmental Selection Committee, after vacancies have been advertised in 

newspapers]. 
 

 3[Provided that nothing contained in this sub-rule shall apply to the 

household staff of the Chief Ministerôs House Peshawar, Frontier House 

Islamabad, Frontier Rest Houses Bannu, Swat and Abbottabad, Frontier 

House Nathiagali and Shahi Mehman Khana, Peshawar and any other House 

to be established by the Government]. 
 
4 [Provided further that the appointment in Grade [3 to 5]5 shall be 

made on the recommendations of the Departmental Selection Committee 

through the District Employment Exchange concerned], 6{or, where in a 

                                                 
1 Substituted by Notification No.SORI(S&GAD)1-117/91 (c), Dated 12.10.1993. 
2 Substituted by Noti: No. SORI(S&GAD)1-117/91(C), Dated: 12.10.1993 
3 Added by Notification No. SOR-VI (E&AD)1 -3/2003 (Vol.V) Dated 03.07.2003. 
4 Added by Notification No. SOR-VI (E&AD) 1-3/2003/ Vol. VI Dated. 16.03.2004 
5 Substituted vide Notification No. SOR-VI (E&AD)1-3//03/2015 dated 19-04-2016 
6 Inserted by Notification No. SOR-VI (E&AD) 1-3/2003/ Vol. VI Dated. 23.01.2006 



III -Human Resources              I-Ministerial Establishment of District Courts 

 

--Judicial Estacode 2021--------------------------------------------------447-- 

District, the office of the Employment Exchange does not exist, after 

advertising the posts in the leading newspapers]. 1[ ] 
 

(3) A candidate for initial appointment to a post must possess 

the educational qualification or technical qualifications and experience and 

except as provided in the rules framed for the purpose of relaxation of age 

limit, must be within the age limit as laid down for the post, provided that- 
 

2 [(i)  where recruitment is to be made on the basis of written 

examination, then, notwithstanding anything to the contrary contained in any 

other rules for the time being in force, age shall be reckoned on 1st January 

of the year in which the examination is proposed to be held]; 

 

(ii)  in other cases as on the last date fixed for submission of 

applications for appointment. 
 

3 [(4)  Where a civil servant dies or is rendered incapacitated or 

invalidated permanently during service or retired on medical board, 

notwithstanding the procedure provided for in sub-rule (2), the appointing 

authority may appoint one of the children of such civil servant, or if the child 

has not attained the age prescribed for appointment in Government service, 

the widow or wife, as the case may be, of such civil servant, to a posts in any 

of the Basic Pay Scales No. 3 to 11 in Provincial cadre post and basic pay 

scale 3 to 12 in District cadre posts: 

 Provided that the child or the widow or wife, as the case may 

be, possesses the minimum qualification prescribed for appointment to the 

post:  
 

 Provided further that if there are two widows or wives of the 

deceased civil servant, as the case may be, preference shall be given to the 

elder widow or wife: 

 Provided also that the appointment under this sub rule is subject to 

availability of a vacancy and if more than one vacancies in different pay 

scales are available at a time, and the child or the widow or wife, as the case 

may be, possesses the qualifications eligible for appointment in more than 

one post, such child or the widow or wife, as the case may be, shall ordinarily 

be appointed to the post carrying higher pay scale. 

 

Provided also that the provision of this shall not be applicable to posts 

falling within the purview of the Commission]  
 

                                                 
1 Second proviso in sub rule (2) was deleted vide Notification No. SOR-VI(E&AD)1 -3/2008 on 09-05-2008 and 

added again vide Notification No. SOR-VI(E&AD)1 -3/2008 dated 03-11-2008. 

2 Substituted by Noti: No. SORI(S&GAD)4-1/80, Dated: 17.05.1980 
3 Substituted vide Notification No. SOR-VI (E&AD)1 -3//03/2015 dated 19-04-2016 
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1 [(5) Notwithstanding anything contained in any rule for the time 

being in force, two percent of all posts in each basic pay scale to be filled in 

by initial recruitment shall be reserved for disabled candidates and ten percent 

of all posts meant for initial recruitment shall be reserved for female 

candidates: 
 

Explanation-I:  - For the purposes of reservation under this sub-rule 

ñdisabilityò does not include such disability which hampers in the smooth 

performance of duties required of a disabled candidate]. 

 

Explanation-II:  - Ten percent quota reserved above shall be in 

addition to the posts exclusively reserved for female candidates.  
 

 2[Notwithstanding anything contained in any rule for the time being 

in force, five per cent of all posts in each basic pay scale to be filled in by 

initial recruitment shall be reserved for candidates hailing from earthquake 

affected areas of District Mansehra, Battagram, Shangla, Kohistan and 

Abbottabad (Calamity hit area) for a period of three years commencing from 

Ist February, 2006.] 
  
3(7)  Notwithstanding anything contained in any rule for the time 

being in force, five4 percent of all posts in each basic pay scale to be filled in 

by initial recruitment shall be reserved for candidates belonging to minorities 

in addition to their participation in the open merit: 

 

 Provided that, the reservation shall not apply to- 

 

i. the percentage of vacancies reserved for recruitment on 

merit; 

ii.  short term vacancies likely to last for less than one year; 

and  

iii.  isolated posts in which vacancies occur only 

occasionally.] 
 

11. Eligibility.  (1) A candidate for appointment shall be a citizen 

of Pakistan and bonafide resident of the 5[Khyber Pakhtunkhwa]. 
 

Provided that for reasons to be recorded in writing, Government may, 

in a particular case, relax this restriction. 

                                                 
1 Substituted by Notification No.SOR-VII(E&AD)1 -10/03 (VI), Dated: 04.12.2007 
2 The provision stands ineffective vide circular Letter No.SOR-VI(E&AD)1 -3/2005 dated 17-06-2015 
3 Added vide Notification No. SOR-VI(E&AD)1 -3/08 , Dated: 06.01.2009 
4 Added vide Notification 47No.SO (Policy)E&AD/1-11/2019 Dated 02-08-2019 
5 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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1[(2)] 
 

 Provided that this restriction may be relaxed by Government in the 

case a person who has married a citizen of India [(or Bangladesh)] 

 

 Provided further that a person already in Government Service shall 

not marry a foreign national without prior permission of Government 

obtained in that behalf 

 

(3) No person, not already in Government service, shall be 

appointed to a post unless he produces a certificate of character from 

the principal academic officer of the academic institution last attended 

and also certificates of character from two responsible persons, not 

being his relatives, who are well acquainted with his character and 

antecedents. 
 

(4) Notwithstanding anything contained in sub-rule (3), an 

appointment by initial recruitment shall be subject to the verification 

of character and antecedents of the candidate or the person appointed, 

to the satisfaction of appointing authority. 
 

(5) No candidate shall be appointed to a post unless he is found, 

after such medical examination as Government may prescribe, to be 

in good mental and bodily health and free form physical defect likely 

to interfere in the efficient discharge of his duties. 

 

12. Zonal and Divisional representation: - (1) Except as otherwise 

specifically provided in any rule for the time being in force, initial 

recruitment to posts in Basic Pay Scales 16 and 17 and other posts in Basic 

Pay Scales 3 to 15 borne on Provincial cadre shall be made in accordance 

with the Zonal quota specified by Government from time to time. 

 

 2[Provided that initial recruitment to the post of Civil Judge/Judicial 

Magistrate/Allaqa Qazi (BPS-18) shall also be made in accordance with the 

zonal quota specified by the Government from time to time.] 

 

(2) Initial recruitment to posts in Basic Pay Scales 3 to 15 borne 

on divisional or district cadre shall be made from amongst bonafide residents 

of the division or district concerned, as the case may be. 

 

                                                 
1 Deleted vide Notification No. SOR-VI(E&AD)1 -3/08 , dated 17-06-2008. 
2 Added vide Notification No. SOR-VI(E&AD)1 -27/08, dated 03-07-2008 
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(3) Initial recruitment to posts in Basic Pay Scales [3 and 5]1 or 

equivalent shall ordinarily be made on local basis. 

PART-IV  

ADHOC APPOINTMENT  

 

13. Requisition to Commission: - When under any rule for the time 

being in force, a post is required to be filled in through the Commission, the 

appointing authority shall forward a requisition on the prescribed form to the 

Commission immediately after it is decided to fill in the post, or if that is not 

practicable and the post is filled on adhoc basis as provided in rule 14, within 

two months of the filling of the post. 

 

14. Adhoc Appointment:- (1) When the appointing authority considers 

it to be in the public interest to fill in a post falling within the purview of the 

Commission urgently, it may, pending nomination of a candidate by the 

Commission, proceed to fill in such post on adhoc basis for a period not 

exceeding 2[ one year] by advertising the same in accordance with the 

procedure laid down for initial appointment in Part-III of these rules. 

 

(2) Short term vacancies in the posts falling within the purview of 

the Commission and vacancies occurring as a result of creation of temporary 

posts for a period not exceeding six months, may be filled in by appointing 

authority otherwise than through the Commission on a purely temporary basis 

after advertising the vacancy. 

 

PART-V 

PROBATION AND CONFIRMATION  
 

3[15.  Probation: - (1) Persons appointed to posts by initial recruitment, 

promotion or transfer shall be on probation for a period of one year.  

 

 (2) On the successful completion of probation period, prescribed in 

sub-rule (1), the appointing authority may extend the probation for another 

year by specific order within two months of the expiry of first year of 

probation period. 

 

                                                 
1 Substituted vide Notification No. SOR-VI (E&AD)1 -3//03/2015 dated 19-04-2016 

2 substituted vide Notification No.SOR-VI(E&AD)1 -3/08 dated 17-1-09 
3 Substituted vide Notification No. SO (Policies) E& AD/1-3/2017 dated 07-12-2017 
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(3) In case no specific order of extension of probation period under 

sub-rule (2), is issued on the expiry of one year within two months, the 

probation shall stand automatically terminates 

 

(4) In case of extension of probation period, through specific order for 

another year, under sub-rule (2), the probation shall stand automatically 

terminated on the completion of extended period   

 

16. Confirmation: - After satisfactory completion of the 

probationary period, a civil servant shall be confirmed; provided that he holds 

a substantive post, provided further that a civil servant shall not be deemed 

to have satisfactorily completed his period of probation, if he has failed to 

pass an examination, test or course or has failed to complete successfully a 

training prescribed within the meaning of sub-section(3) of Section 6 of the 
1[Khyber Pakhtunkhwa] Civil Servants Act, 1973. 

 

PART-VI  

SENIORITY  
 

17. Seniority: - (1) The seniority inter se of civil servants 
2(appointed to a service, cadre or post) shall be determined:- 
 

(a) in the case of persons appointed by initial recruitment, in 

accordance with the order of merit assigned by the 

Commission 3{or as the case may be, the Department 

Selection Committee;} provided that persons selected for 

appointment to a post in an earlier selection shall rank senior 

to the persons selected in a later selection; and 
 

(b) in the case of civil servants appointed otherwise, with 

reference to the date of their continuous regular appointment 

in the post; provided that civil servants selected for promotion 

to a higher post in one batch shall, on their promotion to the 

higher post, retain their inter se seniority as in the lower post. 
 

Explanation-I: - If a junior person in a lower post is promoted to a higher 

post temporarily in the public interest, even though continuing later 

permanently in the higher post, it would not adversely affect the interest of 

his seniors in fixation of his seniority in the higher post. 
 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 

2 Substituted by Notification No.SOR-I(S&GAD) 4-1/80, dated 17.5.1989 
3 Inserted by Notification No. SORI(S&GAD)4-1/80(V.II), dated 4.2.1996 
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Explanation-II: - If a junior person in a lower post is promoted to a higher 

post by superseding a senior person and subsequently that senior person is 

also promoted the person promoted first shall rank senior to the person 

promoted subsequently; provided that junior person shall not be deemed to 

have superseded a senior person if the case of the senior person is deferred 

for the time being for want of certain information or for incompletion of 

record or for any other reason not attributing to his fault or demerit. 
 

Explanation-III: - A junior person shall be deemed to have superseded a 

senior person only if both the junior and the senior persons were considered 

for the higher post and the junior person was appointed in preference to the 

senior person. 

 

 (2) Seniority in various cadres of civil servants appointed by 

initial recruitment vis-a-vis those appointed otherwise shall be determined 

with reference to the dates of their regular appointment to a post in that cadre; 

provided that if two dates are the same, the person appointed otherwise shall 

rank senior to the person appointed by initial recruitment. 

 
1[(3) In the event of merger / restructuring of the departments, 

attached departments or subordinate offices, the inter se seniority of Civil 

Servants affected by the merger / restructuring as aforesaid shall be 

determined in accordance with the date of their regular appointment to a cadre 

or post]  

 
2[(4) The inter-se-seniority of civil servants in a certain cadre to 

which promotion is made from different lower posts, carrying the same pay 

scale shall be determined from the date of regular appointment/promotion of 

the civil servants in the lower post.  

Provided that if the date of regular appointment of two or more 

civil servants in the lower post is same, the civil servants older in age, 

shall be treated senior.] 

 

18. General Rules: - In all matters not expressly provided for in these 

rules, civil servants shall be governed by such rules as have been or may 

hereafter be prescribed by Government and made applicable to them. 

 

19. Repeal: - The 3[Khyber Pakhtunkhwa] Civil Servants (Appointment, 

Promotion and Transfer) Rules, 1975, are hereby repealed. 

                                                 
1  Added by Notification No. SOR-1(E&AD)4-1/80(Vol-IV), Dated 28.05.2002. 
2 Added vide Notification No. SOR-VI(E&AD)1 -3/2008, dated 19-11-2009  
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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C.No. 4(3-1) 

 

PESHAWAR HIGH COURT (SUBORDINATE COURTS 

STAFF) RECRUITMENT RULES, 2003 
 

NOTIFICATION  
 

              Dated Peshawar the 26.3.2003 
 

 No. 39-J  In pursuance of the provisions contained in Sub Rule (2) of 

Rule 3 of the [Khyber Pakhtunkhwa]1 Civil Servants (appointment, 

Promotion and Transfer) Rules, 1989, and in supersession of all previous 

rules, issued in this behalf, the Competent Authority is pleased to lay down 

the method of recruitment, qualifications and other conditions specified in 

column 3 to 5 of the Appendix to this Notification, which shall apply to posts 

in Subordinate Courts in the [Khyber Pakhtunkhwa]2 specified in column # 2 

of the said Appendix. 

APPENDIX  

Peshawar High Court (Subordinate Courts Staff) Recruitment Rules, 2003. 
 

1 2 3 4 5 

S 

No 

Nomenclatu

re of Post 

Minimum 

qualification 

for 

appointment 

by initial 

recruitment  

Age 

Limit  

Method of recruitment 

1 Superintende

nt BPS-173 

   

By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Assistant/Reader, 

Assistant/Clerk of Court, 

Assistant/Assistant Clerk of 

Court, Assistant/Accountant 

and Assistant/Civil Nazir at 

serial # 4 to 8 (all BPS-16)4 

with at least five yearsô service 

as such: 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 

2 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2014 Dated 20th May, 2014 
4 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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Provided that a common 

seniority list of holders of the 

posts at serial # 4 to 8 below 

shall be maintained for the 

purpose of promotion to the 

post of Superintendent BPS-

171. 

2 Senior Scale 

Stenographer 

BPS-162 

i. Bachelorôs 

Degree from a 

recognized 

University and 

speed of 100 

words per 

minute in 

Shorthand and 

40 words per 

minute in 

typing in 

English. 

Preference will 

be given to the 

candidates 

having 

knowledge of 

MS Office. 

ii. In the 

Districts where 

Urdu is the 

Court language, 

speed of 30 

words per 

minute in 

typing in Urdu 

as well.   

18 ï 30 

years 

i. Twenty five percent by initial 

recruitment; and 

 

ii. seventy five percent by 

promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the post of 

Steno typist (BPS-14)3 with at 

least three yearsô service as 

such. 

 

 

 

 

3 Steno typist 

BPS-144 

i. Intermedi

ate or 

equivalent 

qualificati

on from a 

recognize

d board; 

and  

18 ï 30 

years 

By initial recruitment. 

 

 

                                                 
1 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2014 Dated 20th May, 2014 
2 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2012 Dated 19th June 2012 
3 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2014 Dated 20th May, 2014 
4 Substituted vide Notification No.13-J dated 26th November, 2019 
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ii. a speed of 
1[50] 

words per 

 

 minute in 

shorthand and 

35 words per 

minute in 

typing in 

English. 

Preference will 

be given to the 

candidates 

having 

knowledge of 

MS Office. 

iii.  In the 

Districts 

where 

Urdu is the 

Court 

language, 

speed of 

30 words 

per minute 

in typing 

in Urdu as 

well. 

4 Assistant/Rea

der. BPS-162 

Bachelorôs 

Degree from a 

recognized 

University. 

18 ï 30 

years 

i. Twenty five percent by 

initial recruitment; and 

ii: seventy five percent by 

promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Senior Clerks at serial # 10 to 

12 (all BPS-14)3 with at least 

three yeas service as such. 

5 Assistant/Cle

rk Of Court 

BPS-164 

Bachelorôs 

Degree from a 

recognized 

University. 

18 ï 30 

years 

i. Twenty five percent by 

initial recruitment; and 

ii: seventy five percent by 

promotion, on the basis of 

                                                 
1 Substituted vide notification No.130 of Peshawar High Court Dated 6th October, 2004 
2 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
3 Basic pay scale upgraded vide Notification No.FD/SO(FR)10-22/2014 Dated 20th May, 2014 
4 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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seniority-cum-fitness, from 

amongst holders of the posts of 

Senior Clerks at serial # 10 to 

12 (all BPS-14) with at least 

three yeas service as such. 

6 Assistant/Ass

istant Clerk 

of Court 

BPS-161 

Bachelorôs 

Degree from a 

recognized 

University. 

18 ï 30 

years 

i. Twenty five percent by 

initial recruitment; and. 

 

 

ii:  seventy five percent by 

promotion on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Senior Clerks at serial # 10 to 

12 (all BPS-14)  with at least 

three yeas service as such. 

 

7 Assistant/Acc

ountant BPS-

162 

Bachelorôs 

degree from a 

recognized 

University. 

Preference will 

be given to 

Bachelorôs 

degree with 

Commerce, 

Economics or 

Mathematics/St

atistics as 

Special subject. 

18 ï 30 

years 

By initial recruitment. 

8 Assistant/Civ

il Nazir BPS-

163 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the post of 

Junior Clerk/Naib Nazir (BPS-

114), capable of keeping and 

examining accounts in English 

and Urdu, with five years 

service as such. 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
2 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
3 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
4 Finance department Rectification No.BO-II/FD/SNE/PHC/2020-21 Dated 07th July 2020 
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9 Computer 

Operator 

BPS-161 

2[ ] 

M.Sc/BIT/BCS 

or equivalent 

from 

recognized 

university 

18 ï 30 

years 

 

By initial recruitment. 

10 Senior Clerk/ 

Reader BPS-

143 

 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Junior Clerk/Nazir, Junior 

Clerk/Copyist, Junior 

Clerk/Copy Clerk, Junior 

Clerk/Examiner, Junior 

Clerk/Muharrir and Junior 

Clerk/Typist at serial # 13 to 18 

(all BPS-11) with at least three 

yearsô service as such: 

 

Provided that a 

common seniority list 

of the holders of the 

posts from serial # 13 

to 18 below shall be 

maintained for the 

purpose of promotion 

to the post of Senior 

Clerk/Reader. 

 

 

 

11 Senior 

Clerk/Record 

Keeper BPS-

144 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Junior Clerk/Nazir, Junior 

Clerk/Copyist, Junior 

Clerk/Copy Clerk, Junior 

Clerk/Examiner, Junior 

Clerk/Muharrir and Junior 

Clerk/Typist at serial # 13 to 18 

(all BPS-11) with at least three 

yearsô service as such: 

                                                 
1 Substituted vide Peshawar High Court Notification No.22993 Dated 26th November, 2019 
2 Words ñFirst Classò stand omitted vide Corrigendum dated 28th January 2021 
3Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014  
4 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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Provided that a common 

seniority list of the holders 

of the posts from serial # 13 

to 18  below shall be 

maintained for the purpose 

of promotion to the post of 

Senior Clerk/Record 

Keeper. 

 

 

 

12 Senior 

Clerk/English 

Clerk BPS-

141 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Junior Clerk/Nazir, Junior 

Clerk/Copyist, Junior 

Clerk/Copy Clerk, Junior 

Clerk/Examiner, Junior 

Clerk/Muharrir and Junior 

Clerk/Typist at serial # 13 to 18 

(all BPS-11) with at least three 

yearsô service as such: 

Provided that a 

common seniority list 

of the holders of the 

posts from serial # 13 

to 18 below shall be 

maintained for the 

purpose of promotion 

to the post of Senior 

Clerk/English Clerk. 

12

A 

 

Telephone 

Operator 
2BPS-7 

Secondary 

School 

Certificate or 

equivalent 

qualification 

from a 

recognized 

Board with one 

year experience 

in any 

recognized 

organization   

18-30  

By initial recruitment 

 

 

 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
2 Added vide Notification No.152-J Dated 18th May, 2012 
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13 Junior 

Clerk/Nazir 

BPS-111 

i. Secondary 

School 

Certificate 

Examinati

on or 

equivalent 

qualificati

on from a 

recognize

d Board, 

preference 

will be 

given to 

holders of 

additional 

qualificati

ons in 

Accounts; 

and 

ii. a speed of 

30 words 

per minute 

in typing. 

18 ï 30 

years 

i. Not less than 70 percent by 

initial recruitment; and  

ii. not more than 30 percent by 

promotion, from amongst 

the holders of the posts of 

Daftari and Record Lifter 

with Matric and three yearsô 

service as such: and in case 

no suitable candidate from 

amongst holders of the posts 

of Daftari and Record Lifter 

is available, then from 

amongst holders of the posts 

of Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-

Mali, Mali and Water 

Carrier who have passed 

Secondary School 

Certificate Examination and 

have at least five yearsô 

service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and   

 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

maintained with reference to 

the date of their acquiring the 

Secondary School Certificate: 

Provided that:  

a. if two or more officials 

have acquired the 

Secondary School 

Certificate in the same 

session, the official having 

longer service shall rank 

senior to other officials; 

and 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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b. where a senior official 

does not possess the 

requisite experience at the 

time of filling up a 

vacancy, the official next 

junior to him possessing 

the requisite experience 

shall be promoted in 

preference to the senior 

official. 

 

14 Junior 

Clerk/Copyis

t BPS-111 

i. Secondary 

School 

Certificate 

Examination 

or 

equivalent 

qualification 

from a 

recognized 

Board; and 

  

ii. a speed of 30 

words per 

minute in 

typing. 

18 ï 30 

years 

i. Not less than 70 percent 

by initial recruitment; and  

 

ii. not more than 30 percent 

by promotion, from 

amongst the holders of the 

posts of Daftari and 

Record Lifter with Matric 

and three yearsô service as 

such: and in case no 

suitable candidate from 

amongst holders of the 

posts of Daftari and 

Record Lifter is available, 

then from amongst holders 

of the posts of Chowkidar, 

Naib Qasid, Sweeper, 

Chowkidar-cum-Mali, 

Mali and Water Carrier 

who have passed 

Secondary School 

Certificate Examination 

and have at least five 

yearsô service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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maintained with reference to the 

date of their acquiring the 

Secondary School Certificate: 

Provided that:  

a. if two or more officials 

have acquired the 

Secondary School 

Certificate in the same 

session, the official having 

longer service shall rank 

senior to other officials; 

and 

b. where a senior official does 

not possess the requisite 

experience at the time of 

filling up a vacancy, the 

official next junior to him 

possessing the requisite 

experience shall be 

promoted in preference to 

the senior official. 

 

15 Junior 

Clerk/Copy 

Clerk BPS-

111 

i. Secondary 

School 

Certificate 

Examination 

or 

equivalent 

qualification 

from a 

recognized 

Board; and 

 

ii. a speed of 30 

words per 

minute in 

typing. 

18 ï 30 

years 

i. Not less than 70 percent 

by initial recruitment; and  

 

ii. not more than 30 percent 

by promotion, from 

amongst the holders of the 

posts of Daftari and Record 

Lifter with Matric and 

three yearsô service as 

such: and in case no 

suitable candidate from 

amongst holders of the 

posts of Daftari and Record 

Lifter is available, then 

from amongst holders of 

the posts of Chowkidar, 

Naib Qasid, Sweeper, 

Chowkidar-cum-Mali, 

Mali and Water Carrier 

who have passed 

Secondary School 

Certificate Examination 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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and have at least five 

yearsô service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

maintained with reference to 

the date of their acquiring the 

Secondary School Certificate: 

Provided that:  

a. if two or more officials 

have acquired the 

Secondary School 

Certificate in the same 

session, the official having 

longer service shall rank 

senior to other officials; 

and 

 

b. where a senior official 

does not possess the 

requisite experience at the 

time of filling up a 

vacancy, the official next 

junior to him possessing 

the requisite experience 

shall be promoted in 

preference to the senior 

official. 

 

 

16 Junior 

Clerk/Exami

ner BPS-111 

i. Secondary 

School 

Certificate 

Examination or 

equivalent 

qualification 

from a 

18 ï 30 

years 

i. Not less than 70 

percent by initial recruitment; 

and  

 

ii. not more than 30 

percent by promotion, from 

amongst the holders of the 

posts of Daftari and Record 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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recognized 

Board; and   

ii. a speed of 30 

words per 

minute in 

typing. 

Lifter with Matric and three 

yearsô service as such: and in 

case no suitable candidate from 

amongst holders of the posts of 

Daftari and Record Lifter is 

available, then from amongst 

holders of the posts of 

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-

Mali, Mali and Water Carrier 

who have passed Secondary 

School Certificate Examination 

and have at least five yearsô 

service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

maintained with reference to the 

date of their acquiring the 

Secondary School Certificate: 

Provided that: if two or more 

officials have acquired the 

Secondary School Certificate in 

the same session, the official 

having longer service shall rank 

senior to other officials; and 

where a senior official does not 

possess the requisite experience 

at the time of filling up a 

vacancy, the official next junior 

to him possessing the requisite 

experience shall be promoted in 

preference to the senior official.  

17 Junior 

Clerk/Muharr

ir/Reader 

BPS-111 

i. Secondary 

School 

Certificate 

Examination or 

equivalent 

18 ï 30 

years 

i. Not less than 70 percent 

by initial recruitment; and  

ii. not more than 30 

percent by promotion, from 

amongst the holders of the 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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qualification 

from a 

recognized 

Board; and  

ii. a speed of 30 

words per 

minute in 

typing. 

posts of Daftari and Record 

Lifter with Matric and three 

yearsô service as such: and in 

case no suitable candidate from 

amongst holders of the posts of 

Daftari and Record Lifter is 

available, then from amongst 

holders of the posts of 

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-

Mali, Mali and Water Carrier 

who have passed Secondary 

School Certificate Examination 

and have at least five years 

service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

maintained with reference to the 

date of their acquiring the 

Secondary School Certificate: 

Provided that:  

a. if two or more officials 

have acquired the Secondary 

School Certificate in the same 

session, the official having 

longer service shall rank senior 

to other officials; and 

b. where a senior official 

does not possess the requisite 

experience at the time of filling 

up a vacancy, the official next 

junior to him possessing the 

requisite experience shall be 

promoted in preference to the 

senior official. 
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18 Junior 

Clerk/Typist 

BPS-111 

i. Secondary 

School 

Certificate 

Examination or 

equivalent 

qualification 

from a 

recognized 

Board; and  

ii. a speed of 30 

words per 

minute in 

typing. 

18 ï 30 

years 

i. Not less than 70 percent 

by initial recruitment; and  

ii. not more than 30 

percent by promotion, from 

amongst the holders of the 

posts of Daftari and Record 

Lifter with Matric and three 

yearsô service as such: and in 

case no suitable candidate from 

amongst holders of the posts of 

Daftari and Record Lifter is 

available, then from amongst 

holders of the posts of 

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-

Mali, Mali and Water Carrier 

who have passed Secondary 

School Certificate Examination 

and have at least five yearsô 

service as such.  

Note. For the purpose of 

promotion, separate common 

seniority lists of (i) the holders 

of the posts of Daftari and 

Record Lifter; and (ii) the 

holders of the posts of  

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier shall be 

maintained with reference to the 

date of their acquiring the 

Secondary School Certificate: 

Provided that:  

a. if two or more officials 

have acquired the Secondary 

School Certificate in the same 

session, the official having 

longer service shall rank senior 

to other officials; and 

b. where a senior official 

does not have the requisite 

service at the time of filling up a 

vacancy, the official next junior 

to him having the requisite 

                                                 
1 Basic pay scale upgraded vide Notification No. FD/SO(FR)10-22/2014 Dated 20th May, 2014 
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service and qualification shall be 

promoted in preference to the 

senior official. 

 

18-

A 

Female 

Support 

Assistant1-

BPS-11 

Secondary 

School 

Certificate 

Examination or 

Equivalent 

qualification 

from a 

recognized 

Board. 

Preference will 

be given to 

candidates 

having 

experience in 

the field of 

Child care/Day 

care 

centers/shelter 

house of the 

government 

recognized 

institutions 

18-30 

years 

By initial recruitment 

19 Junior 

Clerk/Naib 

Nazir BPS-

112 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Bailiff, who have passed 

Secondary School Certificate 

Examination, with at least three 

yearsô service as such:  

Provided that in case no 

suitable candidate from 

amongst holders of the post 

of Bailiff is available, then 

by promotion, on the basis 

of seniority-cum-fitness, 

from amongst holders of 

the post of Process Server 

who have passed 

Secondary School 

                                                 
1 Added vide Notification No.233-J Dated 15th October 2020 
2 Finance department Rectification No.BO-II/FD/SNE/PHC/2020-21 Dated 07th July 2020 
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Certificate Examination 

with at least five yearsô 

service as such.  

 

Note. Seniority of the officials 

in the same BPS shall be 

reckoned with reference to the 

date of their acquiring 

Secondary School Certificate:  

 

Provided that:  

a.   if two or more officials have 

acquired the Secondary 

School Certificate in the 

same session, the official 

having longer service shall 

rank senior to other officials; 

and 

b. where a senior official does 

not have the requisite service 

at the time of filling up a 

vacancy, the official next 

junior to him having the 

requisite service and 

qualification shall be 

promoted in preference to the 

senior official 

19-

A 

Pesh Imam1 

BPS-5 

i)A sand of 

successful 

completion of 

Dars-i-Nizami 

or equivalent 

qualification 

from a 

recognized 

institution. 

ii) Proficiency 

in Tafseer and 

Hadith. 

iii)Free from 

sectarian bias. 

30-45 By initial recruitment 

 

 

                                                 
1 Added vide Notification No.152-J Dated 18th May, 2012 
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iv)Unblemishe

d good moral 

character. 

20 Driver BPS-

61 

Middle 

standard and in 

possession of; 

i. HTV 

license or; 

ii. LTV 

License in case 

of light duty 

vehicle with at 

least five yearsô 

experience as 

such. 

 

30 -- 45 

years 

 

By initial recruitment. 

21 Daftari   

BPS-042 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier (all 

BPS-1) with at least two year 

service as such and having 

passed Middle Standard 

examination: 

 

Provided that a common 

seniority list of holders of the 

posts at serial # 25 to 30 below 

shall be maintained for the 

purpose of promotion to the 

post of Daftari.  

22 Record Lifter 

BPS-43 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the posts of 

Chowkidar, Naib Qasid, 

Sweeper, Chowkidar-cum-Mali, 

Mali and Water Carrier (all 

BPS-1) with at least two year 

service as such and having 

passed Middle Standard 

examination: 

                                                 
1 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
2 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
3 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
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Provided that a common 

seniority list of holders of the 

posts at serial # 25 to 30 below 

shall be maintained for the 

purpose of promotion to the post 

of Daftari. 

 

23 Bailiff BPS-

61 

  By promotion, on the basis of 

seniority-cum-fitness, from 

amongst holders of the post of 

Process Server. 

 

23

A 

Lift Operator 

BPS -42 

Middle 

standard with 

one year 

experience in 

any recognized 

organization. 

18-30  

 

24 Process 

Server BPS-

53 

Matric 18 ï 35 

years 

By initial recruitment. 

25 Chowkidar 

BPS-34 

Preferably 

Li terate 

25 ï 40 

years 

By initial recruitment. 

26 Naib Qasid 

BPS-35 

Preferably 

Literate 

18 ï 40 

years 

By initial recruitment. 

27 Sweeper 

BPS-36 

Preferably 

literate 

18 ï 40  

years 

By initial recruitment. 

28 Chowkidar-

cum-Mali 

BPS-37 

Literate 25 ï 40 

years 

By initial recruitment. 

29 Mali BPS-38 Preferably 

literate 

18 ï 40 

years 

By initial recruitment. 

 

30 Water Carrier Preferably 

Literate 

18-40 

years 

By initial recruitment 

 

  

                                                 
1Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
2Added vide Peshawar High Court Notification No.152-J Dated 18-5-2012 
3Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
4 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
5 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
6 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
7 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
8 Basic pay scale upgraded vide Notification No.FD/SO(FR)7-20/2015 Dated 30th June, 2015 
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C.No. 5(3-1) 

 

WEST PAKISTAN CIVIL  SERVICES (APPLICATIONS FOR 

POSTS) RULES, 1957. 

 

In exercise of the powers conferred by sub- clause(b) of 

clause(2)of Article 182 of the Constitution of Pakistan and in supersession 

of all previous orders on the subject, the Governor of West Pakistan, is 

pleased to make the following rules:- 

 

1. Short tit le: - These rules may be called the West Pakistan Civil  

Services (Applications for Posts) Rules,1957. 

2. Eligibility: - No Government Servant shall be eligible for 

appointment to any service of the Province or to any post in connection 

with the affair of the Province, other than the service of the post to which 

he is for the time being appointed, unless he applies with the permission, 

in writing of the head of office or department in which he is employed. 

 

3. Application for  competitive examinations: -If  any Government 

servant applies for permission and is otherwise eligible to appear at a 

competitive examination to be held by a Provincial (or the Central) 

Public Service Commission, his application shall be forwarded: 

(a) always, if  it is in connection with an examination for 

recruitment to a ministerial service; and 

(b) twice, but not more than twice, if it is in connection with 

any other examination 

4. Release on Selection for  Appointment to a post for which 

application has been forwarded: -When a person whose application has 

been forwarded to the appointing authority or a Public Service 

Commission in accordance with these rules, is selected for appointment, he 

shall ordinarily be released. 

 

5. Application made before joining Government Service:-If  any 

person, who before appointment to any service of the Province or to 

any post in connection with the affairs of the Province, has appeared at 

any competitive examination or has applied for a post elsewhere and is, 

as a result, offered a post higher than the one to which he is for the time 

being appointed, he shall be released to join such service or post. 

 

6. Employment in other Departments of Government or under 

another Government:- A Government servant shall not apply for any 

appointment in another office or department of Government or under 
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another Government unless the head of such office or department or such 

other Government has invited applications for the post, provided that in 

the case of an appointment for which applications are not ordinarily 

invited, a Government servant may inform the authority, which makes the 

appointment, by a letter submitted through the appointing authority of his 

own post or service, that he wishes his name to be considered. 

 

7. Temporary Government servants: - If  a temporary Government 

servant (other than an Accountant or Stenographer or employee of the 

Health, Irrigation, Electricity or Building and Road Department who is 

not likely to be employed permanently in the office or department in 

which he is employed, applies for a permanent post elsewhere his 

application shall not be withheld. 

 

8. Permanent Government Servants and Certain Temporary 

Government Servants:-A permanent Government servant employed in 

any service of the Province, who is not covered by any of the foregoing 

rules and a temporary Accountant, Stenographer or employee of the 

Health, Irrigation, Electricity or Building and Road Department may 

ordinarily be permitted to apply twice, and not more than twice, in any 

calendar year for a post to appear in an examination for a post or for the 

transfer of his services to a post in the Central Government or a Statutory 

Corporation constituted by the Government of West Pakistan or any 

other Provincial Government or the Central Government, unless the head 

of that office or department in which he is employed considers that the 

grant of permission would be inconsistent with the public interest. 

 

9. Circumstances in which advance copies of application may 

be sent: -Ordinarily an application for a post in respect of which selection 

is to be made by a Provincial (or the Federal Public Service Commission 

shall be accompanied by permission in writing of the authority referred 

to in Rule (2). When however, there is likelihood that the last date 

prescribed for the submission of applications will  expire before such 

permission can be obtained an advance copy may be submitted to the 

Commission. The candidature of such applicant will  be treated as 

provisional until permission has been accorded under these rules. In the 

event of such permission not being granted, the Public Service 

Commission concerned will  be informed immediately of the decision, so 

that the Commission may cancel the candidature of the applicant 

10. Application  for  a higher post in the service or department: -If  

a Government Servant, whether permanent or temporary, applies for a 

post advertised by the West Pakistan Public Service Commission, which 
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is included in the same service in which he is for the time being 

employed or in a higher service of the same nature, his application shall not 

be withheld. 

 

10A. Application for  service in Local bodies:-A permanent Government 

servant employed in any service of the Province to any post in 

connection with the affairs of the Province, and a temporary Accountant, 

Stenographer or employee of the Health, Irrigation, Electricity or 

Building and Roads Department may ordinarily be permitted to apply 

for service under Local bodies unless the head of the office or 

Department in which he is employed considers the grant of permission 

would be inconsistent with the public interest. 

 

11. Application for private employment :-(1) A Government servant 

shall not apply or accept private employment, without the previous 

permission, in writing of the appointing authority. 

 

 

(2) An application for permission to apply for private 

employment shall not be entertained unless the appointing authority is 

satisfied, that no such employment having been secured, the resignation 

of the applicant can be accepted without detriment to the public service. 

 

(3) If  a Government servant who is refused permission to 

apply for private employment wishes to resign his appointment under the 

Government, the authority competent to accept his resignation, subject to 

any general or special law or order on the subject, may ordinarily 

accept the resignation but, where the authority is satisfied that the 

Government servant in securing the private employment has taken 

advantage of his official position, it shall not accept the resignation. 

 

(4) A Government servant who is permitted to apply for 

private employment, must, on accepting it, resign his appointment under 

Government. After such acceptance, he shall not be allowed any leave, 

nor shall be permitted to retain his lien on his appointment under 

Government. 
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C.No. 6(3-1) 

 

INITIAL APPOINTMENTS TO CIVIL POSTS (RELAXATION 

OF UPPER AGE LIM IT) RULES, 2008 

GOVERNMENT OF [KHYBER PAKHTUNKHWA] 1 

ESTABLISHMENT & ADMINISTRATION DEPARTMENT  

(Regulation Wing) 

NOTIFICATION  

Peshawar, dated the 01st March, 2008 

 

No. SOE-III/(E&AD)2 -1-2007.- In pursuance of the powers granted under 

Section 26 of the [Khyber Pakhtunkhwa]2 Civil Servants Act, 1973 (3Khyber 

Pakhtunkhwa Act XVIII of 1973), the competent authority is please to make 

the following rules, namely:- 

 

PART-I ï GENERAL  

 

1. (1) These rules may be called the Initial Appointment to Civil 

Posts (Relaxation of Upper Age Limit) Rules, 2008. 

(2) These shall come into force with immediate effect.  

 

2. 4[(1) Nothing in these rules shall apply to the appointment in BS-

17 and the posts of Civil Judges cum Judicial Magistrates/Illaqa Qazi, BS 

18 to be filled through the competitive examination of the Public Service 

Commission, in which case two years optimum relaxation shall be allowed 

to: 

a) Government servants with a minimum of 2 yearsô 
continuous service; 

b) Disabled persons; and  

c)  Candidates from backward areas.  

(2) For appointment to the post of Civil Judge-cum-Judicial magistrate/Illaqa 

Qazi, the period which a Barrister or an Advocate of the High Court and / or 

the Courts subordinate thereto or a Pleader has practiced in the Bar, shall be 

excluded for the purpose of upper age limit subject to a maximum period of 

two years from his/her age.]  

 

                                                 
1  Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
2  Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
3 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
4 Amended vide Notification No. SOE-III(E&AD)2 -1/2007 Dated 3rd September 2008 
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PART-II ï GENERAL RELAXATION  
1 [ 3.  (i) Maximum age limit as prescribed in the recruitment rules shall be 

relaxed in respect of the candidates mentioned in column No. 2 to the extant 

mentioned against each in column No. 3 of the Table below:  

TABLE  

 

S. 

No. 

Category of candidates Age Relaxation 

admissible 

1 2 3 

i.  Government Servants who have 

completed 2 yearsô continuous service 

Up to 10 years 

automatic relaxation 

ii.   Candidates belonging to backward 

areas as specified in the Appendix 

attached herewith.  

Three years automatic 

relaxation  

iii.   General Candidates  Up to two years by the 

appointing authority and 

exceeding two years up 

to five years by the 

Establishment 

Department 2[and 

beyond five years up to 

ten years by the Chief 

Minister of the Khyber 

Pakhtunkhwa ] 

iv.  Widow, son or daughter of a deceased 

civil servant who died during service 

and son/brother in case of a shaheed of 

Police Department; and 

Discretion of the 

appointing authority.  

v.  Disabled persons/divorced 

woman/widow] 

Ten years automatic 

relaxation  

vi.  (a) 3Employees or ex-employee of 

development projects of the 

Government of [Khyber 

Pakhtunkhwa]4; and  

(b) Employee or ex-employee of 

development projects of the 

Federal Government under the 

administrative control of the 

Equal to the period 

served in the projects, 

subject to a maximum 

limit of ten years.ò 

                                                 
1 Added vide Notification No.SOE-III/(E&AD)2 -1/2007 Dated 09-12-2010 
2 Added vide Notification No. SOE-III/(E&AD)2 -1/2007 Dated 26-10-2011 
3 Added vide Notification No.SOE-III(E&AD)2 -1/2007 Dated 29-01-2011 
4 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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Government of [Khyber 

Pakhunkhwa] 

 

 
1[Provided that the age relaxation at serial No. VI shall not be available in 

conjunction with any other provisions of these rules.] 

 

(ii)  2[In case of divorced woman or widow, the following 

certificates shall be produced by the applicant at the time of 

applying for age relaxation.  

(a) in case of widow, death certificate of husband;  

 

(b) in case of divorced woman, divorce certificate from the 

District Coordination Officer of the District concerned;  

 

(c) certificate from the District Coordination Officer of the 

District concerned to the fact that the applicant whether 

divorced or widow has not remarried at the time of 

submitting application.ò] 

 

4.        A candidate shall only be allowed relaxation in age in one of the 

categories specified in rule 3:  

 

Provided that the candidates from backward areas, in addition to 

automatic relaxation of three years under category (ii) specified in rule 3, 

shall be entitled to one of the relaxations available to Government Servants, 

general or disabled candidates, whichever is relevant and applicable to them.  

 

5.    3[The age relaxation specified in column 3 against S.No (iii) of the 

TABLE of rule 3, shall be subject to cogent reasons and sound justification 

of the case.]  
 

6.       Age relaxation in respect of overage candidates shall be sought 

prior to their appointment. 
 

7.       For the purposes of these rules, age of a candidate shall be 

calculated from the closing date of submission of applications for a particular 

post.  

                                                 
1 Added by Notification No.SOE-III(E&AD)2 -1/2007 dated 29-1-2011  
2 Added vide Notification No. Added vide Notification No.SOE-III/(E&AD)2 -1/2007 Dated 09-12-2010  
3 Added vide Notfication No.SOE-III(E&AD)2 -1/2007dated 26-10-11 
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8.     The cases of age relaxations, beyond the competence of 

Administrative Departments, shall be sent to the Establishment Department 

through the Administrative Department concerned. 

 

9. All existing instructions, relating to age relaxation, issued from 

time to time shall stand superseded.  

 
1 [Appendix] 

 

[See Rule 3 (ii)] 

i. Khyber Agency 

ii.  Kurram Agency 

iii.  Orakzai Agency 

iv. Mohmand Agency 

v. North Waziristan Agency  

vi. South Waziristan Agency  

vii.  Malakand Agency including protected areas (Swat Ranizai and 

Sam Ranizai) and Bajaur.  

viii.  Tribal Areas attached to Peshawar, Kohat and Hazara Division.  

ix. Tribal Areas attached to D.I. Khan and Bannu Districts.  

x. Shirani Area.  

xi. Merged areas of Hazara and Mardan Division and upper 

Tanawal. 

xii. Swat District. 

xiii.  Upper Dir District. 

xiv. Lower Dir District. 

xv. Chitral District. 

xvi. Buner District.  

xvii. Kala Dhaka Area. 

xviii.  Kohistan District.  

xix. Shangla District.  

xx. Gadoon Area in Swabi District.  

xxi. Backward areas of Mansehra and District Batagram. 

xxii. Backward areas of Haripur District, i.e. Kalanjar Field Kanungo 

Circle of Tehsil Haripur and Amazi Field Kanungo Circle of 

Tehsil Ghazi. 

 

  

                                                 
1 Replaced Vide letter No.SOE-III(E&AD)2 -1/2007 Dated 12th March 2008 
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C.No. 7(3-1) 

 

APPOINTING AUTHORITIES, CONSTITUTION OF 

DEPARTMENTAL SELECTION AND DEPARTMENTAL  

PROMOTION COMMITTEES  
 

 The Honorable Chief Justice has been pleased to direct that for all the 

District Courts the Officers specified in column 3 of the table below shall 

perform the functions of Chairman and Members of the Departmental 

Promotion Committee (DPC) and Departmental Selection Committee (DSC), 

respectively, for the purposes of making selection and recommendations to 

the appointing authorities authorized and specified in column 4 of the said 

table for appointment, by promotion and initial recruitment, to posts specified 

in column 2 of the said table:  

 

TABLE  
 

S#. POSTS CHAIRMAN/MEMB

ERS OF DPC & DSC 

APPOINTING 

AUTHORITY  

1 2 3 4 

 

I.       SESSIONS COURTS (DISTRICT & SESSIONS  

         JUDGES) ESTABLISHMENT  

 

1. 1) Superintendent  1. Honôble Chief  

Justice-Chairman 

2. Registrar-Member 

3. District & Sessions 

Judge concerned-

Member 

Honôble Chief 

Justice 

2. 2) Senior Scale 

Stenographer 

3) Assistant  

4) Reader 

 

5) Key Punch 

Operator 

6) Record Clerk 

7) Senior Clerk 

8) Copiest 

9) Copy clerk 

10) Junior Clerk 

11) Moharrir 

1. District & Sessions 

Judge/Zila Qazi 

concerned-Chairman 

 

2. Nominee of High 

Court- Member 

3. Nominee of District 

& Sessions 

Judge/Zila Qazi 

concerned-    

Member 

District & Sessions 

Judge/Zila Qazi 

Concerned 
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12) Moharrir/ Clerk 

13) Nazir 

14) Driver 

15) Daftari 

16) Record Lifter 

17) Water Carrier 

18) Chowkidar 

19) Chowkidar Cum 

Mali 

20) Mali 

21) Naib Qasid 

22) Sweeper 

 

 

II.    CIVIL COURTS (CIVIL JUDGES)  

        ESTABLISHMENT  

 

1 2 3 4 

3. 1) Junior Scale 

Stenographer 

2) Steno typist 

3) Stenographer 

4) Assistant 

5) Key Punch 

Operator 

6) Reader  

7) Senior Clerk 

8) Civil Moharrir 

9) Junior Clerk 

10) Moharrir 

11)  Typist 
1[12) Driver] 

 

1. District & Sessions 

Judge/Zila Qazi 

concerned-Chairman 

2. Nominee of High 

Court-    Member 

3. Nominee of District 

& Sessions 

Judge/Zila Qazi 

concerned-Member 

District & Sessions 

Judge/Zila Qazi 

Concerned 

                                                 
1 Added vide PHC No. 7060/Admn dated 25-06-2008 
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4. 1) Chowkidar 

2) Naib Qasid 

3) Sweeper 

4) Mali 

5) Water Carrier 

 

 

1. Senior Civil 

Judge/Aaôla Aôlaqa 

Qazi concerned-

Chairman 

2. Nominee of High 

Court-    Member 

3. Nominee of Senior 

Civil Judge/Aaôla 

Aôlaqa Qazi 

concerned-Member 

 

 

Senior Civil 

Judge/Aaôla Aôlaqa 

Qazi concerned 

 

III.    Process Serving  

         Establishment 

5 1) Assistant  

2) Civil Nazir 

3) Junior Clerk  

4) Bailiff  

5) Process Server 

 

 

1. Senior Civil 

Judge/Aaôla Aôlaqa 

Qazi concerned-

Chairman 

2. Nominee of High 

Court-    Member 

3. Nominee of Senior 

Civil Judge/Aaôla 

Aôlaqa Qazi 

concerned-Member 

Senior Civil 

Judge/Aaôla Aôlaqa 

Qazi concerned 

 

 

(No. D.R Peshawar dated the 14th November, 2002.) 

 

C.No. 8(3-1) 
 

ANTI TERRORISM COURTS APPOINTING AUTHORITIES, 

CONSTITUTION OF DEPARTMENTAL SELECTION AND 

DEPARTMENTAL PROMOTION COMMITT EES 

 

PESHAWAR HIGH COURT  

NOTIFICATION  

 

Dated Peshawar the 26th January, 2010 

 

No. 21-J: In exercise of the powers conferred by Rule 2 read with 

Rule 5 of the 1[Khyber Pakhtunkhwa] Civil Servants (Appointment, 

Promotion & Transfer) Rules, 1989, Honôble the Chief Justice is please to 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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authorize all the Judges, Anti-Terrorism courts in the 1[Khyber Pakhtunkhwa] 

as Appointing Authority for the posts from BPS-01 to 15 borne on the 

ministerial establishment of their respective Courts.  

The composition of Departmental Promotion Committee and 

Departmental Selection Committee shall be as follow:-  

 

1. Judge Anti-Terrorism Court concerned CHAIRPERSON 

2. Nominee of Peshawar High Court MEMBER 

3. Nominee of Judge ATC concerned  MEMBER 
 

C.No. 9(3-1) 
 

ANTI TERRORISM COURTS ô JUDGES AS APPOINTING 

AUTHORITIES, FOR THE POSTS OF BPS-01 TO 16. 
 

PESHAWAR HIGH COURT  

NOTIFICATION  
 

Dated Peshawar the 24th November. 2015 
 

No.194-J: In partial modification of this Courtôs Notification No.21-J dated 

26.01.2010, the Competent Authority is pleased to authorize all the Judges of 

Anti-terrorism Courts in the Khyber Pakhtunkhwa as Appointing Authority 

for the posts from BPS-01 to 16 borne on the ministerial establishment of 

their respective Courts. 
 

C.No. 10(3-1) 
 

ANTI -TERRORISM COURTS STAFF RECRUI TMENT RULES, 2020 

NOTIFICATION  

Peshawar, dated the 29th September, 2020 
 

No. SO(Prosecution) / HD/1-5/2020/Vol-I: In pursuance of the provisions 

contained in sub rule (2) of the rule 3 of the Khyber Pakhtunkhwa Civil 

Servants (Appointment, Promotion and Transfer) Rules, 1989, the Home and 

Tribal Affairs Department in consultation with the Establishment Department 

and the Finance Department, hereby lays down the method of recruitment, 

qualification and other conditions, specified in column NOs.3 to 5 of the 

Appendix to this Notification, which shall be applicable to various posts of 

Anti-terrorism Courts, as specified in column No.2 of the said Appendix. 

APPENDIX 
 1. 2. 3. 4. 5. 

S.# Nomenclat

ure of 

posts. 

Minimum qualification for 

appointment by initial 

recruitment. 

Age 

limit  

Method of recruitment 

                                                 
1 Substituted by The Khyber Pakhtunkhwa Laws (Amendment) Act, 2011 
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1.  Superinten

dent 

-- -- By promotion, on the 

basis of seniority-cum-

fitness, from amongst 

Assistant, Senior Scale 

Stenographer and 

Computer Operators, 

with at least five year 

service as such. 

 

Note: For the purpose of 

promotion there shall be 

maintained a joint 

seniority list of 

Assistants, Senior Scale 

Stenographer and 

Computer Operators. 

2.  Senior 

Scale 

Stenograph

er  

(a) At least second class 

Bachelorôs Degree, from a 

recognized University; 
 

(b) A speed of seventy (70) 

words per minute in 

shorthand and forty given 

(45) words per minute in 

typing; 
 

(c) In the districts where 

Urdu is the Court 

language, speed of thirty 

(30) words per minute in 

typing in Urdu as well; as  
 

(d) Knowledge of computer 

in using MS Word, MS 

Excel. 

20-32 

years 

By Initial Recruitment. 

3.  Assistant  At least second class 

Bachelorôs Degree from a 

recognized University. 

20-32 

years 

(a) Seventy five 

percent (75%) by 

promotion, on the basis 

of seniority-cum-fitness 

from amongst Senior 

Clerks with at least five 

year service as Junior and 

Senior Clerks; and 
 

(b) Twenty five 

(25%) by initial 

recruitment 
 

(c)    

4.  Computer 

Operator 

At least:-  

a. Second class 

Bachelorôs Degree in 

Computer Science / 

20-32 

years 

 By initial recruitment. 
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Information 

Technology (BCS / 

BIT four years) from 

a recognized 

University; or  
 

(a) Second class 

Bachelorôs Degree 

from recognized 

University with one 

year Diploma in 

Information 

Technology from a 

recognized Board of 

Technical Education.  

5.  Senior 

Clerk 

-- -- By promotion on the 

basis of seniority cum 

fitness from amongst 

junior clerks with at least 

two year service as such. 

6.  Junior 

Clerk 

At least:-  

(a) FA/F.Sc with second 

division or its equivalent 

qualification from a 

recognized Board; and  
 

(b) A speed of thirty (30) 

words per minute in 

typing. 

18-30 

years 
(a) Fourth percent 

(40%) by 

promotion, on 

the basis of 

seniority-cum-

fitness from 

amongst the 

Naib Qasids, 

Chowkidars and 

Sweepers 

including 

holders of other 

equivalent 

posts, who have 

passed FA/F.Sc 

Examination or 

its equivalent 

qualification 

from a 

recognized 

Board, with two 

year service as 

such; and 
 

(b)  Sixty (60%) 

percent by 

initial 

recruitment. 
 

Note: For the purpose of 

promotion, there shall be 

maintained a common 
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seniority list of Naib 

Qasids, Chowkidars, 

Sweepers etc. with 

reference to the dates of 

their acquiring the 

FA/F.Sc qualification. 
 

Provided that- 

(i) If two or more 

officials have acquired 

the FA/F.Sc 

qualification in the 

same session, the inter 

se seniority in the 

lower post shall be 

maintained for the 

purpose of 

determining seniority 

in the higher post; 

(ii)  Where a senior official 

does not possess the 

requisite qualification 

at the time of filling up 

a vacancy, the official 

next junior to him 

possessing the 

requisite qualification 

shall be promoted in 

preference to the 

senior official or 

officials. 

         Provided further 

that the condition of 

FA/F.Sc or its 

equivalent 

qualification from a 

recognized Board, as 

laid down at clause (a) 

shall not apply for a 

period of four years 

from the date of 

commencement of this 

Notification to the 

existing matriculate 

incumbents of the post 

of Naib Qasid, 

Chowkidar and 

sweeper including 

holders of other 

equivalent posts for 

promotion to the post 
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of Junior Clerk (BPS-

11) 

7.  Driver  (a) Secondary School 

Certificate or 

equivalent 

qualification from a 

recognized board; and 

(b) LTV license in case 

of light duty vehicle 

with at least five 

yearsô experience as 

such. 

18-40 

years 

By initial recruitment. 

8.  Naib Qasid Preferably literate  18-40 

years 

By initial recruitment. 

  

9.  Chowkidar Preferably literate  18-40 

years 

By initial recruitment. 

  

10.  Sweeper Preferably literate  18-40 

years 

By initial recruitment. 

  
 

C.No. 11(3-1) 
 

APPOINTING AUTHORITIES AND CONSTITUTION OF 

DEPARTMENTAL SELECTION COMMITTEES  
 

 Honourable the Chief Justice has been pleased to direct that for all 

the District Courts, the Officers specified in Column 3 of the table below 

shall perform the functions of Chairman and Members of the Departmental 

Selection Committee (DSC), respectively, for the purposes of making 

selection and recommendations to the Appointing Authorities authorized and 

specified in Column 4 of the said table for appointment by initial recruitment 

to posts specified in Column 2 of the table. 

 
S# Posts Chairman / Members of 

DSC 

Appointing Authority  

1 2 3 4 

1. 1) Female Support 

Assistant (BPS-11) 
 

2) Telephone Operator 

(BPS-07) 
 

3) Pesh Imam     

(BPS-05) 
 

4) Lift Operator    

(BPS-02) 

1. District & Sessions 

Judge/Zilla Qazi - 

Chairman 

2. Nominee of the 

Peshawar High Court 

ï Member 

3. Nominee of the 

District & Sessions 

Judge concerned ï 

Member 

District & Sessions 

Judge/Zilla Qazi 

concerned  

(PHC letter No.10707-75/SDJ/HRW/Admn dated Pesh 16th July, 2021) 
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SECTION-II  

RECRUITMENT POLICY  

C.No. 1(3-2) 
 

FILLING OF VACANCIES IN  

THE MINISTERIAL ESTABLISHMENT OF  

SUBORDINATE COURTS THROUGH INITIAL RECRUITMENT  
 

 I am directed to refer to this Court letter bearing endorsement # 4313-

4360/Admn dated 19th April, 2003 on the subject noted above and to say that 

the competent authority has been pleased to lay down the following criteria 

for appointments against the subject vacancies: - 
 

1. For posts in BPS-1 to 4: - 
   

 Such method and procedure as may be adopted by the concerned 

Departmental Selection Committee, subject, however, to the minimum 

prescribed qualification.  
 

2. For posts in BPS-5 and above: - 
 

 The total marks shall be 100 as per detail below: - 

    

 (a) Prescribed qualification 30 

 (b) Higher qualifications  10 

 (c) Experience   10 

 (d) Test    25 

 (e) Interview    25 

 

 Comparative grading of the marks above shall be according to 

Annexure ñAò 

 

3. For the posts in BPS-5 and above, candidates shall have to undergo 

screening test, before the aforesaid test and interview, in case their number 

exceeds four times the number of vacancies to be filled in. 

 

4. I am, accordingly directed to request you to kindly ensure strict 

adherence to the aforesaid criteria. Working papers as per enclosed Annexure 

ñBò be also prepared and columns # 1 to 8 thereof be filled up accordingly 

for placing before the respective Departmental Selection Committee. 
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ANNEXURE-A 

 

COMPARATIVE GRADING OF QUALIFICATIONS/EXP ERIENCE  
 

A. Minimum prescribed Qualification: -            Total Marks 30 
 

Sr 

No 
Qualification 

1st 

Divisio

n 

2nd 

Divisio

n 

3rd 

Divisio

n 

i. Matric 30 20 10 

ii.  Matric 

F.A/F.Sc. 

15 

15 

10 

10 

05 

05 
1[iii.  BA/B.SC/M.Sc/MA/BCS/BIT/B

A (Hon) 
30 20 10 

 

B. HIGHER QUALIFICATION : - 

 (Higher qualification than prescribed under the rules). 

 One stage above ééééééééééé..05 Marks. 

 Two stages above ééééééééééé07 Marks. 

 Three or more stages above éééééé....10 Marks. 

 

C. EXPERIENCE: - 
 Experience up to one year éééééééé04 Marks. 

 Experience up to two years ééééééé..07 Marks. 

 Experience up to three years and aboveé...é10 Marks. 

 

ILLUSTRATIONS: -  
 

(a) Where qualification prescribed in the rules is Matric, comparative 

grading of candidates shall be done as shown at ñAò(i) above. 

Where typing is prescribed in the rules as a part of the 

qualifications after Matric, all persons possessing the prescribed 

speed shall be considered as equal. 

(b) Where the prescribed qualification is Intermediate, grading shall 

be done as indicated at ñAò(ii) above. To illustrate; if the 

candidate is a 2nd Divisioner in Matric and 1st Divisioner in 

Intermediate, he shall get 10 plus 15 marks out of the total of 30 

reserved for prescribed qualification. 

                                                 
1 Substituted vide PHC  Letter No.2831-98/SDJ/HRW/ADMIN Dated 22nd February, 2021 
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(c) 1[Where the prescribed qualification is Graduation or above the 

comparative grading shall be done as shown at ñAò (iii) above] 

(d) The above gradings are applicable only where academic 

qualifications are Matric and above. In cases where technical 

qualifications (like Diploma or Certificate) are also prescribed in 

addition to basic qualifications, then in such cases 30 marks for 

comparative grading shall be calculated as below: - 

 

1 Total Marks      30  

 

2 Basic qualification like Matric, Intermediate,  

Graduation as prescribed by the rules   20  

 

3 Additional Technical qualification.   10  

 

The method for further distribution of 10 marks shall be laid down on 

the analogy of the principles Indicated above. 20 marks shall be distributed 

for the basic qualifications by necessary modification in the formula indicated 

at ñAò above. To illustrate, if the basic qualification is Matric, 20 marks shall 

be distributed as below: - 

 

   1st Division  20 

   2nd Division  13 

   3rd Division  07 

 

(e) the equation of grades vis-à-vis Division shall be as follows: - 

 

  Grade A & B   1st Division 

  Grade C.   2nd Division 

  Grade D.   3rd Division 

 

(f) In case where no Division/grade is given in the respective 

Certificates, it shall be worked out on the basis of marks secured by the 

candidate as follows: - 

 

 (a) 60% and above marks. 1st Division 

 (b) 45% - 59% marks  2nd Division 

 (c) Below 45% marks  3rd Division 

 

                                                 
1 Substituted vide PHC Letter No.2831-98/SDJ/HRW/ADMIN Dated 22nd February, 2021 
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(g) If not specifically provided otherwise, ñexperienceò shall mean 

experience gained in the respective field after acquiring the basic prescribed 

qualifications. 

 

 A candidate securing less than 12 marks each in the test and interview 

shall not be considered for appointment. 

 

Annexure-B 

Working Paper  

1 2 3 4 5 8 9 10 11 12 13

Test              
(25 Marks)

Interview               
(25 Marks)

Totalé 
100 Marks

Graduation 

down to 

Matric

Intermediat

e and Matric
Matric

One stage 

above         

(5 Marks)

Two stages 

above          

(7 Marks)

Three or 

more stages 

above               

(10 Marks)

1 year                  

(4 Marks)

2 years      

(7 Marks)

3 years & 

above        

(10 Marks)

Prescribed                                                      
(30)Disioniv

Remarks Deficincies 

Age till closing 

of applications

Higher                                             
(5,7 or 10)
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Date of Birth              

Experience                                       
Maximum ééé. 10 Marks

WORKING PAPER FOR INITIAL RECRUITMENT Annexure 'A'

NAME OF THE ESTABLISHMENT:            __________________________
                                                        POST & SCALE :                                                              NUMBER OF VACANCIES:                                                                 .

 
 

(No. 4454-450/Admn: Dated Peshawar the 24th April, 2003) 

 

WAITING LIST OF ELIGIBLE CANDIDATES  

C.No. 2(3-2) 
 

CHANGE IN THE RECRUITMENT POLICY REGARDING 

MAINTENANCE OF WAITING LIST OF THE ELIGIBLE 

CANDIDATES JUDGEMENT OF THE SUPREME COURT OF 

PAKISTAN  

 

Enclosed find herewith copy of circular letter No. SOR. VI(E&AD), 1-

10/2010 dated 19.03.2013, on the subject noted above, received from the 

Section Officer (Reg-VI), Government of Khyber Pakhtunkhwa, 

Establishment Department, Peshawar, for information and compliance. 

 

(PHC Letter No. 3187-245/DSC-DPC/Admn Dated 27th March, 2013) 

 

CHANGE IN THE RECRUITMENT POLICY  REGARDING 

MAINTENANCE OF WAITING LIST OF THE ELIGIBLE 
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CANDIDATES JUDGEMENT OF THE SUPREME COURT OF 

PAKISTAN  

 

1. I am directed to refer to this department circular letter No. SORVI/E&AD/1-

10/05/Vol: IV  dated 31.12.2008 and to state that the maintenance of the 

waiting list of eligible candidates for a period of 06 months in initial 

recruitment were stopped in pursuance of the Judgement of the Supreme 

Court of Pakistan in a case titled MUSA WAZIR & OTHERS VS NWFP 

PUBLIC SERVICE COMMISSION AND OTHERS. 

2.  However in pursuance of a recent judgement of the Supreme Court of 

Pakistan in case titled NIAMATULLAH AND OTHERS vs NWFP PUBLIC 

SERVICE COMMISSION AND OTHERS dated 05.10.2010, the said policy 

has been reviewed and it has been decided by the competent authority that 

from now onwards, the public Service Commission or Departmental 

Selection Committee as the case may be, may maintain a waiting list of 

eligible candidates in the respective zones up to the commencement of the 

pre-service training of the candidates of the same selection or till expiry of 

03 months, where no such pre-service training is prescribed. The public 

Service Commission or the Departmental Selection Committee may in case 

of non-joiners recommend the next eligible candidate on the top of the merit 

list from the respective zones up to the commencement of the training of the 

appointees of the same selection or for three months where no such training 

is prescribed provided that the process does not in any way affect the rights 

of any other selectee or appointee. 

3. I am therefore directed to request that above policy decision may kindly be 

brought into the notice of all concerned for strict compliance. 

 

(Letter No.SOR.VI(E&AD)1-10/2010 Dated 19th March 2013)
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SECTION-III  

 

INSTRUCTIONS ON IMPLEMENTATION OF DIFF ERENT 

QUOTAS 

C.No. 1(3-3) 

 
RESERVATION OF QUOTA FOR APPOINTMENT OF CHILDREN 

OF RETIRING CLASS -IV GOVT. SERVANTS ON 

SUPERANNUATION  

 

I am directed to refer to the subject cited above and to state that in 

supersession of all instructions issued in this behalf, the competent authority 

has been pleased to direct that a quota of 25% falling to the share of initial 

recruitment in BPS-1 to BPS-4 shall be reserved for appointment of one of 

the children of a ñretiring Class-IV Civil Servants1ò on superannuation 

/invalidation; provided that:-  

 

1) the appointment shall be made subject to the availability of 

vacancy; 

2) a waiting list showing the name, designation and date of 

retirement/invalidation of retiring civil servant shall be 

maintained in the department/office. The merit shall be 

determined from the date of retirement/invalidation of the 

civil servant; 

3) the child possesses qualification prescribed for the post;  

4) in case, the date of retirement/invalidation of two civil 

servants is the same, the child of the civil servant older in age 

shall be considered first for appointment; 

5) under age child of the said civil servant shall be included in 

the waiting list from the date of retirement/invalidation. 

However, he shall be considered for appointment after he 

attains the age prescribed for the post.  

 

2.  The competent authority has further been to pleased authorize 

the Chief Secretary, NWFP to exercise the power of grant of relaxation of 

ban for initial appointment in cases of appointment of one of the children of 

retired/invalid civil servant and deceased civil servant died during the service 

as required in rule 10(4) of the NWFP Civil Servant (Appointment, 

Promotion and Transfer) Rules, 1989.  

                                                 
1 Substituted vide SOR.VI (E&AD) 1-3/2010 Dated Peshawar 29th ,November,2012. Circulated vide PHC Letter 

No.14986-15033/DSC-DPC/Admn  Dated 14th December, 2012 
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3.  I am, therefore, directed to request that the above policy 

instructions should be followed strictly in letter and spirit.  
 

(No. SOR-I (S&GAD)4-1/80 (Vol.III)  Dated Peshawar the 23rd May, 2000) 
 

C.No. 2(3-3) 

QUOTAS FOR DIFFERENT CLASSES BY INITIAL 

RECRUITMENT  
 

I am directed to refer to the subject noted above and to say that under 

NWFP Civil Servants (Appointment, Promotion & Transfer) Rules, 1989 a 

quota of two percent for disabled candidates and ten percent for female 

candidates is fixed for initial recruitment. Similarly, 25% quota is also fixed 

for children of retired government servants vide Government of NWFP letter 

No. SOR-I(S&GAD)4-1/80(Vol.III) dated 23.05.2000 for posts from BPS 1 

to BPS 4. But none of the quotas is being observed by the Appointing 

Authorities nor advertised in the newspapers at the time of inviting 

applications. 

You are, therefore, impressed upon to observe all the quotas in future 

and also advertise the same at the time of inviting applications for initial 

recruitment. 
 

(PHC letter No.6298-9414/Admn Dated Peshawar, 05th April, 2010) 
 

C.No. 3(3-3) 

QUOTA FOR SPECIFIC CLASSES IN RECRUITMENT; 

OBSERVANCE OF SCHEDULE 

I am directed to invite your attention to the above noted subject and 

to state that observance of quota is essential regarding recruitment to various 

posts and vacancies. To make the calculation convenient the following table 

may be considered for guidance which shows stage to stage fixation of 

percentage of quota to be worked out accordingly out of total strength of a 

post; a balance should be achieved taking in to consideration the adjustment 

of quota, if already observed.  

 
S. No. Nature of the 

Class 

Initial % of Quota with 

date (from which 

Calculation is to be made) 

Change in % of 

Quota with date 

(from which 

Calculation is to be 

made) 

Rele- 

vant      

BPS 

1 Retired 

Employee  

Son  

10 % ;  27/10/1981 25% ;  23/5/2000  1-4 
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2 Female 2% ;  12/10/1993 10% ;  25/7/2007 All  

3 Disabled 1% ;  12/10/1993 2% ;  19/2/1999 All  

4 Minorities 1.0 % ;  6/1/2009 As initial All  

 

The calculation about the quota may be made at very preliminary 

stage when vacancies become available and the same be accordingly reflected 

in advertisement. For instance, if the total strength of cadre/ post is 3 then 

hardly any quota vacancy/ seat can be offered to Disabled; such facts may 

also be reflected in advertisement so that the specific class is aware of the 

fact, beforehand, that the quota is observed but no seat can be curved out for 

them in the circumstances. 

Moreover, for the recruitment of a Driver, Daftari, Record Lifter, 

Naib Qasid etc the annexed Table format, showing the relevant details about 

the applicants, should be observed. 

Under the rules it is required that after advertisement, a minimum 

period of 30 days should be allowed for receipt of applications.  

Attention is also drawn to the fact that the Working Paper and Table 

about the candidates/ applicants should invariably to reach this court at least 

a week prior to the committee meeting. For the purpose, the closing dates of 

submission of application and request for nomination of the representative of 

High Court may be scheduled accordingly. 

The judicial officers working under your administrative control, 

vested with power of appointing authority, should also be informed.    

 

TABLE SHOWING THE APPLICANTS FOR POSTS OF DRIVER, DAFTARI, 

RECORD LIFTER, NAIB QASID ETC  

S. 

No 

Name Fatherô

s Name 

Do

mici

le 

Da

te 

of 

Bir

th 

Whether 

Within 

required 

age limit 

Educati

onal 

Qualifi

cation 

Experience 

in 

Relevant 

Field, if 

any 

Rem

arks 

of 

the 

Com

mitte

e 

     Yes No    

          

 

(PHC letter No.9662-9706/Admn Dated Peshawar, 28th May, 2010) 
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C.No. 4(3-3) 

RESERVATION OF QUOTA FOR APPOINTMENT OF CHILDREN 

OF RETIRING CLASS -IV SERVANTS ON SUPERANNUATION.  

 

I am directed to refer to the subject noted above and document C-

No.8(2-2) page 252 in the judicial Estacode 2011 and to say that certain 

instances have come to the notice of Honôble the Chief Justice where courts 

grant temporary injunctions/status quo in favor of those retired government 

servants whose names appear far below in the waiting list maintained for the 

purpose. It is brought to the notice of all the courts that every retired 

government servant does not become entitled for appointment of his son 

under the quota unless his name appears at serial No.1 in the seniority list. 

The court should, therefore, be cautious in granting interim remedy by 

keeping the spirit of the subject circular. 

This directive may be circulated amongst all the judicial officers 

under your control. 

 

(PHC Letter No. 3145-68/Admn, Dated 07th March, 2012) 
 

C.No. 5(3-3) 

FILING OF VACANCIES/OBSERVANCE OF DIFFERENT 

QUOTAS. 

 

  I am directed to invite your attention to this court circular letter No. 

9662-9706/Admn: dated 28.05.2010 (copy enclosed), with the remarks that 

compliance of the said instructions be ensured in letter & spirit, please. 

 

(PHC Letter No. 4948-5012/Admn Dated 02nd May, 2016) 
 

C.No. 6(3-3) 

APPOINTMENT AGAINST RETIRED EMPLOYEEôS SON QUOTA. 

 

 In continuation of all previous instructions of this Court on the subject 

matter and in order to facilitate the appointments of the deserving candidates 

against the retired employeeôs son quota, Honôble the Chief Justice of this 

Court has been pleased to direct that such like cases be considered in their 

respective domiciled districts. 

 It is, therefore, advised that compliance of these directions be ensured 

in letter & spirit, please. 

 

(PHC Letter No.10266-316/Admn Dated 20th September,2016) 
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C.No. 7(3-3) 

APPLICATION FOR APPOINTMENT AGAINST RETIRED 

EMPLOYEESô SON QUOTA. 

 

The Honôble Administration Committee of this Court, in its 

meeting on 23rd & 24th January, 2017, has directed that waiting list of the 

retired employeesôsons for appointment against the subject quota be 

displayed by each District & Sessions Judge outside their Court. 
 

It is, therefore, requested that compliance of the directions be 

ensured in letter & spirit.  
 

 (PHC Letter No. 4022-46/Admn, Dated 03rd March, 2017) 
 

C.No. 8(3-3) 

GUIDANCE IN 25% QUOTA OF CLASS -IV  
 

Reference your Endst No. 1265 dated: 14.06.2017 and to inform 

that the children of Class-IV civil servants i.e. Bailiff and Process Server are 

still entitled to avail the 25% quota irrespective of the up-gradation of such 

positions, please. 

(PHC letter No. 13198/Admn dated Peshawar 16.07.2017) 
 

C.No. 9(3-3) 

APPOINTMENT AGAINST RETIRED EMPLOYEES SONôS QUOTA 

In continuation of all previous instructions on the subject, now the 

Honôble Administration Committee vide its meeting dated: 05.06.2017, has 

further clarified that the policy of retired employeesô sonsô quota is applicable 

to Class-IV employees only. 

This is for compliance, please. 

 

(PHC Letter No.11952-12015/Admn, Dated 21st July, 2017) 

C.No. 10(3-3) 

INSTRUCTIONS REGARDING GOVERNMENT SERVANTS (BS -03 

TO BS-05) CHILDRENôS QUOTA. 

 

                    Attached please find herewith a copy of provincial government 

circular NO. SOR-VI/E&AD/1 -3/2012/APT Rules dated: 08.11.2017, on the 

subject, along with enclosure, for information and strict compliance. 

  

(PHC Letter No. 19188-19248/Admn Dated 27th November2017) 
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INSTRUCTIONS REGARDING GOVERNMENT SERVANTS (BS -03 

TO BS-05) CHILDRENôS QUOTA. 

 

                   I am directed to refer to this departmentôs circular letter No. SOR-

I(S&GAD)4-1/80(Vol.III) dated: 01.07.2000 and to state that instances have 

come to the notice of the competent authority that a large number of cases of 

recruitment/appointment against the subject quota are being delayed on one 

pretext or the other in government offices. Resultantly, the families of retired 

government employees are suffering. 

       I am therefore, directed to request that the following measures 

may be adopted for processing appointment cases of children of retired 

government employees in (BS-3 to BS-5) on urgent basis so that suffering on 

their families be mitigated. 

a) All the departments should immediately work out detail of 

total posts in BS-3 to BS-5 and 25% quota for appointment of 

the children of retired employees. 

b) Number of posts already filled/held by members of 

quota/category. 

c) Balance posts available in this quota. 

d) Seniority/order of merit on which applications are to be 

appointed against available vacancies/future quota. 

                  For transparency, it is suggested that all the above information be 

publicized on notice board of the department at conspicuous place in the 

formats annexed. 

      I am further directed that any objection against the order of merit 

be sought within a weekôs time and properly disposed of. Likewise, fresh 

applications against the quota must be obtained if someone has not applied 

earlier due to lack of information or omission and placed at appropriate 

order/seriatim, for which advertisement in press should be made. The 

competent authority has directed to finalize the appointments within 30 days. 

  (Letter NO. SOR-VI/E&AD/1 -3/2012/APT Rules dated: 08.11.2017) 

 

TABLE -A (FOR S.No. A, B AND C ABOVE) 

 

TABLE -A:  DETAILS OF RETIRED EMPLOYEESô SONS QUOTA 

Total posts in 

 BS( 3-05) 

Quota of retired 

employees (25%        

of Col#1) 

Posts already filled out of 

quota (list be displayed in 

table B with copy to the 

performance monitoring & 

Reform Unit  (Chief 

Secretary Office) 

Balance 

post to be 

filled. 
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1 2 3 4 

    

 

TABLE -B (See Col.#3 of Table A) 

TABLE -B:  LIST OF CLASS-IV APPOINTED AGAINST THE 

RETIRED GOVERNMENT EMPLOYEEôS SONS QUOTA AND 

DETAIL OF VACANCIES.  

S. 

No 

Name of 

the 

applicant  

Fatherôs 

Name 

Date of 

appointme

nt 

Particulars of the retired 

government servant 

Date of 

retiremen

t  of the 

father 

(Govt 

Servant) 

Pos

t 

last 

hel

d 

Office 

last 

attende

d  

Pay 

scal

e 

1  2 3 4 5 6 7 

        

 

TABLE -C (for Sr.#d of para 2) 

TABLE -C:  ORDER OF MERIT FOR APPOINTMENT AGAINST 

AVAILABLE VACANCIES OF EMPLOYEE Sô SONS QUOTA OR 

SUCH FUTURE VACANCIES 

S.No. Name of the 

applicant  

Father 

name 

Date of 

retirement  

of the 

father 

(Govt 

Servant) 

Post 

last 

held 

Office 

of last 

posting  

Pay 

scale 

1 2 3 4 5 6 7 

       

 

C.No. 11(3-3) 

RESERVATION OF QUOTA FOR APPOINTMENT OF  CHILDREN 

OF RETIRING DRIVER (CIVIL SERVANTS) ON 

SUPERANNUATION. 

I am directed to forward herewith copy of Circular No. 

SO(Policy)/E&AD/1-3/2012/APT Rules dated: 26.12.2018, on the subject 

noted above, received from the Section Officer (Policy), Government of 

Khyber Pakhtunkhwa, Establishment Department, Peshawar. 
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Honôble the Chief Justice has been pleased to extend the same 

quota for drivers working in the establishment of Peshawar High Court, 

Peshawar, its benches as well as in the District judiciary of Khyber 

Pakhtunkhwa, on the terms and conditions enumerated in the circular referred 

to above. 

(PHC Letter No. 1257-1315/Admn, Dated 19th January, 2019) 

 

RESERVATION OF QUOTA FOR APPOINTMENT OF CHILDREN 

OF RETIRING DRIVER (CIVIL SERVANTS) ON 

SUPERANNUATION. 

I am directed to refer to the subject noted above and to state that 

the Competent Authority has been pleased to direct that a quota of 25% 

falling to the share of initial recruitment of the posts of Drivers shall be 

reserved for appointment of one of the children of a retiring Driver (Civil 

Servant) on superannuation; provided that: 

i. The appointment shall be made subject to the availability of 

vacancy. 

ii.  A waiting list showing the name, designation and date of 

retirement of retiring civil servant shall be maintained in the 

department/office. The merit shall be determined from the date 

of retirement of civil servant. 

iii.  The child possesses the required criteria prescribed for the post 

of driver. 

iv. In case, the date of retirement of two civil servants is the same, 

the child of the civil servant older in age shall be considered 

first for appointment. 

v. Under age Child of the said civil servant shall be included in 

the waiting list from the date of retirement. However, he shall 

be considered for appointment after he attains the age 

prescribed for the post. 

vi. Other recruitment criteria would be the same as admissible for 

drivers (Civil Servants). 

I am, therefore, directed to request that the above policy 

instructions should be followed strictly in letter and spirit. 
 

(LetterNo.SO (Policy)/E&AD/1-3/2012/APT Rules, Dated 26th December,2018) 
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C.No. 12(3-3) 

PERMISSION TO INITIATE PROCESS FOR RECRUITMENT TO 

FILL UP THE VACANT POSTS THROUGH EDUCATIONAL 

TESTING AND EVALUATION AGENC Y (ETEA) KHYBER 

PAKHTUNKHWA  

 

 I am directed to refer to your letter # 2045/DSJ/Admn, Dated 

17.07.2019 on the subject noted above and to say that the Competent 

Authority has been pleased to direct that the recruitment process has to be in 

line with Peshawar High Court (Subordinate Courts) Rules, 2003 read with 

recruitment policy already circulated vide letter No.4454-450/Admn, Dated 

24th April, 2003 (Judicial Estacode pa 246-249) and all directives of this 

Court in this regard. Therefore, hiring services of any testing agency be 

avoided. 

 

(PHC Letter Endst No.SDJ/PHC/REG/94-V-II-(1-33)/4722-87 Dated 23rd 

August, 2019) 

 

C.No. 13(3-3) 

OBSERVANCE OF 2% QUOTA RESERVED FOR DISABLED 

PERSONS 

Enclosed find herewith copy of letter No. SO(Policy)E&AD/3-

2/2012/2018 dated: 21.10.2019, on the subject, received from the Section 

officer (Policy), Government of Khyber Pakhtunkhwa, Establishment 

Department, Peshawar, for information and compliance, please. 
   

 (PHC Letter No.21164-21264/Admn, dated Peshawar the 30-10-2019) 

 

OBSERVANCE OF 2% QUOTA RESERVED FOR DISABLED 

PERSONS. 

 I am directed to this department letter No.SOR-VI/E&AD/3 -2/2014 

dated 8.7.2015 on the subject noted above and to say that while taking serious 

notice of non-observance of 2% quota reserved for disabled persons, the 

competent authority has directed that instructions may be issued to all 

concerned for strict observance of 2% quota in employment reserved for 

disabled persons by the Provincial Government. 

2. I am further directed to request that the said instructions may be 

brought into the notice of all concerned for strict compliance, please. 
 

(Letter No.SO(Policy)/E&AD/3-2/2012/2018 Dated 21st October, 2019)  
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C.No. 14(3-3) 

OBSERVANCE OF 2% QUOTA RESERVED FOR PERSON WITH 

DISABILITIES  

 

 Enclosed find herewith copy of letter No. SO-VI/SWD/1-

34/Disability quota/2560-2700 dated: 18.11.2019, on the subject, along with 

enclosures, received from the Section officer ïVI, Government of Khyber 

Pakhtunkhwa, Zakat, Ushr, Social Welfare, Special Education & women 

Empowerment Department, Peshawar, for information and compliance, 

please. 
 

 (PHC Letter No. 22993-23075/Admn, Dated 02nd December, 2019) 

 

OBSERVANCE OF 2% QUOTA RESERVED FOR PERSON WITH 

DISABILITIES  

 

I am directed to refer to the subject noted above and to state that 

the office of the Prime Minister of Pakistan has conveyed a policy for persons 

with Disabilities (PWDs) for implementation by all concerned 

Ministries/Divisions/Departments of Federal as well as Provincial 

Governments on ground implementation of 2% employment quota. The 

Prime Minister office has observed that the quota for PWDs is calculated 

against the posts being advertised/fixed at a particular point in time, which 

leads to negligible appointment against disable quota, whereas the quota 

needs to be worked out against the total strength of the department.  

Moreover, as per provision of Section-10 of the Ordinance-1981 

as well as the Civil Servant (Appointment, Promotion & Transfer) Rules, 

1973 compulsory Employment of the Disabled persons which stated 

ñEstablishment to employ disabled person (1) Not less than two percent of 

the total numbers of person employed by an óEstablishment at any time shall 

be disabled personô while as per section-10(5) of the APT Rules -1989 @2% 

of all posts in each Basic Pay Scale are given to PWDs in all tiers of initial 

recruitment. 

It is further stated that mechanism has also been circulated by the 

establishment divisionôs OM No.21.1.90-R-5 Islamabad, dated: 12th 

November 2015 on the direction of the Honorable Supreme Court of Pakistan 

vide Order dated: 26.11.2018 in Constitution Petition No.64/2013 title Dr. 

Shah Nawaz Monami Vs Federal Govt & Others.   

The above roster/mechanism has been circulated vide this 

Department Notification No. SO-VI/SWD/1-34/PCRDP/2018/2368-2421 

dated: 23.07.2019, but instances have come to fore indicating that the same 

are not being followed. 
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I am therefore directed to request you to make sure that provision 

of the aforementioned roster/ mechanism, being a legal right of the Disabled 

persons and legal obligation on part of the state as well, are followed in letter 

and spirit. 

In view of the above, it is requested to kindly direct all concerned 

working under your administrative control workout the quota fixed for 

Disabled persons against the total sanction strength in each basic pay 

scale/cadre instead of calculating the same against the posts being advertised 

and also ensure share to PWDs through initial recruitment. 

 

(Letter No. SO-VI/SWD/1-34/Disability quota/2560-2700 Dated: 18th November, 2019) 

 

C.No. 15(3-3) 

RECRUITMENT POLICY FOR THE PROVINC IAL SERVICES  

 

Attached please find herewith a copy of the updated recruitment 

policy of the provincial government for further necessary action 

. 

Honôble the Chief Justice has directed that sub-clause (ii) of 

clause (j) of the ibid policy shall be complied with in letter & spirit wherein 

10% quota has been fixed for female candidates in all the provincial services 

which are to be filled through initial recruitment in additional to their 

participation in the open merit. 
 

(PHC Letter No.14838-14898/DSC-DPC/Admn, Dated 16th September 

2017) 

 

C.No. 16(3-3) 

APPLICATION FOR APPOINTMENT OF WIDOW, SON OR 

DAUGHTER OF A DECEASED/RETIRED CLASS -IV EMPLOYEES.  

 

I am directed to invite your attention to Rule 10(4) of the Khyber 

Pakhtunkhwa Civil Servants (Appointment, promotion & Transfer) Rules, 

1989 and to say that the Competent Authority has directed to prepare and 

maintain computerized updated list of subject officials in accordance with 

respective seniority in future corresponding to prescribed quota and consider 

such applications strictly in accordance with the rules ibid with no deviation 

thereto, please. 
 

 (PHC Letter No. 11231-11331/Admn Dated 20th October, 2016) 
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C.No. 17(3-3) 

FILLING OF VACANCIES UNDER RULE 10(4) OF THE 

KHYBER PAKHTUNKHWA (APT), RULES, 1989.  
 

I am directed to refer to the cited subject and to say that the 

Competent Authority has been pleased to d1irect that standing committees 

comprising District & Sessions Judge, a senior most Additional District & 

Sessions Judge and Senior Civil Judge (Admn) be constituted to ascertain 

Physical and mental fitness of the candidates, scrutinize their academic 

record and verify eligibility (requirement of skill in case of junior clerk) while 

making appointments against the subject quota. 
 

(PHC letter No. 4898-937/SDJ/HRW/Admn Dated 03rd April, 2021)
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SECTION-IV 

INSTRUCTIONS REGARDING DSC/DPC 

C.No. 1(3-4) 

DEPARTMENTAL SELECTION AND PROMOTION 

COMMITTEE; PREPARATION OF WORKING PAPER  

I am directed to invite your attention to the above noted subject and 

to state that selection and promotion to various posts and vacancies in 

systematic manner is vital for ensuring merit. In this regard the preparation 

of working paper should be considered as prerequisite for making request for 

nominee of the High Court. Therefore, such request should invariably to 

come with the working paper prepared on the attached proforma, at least a 

week prior to the date of meeting of the committee. The Judicial Officer under 

your administrative control vested with power of appointing authority should 

also be informed. 
 

(PHC letter No.7564-7604/Admn Dated Peshawar, 28th April, 2010) 
 

C.No. 2(3-4) 
 

FORMAL APPROVAL PRIOR TO FILLING OF VACANCIES  

 

1. I am directed to refer to the subject note above and to say that 

formal approval shall be required prior to filling of vacancies 

through initial recruitment or promotion. The óapproval requestô 

should clearly show the bifurcation of seats for initial 

recruitment, further divided into quotas, and promotion. A 

tentative time line for completion of various steps may also be 

indicated. The ensuing steps, including publication of 

advertisement, preparation of working paper or dissemination of 

information about posts and vacancies, may be taken after 

authorization by the Peshawar High Court. 

2. The gap between advertisement and last date of receipt of 

application should be not less than a month. A complete working 

paper in respect of all candidates, is to be sent to High Court 

with sufficient time to allow for deliberations and preparations. 

3. It shall be mandatory that all recommendations of Departmental 

Selection and/ or Promotion Committees be made unanimously. 

4. The concerned judicial officers, under your administrative 

control, having power of appointing authority, may also be 

informed. 
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(PHC letter No.19926-75/Admn Dated 06th December, 2010) 

C.No. 3(3-4) 
 

MEETING OF DEPARTMENTAL PROMOTION / SELECTION 

COMMITTEE.  
 

I am directed to inform you that Honôble the Chief Justice has 

been pleased to direct that the meetings of DPC/DSC of your respective 

establishment shall be scheduled only on Saturday in future, please. 
 

 (PHC Letter No. 2859-2918/DSC-DPC/Admn, Dated 09th February, 2017) 
 

C.No. 4(3-4) 
 

PROMOTION OF CLASS-IV TO JUNIOR CLERK IN DISTRICT 

JUDICIARY  

 

  The Competent Authority has been pleased to direct that henceforth 

promotion of Class-IV employees to the post of junior Clerk shall be made 

in accordance with rules on the basis of ñSeniority-cum-Fitnessò. In order to 

sift competent from incompetent, a test may be taken from Class-IV 

employees like dictation and few essay questions like abbreviations and 

common general knowledge about Pakistan. 
 

 This is for compliance, please. 

  

(PHC Letter No.19657-19706/DSC-DPC/Admn, Dated 9th December, 2017) 
 

C.No. 5(3-4) 

 
GUIDELINES FOR THE PURPOSE OF PROMOTION TO THE 

POST OF JUNIOR CLERK (BPS-11) 

 

                    I am directed to refer to the subject noted above and to say that 

as a result of different queries from the District Judiciary about method of 

promotion to the post of Junior Clerk (BPS-11) from the holders of the post 

of Daftari, Record Lifter, Naib Qasid, Sweeper, Chowkidar, Mali and Water 

Carrier against the promotion quota, the Competent Authority has been 

pleased to approve the guidelines for appointing authority as enumerated 

herein below:- 

1. To avoid the ambiguity having crept due to splitting of the post of 

junior clerk into seven categories in the appendix to Peshawar 
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High Court (Subordinate Courts Staff) Recruitment Rules, 2003, 

the appointing authorities in District judiciary are advised to treat 

the post of Junior Clerk in their establishments as a single 

category as against its five categories reflected at S. No. 14 to 18 

in the said appendix. In turn, a common seniority list of holders 

of the post of Daftari, Record Lifter, Naib Qasid, Sweepers, 

Chowkidar, Mali and Water Carrier be maintained with reference 

to the dates of their acquiring Secondary School Certificate (SSC), 

for the purpose of promotion against 30% reserved quota in posts 

of Junior Clerk. In order to avoid any further doubt on account of 

the expression ñdates of acquiring SSCò, it would be in the fitness 

of things to provide that the said expression refers to two different 

cases. In one case, it refers to those persons who are appointed in 

one batch and among them, one who acquired SSC prior in time 

will stand senior in common seniority list to the other who 

acquired SSC later in time. In the second case, it will refer to those 

persons who at the time of appointment did not possess such 

qualification and acquired in during service. In this case, the 

person who acquired SSC prior in time will stand senior to the 

other in common seniority list irrespective of their seniority in 

terms of date of appointment. 

2. A Class-IV employee having got promotion as Daftari will not be 

stripped off his right accrued to him on the basis of common 

seniority maintained for promotion to the post of Junior Clerk. So, 

he will carry his original seniority with him at the time of 

promotion to the post of Daftari for the purpose of promotion to 

the post of Junior Clerk. 

 (PHC Letter No. 2315-49/SDJ/REG  Dated 29th April, 2019) 
 

C.No. 6(3-4) 
 

PRE-REQUISITES FOR MAKING REQUEST FOR NOMINEE 

OF DEPARTMENTAL SELECTION COMMITTEE MEETING.  

                    I am directed to refer to the subject noted above and to say 

that several discrepancies have been observed in requests for 

nomination of representative of this Court for the subject meeting, 

resulting into different anomalies pertaining to compliance of the rules, 

regulations and recruitment policy of this Court in letter and spirit. 

 I am therefore, directed to say that the competent authority has 

been pleased to direct that following information be furnished along 
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with the working paper while making requests for nominee of this 

Court: 

1. Number of sanctioned and vacant posts 

2. Details of quota of each category i.e. number of quota seats, 

appointment so far made and vacant posts thereof. 

3. Copy of advertisement. 

 

Such information along with the working paper must reach this 

Court at least a week prior to the date of subject meeting. 

 

 (PHC Letter No. 19642-75/Admn Dated 02nd October, 2019) 

 

C.No. 7(3-4) 

 

PRE-REQUISITES FOR MAKING REQUEST FOR NOMINEE 

OF DEPARTMENTAL SELECTION COMMITTEE MEETING.  

 

I am directed to refer to the subject noted above and to say 

that divergent practice is prevailing in the province regarding working 

out of female, disable and minority quota during the process of 

recruitment, which stems out from misinterpretation of sub-rule (5) of 

Rule 10 of the KPK Civil Servants (Appointment, Promotion & 

Transfer) Rules, 1989.  

                  The ñBasic pay scaleò is a general term which includes post 

or group of posts whereas the ñPostò is a restricted term. The posts of 

Chowkidar, Naib Qasid, Sweeper, Mali are group of posts in same basic 

pay scale, therefore quota of disable (2%) and minority (5%) will be 

carved out from aggregate of sanctioned post of same basic pay scale. 

Contrary in case of female quota, the legislature in order to empower 

women and to give them share in each post had intentionally omitted 

the term ñin each basic pay scaleò and used the restricted term ñof all 

Postsò in ibid Rule which means that female quota is to be carved out 

from each post meant for initial recruitment, irrespective of BPS i.e. to 

say 10% of the posts of Steno, Assistants, Computer Operator, Junior 

clerk, Chowkidar, Naib Qasid Sweeper, etc.  
                  In view of the above stated legal position, the 

competent authority has been pleased to direct you to carve out the 

quota of minority and disable candidates on the basis of aggregate 
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sanctioned strength of posts of same BPS and female quota be carved 

out from sanction strength of each post. 

  
(PHC LetterNo.1-68/SDJ/HRW/05-V.I-2019,Dated 02nd January, 2020) 

 

C.No. 8(3-4) 
 

TEMPLATES FOR THE SENIORITY LISTS  
 

I am directed to refer to the subject noted above and to enclose 

herewith approved format of maintaining the common seniority lists for the 

post of Superintendent, Senior Clerk and Junior Clerk and similarly the 

format for maintaining the seniority lists for other posts. 
 

 

FINAL COMMON SENIORITY LIST FOR PROMOTION TO THE POST OF JUNIOR 

CLERK (BS____) DISTRICT _______ AS STOOD ON _____ 

Sr.N

o 

Name of 

official  

Academic 

Qualificati

on 

Date of 

Birth  

Date of 

acquiring 

SSC  

Date of 1st 

entry in 

Dist. 

Judiciary 

on 

regular 

basis 

Date of 

appointme

nt in 

present 

position 

(BS__) 

Remark

s 

        

        

 
FINAL  COMMON SENIORITY LIST OF SUPERINTENDENTS (BS____) 

DISTRICT _______ AS STOOD ON  

S.No 

Name 

of 

officia

l 

Academic 

Qualificat

ion 

Date 

of 

Birt

h 

Date of 

1st entry 

in Dist. 

Judiciar

y on 

regular 

basis 

Date of 

appointm

ent in 

present 

position 

(BS___) 

Date of 

appointm

ent in 

present 

position 

(BS_) 

Remark

s 

        

        

FINAL SENIORITY LIST FOR PROMOTION TO OTHER POSTS (BS____) 

 DISTRICT _______ AS STOOD ON _ 

____ 

S.No 

Name 

of 

official  

Academic 

Qualificati

on 

Date of 

Birth  

Date of 1st 

entry in 

Dist. 

Judiciary 

on regular 

basis 

Date of 

Regular 

Promotion as 

___(BS__) 

Date of 

appointme

nt in 

present 

position 

(BS__) 

Rema

rks 
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(PHC letter No. 12900-968/PHC/SDJ/HRW dated Peshawar 24.07.2020) 

 

C.No. 9(3-4) 
 

MEETING OF DEPARTMENTAL PROMOTION / SELECTION 

COMMITTEE.  

 

I am directed to refer to this Courtôs letter No. 2859-2918/DSC-

DPC/Admn, dated: 09.02.2017 (copy enclosed) on the subject cited above 

and to say that the directives stand withdrawn to the extent of meeting of 

DSC. 

 

 (PHC Letter No. 1416-96/SDJ/HRW/Admn, Dated 20th January, 2021)
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SECTION-V 

INSTRUCTIONS ON BOWL POLICY  

C.No. 1(3-5) 
 

APPOINTMENT OF CLASS -IV EMPLOYEES  

 

In order to bring more transparency, fairness to the candidates, the 

following procedure shall now be followed in appointing Class-IV 

employees: - 

 

i. List of registered people be obtained from respective 

employment exchange office and suitable candidates be called 

for screening test/driving skills tests (where needed) and short 

list be prepared. 

ii.  Where local Employment Exchange office does not exist, notices 

be displayed at visible place in Court premises to inform aspiring 

candidates. 

iii.  Interview of most suitable candidates be held to determine 

physical and psychological suitability. 

iv. A draw through lots (bowl policy) wherein names of all the 

eligible and physically fit candidates be put in a bowl and in the 

presence of almost all the candidates, the senior most person 

available should pick the ticket/name against the number of posts 

and the candidate(s) getting successful should be given letter of 

appointment. 

The entire process is aimed at creating good well amongst the 

general public and creating a healthy precedent for other to emulate. 

The instructions were passed earlier verbally but are again 

notified for compliance. Deviation from above will be viewed seriously. 

The above is for approval of Honôble the Chief Justice. 

 

(PHC Letter No.13607-656/Admn, Dated 22nd August, 2017) 

C.No. 2(3-5) 
 

APPOINTMENT OF CLASS -IV  

 

In order to ensure transparency, fairness and with a view to 

restoring peopleôs trust and confidence in the judiciary, the following process 

of appointment against Class-IV vacancy(s) should be followed:- 
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Step # 1 

I. Publicity of vacancy(s) 

II.  Preparation of long list, followed by detail scrutiny. 

III.  Preparation of shortlist (of candidates meeting requisite 

standards) 

Step # 2 

I. Interview conducted by a panel which should include 

individual(s) of requisite skills. 

II.  Preparation of list of eligible candidates (each eligible can 

be appointed) 

Final Step 

I. Draw/balloting in the presence of all eligible candidates 

II.  Issuance of appointment letters (who wins the draw) 

      The purpose of conducting balloting at this stage is to minimize 

discretion and ensure fairness to all eligible candidates. You are requested to 

follow the above procedure in letter and spirit in future.  

This is issued with the approval of Honôble the Chief Justice. 

 

(PHC Letter No.18403-29/Admn, Dated 08th November, 2017) 

 

C.No. 3(3-5) 
 

BOWL POLICY FOR RECRUITMENT OF CLASS -IV.  

 

 I am directed to refer to the subject noted above and to say that the 

august Supreme Court of Pakistan vide order dated 19.02.2018 (copy 

attached) has suspended the operation of the judgment of Peshawar High 

Court in W.P. No. 3005-P/2014 regarding bowl policy to the extent of 

government departments only who have its own rules and policies for 

recruitment of Class-IV. The bowl policy of Peshawar High Court has neither 

been challenged nor suspended to the extent of Peshawar High Court, its 

Benches and District Judiciary. 

 

 Honôble the Chief Justice has, therefore, been pleased to direct that 

the bowl policy for recruitment of Class-IV shall be followed in letter and 

spirit. 

 

(PHC Letter No. 6322-87/Admn Dated 28th April, 2018) 

 



III -Human Resource                                                                V-Bowl Policy 

 

---510------------------------------------------------------Judicial Estacode 2021- 

C.No. 4(3-5) 
APPOINTMENT OF CLASS -IV THROUGH BOWL POLICY.  

  

I am directed to refer to the subject noted above and to say that Hon'ble the 

Chief Justice has been pleased to direct that appointment of Class-IV shall be 

made through "Bowl Policy" and in this regard instructions of this Court vide 

letter No.18403-29/Admn: dated 08.11.2017 (copy enclosed) shall be 

complied with in letter and spirit, please. 

 

(PHC letter No.16026-16075/Admn: Dated 29th September, 2018) 

 

C.No. 5(3-5) 
 

APPOINTMENT OF CLASS -IV  

 

I am directed to refer to the subject noted above and to say that 

procedure contained in this Court letter No. 18403-429/Admn dated: 

08.11.2017 regarding bowl policy qua vacancies of Class-IV (copy enclosed), 

may be followed in letter and spirit. 

 

 (PHC Letter No7174-256/Admn, Dated 01st April  2019) 

 

C.No. 6(3-5) 
 

APPOINTMENT OF CLASS -IV  

 

I am directed to refer to the subject noted above and to say that it 

has been noticed that during the recruitment process against the post of Class-

IV, some of the appointing authorities initially ballot for short listing 

followed by interview for further short listing and again holding balloting. 

The Competent Authority has , therefore, been pleased to modify 

para (i) of Step No.2 of this Courtôs letter No. 18403-429/Admn dated: 

08.11.2017 (copy enclosed) and replace the same with the following: 

ñInterview conducted by a panel to see the physical and mental 

fitness of the candidatesò 

The Competent Authority has further been pleased to direct that 

the purpose of interview should not be for short listing of the candidates, 

rather it should be for checking physical and mental fitness of the candidates 

and the candidates who fail to fulfill the eligibility criteria i.e., age, domicile 

etc be omitted from the list and balloting be carried out once, between all the 

eligible candidates. 

 (PHC Letter No.7453-7554/Admn, Dated 04th April, 2019)
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SECTION-VI  

INSTRUCTIONS ON APPOINTMENT  

 

C.No. 1(3-6) 
 

INSTRUCTIONS REGARDING APPOINTMENT OF POSTS 

BELOW (BPS-16) FOR WHOM TYPING IS MANDATORY IN 

THEIR SERVICE RULES  

 

 I am directed to forward herewith copy of letter No. E&A/LD/5-

97/2008/18062-63 dated 26.11.2011, on the subject, along with enclosure, 

received from the Section Officer (Gen), Government of Khyber 

Pakhtunkhwa, Law, Parliamentary Affairs & Human Rights Department, 

Peshawar, for information and compliance.  

 

(PHC letter No. 14195-267/Admn: dated Pesh the 07.12.2011) 

 

INSTRUCTIONS REGARDING APPOINTMENT OF POSTS 

BELOW (BPS-16) FOR WHOM TYPING IS MANDATORY IN 

THEIR SERVICE RULES  

 

 I am directed to refer to the subject noted above and forward herewith 

a copy of letter No. SOE-IV/E&AD/1 -35/2011 dated 17.11.2011 received 

from Section Officer E-IV, Establishment Department for information and 

necessary action please.  

 

(Letter No. E&A/LD/5-97/2008/18062-63 dated Peshawar the 26.11.2011) 

 

INSTRUCTIONS REGARDING APPOINTMENT OF POSTS 

BELOW (BPS-16) FOR WHOM TYPING IS MANDATORY IN 

THEIR SERVICE RULES  

 

 I am directed to refer to the subject cited above and to state that for 

all those posts below (BPS-16) for which typing is mandatory in their Service 

Rules, in future Typing Test will be conducted through Computers on Typing 

Software instead of manual Typewriter as the same is no more in use.  

 I am further directed to request to follow the said instruction in letter 

and spirit as well as direct your attached/lower formations as well. 

 

(Letter No. SOE-IV/E&AD/1 -35/2011 dated Peshawar the 17.11.2011) 
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C.No. 2(3-6) 
 

MODEL APPOINTMENT ORDER  

 

In continuation of this courtôs letter No. 5219-29/Admin dated 

21.04.2011 followed by letter No. 6301-60/Admin dated 24.05.2011, on the 

subject noted above, I am directed to forward herewith a copy of amended 

model appointment order for information and compliance. 

 

(PHC Letter No. 6454-6508/Admn, Dated 04th June, 2013) 

 

MODEL APPOINTMENT  ORDER 

 

On the recommendations of the Departmental Selection Committee, the 

Competent Authority is pleased to order the appointment on temporary basis 

of the following candidates as ________in BPS_______, with effect from the 

date of assumption of charge of the posts, subject to medical fitness, 

antecedents verification and verification of testimonials through quarter 

concerned: - 

SR.# NAME OF CANDIDATES FATHERôS NAME 

1   

2   

  

 2.  Their appointment to the service shall be subject to the following 

terms and     conditions: - 

I. They will be governed by the [Khyber Pakhtunkhwa] Civil 

Servants Act, 1973 and [Khyber Pakhtunkhwa] Government 

Servant (Appointment, Promotion & Transfer) Rules, 1989. 

II.  They will be allowed the minimum pay BPS_____ plus other 

allowances as admissible under the rules. Those who are already 

in Govt Service and whose pay is more than the minimum of 

BPS______ will be allowed to draw pay which they were drawing 

before their appointment, subject to permission by the Competent 

Authority. Their pay shall be fixed at proper stage in BPS 

_______ 

III.  They shall be governed by such rules and instructions relating to 

leave, T.A, and Medical Attendance as may be prescribed from 

time to time. 
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IV.  They shall be on probation initially for a period of one year 

extendable up to two years.1 

V. They will be eligible for continuance and eventual confirmation 

in the post on satisfactory completion of their probationary period, 

subject to availability of permanent posts and the completion of 

prescribed training, if any. 

VI.  Their services shall be liable to be dispensed with at any time 

without notice and assigning any reason before the expiry of the 

period of their probation/ extended period of probation, if, their 

work or conduct during this period is not found satisfactory. In the 

event of termination from service, fourteen daysô notice or in lieu 

thereof fourteen days pay will be paid by the Government. In case 

of resignation, they will give one-month notice to the Competent 

Authority or in lieu thereof one month pay shall be forfeited to the 

Government. The resignation shall, however, be subject to the 

acceptance by the Competent Authority. 

VII.  They will be governed by the [Khyber Pakhtunkhwa] 

Government Servants (Efficiency and Discipline) Rules, 2011 

and the [Khyber Pakhtunkhwa], Government Servants Conduct 

Rules, 1987 and any other instructions which may issue by the 

Competent Authority from time to time. 

3. If the above terms and conditions of appointment are acceptable to 

them, they should report for duty to the undersigned immediately. The 

offer of appointment shall be deemed to have been cancelled if any 

one fails to report for duty to the undersigned within one month from 

the date of issue of this order 

4. They shall join duty at their own expenses. 

 

 

C.No. 3(3-6) 
 

RECRUITMENT OF DRIVERS (BPS -06) IN DISTRICT JUDICIARY  

 

The Provincial Government vide Finance Department, KPK 

Peshawar letter No. BO-II/FD/3-14/SNE/PHC/17-18 dated 06.02.2018 (copy 

attached) has created 128 (one hundred and twenty-eight) positions of drivers 

i.e. one each for Additional District & Sessions Judges and for Senior Civil 

                                                 
1 For the latest position see Rule 15 of Khyber Pakhtunkhwa Civil Servants (Appointment, Promotion and 
Transfer) Rules, 1989 
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Judges. The Honôble Chief Justice has directed that a fair and transparent 

recruitment process be conducted for recruitment of these drivers. 

 

 You are, therefore, authorized to constitute a two-member committee 

consisting of one Civil Judge and an official of traffic police (representative 

of DPO) for taking practical test of the short-listed candidates, having a valid 

driving license and registered with Employment Exchange of the District or 

adjoining district but a bonafide resident of that district. 

 

 Policy circulated vide No. 18403-429/Admn dated 08.11.2017 should 

be followed strictly (copy attached), 

 

 (PHC Letter No.3877-3926/Admn, Dated 14th March, 2018) 

C.No. 4(3-6) 
 

RECRUITMENT TO DRIVER (BPS -06) IN DISTRICT JUDICIARY  

 

I am directed to refer to the subject noted above and to say that 

since the post of driver has been upgraded from BPS-04 to BPS-06, therefore, 

the condition of recruitment through District Employment Exchange does not 

apply to the post of driver. 

 

In view of the above, letter No. 3877-3926/Admn dated: 

14.03.2018 stands reviewed to the extent of above-mentioned condition. 

 

 (PHC Letter No. 7257-339/Admn, Dated 01st April, 2019) 

C.No. 5(3-6) 
 

APPOINTMENT ORDER  

 

I am directed to refer to the subject noted above and to say that it has come 

to the notice of this Court that appointing authorities while scribing TORs of 

the appointment orders referred to the repealed NWFP Government servants 

(Efficiency and Disciplinary) Rules, 1973 for regulating conduct, despite the 

fact that the prevailing rules are of 2011. 

 

Similarly, the authorities do not mention the probation period in accordance 

with Rule 15 of the Khyber Pakhtunkhwa Civil Servants (Appointment, 

Promotion & Transfer) Rules, 1989. Under the rule, the extendable period of 

probation is one year and the order thereof is to be passed by the appointing 
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authority within two months of the expiry of first year of probation. And if 

no such order is passed; the probation shall stand automatically terminated. 

 

In view of the above legal position, you are directed to mention correct period 

of probation in the appointment orders and refrain from referring repealed 

laws or rules in the order. 

 

(PHC Letter No. 2178-236/SDJ/HRW/Admin, Dated: 9th February, 2021)
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SECTION-VII  

CONDUCT OF MINISTERIAL STAFF  

 C.No. 1(3-7) 
 

TRANSFER OF CLERKS OF COURTS FROM ONE STATION TO 

ANOTHER  
 

 I am directed to address you on the subject noted above and to say 

that Honôble the Chief Justice of this Court has been pleased to observe that 

the Clerks of Court attached to the District and Sessions Judges would be 

responsible for all the lapses on their part, and they would also be amenable 

to transfer form one station to another in case their performance is found 

below the required standard. 

 

 These instructions should be brought to the notice of all concerned 

officials for strict compliance. 

 

(PHC letter No. 4520-4535/Admn.Brh.Dated Peshawar the 13th June. /1993) 

      

C.No. 2(3-7) 
 

COMPLAINTS AGAINST READERS / STENOS 

 

 I am directed to say that complaints have been received suggesting 

tendency of corrupt practices in the staff of the subordinate Courts. This 

unsavoury trend indicates lack of supervision and control on the part of 

Presiding Officers. Needless to say, that the instances of corruption are 

bringing bad name to the Judiciary as an institution. Therefore, Honôble the 

Chief Justice has been pleased to direct that vigilant eye should be kept on 

the activities of subordinate staff and appropriate disciplinary action be 

initiated against those found indulging in such like tactics. 

 

(PHC letter No. 1546- 1696 Dated Peshawar the 29th February,2000) 

 

C.No. 3(3-7) 
 

MAIN TAINING OF ATTENDANCE REGISTER  

 

   It has come to the notice of the Honôble Chief Justice that some of 

the staff members of the subordinate Courts do not sign the Attendance 

Register even for the whole month. In such a situation most of the employees 
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are presumed to be either absent from duty or on leave. The dominant 

impression nevertheless would be that the employees were not on duty. The 

Honôble Chief Justice has seriously viewed this unbecoming attitude and 

desired that corrective measures be taken immediately. 

 

2)-  I am, therefore, to request that the Clerk of Court who is responsible 

for maintaining/supervising attendance be directed to maintain a proper 

attendance register, complete in all respects, which shall be produced before 

the Presiding Officer daily for physical checking. It should also be impressed 

upon all concerned that violation of these instructions would make the 

defaulting official liable to disciplinary action under the N.W.F.P. 

Government Servants (Efficiency and Discipline) Rules, 1973. 

 

(PHC letter No. 7971-8014 Dated Peshawar the 30.10.2000) 

 

C.No. 4(3-7) 
 

CHIEF JUSTICE DIRECTIVE # 15 (CLOS E WATCH ON 

SUBORDINATE STAFF)  

 

I am directed to communicate the following directive issued by the 

Honôble chief Justice. 

 

ñInstructions be issued to all the District and Sessions Judges in 

particular and all the Judicial Officers in general to have a close watch on the 

subordinate staff in their day to day business. The Authorities may be 

required to initiate stern disciplinary actions against the delinquent officials, 

under intimation to this Courtò. 

 

I am further directed to request you to circulate the above directive to 

all the Judicial Officers of your respective Districts for compliance. 

 

(PHC letter No. 656-79/MIT Dated Peshawar, the 24/04/2004) 

 

C.No. 5(3-7) 
 

PART TIME JOB BY COURT EMPLOYEES  

            It has been brought into the notice of His Lordship the Chief Justice 

that some of the employees of the District Judiciary have been working part 

time with the lawyers, resulting in their unwanted interaction and contacts 

with the litigants, which in turn affects impartial performance of their official 

duties as such.  
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             I am, therefore, to ask for preventing all the employees of the District 

Judiciary from such jobs and, in case anyone is found so doing, he may be 

dealt with according to law/rules.  

 

(PHC letter No. 9300-9323/Admn Dated 01st August, 2005) 

C.No. 6(3-7) 
 

DISCIPLINARY PROCEEDINGS  
 

I am directed to refer to the subject noted above and to say that a 

number of cases have come to the notice of Honôble the Chief Justice wherein 

the disciplinary proceedings against the members of ministerial 

establishment of District Courts are not carried out strictly in accordance with 

the laid down procedure, resulting in reversal of the orders passed by the 

Authority / Authorised Officer in such proceedings. Such reversal of orders 

causes serious repercussions on the administrative hold over discipline and 

adversely affects institutional stability. The respective Authorities, 

Authorised Officers and Enquiry Officers are thus required to adhere to up to 

date rules on the subject in such proceedings. The Judicial Estacode, 2006 

[C.No. 4(5-2)] contains up to date rules so far. 

I am, therefore, to ask for circulating these instructions amongst all 

the Judicial Officers of your district for compliance in future, please. 

 

(PHC letter No. 4180-4203/Admn Dated Peshawar, 05th April, 2007) 

 

C.No. 7(3-7) 
 

COMMITTEE FOR CURBING CORRUPTION.  

 

I am directed to invite your attention to this Courtôs letter No. 

6774-99/Admn: dated 02.06.2011 and National Judicial Policy Para C(3)(ii) 

(Page 17). For ready reference the relevant para and minutes of the meeting 

of NJPMC dated 21.05.2011 are reproduced below: 

ñTo curb the malpractices and corruption of courts staff. 

Munshies/clerks of the lawyers and touts a ñCommitteeò headed 

by the District & Sessions Judges and President District Bar 

Association should be formed to entertain complaints against 

corrupt officials for taking action against them under the lawò. 

(Para C(3)(ii) of NJP. 

ñThe Committee asked the District & Sessions Judges to 

constitute Committee for curbing corruption at Tehsil level and 
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the concerned Judicial Officers be asked to issue a certificate on 

monthly basis to the effect that no complaint of corruption has 

been received against the paralegal staff in the respective Tehsilò 

(Minutes of NJPMC meeting dated 21.05.2011) 

Recently some of the District & Sessions Judges have constituted 

the Committee both at District & Tehsil level but not in accordance with the 

spirit of the NJP as President of District Bar or Tehsil Bar has not been 

included as member of the respective Committees. You are, therefore, further 

directed to constitute the proper Committees and hold regular meetings of 

these Committees on monthly basis duly minuted. 

 

(PHC Letter No. 5092-5116/Admn, Dated 07th April, 2012) 

 

C.No. 8(3-7) 
 

INSTRUCTIONS TO STENOGRAPHERS / PERSONAL 

ASSISTANTS. 

 

Enclosed find herewith copy of letter No. 2963/47-Admn/2011 

dated 07.10.2011 of the Registrar, High Court of Balochistan, Quetta, on the 

subject noted above, for information and compliance.  

 

(PHC Ends No. 9920-10291/Admn, Dated the 06th September, 2013) 
 

INSTRUCTIONS TO STENOGRAPHERS / PERSONAL 

ASSISTANTS. 

 

  Following directives of the Honôble Chief Justice should be 

implemented by all Stenographers/Personal Assistants and Judges should 

ensure compliance:- 

1. The orders/judgment to be typed in font size 12 and ñTime New 

Romanò script be used. 

2. 1.5 or double (2) line space be used, however, if anything is quoted 

its spacing may be 1 or 1.5. 

3. Reported judgment should be cited by underlining the names of 

parties followed by the citation .Example 

 Muhammad Umar V Government of Balochistan. 

 1992 PLD SC (or Supreme Court)343. 

If there are more parties do not write ñand othersò. 

The citation alone should not be used. 

4. All paragraphs should be numbered. 
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5. Amount should be written both in words and figures/numbers. 

Example: Rs. 500/- (Rupees five hundred only) 

If the same amount is mentioned again in the judgment/order it need 

not be written in words again. 

6. If abbreviations are used, the same should be introduced first time 

within brackets, where after the abbreviation may be used. 

 Example: Advocate General (ñAGò), thereafter, AG may 

   be written 

7. Dates should be written as under: 

15th September 2011 or September 15, 2011. 

However, in order sheets written on daily basis dates may be written 

as under 15.09.2011. 

8. Non-English words to be written in italics. 

 Example:  Nikah Nama 

   Mehr 

9. A colon is only two dots. One above the other, and not two dots 

followed by a hyphen. 

 Example of correction usage: The following cases: and not, 

The following  cases:- 

10. Quotations: 

(1) Double quotation marks should be used both at the beginning of 

the quoted text (ñ) and at the end (ò); 

(2) Long quoted paragraph(s) should be started on a new line and 

should be indented: 

(3) If words ae omitted in a quotation, you should indicate that words 

have been deleted by using ellipsis marks, which are three dots 

épreceded and followed by a space and 

(4) If in a quoted text there is a mistake you should write ï (sic), 

which indicates that the mistake is not yours and you are aware of 

it. 

11. Daily order sheet should not have empty spaces. In case empty space 

cannot be avoided the same should be deleted in pen to ensure against 

misuse by way of subsequent insertion. 

12. The name of lawyers and whose behalf they are appearing should be 

mentioned under the title and before the text of the judgment/order. 

 

(Letter No. 2963/47-Admn/2011 Dated 07th October,2011 of the Registrar, 

High Court of Baluchistan) 
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C.No. 9(3-7) 
 

COMPLAINT BOX IN COURT PREMISES  

 

I am directed to say that this Court is receiving complaints, which 

ordinarily should have been filed at your level. In order to enable the litigants, 

public to address their grievances to the authority at their door steps, you are 

required to install/affix complaint box in a conspicuous place within the 

Court premise and also to maintain a complaint register with necessary details 

as per the format given below, for furthering the cause of justice. 

 

Sr# Complainant 

name, 

address& 

contact No. 

Nature of 

complaint 

Date of 

receipt 

Action so 

taken and 

date 

Signature 

of 

Authority 

with 

comments, 

if any and 

date. 

      

 

Please acknowledge receipt. 

 

(PHC Letter No. 9233-60/Admn, Dated 06th June, 2014) 

 

C.No. 10(3-7) 
 

COMPLAINTS AGAINST MINISTERIAL/MENIAL STAFF  

   

  I am directed to say that, complaints are pouring in about 

corruption/corrupt practices in the ministerial and menial staff of the District 

Judiciary. The District & Sessions Judge, being the administrative head of 

the District Judiciary, is bound to supervise the conduct and activities of the 

ministerial and menial staff as any inaction in this respect not only reflect 

badly on his administrative abilities but tarnishes the image of the institution. 

  In this backdrop, Hon'ble the Chief Justice is pleased to direct that, 

vigilant eye should be kept on the activities of the sub-ordinate staff, and 

appropriate measure be adopted to check the evil in bud. 

 

(PHC Letter No. 11297-321/Admn Dated 23rd September,2015) 
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C.No. 11(3-7) 
 

TRANSFER PROFORMA 

 

 I am directed to refer to the subject noted above and to say that from 

now onward any member of staff of the District Courts who desires to be 

transferred from one district to other shall apply on specified proforma 

(Enclosed herewith). 

 

TRANSFER PROFORMA 

 

 

Name:  

Fatherôs Name:  

Designation:  

Place of posting  

Working Since: 

(Note) Length of service shall not 

be less than 15 years) 

 

Reason for 

appointment/posting at 

existing station 

 

Details of previous 

posting(s)/transfer(s) 

 

Remarks:  

 

Certificate  

Certified that the contents of this application are true & correct. 

 

Signature 

(applicant) 

Approved by the DSJ/SCJ for transfer. 

 

Signature 

DSJ/SCJ 

Report / approval of the DSJ/SCJ where the applicant to be transferred. 

 

 

PHOTO 



III -Human Resource                                     VII -Conduct of Ministerial Staff 

 

--Judicial Estacode 2021--------------------------------------------------523-- 

Signature 

DSJ/SCJ 

 

(PHC Letter No.1123-55/Admn Dated 31st January, 2012)  

C.No. 12(3-7) 
 

INDULGENCE OF PARALEGAL STAFF IN CORRUPT PRACTICES  

 

 I am directed to say that complaints have been received by the 

undersigned as well as Honôble the Chief Justice regarding corrupt practices 

of paralegal staff in some of the districts. 

Honôble the Chief Justice has taken serious notice of the corrupt 

practices of paralegal staff and has been pleased to direct that stern action 

may be taken against those found indulged in corrupt practices.  

 

 This directive may be circulated amongst all the Judicial Officers 

under your respective control. 

 

(PHC Letter No12475-523/Admn Dated 21st October, 2013) 

 

C.No. 13(3-7) 
 

MAINTAINING DISCIPLINE  

 

The ministerial/support staff in the District Judiciary approach 

this office directly which is against the service discipline and accountability. 

This trend needs to be discouraged. 

 

That in view, you are requested to please inform all under your 

control that no application whatsoever will be entertained without the 

endorsement or covering letter of the District & Sessions Judge concerned. 

 

 (PHC Letter No. 2685-2709/Admn, Dated 07th February, 2017) 
 

C.No. 14(3-7) 
 

REVISION IN THE RATE OF CONVEYANCE CHARGES FOR 

LATE SITTING.  

 

 Reference to the subject noted above. 
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 Forwarded herewith is letter NO. FD/SO(SR-II)8-52/2018 dated 

20.03.2018 received from Secretary to Govt of Khyber Pakhtunkhwa Finance 

Department Peshawar for information, please. 

 

(PHC Letter No. 1021-24/Admn Dated 20th April, 2018) 

 

REVISION IN THE RATE OF CONVEYANCE CHARGES FOR 

LATE SITTING.  

 

 The Competent Authority, is pleased to enhance / revise the rate of 

Conveyance Charges for late sitting for official working in BPS-1 to 16 (non 

Gazetted), excluding Drivers/DR, with immediate effect as under: - 

 

Description Days EXISTING 

RATE 

REVISED 

RATE 

For official in BPS-

1 to 16 (Non 

Gazetted) excluding 

Drivers/Dispatched 

Riders 

One working 

days 

Rs. 75/- 

Per day 

Rs. 150/-  

Per day 

 On closed 

holidays 

Rs. 115/- 

Per day 

Rs. 190/- 

Per day 

 

(Endst No. FD(SOSR-II)/8-52/2018   Dated 20/03/2018) 
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SECTION-VII I  

JOB DESCRIPTION 

C.No. 1(3-8) 

 
CALENDAR OF JOB DESCRIPTIONS OF JUDICIAL OFFICERS  

The jobs given in this calendar have been taken from different laws, 

instructions and settled practice. Effort has been made to give maximum 

references to relevant law. Apart from these descriptions of jobs there are 

many other functions and this list is not all inclusive. Nevertheless, an attempt 

is made to enlist most important of the jobs here.  

 

C.No. 1(a)(3-8) 
 

I. DISTRICT & SESSIONS JUDGE 

 

1. To see that Performance Evaluation Reports of all the staff of whom 

he is the appointing authority are record by 15th January each year. 

(Ch. 18-B, Vol-I of High Court Rules & Orders (HRO)) 

 

2. To check half yearly the register of security kept by Superintendent. 

(Ch. 18-C, Vol-I of HRO) 

 

3. All the plaints and petitions in civil cases to be received and 

distributed by the District Judge or this power be delegated to any 

Subordinate Judge under section 15 of West Pakistan Civil Courts 

Ordinance, 1962. (Rule 3, Ch. 1-B, Vol-I of HRO) 

 

4. The list of all cases so distributed be exhibited outside the Court 

house daily. 

 

5. To distribute the business in criminal cases under section 17(1) 

Cr.P.C. 

 

6. To pass orders for disposal of urgent criminal applications while he 

is absent or incapable of acting under section 17 (3) Cr.P.C.  

 

7. Delegation of powers in his absence from headquarter under section 

22 of the West Pakistan Civil Courts Ordinance, 1962. 
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8. Empowering any other Civil Judge in case of temporary vacancy of 

office of Civil Judge under section 23 of the West Pakistan Civil 

Courts Ordinance, 1962. 

 

9. District judge to transfer cases to equalize the civil work by giving 

date to the parties in the transferee Court [Rule 6, Ch 1-B, Vol-I of 

HRO]. 

 

10. Examination of the plaint in cases retained by the Court.[Rule 1,  

Ch1-C of  Vol-I of HRO] 

 

11. Presiding Officer to decide that whether the Summon is to be issued 

for final disposal or for settlement of issue [Order 5, Rule 5, CPC]. 

 

12. Framing of issues [Rule 2, Ch 1-F of Vol-I of HRO]. 

 

13. Examination of parties [Rule 5, Ch-1-F of Vol-I of HRO]. 

 

14. Discovery, inspection and admission. [Rule 11, Ch 1-F, Vol-I of 

HRO]. 

 

15. In case of unexpected holiday or unexpected absence, he should 

himself fix fresh dates on the preceding day in the register. [Rule 4, 

Ch 1-K, Vol-IV of HRO] 

 

16. District Judge to distribute execution work and to see that execution 

work is not neglected in Lower Courts [Rule 4&5, Ch 12-A, Vol-I 

of HRO]. 

 

17. District Judge to issue instructions on the subject of translation of 

Judgments [Rule 10, Ch 11-A, Vol-I of HRO]. 

 

18. In case of transfer of Civil cases under section 24 CPC regard should 

be had to Ch 13, Vol-I of HRO. 

 

19. In remand reasonable time for return of findings by the Lower Court 

should be fixed. [Rule 24, Ch14-B, Vol-I of HRO]. 

 

20. Giving date in case of remand. [Rule 21, Ch 14-B, Vol-I of HRO]. 

 

21. Note by Court on limitation and explanation of delay from appellant. 

[Rule 4,5,6,7,8,9 & 10, Ch 14-D of Vol-I of HRO]. 
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22. Rules of transmission of Appellate Courts Order to Lower Courts 

[Part E, Ch 14, Vol-I of HRO]. 

 

23. Holding of examination of petition writers [Rule VIII of Part B of 

Petition Writers Rules] 

 

24. Constitution of Board for examination of petition writers [Rule IX 

of Part B of Petition Writers Rules] 

 

25. Declaration of result of petition writers and submission of statements 

of their names to the High Court. [Rule X of  Part B of Petition 

Writers Rules] 

 

26. Granting of license to petition writers [Rule XI of  Part B of Petition 

Writers Rules] 

 

27. In case of failure to produce license by petition writer between 

prescribed period, his name to be posted on Board. [Rule XIV of  

Part B of Petition Writers Rules] 

 

28. In case of promotion of grade of petition writer, the next grade 

license is to be issued. [Rule XV of  Part B of Petition Writers Rules] 

 

29. May transfer any petition writer from one place to another within 

district. [Rule XVI of  Part B of Petition Writers Rules] 

 

30. Issue of duplicate license to loser petition writer. [Rule XVII of  Part 

B of Petition Writers Rules] 

 

31. Order rewriting of petition to petition writer. [Rule XXXI of  Part B 

of Petition Writers Rules] 

 

32. Breech of Rule XXXV of petition writers rule, offence to be 

cognizable by District Judge. [Rule XXXVI of  Part B of Petition 

Writers Rules] 

 

33. Keys of will-safe [Ch 7-B, Vol-II of HRO]  

 

34. Being Inspection Judge Civil Nazir to be checked [Rule 12, Ch 8-D, 

Vol-II of HRO]. 
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35. Grant of leave to official receiver. [Ch 5-A, Vol-II of HRO] 

 

36. Quarterly Inspection of his own court Nazir [Rule 18, Ch-8-D of 

Vol-II of HRO] 

 

37. Daily checking of accounts, in case the district judge is also having 

PLA [Rule 32 & 33, Ch 8-D, Vol-II of HRO]. 

 

38. Prompt remittance of money to treasury, in case the district judge is 

also having PLA [Rule 38, Ch-8-D of Vol-II of HRO] 

 

39. List of un-lapsed items, in case the district judge is also having PLA 

[Rule 43, Ch 8-D, Vol-II of HRO] 

 

40. Physical verification of balance at the hands of Nazir, in case the 

district judge is also having PLA [Rule 44, Ch 8-D, Vol-II of HRO] 

 

41. Monthly inspection of Nazirôs balance with treasury pass book, in 
case the district judge is also having PLA [Rule 45, Ch 8-D, Vol-II 

of HRO] 

 

42. Statements of lapsed items to be prepared, in case the district judge 

is also having PLA [Rule 48, Ch 8-D, Vol-II of HRO] 

 

43. Checking of register, at least once a month, relating to pecuniary 

transactions by the Presiding Officer [Rule 4, CH-8-A, Vol-II of 

HRO]. 

 

44. Daily checking of cash book [Rule 8, CH-8-A, Vol-II of HRO] 

 

45. Inquiry into embezzlement [Rule 5, 6 CH-8-B, Vol-II of HRO] 

 

46. Maintenance of Land Acquisition Register [Rule 2, CH-8-D, Vol-II 

of HRO] 

 

47. Quarterly inspection of Register of Process Servers and Bailiff Note 

Book [Rule 18, CH-8-D, Vol-II, Rule 3, CH-8-E, Vol-II of HRO] 

 

48. Supervision and control of District Judge over subordinate courts ï 

parameters [Rule 3, CH-1-A, Vol-IV of HRO] 
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49. Errors and Irregularities of lower courts ï In Appellate Jurisdiction 

ï Parameters [Rule 4, CH-1-A, Vol-IV of HRO] 

 

50. Pecuniary control ï Report of defalcation in accounts [CH-1-B, of 

Vol-IV of HRO] 

 

51. Periodical Inspection by District Judge of subordinate courts [CH-1-

C of Vol-IV of HRO] 

 

52. Inspection by presiding officer of his own Court [Rule 10, CH-1-C 

of Vol-IV of HRO] 

 

53. Assumption and Relinquishment of charges or appointments [CH-1-

E, Vol-IV, Rule 15, CH-18, Vol-IV of HRO] 

 

54. Circular Orders issued by District Judge only with prior approval of 

High Court [Rule 6, CH-2-A of Vol-IV of HRO] 

 

55. Surprise Inspection to check cancellation of Court fee stamps [Rule 

5, CH-2-B of Vol-IV of HRO] 

 

56. Memorandum of points to be attended by inspection officers [Part I 

to V of CH-2-B of Vol-IV of HRO] 

 

57. Dispatcher & receiver to be notified [Rule 7, CH-16-A Vol-IV of 

HRO] 

 

58. Weeding out of books [Rule 16, CH-18, Vol-IV of HRO] 

 

59. Annual checking of library [Rule 17, CH-18, Vol-IV of HRO] 

 

60. Loss or damage of Record [Rule 5, CH-19, Vol-IV of HRO] 

 

61. Signatures and addresses of officer on orders / correspondence [Rule 

6, CH-19-B Vol-IV of HRO]Parwana and Arzi [Rule 7, CH-19-B 

Vol-IV of HRO] 

 

62. Responsibility of preparation of estimated revenue and expenditure 

[Rule 4, CH-21-A, Vol-IV of HRO] 

 

63. Procedure to be adopted whenever a civil construction work is 

proposed [CH-22 Vol-IV of HRO] 
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64. Placement of Furniture card on Wall [Rule 2, CH-22-C, Vol-IV of 

HRO] 

 

65. Periodical returns and report [CH-23, Vol-IV of HRO] 

66. Submission of Indents for Registers [ Rule 1, CH-24, Vol-IV of 

HRO] 

67. Submission of Indents for supply of Form [Rule 2, CH-25-A, Vol-

IV of HRO] 

68. Each page of account book to be paged [Rule 54, Ch 8-D, Vol-II of 

HRO] 

69. Adjournment caused by holiday, how to be dealt with [Rule 8, CH-

1-A, Vol-III of HRO] 

70. Bail applications on holidays [Rule 7, CH-10, Vol-III of HRO] 

71. Remand case should be fixed back in proper place ï Procedure [CH-

14-E, Vol-I of HRO] 

72. Inspection of Judicial lockup [CH-27, Vol-III of HRO] 

73. Judicial Fines to be deposited daily [Rule 5, Ch 11, Vol, IV of HRO] 

74. Quarterly statements of fine realized to be sent to Sessions Judge 

[Rule 22, Ch 11, Vol-IV of HRO] 

75. Monthly reconciliation of all deposits in treasury. [GFR]  

76. Table of Process Fee outside Court room      [S-21, Court Fee Act] 

77. Delegatee of Financial Powers (Khyber Pakhtunkhwa Delegation of 

Financial Power Rules, 2018) 

78. For procurement see Khyber Pakhtunkhwa Public Procurement of 

Goods, Works and Services Rules, 2013. 

79. For maintenance of vehicles see the Government Staff Vehicles (Use 

& Maintenance) Rules, 1997. 
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C.No. 1(b)(3-8) 

II.  ADDIT IONAL DISTRICT & SESSIONS JUDGE  

 

1. Examination of the plaint in terms of Rule 1 of Chapter 1-C of Vol-

I of High Court Rules and orders. 

 

2. Presiding Officer to decide that whether the summons is to be issued 

for final disposal or for settlement of issues [Order 5, Rule 5 of CPC] 

. 

 

3. Signing of summons himself or authorization to Reader. [Rule 6, Ch 

1-D, Vol-I of HRO]. 

 

4. Framing of issues [Rule 2, Ch 1-F of Vol-I of HRO]. 

 

5. Examination of parties [Rule 5, Ch-1-F of Vol-I of HRO]. 

 

6. Discovery, inspection and admission. [Rule 11, Ch 1-F, Vol-I of 

HRO]. 

 

7. In case of unexpected holiday or unexpected absence, he should 

himself fix fresh dates on the preceding day in the register. [Rule 4, 

Ch 1-K, Vol-IV of HRO]. 

 

8. In remand reasonable time for return of findings by the Lower Court 

should be fixed. [Rule 24, Ch14-B, Vol-I of HRO]. 

 

9. Giving date in case of remand. [Rule 21, Ch 14-B, Vol-I of HRO]. 

 

10. Note by Court on limitation and explanation of delay from appellant. 

[Rule 4,5,6,7,8,9 & 10, Ch 14-D of Vol-I of HRO]. 

 

11. Reference can be made to High Court through D & SJ [Rule 6, Ch 

15, Vol-I of HRO]. 

 

12. Checking of register at least once a month relating to procuring 

transactions by the Presiding Officers [Rule 4, CH-8-A, Vol-II of 

HRO] 

 

13. Daily checking of cash book [Rule 8, CH-8-A, Vol-II of HRO] 

 

14. Inquiry into embezzlement [Rule 5, 6, CH-8-B, Vol-II of HRO] 
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15. Errors and Irregularities of lower courts ï In Appellate Jurisdiction 

ï Parameters [Rule 4, Ch 1-A, Vol-IV of HRO] 

 

16. Pecuniary control ï Report of defalcation in accounts [CH-1-B, of 

Vol-IV of HRO] 

 

17. Inspection by presiding officer of his own Court [Rule 10, CH-1-C 

of Vol-IV of HRO] 

 

18. Memorandum of points to be attended by inspection officers [Part I 

to V of CH-2-B of Vol-IV of HRO] 

 

19. Dispatcher & receiver to be notified [Rule 7, CH-16-A Vol-IV of 

HRO] 

 

20. Weeding out of books [Rule 16, CH-18, Vol-IV of HRO] 

 

21. Annual checking of library [Rule 17, CH-18, Vol-IV of HRO] 

 

22. Loss or damage of Record [Rule 5, CH-19, Vol-IV of HRO] 

 

23. Signatures and addresses of officer on orders / correspondence [Rule 

6, CH-19-B Vol-IV of HRO] 

 

24. Placement of Furniture card on Wall [Rule 2, CH-22-C, Vol-IV of 

HRO] 

 

25. In case of transfer of Civil cases under section 24 CPC regard should 

be had to Ch- 13, Vol-I of HRO] 

 

26. Judicial Fines to be deposited daily [Rule 5, Ch 11, Vol, IV of HRO] 

 

27. Quarterly statements of fine realized to be sent to Sessions Judge 

[Rule 22, Ch 11, Vol-IV of HRO] 

 

28. Monthly reconciliation of all deposits in treasury. [GFR]  

 

29. Table of Process Fee outside Court room      [S-21, Court Fee Act] 
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C.No. 1(c)(3-8) 
 

III.  SENIOR CIVIL JUDGE  

 

1. To see that Performance Evaluation Reports of all the staff of whom 

he is the appointing authority are record by 15th January each year. 

(Ch. 18-B, Vol-I of HRO) 

 

2. To check half yearly the register of security    kept by clerk of court. 

(Ch. 18-C, Vol-I of HRO) 

 

3. Examination of the plaint in cases retained by the Court.[Rule 1,  

Ch1-C of  Vol-I of HRO]. 

 

4. The list of all cases distributed amongst Civil Judge be exhibited 

outside the Court house daily, provided Senior Civil Judges is 

authorized to distribute the cases. (Rule 3, Ch. 1-B, Vol-I of HRO) 

 

5. While distributing business he should keep in mind Rule 3(ii) of Ch 

1-B, Vol-I of HRO 

 

6. Presiding Officer to decide that whether the summon is to be issued 

for final disposal or for settlement if issues [Order 5, Rule 5 CPC]. 

 

7. Signing of summon himself or authorization to COC [Rule 6, Ch 1-

D, Vol ïI of HRO]. 

 

8. Framing of issues [Rule 2, Ch 1-F, Vol ïI of HRO]. 

 

9. Examination of parties [Rule 5, Ch 1-F, Vol-I of HRO]. 

 

10. Discovery, inspection and admission. [Rule 11, Ch 1-F,Vol ïI of 

HRO]. 

 

11. In case of unexpected holiday or unexpected absence he should 

himself fix fresh dates on the preceding day in the register. [Rule 4, 

Ch 1-K, Vol-IV of HRO] 

 

12. To see that money realized in execution is accounted for [Rule 7, Ch 

12-A, Vol-I of HRO]. 
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13. In case of transfer of Civil cases under section 24 CPC regard should 

be had to Ch- 13, Vol-I of HRO. 

 

14. In case of remand if time cannot be honoured the Lower Court to 

apply for extension of time to Appellate Court [Rule 24, Ch 14-B, 

Vol-I of HRO]. 

 

15. In case of remand under Rule 23, Order XLI CPC, the case be 

registered on is original No, In case of re-investigation of certain 

issues under Order XLI Rule 25 CPC, it should remain on the 

register of Appellate Court. 

 

16. Statement of Serving Officer [Rule 28, Ch 14-B, Vol-I of HRO]. 

 

17. Reference can be made to High Court through D & SJ [Rule 6, Ch 

15, Vol-I of HRO]. 

 

18. Return of money.[Rule 17, Ch 8-D, Vol-II of HRO]. 

 

19. Periodical Inspection of his own courtôs Nazir [Rule 18, Ch-8-D of 

Vol-II of HRO] 

 

20. Checking of Process Servers note book [Rule 23, Ch 8-D, Vol-II of 

HRO]. 

 

21. Daily checking [Rule 32, 33, Ch 8-D, Vol-II of HRO]. 

 

22. Prompt remission of money to treasury [Rule 38, Ch 8-D, Vol-II of 

HRO] 

 

23. List of un-lapsed items, in case the district judge is also having PLA 

[Rule 43, Ch 8-D, Vol-II of HRO] 

 

24. Physical verification of balance at the hands of Nazir, in case the 

district judge is also having PLA [Rule 44, Ch 8-D, Vol-II of HRO] 

 

25. Monthly inspection of Nazirôs balance with treasury pass book, in 

case the district judge is also having PLA [Rule 45, Ch 8-D, Vol-II 

of HRO] 

 

26. Statements of lapsed items to be prepared. [Rule 48, Ch 8-D, Vol-II 

of HRO] 
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27. Each page of account book to be paged [Rule 54, Ch 8-D, Vol-II of 

HRO] 

 

28. Checking of register at least once a month relating to procuring 

transactions by the Presiding Officers [Rule 4, CH-8-A, Vol-II of 

HRO] 

 

29. Daily checking of cash book [Rule 8, CH-8-A, Vol-II of HRO] 

 

30. Inquiry into embezzlement [Rule 5, 6, CH-8-B, Vol-II of HRO] 

 

31. Quarterly inspection of Register of Process Servers and Bailiff Note 

Book [Rule 18, CH-8-D, Vol-II, Rule 3, CH-8-E, Vol-II of HRO] 

 

32. Pecuniary Control ï Report of defalcation in accounts [CH-1-B, of 

Vol-IV of HRO] 

 

33. Inspection by Presiding Officer of his own court [ Rule 10, CH-1-C 

of Vol-IV of HRO] 

 

34. Belts and Bedys of Bailif and Process Server [Rule 8, CH-6-A, Vol-

IV of HRO] 

 

35. Dispatcher & receiver to be notified [Rule 7, CH-16-A Vol-IV of 

HRO] 

 

36. Weeding out of books [Rule 16, CH-18, Vol-IV of HRO] 

 

37. Annual checking of library [Rule 17, CH-18, Vol-IV]  

 

38. Loss or damage of Record [Rule 5, CH-19, Vol-IV of HRO] 

 

39. Signatures and addresses of officer on orders / correspondence [Rule 

6, CH-19-B Vol-IV of HRO] 

 

40. Parwana and Arzi [Rule 7, CH-19-B Vol-IV of HRO] 

 

41. Responsibility of preparation of estimated revenue and expenditure 

[Rule 4, CH-21-A, Vol-IV of HRO] 
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42. Placement of Furniture Card on the wall [Rule 2, CH-22-C, Vol-IV 

of HRO] 

 

43. Periodical returns and reports [CH-23, Vol-IV of HRO] 

 

44. Remand case should be fixed back in proper place ï Procedure [CH-

14-E, Vol-I of HRO] 

 

45. Judicial Fines to be deposited daily [Rule 5, Ch 11, Vol, IV of HRO] 

 

46. Quarterly statements of fine realized to be sent to Sessions Judge 

[Rule 22, Ch 11, Vol-IV of HRO] 

 

47. Monthly reconciliation of all deposits in treasury. [GFR]  

 

48. Table of Process Fee outside Court room [S-21 Court Fee Act] 

 

49. Delegatee of Financial Powers ((Khyber Pakhtunkhwa Delegation 

of Financial Power Rules, 2018) 

 

50. For procurement see Khyber Pakhtunkhwa Public Procurement of 

Goods, Works and Services Rules, 2013. 

 

C.No. 1(d)(3-8) 
 

IV.  SENIOR CIVIL JUDGE (JUDICIAL) 1 

1. Disposal of judicial work of civil nature including Succession, 

Guardianship, Rent, Family, Insolvency, overseas Pakistani 

cases, environmental issues etc and that of criminal nature 

already defined and elaborated in any local or special law 

enforced for the time being, High Court Rules & Orders and 

Judicial Esta Code, excluding administrative work 

2. Marking of all cases to Civil Judges 

 

C.No. 1(e)(3-8) 
 

V. SENIOR CIVIL JUDGE (ADMINISTRATION) 2 

1. Regular procurement falling with in the domain of Senior Civil 

Judge: 

                                                 
1 Added vide PHC Notification No.291-J dated Peshawar 27th November 2018 
2 Added vide PHC Notification No.291-J dated Peshawar 27th November 2018 
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2. Compilation and maintenance of data of criminal and Civil 

cases and provision of information regarding all 

daily/fortnightly/monthly and quarterly performance and 

inspection reports of the district judiciary and required by the 

Secretariat and High Court; 

3. All matters relating to Process Serving Agency (Nazarat 

Branch); 

4. All related matters of the establishment of Senior Civil 

Judge/Process Serving Agency including recruitment, posting, 

transfer, promotion, disciplinary actions, attendance, leave etc 

and preparation of SNEs for creation of new posts; 

5. Stop-gap arrangements of Court staff ( as per necessity); 

6. Supervision of pay and allowances of the establishment of 

Senior Civil Judge and other allied matters as DDO in terms of 

Delegation of Financial Power Rules, 2018; 

7. Preparation of budget including pay, TA bills of the 

establishment of Senior Civil Judge including Civil Judges and 

contingency; 

8. All matters relating to the accounts of Civil Courts including 

revenue deposits, Sheriff Petty Accounts, Minorôs Accounts etc 

and its regular transmission to the quarter concerned including 

documents preparation thereof; 

9. Auction of properties where necessary; 

10. Regular inspection of judicial buildings / residential buildings, 

their maintenance and repair, security and maintenance of their 

proper record in the relevant registers; 

11.  Stock taking of all movable assets and amenities of the Courts 

including handing and taking over of residential buildings on 

transfer of allottees; 

12. Subject to general control of District & Sessions Judge, 

Supervision of record room, copying agency, library, judicial 

lockup, information Kiosk and automation of court record; 

13. Supervision of cleanliness and sanitation of the courts and 

judicial colonies, greenery and beautification and commercial 

activities in the Courts premises; 

14. General Administrative input under supervision of District & 

Sessions Judge particularly to liaise with the Judicial Officers, 

Khyber Pakhtunkhwa Judicial Academy,  PJC, Bench and other 

departments; 

15. Scheduling and arranging all monthly meeting including 

Criminal Justice Coordination Committee, Bench-Bar Liaison 
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and Judicial Officers monthly meetings etc by taking requisite 

data and regular follow up of the decisions; 

16. Head of Juvenile Justice Committee established under section 

10 of the Juvenile Justice System Act, 2018; 

17. Arrangements of training for the Judicial Officers and staff at 

local level including workshops; 

18. Computerization of record and implementation of CFMIS; 

19. Subject to overall supervision of the District & Sessions Judge 

looking after the matters relating to the official transport; 

20. Mechanisms for the Incentive and Reward policy under the 

overall supervision of District & Sessions Judge; 

21. At the end of each month, ensure reconciliation of fines 

collected by the courts of Judicial Magistrates; 

22. To assist the District & Sessions Judge in supervision of the 

Oath Commissioners, Notary Public and Deed/Petition writers 

with particular reference to their working and fees etc; 

23. Channel of communication with the High Court and other 

Government departments; 

24. Maintenance of PERs and declaration of assets of staff; 

25.  Maintenance of English files; 

26. Reporting loss and damage of the record through proper 

channel; 

27. Maintaining record of specimen signatures, addresses including 

contact number and Email of the Judicial Officers and staff. 

28. Maintain list of bail bonds / sureties and its updating on daily 

basis; 

29. Any other administrative task assigned by the District & 

Sessions Judge concerned; 

30. Judicial work as assigned by the District & Sessions Judge 

concerned. 

 

Note:The District & Sessions Judge may, with the concurrence of 

High Court mutually transfer the two Senior Civil Judges not before 

one year of work at the same station 

 

C.No. 1(f)(3-8) 
 

VI.  CIVIL JUDGE & JUDICIAL MAGISTRATE  

 

1. Examination of the plaint in cases retained by the Court.[Rule 1,  

Ch1-C of  Vol-I of HRO] 
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2. Presiding Officer to decide that whether the summons is to be 

issued for final disposal or for settlement if issues. [Order 5, Rule 

5 of CPC] 

3. Signing of summons himself or authorization to Reader. [Rule 6, 

Ch 1-D of HRO, Vol ïI of HRO]. 

4. Framing of issues [Rule 2, Ch 1-F, Vol-I of HRO]. 

5. Examination of parties [Rule 5, Ch-1-F of Vol-I of HRO]. 

6. Discovery, inspection and admission. [Rule 11, Ch 1-F,Vol ïI of 

HRO]. 

7. In case of unexpected holiday or unexpected absence, he should 

himself fix fresh dates on the proceeding day in the register. [Rule 

4, Ch 1-K, Vol-IV of HRO] 

8. Return of money.[Rule 17, Ch 8-D, Vol-II of HRO]. 

9. Reference case be made to High Court through D & SJ [Rule 6, 

Ch 15, Vol-I of HRO]. 

 

10. Checking of register at least once a month relating to procuring 

transactions by the Presiding Officers [Rule 4, CH-8-A, Vol-II of 

HRO] 

 

11. Daily checking of cash book [Rule 8, CH-8-A, Vol-II of HRO] 

 

12. Inquiry into embezzlement [Rule 5, 6, CH-8-B, Vol-II of HRO] 

 

13. Pecuniary control ï Report of defalcation in accounts [CH-1-B, of 

Vol-IV of HRO] 

 

14. Inspection by presiding officer of his own Court [Rule 10, CH-1-

C of Vol-IV of HRO] 

 

15. Memorandum of points to be attended by inspection officers [Part 

I to V of CH-2-B of Vol-IV of HRO] 

 

16. Dispatcher & receiver to be notified [Rule 7, CH-16-A Vol-IV of 

HRO] 

 

17. Weeding out of books [Rule 16, CH-18, Vol-IV of HRO] 

 

18. Annual checking of library [Rule 17, CH-18, Vol-IV of HRO] 

 

19. Loss or damage of Record [Rule 5, CH-19, Vol-IV of HRO] 
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20. Signatures and addresses of officer on orders / correspondence 

[Rule 6, CH-19-B Vol-IV of HRO] 

 

21. Placement of Furniture card on Wall [Rule 2, CH-22-C, Vol-IV of 

HRO] 

 

22. In case of transfer of Civil cases under section 24 CPC regard 

should be had to Ch- 13, Vol-I of HRO] 

 

23. Judicial Fines to be deposited daily [Rule 5, Ch 11, Vol, IV of 

HRO] 

 

24. Quarterly statements of fine realized to be sent to Sessions Judge 

[Rule 22, Ch 11, Vol-IV of HRO] 

 

25. Monthly reconciliation of all deposits in treasury. [GFR]  

 

26. Table of Process Fee outside Court room [S-21, Court Fee Act] 

 

 

C.No. 2(3-8) 
 

CALENDAR OF JOB DESCRIPTIONS OF STAFF OF DISTRICT 

JUDICIARY  

The jobs given in this calendar have been taken from different laws, 

instructions and settled practice. Effort has been made to give maximum 

references to relevant law. Apart from these descriptions of jobs there are 

many other functions and this list is not all inclusive. Nevertheless, an attempt 

is made to enlist most important of the jobs here.  

 

I. SUPERINTENDENT COURT OF DISTRICT & SESSIONS 

JUDGE 

 

1. Maintenance of character Rolls of all the staff of whom the District & 

Sessions Judge is the appointing authority [Ch 18-B, Vol-I of High 

Court Rules & Orders (HRO)].  

 

2. Submission of blank form of Performance Evaluation Reports of the 

staff to concerned reporting officer. (Ch. 18-B, Vol-I of HRO) 

 

3. Maintenance of Register of Security of Officials required to give 

security. [Ch 18-C, Vol-I of HRO]. 
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4. To see that all appeals, plaints and petitions etc, received in the court 

are properly stamped with court fee [Rule 5, Ch1-B, Vol-I of HRO]. 

 

5. Comparison of copies of accounts under Order 7 Rule 17 CPC, in 

cases retained by the District Judge for disposal. 

 

6. Signing of summons if authorized by District Judge [Rule 6, CH 1-D, 

Vol-I of HRO]. 

 

7. To examine the letters of request and commission [Rule 34, Ch 10-F, 

Vol-I of HRO]. 

 

8. Reception of memorandum of appeals [Rule 5, Ch 14-B, Vol-I of 

HRO]. 

 

9. Memo of appeal to be checked for purpose of limitation [Rule1&2, 

Ch 14-D, Vol-I of HRO]. 

 

10. To assist District and Sessions Judge in performing his duties as to 

petition writers. 

 

11. Checking of Process Servers register of the Agency of District & 

Sessions Judge. [Rule 23, Ch 8-D, Vol-II of HRO]. 

 

12. Public Notice as to money transaction. [Rule 6(b), Ch-9-A, Vol-II of 

HRO]. 

 

13. Nazir accounts to be checked. [Rule 9, Ch-9-A, Vol-II of HRO]. 

 

14. Monthly checking of Register of processes. [Rule 18, Ch-8-D, Vol-II 

of HRO]. 

 

15. Accounts of process fee and costs of establishment to be maintained. 

[Rule 8, Ch-5-A, Vol-IV of HRO]. 

 

16. Incharge of library. [Rule 9, Ch-18, Vol-IV of HRO]. 

 

17. Budget Estimates as directed by Presiding Officer.   

 

18. All correspondence pertaining to Court of District & Sessions Judge. 
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19. Review of monthly and annual statement both civil and criminal of 

all Courts. 

 

20. Matters of establishment of District & Sessions Judge. 

 

21. Checking and verification of copies issued by the Sessions courts. 

 

22. Receipt of all the dak from other offices and marking to concerned 

officers. 

 

23. Daily checking of copying accounts. 

 

24. General Supervision of the work of staff.  

 

25. Maintenance of stock register. 

 

II.  SENIOR SCALE STENOGRAPHER 

 

1. Dictation of Judgments [Rule 7, Ch 11-A, Vol-I of HRO]. 

 

2. In camp carries clerical duties. 

 

III.  JUNIOR SCALE STENOGRAPHER 

 

1. Dictation of Judgments [Rule 7, Ch 11-A, Vol-I of HRO]. 

 

2. In camp carries clerical duties. 

 

IV.  READER TO THE COURT OF DISTRICT/ADDITIONAL 

DISTRICT & SESSIONS JUDGE 

 

1.  Preparation of cause list of cases and exhibiting the same in the 

veranda of Court house one day before [Ch 1-A, Vol-I of HRO]. 

 

2. To see that all appeals, plaints and petitions etc received in the court 

are properly stamped with Court fee [Rule 5, Ch 1-B, Vol-I of HRO]. 

 

3. Comparison of copies of accounts under Order 7, Rule 17 CPC. 

 

4. Giving Parcha Yadashat [Rule 13, Ch-1-C, Vol-I of HRO]. 

 




