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FOREWORD 
 
 

Disability by itself is a trauma, both for the afflicted and for the parents.  
While overcoming the disability, the parents, the afflicted and the society 
surrounding the disabled person face tremendous stress.  Rehabilitation is achieved 
only when all of them put in their efforts consciously.  Over the past three decades, 
there has been a paradigm shift in the perception of the society towards the persons 
with disabilities; from charity and sympathy to opportunity and empathy and now 
recognition of their  equal rights and full participation.  The rehabilitation process 
starts with this realization.  

 
Vocational rehabilitation is one of the most tangible of all rehabilitation 

aspects, which gives the disabled a place in the society.  The Government of India 
through the Ministry of Labour has been a pioneer in providing vocational 
rehabilitation services.  The Vocational Rehabilitation Centres for the Handicapped 
(VRCs) have been silently serving the disabled since 1968.  The first two VRCs were 
started at Hyd erabad and Bombay.  Now there are seventeen such Centres in the 
country.  We plan to cover all the states/Union Territories in the near future.  The 
VRCs have so far registered 4.1 Lakh of persons with all categories of disabilities and 
rehabilitated about  1.3 Lakh.  The VRCs thus have a significant role in the country 
providing comprehensive rehabilitation services throughout India.  

 
A Hand Book on the Working of the Vocational Rehabilitation Centres for 

Handicapped was brought out by D.G.E. & T. in 1984 t o standardize procedures and 
bring about uniformity in their functioning.  Considering the paradigm shift in the 
perceptions, both by the public and the disabled themselves, a need was felt to review 
and to draw a more comprehensive Manual of Procedures fo r the Vocational 
Rehabilitation Centres for Handicapped.  We hope this Manual would improve the 
working of the VRCs, lift their quality of services and also provide guidelines to the 
NGOs that may venture into the field of vocational training of the disabl ed. 

 
I would like to place on record my deep sense of appreciation for the efforts 

put in by S/Shri R. Narasimham, S.R. Tripathi, Jain Singh, S.K. Krishna Prasad and 
Arun Joshi, under the supervision of Shri P.K. Ray, Director (LMI).  

 

 
 

New Delhi  

25 th  May 2001 

S. Krishnan 

Joint Secretary/Director General 

of Employment & Training  
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INTRODUCTION 
 
 

 
That the persons with disabilities should be treated with sympathy is no more tenable in a 

futuristic and technologically developing country like ours. What is required in the case of these 
persons is a sense of empathy coupled with concern and sincere effort.  Even though services for 
the disabled have been existing for centuries, the concept of rehabilitation as it is understood 
today, is of recent origin.  Vocational rehabilitation or employment concerns of the disabled took 
their roots just about thirty years ago in India, when a few of research projects were undertaken 
with the assistance of the Department of Social and Rehabilitation Services of the Government of 
U.S.A.  A majority of these projects were Hospital based except the Vocational Rehabilitation 
Centres for the Handicapped that were started in 1968 at Bombay and Hyderabad. 

 
Scientific and professional evaluation combined with vocational counselling is provided by 

the Ministry of Labour in Vocational Rehabilitation Centres for Handicapped and now extended to 
a variety of allied services. As per the available estimates for the year 1991, there were around 16 
million disabled in the country suffering from visual impairment, hearing impairment, loco motor 
disabilities and mental retardation.  

 
 Extent of the Problem: 

 
As per the data compiled by the NSSO the prevalence rates of physical disability were 

higher (2%) in rural areas than that (1.6%) in urban areas.  The distribution of handicapped 
persons according to disability as observed during the survey carried out in 1981 and 1991 were 

as follows: 
 
Table:  Distribution of Persons with Disabilities 

                                                     (In 000ôs) 
 

 Type of Disability 1981 1991 
 

Loco motor 5427 (39.68) 8939 (49.24) 
 

Visual Impairment 3474(25.4) 4005 (22.06) 
 

Hearing Disability (5Yrs & above) 3019 (22.08) 3242 (17.86) 
 

Speech Impairment (5Yrs&above) 1754 (12.83) 1966 (10.83) 
 

Total Persons with disabilities 13674 (100%) 18152 (100%) 
 

Persons with multiple disabilities 1635 1998 
 

% Of persons with multiple disabilities 11.5 11.0 

 

¶ Figures in brackets denote the percentage of estimated number of cases with 
reference to the total. 

 
 
In a separate survey of children below the age of 14 years with delayed mental 

development, it was found that 29 out of 1000 children in the urban areas and 30 out of 1000 
children in the rural areas had developmental delays associated with mental retardation. 

 
Overall Educational Profile of the disabled: 
 

NSS estimates show that most of the disabled persons (70% in rural areas and 46% in 
the urban areas) were illiterate. Disabled persons with education up to primary level were 20% in 
rural areas and 30 % in urban areas. Very few (3.5% in rural and 12.3% in urban areas) were 
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educated above the secondary school education.  The participation of the disabled in vocational 
courses was also very less. Out of 1000 persons of the age of 5 years and above, only 12 had 
completed vocational courses as per the NSSO survey 1991. 

 
VOCATIONAL REHABILITATION CENTRES FOR HANDICAPPED 

 
Seventeen Vocational Rehabilitation Centres (VRCs) for the Handicapped have been 

functioning in the country, one each at Agartala, Ahmedabad, Bhubaneswar, Bangalore, Calcutta, 
Chennai, Guwahati, Hyderabad, Jabalpur, Jaipur, Kanpur, Ludhiana, Mumbai, New Delhi, Patna, 
Trivandrum and Vadodara.  Out of these the VRC at Vadodara have been set up exclusively for 
handicapped women. Efforts are being made to set up at least one VRC in each State/UT during 
the Ninth and Tenth Plan periods. These Centres evaluate the residual capacities of the 
handicapped and provide them adjustment training, facilitating their early economic rehabilitation.  
Efforts are also made to assist them in obtaining other suitable rehabilitation services such as job 
placement, training for self-employment and in plant training. 

 
In order to facilitate speedy rehabilitation of the handicapped, 7 Skill Training Workshops 

(STWs) have been set up at the VRCs in Ahmedabad, Bangalore, Chennai, Hyderabad, Kanpur, 
Mumbai and Trivandrum.  This facility is being extended to all the VRCs in a phased manner.  
Non-formal job oriented skill training is provided at these Centres. 

 
Rehabilitation services are also extended to the handicapped living in rural areas through 

mobile camps and Rural Rehabilitation Extension Centres (RRECs) set up in 11 Blocks under 5 
VRCs viz.; VRC Mumbai, Calcutta, Kanpur, Ludhiana and Chennai.   

 
Rehabilitation programs are primarily concerned with the helping the disabled persons as 

a person requiring a specialized help to enable him to realize his physical, social, emotional and 
vocational potentialities. Rehabilitation programs would not be considered successful unless and 
until the disabled person is made economically independent.  

 
Vocational rehabilitation is a process, which enables the disabled person to secure some 

suitable employment, which he/she could retain and advance on permanent basis with an ultimate 
aim of integrating him/her in the society. This requires a systematic and scientific approach. 

 
It was in 1959 that the Directorate General Of Employment And Training in the Ministry of 

Labour which is the headquarters of the National Employment Service in India started extending 
their role in the field of rehabilitation of the disabled also. In that year the first Special Employment 
Exchange for the Physically Handicapped was set up in Bombay. At present there are 40 special 
employment exchanges, for physically handicapped, and 41 special cells. These exchanges have 
been following the placement techniques in referring and placing the handicapped in 
Government/salaried jobs.  

 
Based on the experience gained from the special employment exchanges, the DGE&T felt 

that the placement efforts for the person with disabilities (PWD) would not be very fruitful unless 
the residual abilities of the persons were evaluated and provided training before they are submitted 
to the employers. Hence it has decided to provide such a support to the disabled persons through 
setting up of separate Vocational Rehabilitation Centres for Handicapped (VRC) to attend to this 
task.  

 
An agreement was signed between Govt. of India and the Govt. of U.S.A. and 

two VRCs, one at Bombay and the other at Hyderabad were set up in 1968 to assess the 
vocational and psychological needs of the PWD and to render rehabilitation assistance to 
them.  

 
The results from the two Centres were so encouraging that the DGE&T had 

expanded the scheme and established 17 such Centres in the entire country as on date. 
There is a proposal for setting up at least one VRC in each State/UT during the Ninth and 
Tenth Plan periods.  
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Objectives of the VRCs, under the D.G. E &T (Ministry of Labour): 
 

The Ministry of Labour has been involved in the vocational training and 
rehabilitation of the persons with disabilities since 1968, through the Vocational Rehabilitation 
Centres for Handicapped (VRCs).   At present there are 17 VRCs in the country functioning in 
different States.  

 

  The main objectives of the VRCs are:  
 
ü To evaluate the disabled persons to unfold their full potentials. 
ü To ascertain the medical, psychosocial and vocational needs of the persons 

with disabilities for mainstreaming them into the community successfully. 
ü To assist the disabled to develop rehabilitation plans depending on their 

specific needs and to assist through Government and non-Government 
agencies for rehabilitation services. 

ü To demonstrate the abilities of the disabled successfully on competitive 
vocations utilizing their residual functional abilities. 

ü To coordinate with various Government and non-government organizations to 
promote speedy rehabilitation of the disabled by providing training, job and 
self-employment services. 

ü To stimulate and promote the planning of rehabilitation services and to 
develop community responsiveness to the rehabilitation programme. 

ü Selective placement of the disabled suited to their residual capabilities. 
ü Identification of jobs suited to the disabled. 
ü Organize seminars and workshops for orientation and training of professionals 

and non-professionals in the field of vocational rehabilitation.  
ü Networking of Government and Non-Government agencies for speedy 

rehabilitation of the disabled. 
 

At present seven VRCs have been provided with Skill Training Workshops. The Skill 
Training Workshop (STW) is envisaged to provide skill training to the disabled as per the 
employment market requirements. The strengthening of the existing VRCs by including the STWs 
is under process.  

 

 
The Objectives of STWs are: - 

 
ü To develop skills of the persons with disabilities suited to their 

individual capacities - intellectual and physical. 
ü Design training modules and execute them as per requirements and 

prepare lists of tools and equipment required by the disabled to face 
the emerging employment market. 

ü Design special training modules for providing training in single 
operations to suit the requirements of the employers. 

ü Identify training needs with a view to start community based vocational 
training and develop suitable syllabi.    

ü Training of trainers of the disabled 
 
 
 
 
 

Starting of Rural Rehabilitation Extension Centres: 
 

At present there are 11 Rural Rehabilitation Extension Centres  (RRECs) attached to 
five of the VRCs at Kolkata (Uluberia, Barasat), Chennai. (Chithamur, Trivellore), Kanpur 
(Akbarpur, Gosaiganj, Mohanlalgunj), Ludhiana (Amritsar, Hoshiarpur) and Mumbai 
(Bhiwandi, Dahanu) - These Centres cater to the needs of disabled persons in the rural 
areas. 
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The Objectives of the RREC are: 

ü Identify and evaluate the physical, mental, social and vocational needs of the 
disabled in the defined rural area. 

ü Create awareness of the abilities of the disabled in the community. 
ü Organize camps in rural areas for evaluation and placement of the disabled in 

training, jobs or self-employment. 
ü Identify occupations or operations suited to the disabled in the rural 

areas/areas assigned. 
ü Identify artisans who can provide training to the disabled of the area. 
ü Provide community based vocational training in selected operations utilizing 

community resources and the technical know-how available at the VRCs. 
ü Compile lists of Governments and Non-Governments organizations working for 

the disabled. 
ü Establish contacts with employers, industries and other voluntary bodies for the 

furtherance of rehabilitation of the disabled. 
ü Develop self-employment opportunities as per the local need of with the   help 

of the local support system. 
ü Promote cooperatives and sheltered workshops for the disabled with 

community participation. 
ü Procure aids and appliances for the disabled to increase their rehabilitation 

prospects. 

 
 

The objectives of this handbook are: 
 

ü Provide guidelines to the Heads of the VRCs for systematic delivery of services 
ü To give an overall idea of the functioning of the VRCs.  
ü Develop a uniform pattern and function of VRCs. 
ü Standardize the forms and registers to be maintained in the VRCs for administrative 

and professional purposes.  
  

The procedures detailed in this handbook are to be followed to the extent possible by all 
VRCs. If any addition/deletion or deviation were contemplated by any of the VRCs, the Head of the 
Centre would get written permission from the Head of the Department (D.G.E& T.) giving his 
viewpoints on the said procedure. This would enable the Director of Employment Exchanges to 
permit the particular Centre as well as to inform others also of the change so that the uniformity is 
maintained.  
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Chapter 1 
 

INTAKE AND REGISTRATION 
 
This Chapter deals with the procedures to be followed for Intake and Registration of pwd 

approaching the VRC.  Certain important definitions and other related information is provided in 
the beginning of the Chapter before the actual procedures are dealt with.  

 
 DEFINITIONS 

The World Heath Organization has defined the terms impairment, disability and handicap etc. 
as follows: 

 
Impairment: Impairment is any loss or abnormality of psychological, physiological or 

anatomical structure or function. 
Disability:  A disability is any restriction or lack (resulting from an impairment) of ability to 

perform an activity in the manner or within the range considered normal for a human being. 

Handicap: A handicap is a disadvantage for a given individual, resulting from an 

impairment or disability, that limits or prevents the fulfilment of a role that is normal (depending on 

age, sex and social and cultural factor) for that individual. 
Disabled person: The ILO has defined a disabled person as an individual whose 

prospects of securing, retaining and advancing in suitable employment are substantially reduced as 

a result of a duly recognised physical or mental impairment. 

REHABILITATION 

 "Rehabilitation refers to a process aimed at enabling persons with disabilities to reach and 
maintain their optimum physical, sensory, intelligence, intellectual, psychiatric or social functional 
levels". 

 The Vocational Rehabilitation Centres for Handicapped extend evaluation and 

rehabilitation assistance to persons with disabilities as mentioned below: 

1. Blindness: "Blindness" refers to a condition where a person suffers from any of the 

following conditions, namely:  
 
i. Total absence of sight: or 
ii. Visual acuity not exceeding 6/60 or 20/200 (snellen) in the better eye with correcting 

lenses; or 

iii. Limitation of the field of vision subtending an angle of 20 degree or worse. 
2. Low vision: "Person with low vision" means a person with impairment of visual 

functioning even after treatment or standard refractive correction but who uses or is potentially 
capable of using vision for the planning or execution of a task with appropriate assistive device. 

3. Leprosy cured: "Leprosy cured person", means any person who has been cured of 

leprosy but is suffering from: 

i. Loss of sensation in hands or feet as well as loss of sensation and paresis in the eye 
and eye-lid but with no manifests deformity. 

ii. Manifest deformity and paresis but having sufficient mobility in their hands and feet to 
enable them to engage in normal economic activity. 

iii. Extreme physical deformity as well as advance age which prevents him from 
undertaking any gainful occupation. 

 
4. Hearing impaired: "Hearing impairment,ò means loss of sixty decibels or more in the better 

ear in the conversational range of frequencies. 
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5. Loco motor disability: "Loco motor disability" means disability of the bones, joints or 

muscles leading to substantial restriction of the movement of the limbs or any form of cerebral 
palsy. (Only persons with 40% disability and above will be considered) 

 
6. Mental Retardation: "Mental Retardation" means a condition of arrested or incomplete 

development of mind of a person, which is specially characterized by sub normality of 

intelligence. 
 

Evaluation and Assessment of Disabilities 

 The Government of India, Ministry of Welfare have laid down that the general guidelines for 
evaluation and assessment of various disabilities issued by the Government of India in the Ministry 
of Welfare Gazette Notification No.4 4-2/83-HW/ III dated 6 August 1986 and as may be amended 
from time to time, shall be followed for evaluation of various disabilities specified in section 2(b) (c) 
(1)(n)(o) (q)(r)(t) and (u) of the Act. This was also circulated by Director of Employment Exchanges 
DGE&T vide EEM No. 2/89 ï 12.1. 

 While rendering services to the PWD, the VRCs should insist and ensure that the Disability 
Certificates produced by them contains a certificate to the effect that the disability has been 
assessed and certified by the Medical Board as per the guidelines contained in the Ministry of 
Welfare Gazette Notification dated 6th August 1986 or later instructions.  

 With a view to avoid hardship to the disabled, the VRCs may register persons with apparent 
disability and advice and guide him to produce the proper medical certificate. 

 Medical Board attached to the VRC: A separate Medical Board will be constituted for 

each VRC to examine the disabled person as mentioned in the chapter on Evaluation. The 
objectives of the Medical Board attached to the VRCs have been detailed in the said Chapter.  

Authorities to give Disability Certificate 
 

 As per the Notification of the Government of India, Ministry of Welfare the authorities to give 
disability Certificate are as follows: 

ü A Medical Board duly constituted by the Central and the State Government shall issue 
Certificate. 

ü The State Government may constitute a Medical Board consisting of at least three 
members out of whom at least, one shall be a Specialist in the particular field for assessing loco 
motor/visual including low vision/hearing and speech disability, mental retardation and leprosy cured, 
as the case may be. 

ü The Medical Board shall, after due examination, give a permanent disability certificate in 
cases of such permanent disabilities where there are no chances of variation in the degree of 
disability. 

ü The Medical Board shall indicate the period of validity in the Certificate, in cases, where 
there is any chance of variation in the degree of disability. 

ü No refusal of disability certificate shall be made unless an opportunity is given to the 
applicant of being heard.  

ü On representation by the applicant, the Medical Board may review its decision having 
regard to all the facts and circumstances of the case and pass such order in the matter as it thinks 
fit. 

ü The certificate issued by the Medical Board under Rule 5 shall make a person eligible to 
apply for facilities, concessions and benefits admissible under schemes of the Government or Non-
Governmental Organisations, subject to such conditions as the central or the State Government may 
impose. 
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INTAKE: 
 
 
 The words ñIntakeò and ñRegistrationò are used separately for administrative purposes.  

 Intake: Initial entry of details of PWD in the VRC. 

 Registration: Maintenance of records for the purpose of Employment in a particular format. 

 Intake of the clients in the VRC is different from Registration. The intake of the pwd is done to 
collect his bio-data, family history, social-economic parameters etc. to facilitate his vocational 
evaluation and to formulate his vocational rehabilitation plan, whereas Registration is done, to build 
up a Live Register to make submission action against the vacancies notified to VRCs under co-
sponsoring powers given to them. Since submission action of the VRCs under Co-sponsoring power 
is governed by the guidelines laid down in the NES Manual, registration is essential to build up a 
Live Register, to render employment assistance. 

Jurisdiction 

 Normally, the jurisdiction of a VRC will be State/Union Territory in which it is functioning. 
However, if there is no VRC in the neighbouring State, the VRC located in the adjoining State may 
register and evaluate the candidates.  

 In the normal course, a VRC will register/evaluate a PWD residing in his jurisdiction only. 
However, if a client residing in the jurisdiction of any other VRC reports for his 
registration/evaluation, and gives his local address, he may be evaluated/registered. His registration 
and evaluation report may be transferred to the concerned VRC if the client requests in writing for 
such a transfer. 

Eligibility: A handicapped person belonging to any one or more than one category of 

disability covered under the PWD Act 1995 within the age limit of 15-50 years.  

 There is no restriction regarding educational qualification. Rehabilitation assistance will 
commensurate with the educational qualification and residual abilities.  

 The intake/registration shall be done in the VRC premises on all working days primarily 
during forenoon session. However, intake/registration should not be generally denied in afternoon 
session, in deserving cases, coming from distant places. 

 INTAKE PROCEDURE 

 Intake should normally start in the Centre with the invitational talk to be given by the 
Rehabilitation Officer at about 10.00 A.M. on all the working days in a group form to all the new 
candidates who approach the centre for their intake/evaluation, highlighting the services offered by 
the Centre to them and various concessions, facilities, benefits etc. available to them from Central as 
well as State Government. On occasions when this is not feasible, the Intake Assistant will brief the 
pwd as above. 

 After the invitational talk is over, the Intake Assistant shall take the new client to the referral 
unit and ensure that they are comfortably seated. The intake assistant thereafter shall collect the 
personal Bio-data of the client on the case card (VRC-I).  

 Before collecting the bio-data, the Intake Assistant should establish a friendly and cordial 
rapport with the client and try to win his confidence so that, he reveals all information relating to him 
which will be very crucial and provide vital clues in formulating his vocational and rehabilitation plan. 
The Intake Assistant should very tactfully interrogate the client and should try to get as much 
information as possible particularly relating to his work experience, training, present status of work 
and family profession and shall record the same.  
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 While collecting the Bio-data of the client and completing case card, the Disability Certificate, 
Date of Birth of the client, Community/Caste Certificate, if he belongs to reserved community, as well 
as his Educational/Training/Employment Certificates should be verified by the Intake Assistant and 
in proof of the verification done, he will make an endorsement "V" against the relevant entry and will 
sign these entries. This will make the claims, regarding Age, Data of Birth, Disability, Community, 
Education, and Technical qualification, made by the clients more authentic and reliable. In case the 
client is not producing Certificates in support of his client, an endorsement of "NV" (Not verified) shall 
be made and signed by Intake Assistant). 

 After completion of the intake, the details of the clients shall be entered in the Master Intake 
Register (VRC-II) and shall issue Identity Card (VRC-III). The Intake Assistant will also give the client 
all pertinent information relating to his rehabilitation.  

 After completion of all records, the candidate shall be sent to the Rehabilitation Officer.  

 At the end of every month, the Intake Assistant will prepare a statistical summary of the 
intake done during the month giving the break-up of the intake, category wise (disabilities) and 
gender wise. Similarly, he will also prepare category wise and gender wise progressive statistical 
summary of the intake done since inception of the Centre. This information will be helpful in 
maintaining up-to-date records of intake and in furnishing the monthly progress reports to the 
headquarters. 

 The Rehabilitation Officer will carefully go through the Personal Bio-Data of the client 
collected by the Intake Assistant and shall supplement more information wherever it is necessary. 
The Rehabilitation Officer will thereafter complete Functional Capacity in the case card. He will give 
personalized vocational guidance to the client looking into the educational qualification, work 
experience and training etc. of the client. The Rehabilitation Officer will also record briefly the 
vocational potentials and requirement of any vocational training, which has been arrived at during 
the course of discussion with the client. The case then shall be passed on to the psychologist for 
vocational evaluation. 

 The client along with the case card will be passed on to the Psychologist for psychological 
and work evaluation. For detailed procedure please refer the chapter on Evaluation. 

 On completion of Evaluation and case conference, the case card shall be returned to the 
referral section (Intake Assistant) for Rehabilitation Assistance, record and periodical follow-up. The 
Intake Assistant shall make necessary entries on the case card and other registers with regard to the 
rehabilitation services provided to the individual.  

 REGISTRATION FOR ECONOMIC REHABILITATION 

 Registration shall be made for all clients who had completed their evaluation. The records for 
registration for economic rehabilitation will be similar to the X-1 card prescribed as per National 
Employment Service manual with minor modifications (relating to disability).  

 A Live Register will be maintained as per procedure detailed in the NES manual.  

 This would give details of the type of manpower available with the centre and facilitate 
submissions against vacancies intimated to the centre under co-sponsoring powers scientifically. 

 Every PWD eligible for admission to the centre is eligible for Registration for economic 
rehabilitation.  

 The procedure for Registration has been provided in detail in Volume-I of the National 
Employment Service Manual, which may be followed by the VRCs. However, in brief, the 
Registration of a PWD shall be done in the VRCs in the following manner: 

ü As soon as evaluation of a client is completed in the centre, he should be informed 
about the facility of Registration for jobs, available in the Centre. 
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ü The Registration of a client shall be done on Index Card (VRC-IV) (similar to X-1 of 
NES Manual) and all the entries in the form shall be completed by the Intake Assistant. The 
Disability Certificate, Date of birth, Community Caste Certificate (if the client belongs to some 
reserved community) and educational/training/employment/experience certificates shall be checked 
and verified by the Intake Assistant and in proof of his verification, he will make an endorsement "V" 
against the relevant column and make his initials in proof of his verification. This will make these 
entries fully authentic and reliable and will make the candidate eligible for considering him against 
the posts intimated to the Centre, without requiring any verification at the time of his submission. 
After the Index Card (VRC-IV) is filled, the Intake Assistant shall obtain the signature of the client in 
the relevant column. The Intake Assistance will also prepare the Registration Card (VRC-III) and will 
obtain the signature of the client on the Registration Card. The Intake Assistant will also obtain 
photocopies of the Disability Certificate, Community Certificate, Certificate of Date of Birth and 
Certificate of Education/Training/Employment (if available) and file in the Index Card of the client. 
The Intake Assistant will then enter the details of the Index Card made in the book of Register 
entitled "Record of Registration" (VRC-XI). Every year, new series of Registration Number shall be 
allotted by suffixing the category of the client followed by the year of Registration, after the 
Registration number. On the top of the Index Card, the category of the client, percentage of his 
disability and the community (if he belongs to the reserved community) shall be marked in red ink to 
facilitate maintenance of Live Register, filing of Index Card and effecting prompt submissions. 

 The Index Card and Registration Card will then be sent to the Rehabilitation Officer along 
with the client. The Rehabilitation Officer will check all the entries made in the Index Card on the 
basis of available record and will sign the Index Card as well as Registration Card as per the NCO 
codes available in the National Classification of Occupations. The Registration Card shall be handed 
over to the client and the Index Card shall be sent to the Live Register for filing in the Cabinet. If the 
client is professionally qualified in more than one area, an alternative occupation shall be allotted 
and a Dummy Card shall be prepared for the alternative occupation and shall be filed in the Live 
Register in the appropriate place. 

 The Registration of a client shall be basically governed by his actual educational 
qualification/training/work experience etc. at the time of the registration and therefore, the vocational 
evaluation report of the client will not affect his registration in the Centre for job, unless and until the 
client actually acquires the training, work experience etc. recommended for him during his vocational 
evaluation. However, a copy of his vocational evaluation report shall be filed in his Index Card or the 
summary of his vocational evaluation shall be recorded on the Index Card at some appropriate 
place. Every day, at the close of the day, the record of registration (VRC X) shall be closed and the 
signature of the R.O. shall be obtained. 

  RE-REGISTRATION 

  Re-Registration of a client who is already registered in the Centre shall be done, if he 
subsequently reports in the Centre, with a certificate having obtained higher level of education, training 
or work experience etc. In such cases, re-registration of the client shall be done on the old "Index card" 
itself, from the date he reports and the entries of his educational qualification, training, experience etc. 
shall be recorded in the appropriate column of the Index Card. The N.C.O. Code No. shall also change 
accordingly. The client will be issued a new "Registration Card" bearing a new Registration No. duly 
attested by the Rehabilitation Officer. The old Registration Card shall be obtained and filed in his Index 
Card. However, the candidate shall retain his old seniority in the previous occupation in which he was 
registered, which will now become the alternative occupation and for which Dummy Card shall be 
prepared and kept at an appropriate place in the Live Register. An appropriate cross entry shall also be, 
made in the Record of Registration (VRC-X) against his old Registration No. indicating Re-Registration 
No. with the date of Re-registration. 

  ALLOTMENT OF INTAKE NO. AND REGISTRATION NO. 

 Since the client shall be intake for evaluation and will also be registered for economic 
rehabilitation, it will be necessary to allot him different Intake No. and Registration No. Since intake and 
registration of a client will not take place at the same time and it may not be always necessary to 
register all clients since some of them may come to the Centre only for supportive services, maintaining 
same Intake No. and Registration No. for a client will practically be not possible. Therefore, separate 
Intake No. and Registration No. shall be allotted to the clients and separate Intake and Registration card  
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shall be issued. In order to differentiate between Intake No. and Registration No. Registration No. shall 
be prefixed by `R' for example the Registration of a client would read as VRC/R/10/LD/99, whereas the 
Intake No. will read as 1/LD/99. The Intake No. & Registration Nos. shall be allotted in new series every 
calendar year by suffixing the category of client and year of registration. 

  RENEWAL OF REGISTRATION 

 Renewal of Registration of a client shall be done in the Centre every day. For the purpose of 
maintaining renewals of registration, a "Renewal Register" (VRC-V) shall be maintained. The renewals 
shall be done in 2 forms (i) Spot renewal and (ii) Postal renewal. In case of spot renewal, the entries of 
renewals shall be first entered in the Renewal Register and then the next date of renewal shall be 
recorded on the Registration Card of the client indicating the date and serial No. of the Renewal 
Register. Based on the entries of the Renewal Register, the renewal entries shall be then made in the 
Index Cards of the clients on Live Register by the Intake Assistant. In case of postal renewal, the 
renewal entries shall be made in the Index Cards and next date of renewal shall be intimated to the 
client in writing directly. The request letter of the client requesting the renewal shall be filed in the Index 

Card for record. 

 LAPSING OF REGISTRATION 

 The lapsing of the Registration shall be done as per the instructions issued by the DGE&T from 
time to time after allowing grace period of one month. For this purpose, the Intake Assistant shall review 
the Live Register periodically and the Index Cards of these clients who have not renewed their 
registration, even after allowing grace period shall be removed from the Live Register. The relevant 
entry regarding lapsing of registration shall be made in the "Records of Registration" (VRC-X) against 
the relevant Registration No. and the lapsed Index Cards shall be kept separately for future reference. 

 MAINTENANCE OF LIVE REGISTER 

 The Index Card shall be filed in a Cabinet NCO GroupWise, as per the seniority of their 
Registration. Within the same NCO Group, the Index Cards of the priority group/reserved category shall 
be filed separately as per the seniority of their registration, separating each category by a Separator. 
Once all the Index Cards of the clients registered in the Centre are filed in such a way in a cabinet, this 
will constitute a Live Register. This Live Register will provide the centre an exact idea of the type of 
manpower, which is available with it. 

 The Live Register shall be kept under the lock and key, under the personal custody of the 
Rehabilitation Officer and no one shall be entitled to handle the Live Register other than the personnel 
authorised for this particular job. This Live Register shall serve the purpose of effecting submissions 
against vacancies notified to the Centre under co-sponsoring powers. The selections made from the 
Live Register against the vacancies notified to the Centre shall be scientific, authentic and shall provide 
no room for any omission or favouritism. The construction of Live Register will also enable a registered 
client to know his exact position among the registrants of the centre within a NCO Group. The Live 
Register so constituted and submissions made on the basis of this Live Register, will also enable VRCs 
to meet out the submission enquiry of clients more positively and convincingly.  

 The Index cards will be maintained in separate coloured envelopes made of card sheets as 
per the guidelines given below:  

1. Red - Blind & Low vision 

2. Blue - Hearing Impaired 

3.    Green - Leprosy Cured 

4.    Yellow - Mentally Retarded 

5.    White - Loco motor Disabled  
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Chapter 2 
 
 

EVALUATION 
 
 Evaluation is a process through which the residual abilities, personal attributes of the 

persons with disabilities are scientifically qualified and quantified with reference to their 
physical, mental, social and vocational capacities to help the professional team to arrive at a 
suitable vocational diagnosis.  

 
The evaluation process involves: 
 
ü Physical/medical evaluation 
ü Socio-economic evaluation 
ü Psychological evaluation 
ü Vocational evaluation 
 

Physical or Medical Evaluation: 
 
The objectives of the Medical Board attached to the VRC are different from the 

Board constituted by the various State Governments under the PWD Act. The purpose 
of the Medical Board attached to the VRC will focus on the Vocational abilities vis-à-vis 
the physical impairment. New VRCs will send the suitable proposal to Hqs for its 
constitution. The constitution of the Board will be by designation and not by name. They 
will be paid honorarium as per rules. 

 
A Medical Board attached to each VRC consists of the Heads of the Departments 

of the following Specialties: 
 
ü Physical Medicine & Rehabilitation 
ü Otorhinolaryngology 
ü Ophthalmology 
ü Psychiatry 
ü Neurology 
ü Leprology  
ü General Medicine 

 
Objectives of Medical Evaluation: 
  

ü Assess extent of disability and obtain a medical certificate. 
ü Assess Physical restorative measures including surgery, therapy and ability aids. 
ü Identify prohibited areas of work that may aggravate the disability conditions.  
ü Issue of suitability certificate for job. 
 

Procedure for referral to the Medical Board: 
 
1. The Intake Assistant will interview the PWD superficially assess the eligibility for 

registration at the Centre.  
 
2. If the PWD already has a Medical Certificate the eligibility for registration will be 

assessed accordingly.  
 
3. In cases where Medical Certificates are not available but the impairment is visible, 

he/she will be registered and then referred to Medical Board through a suitable letter signed by 
the Head of the Office.  

 
4. In case the medical board suggests corrective surgery or other treatment or physical 

restoration through the use of aids and appliances the Rehabilitation Officer should motivate  
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the handicapped individual and his family members to accept the recommendations. 
 
5. Suitable entries will be made in the Register (Ability Aids) maintained for 

procurement of ability aids including the nature of physical restorative measures suggested. 

 
6.  The VRC will take appropriate steps in arranging for physical restorative measures 

through community participation in the form of welfare charitable organizations, Trusts, Service 
Clubs, philanthropists and financial institutions to enable them to meet the expenses.  Here it 
should be remembered that the VRC has no separate budgetary allocation for this purpose.  

 
    7. Suitable entries will be made when ability aids are actually procured and provided to 
the pwd in the relevant column in the Register (Ability aids) and the Master Intake Register. 

 
Socio-economic Evaluation: 
 
      The VRCs have been providing its services to the disabled through community 

participation and use of community resources since its inception. The Vocational Rehabilitation 
and Social Integration is commensurate with the socio economic status of the individual.  

 
The Intake Assistant shall compile and record all the relevant socio economic 

parameters of the individual in the case card. He will also summarize these observations in a 
short report. 

 
    On completion of the interview, the pwd is referred to the Rehabilitation Officer. The 

Rehabilitation Officer will interview the pwd and record the functional capacities in the case 
card.  

 
 He will introduce the pwd to the employment market prevailing in the area in general 

and the World of Work.  
 
He will record the rehabilitation needs of the pwd in general and then refer to 

Psychologist for detailed evaluation. 
 

 
Psychological Evaluation: 
 
Objectives: 
 
1. Assessment of various personality parameters of the individual that affect and 

promote successful acquisition and retention of job. 
2. Analysis of strengths, weaknesses, opportunities and threats (SWOT Analysis) 

through objective and subjective tests. (Emphasis will be on objective tests) 
3. Determine the type of skill and trades in which the individual needs to undergo 

vocational evaluation. 
4.  Illustrative Example of the areas of personality parameters to be assessed are given 

below: 
 

ü Intelligence 
ü Interests 
ü Aptitude 
ü Temperament 
ü Personality 
ü Psychomotor abilities 
ü Creativity 
ü Emotional aspects 
ü Acceptance to disability 
ü Attitude 
ü Coping mechanism and reaction time etc. 

 
The results shall be recorded in the case card along with interpretations. The 

individualôs score sheets shall be attached with the case card.   
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Vocational/Workshop Evaluation: 
 
 The vocational/workshop evaluation is an extension of psychological 

evaluation. It should be borne in mind that the pwd attending the Centre are not 
necessarily skilled. The evaluator must bear in the mind that the workshop evaluation is 
not meant to measure the skills of the disabled as if he is a skilled person but to assess 
potential to develop skills. Some times the skills are also evaluated of persons who 
already possess skills through training or experience.  

 
The objectives of Workshop evaluation are: 

 
ü Functional ability despite physical impairment  
ü  Capacity to withstand the physical, mental and emotional strain associated with the     

occupation. 
ü Identify areas where the possibilities to enhance vocational potential  
ü Identify the vocational needs of the pwd 
ü Assess skills  
ü Assess potential for retraining for re-employment 
ü Assess work environmental modification to suit the individual pwd 

 
For clear understanding, also please refer concepts relating to job analysis, job 

engineering, job try out in the Chapter on ñAdjustment Trainingò. 
 
The concept and steps involved in vocational evaluation are detailed below for 

clarification:  

 
a. Vocational Evaluation: Vocational evaluation is a process, which attempts to assess 

and predict work behaviour primarily through subjective-objective assessment techniques and 
procedures.  The concept of vocational evaluation and the range of information on which the 
assessment is built on the acronym ñSKAPATIò -- enlarged below: 

 
    S ---- Skills 
    K ---- Knowledge  
    A    ---- Ability to work 
    P    ---- Physical & emotional ability to perform 
    A    ---- Aptitude 
    T    ---- Traits (Personality) 
     I    ---- Interests 
 
b. Psychometric Testing - Quick inexpensive & Objective 
c. Work Sample- Actual or Simulated 
d. Isolated Trait  - Finger dexterity sorting ability etcé 
e. Work Tasks 
f. Work situation  = Work task + Production requirements   + Interpersonal 

relationships   + Wages 
g. Work Environment Entire environment of Job (Punctuality Grooming 

Socialisation etc.) 
h. Job Analysis -Significant Worker Traits technical & environment facts of a job 
i. Job Try out - Placement in actual jobs in Industry or Business 
j. Work Potential - Pattern of work activity displayed in a work situation  + 

Training 
k. Work Personality -As Above  + Without training 
l. Work Adjustment - Behavioural modification for desirable work personality 
m. Vocational Exploration ï Clients learn about world of work, use of occupational 

information, Field visits. 

 
The work evaluation will be done through the use of job samples and simulated work 

situation.  
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Each section will develop the job samples starting from simple to complex tasks 
involved in the job operations. 

 
The Workshop Foreman will have the overall responsibility of work evaluation. He will 

also develop workstations suited to the persons with specific severe disabilities. 
 
The information assessed through objective tests are put to actual work situations 

besides assessing certain definite work traits.  

 
 Besides this there are certain work-traits, which are essentially required for the 

acceptability and successful employment of the individual that can only be observed 
and assessed in the workshop situation. 

 
 Hence the individual is rotated in different work situations as suggested by the 

Psychologist. 
 
 Each VRC is required to develop its own set of work samples for the various sections 

of the workshop on the basis of their experience and the skills in demand in the area.  The 
following steps should be borne in mind while developing the work samples: 

 
a. Jobs/self-employment ventures in local market and their grouping into 

Occupational clusters on the basis of similarity of tasks. 
b. Identification of tools required and working conditions in respect of each of the 

clusters 
c. Identification of the most representative functional skills (Job analysis) for each 

of the occupational clusters. 
d. Devising samples of work tasks indicative of identified skills 
e. Arranging the tasks from simple to complex 
f. Framing detailed instructions and illustrative drawings to ensure objectivity in 

communication of instructions to the clients. 

 
 The evaluator shall observe the pwd in the workshop with reference to the 

following work traits and record the same in the case card. This will form a component 
of the work evaluation report. 

 
ü Endurance 
ü Attention 
ü Regularity 
ü Punctuality 
ü Safety Consciousness 
ü Involvement 
ü Relation with co-workers, supervisors 
ü Quality of work 
ü Quantity of work 
ü Comprehension of Instructions 
 
Some specimen copies of the work samples already developed are given in the 

Annexure. The VRCs will upgrade and review the existing work samples on the basis of 
the development of technology in the relevant work area. They will also develop work 
samples in other areas in a phased manner.  

 
 
The various charts/drawings given in the work samples also be displayed on the 

walls of the workshops so that it could be used as teaching aid to explain about the 
various steps to the trainees. 

 
The vocational/workshop evaluation should be organized in the following 

manner: 

 
a. After completing the psychological evaluation the Psychologist should indicate  

1. Sequence of programme of workshop evaluation,  
2. Range of skills to be assessed in the relevant work situation, 
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3. Work traits to be observed during the course of evaluation in 
the case record and to be sent to the Workshop Foreman. The 
Workshop Foreman should study the report and execute the 
suggestions made by the Psychologist. 

 
b. All the individuals awaiting workshop evaluation should report to the Vocational 

Instructor daily in the morning who should mark their attendance in the register. 

 
 On completion of their evaluation, the Vocational Instructor would write a 

detailed report in the case record and then send him to another section. 
 
 
The Workshop Foreman would maintain the attendance of the individual in Form VRC 

XI; which would be submitted to the Psychologist every day. 
 

a. In each Section of the Workshop the individual is evaluated by exposing him to various 
tasks from simple to complex.  While doing so the Instructions as laid down by the 
Psychologist should be followed strictly.  

b. Every Vocational Instructor should maintain a daily record of evaluation in form VRC 
XII separately besides writing in the case record.   

c. The notes under these columns should be recorded in clear terms indicating the 
exercise/tasks assigned and the observation made while he was on work.   

d. The general behaviour including any problems, shortcomings and the reason for not 
being able to achieve the targets if any should be clearly observed and recorded.   

e. Besides this the Instructor should also highlight the capacities or and other talents if 
any exhibited during the evaluation. 

 
Any scoring sheets used during the evaluation should be filed in the case record. 
 

a. During the process of evaluation, the case shall be referred to the Psychologist in the 
intermitting period for review.  

b. The Psychologist and the Workshop Foreman should visit the Workshop as many 
times as possible to observe the pwd under evaluation and also guide the Instructional 
Staff. 

c. Counselling sessions should be arranged by the Psychologist whenever behaviour / 
adjustment problems are reported / observed.  

d. Group work session of all the individuals undergoing evaluation and training should be 
arranged in which Instructional Staff, Intake Assistants and the Psychologist should 
participate. This group work session would provide an opportunity for the disabled 
persons to share and learn from among their own group members. 

 
After completion of the evaluation programme as suggested by the Psychologist the 

individual should be referred to the Workshop Foreman again with the case record. 
 
The Workshop Foreman should summarize the findings on the basis of the reports of 

different Instructors in the case record itself in the appropriate column and thereafter refer the 
individual to the Psychologist for career guidance and counselling. 

 

CASE CONFERENCE 
 
A case conference will be held every Friday to finalize vocational plan for all the pwd 

who had completed their evaluation. The team would consist of the following:  
 
ü Head of Office 
ü Psychologist 
ü Rehabilitation Officer 
ü Workshop Engineer 
ü Workshop Foreman 
ü One Vocational Instructor on rotation 
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As far as possible the pwd and parent/guardian should be involved in the finalization of 

vocational plan. 

 
The decisions taken in case conference should be recorded in the case card, case 

conference register and master intake register. 
 
ü Physical restoration 
ü Social rehabilitation 
ü Adjustment training 
ü Formal/Non Formal Training 
ü Wage paid Employment 
ü Self Employment 
ü Sheltered/Supported Employment Services 
 
It is possible that one individual may require more than one of the above services.  
 
On completion of the vocational plan the case card will be transferred to the referral 

section for execution of the rehabilitation plan. 
 
In case the individual has been referred to VRC by an outside agency like Special 

Employment Exchange/Employer, a brief summary of report should be communicated to that 
agency by the Intake Assistant for their information. 

 
 
 Preparation of vocational plan/career guidance and counselling: 
 
 The evaluation process should conclude with career guidance and counseling 

session to the disabled person and his family by the Psychologist.  The Psychologist 
before commencing  the session should study the reports of all the professionals 
and keep in mind the following aspects: 

 
 

a. Disability and its limitations 
b. Socio-economic status 
c. Profile of the Psychological behaviour 
d. Work traits. 

 
 
Makes a fairly objective assessment of the individualôs functional ability vis-à-vis job, 

self-Employment and homebound employment opportunities available in the labour market. 
 
 On the basis of information obtained the Psychologist draws up a tentative vocational 

plan on the following points: 
 
ü The job cluster/self-employment avenues/homebound employment. 
ü Formal/non-formal training inputs required to enhance the scope of employability 
ü In case of self-employment inputs like finance and other assistance required 
ü Agencies/organisations to be contacted for obtaining the inputs 
ü In case of homebound employment the type of sub contract work available and 

agencies to be contacted. 
ü Special concessions and facilities the individual can avail of  
ü Follow up assistance the individual would require from VRC and other agencies 
ü Reference to medical treatment for further improvement in functional capacity 

wherever necessary. 
ü The type of aids and appliances required overcoming the physical disability. 
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After drawing up the tentative vocational plan the Psychologist should counsel 

and guide the individual for his career plan by emphasizing and highlighting  
 
ü His strength,  
ü Desirable traits of his personality,  
ü The job cluster that would suit to his disability and other aspects as 

obtained from his assessment.  
 

It would be better if his parents/guardians were also involved during the session. 
 
 Thereafter the Psychologist should record the final report in the case record 

and refer the individual to the Workshop Foreman. 
 
 

 Payment of stipend to the individuals: 
 
 The Workshop Foreman for this purpose should prepare in duplicate a 

stipend slip in form VRC XIII that should be seen by the Psychologist and signed by the 
Head of the Office.  The individual with the slip should be referred to the Cashier for 
receiving payment. 

 
 The maximum period of evaluation should be for thirty days and the stipend 

for this purpose should not be paid for a period exceeding thirty days. 
 
 If the individual is not in a position to stay for thirty days for various 

extraordinary reasons or if the individual otherwise is not required for such long stay, 
spot evaluation or short-term evaluation can be done at the discretion of the Head of the 
Office at the time of Intake. 
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Chapter 3 
 

 
TRAINING 

 
 
It has been observed both in the Vocational Rehabilitation Centres for the 

Handicapped and the Special Employment Exchanges for the Handicapped that a 
majority of those approaching them for evaluation or job opportunities are not immediately 
ready or equipped for a job. A large number of them need training in various areas of 
work and work environment for performing and retention of the job: such as work 
adjustment, skill for the job and development of work personality to be acceptable to the 
employer.  

 
After a detailed evaluation of the abilities of the disabled an executable vocational 

plan is to be worked out depending on the individualôs physical, mental and vocational 
capacities and also appropriate to his socio-economic status.  The types of training to be 
given to the pwd depend upon the residual abilities, skills and the immediate economic 
needs of the person. They are divided into the following areas:  

 

1.  Adjustment Training  

2.  Institutional Training 

3.  Apprenticeship Training 

4.  Non-formal Training 
i. Skill Training at the Vocational Rehabilitation Centres 
ii. In-plant training in the factories and establishments 
iii. Community Based Vocational Training in inaccessible areas 

 
The manual is aimed at prescribing the period, procedures, syllabus and list of 

tools and equipment required for the successful implementation of the vocational training 
for persons with disabilities.   

 
As may be seen, the entire training program is client-centred and not 

Institution-centred.  
 
It should be the endeavour of the Psychologist and all the supervisory staff 

including the Head of the Centre to observe and assist the Client in reaching his optimum 
potential.  The objective of the training is to facilitate the disabled person achieves a skill 
suited to his abilities and to help him earn reasonable income, which he is capable of. 

 

      Adjustment Training: 
 
 Adjustment training is process envisaging behavioural modification through 

counselling, retraining, exposure to work situations in a work atmosphere and other 
appropriate professional techniques to develop proper attitude towards work and 
develop desired work traits. It is a short-term training not exceeding six weeks in areas 
where the client has been found deficient to make him generally acceptable to the 
employers.  The facility for such training has to be developed internally within the 
Institution in collaboration with the employer and professional organizations. The period, 
contents and the objective of the adjustment training is flexible depending on the 
individualôs needs and abilities and also employerôs requirements. Admission under this 
program would be throughout the year. Depending on the individual needs the 
adjustment training may be in the following areas. 

 

1.  Vocational Counselling 

2.  Vocational training in particular work tasks using actual or simulated work 
samples 

3.  Behavioural modification to instil acceptable work traits such as punctuality, 
developing and retaining interpersonal relationships, grooming, socialization etc. 

4.  Job tryout 
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Vocational Counselling: Aims at dissemination of information on the 

placement opportunities available to the Client through the standard techniques as 
performed by a professional Counsellor, such as establishment of a rapport, participative 
decision-making on areas of jobs etc. The Counsellor undertakes this task through job 
analysis, job identification, job development, and awareness of employment market and 
job engineering. Some of the concepts mentioned in this paragraph are further explained 
below.  It is presumed at this stage that the client has been fully evaluated to diagnose 
his physical, mental and vocational abilities.  

 
a. Vocational Evaluation: (Has been dealt with, in detail in another 

Chapter. Hence not documented) 

 
b. Job Analysis:  
Job analysis is one of the basic techniques the Placement Officer has to use if he 

intends to indulge in job identification or job development or client-oriented job.  A job 
may be defined as a collection of tasks performed by a worker in a single establishment.  
A task is defined as one activity that requires exertion of human effort - mental or 
physical - for a specific purpose.  An occupation (as we find in the National Classification 
of Occupations) is defined as a group of similar jobs found in various establishments.  

  
It may be pointed out that even though the jobs may be similar there are 

different variables, which affect placement effort. 
 
These job variables can be analysed only by a visit to the employer and 

extensive observation.  In other words it is to be realized that a sewing machine operator 
in a small tailorôs shop may not fit in, in a garment factory and the one in a garment 
factory may not be able to fit in, say in a factory manufacturing jute bags.  He would 
require adjustment training at appropriate level. 

 
c. Job Identification: Job identification is a process by which a Counsellor is 

able to predict the type of job that could be performed by a disabled worker despite the 
disability as efficiently as a non-disabled worker in a similar circumstance can do.  This 
would mean that the handicapping conditions caused by the disability are either 
overcome by use of re-training or aids or do not affect the tasks performed in the job. 

 
d.  Job analysis is done by observing and recording the education, 

experiences and training needed with special emphasis on the physical demands 
involved in the performance of different work tasks of the job. 

 
e. Job Development: Job development is task involving visit to the employer, 

soliciting jobs or job orders and collection of job market information for manpower 
planning, selling the concept of rehabilitation and plan suitable training services to make 
available adequate number of disabled persons to the employer. Obviously no 
placement can be effected without job openings nor do the job opportunities come to the 
VRC unsolicited. The VRC should therefore have adequate knowledge of world of work 
for providing both the regular vocational training and adjustment training as envisaged.  
No job development program can be complete without the following information being 
available with the VRC. 

 

i .    Vocational fields and specific occupations within these fields 

ii .    Occupational trends. 

iii .   Local employment opportunities. 

iv .    Entrance level, knowledge skills and training 

v.    Environmental conditions for particular occupations 

vi .    Wages, hours of work and perquisites. 

vii .  Nature of supervision 

viii . Special hiring requirements 

ix .    Local laws governing employment and working conditions. 
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x.    Opportunities for advancement. 

xi .    Community resources 

xii .  Community awareness for the cause and its involvement 
 
It should be borne in mind that jobs are not static, nor or they specially designed 

for the disabled.  Every Agency should maintain a Register of Companies, which employ 
the disabled.  One of the ways of preparing such Registers is to take the assistance of 
the local leaders such as chambers of commerce and industry, associations of small-
scale industries, departments of government etc.  

 
Considering that opportunities for wage paid employment are limited, job 

development should also be undertaken in areas for self-employment.  
 
It should also be realized that, of late, the employers do not have serious 

objection to recruiting the disabled worker ñ if the applicant is qualified to perform the 
work ñ. 

 
The information collected should be able to forecast or plan out specialized 

customer-based training program to suit the individual employer requirements. 
 

f.  Job Market Information: Job market information or employment market 

information is a corollary to job development work.  
 

It is a systematic collection and compilation of data relating to market trends, 
employer organizations, industrial and employer profile of the area, with a view to guide 
the disabled worker and plan vocational and other training programs.  

 
Information relating to Institutions providing vocational and academic training at 

various levels, regulations relating to admission to these institutions should also form the 
content of the Job Market Information.   

 
Rules relating to sanction of financial assistance by different financial institutions 

and government agencies, availability of different voluntary organizations and their role in 
the placement or rehabilitation of the disabled is also to be compiled, though this 
information is not strictly related to jobs only. 

 

g. Job Engineering: An important selling point in the placement of the disabled is 

that they are ready and able to compete in their chosen employment objective.   
 

On occasions, from the job analysis, it may be found that the client could perform 
better through minor modifications of the machinery - such as placing materials on a 
bench instead of floor, or raised platform to reach the height of the machinery (as in the 
case of the bilateral amputee) or suggesting an inexpensive device, change of controls 
from right-handed to left-handed and so on.   

 
In other words, job engineering constitutes the modification of the job to suit the 

individual disabled, just as the adjustment training aims to modify the disabled to the job.  
 
h. Job Tryout:  Even though quite often job tryout is considered a part of 

vocational evaluation process, it also serves an experimental and therapeutic program in 
a competitive setting for the Client and therefore is a part of Adjustment Training. The 
Employer also gets an insight into the problems of the disabled.  By establishing 
appropriate relationship and corrective action both with the client and the employer, the 
VRC would be able to mould public opinion in favour of the concept of vocational 
rehabilitation. 

 
 The Rehabilitation Team would, taking into consideration all the above, design 

an Adjustment Training Program with specific goals to be achieved in work behaviour, 
skill, and any other area. A Special Register will be maintained for the purpose and 
monitored periodically. 
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 Special Training Programs amounting to Adjustment Training Program: 
 

× Pre recruitment Training for those appearing for competitive examinations 
conducted by State and Central Recruitment Agencies. 

× Entrepreneurship Development Programs for dissemination of information on 
facilities available for financial assistance to start self employment, preparing 
projects and help in deciding the type of venture to be started depending on the 
local market conditions. 

× Organize Adult Education Classes for less literate, especially for those Hearing 
Handicapped who either were deprived of educational facilities or had incomplete 
education to compete in the employment market. 

× Training in Vocational Subjects to the school leaving hearing handicapped: This 
is new scheme introduced by the V.R.C. Mumbai successfully to increase 
employability of the hearing handicapped.  As per the extant rules, the deaf are 
exempted from the Three-Language formula at the School leaving level and are 
allowed to opt for a vocational subject such as Book Binding, Typewriting, Arts & 
Crafts etc.  Most of the Schools for the Deaf are not equipped to train them in 
these vocational subjects due to various factors.  The VRC at Mumbaii organized 
a Six-Week special program covering the Syllabus prescribed by the Board of 
Education of the State. This has resulted in improving the deaf personôs 
employment opportunities as they could enter higher education or better 
vocational training institutions such as Industrial Training Institute or College of 
Arts. 

× Worker Education Programs for the Disabled could be organized as done for the 
deaf at V.R.C. Mumbai to educate the disabled worker of his rights, duties, 
factory laws, savings, and other family related information. 

× Customized Training Program: This is generally a result of well-

researched job development undertaken by the Agency and employer 
acceptability.  A detailed plan of future requirements of the Employerôs need for 
work force is worked out and with the Employerôs participation, and suitable 
disabled persons are selected. A special short-term training program is designed 
with the understanding that all of them will be given an opportunity to work 
provided they are otherwise acceptable. 

 
It must be borne in mind that Adjustment Training is totally flexible and the objective 

of the training is to enhance the employability of the disabled.  No syllabus or formal 
structure is suggested. The success of the Adjustment Training depends on the dynamism 
of the planner and the rehabilitation team. 

 
Separate Register in Form Trg 1. shall be maintained. 
 

INSTITUTIONAL TRAINING 
 
Under the Craftsman Training Scheme, a network of Vocational Training 

Institutions, viz., Industrial Training Institutions are functioning in different parts of the 
country at district and taluka levels. Some of them are exclusively for women.  Under the 
scheme, training is provided in 42 engineering trades and 22 non-engineering trades to 
persons in the age group of 15 to 25.  

 
Relaxation of upper age limit is accorded for the persons with disabilities.  
 
The period of training is for two years in some trades and for the remaining it is one 

year.  For the non-engineering trades, the training is for one year. The prescribed 
educational qualification for some trades is 8th Standard pass and for the majority of 
others, 10th standard.   

The candidates, who complete the course successfully, are awarded National 
Trade Certificate by the National Council for Vocational Training (NCVT) which is a 
recognized qualification for entry into government jobs and jobs in the organized sector.  

 
There are 4275 Govt. and private ITIs in the country with a seating capacity of 

about 6.28 Lakhs. There are also separate ITIs for women in each State.  
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Depending on the requirements, some of the State Govts and Union Territories 
have also introduced some additional trades on the recommendation of respective State 
Councils for Vocational Training.  Training is free and some concessions like workshop 
clothing, sports, medical facilities, stipend etc. are also granted. 

 
There is statutory reservation of three percent of the seats for persons with 

disabilities in all these ITIs.  In some States, the Vocational Rehabilitation Centres for the 
Handicapped  (VRCs) run by the Govt. of India have been authorized to certify the 
suitability of the trade after proper evaluation.   

 
Statutory reservation has also been made in other educational and professional 

courses for the disabled.  All this information is to be compiled and collated to give updated 
information to the disabled persons. 

 
In addition to the ITIs there are several polytechnics and engineering colleges, 

which admit persons who completed 12th standard. The information available with the 
department dealing with the Technical Education in the State should be compiled. A 
special component for training the pwd has been introduced in some of the polytechnics 
and the VRCs have been made Resource Institutions.  The VRCs may contact local 
Directorate dealing with Polytechnics.  

 
A separate register giving the details of training shall be maintained in Form 

Trg. 14. 
 
 

 
APPRENTICESHIP TRAINING 
 
 The Government of India, under the Apprenticeship Act, 1961, has made it 

obligatory for the employers in specified industries to engage a prescribed ratio of 
apprentices in relation to the number of workers (other than unskilled workers) in the 
establishment. This varies from 1:2 to 1:20 depending on the trade. 132 such trades have 
been identified covering almost all the industries.  The Department dealing with the ITIs in 
each State are the State/UT Apprenticeship Advisors. This department implements the 
Act.  

 
The establishments run by the Govt. of India are covered by the Regional 

Directorates of Apprenticeship Training at Calcutta, Chennai, Faridabad, Hyderabad, 
Mumbai and Kanpur for the respective and adjoining States. 

 
The Act also covers graduates and diploma holders of engineering and non-

engineering trades in 88 identified areas. Separate provision has been made for the 
students of the Vocational Stream in 60 identified occupations.  Details may be obtained 
from the Board of Apprenticeship Training, an autonomous body under the Ministry of 
Human Resources Development situated at Calcutta, Chennai, Mumbai and Kanpur or the 
Department dealing with Technical Education in the respective States. 

  
 There is an executive order reserving three percent of the seats for the 

disabled in Apprenticeship Training.  Now the Persons with Disabilities Act has made this 
obligatory. 

  
Even though most of the industries prefer ITI trained candidates for Apprenticeship 

Training, in many other trades no such training is required.  The training ranges from one 
year to four years.  The trainees are paid stipend.  Some industries pay more than the 
prescribed amount.  

 
The following trades have been specifically identified by the Govt. as suitable for 

the Hearing-Impaired. Special efforts should be made for the training of the hearing 
impaired in these trades. 
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Sl No Trade Sl No Trade 
 

1 Carpenter    11 Retoucher (Lithographic) 

2 Plumber 12 Process Cameraman  

3 Furniture and Cabinet Maker 13 Engraver   

4 Sports Goods Maker  14 Book Binder 

5 Draughtsman (Civil) 15 Cook (General)  

6 Cook (Vegetarian) 16 Baker & Confectioner  

7 Designer & Master Cutter 17 Tailor (Men)  

8 Tailor  (Women)   18 Tailor (General)  

9 Horticulture Assistant  19 Painter (General)  

10 Gardener 20 Washerman 

 
  
 All the required information may be collected form the respective Regional 

Directorates of Apprenticeship Training.  The VRCs may extend help in providing Related 
Instruction classes for the hearing impaired.  

 
 
Stipend is paid as per rules under the Apprenticeship Training Programme.  

Several companies pay, more than the prescribed amount to their apprentices.  The Act 
covers all the major establishments, hotels, factories, railways and other public sector 
undertakings. 

 
 

NON-FORMAL TRAINING 
 
Objective:  The main objective of the non-formal training is to provide facility for 

acquiring adequate skills to those disabled persons who could not receive adequate 
education to enter formal training institutes such as Industrial Training Institute or 
polytechnic or other educational institutions. 

 
The training also would equip the disabled person with other work habits 

acceptable to an employer. The training is unstructured or partly structured and entry is at 
any time of the year.  

 
For the administrative purposes the non-formal training program is given different 

nomenclatures.  They are divided into three areas: 
 

1.  Skill training:  Provided at the Vocational Rehabilitation Centres for the 
Handicapped. 

 

2.  In-plant training: Provided by an employer at his establishment - in vocational 

and non-vocational subjects. 
 

3.  Specially designed short-term community based vocational training: Generally 
organized by the VRC in collaboration with NGOs in rural and semi-urban areas for not 
less than three months.  

 
As per the extant rules the Department dealing with the disabled, the State 

Government, provides stipend to persons with disabilities, who undergo vocational training 

in a factory or establishment and pay them the prescribed amount as Stipend.  The 

detailed requirements for grant of the scholarship differ from State to State.  The VRCs 
may please maintain updated information.   

 
The employer may be selected based upon his willingness, job opportunities 

available; and the operation in which he would provide training would depend on the 
residual capacities of the disabled person. The period of Inplant training should not exceed 
twelve months. Training imparted at the Vocational Rehabilitation Centres for the 
Handicapped also has been recognized for the award of stipend.  In view of infrastructure  
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facilities available at the Vocational Rehab Centres, the vocational training provided at 
these Centres are more streamlined, goal oriented and intensive with specific records to 
be maintained for future guidance and records. 

 
Whereas there is total flexibility in the Inplant Training imparted in the 

Industry/establishment at the discretion of the employer, the Skill Training imparted at the 
Centre will be partly structured (As per Syllabus prescribed for each trade - consequently 
the Centre also is required to procure the prescribed Tools and Equipment for the 
purpose).   

 
Therefore though both aim at non-formal training, the nomenclature of In-plant 

Training and Skill training shall be used for administrative purposes to differentiate the 
place of training, the former in the Industry and the latter at the Vocational Rehabilitation 
Centres.   

 
A certificate will be issued at the end of the non-formal training  ñTRG.13ò 
 

A. In plant training in the industry: Wherever possible industries, shops 

and establishments should be persuaded to provide non-formal training for 
twelve months.  Since the concept is for skill development, leading to wage 
paid employment or self employment, the area of the skill to be developed and 
the skill required is to be worked out on the basis of local job market 
requirements and the capacities of the individual disabled. 

 
Necessary forms for the application for admission TRG.2 shall be got filled and a 

register in TRG.3 maintained in the Referral Division.  Monthly attendance particulars will 
be obtained in form TRG.7 and passed on the Accounts Section for payment of Stipend.  
The Case worker/ Trainer/ Supervisor shall make entries of progress and other events in 
the relevant file in form TRG.10.  At the end of the period suitable test would be conducted 

to assess the level and range of skills acquired by the disabled person. 
 
B.  Skill Training At V.R.C:  A separate register should be maintained as per 

form TRG.5 giving details of the trade and skills to be developed.  

 
It should be constantly borne in mind that the disabled persons have varied types of 

disabilities and the functional abilities differ from person to person even though at times the 
impairment may be same. That is why emphasis is laid on modular type of training - the 
main object being that the person attains skills suited to his abilities and also assure him a 
reasonable wage for his sustenance.  

 
The Syllabi for different trades have been accordingly designed.   
 
A decision will be taken at the time of admission regarding the modules and the 

period of training to be imparted with specific goals of skills to be attained. An application 
form TRG.4 will be filled and decision taken regarding the trade, modules and period will 
be entered at the appropriate places.  Depending on the progress a mid-course correction 
may be taken by the Admission Committee of the VRC.  

 
The Workshop Engineer shall maintain a separate register TRG.5. 
 
A separate file shall be maintained for each trainee, starting with his application for 

admission, progress, test sheets, attendance, leave letters, other correspondence, 
incidents, participation in sports, cultural programs etc. and final result. 

 
An Admission Committee consisting of the Head of the Office, Psychologist and the 

Workshop Engineer will make admission to Skill Training on the basis of evaluation 
throughout the year.   

 
Every effort should be made to ensure a minimum of 12 trainees per section.   
 
In view of the low academic achievement of the trainees, the emphasis of the 

training will be more on practical, theory in the subject being incidental.  However if the 
trainee shows adequate capacity, all efforts should be made to provide him with maximum 
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theoretical knowledge.  In other words, every effort will be made to train the individual to 
his optimum abilities and the trainer shall endeavour to give individual attention to provide 
proper skills for employability. 

 
A monthly test shall be conducted both in theory and practical and the report should 

be submitted in TRG-13. The Head of the Office shall approve the question paper set by 
the Trainer after the Workshop Engineer vets it.  This also will form a part of the traineeôs 
file - thereby giving an idea to the External Examiner about the type of test to be 
conducted. The skill targets fixed at the time of admission will be reviewed by the 
Admission Committee every quarter and skill targets may be revised.  

 
Since the illiterate, semi-literate and the mentally retarded are also admitted for 

training, the theory part of the examination may also be conducted by asking questions 
orally and recording the results. 

 
A final test on completion of the prescribed period will be given to each trainee.  

The test result should be submitted by the Trainer and Workshop Engineer in form 
TRG.9, showing summary of the progress, marks obtained in theory and practical, work 
traits and the issue of Certificate.  

 
As far as possible the final test shall be got conducted by an outsider to see 

whether the skill - targets planned have been achieved and if so to what extent.  In case 
the skill acquired is inadequate for job operations, suitable recommendation may be made 
to extend the training subject to the condition that the total period does not exceed Twelve 
months.   

 
In exceptional cases the Training Period may be extended by not exceeding three 

months without scholarship by the Admission Committee after recording the justification.   
This may be required to be adopted mainly in the case of the slow learners and spastics. 

 
Efforts should be made, as far as feasible, to ensure that at least a part of the 

training is carried out in an industry/ establishment - preferably the last two or three months 
so that that the trainee gets a feel of the work atmosphere to which he will ultimately have 
to adapt. 

 
On completion of the training the file shall be kept in the custody of the Workshop 

Engineer after all entries are made.  The file of the current trainee will be with the Section 
concerned. 

 

 SCHOLARSHIPS TO TRAINEES 
 
 Scholarships are payable to the trainees undergoing skill development either at 

the VRC or in a workshop by the respective State/UT governments as per their 
guidelines. This is payable to the Trainees after the same is received from the State/UT. 

 
 The applications are to be initiated by the concerned Vocational Instructor and the 

Workshop Engineer should monitor grant of Scholarships.  
 

Eligibility:  As per guidelines of the respective State Government /UT Govt. 

 
 
 

General Information 
 

Period of scholarship: 
 

 It shall not exceed one year. Applicable also to those under CBVT 
  
The State Government is providing the scholarship only and the application in the 

prescribed form is to be submitted to the respective Department or authority of the State 
dealing with scholarship of the disabled or disabled welfare in general. (Generally it is 
being paid once a year). 
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 The payment of scholarship will start from the month in which admission is taken 

and will be payable up to the month of completion of the training i.e.: 
 
 1.  The period for which the scholarship is payable should not exceed the period 

for which the course/training is held. 
  
 2. The scholarship is not payable for a month in which training has not 

commenced before the 20
th
 of the month or the trainee has not joined before 10th. 

 
 3. It is also not payable for a month in which the training has terminated on or 

before 8
th
 of the month or the trainee has left on or before 8

th
 of the month. 

 
Leave of absence: 

 
 a) Scholarship may be paid in full on medical grounds for a continous absence of 

a period not exceeding 3 months.  A Certificate from Government/Semi-Government 
hospital and the head of the institution should support it. 

  
 b) Payment of scholarship will cease on the period of leave exceeding 3 months. 

 
 

 
Procedure: 
 
1. On admission in the section in the VRC, the Vocational Instructor would explain the Rules 

and Regulations of the scholarship to the trainee. He will also provide the prescribed 
scholarship form to the trainee.  He would assist the trainee in filling up the same and in 
obtaining the related documents.  In case of those placed in Workshop outside the 
Centre, and CBVT the Workshop Foreman will initiate action. 

2. The trainee shall submit the filled application form within 15 days of admission in the 
training to the Vocational Instructor (V.I.). 

3. The Vocational Instructor after careful scrutiny would forward the same immediately to the 
Supervisor along with his initials. 

4. Workshop Engineer would examine the applications and after personally satisfying himself 
of the information, enters the same in the Scholarship Register to be maintained by him, 
and forward the applications to the Office for onward transmission to the State / UT 
Government.  

5. The LDC-cum-Cashier will initiate forwarding of the applications and through the Accounts 
Officer put up to the Head of the Office. 

6. The applications are to be forwarded to the authority concerned within the time limit 
stipulated.  (Some of the States require a proposal to be sent in the beginning of the 
financial year itself and the applications in the end.  Whatever the procedure required by 
the State authority it has to be followed). 

7. The Workshop Engineer would prepare a statement (Trg. 7) in the format enclosed and 
payment of scholarship would be effected as per the statement.  The signature of the 
candidate would be obtained in three copies of the statement.  Two would be sent to the 
local authority and one would be retained in the Office. 

8. On receipt of the Scholarship Amount the Administrative Division will arrange for disbursal 
of the amount.  

9. At the time of disbursal the Cashier will make the payment to the pwd in the presence of VI 
concerned and in case the V.I. is not available, the Workshop Foreman. They would 
identify the pwd for genuineness.  The Drawing and Disbursing Officer will attest the 
payment. The Cashier will maintain Register as per Trg.8 

10. All procedures for maintenance and disbursal of cash will be as per General Account 
Rules issued by the Government from time to time. 
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Chapter 4 

WAGE - PAID EMPLOYMENT 
 

 

EMPLOYMENT/REHABILITATION 

 The ultimate goal of entire rehabilitation process in the VRC is integration of the pwd 
into the society. This is possible only through vocational rehabilitation, which includes 
vocational training; placement in wage paid employment, self-employment or sheltered 
employment.   

 Economic rehabilitation of the pwd is not only important from the point of view of 
making him economically independent, self-reliant and earning member of the society, which 
provides him quality life, but more importantly the job and feeling of working provides him 
happiness and security in life, dignity in society and sense of achievement in life. The VRCs 
in fact, take care of this aspect of Rehabilitation i.e. vocational rehabilitation. 

Vocational Rehabilitation constitutes the following components: 

ü Vocational Training 

ü Wage paid employment 

ü Self Employment 

ü Sheltered and supported Employment  

This Chapter deals with Wage Paid Employment. 

 Wage paid Employment:  

 Wage Paid employment is defined as a status in which a person is paid remuneration 
for the work done by him on a regular or contractual basis. 

 Wage paid employment assistance to the handicapped is one of the major areas 
where they may be rehabilitated successfully by VRCs.  

 The wage paid employment assistance may be rendered in the following areas: 

¶ Public sector  

¶ Private sector  

¶ Local government  

¶ Contractors 

This may be done against the vacancies notified to the VRCs as also against the 
advertised vacancies in newspapers, Employment News etc. in addition to the Job 
Development work (For definition and techniques please refer Chapter on Adjustment 

Training) undertaken by the Officials of the Centre.  

2. Public Sector: The VRCs have got co-sponsoring powers along 

with Employment Exchanges, for nominating suitable candidates 
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against the vacancies notified to them. The method of documentation 
of vacancies and submission action has been laid down, later on, in 
this part of Manual.  

 Broadly, the submission action shall be governed by the procedure laid down 
in National Employment Service Manual. However, as per the recent judgment of 
the Supreme Court of India, the public sector employers are now free to use other 
permissible channels of recruitment such as, through advertisements in 
Newspapers, Employment News and publicity through All India Radio, 
Doordarshan etc. along with Employment Exchanges. Therefore, such vacancies 
will now appear in the local newspapers and Employment news etc.  

 The VRCs are therefore required to the very vigilant and careful in identifying 
and scrutinizing suitable vacancies for the pwd and others appearing in the local 
Newspapers, Employment News etc. for rendering employment assistance. In 
case of bulk vacancies, such vacancies may be booked on the Order Cards and 
submission action may be taken accordingly. In case of a few vacancies, either the 
Order Card may be booked and a list of suitable applicants may be submitted to 
the employers or the vacancy may be displayed prominently in the Centre and 
applications received against such vacancies may be forwarded to the employers. 
The applications received from client directly against the advertised vacancies may 
also be forwarded to the employers irrespective of their seniority of registration in 
the Centre. 

  SUBMISSIONS 

 The procedure for submission of clients against the vacancies notified to the VRCs 
under co-sponsoring powers shall be in accordance with the procedures laid down in the 
N.E.S. Manual.  

Since submissions of clients against the notified vacancies is one of the major 
activities of the Centres, due attention and care has to be paid for submission work.  

Normally, submission work should not be entrusted to a non-gazetted official but 
done by the Rehabilitation Officer and in his absence Psychologist or Head of the Office 
himself should do it.  

 Once Live Register is constructed and is maintained properly, the selection of right 
type of clients from the Live Register and effecting submissions will be very easy and 
smooth. Various steps to be taken for effecting submissions are broadly laid down as 
follows: 

 
1. As soon as a vacancy is notified or intimated to the centre, an 

acknowledgement of the receipt of the vacancy shall be issued to the 
employer immediately. Before action is taken to effect submissions, 
the Rehabilitation Officer shall carefully scrutinize the vacancy and if 
there is need for any further information or clarification, it may be got 
clarified from the employer in witting. While taking submission action, 
the time limit intimated by the employer shall be strictly adhered to and 
every effort shall be made to submit the type of clients, which is 
required and intimated by the employer in his notification. 

2. After preliminary screening of the vacancy is over, the vacancy shall 
be booked on Vacancy Order Register (VRC-VI). Then the Vacancy 
Order Card (VRC-VII) shall be prepared and the Intake Assistant 
dealing with the vacancy shall complete all the columns of the 
Vacancy Order Card.  

3. The Vacancy Order Card shall be given the Order No. as per the No. 
of the Vacancy Order Register (VRC-VI). Therefore, the Vacancy 
Order Card No. should correspond with the Vacancy Order No. given 
in the Vacancy Order Register. 
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4. An appropriate N.C.O. Code No. shall be allotted on the Vacancy 

Order Register and Vacancy Order Card as per the NCO Book.  The 
Vacancy Order Card shall be numbered serially for every calendar 
year separately and new series shall be commenced during every 
calendar year. 

 

 SCHEME OF SELECTION 

 Before the clients are selected from the Live Register for a vacancy notified to the 
Centre, the Rehabilitation Officer who will be responsible for effecting the submissions 
against notified vacancies, will draw a scheme of selection of the candidates for the vacancy.  

 The selection scheme should inter-alia lay down the basic guidelines which will 
govern the selection. The factors, which will govern the scheme, are the requirements of the 
vacancy prescribed by the employer such as age, qualification, training, experience, disability 
etc. and seniority of Registration. Therefore, within the same category of registrants, 
possessing the same educational qualification, training experience etc. and fulfilling the 
conditions laid down by the employer, the seniority of registration should be the determining 
factor, for preparing the scheme of selection.  

 However, in some cases, where, because of a special requirement of the employer, if 
it is not possible to adhere to the seniority of registration and a selective selection has to be 
made, the same may be recorded in the scheme of selection.  

 It is advisable that in order to avoid any controversy in future the scheme of selection 
is got approved from Head of the Centre. The scheme of selection shall be prepared on 
Form VRC VIII.  

 Once the scheme of selection has been drawn and approved, the Rehabilitation 
Officer from the Live Register shall perform the actual selection of candidates. The selection 
shall be made strictly as per the criteria for selection laid down.  

 After the selection is made and Index Cards are taken out of the Live Register, the 
Registration No. of the candidates selected for the vacancy shall be recorded by the 
Rehabilitation Officer in his or her own hand writing on Form VRC -VIII and shall be duly 
signed by the Rehabilitation Officer.  

 The "Scheme of Selection" shall be filed in the Vacancy Order Card. The list of 
candidates shall be then prepared on form VRC-VIII on the basis of the Index cards of the 
clients selected for the vacancy. While signing the list, the list shall be compared with the 
Registration Nos. mentioned on the form VRC-VIII to ensure correctness of the list.  

 
 The list shall be submitted to the employer in duplicate with forwarding letter VRC- IX 

and the office copy of the list shall be filed in the Vacancy Order Card for record. The 
submission entries shall also be made in the Vacancy Order Register and Index Card of the 
client. 

 FOLLOW-UP 

 The VRCs should periodically follow-up with the employers to know the result of the 
selection made from the list of candidates submitted by them, in case the employers do not 
convey the results of selection. This will help the VRCs to know the result of the submissions 
made and enable them to close the vacancy order card. This will also help the VRCs in 
establishing a close liaison with the employers. 
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PRIVATE SECTOR 

 It should be the endeavour of the Centre to ensure placement of the pwd in private 
sector also. The Central and State governments are working on providing incentives to 
encourage the employment of the pwd in Private Establishments.  The Rehabilitation Officer 

should collect and compile such information for ready retrieval.   

 The Rehabilitation Officer should maintain suitable Directories of Employers in the 
area.  For detailed work related to Job development, Job identification and Job analysis 
please refer Chapter on Adjustment Training. Suitable Records as suggested shall be 
maintained.  

  

 

        ACTION AGAINST ADVERTISED VACANCIES 

 Private sector employers, Public sector undertakings, Autonomous bodies, 
Central/State Government/Corporations and Recruitment Boards such as Banking Service 
Recruitment Boards, Railway Recruitment Boards, Staff Selection Commission etc. advertise 
their vacancies quite frequently in the Newspaper and Employment News. The VRCs should 
scrutinize these vacancies, keeping in view the type of manpower available on their Live 
Registers and take immediate action to sponsor/intimate suitable applicants to apply against 
these vacancies. It may be noted that these vacancies, which are advertised in the 
Newspapers quite frequently, do not reach the pwd living in rural and far-flung areas. 
Therefore, the Intake Assistant should initiate action to inform the pwd regarding such 
advertised vacancies. 
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Chapter 5 

 
SELF-EMPLOYMENT 

 
 Main objective of VRC is to extend all possible rehabilitation assistance towards 

the economic rehabilitation of the persons with disabilities.  The registration in the VRCs 
consists of persons with different types and degrees of disability, different levels of 
educational background and different socio-economic conditions. Hence there is a 
necessity to adopt multiplicity in approach to widen the scope of economic rehabilitation of 
the persons with disabilities.  The scope of wage paid employment is increasingly 
becoming scarce in the employment market especially in the organized sector.  Alternate 
methods of employment such as self-employment activities are to be thought of for 
planning effective economic rehabilitation.   

 
Types of self-employment: 
 
 Self-employment would be broadly grouped as large, medium and small, rural or 

urban based, in the Manufacturing and Service Sectors. Our primary concern should be to 
motivate persons with disabilities to initiate small enterprise preferably with minimal 
investment, having scope for utilization of local resources and market as it not only helps 
the persons with disabilities to grow further without becoming a debtor but also helps the 
financial institutions to come forward in sanctioning loans faster.  In economic as well as 
rehabilitative terms such approach is cost effective and creates more jobs.   

 
Role of VRC in promotion of self-employment: 
 
 VRCs should play a vital role in promoting the self-employment activities.  The 

VRC should equip itself with complete and exhaustive information about the different self-
employment schemes and avenues available in the respective areas, the facilities and 
assistance provided by Government, non-Government agencies and financial institutions 
in the area.   

 
 Intrinsic factors like initiative, sincerity, persuasion, leadership qualities, decision-

making, salesmanship, risk taking behaviour and extrinsic factors like marketing facilities, 
attitude, efficiency of assistive agency in responding to the entrepreneur etc. should be 
assessed with reference to the individual. 

 
 Following steps should be taken up:   
 
a) Assessing the needs in terms of self-employment. 
b) Guide, motivate and counsel the persons with disabilities. 
c) Collection and compilation of self-employment market information 
d) Prepare the list of suitable schemes for various categories of persons with 

disabilities 
e) The need-based referral to various self-employment promotion agencies 

in the area 
f) Follow-up 
 
g) Documentation of all information of clients needs, services rendered, 

follow-up work, liaison contact of self-employment agencies and other works taken.  
(These information preferably be recorded in the individual case card itself along with 
copies kept in separate files) 

 
One of the Intake Assistants should be entrusted with the self-employment 

promotion work.  Wherever necessary the services of the Training staff may be utilized in 
formulating or preparing the Schemes.  The Referral Division will carry out all 
correspondence and follow up work relating to Self-employment. 
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Efforts should be made to maintain contacts with the State Level Bankers 
Committee and participate in these meetings to ensure that Priority Lending also focuses 
on pwd.  Wherever possible the Head of the VRC should participate in all these meetings 
and at the District Level bankers Committee.  

 
An illustrative list of Self-employment ventures that could be carried out by the pwd 

in the Manufacturing and Services sector is appended for guidance.  
  
Periodical follow up of those helped by the Centre should be undertaken to ensure 

continuity, status of the venture and review of repayments.     
 
Close linkages with different self-employment promotion agencies should be 

maintained: 
 
ü District Industries Centre,  
ü Nationalized Banks/Financial Institutions,  
ü District Rural Development Authority,  
ü Small Industries Service Institute,  
ü Khadi and Village Industries Commission and Boards, 
ü  National Handicapped Finance Development Corporation and local     

agencies dealing with promotion of self-employment among the disabled 
and other socially disadvantaged groups of the Society.   

ü Authorities dealing with all Poverty Alleviation Programs 
             
            Maintenance of records: 
 
ü Directory of Financial Institutions 
ü Referral and Placement Register - Self Employment  
 
An entry about the assistance provided to the persons with disabilities in the area 

of self-employment should be clearly indicated in his/her Intake card and also in the 
Referral and Placement Register - Self Employment (VRC XIII).   

 
  Appropriate entries should be made in the case card.  
 

 
Motivation of clients for undertaking self-employment activity: 
 
 In order to promote the self-employment activity among the larger number of 

persons with disabilities a few strategies as mentioned could be adapted by VRC. 
 
1. Periodic Self-employment motivation programmes to be organized. 
 
2. Talks/lectures by successfully self-employed persons with disabilities to 

be organized at the Centre periodically. 
 
3. Talks/lecturers of different self-employment agencies to be organized 

regularly for explaining the different schemes available facilities etc. 
 
4. Arranging visits of the trainees of VRC to the small units initiated by the 

persons with disabilities. 
 
5. Exclusive programmes for persons with specific disabilities (VH, HH, 

Cerebral Palsy, Parents of Mentally Retarded) to be organized with necessary adaptive 
strategies. 

  
6. Adequate publicity of success stories. 
 
  Effective promotion of self-employment activity requires identification of 

self-employment avenues, compilation of information and wide publicity.  The details to be 
collected for various schemes are given hereunder as a guideline: 
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 Nature of the scheme (e.g. Poultry, scooter repair, petty shop etc) 

 Recommended location  

 Investment required (fixed and running) 

 No. of persons on different educational levels and skills required 

  Average net income expected  

 Facilities available along with terms and conditions (financial and 
marketing) 

 No. of similar schemes already operating in the area recommended. 
 
 

 
DIRECTORY OF FINANCIAL INSTITUTIONS  

(Details of the Scheme of each Institution to be maintained in file format) 

Sl.o Name of 
Financial 
Institution 

Address Contact 
Person 

Teleph
one 
Numb
er 

Area of 
Operation 
(State/Dist/ 
Taluk) 

Type of beneficiary 
(PWD/SC/ST/ 
OBC/Women/ 
Minorities/General/R
ural/ Urban) 

Financial 
Limits 

1 2 3 4 5 6 7 8 

        

 

 
 
VRC ï XV 
 
 
REFERRAL AND PLACEMENT REGISTER FOR SELF 

EMPLOYMENT 
 
 

Sl.No Intake No. Name and 
Address 

Field of 
Activity 

Date of issue 
of form 

Date of 
submission 
to VRC 

Date of 
forwarding to 
the agency 

Remarks  

1 2 3 4 5 6 7 8 

        

 
 
 

ILLUSTRATIVE LIST OF SELF-EMPLOYMENT VENTURES  
 
We have identified over 250 items in the manufacturing sector and about 60 in the 

services sector that can be carried out by the disabled.  Some of them require training 
and others a little orientation.   

 

Some of the manufacturing items where the investment is less than 
Rs 1,00,000 are:  

 
 

Vegetable Oil Extraction, Detergent Powder, Papad, Pickles, Bakery Items, 
Moulding Statues, Preparing Name Plates, Envelopes, Ready Made Garments, 
Hosiery, Wooden Toys, Electroplating, Welding, Cement Windows, Book Binding, 
Sheet Metal Work, Bee Keeping, Umbrellas, Aluminium Vessels, Nails, Steel 
Furniture, Antenna for Television, Coolers, Water Heater, Cotton and Rexene 
bags, Plastic moulding, Farming Tools, Kerosene Pump, Woollen Goods, File 
Covers, Ball pen refills, Card Board Boxes (for packing sweets, jewels, bangles, 
etc.) Neera or Toddy, Gobar Gas, Fodder for animals, Tube light Choke, Rain 
Coat, Candles, Ceramic tiles, Murabba, File Clips, Electrical Plugs and Pins, 
Regulators, Transformers, Surgical Bandage, Sanitary napkins, Leaf Plates and 



VRC Manual 2001    37  

 

Bowls, Khas Khas Mats, Stove, Broomstick (Coconut), Tyre Retreading, Auto 
lamps, Bamboo baskets, Screen Printing, Poha Murmura & chana, Tamarind 
Concentrate, Bone Meal, Biscuits, Non edible Oil extraction, Thresher, PVC 
chappals, G.I. Bucket, Electrical fitting goods, Hand Pump, Aluminium rivet, 
Gobar Gas Stove, Gas Burner, Poultry farm, Hawker cart, Grain Dryers, Ground 
Nut Shelling, Electrical Press(Iron), Vehicle seats, Upholstery, Tricycle and parts, 
Stone Crushing, Rice Mill (De-husking), Medicinal and flower plants, Cement 
Tanks, Battery Assembly and Charging (Automobile)  and so on.  

 

 The list is not exhaustive and the person may choose an item suited 
to the market condition prevailing in his area. 

 

 Services sector:  
 
Watch Repairing, Masonry, Cycle Shop and Cycle repair, Spray Painting, 

Battery Charging, Hiring of Public Address System and electrical decoration, 
Repairing of pump sets and other agricultural machinery, Puncture Repairing 
(Tyres and Tubes), Scooter Repair shop, Motor Rewinding, Audio and Video 
Cassette Library, Books and Magazines distribution, Radio and Television Repair, 
Plumbing, Hair Cutting Saloon, Photo Studio, Photo framing, Sharpening of 
domestic and agricultural tools, Cyclostyling, Typing, Photocopying Machine 
(Xerox), Hiring of farm equipment, Flour Mill, Mess, Repair of domestic 
appliances, Nursery (For children), Spraying of Insecticides, De-husking of seeds, 
Agriculture Service Centre, Electrical wiring, Book binding, Laundry, Dry cleaning, 
Hotel, Tea  & coffee Stall, Hiring an Auto rickshaw or Jeep,  Newspaper 
distribution Pan Shop, the Public Call Office with or without STD, Cyber café and 
so on. 

 

  As in the earlier list, this list also is not exhaustive.  Depending on 
the local conditions the disabled person can make his choice. 
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Chapter 6 
 
 

Supported Employment Services 
 
 
This Chapter is basically to provide conceptual framework for the VRC.  The VRC 

is to work as a catalyst and chief promoter, through involvement of other NGOs cause to 
set up such Sheltered Employment and other Supported employment services in the 
State/UT depending upon the local resources. No such workshop shall be established 
inside the premises of the VRC.   

 
The Supported Employment Services include: 
 
ü Sheltered Workshop  
ü Setting up of Cooperatives 
ü Home bound Employment 
ü Self Help Groups 
 
A sheltered workshop is a work oriented rehabilitation facility with controlled work 

environment and individual vocational goals, which utilizes work experience and related 
services for assisting the disabled persons to progress towards a normal living and a 
productive vocational status. 

  
The workshops have been successfully developed in one of the following patterns: 
 
a. Industrial sub-contract work 
b. Renovation of used materials and their processing for re-use. 
c. Manufacture of new goods. 
  
Depending on the local employment and industrial market situation, the 

Management should decide which of these alternatives are feasible and economically 
viable.  It should be borne in mind that a sheltered workshop, even though to be run on 
sound business practices, is not expected to generate any profit but will be either a 
permanent shelter for the selected persons with disabilities or a transitional nursery for 
future employment.  

 
Clear goals have to be set to avoid dumping of persons with disabilities in one 

place. It is advisable to make it obligatory for the disabled to leave the Institution after a 
prescribed period. During this period the Institution along with other organizations shall 
endeavour to arrange for a suitable economic activity independent of the Institution.   

  
The advantages and disadvantages of the above three options  are discussed to 

provide guidance to the Management. 
 

 
 Industrial Sub-contract Work: 
   
a. Advantages: 
 
× Provides an opportunity to train the disabled to industrial standards. 
× Unit operation gives an objective basis for evaluating costs. 
× The customer may furnish materials. 
× Provide wide variety of work experience for the disabled person through 

varied contacts. 
 
 b.  Disadvantages: 
 
× Depends on the availability of suitable contracts. 
× Work may be limited in variety. 
× May be seasonal and sporadic 
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× Production pressures may over ride the importance of training. 
× Danger of ups and downs of the customer  having its impact on the 

Sheltered Workshop. 
× Peak loads and tight production schedules require skilled management 

and operational procedures. 
 

Renovation of used materials and their processing for re-use:  
 
a. Advantages: 

 
× Enlists broad community support and contributions of materials 
× Relatively high cash return 
× Provides a variety of vocational opportunities 
× Continuous workload 
× Flexible work schedules 

 
b.  Disadvantages: 
 
× Requires extensive advertising and promotion. 
× Capital equipment needs are greater. 
× Psychological difficulties in handling used material. 
× Material hard to classify for processing and for resale. 

 

Manufacture of new goods: 
 
a. Advantages: 

 
× Permits easier control of workload. 
× Provides opportunity to train to industrial standards. 
× May provide training in the use of more machinery and tools. 
× May offer higher wage possibilities 
× Unit operation gives an objective basis for evaluating costs. 

 
b. Disadvantages: 
 
× Danger of pressures of production over-riding the emphasis on training 
× Involves the acute risks and cost of product development, purchase of raw 

materials, pricing, sales, and inventories. 
× If volume business is undertaken it will be necessary to install modern 

quality control system 
× Requires an extensive and continuous sales program. 

 
Determining the Clientele: 
 
It will be necessary to determine the eligibility of the clientele even at the planning 

stage in terms of age, gender, disability group, extent of disability and other parameters.  
 
The facilities should be made available to all the persons with the selected 

disability irrespective of caste or creed, if any assistance from the Govt. is to be sought.  
 
In some communities, it may be necessary to include more than one disability 

group, both because the community may not be able to support more than one Institution 
and because the work tasks available in the market may not suit a single disability group. 

 
 

HOME-BOUND EMPLOYMENT 
 
 Homebound employment as the very name indicates, refers to provision of 

employment at the place of residence of the pwd.  In other words, it could be stated as 
making a livelihood by performing the work at the house itself.  This type of employment is 
mostly suitable for the severely disabled people who are not in a position to move out of 



VRC Manual 2001    40  

 

their houses for various reasons.  It also gives an opportunity to get the family members 

involved in their economic rehabilitation. 
 
The steps involved in the process: 
 
× Identification of a group of persons with disabilities ï area-wise 
× Identification of industries, factories and other employment generating 

sources available area-wise 
× Job development  
× Procuring job orders from the industries, factories and other sources 
× Transportation of materials to the Home and return of the finished 

products to the supplier.  
× Collection and disbursal of payment to the persons with disabilities at their 

houses 
 
 Initially, the VRCs should play a key role in the process outlined above.  But 

gradually the same has to be shifted among the groups of persons with disabilities or their 
families. 

 
Steps involved in the process: 
 
× After the identification of the persons with disabilities in area-wise, a 

meeting of the Persons with disabilities to be convened along with their 
parents/families. 

 
× Assist in electing a leader or a representative from among the pwd, who in 

turn would contact Employers, collect raw-materials, give back the 
finished products to the employers, collection and distribution of payment 
etc. 

 
× The leader/representative may be rotated once in two years or three years 

as their group feels. 
 
 The VRC should play an advisory role all the time.  Since this concept of 

employment has potential advantages or giving employment to a large number of 
disabled people at a time without any investment and liabilities, VRCs should make all-out 
efforts to promote this wherever possible. 

 

 
Maintenance of records and follow-up: 
 
 The VRC should keep a suitable register in which the names of all the persons 

with Disabilities, who are helped through this employment, should be recorded.  An entry 
to this effect should also be made in the VRC I Client Card and also mention to be made 
in the respective register maintained.  There should be continuous follow-up so as to help 
the individuals to overcome difficulties, if any.  
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Chapter 7 
 

 

Out Reach Services 
and 

Rural Rehabilitation Extension Centres 

 
 
Mobile Camps: 
 
The jurisdiction of the VRCs is the entire State in which it is situated.  In order to 

reach and extend the services at the doorsteps of disabled people living in the remote 
rural areas, camps should be organized by the VRCs in collaboration with the 
State/Central Government Agencies, Health Department, Service Clubs, Non 
Government Organizations, Employment Exchanges and other voluntary organizations 
dealing with the rehabilitation field of handicapped. 

 
The mobile team should consist of the Psychologist or Rehabilitation Officer, the 

Foreman/Vocational Instructor and the Intake Assistant.  Any three members should form 
the core group besides an Attendant.  The size of the team will depend on the expected 
number of clients. Head of the Centre may also visit the Camp for making preliminary 
arrangements and meeting the officials and conducting the camp depending on 
exigencies.   

 
The basic parameters to be remembered for organizing successful camps: 
 
a) Before finalizing the camp, the organizers may be requested to give an 

approximate estimated number of disabled populations in the respective area so as to 
enable the VRC to finalize the size of the team and duration of the camp. 

b) Adequate publicity through the local media such as Radio, Newspapers 
etc., should be made by the Organization and VRC. 

   
c) The VRC will make efforts to ensure the presence of the following Govt. 

Officials. 
 

 
ü The Chief Medical Officer 
ü Dist. Rural Development Authority / Panchayat Raj Institutions. 
ü Financial Institutions  
ü Officers responsible for poverty alleviation programmes. 
 
d) The organizers may be requested to choose a centralized public place 

with sufficient space for accommodating the disabled persons and also the technical staff 
and the medical specialists. 

 
e) The organizers should also be requested to organize an informal meeting 

prior to the camp wherein local bank officials, other voluntary organizations, Social 
workers of the area, philanthropists, financial institutions, District Officials such as Block 
Development Officers and others will participate.  During the meeting they would be 
briefed about the importance of organizing such camps and their role in the rehabilitation 
of the disabled. (Such meetings would enable the VRC to have an effective follow-up after 
the Camp). 

 
f) As far as possible efforts will be made to identify employment market 

conditions and design a suitable Community Based Vocational Training programme.  
 
g) Follow-up measures would include placement of the trained persons in 

wage paid employment, self-employment, sheltered employment and other Supported 
Employment Services. 
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Follow-up by VRCs after the Camp: 
 
1. After the camp is over a Comprehensive List of the Rehabilitation 

Needs in the form CRC-XVI to be prepared. 
 

2. The same to be sent to the BDO, Collector, DRDA and to the Director, 
Social Welfare of the respective States.  Anyone of the 
Psychologist/Rehabilitation Officer/Foreman could be deputed once in 
three months to follow up with the Officials concerned on the 
programmes of the rehabilitation plan given to them. 

 
3. A Directory of the agencies networked during the camp will be 

prepared as per proforma. 
 

4. Separate District wise files will be maintained by the VRC to ensure 
follow-up and periodic updating of networking. 

 
Regular follow-up should be undertaken till such time that not less than 50% of 

beneficiaries identified in the camp are provided with economic rehabilitation assistance. 
 
 
 

Rural Rehabilitation Extension Centres: 
 
 
 Two or three RRECs are set up in each state attached to the respective VRC, 

depending of the geographical spread of the State / UT. The Rural Rehabilitation 
Extension Centres shall function as Satellite Centres to the main VRC in the State.  

 
For all professional, administrative and financial issues, the RREC will work under 

the supervision of the Head of the VRC. They will maintain suitable professional and 
suitable records as prescribed. 

 

 
The objectives of the RREC are as follows.  
 
× Identify and evaluate the physical, mental, social and vocational 

needs of the disabled in the defined rural area. 
× Create awareness of the abilities of the disabled in the community. 
× Organize camps in rural areas for evaluation and placement of the 

disabled in training, jobs or self-employment. 
× Identify occupations or operations suited to the disabled in the rural 

areas/areas assigned. 
× Identify artisans who can provide training to the disabled of the area. 
× Provide community based vocational training in selected operations 

utilising community resources and the technical know-how available 
at the VRCs. 

× Compile lists of Governments and Non-Governments organizations 
working for the disabled. 

× Establish contacts with employers, industries and other voluntary 
bodies for the furtherance of rehabilitation of the disabled. 

× Develop self-employment opportunities as per the local need of with 
the help of the local support system. 

× Promote cooperatives and sheltered workshops for the disabled 
with community participation. 

× Procure aids and appliances for the disabled to increase their 
rehabilitation prospects. 
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 The RRECs will be located in such a way that the entire State is covered. Each 
RREC will cover five to ten contiguous Districts as may be decided by the Head of the 

Centre in consultation with the Headquarters and the State / UT Government. 
 
Operational procedure: 
 

1. To collect information regarding the Blocks and Panchayats available in the 
Districts assigned. 

2. To identify each Block and Panchayat for organizing camps.  A meeting 
with the District Collector, local NGOs, Service Clubs and other financial 
institutions to involve them in the rehabilitation process. 

3. After the camp a Comprehensive List of Rehabilitation Needs should be 
prepared and sent to the collaborating agency and the main Centre for 
follow-up. 

4. Identifying training agencies and other government schemes available for 
the Rehabilitation of the disabled.   

5. The Rehabilitation Counsellor and the Field Assistant would make all out 
efforts for tapping the local resources and schemes available towards the 
rehabilitation of the persons with disabilities.   

6. The services of collaborating agency also should be involved in all 
rehabilitation work under taken. 

 
 
 
Registers and Files to be maintained: 
 
1. Intake/Admission Register of Persons With Disabilities. 
2. Job Development Directory. 
3. Contact Register of the Rehabilitation Counsellor 
4. Placement Register (Training, Self-employment, and Employment) 

To be shown separately. 
5. Correspondence files. 
6. Identity/Intake/Registration Cards for the clients. 
7.   Returns to be sent to the VRCs (File). 
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CHAPTER 8 
 
 

ADVISORY BOARD 
 

A decision was taken during the meeting of the Labour Secretaries held in June 
1998, that the Labour Secretary of the concerned State will be designated as the Chairman 
of the Advisory Board. The purpose of including the Labour Secretary of the State is to 
improve the interaction between the VRCs and the State Govt. on one hand; and to involve 
the State Secretaries in providing suitable directions to the functioning of the VRCs as per 
the employment market prevailing in the State on the other.   In certain States/UTs the 
Labour Secretaries are differently designated.  For the purpose of the Advisory Board, it 
should be taken as, the Senior Most Officers (in the Secretariat of the State), who looks after 
the Employment Exchanges.  This would also encourage proper co-ordination between the 
Employment Exchanges and the VRCs.  

 
 The functions of the Advisory Board are as follows. 
 

ü Periodical review of the functioning of the VRC with a view to provide a direction 
suited to the employment market in the State. 

ü Advice and monitor the registration and rehabilitation of persons with disabilities. 
ü Help in introducing innovative schemes for evaluation of residual capacity and 

providing an economic rehabilitation for the disabled. 
 

Constitution of Advisory Board: 
 
§ The Advisory Board will consist of the Labour Secretary of the State as 

Chairperson and Director of Employment Exchanges (or Director-in-Charge of 
Vocational Rehabilitation Centres for Handicapped) as Vice-Chairman.   

 

§ The Four members will be drawn from the different Departments of State Govts 
including the Director dealing with the Employment Exchanges in the State/UT 
and the Director dealing with disability issues, and those concerned with 
employment generation and implementation of programmes related to social 
justice.   

 

§ Five members belonging to the organisations working with the five categories of 
the disabled served by the Centre (VI, HI, LD, MR and CL) 

 

§ One National level or State level Institute dealing with the disabled.  
 

§ At least two service clubs such as Lions Clubs, Rotary Club etc. who provide 
social services in the State.(District Governor of the respective Club) 

  
 A sample of the constituted Advisory Board is given below for guidance.  There 
could be some differences and changes depending on local conditions. Each VRC will 
send separate proposals on the basis of the guidelines. 

 

Advisory Board for the Vocational Rehabilitation Centre for Handicapped 
 
1. Commissioner-cum-Secretary,   - Chairman 

Labour & Employment 
2. Director (LMI), Head of Deptt for    - Vice-Chairman 

Vocational Rehabilitation Centres for  
Handicapped, DGET. M/o Labour. 

3. Director, Directorate of Social   - Member 
Welfare (or Dept dealing with the pwd) 

4. Project Director, Rural  Development,  - Member 
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5. Director, Directorate of Employment,    - Member 
6. Labour Commissioner,  Labour Dept   - Member 

(dealing with Factories & establishments) 
7. NGO dealing with Mentally Retarded     - Member 
8. NGO dealing with Locomotor Disabled     - Member 
9. NGO dealing with Hearing Impaired    - Member 
10. NGO dealing with Visually Impaired    - Member 
11. NGO dealing with Leprosy Cured    - Member 
12. District Governor, Rotary International    - Member  
13.  District Governor, Lions International    - Member 
14.  National/ State level Institution     - Member  

(dealing with Disabilities) 
15. One Medical Specialist     - Member 
16.  Head of the VRC concerned    - Member 

 
Procedure to be followed in constitution and meeting of the Advisory Board: 

 
1. The VRC will contact the Labour Secretary and all other Officials in the Government and the 

NGO Sector and obtain written consent from them to function on the Advisory Board. The 
Heads of the Respective organisations may also nominate their representatives.  However, 
at the time of constitution of the Board, the organisation will be shown as being represented 
by the senior most official. TA/DA to participate in these meetings will be borne by the 
respective Governments/ Departments.  The NGOs would, however be paid out of the 
funds allotted to the respective VRCs. 

2. After obtaining the consent, the copies along with draft constitution of the Advisory Board 
will be sent to Headquarters.  

3. After scrutiny, the Head of the Department looking after the Vocational Rehabilitation 
Centres for Handicapped shall constitute the Advisory Board, on behalf of the Government 
of India. 

4. The Advisory Board will be constituted for a period of three years.  The VRC will initiate 
action to reconstitute the Board well in advance and follow the same procedure. 

5. The Board will meet at least once in a year. 
6. The VRC will prepare the Items of Agenda and first get it approved by the HOD before 

sending it to the Chairman for fixing a date.  
7. After the date is fixed, the Items of Agenda along with details of the work done by the VRC 

should be sent to all the Members at least fifteen days before the date of the meeting.  
8. After the Meeting is concluded, the Minutes will be prepared and after approval by the 

Chairman, should be circulated to all members.  
9. The VRC should initiate action on all items.  The Action Taken Report would constitute one 

of the items for the next meeting.  
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Chapter 9 
 
 
 

Physical Restoration and Other Services  
 

Even though, physical restoration does not constitute the main objective of the Centre, it 
becomes essential in a large number of cases, that the pwd is assisted in procuring ability aids 
and other assistive devices, to help the pwd perform more efficiently on his job. The VRC may 
therefore have to contact the NGOs, and other govt. departments to get assistance to increase 
the vocational abilities of the pwd.  Mainly the Rehabilitation Officer should take up this work.  

 
Other assistance to increase his vocational potential and social acceptance such as 

marriage, sports, cultural activities etc should also be undertaken frequently, directly by the VRC 
itself or in collaboration with other NGOs. Some organisations/individuals also donate in cash or 
kind. All the information should be properly recorded and should be available for scrutiny for the 
public also.  

 
The Intake Assistant shall maintain a register for the purpose in the following format.  
 

Sl.No Name of pwd Intake 
No. 

Assistance 
Required 

Assistance Procured 

1 2 3 4 5 

 
            
 

Donor 
Agency, 
address 

Contact 
Person, 
Telephone 

Assistance given, 
Cash/Kind (If kind 
give value) 

Signature of pwd Signature of 
R.O./HOO 

6 7 8 9 10 
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CHAPTER 10 
 

 
STORE MAINTENANCE 

 
Introduction 
 
 Purchase, receipt custody, issue, stock verification, condemnation and 

disposal of stores and items of utmost significance. 
 
 Stores are generally of the following categories: 
 
 Main Stores and Sectional Stores. 
 

Store Officer: 
 
 Psychologist of the Centre will function as Store Officer in addition to his 

other duties.  

 
Types of Store Departments: 

 
 There should be two types of Stores.  Main Stores and Sectional Stores.  The 

Main Store Department will be the Central Stores Department where all the materials, 
tools and equipments etc. are first received and stocked in bulk.  The Stores should be 
entrusted to a Store Keeper, who should furnish a security or fidelity bond for an amount 
fixed by Government. 

 
 The Sectional Stores should be in each Section while materials are drawn from 

the Main Stores Department for which requirements of the Sections for a reasonable 
period are stocked for issue to the trainees as and when required. 

 
Main Stores Department (General): 

 
 The Main Stores should be situated in a central place accessible to all Sections 

and well ventilated.  The internal arrangements of the Stores should be such that while 
everything is accessible and can be of easy location, no space should be wasted (space 
management to be adopted).  Articles of a like nature should be grouped together and 
store in a most convenient way.  All the articles should be stored in bins and when this is 
not possible, these may be stocked well in shelves, racks, containers etc.  Liquids such as 
kerosene oil, inflammable articles should be stored in containers and kept in isolated 
place with a marking ñdangerousò.  The bins should be arranged according to trades and 
should bear a slip/card containing serial number of the bill and particulars of the articles 
with specifications.   Separate serial number should be given to each trade with 
distinguishing symbols both for tools and equipments and for consumable stores. 

 
For example, bin numbers for electronic trades could be E-1, E-2 and so on.  Such 

of the items, which are required for more than one trade, should be allotted with a 
separate serial number with distinct number.  E.g.: - G-1, G-2 and so on.  Bin card in the 
form as annexed should be maintained. 

 
 The Store Keeper should maintain two Index Registers one for raw materials and 

the other for tools, machinery and equipment.  The registers should be indicated the 
description of each item, page number of the stock ledger, bin card number etc.  A Dead 
Stock Register should also be maintained in the Main Store for all machinery, 
equipments, furniture etc.  The Registers should show complete details of machine and 
their distribution to different sections. 

 
 Any item found unserviceable, but could be made serviceable should be 

transferred from the stock bins to separate repair bin and a relevant card suitably marked 
to show the movement.  The Store Officer should issue a work order to the Section 
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concerned to recondition these items.  After reconditioning, the items should be 
retransferred from the repair bin to the respective stock bin.  The Store Keeper should 
maintain detailed records of items incoming and outgoing. 

 
 The storekeeper will maintain minimum and maximum balance for each item 

and will send requisition when the item reaches the minimum level. The store 
Officer will supervise the task.  

 
It is also responsible to ensure that the stock does not exceed the maximum limit.  

Raw material required for the year should not be purchased very much in advance and 
allowed to accumulate unnecessarily.  The machinery and equipments purchased for 
sections should be immediately be issued to the concerned Instructor for its erection and 
should not be kept in the Store for a long time. 

 
 Whenever an Instructor, Supervisor etc., is transferred from the Section, he should 

return all the tools and equipments issued in his name to the Main Stores.  The new 
incumbent will draw his requirements afresh from the Main Store.  In no case, these 
should be transferred and taken by the individuals directly. 

 
Procedure on receipt of goods at the Main Store: 

 
 As soon as the materials ordered arrive at the Main Stores with the delivery note 

from the suppliers, the Store keeper should examine whether the stores received are in 
accordance with the delivery note and agree with the quantities and specifications 
indicated in the copy of the purchase order.  Normally, no material should be accepted in 
the Stores unless they are accompanied by a delivery challan.  When there is no delivery 
challan, the Store Keeper should prepare it indicating therein the order number, date, 
source of supply and quantity etc. 

 
  The Store Keeper should take note of all Railway Receipts received in a separate 

Register and watch delivery of the goods.  The Store Keeper shall be responsible for any 
demurrages. 

 
 After the Goods received in Main Store by the Store Keeper with regard to the 

quantity, its condition etc., the concerned Vocational Instructor / Office Superintendent 
and the Store Officer would certify that the items are in accordance with the specification 
in the Purchase Order. 

 
 The quantity and other particulars of the receipt of stores are entered in the Goods 

Inward Register (GIR) in the form as annexed in triplicate.  One copy is sent to the Store 
Accounts Section and the other to the Purchase Section.  Against each entry in the 
Goods Inward Register (GIR), the number of the bill in which the material has been 
placed should invariably be mentioned. 

 
 In respect of the dead stock items except stationery and contingent items for 

which separate registers are maintained in the Office for which no bin cards are 
maintained.  The Store Keeper will indicate the GIR as follows: 

 
             ñItems to go in Dead Stock Register, Bin Card not maintainedò. 
 
 The entries in the GIR will be checked and attested by the Store Officer.  After the 

receipt of the items and if they are found in good condition and according to specifications 
the following certificate should be recorded on the reverse of the delivery challan and 
signed by the officials concerned. 

 
             ñThe items mentioned in the delivery challan have been received in good 

condition and as per specification entered in the GIR on (date) and entries made on page 
No----------------and bin card No.------------------ñ 

 
 (Store Keeper)            (Respective Official)       (Store Officer) 
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 On receipt of a copy of the GIR from the Store Keeper, the Store Account Clerk 
(LDC) will make suitable entries in the relevant Stock Ledger (form is enclosed).  After 
verifying the same with the copy of the purchase order already received by him from the 
Purchase Section, he should also check all the arithmetical calculations therein.   

 
 The Store Keeper should not be allowed to handle the ledgers of the Store 

Accounts Section.  There should be periodical inspection of the ledger balance and stock 
in the store by the Store Officer. 

 
 The empty packages should be recorded by the Store Keeper in a separate 

Register in the form as annexed.  They should be disposed of at convenient intervals to 
the best advantage of the Government.   

 

 
 
 

Issue of materials from  the Stores Department: 
 
 No material or tools and equipments of any kind should be issued from the stores 

unless there is a regular requisition in the prescribed form duly approved by the Head of 
Office. The requisition should be prepared in triplicate. The requisitioning sections should 
retain one copy and the other copies should be sent to the Store Keeper.  He will retain 
the first copy and send the second copy to the Store Accounts Clerk for entry in the 
ledger. The Store Keeper will issue the material after acquiring the acknowledgement of 
the persons receiving them. 

 
 

Sectional Stores: 
 
 Sectional Stores will be under the charge of the Instructor concerned.  Sections 

should as far as possible acquire the materials for a reasonable period.  The Sections In 
charge will submit their quarterly requirements for all the Stores including Tools and 
Equipment, Materials and supplies and Stationery. The Indents should be made as far as 
possible on monthly basis and only on rare occasions should they indent material for 
specific exercise.  

 
 The following registers related to stores should be maintained in each section. 
 
1. Machinery Tools and Equipment. 
2. Receipt and Consumption of materials and supplies. 
3. Store Requisition Book. 
4. Stock Book of Raw Materials. 
5. Manufacturing Register. 
6. Store Return Book. 
7. Furniture Register. 
 
 Separate registers should be maintained in the Sections for the machinery and 

equipments with accessories (tools and furniture should maintain in main store).  A chart 
layout of all the machines in the Sections should be displayed. The Supervisor should 
check this frequently.   

 
Manufacturing Register: 
 
 With a view to have effective control over the disposal of raw-materials drawn from 

the stores, to ensure that there has been no wastage or no misuse of such materials, 
each Instructor should maintain a separate Manufacturing Register and submit it regularly 
to the concerned Supervisor.  The Register will be so made to facilitate easy removal of 
the duplicate copy of each sheet prepared.  The original copy will be retained by the 
Instructor himself and duplicate will be sent to the Store Keeper along with the finished 
goods. 
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Scrap: 
 
 Care should be taken with the scrap materials from training exercises or 

manufacture of articles are not wasted, misused or lost.  A running note book should be 
maintained by each section for keeping record of the scrap resulting from each job or 
exercises as shown in the manufacturing register.  The scrap should be periodically sent 
to the Store Keeper, who will acknowledge the same. 

 
 The Stores Section should keep this scrap in one or more bins and should also 

maintain a Register for their receipt, issue, sale etc.  After the accumulation of scrap to a 
considerable extent, the Head of Office with the help of other Supervisors (technical staff) 
inspect the scrap and classify them into those which have no monitory or training value 
and those which have a market value or which can be utilized or further training 
exercises.  Scrap which are of no value should ordered to be destroyed while those which 
can again the used as raw materials should be valued taking into account their market 

value.   
 

Unserviceable Articles: 
 
 All unserviceable articles including tools should be returned to the main store. The 

Store Keeper should maintain a separate register for the purpose.  These items will be 
inspected by the Head of Office or his nominee and decide which of them can be 
reclaimed.  The articles, which have been reclaimed, should be taken back.  The 
materials, which could not be reclaimed, will be put up for inspection of a Condemnation 
Board constituted for this purpose. 

 
 The composition of the Condemnation Board for the VRCs is as follows: 
 
(i) For condemning the articles where the book value exceeds Rs.5000/-(for 

all VRCs):    
  

1. Director of Employment Exchanges (HOD)/ Joint 
Director 

Chairman 

2. Vice Principal, ATI/where CTI does not exist Principal, 
ITI 

Member 

3. Head of the VRC concerned  Member Secretary 

 
(ii) For condemning articles where the book value does not exceed Rs.5000/-

: 
The VRCs at Ludhiana, Kanpur, Mumbai, Kolkata, Hyderabad & Chennai where 

ATI exist: 
 

1. Vice Principal, ATI Chairman 

2. Head of the VRC concerned Member 

3. Workshop Engineer / Workshop Foreman of concerned 
VRC 

Member Secretary 

 
a. VRC, Delhi  - 

 

1. Principal, I.T.I. Pusa, New Delhi Chairman 

2. Head of the VRC  Member 

3. Workshop Engineer / Workshop Foreman  Member Secretary 

 
b. Remaining VRCs at Ahmedabad, Bangalore, Jaipur, 

Jabalpur, Guwahati, Trivandrum, Bhubaneswar, 
Vadodara, Patna & Agartala    

 

1. Head of the VRC concerned Chairman 

2. Principal, ITI Member 

3. Workshop Engineer / Workshop Foreman  Member Secretary 
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Purchase Committee: 
 
 The Purchase Committee of the VRC consists of the following: 
 

1. Head of the VRC concerned Chairman 

2. Psychologist Member 

3. Workshop Engineer / Workshop Foreman  Member  

4. Concerned V.I. Member 

5. Accounts Officer / Accountant / O.S Member Convenor 

 
 
Stock verification: 
 
 It is an important function to ensure that all articles in the Stores are well kept and 

maintained.  The physical verification of the stores should be done in two ways.  One is 
continuous verification and the annual verification.  The Store Officer will continuously 
verify the stores periodically and record the date and time of verification.  Annual physical 
verification of the stores would be done in July, every year by an Officer other than the 
Store Officer as deputed by the Head of Office. 

 
 While making the physical verification, the following points should be kept in view.  

The verification should be made in the presence of an Officer or person who is the 
custodian of the stores.  All discrepancies will be brought into the account immediately.  
Shortage and damage as well as unserviceable stores should be reported immediately to 
the authority competent to write off the losses.  The Certificate of Verification should be 
recorded in the Stock Registers and the bin cards under the dated signature of the 
Verifying Officer.  He should also record separately his personal observation regarding 
the condition of stores. 

 

N.B.  Saving clause: The Manual of Main Stores followed by the 
Training Directorate of DGE&T would form the base guideline for 
maintenance of Stores in the VRCs also. 
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CHAPTER 11 
 

 

 

REPORT RETURNS 
 

 
I             FORTNIGHTLY: 

 
1.          Report on pending CBI cases 

 
II            MONTHLY 

 
1.          Progress Report in respect of court cases 
2.          Representation of SC/ST 
3.          Report on punctuality, cleanliness, maintenance of records etc. 
4.          Return on persons due to retire/retiring 
5.          Return on total sanctioned strength (General, SC, ST, OBC and PH)  
6.          Group A, B, C and D 
7.          Expenditure statements 
8.          Progress report on Non-Plan and STW schemes 
9.          Narrative Report 

 
 

 

  III       QUARTERLY: 
 
 
1. Expenditure return on House Building Advance 
2. Welfare measures for minorities ï persons recruited to Group-C and 
              Group D post 

3. Ban on creation/filling up of post 
4. Monitoring of court cases 
5. Reduction of Pressure on staff car ï fixation of ceiling on consumption      of petrol 
6. Settlement of pension and other retirement benefits ï number of pending cases 
7. Government servant whose cases have to be reviewed under 56(J) and Rule 48 of 
              the CCS (Pension) Rules 72 
8. Employment of dependents of Government Servants in foreign mission and  
              foreign  enterprises. 
9. Timely submission of statistical return ï complaint of vigilance cases 
10. Strengthening of administration ï premature retirement of Government servants 
11. Recruitment of minority candidates 
12. Redressal of public grievances 
13. Establishment return 
14. Progress Report 
15. Expenditure Return 
16. Return on progressive use of Hindi 
17. Progress on review of vigilance work under action plan on anti-corruption 
18. Establishment to local Employment Exchange 
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IV         HALF YEARLY 

 
 
 
1. Total number of vacancies in Group C and D posts and the number filled by Ex-servicemen 
2. Implementation of reservation order on the employment of PH 
3. Expenditure incurred on local printing through private presses and through State 
    Government presses 
4  Monitoring of implementation of reservation policy for SC&ST 
5  Acceptance of commercial employment in the two years of retirement by Group-B Officers     
     in the Central Government. 

 
 
 

V. ANNUAL 
 
 

 
1. Consolidated statements regarding representation of SC/ST in service post Under the 

Central Government in Appendix ï 8, 8A, 8C and 9 

 2.   Immovable property returns in respect of Group A and B Officers 
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CHAPTER 12 
 
 

NARRATIVE REPORTS 
 
 

 
VOCATIONAL REHABILITATION CENTRE FOR HANDICAPPED, ---------- 

MONTHLY NARRATIVE REPORT FOR THE MONTH OF __________, 200 . 
 

(To be dispatched to Headquarters before 4
th
 of every month) 

 
MONTH AND YEAR OF INCEPTION: 

 
 
 

1. General: 
 
During the month under report the Centre registered ______ persons, evaluated ________ and 
rehabilitated ________ in job/ training/ self-employment. 
 

2. Intake:  
 
During the month ______ persons were registered as against  ______ persons during the last 
month. 
 

A. Intake during the Month: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
B. Cumulative Total of pwd registered since inception of the Centre is given below: 

 

 VH HH OH LC MR MD* TOTAL 

Male        

Female        

Total        

 
(* MD ï Information from January 2000) 

3.    Evaluation: 
 
During the month ______ persons were evaluated as against  ______ persons in the last month. 

  
A. Evaluation during the month: 

 
 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

B. The cumulative total of pwd evaluated since inception of the Centre is given below. 

 
 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        
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4.      Discontinuation 

 
A. Discontinuation: 
During the month under report -- disabled discontinued from evaluation.   
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 
B. The cumulative discontinuation is as indicated below. 

   
 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

5. Medical Evaluation: 
 
A. During the month___ persons were examined by the Medical Board.  

 
 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
B. The cumulative total of handicapped examined by the Medical Board since inception for 
medical evaluation is as under. 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

6. Submission: 
 
A total of _____ submissions were made during the month as against _____ made in the last 
month. 

 
A. During the Month: 

 
 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

B. Since January of the year: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        
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7. Rehabilitation: 
 
 
The category and sex-wise particulars of clients Rehabilitated during the month of ___________, 200   is given below. 

 

No Details VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

1. JOB                

2. TRAINING                

2.a Inst Trg.                

2.b IPT outside VRC                

2.c Training at VRC                

2.d App.Trg                

3. Self Emp.                

4. Sheltered Emp.                

Total                

 
NOTE: -   
 

1. The figures reported here should tally with the corresponding figures reported in Annexure -I. 
2. Physical restoration cases are not to be counted against Rehabilitation but shown separately in Annexure 1. 

 
 
 
 
The cumulative total of pwd rehabilitated since inception is indicated below: 
 

No Details VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

1. JOB                

2. TRAINING                

2.a Inst Trg.                

2.b IPT outside VRC                

2.c Training at VRC                

2.d App.Trg                

3. Self Emp.                

4. Sheltered Emp.                

Total                
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8. Training at VRC (Trade wise). 

 

Sl.No. Trade Total admitted 
(Since Inception) 

Completed 
Training 

Placed in Job/SE Trained Since 
January this year 

Under training at the 
end of the month 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

11       

12       

13       

 

 
9. Adjustment Training: 

 
Give details of Adjustment Training given and the number covered disability-wise. 
 

10. Discharge: 
 
 Number of clients discharged during the month is _______, which include ____ LD, __VH, __HH, __ CL, __MR, __ MD 
 

11. Case conference: 
 
Give number of Case conferences held, number considered and the participants from outside VRC if any. 

 
 

12. Advisory Board: 
 

Give details of constitution of the Adv. Bd., Meetings held and the follow up action on the minutes of the Previous meeting. 
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13.  Follow-up of pwd: 
A. During the month: 
 

 VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

Visits                

Follow up for 
physical 
restoration/ 
medical 
rehab. (By 
VRC) 

               

Follow up for 
placement. 
(By VRC) 

               

Total                

 
 

 B. Since January of the year: 
 
 

 VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

Visits                

Follow up 
for physical 
restoration/ 
medical 
rehab. (By 
VRC)  

               

Follow up for 
placement. 
(By VRC)  

               

Total                
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 14.   Contacts during the month: (List of contacts) 
 

I. Govt/PSU 
II. Organised Sector  (Pvt.) 
III. Unorganised sector (Pvt.) 
IV. Financial  
V. NGOs 
VI. Service clubs (Lions clubs, Rotary Clubs etc.) 
VII. Trg. Institutions 
VIII. Other (specify) 

 

 
15.    Any other items of interest.  

 
a. Rehabilitation Camps 
b. CBVT 
c. Public Relations 
d. Seminars/Workshops/ Meetings attended 
e. Training of Staff 
f. Innovative Schemes introduced 
 
 
 
 

Narrative Report for RREC 
 

(To be submitted by the RREC to the VRC on the last working day of the month. The 
Main Centre will scrutinise and consolidate with the Narrative Report of the VRC 
concerned and dispatch to Headquarters before 4

th
 of every month) 

 
MONTHLY NARRATIVE REPORT FOR THE MONTH OF __________, 200 . 

 
MONTH AND YEAR OF INCEPTION: 

 
1. General: 

 
During the month under report the Centre registered ______ persons, evaluated ________ 
and rehabilitated ________ in job/ training/ self-employment. 
 
2. Intake:  
 
During the month ______ persons were registered as against  ______ persons during the 
last month. 
 
A. Intake during the Month: 

 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 
B. Cumulative Total of pwd registered since inception of the RREC is given below: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 
 



VRC Manual 2001    60  

 

 
3.    Evaluation: 
 
During the month ______ persons were evaluated as against  ______ persons in the last 
month. 
  

A. Evaluation during the month: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 
 

B. The cumulative total of pwd evaluated since inception of the Centre is given below. 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

4. Discontinuation 
 

A. Discontinuation: 
During the month under report __  disabled discontinued from evaluation.   

 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
B. The cumulative discontinuation is as indicated below. 

  
  

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
5. Medical Evaluation: 

 
A. During the month___ persons were examined by the Medical Board during the month.  
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
B. The cumulative total of handicapped examined by the Medical Board since inception for 
medical evaluation is as under. 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        
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6. Submission: 
 
A total of _____ submissions were made during the month as against _____ made in the 
last month. 
 

A. During the Month: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        

 
 

B. Since January of the year: 
 

 VH HH OH LC MR MD TOTAL 

Male        

Female        

Total        
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7. Rehabilitation: 
 
The category and sex-wise particulars of clients Rehabilitated during the month of ___________ , 200  is given below. 
 

No Detai
ls 

VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

1. JOB                

2. TRAI
NING 

               

2.a Inst 
Trg. 

               

2.b IPT 
outsi
de 
VRC 

               

2.c Train
ing 
at 
VRC/
CBV
T 

               

2.d App.
Trg 

               

3. Self 
Emp. 

               

4. Shelt
ered 
Emp. 

               

Total                

 
 

NOTE: -   
 
Physical restoration cases are not to be counted against Rehabilitation. 
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The cumulative total rehabilitated since inception is indicated below: 
 
 

No Detai
ls 

VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF 

1. JOB               

2. TRAI
NING 

              

2.a Inst 
Trg. 

              

2.b IPT 
outsi
de 
VRC 

              

2.c Train
ing 
at 
VRC/
CBV
T 

              

2.d App.
Trg 

              

3. Self 
Emp. 

              

4. Shelt
ered 
Emp. 

              

Total               
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8. Follow-up of pwd  
A. During the month: 
 

 VH
M 

VH
F 

HHM HH
F 

OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

Visits                

Follow up for 
physical 
restoration/ 
medical 
rehab. (By 
VRC) 

               

Follow up for 
placement. 
(By VRC) 

               

Total                

 
B. Since January of the year: 
 

 

 VH
M 

VH
F 

HHM HH
F 

OHM OHF CLM CLF MRM MRF MDM MDF TM TF TOTAL 

Visits                

Follow up for 
physical 
restoration/ 
medical 
rehab. (By 
VRC) 

               

Follow up for 
placement. 
(By VRC) 

               

Total                
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9. Contacts during the month 
Lists of contacts made during the month  
 

I. Govt/PSU 
II. Organised Sector (Pvt) 
III. Unorganised sector (Pvt) 
IV. Financial Institutions  
V. NGOs 
VI. Service clubs (Lions clubs, Rotary Clubs etc.) 
VII. Trg. Institutions 
VIII. Other (specify) 

 
10.  Any other items of interest.  
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F. No. DGET - Z - 110013/19/99 EE II 

Government of India 
Ministry of Labour 

D.G. E & T 
 

New Delhi 
Dated 24

th
 March 1999 

 
 
To 
The Senior Superintendents/ Superintendents 
Vocational Rehabilitation Centres for the Handicapped 
 
 
Subject:  Modified Proforma for Appendix - I of the Narrative Report 
 
 
Sir, 
 

I am directed to inform you that the revision of the Narrative Report has been 
attracting the attention of this Directorate for the past one year.  Accordingly a proforma has 
been devised for the Appendix - I that is attached to the Narrative Reports.  Please ensure 
the columns and layout of the proforma are not changed, as the same has been devised in 
consultation with others to ensure the data entry properly.  

 
You are requested to send all data of the Appendix I in the revised proforma in 

duplicate w.e.f April 1999 well in time.  
 

You are also requested to send the data in the revised proforma for the months of 
January, February, and March 1999 also (in duplicate) separately. 
 
 
 

Yours faithfully 
 
 

R.Narasimham 
Deputy Director 

For Director (LMI) 
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ANNEXURE ïI 

VOCATIONAL REHABILITATION CENTRE FOR HANDICAPPED,éééééé 
Statistical summary of work done during the month... 

 
Sl. 

N
o
. 

Description VHM VHF HHM HHF OHM OHF CLM CLF MRM MRF MDM MDF TM TF Grand 
Total 

1. No. of clients at the 
beginning of the month 

               

2. a) 
 
    
a
) 

No. of clients admitted 
during the month. 
At VRC 

               

    b) At Camp                

                           TOTAL                

3. a) 
    
a
) 

Source of referral -  
Spl. Empl. Exch. For   PH  

               

    b)  Welfare/Medical agencies                

    c) Camp                

    d) Self-referral                

    e) Other Sources                

                    TOTAL                

4. No. of clients evaluated                

5. No. of clients left the 
Centre without completion 
of evaluation 

               

6. No. of clients medically 
examined 
 
 

               

7. No. of clients submitted/  
referred to various 
agencies. 

                                  
TOTAL                    

               

 a) Wage Paid Employment                

 b) 
 
 

Sheltered Employment  
 
V 

 
 
V

 
 
H

 
 
H

 
 
O

 
 
O

 
 
N

 
 
N

 
 
M

 
 

M
R
F 

  
 
T

 
 
T
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H
M 

H
F 

H
M 

H
F 

H
M 

H
F 

L
M 

L
F 

R
M 

M F 

  c) Training                    TOTAL                

 i) Instt. Trg.                

 ii) App. Trg                

 iii) Inpl Trg.                

  d) Self-emp. Instt. Finance                                                  

  e) Self-emp. Others                

8. No. of clients rehabilitated 
during the month     
TOTAL 

               

a) Wage paid employment                

 b) Sheltered employment.                

 c)       Training                     
TOTAL 

               

 i) Appr. Trg.                

 ii) Inpl. Trg.                

 iii) Instt. Trg.                

 ii) Trg. at VRC                

d) Self-emp. Instt. Finance                

e) Self-employment Others                

9. Aids & Appliances 
Procured  

               

10. No. of clients given 
adjustment training    

               

a) At VRC                

b) At Trg. Instts.                

c) In industries                

11. No. of clients remaining  
on the register at end of 
the month{ (1+2) - (4+5)} 

               

Dated :                 
                (SIGNATURE) 
VH: Visually Handicapped; HH: Hearing Handicapped; OH: Orthopedically Handicapped; NL: Negative Leprosy; MR: 
Mentally Retarded; MD: Multiple Disabilities; M: Male; F: Female; TM: Total Male; TF: Total Female 

Physical Restoration is not be counted against Rehabilitation 
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ANNEXURE ïII   
VOCATIONAL REHABILITATION CENTRE FOR HANDICAPPED,éééééé 

Additional information under Narrative Report for the month of éé  /é é /é200. 

 
 

Description VHM VHF HH
M 

HHF OHM OHF NLM N
L
F 

MRM MR
F 

MD
M 

MD
F 

T
M 

T
F 

Gra
nd 
Tot
al 

1. No. on Live Register as per 
NES Manual at the end of  
___________   (previous 
month) 

               

2.  
 

Added during the month                

3. Cumulative total of LR(1+2) 
 

               

4. No. of employed from the 
LR due to rehabilitation                                    

               

5. Removed from LR for other 
reasons 

               

6. Balance of LR at the end of        
_________ (current month)     
{3 - (4+5)} 

               

7. No. of under training at 
VRC at the end of  

               

8. No.  under training  at STW 
at the end of  

               

9. (Separate for each RRECs) 
Cumulative Registration at 
RRECs since inception  

               

10. Registration during the 
month at RRECs 

               

11. Cumulative Placement at 
RRECs since inception 

               

12. Placement during the 
month at RRECs 
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Chapter 13 
 

Duties of Officers & Staff of Vocational Rehabilitation Centres for the 
Handicapped   
 
Posts in the Vocational Rehabilitation Centres for Handicapped: 
 
1. Senior Superintendent:  
    

ü Head of Office in VRCs where the Skill Training Workshop and Rural Rehabilitation 
Extension Centres are attached. 

ü Supervise evaluation and training and rehabilitation aspects of all categories of disabled. 
ü Introduce innovative schemes to create individual and group rehabilitation schemes. 
ü Supervise in compilation of employment market information and utilize it for rehab of the 

disabled. 
ü Networking of government and non-government organizations for creating opportunities for 

the disabled. 
ü Recruitment and training of new staff and periodical upgradation in skills of the existing staff 
ü Monitoring the process of evaluation, training, registration and placement etc. of the disabled 

persons residing in the area of jurisdiction of the Centre. 
ü Initiating, organizing and conducting of evaluation-cum-rehabilitation camp in various parts of 

the State to provide rehabilitation services to the far-flung areas. 
ü Manpower development in the field of vocational training and economic rehabilitation of the 

disabled to professionals, non-professionals and parent groups. 
ü Organize and participate in programs, seminars and workshops for creating awareness of 

disability issues. 
ü Promote cooperatives, sheltered workshops and other supported employment programs for 

the disabled with community participation. 
ü Preparation of budget, budget control and expenditure as per powers delegated. 
ü Submission of periodical reports on performance and budget.  
ü Maintenance of accounts and administrative work as per rules. 
ü Supervise the working and maintain discipline of Group B, C and D Staff. 
ü Publicity, Public relations and advocacy to the cause of the disabled. 
ü Research & Development in the areas of Evaluation, Training & Placement. 

 
2. Psychologist: 
 

ü Assessment of the residual functions of persons with disabilities registered at the Centre and 
refer for evaluation in the Workshop. 

ü Assessment of various mental functions of persons with disabilities such as intelligence, aptitude, 
interest, dexterity, personality, inter-personal relations and overall adjustment to surroundings 
including disability in an objective manner. 

ü Provide counseling to the individual clients, family counseling, parent counseling, marriage 
counseling etc. 

ü Supervision and guidance to technical staff of the Centre, like workshop foreman, engineers, VI 
etc. on various aspects of evaluation, training and placement. 

ü Participating in internal and final case conference and helping in chalking out a viable 
rehabilitation plan for each client. 

ü Maintaining a liaison with medical specialists and members of medical board to assess the 
physical capacity of the person with disabilities. 

ü Assisting the Head of the Centre in the successful completion of evaluation-cum-rehabilitation 
camp. 

ü Monitoring the progress of evaluation and training of each client in the Workshop. 
ü Environmental modification in the workshop in collaboration with the workshop staff.  
ü Organize adjustment training to suit the requirements of the individual pwd. 
ü Function as Store Officer and maintain suitable records as prescribed with help of the Store 

Keeper.  
ü Function as a liaison between the workshop staff, administration and Head of Office in fulfillment 

of the objectives of the Centre. 
ü Supervision of Workshop Foreman, Vocational Instructors and Workshop Attendants in their 

work related to evaluation. 



VRC Manual 2001    71  

 

 

3. Rehabilitation Officer: 
 

ü Assessment of socio-economic status, financial background, family attitude etc. of persons with 
disabilities approaching the Centre.  

ü Undertake social and physical evaluation of a disabled person attending the Centre and 
assessing his employment potential. 

ü Undertake visits to industries, employment exchanges, work-sites, welfare organization and 
financial institution etc. to identify the avenues for economic rehabilitation of persons with 
disabilities after their evaluation. 

ü Providing direction and guidance to the Intake Assistants regarding assessment of residual 
capacities, functional efficiency and socio-economic assessment of the clients.  

ü Maintaining a close liaison between voluntary organizations, welfare institutions, financial 
agencies, Banks, Project Director (DRDA), DIC etc. and the Centre to provide adequate 
information to the persons with disabilities regarding their self-employment ventures and 
financing facilities thereof. 

ü Organize individual and group rehabilitation programs such as pre recruitment training, 
Entrepreneurship training, organizing cooperatives, procuring job orders for supported 
employment services etc. 

ü Assisting the Head of the Centre to meet the targets for intake, evaluation and placement etc. by 
devising various methods to improve the performance of the Centre. 

ü Providing necessary information to the visitors, relatives, attendants etc. of the clients about the 
Centre and the facilities existing for the welfare of the handicapped.  

ü Cause the maintenance of suitable records. 
ü Arranging widespread publicity to the activities of the Centre and providing the services of the 

Centre to the Community through Camps etc. 
ü Develop network of employers, organizations and training institutions for the rehabilitation of 

persons with disabilities. 
ü Liaison with voluntary organizations and service clubs for procuring ability aids for enhancing the 

abilities of the disabled 
ü Maintain contacts with medical specialists for the physical restoration  
ü Arrange for social rehabilitation measures such as finding living accommodation, matrimonial 

facilities, organize sports, cultural programs and undertake such other activities that bring out the 
other faculties of the disabled. 

ü Organize rehabilitation camps and community based vocational training in rural and semi urban 
areas away from the main Centre 

ü Contacts with employers and organizations for Job development and job identification.  
ü Collect, compile and retrieve data on employment market, training opportunities, and NGOs 
ü Organize regular group work with assistance from Intake Assistants with the pwd to bring about 

their potentials in an organized way.  
ü Supervise the activities of the Intake Assistants in collection and preparation of periodical reports, 

submission against vacancies. 
ü Submission of list of candidates against notified vacancies. 
ü Maintain Live Register as per the NES Manual/ VRC Manual. 

 
4. Intake Assistants: 
 

ü Receive and establish rapport with the clients approaching the Centre 
ü Register and make necessary entries in all the registers maintained by the Centre. 
ü Assess eligibility and provide general guidance on the activities of the Centre 
ü Collect socio economic information and assess socio economic status 
ü Refer the client to the appropriate Officers. 
ü Appraise the disabled and guardians about the facilities available for them. 
ü Refer to medical board under guidance from the Rehabilitation Officer/Psychologist 
ü Visit industries and other organizations to compile information on jobs and opportunities available 

for the rehabilitation of the disabled. 
ü Follow up visits to employers, financial institutions and other NGOs for procuring assistance. 
ü Contact employers under the supervision of the Rehabilitation Officer and perform the tasks of 

Job development, job identification and job selection suited to the individual disabled person. 
ü Maintain records of job market information including those relating to training, education, 

sheltered workshops and other supported employment opportunities. 
ü Prepare material for case conference and help in developing a Rehabilitation Plan in respect of 

each person. 
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ü Maintain and prepare suitable correspondence with medical experts, NGOs, social organizations 
and others for the speedy rehabilitation of the pwd. 

ü Prepare and send periodical progress reports of registration, evaluation, training and 
rehabilitation as prescribed. 

ü Provide vocational counseling to the disabled as required. 
ü Assist in organizing Community based rehabilitation programs as per requirements. 
ü Take up follow up visits to industries, home visits and other such activities to ensure proper 

adjustment has taken place for each disabled. 
ü Maintain suitable records for registration, rehabilitation, follow up and job market information as 

required for the speedy rehabilitation of the pwd. 
ü Take up publicity work, attend camps and prepare publicity material for dissemination of 

information. 

ü Help in organizing Sports, cultural and other activities to assimilate the disabled in the 

community. 
ü Prepare material for submission of candidates against advertised and notified vacancies. 
ü Assist the Rehabilitation Officer in maintaining the Live Register as per NES Manual/ VRC 

Manual. 

 
Two posts are created for this work.  While both of them share the work of registration as 

per workload on the given day, one of them takes care of placement in job and self-
employment, while the other takes care of placement in training and provision of ability aids.  
Each of them maintains the required records relating to area of his assignment for easy 
retrieval. Periodical updating and modifications are undertaken to make them utility oriented.  
They also assist in organizing individual and group rehabilitation programs such as pre 
recruitment training program for competitive exams, entrepreneurship development, 
organizing seminars, workshops etc.  

 
 
 
5. Rehabilitation Counselor: 
 

ü Identify and evaluate the physical, mental, social and vocational needs of the disabled in the 
defined rural area. 

ü Create awareness of the abilities of the disabled in the community. 
ü Organize camps in rural areas for evaluation and placement of the disabled in training, jobs or 

self-employment. 
ü Identify occupations or operations suited to the disabled in the rural areas/areas assigned. 
ü Identify artisans who can provide training to the disabled of the area. 
ü Provide community based vocational training in selected operations utilizing community 

resources and the technical know-how available at the VRCs. 
ü Compile lists of Governments and Non-Governments organizations working for the disabled in 

the defined area of operation. 
ü Establish contacts with employers, industries and other voluntary bodies for the furtherance of 

rehabilitation of the disabled.  
ü Develop self-employment opportunities as per the local need with the help of the local support 

system. 
ü Promote cooperatives, sheltered workshops and other supported employment programs for the 

disabled with community participation in the defined area. 
ü Procure aids and appliances for the disabled to increase their rehabilitation prospects. 
ü Send periodical reports to the main Centre as prescribed.  

 
 
6. Field Assistant:  
 

ü Assist the Rehabilitation Counselor in carrying out his responsibilities. 
ü Receive and counsel the disabled persons about the services of the RREC 
ü Maintain admission and Placement Registers related to the RREC 
ü Maintain liaison with the Community leaders for effective rehabilitation of pwd 
ü Initiate correspondence with local employers/ leaders and other community under the guidance 

of the Rehabilitation Counselor 
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7. Field Attendant:  
 

ü Diary/Dispatch work relating to the RREC. 
ü Carryout the activities of the Field Assistant in his absence  
ü Typing work relating to the RREC 
ü Opening and closing of the RREC and assisting the pwd in general.  

 
8.  Workshop Engineer: 
 

ü Supervising the entire layout, functioning and progress of Skill Training Workshops (STW) in the 
Centre. 

ü Monitoring the progress of trainees acquiring skill training in various trades of skill training 
workshop 

ü Linking skill training trades with the employment market potential available in the area of 
operation of the Centre. 

ü Requisitioning and suggesting improvements in machinery, tools and equipment etc. in 
accordance with the advancement in employment market. 

ü To ensure and monitor timely submission of Indent/requisition of machinery equipment or raw 
material from the sections for the present and future use as per the budget allocation.  

ü Monitoring the consumption of raw material and checking of records of finished 
goods/manufactured items. 

ü Suggesting ways and means to make skill training a community based training programme. 
ü Undertaking job development and job identification work in the employment market keeping in 

view the trades functioning under skill trade workshop scheme and suggesting ways to make skill 
training a job-oriented training. 

ü Watching day-to-day progress of disabled clients undergoing skill training at the Centre and 
outside and providing guidance to the vocational instructor. 

ü Keeping the head of the Centre apprised of the developments and progress in the skill-training 
programme. 

ü Submit periodical reports of training to the Head of the Centre. 
ü Prepare syllabi for community based vocational training and special vocational training programs 

suited to the employer requirements in collaboration with the Rehabilitation Officer and 
Psychologist.  

ü The Officer would be responsible for vocational training, testing and evaluation of skills of pwd 
and fine-tune the skills to the needs of the employer.  

ü Supervise lesson plans and assist in transfer of skills to the disabled. 
ü Organize adjustment training for the needy 
ü Help in redesigning the workshop at low costs depending upon the disability of the person.  
ü Maintain discipline and coordination in the units under his control and collaborate with the other 

Officers in bringing out the best abilities of the disabled. 
ü Maintain records of training, acquisition of skills and assist the Rehabilitation Officer / Head of the 

Centre to place the disabled in appropriate job/self employment 
ü Help the disabled in preparing self employment schemes in the manufacturing and service 

sectors  
ü Complete formalities related to the Stipend/ Scholarships 
ü Ensure the issue and Maintenance of records of the certificates related to Skill development. 
ü Supervision of the entire workshop including Workshop Foreman 

 
9. Workshop Foreman: 
 

ü Chalk out a workable evaluation plan for each client admitted to the Centre and send for 
evaluation as suggested by the Psychologists to the Workshop. 

ü Prepare vocational evaluation reports under the guidance of the Psychologist 
ü Ensure proper maintenance, up keeping and functioning of all the machines, tools & equipment 

and other items of workshop, assessing the quantum and type of raw materials used in these 
workshops, consumption and proper use of raw materials and machines of the workshop. 

ü Summing up of the reports of the Vocational Instructors on vocational evaluation of clients. 
ü Maintaining progress reports of the clients undergoing in plant training/community based 

vocational training outside the Centre, forwarding their leave application, conducting monthly and 
quarterly tests and assessing their suitability for awarding of certificate.  
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ü Preparing material, initiating and participating in the case conferences and providing professional 
views on technical aspects of rehabilitation.  

ü Prepare material for exhibition of abilities of the disabled and assist in publicity. 
ü Prepare workstations for individual disabled persons with severe disabilities. 
ü Preparation of comparative statements of the quotations received, for the purchase of tools & 

equipment and raw material for evaluation/training in the Workshop and submission to the 
Purchase Committee.  

ü The Foreman is primarily responsible for drawing and executing vocational evaluation plan and 
supervising the same inside the workshop premises and maintains suitable records of materials 
and client records. 

 
 

10.  Vocational Instructors:  
 

ü Evaluation and training of pwd and maintain records such as attendance and progress register. 
ü Assign work to the pwd as per the evaluation plan chalked out by the Psychologist/ Workshop 

Foreman. 
ü Proper maintenance and up keep of machinery, tools & equipment and raw materials etc. of his 

trade, maintaining various registers like Tools & Equipment Register, Raw Material Registers, 
Finished goods Registers etc. and submitting the same to the Workshop Foreman/ Workshop 
Engineer/ Head of the Centre for proper and periodical check up  

ü Initiate formalities for the grant of stipend/scholarship such as filling of forms, enclosures etc.  
ü Developing adequate evaluation models and assessing the functional suitability of the clients on 

the basis of simulated work condition. 
ü Develop simulated work samples for evaluation of residual abilities and skills for developing a 

suitable vocational training plan. 
ü Evaluation of the clients as per the requirement of the various jobs in the employment market.   
ü Advising the Head of the Centre through Workshop Foreman/workshop Engineer about 

modifications in the machines & equipment keeping in view the degree and type of disability. 
ü Providing training/community based vocational training to the pwd inside the Centre and 

monitoring the cases of those undergoing training outside the Centre,  
ü Administering monthly and quarterly tests for review of training and reporting about their progress 

in the achievement of skills. 
ü Visit factories/workshops and other employers along with Rehabilitation Officer/Psychologist or 

separately for job identification and assimilating the new technology. 
ü Take adequate steps for placing the trainees of his trade in wage-paid employment or self-

employment. 
ü Maintain the records related to the persons trained in his section including placement details. 
ü Develop low cost modules of training in new avenues related to his area of skills. 
ü Inspect the tools & equipment to ensure that they are as per the requirements of the Section 

before the purchase is affected.  
ü Prepare and submit periodical reports on the progress of evaluation or training as the case may 

be. 
 
The Post of Vocational Instructor is trade related and training would be provided in the 
particular trade or related skills. Normally 16-20 trainees are admitted in each Trade for 
evaluation/training.   

 
 

 
 
11. Workshop Attendants: 
 

ü Cleaning of machines, tools & equipment etc. of the Sections in which he/she has been deputed. 
ü Keeping the Section, its furniture neat and tidy and raw materials ready for distribution among the 

trainees. 
ü Assisting in job-exercises to the clients undergoing evaluation and in plant training and help them 

in marking, cutting, measurement etc. as assigned by the Vocational Instructor. 
ü Collecting the completed jobs from the trainees  
ü Keeping tools and equipment used by the trainees in safe custody after proper cleaning.  
ü Providing drinking water and other necessities to the trainees 
ü Help the trainees in their movements, if necessary by pushing the wheel chair etc. 
ü Make home visits for follow up as assigned by the other Officers of the Centre. 
ü Attending to Security and other similar duties as and when assigned. 
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ü Looking after the section during the brief absence of Vocational Instructors  
ü Providing vocational training in allied skills under the supervision of the Vocational Instructor 
ü Any other duties assigned by the seniors. 

 
 

12.   Store Keeper: 
 

ü Maintenance of main Store, all the records and registers like material store register, dead stock 
register, raw material, tools & equipment, inventories of the Store, bins and bin cards. 

ü Distribution of raw material, tools & equipment etc. to the office, vocational instructors and others 
as per their indents submitted, after approval of the Head of the Centre  

ü Arranging for periodical inspection and physical verification of the Store by the Inspecting 
officers. 

ü Taking due care of items, raw material and machinery etc, stored in main store and protecting 
them from any damage, theft etc. 

ü Keeping coordination with other various Sections and working as member of purchasing 
Committee thereby fulfilling all the requirements of purchase of stores disposal etc. 

ü Attending to local purchase of materials as when required. 
 

13. Accounts Officer: 
 

ü Function as Drawing and Disbursing Officer of the Centre and maintain such records as 
prescribed in the Accounts Manual and O &M Procedures 

ü Act as supervisor for all administrative and financial matters relating to the Centre.  
ü Advise the Head of the Office in matters relating to House keeping, recruitment, purchases and 

monitoring of expenditure.   
ü Function as Internal Auditor to avoid future audit objections. 
ü Supervision, management, planning and execution of the expenditure, budget and other financial 

matters. 
ü Maintaining day-to-day accounts of expenditure, records like cashbook, budget control register, 

expenses, monthly and quarterly returns etc. 
ü Advising the Head of the Centre on the financial matters and implication thereof, especially about 

purchases of tools & equipment, machinery and raw-material etc. 
ü Exercising control on all the financial transactions and ensuring the expenses remain within the 

limits of the budget and in accordance with the powers delegated.   
ü Reconciliation of expenditure with the Pay & Accounts Officer at Headquarters 
ü Forwarding of all the returns involving expenditure etc. 
ü Monitoring the functions of the pertinent staff and distribution of work among them. 
ü Ensure timely procurement of the material of the store. 
ü Function as head of the administrative division of the Centre and ensure procedures are followed 

as per rules. 

 
14. Office Superintendent: 
 

ü Looking after the establishment section and attending to all work relating to house keeping, O & 
M.  

ü Responsible for supervision, distribution of work, planning and day-to-day functioning of 
establishment section of the Centre. 

ü Monitoring the work assigned to UDC, LDC, LDC-cum-Cashier and other Group `D' officials like 
Peon etc. 

ü Preparing material for disciplinary proceedings  
ü Supervision of preparation of various bills such as pay bills, arrears bills of ADA, LTC, medical 

reimbursement and other personal claims of the officers and staff. 
ü Assisting the Head of the Centre in running the Centre in accordance with the rules & regulations 

in terms of recruitment of the staff, regularization, promotion, deputation, sanctions of various 
advances, leave transfers etc. 

ü Assisting the Head of the Centre in submission of various returns like monthly expenditure 
statement, quarterly progress report and other periodical reports and such other records/returns, 
which are required by the Hqrs.  

ü Keeping a record of all the matter like transactions with the Hqrs. Other field offices such as 
RRECs, Parliament Questions, Correspondence with various recruitment agencies such as 
employment exchanges, Central Employment Exchanges, SSC etc. 

ü Initiating action on some issues like recruitment, filling up of vacant post, purchases for office as 
well as workshop etc. 
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15. Upper Division Clerk: 
 

ü Maintenance of service records of all the officers as well as the service books of all the Group óBô, 
óC' and `D' staff including their leave account etc. 

ü Maintenance of leave records like CL records, matters pertaining to service conditions, 
increments of the staff and other related matters.  

ü Carrying out day-to-day work of office such as forwarding of leave applications, applications for 
advance, pay bills and various other claims of the officials. 

ü Day to day matters pertaining to Adm. and finance. 
ü Maintaining service books, leave account,  
ü Preparing periodical reports,  
ü Opening and maintenance of office files as per norms 
ü Purchase of office equipment, stationery, liveries and other related material. 
ü Sending out quotations for the tools & equipment and raw material required for the workshop. 
ü Preparation of comparative statements of the quotations received, for material required for the 

Office and submission to the Purchase Committee.  
 

 
16. LDC / LDC-CUM-CASHIER: 
 

ü LDC-cum-Cashier prepares contingent and other bills for submission to the Pay & Accounts 
Office as per rules. 

ü Maintain cash book, budget control register, prepare budget estimates, revised estimates, final 
estimates, monthly expenditure statements as per General and Special instructions of the govt. 

ü Prepare pay bills, arrears bills for all the staff and officers including preparation of Periodical 
Increment Certificates. 

ü Preparation and submission of other claims such as travel, children education allowance, special 
allowances, medical bills, Provident fund advances, withdrawals, festival advances, conveyance 
advances, etc. 

ü Payment of Stipends to the trainees. Prepare acquittance for drawal and disbursal of stipend and 
other claims to the pwd. 

ü Prepare bills for payment towards aids and appliances arranged through the VRC. 
ü Reconciliation of expenditure with the Pay & Accounts Officer at Headquarters 
ü The LDC will be Diarist/Dispatcher for all the correspondence of the Centre.  
ü Maintain the Ledgers for Raw material in the Office  
ü Calculate the manufacturing cost of the material used in the training and communicate to the 

Store Keeper for disposal of items manufactured during the evaluation/training. 
ü Typing work related to the Office correspondence and Referral Section (Rehabilitation & 

Evaluation Work) 
ü Maintaining servicing records of Office equipment, Service Vehicle, condemnation of tools & 

equipment and other related work. 
ü Maintaining records of weeding, indexing and recording of files and other documents 
ü Implementation of Official language regulations and sending of periodical reports. 
ü Prepare papers for lifting of audit objections under the guidance of the Accounts Officer 

 
 
17. Stenographer: 
 

ü Taking dictation from the Officers of the Centre and transcription of dictation. 
ü Function as Personal Assistant to the Head of the Centre and maintain liaison with other Offices 

and organizations and maintain such records as necessary.  
ü Maintenance and keeping of confidential records like Matters relating to Departmental Promotion 

Committees/Selection Committees, Departmental action, ACRs, representations, verifications of 
character and antecedents etc. 
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ü Preparing typed copies of various documents, cutting of stencils and other similar work required 
to run the office and the evaluation/rehabilitation work of the Centre. 

ü Assist in typing out material for rehabilitation and evaluation work initiated by the Rehabilitation 
Officer/Psychologist 

ü Assisting the Head of Office in preparing monthly/quarterly return required by the Hqrs. 

 
 
 
 
18.  Driver: 
 

ü Maintenance of office vehicle, cleanliness and periodic check of its requirements like engine oil, 
brake oil, lubricant, petrol, diesel etc. and apprising the vehicle in-charge about the necessity of 
purchasing fuel, spare parts repair etc. 

ü Driving the office vehicles as per the order and requirement of the Officer using the vehicle. 
ü Maintaining of logbook and calculating the average mileage on monthly basis to ensure the 

proper consumption of fuel by the official vehicle. 
ü Presenting the logbook to the Officer using the vehicle and getting it signed also presenting the 

same to the inspecting officer whenever it required. 

 
19.  Peon / Messenger:  
 

ü Maintenance, dusting and cleaning of files, furniture, office equipment, telephones and various 
sections such as establishments, referral, room of the Head of the Centre etc. 

ü Assist the Cashier in bringing cash, drafts etc from the Banks.  
ü Proper maintenance of supply of drinking water and tea etc. 
ü Carrying out all the other duties and worked assigned by the Officers.  
ü Delivery and collection of dak, circular, office orders and other office communication within and 

outside the Centre. 
ü Packing of envelopes, fixing of stamps, sealing and posting the letters. 
ü Stitching, binding, indexing of old files and documents generated during the relevant period 
ü Cyclostyling, photo copying and maintenance of office equipment 

 

 
20. Safaiwala 
 

ü General cleanliness of the Centre its toilets, latrines etc. including maintenance of lawns 
surroundings of the office, removal of cobwebs., washing and mopping of the floors of all the 
Sections of the Centre including workshop 

ü Attending to Watchman duty in the absence of the regular Watchman. 
 

21. Watchman 
 

ü Ensuring safety and security of the premises of the Centre and all the government property  
ü Opening and closing of the Centre and the Workshop buildings. 
ü Collection of Office Keys  
ü Attend to the needs of inmates of the Hostel especially during nights and report to the Hostel in 

charge in case of emergencies. 
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Chapter 14 
 
 

REQUIREMENTS FOR VRC BUILDING  

 VRC MAIN BUILDING:  

All buildings are to be constructed in conformity with the provisions of the Persons 
with Disabilities Act. The Model Bye laws brought out by the CPWD for construction of 
public buildings have to be strictly followed.  

An area of about Four Acres would be ideally needed for the administrative, training, 
hostel buildings and auditorium, in addition to provision for land for sports and other 
activities for the disabled persons attending the VRC. Enough free spaces as per the 
requirements of the local authorities and also some additional space for the movement of 
persons with wheel chairs and other severely disabled persons should be kept in mind while 
acquiring the land.  

Wherever the building is more than one storied, provisions are required to be made for lifts 
with accessibility for the wheel chair borne persons (including placement of switches, ramp etc.) 

 
REFERRAL SECTION: 

 

1 Particulars No. of 
staff 

No. of 
rooms 

Size              
(in feet) 

2 Reception and waiting lounge 1   

3 Intake Assistant 2 1 20 x 16 

4 Rehabilitation Officer 1 1 14 x 16 

5 Referral Record Room  1 12 x 14 

6 Toilets  2  

 

 ADMINISTRATIVE AREA: 
 

1. Head of Office with attached toilet  1 1 20 x 16 

2. Steno to the Head of Office 1 1 10 x 8 

3. Main Office 8 1 30 x 16 

4. Old Record Room  1 10 x 8 

5. General Store 1 1 20 x 25 

6. Toilets  2  

 

 EVALUATION DIVISION: 
 

1. Psychologist 1 1 14 x 16 

2. Group Guidance and Career Information 
Room 

 1 20 x 16 

3. Library  1 30 x 45 

4. Staff Room  1 14 x 16 

5. Toilets  2  

 

 WORKSHOP: 
 

1. Workshop Foreman 1 1 12 x 14 

2. Evaluation Unit (5 Trades) 5 5 20 x 30 each 

3. Trainees Lunch Room  1  

4. Toilets  2  

 




