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1. Introduction

The Employment Service is included in the concurrent list of the Constitution of India and it is the joint
responsibility of the central government and the state government. While central government is
responsible for lying down of the policies, standards and procedures, the State Government is
entrusted with the administrative control and day to day functioning of the employment exchanges.
The policies, standards and procedures are laid down by central government in the National
Employment Services Manual (N.E.S.M.). The administration of the Directorate of National
Employment Service which was under the control of the Government of India was transferred to the
State Government and tagged with the Department with effect from 1st November, 1956. The
"Craftsmen Training Scheme" which was formerly under Education (CTM) Department was transferred
to the Labour Department on 1st April 1964 and constituted as a wing of the Directorate of
Employment and Craftsmen Training (DECT) under the Labour and Employment Department. Now, the
Directorate of Employment and Craftsmen Training, Assam (DECT) is under the newly created Skill,
Employment and Entrepreneurship Department, Govt. of Assam having two wings — (1) Employment
Service Wing and (2) Craftsmen Training Wing.

1.1 Intended Audience:
This document is intended for any citizen who wishes to apply registration in employment exchange
or PFC operator who wishes to apply registration in employment exchange on applicant’s behalf.

1.2 Eligibility Criteria:
Any citizen who is domicile of Assam for more than 20 years or whose parents and forefathers

has/have continuously resided in Assam for a minimum period of 50 years. The applicant must be having
14 years of age or more.
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1.3 Process Flow:

AT,
I Process Flow for Registration of employment seeker in Employment Exchange for Aadhaar Based. L £A |
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/‘Jl?v’n‘\'
I Process Flow for Re-Registration of employment seeker in Employment Exchange for Aadhaar Based. ’.\m )
NS
APPLICANT
Applicants .
apply online Applicant enters the
services Aadhaar number, Aadhaar
themselves or full name and either authenticat . Applicant -
; ; ion Applicant ) "
applicant may fetches details from successful uploads the receives the
visit nearest the system using (based on Yes supportin Reg. Certificate )
PFC(Public registration no. or state PP g or PFC prints |
e . ASSAM & documents .
5 Facilitation fills up the Aadhaar No and submit and hands over
Centgr) who application form and Full ’ the certificate.
applies on and submits the {ames
behalf of

application. f
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Registration
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automatically.

1.4 Supporting Documents
The following documents are required to be submitted.

1) Proof of residency(the candidates or their parent’s residence/place of residence should be for
about 20-25 years within the State of Assam/Ex Land documents/Passport/DL/Voter ID Card,
etc)

2) Age proof(Birth Certificate/HSLC Admit Card/School Certificate, etc)

3) Recent passport size photograph

4) Cast certificate if any

5) All educational certificates

6) Additional Qualification Certificates, if any(Computer diploma, skill training, etc)
7) Previous employment certificates

8) Persons with disability certificate, if any

9) Ex-servicemen certificate, if any.
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2. Steps to avail Registration of employment seeker in Employment
Exchange:

2.1: Login to RTPS portal
The applicant or PFC operator logs into the RTPS portal.

& ATy x 4+ a

. pras

RIGHT TO PUBLIC SERVICES ol
AComprehensive Citzen Platorn &)

'

e

Bringing Gavernment
de izens |

| E—

Please Login
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2.2 Apply for services
Once logged in, the applicant or PFC operator goes to “View all available services” from the left menu
pane and clicks on the service he/she wishes to apply from the right hand side list of services.

£ . . » - o ‘%

4 O 8 s g e -4 2@
S-S ServicePlus o

\
s aa et A v Tamary (rw— db
: )

ABOUT SERVICE PLUS

Welcome to Service Plus

Right to Public Services

3xt
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2.3: Online Application for Registration of employment seeker in Employment
Exchange for AADHAAR Based.

All mandatory fields are marked with red colored asterisk (*)

2.3.1 Guidelines

Please Read the Guidelines carefully before filling up the application

Right to Public Services
Ay

134

(Gt | 0 TR 0 (it ol e gt |l
-_—r—
.

- - —— b

1 )

A ————ry

S -

2.3.2 AADHAAR Details of the Applicant
Please enter Aadhaar Number and full name as specified in aadhaar card.

Wamss Braew prar aakmail Gy
T Srmm oy Bt o dn o s

o s ws @ daleuds o

2.3.3 Applicant Details
This section is for collecting RTPS related data.

Apwrre it Mase Tanses *
Nale  ® Fomuin (U

Molate Moaiter Cremit i0

Father's Mas
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2.3.4 Personal Information of Jobseeker
Please fill all the personal details.

Do

Ot of Baet

s - R ]
-

Serea Uhbans Mot Shasrion Type &

B ) e e b dhmter, e o

2.3.4 Physical Attributes
Please fill all the physical attributes and also mention if the applicant is differently abled and enter the
categories.

—d - Wbt

L e tren)

e pad DeVuisety amad (PAO T Erand ey Canpe y
. "

L R P fasbe Ty NacoTine

2.3.5 Education & Training Details
Please enter educational qualification in chronological order.

Educstion & Trainiog Dezaile

_ Nelona ‘- Major Elective Subject Subjects’ Other Subjects Board U

Copyright @ARIAS SOCIETY Page 11
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Education 8 Trammg Datads
Highest Educational Level *
Twdiate -
Highest Examination Passod *
Mowse Sehecr o
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S AS L MNBathelor of Audisiogy i Spesth Lasguage Patralogy l
¥

Ed. {Bacheler of 21 Sachelis
5, (Hachetor of Ayurveda, Med
(Bachelor of Apphed Mathesvatics)
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8 Dwres
.t {Cochelor of Enpnesnng) Date of Fassing
R -

— -_——— ——— ——— ——— e - — ———

2.3.6 Other Qualification
Please enter other qualifications if any.

o

2.3.7 Work Experience if any
Please enter work experience if any.

L= 1+] [—— ' - B B

[ P
Ciwignl Eaglapiraal Pilia

el et -
Fhars Mriika
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2.3.8 Permanent Address & Office of jurisdiction
Please enter permanent address as per address proof (supporting documents to be provided).

Warww ot ihe e deme trwrt Moo oo dpmrtwmet e
ey e Bch - AMNEss Locosm SaRETIz )
VR T < by e U,

o P

— ~—

s P

2.3.9 Job Preference/Key SKkills & Languages Known

uh Preterscce Key Shib

Lasigange Optssss

N B Moo S mine T Sper (<]

‘‘‘‘‘‘ B Rese 8 wie 8 Spes o
B et B e 8 Speas ou

2.3.11 Select Employment Exchange to apply:
Please select your employment exchange to apply.

Copyright @ARIAS SOCIETY Page 13
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2.3.12 Declaration:
Read the Terms & Conditions; check “l agree”, upload signature and submit.

Teviws & Constliinne
B M 0 ot B vy e an & e dTiern oty b v b (gl S - B AKTPE e
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& T amr of 190 swr s wid Bt be SRS 30 SISy COPRMERT w0 ETRGr nalarten Frmmerty SR1s VRe 1hE SELE aematu by MAVint S8 the PO § B SEDSCTE 00 WS By AWETERT IV & SERARE I ST TR S % S
T. T DECT vwmerwws ftu vght tw rugent & detutn woy arottn (et o whwte! 57 Semwrwmtion fed 31 47 S0n aeury 51 mars of vistwton ot wey o S awtaw swwe & regwtees.

K Thw THCT iy pott rwmeriis o i sutend i o8 morsmbemd et of WYy SRredwnts by Sy SHRmTyVT o [EwTrmee mpery ohe, pas S . e b v S s b 150 bt /) e, b sy worran of b o
B bmrwie (had rul be (rnmmids bt b o et ree o e g o ————." o v

U Parteg of imaral Sefaembe p, Ehieene e eeed | e il S v, S ire, AReld e e wrmalor ) s batbe Wl b i) 14 Tas el e Ty peateb ek
VL DS pumrren Sy S 18 e W ., S oasnnen o e B e R T LT e Lt
", T - vanty - - R e L L LT e
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Bamense »

Wt errFowing

e

Clicking on the “Submit” button, it will popup an OTP dialog box.

——

An OTP will be sent to your mobile number which is attached with aadhaar.
Enter the OTP and click “Validate”.
If applicant’s aadhaar belong to Assam and OTP is correct, then aadhaar authentication is successful.

Click on the “Submit” button to go to the next page.

Copyright @ARIAS SOCIETY Page 14
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2.4: Application Draft

After submission, the system shows Application Draft to verify the input details; if there is anything to be
modified, applicant can edit the application.

e 1O A

. e
" a1 20D,
Prrvmes’ b ot o boharere
N -
- et ars -
. 1.
..........
~ .
Thaaton & Trmbag Detain
Ve v et 4
e
Pt aree Moo
i
- Partomen "
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Bk Thr Bt he g B T E e

2 EETr O ) e ey
If everything is okay, click “Attach Annexure”.

2.5: ATTACH ENCLOSURE(S)

Here the supporting documents are uploaded.

e
07000
i 7 7 i
[ {

..nvx; 2
i
7 W

E=Sca
The following supporting documents should be uploaded:

1) Proof of Residence +: This is mandatory and any one of the document (Land Documents/Driving
License/Certified Copy of electoral rolls/Copy of passport/Electricity Bill/Marriage Certificate/
Voter ID Card) must be scanned and uploaded.

Copyright @ARIAS SOCIETY Page 16
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2) Age Proof «: This is mandatory and any one of the document (HSLC Admit Card/School
Certificate/Age Certificate) must be scanned and uploaded.

3) Copy of caste certificate: This is mandatory if caste is selected other than General category and
caste certificate must be scanned and uploaded, otherwise an optional field.

4) Educational Qualification certificate «: This is mandatory and all pass certificate and mark sheets
must be scanned in chronological order into a single PDF and uploaded.

5) Other Qualifications/Trainings/Courses Certificate: This is an optional field.

6) Previous employment certificates: This is an optional field.

7) Persons with disability certificate: This is mandatory if disability category is selected, otherwise
optional.

8) Ex-servicemen certificate: This is mandatory if ex-servicemen is selected as yes, otherwise
optional.

9) Work experience: This is an optional field.

10) Unique Identification Document: This is an optional field.

11) Any other document: If you want to upload any other document not listed here. This is an
optional field.

[ - =
:
|
5
:
.
L]

g -
b

T
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2.6: Final Application Draft

)
2.

[~ — ] =~ [l Foes s |

The citizen will submit the application finally to receive the final registration certificate.

Copyright @ARIAS SOCIETY Page 18
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2.7: Final Registration Certificate

GOVERNMENT OF ASSAM
SKILL, EMPLOYMENT & ENTREPRENEURSHIP DEPARTMENT
District Employment Exchange- Guwahati
CATEGORY:Gen

IDENTITY CARD

(Not an Introduction Card for Interview with employer) @
1. Name : Renu Saikia
2. Date of Birth :31/01/1970 >
3. Date of Registration 1 11/09/2021
4. Registration No. : 6080094/09/2021

5. Permanent Address : Guwahati, PO: Six Mile, PS: Six Mile, DISTRICT: ETRO

6. Qualification

S. No. Qualifg Date of Registration
1 B. A. (Bachel®pof Arts) 11/09/2021
7. Occupation . service ”

8. Prominent - Nil
Identification Mark : ’
Next Renewal Due On : 10/09/2024

Employers shall be responsible of Permanent Address/Educational Qualification/Age proof/ Caste etc. of the
applicant.

Copyright @ARIAS SOCIETY Page 19
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4. Steps to avail Re-registration of employment seeker in Employment
Exchange AADHAAR Based:

An applicant may carry out the following from re-registration service:

i) An applicant who has existing paper-based registration card and the card is expired and
he/she wants to renew the registration card, he/she will come to Re-registration service and
select “Already Registered” as “Offline” and enter details in the textfields and select
“Digitize/Renew from paper-based registration card”

ii) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to upgrade new qualification:

iii) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to transfer (new permanent address):

iv) An applicant who has existing paper-based registration card and the card is not expired and
he/she wants to update mobile number & profile:

V) An applicant who is digitally registered and he/she wants to upgrade new qualification or
update mobile number & profile or transfer (new permanent address):

Please refer section 4.3.3.

4.1: Login to RTPS portal

R w x + o

8 s assam oV In

I, <[ 1]+«
RIGHT TO PUBLIC SERVICES
A Comprehensive Citizen Platfon:r R

At \ettatwe of the Agrresctiatve Safonm 0 et Pt Govevances Depiattment

Copyright @ARIAS SOCIETY Page 20
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Please Login

4.2: Search for the service in “Apply for services” menu

.-., o .“ .A . u— .nc ¥
<> ServicePlus w
atntns tasnd iacgrated clern Debeery frmramps dr

ABOUT SERYVICE PLLS

Welcome to Service Plus

The following are the salient features of the software -

PMINDIA
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4.3: Online Application for Re-registration of employment seeker in
Employment Exchange for AADHAAR Based.

All mandatory fields are marked with red colored asterisk (*)

4.3.1 Instructions & Guidelines
Please Read the instructions and Guidelines carefully before filling up the application

Appication for Resegistration of employment seeker in Employment Exchange

Masss read the 1y sotere Ro

1. Inter Davtrict Tramster (Permanent Agdress Chasge Who Wi (o change permancst asdress, thoy are reguired o uicad permanent sddress proaf(s) and they will be

magped 10 new employment exchanpe.

2. Protie Update: Applicants who wish to update thew o sumber ) e to modity the retovant Nokds 3nd sebimit the application.

3 who wish to upgrade new segroe or skils, they are o add new degr In the attach page, plaase scan 3l Cducativasl CealhicatonPass
Ly " order from lowost level 1o lughest lowsd (MSLC cnwarts) mito 3 sngle POF and upload as ona siegle PO

4. Digttizo Rosew from paper-based rogitration card: For those (sot siready digiteod) registraton carts witich 0 HOT have rogistration sumber in the fermat <7 @igitr< mmsVyyyy*, ploase type your

exoting Nomder and Date (atost date of n care card ™ wolect trom paper-based card” in the "Types of

L3 ang Nl the torm, ugioad all sepportinsg JOCUMOSts INE hom submIt.

3. Plamse scan 2l - - eroor from lowest lowel to mighast level (HSLC onwards) imo o sngle POF asd upload 3s sne ungle POF.

For all cases, applicast wil 3o requesd to Book 3 time wiet for of the and visit the

1. AN cittzans of ndia sB0ve the age of 14 yeors who are permanent residents of Assam are aligitse 1o reginter Mok sames 1 the Employment Exchange of the State of Assan.

2. The candigates 3o slghis for " ane aoky In the state, whees Thoy 200 witten the of the District.
3. Applicacts wha 3re AR eady SMRIoPed ANd «0akitg SOl OTIPLIYTRONT Raee BC ba 1O caty afer of 3 "Mo Obe Innued by the amploper.
A The e % be

~ Age Praot > Mirth Cortificate’ MSLC Anmit cand’ Schoal Cortficats | Any ond of Thaea throe SICMmanIn)

- Proot of L raving Card wors SOMens WITHIN the STIte 3f Assam Wil 2o 3lowod 5o Regieter Onlioe without visiting the Emplsymeat Excrasge as per Otfica
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4.3.2 AADHAAR Details of the Applicant
Please enter Aadhaar Number and full name as specified in aadhaar card.

homss frnew wras 8 kb i e

Skl S v b

Ranam iy B o dns 2 s sy

Fom s = o kDA

4.3.3 Application Information & Types of Re-registration
Applicant may be able to apply for the following services from Re-registration:

i)

ii)

iii)

Renewal from paper-based registration card: An applicant who has existing paper-based
registration card and the card is expired and he/she wants to renew the registration card,
he/she will come to Re-registration service and select “Already Registered” as “Offline” and
enter details in the textfields and select “Types of Re-registration” as “Digitize/Renew from
paper-based registration card”

Tttt Fegmittnton Nurter
Mame of Emplayment Exchange Aroady Regirtered
Orfive  # Offtine
Dzte of Regiserasian  » Regutraman No.  »
W
Typos of Meragntiaton

Upgrade qualification from paper-based Registration Card: An applicant who has existing
paper-based registration card and the card is not expired and he/she wants to upgrade new
qualification, he/she will come to Re-registration service and select “Already Registered” as
“Offline” and enter details in the textfields and select “Types of Re-registration” as
“Qualification Upgrade”

Inter-district transfer from paper-based Registration Card: An applicant who has existing
paper-based registration card and the card is not expired and he/she wants to update the
permanent address as new address and wish district transfer, he/she will come to Re-
registration service and select “Already Registered” as “Offline” and enter details in the
textfields and select “Types of Re-registration” as “Inter District Transfer (Permanent

Address Change Documents Required)”

Mams of Tregleymant Cachengs Abrpacty Regmiered
Oz & Offiiee

Cats of Registwtion ' ¥ Ragistratices No. &

Types at Re-reyixtratio

Update mobile number or profile from paper-based Registration Card: An applicant who
has existing paper-based registration card and the card is not expired and he/she wants to
update mobile number & profile, he/she will come to Re-registration service and select
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“Already Registered” as “Offline” and enter details in the textfields and select “Types of Re-
registration” as “Update Profile”
V) Re-registration for already digitized registration card: An applicant who is digitally registered
and he/she wants to upgrade new qualification or update mobile number & profile or transfer
(new permanent address), he/she will come to Re-registration service and enter “Date of
Registration” and “Registration No.” and click “Get Old Data”. The application details will be
fetched.

Nane ot bapoyment ¥ecrasge Alsaity Registmod

* Ontas Lrrine

Dese o Megetintion ' & Rogramratoas s,

Trpus of Mo cegists stoom

Applicant will be able to apply for —

a) Inter District Transfer (Permanent Address Change Documents Required): Here, the permanent
address will be updated and the application will be applied to the corresponding Employment
Exchange.

b) Profile Update: This is for updating mobile number/email and personal profile.

c) Qualification Upgrade: In case application needs to update the qualification, he/she may do so
by selecting this.

4.3.4 Applicant Details
This section is for collecting RTPS related data.

Apprte it Moo Bonses
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Note: The rest of the application is similar to aadhaar based Registration process. Please refer
registration process section “2.3.4 Personal Information of Jobseeker” onwards.
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5. Processing of the application by dept, checking application status and

Output Certificate

Once application is submitted by applicant, the application is landed into corresponding employment
exchange office. The status of the application can be checked by login into RTPS portal and checking
“View Status of Application -> Track application status”.

i |
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Output Certificate: Once Registering Officer has delivered the certificate, applicant is notified by
SMS/Email and the certificate will be delivered to his/her email. The output certificate could also be
downloaded from RTPS portal in the “Track application status”.
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Click on the Output Certificate link to download the certificate.

5. Grievance Redressal

Public Grievance Redressal is at the heart of Service Delivery. Public redress of grievances as a
cornerstone of ‘Minimum Governance’ is envisaged as one of the key aspects for New India 2022. The
Department of Administrative Reforms and Public Grievances (DARPG) has developed a framework
called ‘Sevottam’, which essentially means Excellence in Public Service wherein every Government
Department must have a Citizens’ Charter outlining the main services with service standards and
timelines, a Public Grievance Redress Mechanism, and a system with assessment and improvement of
public service delivery standards. The Government of India has established an internet based Centralised
Public Grievances Redress and Monitoring System (CPGRAMS) to facilitate all citizens to lodge
grievances for redressal. Along with alternate dispute redressal mechanism like, lokadalat, jansunwais
and social audit, CPGRAMS can be an effective tool for addressing public grievances in a centralized,
transparent, accountable and efficient manner. CPGRAMS does not cover topics/ subjects like RTI
Matters, Court related / Subjudice matter and Religious matters.

The World Bank financed Assam Citizen-Centric Service Delivery Project (ACCSDP) has put special
emphasis on receiving and responding adequately to key grievances of citizens particularly relevant with
service delivery. A mechanism has been developed in the RTPS Portal wherein the grievances lodged in
the Portal will be forwarded to the concerned Public Grievance Officer of the Service Delivery
Department/Line Department for redressal. The GRM has been integrated with CPGRAMS at the
backend for processing of the grievance smoothly.

The project has supported in establishment of a Call Centre with a Toll Free Helpline No: 1800-345-3574
that would register, collate and forward any reported grievances to the RTPS Portal for further
processing. Ease of use of the channels which will be receiving grievance namely, the departments, field
offices, call centre and the RTPS Portal would be the key drivers of the Grievance Redressal Mechanism
(GRM), so that it can be easily accessed by the people of the state, specially living in remote areas. All
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grievances received through any of the above mechanisms would then be routed to the CPGRAMS
portal for redressal of the grievances within its existing mechanism.

RIGHT TO PUBLIC SERVICES i
A Comprabasave Ci¥iren Platform M

6. Appeal Management

ARTPS Act 2012 and the amendment 2019 mentions that any person, whose application is rejected
under subsection (2) of section 7 or who has not been provided the notified service within the stipulated
time limit, may file an appeal to the Appellate Authority within thirty days from the date of rejection of
application or the expiry of the stipulated time limit. In case the applicant is not satisfied with the verdict
made in 1st Appeal, he can also make a 2nd Appeal. However, the decision of the 2nd Appeal shall be
binding on both the applicant and DPS. 1st Appeal is mainly handled at the Department level with Appel-
late Authority having the powers to make the decision on the appeal. 2nd Appeal is addressed at the
RTPS Commission with the Chairman having all the powers and authority to make the final verdict. As
per the notification vide no. AR.39/2017/149, it has been mentioned that Assam Administrative Tribunal
will exercise the powers and perform the functions of the Assam State Commission for Right to Public
Services. The ARTPS Act also mentions about levying penalty of Rs.250 per day for the number of days of
delay from the stipulated date for the delivery of service/ disposal of grievance to the DPS in case he/
she is found responsible for service delivery delay or rejections.

The manual details out the pre-conditions and the workflow of Appeal as per the provisions of ARTPS
Act, 2012 (as amended in 2019). It also details out the technical flow of the Appeal Management system
developed to handle and maintain the online appeals.

For further information on the grievance system, the following portals can be used.
https://www.rtps.assam.gov.in/
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Thank You.
For any queries, please contact:
ARTPS Helpline Ph. No.: 1800-345-3574

Email: rtps-assam@assam.gov.in
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