
POLICY : APPOINTMENT OF CARE TAKER IN NCC 
 

Ser 
No 

Subject 
 

Authority 

Who can appoint a caretaker?        

1 Caretakers are appointed to look after the NCC activities in the 
absence of ANOs.  They are preferably selected from those who 
have either served the NCC earlier or those who after the 
selection for appointment as ANO are awaiting for a clear 
vacancy or allotment of PRCN course. 

Para 7 of DGNCC  letter 
No.0162/Policy/DGNCC/MS(D) 
dt 10 Aug 92. 

2 A retired ANO can also appointed as caretakers and exempted 
from training capsule 

DGNCC  letter No. 
0162/POLICY/NCC HQ/MS(D) 
dated 01 Aug  2002. 

 

Terms & Conditions. 
 

DGNCC  letter No. 
0162/POLICY/NCC HQ/MS(D) 
dated 01 Aug  2002. 

 
1. Assist the unit staff for enrolment of cadet 

2. Assist the unit permanent instructional (PI) staff in organizing 
instructional training for cadets 

3. Ensure proper and adequate safety precautions are taking during 
Camp/routine training  

4. Ensure maximum NCC cadets attend NCC parade and will maint 
the attendance register 

5. Responsible to submit attendance parade to the unit through the 
PI staff 

Training before the appt of caretaker. 
 

1 Training for two weeks orientation training capsule under unit 
arrangements before taking over of Caretaker of the NCC unit 

Appointment Period 
 

Para 5 of DGNCC letter 
No.0162/Policy/NCC 
HQ/MS(ANO) dt 04 Oct 2018. 
 
 
 
 
 
 
 
DGNCC letter 
No.0162/POLICY/NCC 
HQ/MS(D) dated 01 Aug 2002. 

1 One year and extendable to two years  (Power to grant upto 2nd 
year extension is delegated to State ADG/DDG). 

2 3rd year extension in exceptional cases would continue to be 
forwarded to HQDGNCC. 

3 Minimum age – 21 years  

4 Maximum 60 years i.e more than the maximum age limit for ANO 

Duties & Responsibilities. 
 

1. Assist PI staff for distribution of refreshment and washing 
allowance to the cadets after obtaining signature of cadets 

2. To obtain signatures from school or college authorities on bill for 
refreshment and submit the same to the unit  

3. Responsible for collection of cadet subscriptions and its 
accounting  

4. Any other duties prescribed by the unit  

Caretaker Allowance. Higher Edn (A) Dept GO Order 
No.364/2017/H.Edn dt 27 Feb 
2017. 

1 Senior Division / Senior Wing       -      Rs.1500/- per month 

2 Junior Division / Junior Wing        -      Rs. 1200/- per month 

  



CHECK LIST : APPT OF CARETAKER 
 

1 Board Proceedings (IAFD 931) 

2 Application form duly affixed with a recent photograph duly recommended by Head of 
Institution, OC and Gp Cdr 

3 Willingness Cert, Suitability Cert and Service Cert issued by Head of the Institution 

4 Affidavit made in a stamp paper of Rs 50/- 

5 Med Cert duly signed by the Govt Med Offr 

6 Relevant page of SSLC Book for verifying date of birth 

7 Educational Qualification Certificate 

8 Appointment Order 

9 NCC Certs, if applicable 

10 Orientation trg cert. 

CHECK LIST : EXTN OF CARETAKER 
 

1 Application form duly affixed with a recent photograph duly recommended by Head of 
Institution, OC and Gp Cdr 

2 Copy of Caretaker appt of authority letter 

3 Willingness certificate, Suitability Cert, Service Cert and Duty assumption cert issued by Head 
of the Institution 

4 Affidavit made in a stamp paper for Rs 50/- 

5 Med Cert duly signed by the Govt Medical Officer 

6 Relevant page of SSLC Book for verifying date of birth 

7 Educational Qualification Certificates 

8 Appointment Order 

9 NCC Certs, if applicable 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  



 

  



 



  



 

 

  



 

  



 

  



 



 

  



 



 

  



 

  



 



 



 

  



 

 

 

 

 

 

 



 

APPOINTMENT OF ANO 

1 A permanent member of teaching staff including 
Principal/Headmaster, PTI, PET, Sports Officer, Demonstrator and 
Librarians. 

DGNCC letter 
No.0162/Policy/NCC 
HQ/MS(ANO) dt 03 Jul 
2019 

2 A non permanent member of the teaching staff even if his/her service 
is less than 3 years by furnishing a certificate from the head of institute 

 

3 Appointment of Lady ANO in SD/JD boys in mixed unit concept.  
Lady ANO may be appointed in lieu of Male ANO (who is not available 
in that School/College) and not in addition to the Male ANO. 

DGNCC letter 
No.0162/Policy/NCC 
HQ/MS(D) dt 22 Sep 
2005. 

4 Continuation of JD ANO.     Junior Division ANO can be remain with 
JD even he got promotion to Higher Secondary stream in the same 
School provided there is no SD ANO vacancy and also that he will no 
claim for SD vacancy later on. 

HQ DGNCC letter 
No.2586/NCC HQ/MS(D) 
dt 28 Feb 2018. 

5 ‘C’ & ‘B’ Certs holder.    ‘C’ cert holders are granted Direct 
Commission in respective Senior Division/Senior Wing and ‘B’ & ‘C’ 
Cert holders are granted Direct Commission in respective Junior 
Division/Junior Wing 

Para 3(j) of HQ DGNCC 
letter 
No.0162/Policy/NCC 
HQ/MS(D) dt 18 Feb 16. 



SELECTION BOARD 

 
DOCUMENTATION  

 

1. The original ink signed application for II/III duly affixed with a 
recent photograph duly recommended by the chain of command 

HQ DGNCC  letter 
No.0162/Policy/NCC 
HQ/MS(ANO) dt 13 Mar 
2019. 

2. Signature and stamp of the presiding officer of the selection board 
should be appended on application form II/III 

3. Last date of receipt of the application should be mentioned in the 
application form II/III 

4. Wing/Division in which commission is to be granted should be 
written the application form II/III 

5. Official stamps of the BOO and signature with date to be affixed 
on board proceedings (IAFD 931) 

6. Summary of selection to be enclosed alongwith board 
proceedings 

7. Documents must consist Notification and Convening Order 

8. Overage & underage candidates (i.e beyond 45 yrs and under 21 
years to be selected 

9. Waiver of age relaxation from 45 yrs to 48 yrs to be taken in 
advance from DG NCC 

Para 2(a)(iii) of HQ DGNCC 
letter No.0162/Policy/NCC 
HQ/MS(ANO) dt 04 Apr 
2019. 

10 PTI, PET, Sports Officer & Demonstrator are selected for grant of 
commission as an ANO in the male division by the board of 
officers, a certificate to the effect that the selected category of 
personnel is considered to be a member of the teaching staff by 
the concerned principal of  College/School must be attached 
alongwith the proceedings of  the selection Bd sent for approval of 
DGNCC. 

DGNCC letter 
No.0162/Del/NCC 
HQ/MS(D) dt 20 Sep 2000 

11 Over Weight Trainees.    Grossly Over Weight candidates are not 
selected during the screening/selection. 

HQ DGNCC letter 
No.2586/Policy/NCC 
HQ/MS(D) dt 23 Oct 2003. 

 
CHECK LIST 

 

1. Application form II/III duly affixed with a recent photograph duly 
recommended by Head of the Institution, OC and Gp Cdr 

 

2. Permanent Employee Certificate issued by Head of the Institution 
and countersigned by OC 

 

3. Apolitical Certificate issued by Head of the Institution and 
countersigned by OC 

 

4. Certificate (Refer to HQ DG NCC letter No 0162/Del/NCC 
HQ/MS(D) dt 20 Sep 2000) 

 

5. Suitability report  

6 Duty Assumption Certificate  

7. Authority letter of Caretaker Appt/Extn  

8. Affidavit made in a stamp paper  

9. Medical /Fitness certificate duly signed by the Govt Medical 
Officer and countersigned by OC 

 

10. Attested copy of SSLC Certificate for verifying date of birth  

11. Attested copies of Educational Qualification Certificates  

12. Attested copy of appointment order  

13. Attested copies of NCC Certs, if applicable  

 





 

  



 

  



 

  



  



 

  



  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



NCC COMMISSION OF ANO 

DIRECT COMMISSIONED ANOs 

1 Documents for grant of commission to Direct Commissioned 
ANOs an allotment of commission be forwarded the 
following documents to HQ DGNCC prior to derailment of 
PRCN course:- 

(a) Selection Bd Appl Form(Appl signed by President of 
the Selection Bd). 

(b) Attested copy of NCC certs. 
(c) Duty assumption cert. 
(d) Attested copy of DOB cert. 
(e) Authentication Sheet 

Para 4 (a) of HQ DGNCC 
letter No.0162/Policy/NCC 
HQ/MS(ANO) dt 04 Oct 
2018 

NORMAL ANOs 

1 Detailing ANOs for PRCN course, ANOs are in possession 
of fwg prescribed docus for grant of commission:- 

(a)    Selection Bd Appl Form        (Appl signed by 
Presidnet of  the Selection Bd) duly completed and 
affixed with recent passport size photograph. 
 
(b)         Authentication Sheet. 
(c)     Attested copy of matriculation cert in support of 
date of birth. 

Para 4 of DGNCC letter 
No.0162/Policy/NCC 
HQ/MS(ANO) dt 09 Apr 
2019. 

2 ANOs will undergo medical test at OTA and declared fit/unfit 
by the authorized doctor. 

3 Documents of new ANOs will be verified by the BOO. Board 
proceedings will be prepared by respective OTA, signed by 
the presiding officer and all board members and a copy 
thereof will be handed over by respective OTA to HQ 
DGNCC rep for allotment of NCC Commission Numbers at 
HQ DGNCC. 

4 After allotment of NCC Commission Numbers, details of 
ANOs will be forwarded to concerned NCC DTEs.  

 
 

PRCN COURSES 
 

Pre 
Commission 

Course Duration 

Normal ANOs Direct Entry ANO Waiver 

SD/SW  ANOs 
(90 days). 

Within 2 yrs of 
Selection Bd by 
MS(ANO) 

Within 1 yr of 
ratification of 
Selection Bd by 
MS(ANO) 

Waiver of only 06 
months may be 
provided in 
exceptional cases. 

JD/JW ANOs 
(60 days) 

-do- -do- -do- 

OTA Kamptee for Male ANOs 

OTA Gwalior for Lady ANOs 

 
  



PROMOTION CUM REFRESHER COURSES FOR ANOs 

1 Refresher Course duration    -   30 days 

2 Course QR 

 SD/SW ANOs DG NCC letter 
No.0162/Sel/NCC 
HQ/MS(ANO) dt 16 Jul 
2019. 

 Courses Normal/Direct Entry ANOs 

 Ref 1 Within 2-4 yrs of NCC Commission (To 
be qualified in PRCN) 

 Ref 2 Within 10-15 yrs of NCC Commission 
(To be qualified in Ref 1) 

 JD/JW ANOs 

 Ref  1 Within 2-4 yrs of NCC Commission 
(To be qualified in PRCN) 

 Ref 2 Within 6-8 yrs of NCC Commission 
(To be qualified in Ref 1) 

 Ref 3 Within 10-13 yrs of NCC Commission 
(To be qualified in Ref 2) 

3 ANO RTU Policy 

(a) If he/she is not meeting QR HQ DGNCC letter 
No.11341/OTA-
G/DGNCC/Trg(B) dt 26 
Sep 2018. 

(b) Late Arrival 

(c) Absence During Course.    The period of absence 
allowed is 10% of the duration of course as candidate 
may be allowed 10% of absence.  Beyond which the 
candidate will be RTU. 

(d) Trainees who are weak and likely to pass will be 
warned by the Comdt in mid-term interview or 
whenever the progress is found to be unsatisfactory.  
Such individuals will be given special attention and 
every help during the training to make up. 

(e) In the case of pre-commission courses, candidates 
who eventually fail will not be allowed to take part in 
passing out parades.  They will be returned a day or 
two prior to the passing out parade by which time their 
final result will have been decided. 

(f) Medical & Disciplinary grounds. 

4 ANO failure in course.   Fwg policy is promulgated:- 

(a) An individual will be given one addl chance in any 
course to improve if grades FAILED earlier. 

(b) If an indl fails PRCN on second attempt also, a case 
for relinquishment of his/her commission will be 
initiated by State Dte. 

(c) A candidate who fails in PRCN may apply again as 
fresh candidate for grant of commission as an ANO, if 
all QR are met. 

 

  



 

PROMOTION 
 

DOCUMENTATION 
 

1. Authentication certificate duly signed by the CO/OC of the unit should be 
submitted 

Para 3(c) of HQ 
DGNCC letter 
No.0162/Policy/NCC 
HQ/MS(ANO) dt 13 
Mar 19. 

2. The date from which promotion is to be granted be clearly mentioned 

3. The proposal for promotion should be recommended by the chain of command 

4. Attested copy of the relevant Refresher Course Report (Part -1/II/III) should be 
submitted  

5. The documents  for promotion in respect of the following categories of non-
eligible ANOs  need not be submitted:- 

 (a) Who ha ve obtained “E” grading in the promotion examination 

 (b) Who have attained the age of superannuation (Male & Female ANOs-56 
yr) 

6. Ensure that the data of grant of commission of the ANOs is incorrectly recorded 
on the promotion papers/Refresher course report/authentication shet. 

7. The details and authority for the SL period should be quoted in authentication 
sheet and application form 

8. Cases, delayed by more than six months should accompany delay report duly 
recommended by DDG/ADG State 

CHECK LIST 
 

1. Application form having the following details and duly recommended by the OC and the Gp Cdr:- 

(a) No, Rank and Name of the ANO 

(b) Date of Birth and Date of Commission 

(c) Rank for which promotion is recommended 

(d) Date from which due for promotion 

 (e) Rank and promotion of ANOs:- 

(i) SD/SW  On being first Commissioned – Lt 

After 8 years commissioned service – Capt 

After 15 years commissioned service - Maj 

 (ii) JD/JW On being first commissioned – T/O 

After 3 years commissioned service – S/O 

After 8 years commissioned service – F/O 

After 15 years commissioned service – C/O 

2. Authentication sheet duly signed by the OC 

3. Attested copies of the relevant Refresher Course Report 

4. Duty assumption Certificate showing the date of assumption of duty on completion of Refresher Course 
duly signed by the Head of the Institution 

5. Cases delayed by more than six months should accompany delay report duly recommended by 
DDG/ADG State 



  



 

  



 

  



 

  



 

  



 

  



 

  



 

SUPERNUMERARY LIST OF ANO 
 

DOCUMENTATION 
 

1. For one year – Rule 26(4aa) of NCC Rules provides the placing 
SL due to transfer from one institution to another one 

DGNCC letter 
No.0162/Policy/DGNCC/PERS(A) 
dt 09 Jun 87. 2. For two years –Rule 26 (4a) of NCC Rules provide the placing of 

SL due to proceeding on study leave or posted away to perform 
some other duties  

3. On being rendering surplus – If not absorbed within two years of 
SL,  the ANO will submit his relinquishment of their commission 

CHECK LIST 
 

1. Application form having the following details and duly recommended by the OC and the Gp Cdr:- 

(a) No, Rank and name of the officer 

(b) Date of Birth 

(c) Reasons for placing in Supernumerary List 

(d) Date from which recommended to be placed in the SL 

2. Personal Application 

3. Handing/Taking over cert and Non liability cert issued by the Head of Institution 

4. On transfer – att copy of Transfer Order and Relieving Order 

5. Proceeding on Study Leave – att connected documents 

 

  





 

  

 

  

  

  

  

  

  

  

  

  



 

  



 

  



 

  



 

  



 

  



 

  



 

ANNUAL CONFIDENTIAL REPORT: 
 

1. Initiating officer (IO) – OC NCC unit Only in case of 
SD/Wing ANOs 2. Reviewing officer(RO) – Group Commander 

3. Senior Reviewing Officer(SRO)  - ADG 

HOLDING OF ACR 

1. SD/SW WING – Respective state directorate DG NCC 
0612/CR/DNCC/MS(D) dt 
04 Apr 1996 
 

2. JD/JW Wing – Respective Group HQ 

3. Minimum qualifying service for initiating ACR – 90 days for IO, SRO- no 
specific days. 

4. Pd of reporting – Jan to Dec  
 

5. Adverse remarks given by IO/RO – the extract be shown to ANO and 
expunged by the next higher officer. 

6. ANO can seek redress by making a representation 

NOTE – Initiated by Feb every year. 
 

 

REGRANT OF COMMISSION 
 

Exemption   

1. Appearing of selection board within one year with effect from the date of 
relinquishment  of first commission. 

2. No PRCN course. 

3. Seniority, promotion and other benefits are applicable in case of relinquishment of 
commission under except NCC Rule 28(2). 

4. In case of re grnat of commission, application of the candidates who have been 
selected by a Board should be forwarded alongwith the following documents:- 

 (a) Date of first commission with personal number 

 (b) Date of relinquishment of commission of first commission 

 (c) Date of re grant of commission 

5. In case of candidates who are recommended by DDG/ADG state for re grant of 
commission within one year with effect from the date of relinquishment of first 
commission , the ANOs will not be required to appear before the selection board 

6. These candidates who have crossed 45 years of age should not be 
considered/selected for re grant of commission 

 
 

GROUNDS FOR DISCHARGE OF ANO FROM PERFORMING DUTIES 

1.      Rule 26 of NCC Rules 1949 (GD) and Rule 28 of NCC Act Rules 1948. 
 

2.      SRO 12 & 13 
          (a)      The ANO, despite having been afforded two opportunities by the DG NCC,he/she fail to  
attend without sufficient cause or fails two times the refresher cum promotion course  and a National 
Cadet Corps Training Camp. 
 

RELAXATION OF ENROLMENT AGE OF ANOs UNDER NCC ACT AND RULES  
1948 AND 1949 

 

1. Age limit i.e above 21 to 42 years extendable upto 45 years  HQ DG NCC letter No 
0162/POLICY/NCC HQ/MS 
(ANO) dt 04 Oct 2018 

2. SOC for waiver of age relaxation in respect of candidates above 42 
years forwarded to DG NCC two months advance duly recommended 
by chain of command  

3. Documents for grant of commission to direct commission ANOs and 
allotment of commission be forwarded alongwith board proceedings 



to DG NCC 

4. Authority of extension for 3rd year of CTO is with DG NCC based on 
recommendation of ADG 

PERIOD OF RETIREMENT UNDER NCC RULES 1948 AND 1949 (GD)  
(PERIOD OF RETIREMENT ) 

 

1. Existing age for retirement is 56 years  HQ DG NCC letter No 
0162/POLICY/NCC 
HQ/MS(ANO) dt 04 Apr 
2019 

2. Provision of extension of service beyond 56 years of age and upto 60 
years will be as under:- 

(a) First spell of 56-58 years will be approved by ADG, State 

(b) Second and final spell of 58-60 years will be on approval of 
DG NCC 

CHECK LIST : RELINQUISHMENT OF NCC COMMISSION 

1. Application form having the following details and duly recommended by the OC and the Gp Cdr:- 
 (a) No, Rank and name of the officer 
 (b) Date of Birth 
 (c) Reasons for relinquishment of commission 
 (d) Accurate and relevant rules 
 (e) Date of relinquishment 
 

2. Authentication sheet duly signed by the OC. 
 

3. Application form and Authentication sheet should tally. 
 

4. Handing/Taking over cert and Non liability cert issued by Head of the Institution. 
 

5. Identity Card Destruction Cert and Canteen Card Surrender Cert duly signed by the OC. 
 

6. Appx A (On Superannuation) Vide DGNCC letter No.0162/Policy/NCC HQ MS(D) dt 19 Jun 2002 

7. Appx B(On Supernumerary List) Vide DGNCC letter No.0162/Policy/NCC HQ MS(D) dt 19 Jun 2002 

8. The original resignation letter or an attested copy of the same(On resignation grounds and Medical 
grounds). 

9. The original medical cert issued by CMO (On medical grounds). 

10 On disciplinary grounds:- 
 (a) Copies of show cause notice/warning letters issued to ANO, if any. 
 (b) Copies of reply of ANO, if any. 
 (c) Copies of docum amplifying that two opportunities have been given to the ANO to 

defend himself/herself. 
 (d) SOC duly recommended by DDG/ADG state. 
 

11 If fails to attend without sufficient cause or fails two times the refresher-cum-promotion course:- 
 (a) Copies of correspondence regarding detailment of refresher course should be 

submitted. 
 (b) Copies of denial letter from ANOs for not attending the refresher course. 
 (c) Copies of show notice/warning letters issued to ANO, if any. 
 (d) Copies of reply of ANO, if any. 
 (e) SOC duly recommended by DDG/ADG state. 
 

12 Cases, which are delayed by more than six months, the delay report duly recommended by the 
DDG/ADG state. 

 

 

  



 

GRANT OF HONORARY RANK AT THE TIME OF RETIREMENT 
 

1. Minimum service of 15 years, including service rendered in Armed 
Forces. 
 

 

2.  Citizen of India or a subject of Nepal. 

3. Not involved in disciplinary cases and not convicted for any cases. 
 

4. ACRs (last five years), three outstanding/above average.  Out of 
other two, minimum one high average and No ACR below 
average.  These are to be forwarded in original with documents 

5. Submission – one year from the date of relinquishment of 
commission. 
 

6. Last date of receipt of names is 31 Aug every year 

CHECK LIST 
 

1. Application form and Statement of Case duly recommended by Chain of Command. (Should have 
served for minimum 15 yrs in NCC and reach HQ DG NCC by the month of Aug every yr) 

2. Last five years ACRs (in original) (Three outstanding/above average.  Out of other two minimum one 
high average and no ACRs below average) 

3. Copy of relinquishment order (case has to be initiated within one year of relinquishment) 

 

  



 

 

  



 

  



 

  



 

  



 

  



 

  



 

 


