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Introduction 
 

Short title, commencement and duration 

1. In exercise of the powers conferred by section 59 of the Prisons Act, 1894 and in suppression of 

Bihar Jail Manual, 1925 the following rules called Bihar Prison Manual, 2012 are framed for 

administration of prisons in the state of Bihar. 

i. Bihar Prison Manual, 2012, shall extend to whole state of Bihar and shall be applicable to all 

prisons in the state.  

ii. The administration and management of prisons, its staff, all kinds of prisoners and detenues 

under preventive sections of law shall be governed by these rules. 

iii. This Manual shall come in to force with immediate effect and shall override any inconsistent or 

contrary rules contained or referred to in any existing order, direction or notification issued by 

State Government on administration related matters of the prison. 

iv. This manual shall remain in force for such period as the State Government may by notification 

in the Official Gazette specify.  

Applicable acts, rules and regulations 

2. The following statutes, including amendments thereafter and corresponding rules as the case may 

be, shall have a bearing on the establishment and management of prisons, the confinement and 

treatment of persons therein, and the maintenance of discipline amongst them:  

i. The Indian Penal Code, 1860 

ii. The Prisons Act, 1894  

iii. The Prisoners Act, 1900  

iv. The Identification of Prisoners Act, 1920 

v. The Transfer of Prisoners Act, 1950 

vi. The Prisoners (Attendance in Courts) Act, 1955 

vii. The Representation of People’s Act, 1951 

viii. The Code of Criminal Procedure, 1973 

ix. The Code of Civil Procedure, 1908 

x. The Repatriation of Prisoners Act, 2003 

xi. The Factories Act, 1948 

xii. The Right to Information Act, 2005 

xiii. The Borstal Act (Bihar), 1961 

xiv. The Protection of Human Rights Act, 1993 

xv. The Mental Health Act, 2002 

xvi. The Juvenile Justice (Care & Protection) Act, 2000 

xvii. The Probation of Offenders Act, 1958 

xviii. Indian Arms Act, 1959  

xix. Bihar Government Servant (Classification, control and appeal) Rules, 2005 

xx. Bihar Open Jail Rules, 2008 

xxi. Bihar Prisoner’s (Parole) Rules, 1973 
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xxii. Bihar Financial Rules, 2005 

xxiii. Bihar Treasury Code (Amended), 2011 

xxiv. Right To Service Act, 2011 

xxv. Other Minor Criminal Laws 
 

3. Over and above the provisions of this Manual, relevant orders/ rules/ Acts issued by State 

Government henceforth on finance and administration related matters of the prison and rulings of 

High Court and Supreme Court on prison administration shall also be complied with appropriately. 
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Definitions 
 

Definitions 

4. Unless a different intention appears from the subject or context:  

i. “Act” means ‘The Prisons Act of 1894’ or any other law governing the prisons. 
 

ii. “After care service” means the activity aimed at financial rehabilitation of released prisoners as 

normal and good citizens. 
 

iii. “Civil prisoner” means any prisoner who is not committed to custody under a writ, warrant or 

order of any court or authority exercising criminal jurisdiction, or by order of a court martial and 

who is not a detenue.  
 

iv. “Competent authority” means any officer having jurisdiction and due legal authority to deal with 

a particular matter in question.  
 

v. “Confinement” means confinement in a prison and includes detention therein under any law 

providing for preventive detention. 

 

vi. “Convicted prisoner or Convict” means any prisoner under sentence of a court exercising 

criminal jurisdiction or court martial and includes a person detained in prison under the 

provisions of chapter VIII of the Code of Criminal Procedure of 1973 and the Prisoners Act of 

1900.  
 

vii. “Correctional services” means services aimed at the reformation and rehabilitation of the 

offender and proper administration, management and functioning of prisons. 
 

viii. “Court” means a court established by any law for the time being in force and includes any 

officer or authority vested with the powers of exercising civil, preventive or criminal jurisdiction 

under any law for the time being in force. 
 

ix. “Criminal prisoner” means any prisoner duly committed to custody under the writ, warrant or 

order of any Court or authority exercising criminal jurisdiction, or by order of a court martial as 

defined in the Army Act. 
 

x. “Detenue” means any person detained in prison by warrant, writ or order issued under any law 

providing for preventive detention or any person detained without any opportunity of trial under 

any law for the time being in force. 
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xi. “Habitual offender” means a prisoner who has been convicted in a particular offence for more 

than one occasion or is under-trial for a particular offence in more than 3 different cases.  They 

have not been convicted of- 

(a) Offences involving elements of cruelty, moral degradation of personal greed;  

(b) Serious or premeditated violence; 

(c) Serious offences against property; 

(d) Offences relating to the possession of explosives, fire arms and other dangerous weapons 

with the object of committing an offences or of enabling an offence to be committed. 

(e) Abetment or incitement of offences falling within these sub-clauses. 
 

xii. “History ticket” means the ticket exhibiting such information as is required in respect of each 

prisoner by the act or the rules thereunder.  
 

xiii. “Imprisonment” means as defined in the Indian Penal Code. 
 

xiv. “Inmate” means any person kept in a prison under lawful warrant. 
 

xv. “Legal advisor” means a legal practitioner within the meaning of the Legal Practitioners Act, 

1879 or the Advocates Act, 1961. 
 

xvi. “Magistrate” means any person exercising all or any of the powers of a Magistrate under the 

Code of Criminal Procedure.  
 

xvii. “Manual” means Bihar Prison Manual, 2012. 
 

xviii. “Medical officer” means in relation to prisons, a gazetted officer of the State Government and 

includes qualified medical practitioners declared by general or special orders of the State 

Government to be a medical officer.  
 

xix. “Non-habitual offender” means all other prisoners who are not habitual prisoners. 
 

xx. “Offence” means any act or omission made punishable by any law for the time being in force. 
 

xxi. “Open Prison” means a minimum security prison meant for keeping well-behaved convicted 

prisoners, which is governed by open jail rules. A system based on self-discipline and sense of 

responsibility of the inmates towards the group in which they live.  
 

xxii. “Prison” means any area or place used permanently or temporarily under the general or special 

orders of a State government for the detention of prisoners, under Section 417 of Code of 

Criminal Procedure, 1973 and includes all land and buildings thereto, but does not include any 

place for the confinement of prisoners who are exclusively in the custody of the police, or/and 
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any place specially appointed by the State government under Section 417 of the Code of 

Criminal Procedure, 1973.  
 

xxiii. “Prisoner” means any person confined in prison under the order of a competent authority. 
 

xxiv. “Probation officer” means an officer appointed as such by the State government to undertake 

probation work under the Probation of Offenders Rule of 1959, or any other law.  
 

xxv. “Professional criminal” means any person convicted of an offence punishable under Chapters 

XII, XVI, XVII and XVIII of the Indian Penal Code. (to see rule) 
 

xxvi. “Prohibited article” means an article which cannot be introduced or removed into or out of a 

prison according to the Act or rules.  
 

xxvii. “Recidivist” means an offender who has committed another crime after the first one. 
 

xxviii. “Remission” means reduction in sentence granted as a reward for good conduct and behaviour 

in the prison as well as for special contributions and cooperation of the prisoner in administering 

the prison. 
 

xxix. “Remission system” means the rules in force for regulating the remission of sentence of 

prisoners.  
 

xxx. “Separate confinement” means confinement in a cell with or without labours, so as to seclude 

the prisoner whilst in his/her cell from communication with, but not from sight of, other 

prisoners. 
 

xxxi. “Superintendent” means an officer who is appointed by the competent authority to be in charge 

of a prison with such designation as it may specify.  
 

xxxii. “Under-trial prisoners” means a person who has been committed to prison custody with pending 

investigation or trial by a competent authority.  

 

xxxiii. “Whistle Blower” means an officer who raises a concern about a wrongdoing. The revealed 

wrongdoing shall include violation of a law, rule, regulation and/or direct threat to public interest 

such as fraud, health/safety violations and corruption. 
 

xxxiv. “Young offender” means a person who has attained the age of 18 years and has not attained 

the age of 21 years.  

xxxv. “Officer-in-charge of Prison” means any Prison officer present in the prison office. 

�
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Classification of Prisons 
 

Control of prisons  

5. All prisons and correctional services in the state of Bihar shall be under the control of Home (Prisons  

and Correctional) Department, Government of Bihar.  
 

Classification of prisons 

6. Under section 59 of the Prisons Act, 1894, different prisons in the state shall be classified as follows: 

i. Central prisons for the confinement of prisoners sentenced to imprisonment for periods 

exceeding five years and other categories of prisoners. 

ii. District prisons at district headquarters for confinement of prisoners sentenced to imprisonment 

for periods between one to five years and prisoners who are facing trial in courts  

iii. Subsidiary  prisons for confinement of prisoners sentenced to imprisonment upto one year and 

prisoners who are facing trial in  courts 

iv. Open prisons for well-behaved convicts in accordance with the open jail rules. 2008 

v. Female prisons for female prisoners 

 Note 1: Central prisons shall also function as District prisons for the districts where they are located. 

 Note 2: Every Central and district prisons shall have a high security ward/enclosure for housing 

dangerous, violent, escapees, riotous prisoners; for terrorists, professional criminals and recidivists 

 Note 3: Capacity of various prisons will be decided by the Inspector General Prisons and 

Correctional Services and notified from time to time. 
 

7. The following prisons and such other prisons as Government may from time to time declare, shall be 

central prison, district prison, sub-divisional prison, open prison and female prison: 
Category of prison Name of prisons 
Central Prison  1. Bhagalpur 

2. Beur, Patna 
3. Gaya 

4. Muzaffarpur 
5. Motihari 
6. Purnea 

7. Buxar 
8. Special Prison, 

Bhagalpur 
District Prison 1. Aurangabad 

2. Arra 
3. Araria 
4. Banka 
5. Bethia 
6. Begusarai 
7. Bhabhua 
8. Biharsharif 
9. Chhapra 
10. Gopalganj 

11. Hajipur 
12. Jamui 
13. Jehanabad 
14. Katihar 
15. Khagaria 
16. Kishanganj 
17. Lakhisarai 
18. Madhepura 
19. Madhubani 
20. Munger 

21. Nawada 
22. Phulwarisharif 
23. Sheikhpura 
24. Supaul 
25. Siwan 
26. Sitamarhi 
27. Smastipur 
28. Saharsa 
29. Sasaram 
30. Darbhanga 

Sub-divisional 
Prison 

1. Bagaha 
2. Barh 
3. Benipur 
4. Bikramganj 
5. Buxar 
6. Dalsinghsarai 

7. Danapur 
8. Daudnagar 
9. Hilsa 
10. Jhanjharpur 
11. Masaudhi 

12. Navgachia 
13. Patna city 
14. Rosera 
15. Sherghati 
16. Virpur 

Open Prison 1. Buxar 
Female Prison 1. Bhagalpur 
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Organizational Structure 
 

A. Headquarter Organization 

8. In accordance with section 5 of the Prisons Act, 1894, State Government shall appoint an Inspector 

General, Prisons & Correctional Services who shall exercise subject to the orders of the State 

Government, the general control and superintendence of all prisons, situated in the state of Bihar. As 

the head of the Prisons & Correctional Services Department, Inspector General, Prisons & 

Correctional Services shall have such administrative, financial and disciplinary authority as is laid 

down in this Manual and as may be determined by the government from time to time. 

9. The Inspector General, Prisons and Correctional Services shall be an officer of the Indian 

Administrative Service 

10. At the Headquarter of Prison & Correctional Services Department, Inspector General, Prisons & 

Correctional Services shall be assisted by: 

i. Joint Secretary cum Director Administration        

ii. Deputy Inspector General, Prisons (Prison Administration)                                   

iii. Deputy Inspector General, Prisons (Correctional Services)    

iv. Director, Industries          

v. Assistant Inspector General, Prisons (H.Q)         

vi. Deputy Director, Industries, Vocational Training & Rehabilitation      

vii. Assistant Director, Industries, Vocational Training & Rehabilitation      

viii. Budget & Accounts Officer           

ix. Law officer 

x. Prison Welfare Officer          

xi. Section officers 

xii. Personal Assistants 

xiii. Stenographer                

xiv. Upper Division Clerk              

xv. Lower Division Clerk 

xvi. Record Keeper               

xvii. Computer operator                

xviii. Peon 

xix. Drivers                 

xx. Other supporting staff  (as required) 

and, such other officers as the state government may decide from time to time, in supervision and 

administration of the prisons in the state.  
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11. Joint Secretary cum Director Administration Director Industries, Deputy Inspector General, Prisons 

(Prison Administration) Deputy Inspector General, Prisons (Correctional Services) and Assistant 

Inspector General (H.Q) shall report to Inspector General, Prisons & Correctional Services and 

perform such duties and work delegated by him/her. 
 

12. Budget & Accounts Officer shall report to the Director Industries, under the overall supervision and 

control of Inspector General, Prisons & Correctional Services and perform such duties and work 

delegated by them. 
 

13. One Law officer shall report to Joint Secretary cum Director Administration and the other shall report 

to Deputy Inspector General Prisons and perform such duties and work delegated by him/her. 
 

14. At the headquarters of the Department there shall be established an Information Technology (IT) cell 

headed by the Director Industries to support, monitor and establish computerised maintenance of 

records and statistics in all prisons. The IT cell shall comprise such number of database managers, 

programmers, system analysts as decided by state government from time to time to perform a 

variety of duties like design, implementation and maintenance of management information systems 

and liaising with the hardware and software vendors to enforce service levels and to perform a 

variety of technical tasks relative to assigned area of responsibility. 
 

15. A prison Welfare Officer shall report to Deputy Inspector General of Prison (Correctional Services) 

and perform such duties and work delegated by him/ her  

B. Regional Organization 

16. For the purposes of effective and efficient administration and supervision of prisons & correctional 

services, the state of Bihar shall be divided into four regions and an Assistant Inspector General, 

Prisons (Region) shall be posted in each region to assist Inspector General, Prisons & Correctional 

Services in that region. Assistant Inspector General, Prisons (Region) shall be vested with sufficient 

powers of direction, control, inspection, supervision, and guidance to prisons through substantial 

delegation of financial and administrative and disciplinary powers by the Inspector General, Prisons 

& Correctional Services.  
 

17. Assistant Inspector General, Prisons (Region) shall report to Deputy Inspectors General, Prisons, 

under the overall supervision and direction of the Inspector General, Prisons & Correctional Services 

and perform such duties and work delegated by them. 
 

18. Assistant Inspectors General, Prisons & Correctional Services (Region) shall be stationed at a 

central place in their respective regions and assisted by such number of Senior Assistant/ Senior 

Clerks, Junior Assistant/Junior Clerks, Computer operators, peons, and other supporting staff as the 

state government may decide from time to time.  
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C. Institutional Organization 

a. Executive Establishment 

19. For every prison, a Superintendent shall be posted by the State Government in the rank and pay 

scale fixed by it from time to time. Superintendent shall exercise supervisory and management 

control over the prison of which he/she is in-charge and all its officers shall be subordinate to 

him/her.  
 

20. Controlling official for Superintendent shall be the respective Assistant Inspector General, Prisons 

(Region), under the overall supervision and direction of the Deputy Inspectors General, Prisons & 

Correctional Services and Inspector General, Prisons & Correctional Services.  
 

21. The Superintendent of a prison shall be assisted by the following executives: 

i. Deputy Superintendent (Administration & Security): Deputy Superintendent (Administration & 

Security) shall be the chief executive personnel of the prison exercising general supervision of 

work of the prison.  

ii. Deputy Superintendent (Correctional Services): Deputy Superintendent, (Correctional Services) 

shall superintend the correctional/educational programmes, vocational training and the 

production centre.  

iii. Assistant Superintendents: Such number of Assistant Superintendents as decided by state 

government from time to time, shall assist the Deputy Superintendents in supervising and 

executing work relating to prison administration, correction and security.  

and, other officers and staff as the state government may decide from time to time in management 

and administration of the prison. 

 

22. All Deputy Superintendents shall report to the Superintendent and be under overall supervision & 

direction of Assistant Inspector General, Prisons (Region) and perform such duties and work 

delegated by them. They shall control the subordinate officers and employees under the orders of 

the Superintendent.  
 

b. Warder Establishment 

23. For enforcing prison security, discipline, safety and good conduct & behaviour of prison inmates, 

there shall be adequate number of posts of Chief Head Warders, Head Warders and Warders in the 

prison. In every prison in which female prisoners are confined, there shall be adequate number of 

posts of female warders and head warders. 

Note 1: Warders, head warders and chief head warders shall be in the ratio of 25:5:1 or as decided 

by Inspector General Prisons and Correctional Services from time to time  

Note 2: For every 8 prisoners there shall be 1 sanctioned post of warder or as decided by Inspector 

General Prisons and Correctional Services from time to time  
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24. In all prisons there shall be a reserve guard, which shall have warders, head warders and chief head 

warders specially selected for their efficiency in drill and in the use of fire-arms. They shall be under 

the charge of an efficient Assistant Superintendent competent to give them a thorough military 

training.  
 

25. To ensure the greatest possible efficiency and discipline in the warder establishment, the general 

control of such establishment shall be vested in the Superintendent of a prison, subject to the overall 

supervision & direction of the Central prison Superintendent of the circle, Inspector General, Prisons 

& Correctional Services and Assistant Inspector General, Prisons (Region). 
 

c. Medical Personnel 

26. The Civil Surgeon of the district in which a prison is situated shall be the Chief Medical Officer of 

such prison. He/she shall be the technical head of all the Medical Officers posted in the prison 

hospital/dispensary. He/she may delegate this authority to a senior medical officer in the district 

hospital. 
 

27. Every prison shall have a prison hospital with separate male and female wards and appropriate 

number of Medical Officers on deputation from the state government, Health Department. Subject to 

the overall control of the Superintendent in all matters except the medical treatment of the sick, the 

Medical Officer shall have charge of the medical administration of the prison, and shall perform such 

duties as are detailed in this manual or as prescribed from time to time by due authority. His/her 

duties shall embrace every matter affecting the health of the prisoners and the general hygiene of 

the prisons. The Medical Officer shall be under the general control of the Inspector General, Prisons 

& Correctional Services. 
 

28. Every prison hospital shall have such number of Compounder/Pharmacist and para-medical staff like 

dressers, nurses, laboratory technicians, X-ray technicians or such other staff to assist the Medical 

officer as the state government may decide from time to time. The compounder/pharmacist and 

para-medical staff shall be under the general control of Medical officer with overall supervision & 

direction of Chief Medical officer and Superintendent.  
 

d. Administrative personnel 

29. Every prison shall have adequate number of administrative staff like Accounts Officers, Accountants, 

Clerks, Computer Operators, Typists and Peons. The ministerial/administrative personnel shall work 

under general control of the Superintendent.  
 

e. Group D Government servant 

30. The prisons shall also have such number of Group D staff like barbers, sweepers, electricians and 

plumbers as the state government may decide from time to time. 
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Note: More details relating to functions, duties, responsibilities, appointment, promotion of the prison 

personnel has been given in Part II of this manual. 
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Admission of prisoners 

A. Admission  

Except on the written order of a court, no prisoner to be admitted after lock-up 

31. The Deputy Superintendent (Administration & Security) shall ordinarily admit new prisoners into the 

prison at any time after the opening of the prison up to the hour of lock-up, which takes place at 

sunset. After lock-up, he/she shall not receive any prisoner other than the prisoners transferred from 

other prisons, except on the special order of the competent authority. 
 

Prisoners to be admitted only on warrant of court 

32. No person shall be admitted in a prison as a prisoner unless accompanied by the following 

documents: 

i. A warrant in the prescribed form, signed, dated and sealed by the competent authority. 

ii. Identification roll containing at least two specific permanent identification marks and names of 

close relatives 

Note: There shall be a separate warrant for every prisoner, even if two or more prisoners have been 

jointly charged. Injured prisoners shall only be admitted after an injury certificate from a competent 

authority is annexed with the warrants.  
 

Deputy Superintendent (Administration & Security) to verify identity before admission 

33. Before admitting a prisoner, the Deputy Superintendent (Administration & Security) shall question 

the prisoner and ascertain that prisoner’s name and other particulars correspond with those entered 

in his/her warrant. In the event of a prisoner, refusing to answer the Deputy Superintendent 

(Administration & Security), or denying the accuracy of the particulars entered in the warrant, the 

Deputy Superintendent (Administration & Security) shall request the officer in charge of the police 

escort to identify the prisoner as the person named in the warrant. If the police officer cannot do this, 

the Deputy Superintendent (Administration & Security) shall refuse to admit the prisoner. 
 

Procedure for dealing with warrants which appear to be defective 

34. If a prisoner is brought to prison without a warrant or other lawful order or the warrant is not sent in 

the appropriate form or the warrant is found to contain discrepancies in name or identification, 

Deputy Superintendent (Administration & Security) shall refuse to admit the prisoner and shall report 

the matter to the Superintendent, who in turn shall refer the matter to the concerned court/District & 

Sessions Judge, by whose order on the case, he/she shall be guided as to the treatment of the 

prisoner. In case of omissions of the signature of the competent authority in the warrant, the same 

shall be referred to the competent authority over telephone and the warrant shall be sent back for 

rectifications immediately. When a warrant is returned for rectification, a copy shall be retained in the 

appropriate compartment of the warrant almirah until the original is returned. 
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35. Pending a reference made under above rule, the prisoner shall be detained in such manner and with 

such restrictions or limitations as may be specified in the warrant or order. 
 

36. If any error or omission, which is in the opinion of the Superintendent due to mere oversight or 

mistake, is found in any warrant or order of commitment of, if the sentence or order passed, though 

within the competency of the court or authority which passed it, is in any way defective in form or 

otherwise irregular, he/she may receive the prisoner subject to reference to such court or authority, 

as the case may be for orders. 
 

37. Any case of importance in which the Superintendent’s representations have not been attended to, or 

neglect to furnish a fine realization statement or serious mistake in such statement, shall be reported 

by the Superintendent to the concerned court/District & Sessions Judge. 

Note 1: A warrant ordering imprisonment without specifying whether it is to be simple, rigorous, an 

updated, an unsealed warrant or a warrant signed in pencil shall be returned for correction. A 

warrant written by copying pencil or carbon paper shall invariably be returned. 
 

Prisoners to be kept in reception ward on admission 

38. On first admission to prison, the prisoners shall be kept in a separate reception ward for a period not 

exceeding 48 hours so that the initial formalities for their placement are completed. The Ward 

allotment for the prisoner will be done by the Superindentent/ Deputy Superintendent. The procedure 

to be adopted on their admission shall be as under: 

i. A thorough search of prisoners’ body and their belongings including their clothes 

ii. Removal of prisoners' personal items and issue of authorized personal belongings 

iii. Preliminary check-up by compounder/pharmacist 

iv. Finger printing/photograph and recording of entries in registers 

v. Prisoners shall wash themselves and their clothing; get haircut and shave done 

vi. A thorough medical examination by Medical Officer within 48 hours 

vii. Orientation of prisoners to prison rules and disciplinary norms 

viii. Attending to injuries, requirement of medicines, letters, food etc. 

ix. A general assessment of prisoners’ background and needs to decide the appropriate placement 

within the prison as per the principles of basic segregation; and fixing of diet and issuance of 

bedding and clothing as per the rules. 

Note: If an identification parade of the prisoner is to be done, no hair cutting or shaving shall be 

allowed. The same may be done after the identification parade. 
 

Search of prisoners on admission 

39. On admission into a prison, all prisoners shall be thoroughly searched using walk through/hand-held 

metal detectors. Searches of prisoners shall be made, with due regard to decency and with 

reasonable privacy. The search of female prisoners shall be made by the female warder and only in 
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the presence of females. All prisoners who return to the prison from bail or courts shall also be 

thoroughly searched using walk through/hand-held metal detectors. Special attention shall be paid to 

searching their dress, shoes, sandals and any item carried by them. 
 

Removal of personal belongings/articles from prisoners 

40. From prisoners sentenced to rigorous imprisonment, every article, whether clothing, money, 

jewellery, documents or anything else shall be taken. From simple imprisonment prisoners, all 

property except papers, letters and clothes shall be taken. From under-trial prisoners, the same 

articles shall be taken as from simple imprisonment prisoners, except bedding which they may 

retain. From civil prisoner only dangerous weapons, articles likely to facilitate escape, spirits, drug 

and immoral books shall be taken. Female prisoners shall be allowed to retain, in moderation, 

certain ornaments of small value such as mangal sutras, bangles and toe rings. The Superintendent 

may, however, at his/her discretion, refuse to allow the retention of these ornaments in any particular 

case for disciplinary/security reasons. 
 

Record of property received 

41. A list of all property of a prisoner taken from him/her shall be entered in the Admission Register as 

well as in the Property Register and signed by the Deputy Superintendent (Administration & 

Security). 
 

Preliminary check-up by Compounder/Pharmacist 

42. All prisoners shall be seen immediately after admission by the compounder/pharmacist, and if any is 

found sick or suffering from injuries, wounds or other marks of violence, a note of his/her general 

condition, prominent symptoms or in case of injury, the number, situation, size, character and nature 

of the injury, wounds or bruises shall at once be made in the Medical Record. Prisoners on 

admission to prison may at the discretion of the Medical Officer, be kept in quarantine ward for such 

period as required. Preliminary medical check-up of female prisoners shall be done as far as 

possible by a female Medical Officer or in the absence of the same, with the help of a female 

medical attendant. All prisoners admitted to a prison shall be screened for presence of infections and 

contagious diseases especially Tuberculosis, AIDS, Hepatitis and skin diseases. 

Note: The decision of the trying magistrate with regard to the age of all prisoners shall be final for 

the purpose of the prison records. If, therefore, the Superintendent and the Medical Officer of the 

prison find themselves unable to accept his/her decision in any case on medical grounds they shall 

call his/her attention to the fact through the concerned court.   
 

Admission registers to be maintained in respect of newly admitted prisoners 

43. An admission register shall be maintained in respect of the newly admitted prisoners in the prison in 

which the admitting officer shall record for the purpose of identification, a full personal description of 

every prisoner giving passport sized photograph, sex, age, citizenship, Unique identification   
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number (UID) (if allotted), finger prints, thumb impression, general account of his/her physiognomy 

and complexion, a note of identification marks, names and addresses of the prisoner’s father or 

husband and close relatives, permanent and present address and caste of the prisoner, details of all 

pending cases, sections imposed, remand date, details of conviction whether appeal has been filed, 

educational qualification (i.e. Matric/Non-Matric/Intermediate/Graduate/Post Graduate/Professional 

degree) etc. Such data shall also be maintained digitally in the Integrated Prison Management 

System. The prison authorities shall also appropriately record and store, voice of the prisoner at the 

time of admission using the advanced speech recognition technology. There shall be separate 

admission registers for convicts, under-trials and civil prisoners. (Refer to Annexure 1, 2 & 3 for the 

format of Admission Register of Convicts, Admission Register of Under-trials and Admission 

Register of Civil prisoners respectively). Admission registers shall be maintained separately for 

female prisoners and prisoners sentenced to death. 
Every prisoner to have a number 

44. Every prisoner shall receive a serial number corresponding with the entry relating to him/her in the 

admission register and this register number shall be his/her distinguishing mark whilst in the prison.  

The serial in each prison and in each admission register shall be of total 11 alpha numeric code 

characters:  

i. The first letter signifying prison type i.e. C (Central Prison), D (District Prison) or S 

(Subsidiary Prison) 

ii. Next two digit signifying the prison Code for a particular category eg Beur may be 01 

iii. The next three letter would indicate category of prisoner i.e. Male Convict (MCT), Male 

Under-trial (MUT), Male Civil prisoner (MCL), Prisoner sentenced to death (STD), Female 

Convict (FCT), Female Under-trial (FUT), Female Civil prisoner (FCL) 

iv. The remaining 5 digit number running from 10000 to 99999 denoting his serial Number. The 

serial number of prisoners shall start from 10001  and run upto 99999 

The unique 11 character code indicating the prison, category of prisoner and prisoner’s number shall 

invariably precede his/her name when he/she is referred to in any official communication e.g. 

Prisoner Ramesh Kumar, who is a male convict, with serial Number 12345 and lodged in Beur 

Central Prison will have the code “C01MCT12345/Ramesh Kumar”. 

i. When a prisoner is re-captured or re-transferred or remanded to prison during the same 

calendar year, he/she shall not have a new serial number or a new entry in the register; but if 

he/she be re-captured or re-transferred or remanded in a different calendar year, he/she shall 

not have a new serial number but his/her details shall be entered again in the register as new 

admission, giving reference to the old admission. 

ii. In case of a further conviction during any sentence, the prisoner shall not have a new number 

or page of the register, but on every such conviction an entry shall be inserted containing the 

particulars relating to the new sentence. 
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Unidentified prisoners  

45. The Superintendent of Police shall notify to the Superintendent the name of any prisoner committed 

to prison under Chapter VII or XVII of Indian Penal Code, or section 123, Criminal procedure Code 

1973, whose identity he/she has been unable to ascertain; the Deputy Superintendent 

(Administration & Security) shall write in red ink or cause to be written or stamped at the head of 

each sheet of the history ticket of such prisoner and also in the Admission Register the word 

‘Unidentified’, he/she shall also note the names and addresses of the correspondents and visitors of 

such prisoners and the Superintendent shall send such information, in a confidential cover, to the 

Superintendent of Police. 
 

 

Description of Police Registered prisoners in the admission register 

46. Police registered prisoners are divided into two classes. The first class consists of prisoners who are 

to be transferred before their release to prisons of the districts in which their homes are situated. 

This class shall be described in the admission register and release diary in red ink as Police 

Registered- Transfer (PRT) prisoners. This class shall also include prisoners in respect of whom the 

sentencing court has recorded an order under section 356 of the Code of Criminal Procedure, 1973 

and such prisoners shall be described in the admission register in red ink as PRT 356 prisoners. The 

second class consists of prisoners who are not to be transferred but are to be released from the 

prisons in which they are confined at the time of the expiry of their sentences. This class shall be 

described in the admission register in red ink as Police Registered (PR) prisoners. 

 

Police Registered (PR) slips to be attached with the warrant 

47. Entries in the back of the Police Register (PR) slip relating to finger impression, “F.I. taken” or 

“tested” shall be similarly added. The police PR slip intimating the fact that a prisoner is on the police 

register shall be attached to, and kept with the warrant and sent with him/her to the prison to which 

he/she may be transferred. On the death or escape of a PR prisoner of either class, the police PR 

slip attached to his/her warrant shall be returned to the Superintendent of Police of his/her district 

with an endorsement, showing the date of his/her death or escape. All other PR slips shall be sent to 

the Superintendent of Police of the district, a fortnight before the release is due. 
 

Duration of prisoner’s sentence/date of release to be calculated and entered in release diary 

48. The date on which a prisoner is entitled to be released shall be calculated by the Deputy 

Superintendent (Administration & Security) and an entry shall be made in the admission register and 

release diary. There shall be separate release diaries for under-trial prisoners and convict & civil 

prisoners. (Refer to Annexure 4 and 5 for the format of Release Diary of convict & civil prisoners and 

Release Diary of under-trial prisoners respectively). Such data shall also be maintained digitally in 

the Integrated Prison Management System. In case, the term of imprisonment changes, either by the 

judicial imposition of additional imprisonment or by remission of any part of the sentence etc. the fact 
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shall be noted opposite such entry and a reference made to the date of release shall be made. The 

Superintendent shall him/herself check each entry in the release diary and shall be personally 

responsible for the correctness of such entries, and for any illegal detention of a prisoner or failure to 

execute a sentence due to neglect of this rule.  
 

Warrants to be arranged according to the date of release 

49. The prisoner’s register number, name, date of sentence, term of sentence, date of admission and 

date of release shall be endorsed on his/her warrant and the endorsement shall be signed by the 

Deputy Superintendent (Administration & Security) after examination and comparison with the body 

of the warrant and with the entries in the Admission Register. The warrants shall be arranged 

according to the date of release and put together in the monthly bundles, docketed outside with the 

month and year, and all the warrants of prisoners to be released in the same month being placed in 

the same bundle. Each bundle shall occupy a separate pigeon hole in the warrant almirah, which 

shall be kept locked and of which Deputy Superintendent (Administration & Security) shall keep the 

key. 
 

Production of prisoners and registers and records before Superintendent 

50. On completion of the necessary entries in the admission register and release diary the Deputy 

Superintendent (Administration & Security) shall bring these registers and the prisoners with their 

warrants before the Superintendent within 24 hours of admission, who shall sign on the registers 

after satisfying him/her that the entries are correct and as per the rules. The list of every prisoner’s 

property shall be read over to him/her by the Deputy Superintendent (Administration & Security), and 

if the prisoner acknowledges it to be correct the Superintendent shall initial the same. 
 

Prisoners to take bath and wash their clothes 

51. Every prisoner shall be required to take bath and wash his/her clothes thoroughly. If an epidemic 

disease exists in the neighbourhood from which he/she comes, his/her clothing shall also be 

disinfected. In such cases, special care shall also be taken to cleanse the prisoner's person. 
 

Thorough medical examination 

52. On completion of the necessary entries in the admission register and history ticket all newly admitted 

prisoners shall be brought before the Medical Officer and the Superindentent for a primary health 

screening within 24 hours of their admission. In case the said screening is not possible in 24 hours 

due to the non-availability of Superintendent or The Medical Officer, then the same will be conducted 

within 24 hours of the return of the Superintendent/ Medical Officer. The Medical Officer shall make, 

or cause to be made, in the Health card of the prisoner, a health record in respect of each prisoner, 

of his/her age, state of health on admission, weight on admission, blood pressure, pulse rate, body 

temperature, identification marks and the class of labour for which the prisoner is fit with any other 

observation, he/she may find necessary. The Medical Officer shall verify from the prisoner about 

his/her past sickness and whether he/she suffers from any chronic health problems or not. 
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Additionally, the medical officer shall also ensure that the ‘Proforma for Health Screening of 

Prisoners on Admission to Prison’ circulated by the National Human Rights Commission is filled and 

maintained properly. (Refer to Annexure 6 for the format of the Proforma for Health Screening of 

Prisoners on Admission to Prison). 
 

Orientation 

53. Every newly admitted prisoner shall be subjected to a programme of orientation so as to inform 

him/her about the rules and regulations of the prisons, his/her rights, duties, entitlement, discipline 

and daily routine. Pamphlets containing the rights, duties, entitlement, discipline and daily routine of 

a prisoner shall be printed in the local language he/she understands and distributed so that a 

prisoner may follow the 'dos' and 'don'ts' and maintain discipline during his/her confinement. For 

illiterate persons, the same shall be explained by the prison Authorities to him/ her 

 

 

B. Rules for classification and segregation of prisoners 
 

Classification and Security Assessment Committee 

54. Every prison shall have a Classification and Security Assessment Committee consisting of the 

following personnel: 

i. Superintendent - Chairman 

ii. Deputy Superintendent - Member Secretary 

iii. Deputy Superintendent (Head Quarter) or any other 

Police personnel not below the rank of Circle 

Inspector 

- Member 

Assistant Superintendent - Member 

Medical Officer - Member 

 
 

Classification of prisoners 

55. The Classification and Security Assessment Committee shall ensure that all prisoners, within 48 

hours of their admission are classified according to their age, legal status, physical and mental 

health needs, criminological needs, length of sentence, security needs, aptitude and needs 

regarding reintegration into the community and shall constitute groups among them for the purpose 

of administration of institutional treatment in the form of educational and vocational training. Such 

classification shall be subject to quarterly review and re-classification as and when found necessary 

by the Classification and Security Assessment Committee. The classification  shall be as follows: 

i. Under-trial prisoners 

ii. Civil prisoners 

iii. Convicted prisoners 
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iv. Prisoners sentenced to death 

v. Preventive detenues 

vi. Young offenders (18-21 years) 

vii. Persons who are sick or infirm and are suffering from infectious/chronic diseases 

viii. Drug addicts and alcoholic offenders 

Note: Under-trial prisoners and convicted prisoners may further be classified into habitual and non-

habitual offenders  
 

56. The prisoners referred to in rule 55 shall further be classified into male and female prisoners 

according to their sex and into the Division and General prisoner. A prisoner, whether a under-trial or 

convicted or a detenue, who by social status, education and habits of life is found to have been 

accustomed to a superior mode of living, shall be classified as Division prisoner unless: 

i. he/she is found to be a habitual offender; or 

ii. he/she is convicted of: 

a. an offence involving grave cruelty or grave moral turpitude 

b. an offence involving illegal hoarding, storage, movement or disposal of any essential 

commodity, or 

c. an economic offence of grave social consequences, or  

d.    an offence of cheating, forgery, outraging modesty of any female, rape or sodomy 

All other prisoners, not classified as Division prisoner shall be classified as General prisoners. 

However the State Government may further take a decision regarding definition and classification 

of “Political Prisoners” and extension of such facilities as it deems fit 

57. The power to classify a prisoner or a detenue as a Division prisoner shall lie with the Inspector 

General, Prisons & Correctional Services after considering the relevant criteria. 

 

Work allotment to prisoner based on the assessment of the Committee 

58. Allocation of a prisoner to a specific prison along with work allocation to prisoners sentenced to 

rigorous imprisonment or prisoners willing to work voluntarily shall be made based on the 

assessment of the Classification and Security Assessment Committee. The work allocation shall be 

made after considering his/her capacity, previous mode of life and antecedents. The classification of 

a prisoner shall be entered in his/her History Ticket. 

 

Committee to ascertain previous character of the prisoner  

59. In ascertaining a prisoner’s character the Classification and Security Assessment shall be guided by 

any particulars regarding the nature and circumstances of the crime, or the previous character of the 

prisoners furnished to him/her by the convicting officer in the High Court form. If such particulars be 

insufficient, he/she may place him/herself in communication with the police officers of the district.  
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Committee to ascertain previous conviction, if any  

60. Previous convictions, if any, shall generally appear in the warrant or in the High Court form. The 

Classification and Security Assessment should not be content with this information, but should 

endeavour to ascertain from the prison officers and long term convicts as well from the records of 

his/her prison and records of other prisons, if the prisoner has been previously convicted.  
 

Segregation of prisoners 

61. In every prison, following classes of prisoners shall be kept entirely separate from each other: 

i. Convicts and under-trials shall be kept separately 

ii. First time offenders among under-trials shall be kept separate from recidivist offenders 

iii. Professional hard core criminals among under-trial/convict prisoners shall be kept separately from 

other prisoners  

iv. Habitual offenders among the convicted prisoners 

v. Non-habitual offenders among the convicted prisoners 
 

62. Further, in every prison: 

i. Civil prisoners shall be kept separate from criminal prisoners 

ii. Female prisoners shall be kept separate from the male prisoners  

iii. Prisoners sentenced to simple imprisonment shall be kept separate from prisoners sentenced to 

rigorous imprisonment unless they elect to work 

iv. Young offenders shall be kept entirely separate from others 

v. Among the under-trial prisoners, prisoners who are under trial by the judicial magistrate shall be 

kept separate from those prisoners who are under trial by Session Courts. 
 

63. Any under-trial prisoner who is notified by the trying court or the police to be a confessing prisoner or 

approver shall be kept separate from all other prisoners confined within the same prison and for this 

purpose may be accommodated in an empty ward or a cell to which a separate yard is attached. A 

trustworthy warder shall be posted on duty at such ward or cell, as the case may be, to prevent 

prisoner’s confinement from becoming solitary confinement, as also to prevent communication with 

any unauthorized person. Any special direction given by the court as to the separation of an under-

trial prisoner shall be carried out. 
 

64. High security prisoners and prisoners who have been sentenced to death or are likely to attempt 

escape shall be kept in high security wards.  
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C. Maintenance of Prisoners’ history tickets 

Every prisoner to be provided with a history ticket 

65. On the reception of every prisoner into prison, a history ticket shall be created in which shall be 

recorded at the time and in chronological sequence every occurrence of importance in the prison life 

of such prisoners and every order/entries specially relating to him/her. Every entry in the ticket shall 

be dated and initialled by the officer who makes it. There shall be separate History Ticket for 

convicts, under-trials and civil prisoners. (Refer to Annexure 7, 8 & 9 for the format of History Ticket 

of convict, under-trial and civil prisoners respectively). Such data shall also be maintained digitally in 

the Integrated Prison Management System. In addition to the rules prescribed elsewhere in this 

Manual, the history ticket shall contain the following particulars: 

i. The name, prisoner number and other particulars necessary for the identification of the prisoner 

ii. The nature of the offence of which prisoner has been convicted and the provisions of the law 

applicable thereto 

iii. The date, nature and extent of the sentence or sentences passed 

iv. The details of cases pending under trial 

v. A brief record of every other matter of importance, affecting the prisoner 

vi. A list of visitors expected  

vii. The fact of an appeal not having been made before the expiration of the term allowed for 

appealing 

viii. The amount of remission awarded quarterly 

ix. Dispatch to a court, or transfer, discharge, escape or death 

x. Individual prisoners’ health card maintained by the Prison medical officer shall form part II of the 

prisoners’ history ticket. 
 

Deputy Superintendent responsible for history ticket 

66. The duty of providing, preparing and maintaining history ticket shall devolve on the Deputy 

Superintendent who shall ensure that all entries other than those made by the Superintendent and 

Medical Officer are duly and correctly made under the initial of the entering officer. He/she shall 

ensure that every entry made on the ticket is recorded in chronological sequence by the entering 

officer. The Deputy Superintendent shall bring to the notice of the officer concerned any irregularity 

or omission of any entry on any ticket and shall, if necessary, report the matter to the 

Superintendent.  
 

No convict to make any entry in history ticket 

67. No convict shall make any entry in any ticket, a convict whose employment as a writer has been 

specifically sanctioned may however, make entries in the ticket under the immediate instruction and 
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supervision of the officer specially deputed to prepare such ticket, who shall be personally 

responsible for the correctness of every entry so made. 
 

Entries by the Medical officer in the history ticket 

68. The Medical Officer shall enter, or cause to enter under his/her supervision the following in a health 

card (History Ticket Part II) of the prisoner: 

i. The prisoner’s number, name and address  

ii. Prisoner’s age, height, and weight on admission   

iii. Prisoner’s  state of health based on regular health check-up 

iv. Weight, blood pressure, pulse, temperature, results of routine blood, urine tests during regular 

check -up 

v. X-ray findings 

vi. Check-up results for Tuberculosis, AIDS, Hepatitis, Diabetes, skin diseases, veneral diseases 

vii. Vaccination given to the prisoner 

viii. Condition of the heart, chest and liver  

ix. Any neurological/surgical/orthopaedic problem 

x. Necessity for segregation of any prisoner 

xi. The physical fitness for labour of every simple imprisonment prisoner who volunteers to labour 

xii. The physical fitness for punishment of any prisoner awarded a punishment requiring a 

preliminary medical certificate 

xiii. Every order for cutting the hair of any prisoner on account of vermin or disease, etc. 

xiv. Prescriptions of the medical officer for the maintenance of the health of the prisoner  
 

69. In case, a prisoner falls sick and is admitted in the hospital the Medical officer shall enter in the 

History ticket, the following: 

i. A brief gist of the illness, diagnosis and the treatment given e.g. change of work or food 

ii. Date and time of admission to and discharge from hospital on every occasion 

iii. Admission to and discharge from the convalescent ward 

Note: On discharge of a prisoner from hospital or the special gangs he/she shall invariably enter 

whether the prisoner may revert to his/her original work and task, or whether some other work and 

task should be allotted to him/her. 
 

Superintendent to record special orders in the history ticket 

70. The Superintendent shall record or certify on the prisoner’s history ticket: 

i. Any special order he/she may have to give related to treatment of prisoner e.g. separation at 

night in cells, any particular work or duty, etc. 

ii. Award of any punishment or an admonition 

iii. Promotion to the grade of convict watchman or overseer 
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iv. Award of any special remission  

v. Sanction for employment on extra-mural work 
 

Entries by Deputy Superintendent in the history ticket 

71. The Deputy Superintendent shall record on every prisoner’s history ticket: 

i. The date of admission into prison 

ii. The number and name of every article of clothing and equipment issued on admission and 

later; also any order for repair of clothing  

iii. The particular work and task in weight, number, or measurement to which the prisoner is put 

iv. Any complaint made by the prisoner of sickness or report of his sickness 

v. The fact of a prisoner requiring medical attention 

vi. Every subsequent change of work or task 

vii. Action taken on any order entered by the Medical officer or Superintendent 

viii. Every interview allowed and the receipt or dispatch of private letters, gifts etc. 

ix. Award of any remission 

x. Appeal of the prisoner against the judgement  

xi. Application for a copy of judgement, if the prisoner desires to appeal 

xii. Receipt of the copy of judgement 

xiii. Dispatch and outcome of appeal  

xiv. Substance of order of appellate court 

xv. The fact of appeal not being made before expiration of term allowed for appealing 

xvi. The fact that a prisoner does not wish to appeal 

xvii. Despatch to a court, or transfer, discharge, or death 

xviii. Every breach of prison rules 

xix. Execution of order of judicial solitary confinement when it forms part of a prisoner’s sentence 

xx. Any recommendation specially relating to the prisoner 
 

Custody of history ticket 

72. The history ticket of each prisoner shall be kept in a proper receptacle in the custody of Assistant 

Superintendent  in the prison office, to be produced by him/her whenever required.  
 

Period of preservation of history ticket of a prisoner 

73. The history tickets of prisoners who were released or died in prison shall be kept for two years in 

safe custody and shall be destroyed thereafter. It shall go with the prisoner, if he/she is transferred 

from one prison to another. In such cases, a photocopy of the history ticket may be retained. 
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D. Maintenance of Prisoners’ property 

Custody of prisoners’ property 

74. All money or other articles in respect whereof no order of a competent court has been made, and 

which may with proper authority be brought into the prison by any prisoner or sent to the prison for 

his/her use afterwards, shall be placed in the custody of the Deputy Superintendent. Any property or 

money belonging to a prisoner may at any time during his/her imprisonment be delivered to his/her 

friends, with the approval of the Superintendent, under an authority signed by the prisoner; but no 

prisoner shall be allowed to make over any of his/her clothing if he/she shall thereby on his/her 

discharge leave him/herself with insufficient clothing; and no prisoner shall be permitted to make 

over any of his/her property to any other prisoner during imprisonment. 
 

Record of prisoners’ property 

75. A list of all property of a prisoner taken from him/her shall be entered in the Property Register and 

signed by the Superintendent and the Deputy Superintendent. (Refer to Annexure 10 for the format 

of Property Register). Such data along with a digital image of the prisoner’s property may also be 

maintained digitally in the Prison Management System. The Deputy Superintendent shall match and 

verify these belongings from the digital image in the Integrated Prison Management System when 

the prisoner collects them on discharge. A list of all property of a prisoner taken from him/her under 

or delivered with him/her, or afterwards received on his/her account, shall in the case of a civil or 

convicted prisoner also be endorsed on his/her warrant and signed by the Superintendent and 

Deputy Superintendent . 
 

Procedure for dealing with prisoners’ property 

76. Prisoner’s property shall be dealt with by the Deputy Superintendent under the following rules: 

i. Such prohibited articles as opium, ganja, intoxicating liquor etc., shall be handed over to the 

police and cases got registered as per law. 

ii. Mobile phones, sim cards, chargers and other appliances shall be listed and kept in the safe 

custody of the Deputy Superintendent  

iii. Valuable jewellery shall be weighed, labelled ad sealed in a separate paper packet for each 

prisoner, on which shall be inscribed the prisoner’s number and name, and date of release, and 

shall be kept in a secure box in an almirah in the Deputy Superintendent’s office under lock and 

key 

iv. All contraband articles or money beyond permitted amounts found on a prisoner after he/she 

has been searched on admission shall be forfeited, and destroyed or credited to Treasury. If the 

prisoner is found in possession of prohibited articles like mobile phones, sim cards, electronic 

appliances etc. he/she shall be deemed to have committed an offence under Prison rules and 

appropriate action shall be taken. 
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v. If the Medical Officer considers there are sanitary objections to the retention of the clothing of 

any prisoners, or if a prisoner is suffering on admission from any infectious or contagious 

disease, the clothing shall under the written order of the Medical Officer, be destroyed. 

vi. If the clothing of a prisoner is a ragged and absolutely worthless it shall be destroyed, and the 

Superintendent shall enter his/her order for destroying it opposite the items on the back of the 

warrant and the Property Register 

vii. Cash belonging to prisoners shall be kept in the Deputy Superintendent’s cash chests. Should 

however, any prisoner desire to keep the money in the Savings bank account, he/she shall be 

permitted to do so, provided that certain sum as decided by the Superintendent is kept as cash 

with the Deputy Superintendent. 

Note: Superintendent shall ensure that a savings bank account is opened in the nationalised 

banks for the desiring prisoners. 

viii. On transfer of a prisoner from one prison to another all his/her property shall be sent with 

him/her; and if any property is received for a prisoner after such transfer, it shall be forwarded to 

the prison to which he/she has been sent.  

ix. On the release of a prisoner, his/her property except those forfeited under above rules shall be 

delivered to him/her and receipt obtained for the same. 
 

All articles/money beyond permissible limit to be forfeited if found on search  

77. All articles or money beyond permissible limit found on a prisoner, other than a civil prisoner, after 

he/she has been searched on admission, shall be forfeited, and the value carried to the Prisoner 

Welfare fund or to the Government Treasury.  
 

Disposal of properties of deceased, escaped, transferred or released prisoner 

78. The Deputy Superintendent shall be responsible for seeing that the property is handed over to a 

prisoner on release, sent with him/her on transfer, given to legal successor on a prisoner’s death or 

sold in the case of an escaped prisoner after one year from the date of escape and the proceeds 

with any cash belonging to the prisoner shall be paid into the Prisoner Welfare Fund or treasury as 

unclaimed property.  
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Guarding and safe custody of prisoners 

A. Convict officers 

Appointment of prisoners as convict officers 

79. A prisoner may be employed as convict officer and deputed on internal guard of the prison or/and for 

watching the cells inside the prison. No prisoner shall be employed as a convict officer who: 

i. Has been convicted or accused of robbery, dacoity, cheating or unnatural offence; 

ii. Is a habitual offender or convicted of treason, terrorism, or for possessing narcotics or explosive 

material; and 

iii. Is physically unfit to perform the duties of the office 

iv. Has not behaved satisfactorily during the detainment period 

v. Is not under the remission system 
 

Order appointing convict officer should be recorded in prisoner’s history ticket 

80. Every order appointing a prisoner as a convict officer shall be written by the Superintendent on the 

prisoner’s history ticket and shall also be entered in the Superintendent’s minute books. 
 

Maximum number of convict officers 

81. The maximum number of convict officers in a prison shall in no case exceed ten percent of the daily 

average population thereof except with the sanction of Asst. Inspector General;  
 

Warders to be in-charge of the Convict officer  

82. No convict officer shall have independent charge of any prisoner, gang or other body or prisoners, 

nor shall he/she have independent power to issue orders to prisoners, but there shall always be an 

officer in superior charge, generally a warder under whose control and orders the convict officer shall 

work. Provided that within the main walls of the prison a reliable convict officer may be entrusted 

with charge of gang employed on fatigue duty or small gang of sweepers.  
 

Grades of convict officers 

83. There shall be two grades of convict officers, i.e. convict watchmen and convict overseers. Prisoners 

appointed as convict officers shall not be deemed to be public servants within the meaning of section 

21 of Indian Penal Code.  
 

Eligibility for appointment as convict watchman 

84. Any prisoner eligible under rule 79 may be appointed by Superintendent to be a convict watchman 

provided that: 

i. He/she is not sentenced to less than six months imprisonment; and 

ii. He/she has completed one-fourth of his/her sentences exclusive of remission 
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Note: Prisoners sentenced to less than six months’ imprisonment shall be appointed only if a 

sufficient number of prisoners with longer terms are not available. 
 

Duties of the convict watchman 

85. In addition to the duties elsewhere prescribed in this Manual, it shall be the duty of every convict 

watchman: 

i. To maintain or assist in maintaining discipline and order in the ward by keeping night/day 

surveillance 

ii. To count the prisoners in his/her charge at night 

iii. To report to the officers cases of sickness of prisoners and other important facts  

iv. To prevent the prisoners from receiving or retaining prohibited articles. In the event of prohibited 

articles being found upon any prisoners, they would report the fact and assist the prison 

administration to remove them  

v. To watch the prison walls and prevent the prisoners from lurking near them 

vi. When so required, act as a messenger within the prison and escort prisoner from one part of 

the prison to other; assist in quelling of any breaches of prison rules, plots or conspiracies that 

may come to their knowledge, whether amongst prisoners of their own or of other gangs; 

defend any official 

vii. To keep surveillance to prevent suicides and escapes from wards/cells 

viii. To nurse and care for patients in the prison hospitals 

ix. Not to strike a prisoner on any pretext except in self-defence or in defence of a prison officer or 

in the repression of a disturbance (in which case no more than necessary force shall be used), 

or use any violence except when absolutely necessary. Any convict watchman proved to have 

infringed this rule shall be permanently degraded to the position of an ordinary convict. 

x. To obey the orders of Superintendent or any other prison officer  
 

Appointment of convict overseer 

86. A convict watchman may be promoted by the Superintendent to be a convict overseer, provided that: 

i. He/she has served as a convict watchman for three months; and 

ii. He/she has served half of his/her sentence exclusive of remission 
 

No appointment of overseer against rules without appropriate sanction  

87. No prisoner shall be appointed an overseer, permanently or temporarily, in contravention of the 

above rules by the Superintendent without the sanction of the Assistant Inspector General, Prisons 

(Region). 
 

Duties of convict overseers 

88. In addition to the duties elsewhere prescribed in this Manual, it shall be the duty of convict 

overseers: 
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i. To obey the orders of Superintendent or any other prison officer  

ii. To share with the watchmen the duty of guarding the wards by patrol inside the wards and 

maintain discipline and silence 

iii. To assist the warders of their gangs in superintending the prisoner at work, conducting them to 

parades, maintaining discipline and silence and keeping them in safe custody 

iv. To take charge, if necessary of a gang or a part of gang of prisoners inside the prison 

v. To escort individual prisoners around the prison for administrative purposes  

vi. To give notice of and assist in quelling any outbreaks, breaches of prison rules, plots or 

conspiracies that may come to their knowledge, whether amongst prisoners of their own or of 

other gangs 

vii. To defend any prison official in case of assault 

viii. To count frequently the prisoners made over to them, to see that the number is correct 

ix. To prevent the prisoners from receiving or retaining prohibited articles. In the event of prohibited 

articles being found upon any prisoners, they would report the fact and assist the prison 

administration to remove them  

x. To see that their prisoners industriously perform their tasks, do not leave their proper places or 

communicate with each other in an irregular manner, and that they keep in file when moving 

from place to place 

xi. To perform such other tasks as may be allotted to them like distribution of food, security of 

prisons including day/night surveillance etc. 

xii. To see that every prisoner properly folds up and arranges his bedding in the morning before the 

wards are opened 

xiii. To see that their prisoners was themselves and their clothes, and do not barter, alter, or 

damage their clothing. 

xiv. Not to strike a prisoner on any pretext except in self-defence or in defence of a prison officer or 

in the repression of a disturbance (in which case no more than necessary force shall be used), 

or use any violence except when absolutely necessary. Any convict overseer proved to have 

infringed this rule shall be permanently degraded to the position of an ordinary convict. 

xv. To supervise wards in prison hospitals and to assist the medical officer 
 

Uniform of convict officer 

89. Convict overseers shall be supplied with a special uniform consisting of one cotton coat (for three 

years), one woollen coat (for three years), one kurta, one pair of pyjama, one pair of underpants, one 

towel, a pair of shoes, socks and a canvas belt with a brass badge (for three years). The badge shall 

be engraved with the words “Convict overseer”. The convict watchman shall be supplied with white 

cotton kurtas with long sleeves. The Convict overseers and Convict watchmen shall be issued a 

white cap and a navy blue cap respectively. 
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Privileges of convict officer 

90. Convict officer of both grades shall be exempt from the liability to wear the ankle ring and shall also 

be exempt from hard labour. 
 

91. Convict officers, besides the remission admissible to officers of their grades shall be granted 

appropriate honorarium as decided by the state government from time to time. 
 

Punishment of convict officer  

92. Minor offences or negligence on the part of the convict officer may be punished by loss of remission, 

privileges, temporary degradation or any other minor punishments as per the provisions of this 

Manual. For serious offences, the convict officer shall be treated at par with other prisoners for 

purposes of punishment. 
 

93. Any convict officer detected in introducing or conniving at the introduction of prohibited articles shall 

be prosecuted before a magistrate under section 42 of the Prisons Act, 1894; and whenever guilty of 

wilfully or negligently permitting a prisoner to escape, he/she shall invariably be prosecuted under 

sections 222 and 223 of the Indian Penal Code.  
 

Deputy Superintendent to arrange for the hours of watch for each convict officer  

94. Before the prisoners are locked up for the night the Deputy Superintendent shall, with the assistance 

of the head warder, arrange for the hours of watch for each convict officer noting the hours in the 

lock-up report-book for the information of all patrolling officers during the night; or the turn of watch 

for each ward may ordinarily be fixed every week.  
 

95. No convict officer shall be employed in the duty of guarding prisoners in cells at night. A convict may, 

however, be employed within wards on patrol duty at night. 

 

Rules shall apply to female convict officers 

96. The rules in this Chapter shall apply mutatis mutandis to female convict officers. Convict 

watchwoman shall all wear white cotton kurtas with long sleeves as prescribed for convict 

watchmen, and female overseers shall, in addition, be provided with special saris with two narrow 

blue stripes running on each of the two long sides. 

B. Guarding 

Charge of prisoners and division of prisoners into gangs 

97. The fundamental principle to be observed in prison is that every prisoner shall at times, both by day 

and night, be in the charge of some responsible officer whose responsibility for an escape resulting 

from negligence can be proved in a criminal court. To effect this, all the prisoners in a prison be 

divided into gangs, and every prisoner shall, throughout the whole period of his/her imprisonment, be 
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a member of one or other of these gangs. The gangs shall invariably be in the charge of a warder. 

He/she shall assisted by a convict overseer and a convict watchman if the number of prisoners in a 

gang exceed ten. 
 

Division of gangs 

98. Gangs shall be divided into two main classes: 

i. Extramural or those employed outside the prison walls; and 

ii. Intramural or those employed inside the prison walls 
 

Division of extramural and intramural gangs 

99. In the Intramural gang, there may be separate gangs of civil prisoners, under-trial prisoners, 

prisoners sentenced to simple imprisonment, prisoners confined in hospitals, prisoners guarding the 

wall of the prisons and prisoners working in workshops. In the extramural gang, there may be 

separate gangs of prisoners working in garden and prisoners employed under the Building 

Construction Department. 
 

Strength of gangs of prisoners 

100.  The strength of a gang including convict officers shall not exceed: 

i. 11 prisoners, if extramural and employed beyond the prison precincts 

ii. 15 prisoners, if extramural and employed within the prison precincts 

iii. 25 prisoners, if intramural  
 

Member of gangs to remain together 

101. The members of each gang shall, except as hereinafter provided, always remain together, they shall 

sleep in the same ward and shall eat together in specially allotted places. The convict overseer 

should not remain with his/her gang at night. 
 

Entry of names, numbers etc. of prisoners in the gang book 

102. The warder-in charge of every gang shall be provided with a gang book in which the names, 

numbers and dates of joining of all the prisoners of the gang shall be entered under the orders and 

initials of the Head warder on duty. (Refer to Annexure11 for the format of the gang book). Any 

subsequent change of a prisoner from one gang to another shall be recorded there in under the 

initials of an officer not lower in rank than a Head warder.   
 

Responsibility of the warder-in charge of a gang 

103. The warder in-charge of a gang shall be solely responsible for his/her gang throughout the day and 

shall be prepared to account for the number of prisoners placed in his/her charge when required. 

The responsibility of a gang shall never be divided between two or more officers.  
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Warder-in-charge to make over charge of the gang to a relieving officer even during 

temporary absence 

104. If it is necessary for the warder to leave his/her gang, he/she shall under the orders and supervision 

of a Head warder, make it over to a warder. The relieving officer shall verify the number of prisoners 

made over to him/her and shall be held responsible for them during the absence of the officer 

originally in charge.  
 

Precautionary measures for extramural gangs 

105. When three gangs or more are taken beyond prison precincts, two armed reserve guards shall follow 

the gangs and station themselves in a suitable position for rendering assistance if required. 
 

106. Warders in-charge of, and convict overseers attached to, extra mural gangs shall be especially  

careful to keep their prisoners as much together as possible, and shall be warned that they are on 

no account to let the prisoners wander about or go out of their sight on any pretence whatever. Any 

prisoner temporarily detached from such a gang for a special purpose shall be under charge of a 

convict overseer of the gang. When prisoners are kept working all day at any distance from the 

prison a temporary toilet shall be provided, the entrance of which shall be distinctly visible to the 

warder, and the convict overseer shall take charge of prisoners who have to go there.  
  

107. When any portion of a gang is for any reason separated at night from the rest of the gang a convict 

overseer or the senior convict watchman shall be detailed by the head warder on duty to march the 

prisoners so detached to or from their several destinations. The names of prisoners so detached 

shall be recorded in note books. The receiving officer shall initial the note-book and return it to the 

issuing officer. 
 

Precautionary measures for intramural gangs 

108. If for any reason it be necessary to temporarily detach one or more prisoners from an intramural 

gang, e.g., for toilet purposes or to go to hospital etc. the senior convict watchman shall, with the 

permission of the head warder, be detailed to take charge of the prisoner or prisoners so detached 

and shall remain with them until they are again made over to the officer in charge of the same or 

other gang. 
 

109. It is expedient during the day time, when prisoners are moving about the prison, to have the outer 

walls of the prison watched by convict officers patrolling inside. 
 

Roster for guarding staff 

110. A duty roster showing the turns of duty or shift of each warder and Head warder shall be prepared 

every week by the Deputy Superintendent or under his/her order and shall be approved by the 

Superintendent. (Refer to Annexure 12 for the format of the Duty Roster). If it shall be necessary to 

change any warder’s turn of duty in the course of the week, the change must be noted on the roster. 
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Each warder’s exact duty or beat shall be changed every night, and no warder shall be informed 

beforehand to what beat or duty he/she shall be put. A record shall be kept, in a note-book specially 

kept for the purpose, of the warders put on each beat in each watch. Warders who are off-duty shall 

always be present in the prison premises ready for any emergency duty. Any warder not present 

during his/her turn of duty shall be liable for following punishment: 

i. Penalty of pay cut for maximum 15 days 

ii. Lapse of due leave not beyond 120 days  

iii. Punishment drill of 1 hour a day for fifteen days 

In case he/she has been penalized for more than 3 times as above, disciplinary action shall be taken 

against him/her in accordance with the provisions of Bihar Government Servant (Classification, 

control and appeal) Rules, 2005 (as amended from time to time).   
 

Guarding of prisoners in day in two shifts 

111. For day work the whole of the head warders and warders on the establishment, excluding the 

reserve guard and gate keepers, shall ordinarily be divided into two squads from morning lock out to 

12 noon and from 12 noon to evening lock-up. The day shift personnel shall do one shift of two 

hours in the night. 
 

Guarding of prisoners at night in five shifts 

112. Guarding of prisoners at night shall be done in five shifts as under: 

i. 1st shift - Lock-up to 9 p.m. 

ii. 2nd shift -9 p.m. to 11.p.m. 

iii. 3rd shift -11 p.m. to 1 a.m. 

iv. 4th shift -1 a.m. to 3 a.m. 

v. 5th shift -3 a.m. to opening of wards 

         However the Superintendent may vary the timing and number of shift in emergent situation. 
 

Deputy Superintendents, Assistant Superintendents and warder’s establishment on 

morning duty to enter the prison together before wards are opened 

113. The wards shall be unlocked at dawn at 6 a.m; immediately before the opening of the wards the 

Deputy Superintendents and Assistant Superintendents, Chief Head Warder and the head warders 

and warders of the first shift shall enter the prison together.  

 

Prisoners to be lined up before opening of the wards 

114. Twenty minutes before opening of the wards, the rising bell shall be sounded and the convict 

overseers and watchmen shall rouse the prisoners and make them fold up their bedding neatly; and 

the prisoners shall be lined up in two rows. 
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115. The Deputy Superintendent shall then let out of their wards the convict overseers and the gang of 

watchmen who are to watch the prison walls during the first turn of duty. (These watchmen should 

be locked up in one ward and not scattered over several). One of the head warders shall then post 

them round the prison walls, after they are done with their daily morning routine/ablutions. 
 

Opening of wards 

116. When the head warder has reported that the wall guards are posted, wards shall be opened and the 

prisoners shall be marched out in pairs, searched, counted and their numbers checked with the 

entries in the Lock-up report book, in the presence of relieving day warders and the convict officer 

and the warders and convict officer of the last night shift. (Refer to Annexure 13 for the format of 

Lock-up report book). After the numbers locked up the previous evening have been found correct, 

the prisoners shall be made over to the warders according to their gangs. When this is done, the 

relieved warders of the fifth night watch shall be marched out of the prison. 
 

Holding of morning daily routine and despatch of prisoners to work or training 

117. After the morning daily routine tasks including breakfast and Physical Training  are completed at 

7.30 a.m. or according to season, the prisoners shall be arranged in their gangs according to the 

gang book and at the same time the Deputy Superintendent, with Assistant Superintendent if 

necessary, shall arrange any alterations of the gangs that may be necessary, noting any change of 

work he/she may order in the prisoner’s history tickets, or causing such entries to be made under 

his/her initials, and having such alterations entered in the gang books. Chief Head warders shall 

then cause rolls to be called from the gang book and send all the gangs to their respective places of 

works, education or vocational training. Where a classroom, training room or workshop is enclosed 

and provided with a gate, the gate shall be kept locked after prisoners have entered, and the key of 

the gate shall be kept by the officer in charge of the workshop. No prisoners shall pass into or out of 

the workshop without special purpose. A urinal/toilet shall be provided in each workshop, classroom 

or training room. 
 

Mid-day stoppage of work 

118. Training work shall be stopped at 11:00 or 11.30 a.m. in accordance with the season when the bell 

rings for this purpose. All gangs shall stop work and each prisoner shall go to the place where food 

is being distributed to receive his/her food. Warders shall guard the prisoners while they are being 

fed.  
 

Change of shift at noon 

119. The warders of first shift shall be relieved at noon by the warders of the second shift; which shall be 

brought in by the head warders or shift in-charge. In the presence of warders of both the shifts all 

prisoners present in the prison shall be counted, name of the relieving warder shall be entered in the 

gang book and the charge shall be handed over to the in-charge of the second shift; who shall be in-
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charge till lock-up of the prison and till the warders of first night shift has come on duty. However, the 

convict watchmen who watch the walls shall not be changed at noon. Their count shall be taken 

separately. Suitable arrangements shall however be made to temporarily relieve them in turn to 

allow them to take meals and carry out their daily routine/ablutions, and this can conveniently be 

done by placing convict officers patrolling inside on duty in place of the watchmen to be relieved. 
 

In the afternoon after the bell is sounded each gang to take a tea- break 

120. In the afternoon when bell rings for the tea- break, prisoners both in and outside the prison shall 

immediately stop the work and each gang with the warder in-charge and convict overseer shall 

assemble at the agreed place to have their tea.  
 

In the evening after the bell is sounded each gang to proceed to the allotted place for 

bathing, meal etc. 

121. In the evening when bell rings for the cessation of work/ vocational training/education, all activities, 

both in and outside the prison, shall be immediately stopped and each gang with the warder in-

charge and convict overseer shall assemble at the agreed place to have their meals. All the 

materials, tools and implements issued shall be collected and placed at prescribed location.  
 

Counting and locking up of prisoners during night  

122. At the conclusion of the evening parades, the first night patrol shall be brought in by the reserve 

head warder; the gangs shall be marched to and filed in front of their wards by their respective 

convict overseers and warders. The Deputy Superintendent/Assistant Superintendent and Chief 

Head warders shall count prisoners (their names being recorded in, and called from, the gang book) 

and lock them up in presence of the Head warder or warders into their wards under the charge of the 

night watchman of the first night shift and subsequently made over to each succeeding night 

watchman. After all prisoners are locked up except the convict watchmen on duty at the walls, the 

total number of prisoners shall be verified. If found correct, a head warder shall then count the 

convict watchmen from the wall and lock them up, seeing that the number is correct.  

Note: The lock-up must be completed by nightfall.  
 

Record of prisoners locked –up in each ward 

123. After the wards are locked up, the total number of prisoners confined in various wards shall be 

recorded in the Lock–up Register by the Assistant Superintendent and the Deputy Superintendent  

shall verify and sign it. (Refer to Annexure 14 for the format of Lock-up register) 
 

Collection and counting of keys after lock-up 

124. After locking up, the keys of the male wards shall be collected and counted in the presence of the 

Deputy Superintendent  and kept in the key box between the two gates in the custody of the gate 

keeper on duty. These keys shall be kept in the iron chest at the gate. The keys of the female ward 
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and main gate shall be kept with the Deputy Superintendent. The number of keys shall be noted in 

the lock up report so that the officer in charge of each watch may verify the correct number. 
 

Watch by convict watchman 

125. The convict watchman whilst on watch shall keep moving inside the wards, and shall prevent any 

prisoner from leaving his/her place or committing any breach of prison discipline and also satisfy 

themselves by counting, that all prisoners in their charge are there. The numbers in the ward shall 

be carefully verified by counting at each change of night watchman and entered in the charge 

handover-takeover book. Night patrol in-charge shall verify this and sign the charge handover-

takeover register. In case of any important occurrence the convict officer on watch shall give 

immediate notice to the patrol, who shall summon the head warder in order that he/she may make 

inquiry into the matter and take such action as he/she considers necessary. 
 

Lighting arrangement inside the ward 

126. The Superintendent/Deputy Superintendent shall ensure that there are night lamps in the wards at 

night. It is the duty of the patrolling officers and of both the warders and convict watchmen to see 

that night lamp is on and there is enough light in the wards at night. 
 

Assistant Superintendent to be in-charge of all night shifts 

127. There shall be one Assistant Superintendent who shall act as in-charge of all night shifts from lock-

up in the evening to lock-out in the morning. The Assistant Superintendent shall bring the relieving 

warders inside the prison and shall cause the relieving warders to be searched by relieved warders 

and vice-versa. In the presence of warders of both the shifts at night, the prisoners shall be 

recounted and if found in accordance with the records, the relieved warders could be allowed to 

leave the prison. Meticulous compliance of these provisions shall be responsibility of the Assistant 

Superintendent in-charge of night shift.  
 

Patrols at night 

128. During the night, the warders on duty shall patrol outside of the wards of which they have charge 

and shall keep a vigil on the gratings, locks and doors and see that, they have not been tampered 

with. They shall also look inside the wards, if possible, to see the prisoners are in their proper places 

and that the convict watchmen are alert.  
 

Duty of head warder on patrol duty at night 

129. The head warder or chief head warder on patrol duty at night shall move around the prison checking 

the patrolling warders and convict watchmen and seeing that they are alert on their duty or not. 

He/she shall keep the lock-up register with him/her; and shall tally the number of prisoners present in 

each ward with the numbers indicated in the lock-up register. The head warder shall keep with 

him/herself the key of the locks of the inner wicket gate. Should any irregularity either on the part of 
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warders or prisoners occur, he/she shall at once enter the circumstance in the lock-up register for 

report to the Deputy Superintendent next morning. In case of serious sickness of any prisoner 

he/she shall give notice at once to the Medical Officer and if ordered by him/her to do so, shall 

remove the sick prisoner to prison hospital, after getting the key of the ward from the gate key box. 

Any attempt at escape, riot, fire or serious sickness cases shall be immediately brought to the notice 

of the Deputy Superintendent by the head warder or chief head warder on patrol duty at night.   
 

130. Outside every ward/cell and key locations of the prison, an attendance recording machine linked with 

the Integrated Prison Management System shall be installed, through which the head warder or chief 

head warder on patrol duty at night shall record the time at which that part of the prison was visited 

by them. 
 

Night visits by prison officer 

131. The Deputy Superintendent and Assistant Superintendent shall go round the prison on different 

nights and at different hours once a week and daily respectively, and see that convict watchmen and 

warders are on the alert, that the patrol is properly maintained and that the prisoners are quiet. The 

night and the hour of visit shall not be known beforehand, but shall be subsequently recorded in the 

Deputy Superintendent’s and Assistant Superintendent’s report book, next day. The Superintendent 

shall also carry out surprise visit in prison at night atleast once in two weeks to see that these rules 

are carried out, and shall note the visit in his/her minute book. 

Note: Officers visiting the prison at night shall occasionally do so shortly before the time for change 

of watch to ascertain that the patrolling head warder/chief head warder does not leave the prisons 

sooner. 
 

Report of night visits 

132. A detailed report on night visits conducted by prison officers in the prison shall be sent to Assistant 

Inspector General, Prisons (Region), who in turn shall send a consolidated report to the Inspector 

General, Prisons & Correctional Services every month. 
 

Precautionary measure on opening of wards at night 

133. Should it be necessary to open a ward at night, previous to unlocking the gate or door, a chain 

should be so attached to the doors, or to the door and door -post, as to prevent the admission and 

exit of more than one persons at a time; this procedure shall render futile any combined attempt to 

break quit through the doorway when the door is opened. 
 

134. When it is necessary to let out some of the cooks before dawn to prepare the early morning meal, 

the head warder shall let out the necessary number and put them in change of a warder. Only 

prisoners with short unexpired sentences should be selected for this work. 
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C. Safe custody of prisoners 

Handcuffs for violent prisoners 

135. Prisoners who are violent may be placed on handcuffs for a period not exceeding two days by the 

Superintendent and not exceeding five days by the Assistant Inspector General, Prisons (Region) 

and fifteen days by the Inspector General, Prisons & Correctional Services, explaining the 

circumstances which rendered imposition of handcuffs necessary.  
 

Broken glass not to be fixed on top of the outer walls 

136. Broken glass must not be fixed on the top of the outer walls of a prison, as it facilitates escape; and 

there shall be no cornice or projection on the top of a wall which shall be rounded or sloped to an 

edge. At every junction of a partition wall with the outer wall of a prison, there shall be a semi- 

circular addition to the outer wall of sufficient dimensions to prevent a prisoner from scaling it when 

standing on the partition wall. 
 

Contractors, workers to be searched while entering and leaving the prison 

137. Contractors and workers who are required to enter any prison for executing a civil work, shall be 

issued photo identity cards for the duration of the work and shall be searched and Identification 

cards checked while entering and leaving the prison. Engineers of the Public Health Engineering 

Department and Building Construction Department responsible for the repairing of prison building 

shall be allowed to visit the prison during day time as required for executing their work.  
 

Weekly checking of locks and keys of the wards, cells etc. 

138. Every week the Assistant Superintendent and Chief Head warder shall cause all gratings, locks etc. 

of prison to be checked, and an inspection report shall be sent to Deputy Superintendent, who shall 

record it in his/her Minute book. The warders on duty at a ward or cell shall inspect the locks daily 

and if any lock is found out of order, shall forthwith inform the Deputy Superintendent . 
 

Daily checking of locks and keys of the wards, cells etc. by Head warder 

139. Every head warder responsible for a prison or section of a prison shall examine daily during the 

afternoon shift all locks used for securing wards, calls or main gates within his/her charge, to 

ascertain that they are in good working order. Any locks must not be oiled with vegetable oil, as it 

causes the leavers to stick together and thus renders the lock easy to pick. The keys of wards, cells, 

godowns or any other place of which the security must be assured shall not be put into the hands of 

a convict officer or of any prisoner.  
 

Additional security measures 

140. Following additional security measures shall be implemented for ensuring security of each prison: 

i. single entry/exit point with double, wall high, steel gates 

ii. access control through passes  
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iii. weekly searches of all wards/cells 

iv. daily security check and inspection of prison premises and buildings 

v. only padlocks of approved pattern shall be used in the prisons 

vi. good security lighting inside prison buildings and in the prison premises 

vii. thorough search  and record of all incoming and outgoing prisoners, articles and vehicles. Gate 

register of articles and persons shall be maintained in each prison. (Refer to Annexure 15 &16 

for the format of Gate Register (Persons) & Gate Register (Articles)) 

viii. surprise searches of all wards and cells on regular basis at night 

ix. use of wireless communication, intercoms, doorframe metal detectors, handheld metal 

detectors, deep search metal detector, non-linear junction detector (to detect mobile phones, 

electronic equipment),  sirens to alert prison staff 

x. effective system for censoring prisoners mail and keeping surveillance on interviews 

xi. maintaining an intelligence system to collect information within the prison 

xii. installation of close circuit television system with movement detection and alert facility and 

ensuring that they are always working  

xiii. watch towers, on the periphery to watch inside and outside of the prison, to be fitted with 

searchlights, binoculars, night vision equipment 

xiv. central towers manned by a warder to observe all the patrolling warders and night watchmen. 

They are of use as a means of communication between the watch and the patrolling head 

warder/chief head warder, who may be in some distant part of the prison, also for sounding an 

alarm to bring in the rest of the warder force in case of necessity. A code of signals may be 

arranged by striking a gong at the tower, by which the head warder/chief head warder can be 

called to attend to whatever is required. When any of the watch is seen not to be properly 

patrolling, the warder on duty at central tower shall call the attention of the patrolling head 

warder/chief head warder to the matter.  

xv. surprise inspection of watch towers and central towers 

xvi. effective segregation of prisoners on the basis of classification/security requirements 

xvii. regular assessment of the security arrangement at the prison armoury 
 

141. Prior to presentation of dangerous prisoners to court where attempts to get the prisoner released 

from custody forcibly are suspected, the Superintendent shall ensure that the information regarding 

the same has been given to the concerned Superintendent of police. In such cases, the prisoners 

shall be moved to the court atleast two hours earlier or later to give an element of surprise. Normal 

route shall be avoided and adequate number of police escort shall be engaged. 
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D. Prison armoury 

Armoury to be near the main gate 

142. A special room near the main gate shall be set apart for storing the arms and ammunition. It shall be 

furnished with suitable steel/wooden racks for keeping the firearms and ammunitions and pegs to 

hang accoutrements on. The room shall be strong with one reinforced steel door opening inside the 

administrative block and another steel door opening outside the prison near the security beat. 
 

Armoury to be securely locked at all times 

143. The Assistant Superintendent/Chief Head warder in-charge of the armoury shall take care that it is 

securely locked all times. There shall be two locks on the armoury. Keys of both the locks shall be 

kept by the Chief Head warder/Assistant Superintendent by day, and by night one shall be kept by 

him/her and the other by the Deputy Superintendent. Both duplicates shall be kept by the gate sentry 

by day and night. In order to diminish the possibility of improper access to the armoury, each 

duplicate key shall be enclosed in a cover of stout cloth, sealed in such a way that the key cannot be 

used without breaking the seal. The armoury shall not be opened during night except in case of 

extreme emergency. No unauthorised person shall at any time be admitted into the armoury. 
 

Scale of arms and ammunitions 

144. Each prison shall hold sufficient number and type of arms and ammunition required to ensure the 

safety and security of the prison. 0.303 Enfield mark III rifles in the ratio of one for four warders/head 

warders may be provided at each prison. The Superintendents, Deputy Superintendents and 

Assistant Superintendents may be issued a 9mm pistol/ revolver as personal weapon for self-

protection. Each prison may also be provided with four SLR rifles with 200 rounds of ammunition 

each for security purpose in case of emergencies. Stock of ammunition at the rate of 200 rounds 

each for 0.303 rifle and 50 rounds each for small arms shall be maintained as service ammunition in 

each prison armoury. Practice ammunition in the scale of 30 rifle rounds per warder/head warder 

shall be procured every year, so as to put all prison staff through annual firing practice. The 

warders/officers of both the reserve and general guards shall also be provided with bayonet 

scabbard and frog and a belt with two ammunition pouches of which the back pouch shall always 

contain five rounds of buck-shot ammunition and the front pouch not less than five rounds of blank 

ammunition. 
 

145. Each prison may stock sufficient number of lathies, batons, helmets, body protectors, bullet-proof 

jackets, tear gas shells and modified 0.303 rifles to fire rubber/plastic bullets as considered 

necessary to enforce order within prison premises in case of a prison riot.  

146. Due to upgradation of technology in arms and ammunitions and/or other reasons the Inspector 

General of Prisons and Correctional Services, with the approval of State Government, may make 

suitable changes in provisions of arms and ammunitions mentioned above  
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Stock list of arms to be sent to Inspector General every year 

147. Every quarter, a list of the arms ammunition and accoutrements in stock with remarks as to their 

condition shall be submitted by the Assistant Inspector General, Prisons (Region) for the information 

of the Inspector General, Prisons & Correctional Services. 
 

Supply of ammunitions 

148. The Inspector General, Prisons & Correctional Services shall in consultation with the State 

Government make appropriate arrangement for procurement of the arms and ammunition required 

for the security of the prison and for maintenance and repair of the same. All repairs or alterations of 

small arms shall be carried out by armourers of the Prison & Correctional Services Department. 
 

Armoury to be kept clean, secure and organised 

149. The armoury shall be at all times be kept scrupulously clean. A brush or broom shall be kept in 

armoury for cleaning it out on each occasion it is opened for the receipt, delivery or inspection of the 

stores. 
 

150. All arms and ammunitions shall have a special place assigned to it in the arms rack, and bearing the 

same number. Ammunition shall be securely locked up in boxes and the key kept by the chief head 

warder/Assistant Superintendent in charge of the armoury. The second set of keys of the boxes shall 

remain with the Deputy Superintendent . 
 

151. The bayonets and ammunition pouches shall be slung on the belts and, together with the firearms to 

which they belong shall, when not in use, be kept properly each in its special place in the armoury 

ready for immediate use. The firearms of the reserve guards shall during the day be kept in a rack in 

the reserve guard-room with the bayonet and ammunition pouches on the belts ready for immediate 

use. 
  

152. Empty boxes or loose packing materials shall not be kept in the armoury. Boxes containing 

ammunition or arms shall not be thrown down or dragged along the floor. Empty paper cartridge 

cases shall be burnt in the presence of the Superintendent, whereas empty cartridge case shall be 

returned to the Arsenal. Superintendent shall mandatorily cause every package to be most carefully 

examined before their despatch to the Arsenal. When returning arms, ammunition, of empty fired 

cases to the Arsenal, the following procedure shall be observed: 

i. The articles shall be packed securely in a strong box. 

ii. Each box shall be clearly sealed, the seal being countersunk to avoid being broken in transit. 

iii. The gross weight shall be marked on each box. 
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iv. The address of the Arsenal shall be clearly marked on each box.  

v. The name of the prison of despatch shall be marked on each box. 

vi. The voucher number shall be marked on each box. 

vii. A packing note shall be enclosed in each box. 

viii. The voucher number shall be entered on the railway receipt or bill of taking.  

ix. A facsimile of the seals used shall be furnished to the Arsenal except when boxes with the 

original seal of the Arsenal intact are despatched.  

x. Two delivery and two receipt vouchers shall be furnished.  

xi. A letter of advice enclosing the railway receipt (freight prepared) facsimile of seals and the 4 

vouchers shall be forwarded.  
 

153. No fire or smoking shall be allowed inside the armoury. The armoury shall not store any explosive. 

 

Firearms to be numbered and placed in-charge of an officer 

154. Every firearm shall be numbered. The Chief Head warder/Assistant Superintendent in charge of the 

armoury shall maintain a record of the receipt and issuance of arms and ammunition. The receipts 

and issues shall be entered in order of date as they occur, and initialled by the in-charge of the 

armoury and the Superintendent.  

Note: The account shall be balanced every month. 
 

155. The officers who have been issued arms and accoutrements shall be held responsible for keeping 

such arms and accoutrements clean and in good serviceable condition. 
 

Inspection of arms, accoutrements and ammunition 

156. All arms accoutrements and such ammunition taken out for regular use shall be inspected daily by 

the Chief Head warder/Assistant Superintendent in-charge of the armoury and weekly by the 

Superintendent and Deputy Superintendent to ensure that they are kept clean, in good order, 

properly arranged and in the serviceable condition. If service ammunition shows signs of 

deterioration, it shall be used as practice ammunition. 
 

157. The Superintendent shall submit a detailed explanation of the loss of every metal cartridge to 

Inspector General, Prisons & Correctional Services.  
 

Training to the prison officer on the use of arms  

158. Every Deputy Superintendent, Assistant Superintendent, Chief Head warder, Head warder and 

warder shall undergo a thorough training in squad drill and in the use of the arms provided for them. 

They shall be also put through a course of weapon training and firing practice once a year. Warders 

shall be drilled at the prison by the reserve Chief Head Warder for half an hour once every week day 
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in the morning or evening. All officers shall also be put through a course of target practice, if 

necessary, at the police range, so that they may be able to use arms, with precision and confidence.  

The course of ball practice at the range, as far as possible, be the same as that followed by the 

Police. It must be fully understood by all officers that no leave, except leave on medical certificate 

shall be granted to any subordinate officer until he/she has qualified him/herself in drill.  

 

Weekly arms parade 

159. The Superintendent shall hold a weekly parade at which the reserve guard and the whole warder 

staff not on duty, together with their head warders and superior officers, shall be inspected by, and 

drilled before the Superintendent. Practice with blank cartridge shall ordinarily take place at these 

inspections, at least once a month. The Superintendent shall take this opportunity of testing by 

examination or re-examination the efficiency of individual officers, and shall record the results of this 

examination on the officer’s service record. At these parades, he/she shall make a close 

examination of the arms and accoutrements and satisfy himself that the weapons issued are kept 

clean and in good order and the officers are clean in their persons and clothing.  
 

Firearms not to be taken inside the prison 

160. Firearms shall only be taken inside the prison at alarm parades or under the order of the 

Superintendent or Deputy Superintendent in time of emergency. Lathi or cane batons may be issued 

to warders and head warders on duty if the security situation demands the same. Contravention of 

this rule by any officer or warder shall render him/her liable to punishment. 
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Maintenance of prisoners 

A. Diet  

Daily scale of diet for prisoners 

161. The daily scale of diet for a prisoner per day shall be as prescribed by the state government from 

time to time. 

Alteration to diet permitted under special circumstances with the approval of Inspector 

General 

162. No reduction or alteration in the prescribed diet and scales shall be made except under special 

circumstances and with the prior approval of the Inspector General, Prisons & Correctional Services. 

If, on the recommendation of the Medical Officer, the Superintendent considers the prescribed diet to 

be unsuitable or insufficient for a prisoner for reasons of his/her health or his/her peculiar mode of 

living, he/she may order, in writing, a special diet, or add extra calories in the diet of such a prisoner, 

subject to formal approval of the Assistant Inspector General, Prisons (Region). 
 

Prisoners to have three meals a day 

163. Every prisoner shall have three meals a day viz. a light meal in the morning before the hour of work; 

a midday meal; and a meal in the evening before the lock up for the night. The quantity of ration to 

be issued for each meal shall be as prescribed by the Inspector General, Prisons & Correctional 

Services. The articles of diet provided for midday and evening meals shall be divided in two equal 

parts for morning and evening meals 

Note: Prisoners who observe religious fasts may have the whole or a part of their meal at a place 

and time of day for proper observance of fasts by them. 
 

Superintendent may prescribe different menu for different days of the week 

164. The Superintendent may lay down menu for different days of the week. Variety in the diet may be 

introduced by issuing different kinds of pulses, vegetables and antiscorbutic on different days of the 

week or for different meals, provided that it is within the cost of the scale sanctioned by the 

government from time to time and subject to the limitations noted below:.  

i. Substituted diet shall not cost more or less than the standard diet 

ii. The same variation is issued to all the prisoners at the same time 

iii. This shall not be allowed as a routine at too frequent intervals except with the special 

permission of the Inspector General, Prisons & Correctional Services.  
 

Division prisoners may be allowed additional food at their own expense 

165. Division prisoners may be allowed additional food of a simple character at their own expense 

brought in from outside the prison with the approval of the Superintendent. Such food may be 

cooked or uncooked at the discretion of the Superintendent, but the Superintendent may prohibit the 
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importation of any luxuries or of any excessive quantity of ordinary food. Superintendent may allow 

Division prisoners to prepare their own food using rations issued to them from prison or purchased 

by them from outside. If the number of Division prisoner exceeds nine, there shall be a separate 

kitchen for them and they shall be entitled to supervise the cooking and to suggest menu. However, 

on any misconduct by a Division prisoner, the Superintendent may withdraw these privileges. 

Superintendent may disallow any food which he/she considers unsuitable for the health of the 

prisoner. 

Note 1: A prisoner receiving food from outside the prison shall not be allowed under any conditions 

to give or sell the food to other prisoners or to the prison staff. 

Note 2: Betel leaves and nuts intoxicating liquor or drugs shall not be allowed. 

Pregnant female prisoners to be allowed additional diet 

166. On the advice of Medical Officer, the pregnant female prisoners shall be daily provided with fortifying 

substances like fruits (250 grams), milk (250 grams), fish/meat (250 grams) or curd (250 grams) and 

green vegetables (100 grams) additionally to the diet scale prescribed in rule 161 above. 
 

Diet of children 

167. Children living with female prisoners shall be provided with the diet as shall be prescribed by the 

state government from time to time. 
 

Special diet on festivals 

168. On the occasions of Republic Day, Holi, Independence Day, Dussehra, Eid and X-mas, a special 

festival meal shall be given to every prisoner. The meal and quantum of the same may be decided 

by Inspector General, Prisons & Correctional Services, from time to time.  
 

169. Such Hindu prisoners who observe fast may be allowed to exchange a part of their ration with 

jaggery, potatoes or sweet potatoes or any other vegetable or fruit available in the prison garden, 

provided that no extra expenditure is involved. They may also be allowed milk, ghee, etc., and also 

fruits not available in the prison garden on days of important festivals or days on which they fast on 

condition that no extra expenditure is involved. Muslim prisoners observing fast in the month of 

Ramzan, may also be given a special ration of gram, fruit and jiggery, provided no extra expenditure 

is involved. 
 

Record in respect of the issue of food 

170. A detailed account of the number of prisoners fed at each meal shall be maintained to afford a 

correct check upon the issue of food in full quantity according to scale. It is also necessary for 

checking over-issue or speculation. This information shall also be maintained digitally in the 

Integrated Prison Management System. 
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Mess committee to be constituted for preparing food 

171. For preparing food for the prisoners a mess committee shall be constituted in every block wherein 

minimum of 3 and maximum of 7 members would be chosen. A Head warder or warder shall act as 

the convener of the committee and shall be responsible for the quality and quantity of food cooked 

and distributed. The cooking place within the Kitchen and the place where the food is served/ 

distributed to prisoners will be monitored by Close Circuit Cameras. The cameras will be placed in 

such a position so that it will be able to distinctly record the quality of food as it is being cooked/ 

served. The recordings so made shall be forwarded to the District Magistrate every week and to the 

Inspector General, Prisons & Correctional Services once every fifteen days. The Deputy 

Superintendent and Assistant Superintendent shall release the daily ration in presence of members 

of mess committee. Selection of mess committee shall be held once in every 3 months. 
 

General norms for preparing food 

172. Care shall be taken to see that wheat grains are properly cleaned before issuing to the mill-house for 

grinding. Rice shall be properly cleaned and washed before cooking. 3% wastage by weight shall be 

allowed in the cleaning process for wheat and 2% wastage for other dry provisions. 10% cleaning 

wastage may be calculated while effecting purchase of vegetables. 
 

173. Vegetables issued shall be free from stalks and leaves and shall be cut for cooking before being 

weighed and delivered to cooks. Potatoes or other root vegetables shall not form more than one-

fourth of the total quantity of vegetables. All vegetables shall be examined daily by the Deputy 

Superintendent/ Medical Officer. 
 

174. The rice being supplied to the prisoners shall be atleast 6 months old and should increase in weight 

after being cooked to 2.5 to 3 times from its dry weight.   
 

175. The chapattis made of 240 grams flour should be 290-300 grams after cooking. 4 Chapattis shall be 

made out of 240 grams and 5 chapattis shall be made from 300 gram flour. 
 

Procurement of ration for kitchen and canteen 

176. Wheat and rice shall be procured during the harvesting season through State Government agencies 

specialising in the marketing or procurement of the same. Other dry rations for preparing the food 

shall be procured by the District Purchase committee chaired by District Magistrate. The 

procurement of ration for prison kitchen and canteen shall be done in the light of the orders issued 

by Inspector General, Prisons & Correctional Services and the rules/notifications issued by Finance 

Department from time to time. Dry spices like chilli, coriander, turmeric, garam masala etc. shall be 

procured as wholesome items, cleaned and grounded as powder before use in the prison kitchen.  
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Responsibility of Deputy Superintendent and Superintendent 

177. The Deputy Superintendent shall be responsible for the weighment of all the rations purchased and 

safe keeping after delivery, but the Superintendent shall examine a portion of every delivery of grain 

brought into prison and satisfy him/herself that it is of good quality, corresponds to approved sample 

and is suitable for its purpose before it is stored. There should be no delay between delivery and 

weighment and payment must be made at once after weighment and approval by the 

Superintendent.  
 

Storing of grains 

178. Each prison shall have sufficient number of silos/godowns for safe storage of foodgrains and dry 

provisions for the whole year. Grains shall not be finally stored until thoroughly dry; if very new and 

damp, it shall be spread out to dry in the sun for two or three days before it is stored. During this time 

it shall be frequently turned over by light labour prisoners. It must not be left lying in the open air at 

night. While in store it shall be protected from the depredation of birds and vermin and as far as 

possible be inaccessible to prisoners other than those employed in its preparation. Grain shall be 

stored in bags and not loose in bulk. 
 

As far as possible, articles of diet to be raised on the prison land and to be prepared by the 

prison labour 

179. As far as possible, articles of diet required for feeding prisoners shall be raised on prison land and 

be prepared by prison labour. All pulses required for consumption in a prison shall invariably be 

husked by prisoners and both in regard to these and the manufacture of flour and mustard oil for 

food, the Superintendent shall frequently compare the amount of the outturn with the grain issued 

and see that a full return is obtained. 

B. Clothes, Beddings and Equipment 

 

Scale of clothes, beddings and equipment to be issued to prisoners 

180. The clothes, beddings and equipment shall be given to prisoners in the following scales or as 

decided by the state government from time to time: 

 
S. No. Item Male Female 

1.  Cotton Kurta 2 2 
2.  Cotton Pyjama 2 2 sarees 
3.  Cotton Jangia 2  
4.  Cotton Gamcha 1 1 
5.  Cotton Cap (topi) 1  

6.  Cotton Bed sheet 1 1 
7.  Blanket 2 2 
8.  Blanket in pairs 3 3 
9.  Jute Mat for bedding 1 1 
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For Division Prisoners 
S. No. Item quantity Frequency 

1.  Cotton Kurta 2 Half yearly 
2.  Dhoti 2 Half yearly 
3.  Towel 36” X 30” 2 Annually 
4.  Half Shirt 2 Annually 

5.  Pyjama 1 Annually 
6.  Cap 2 Annually 
7.  Woolen coat 1 Once in three years 
8.  Woolen Trousers 1 pair Once in three years 
9.  Woolen shirt 2 Once in three years 
10.  Woolen Socks 2 pair Once in two years 

 Bedding Items:   
11.  Bed sheet 2 Annual 
12.  Pillow 2 Once in three years or as 

needed 

13.  Pillow cover 2 Once in three years 
14.  Mattress 1 Once in three years 
15.  Mosquito Net 1 Once in three years 
16.  Blanket 2 Once in three years 

Different prison clothes for different categories of prisoners 

181. Prisoners sentenced to simple imprisonment shall get un-striped, white cotton clothes on admission.  

Prisoners convicted with rigorous imprisonment for more than 6 months shall get striped light blue 

coloured clothes. Under-trials confined in prison for more than 6 months shall be issued light blue 

coloured dress without stripes.  
 

Privileges to Division prisoners 

182. Division prisoners shall be furnished at State Government expense with a cot, a stool, set of pegs to 

hang their clothing. They may use their own cooking utensils; feeding utensils; bedding; clothing; 

stationery material, writing material, book or periodicals, television, and furniture like chair, table, 

table lamp, book racks etc. with the approval of the Superintendent. They may be supplied with 

newspapers and periodicals from a list approved by Government from time to time at Government 

cost. However, on any misconduct by a Division prisoner, the Inspector General, Prisons & 

Correctional Services may withdraw these privileges on the recommendation of the Superintendent. 

Note: In case the prisoners are unable to purchase writing materials at their own expense, they may 

be supplied at Government cost on a scale not exceeding one exercise book and one pencil per 

month per prisoner. All papers and note books so used by them should be paged and numbered by 

the Superintendent to prevent secret correspondence. 
 

Supply to children 

183. Every child shall be given every 6 months, a set of clothes as per local climatic requirements and 

similar to that normally used by children in the free community. 
 

184. Every child shall be given every month a soap (100 grams), baby powder (200 grams) and mustard 

oil (200 grams) for body massage. The maximum amount to be spent per child towards the above 
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mentioned items and diet shall be fixed by Inspector General, Prisons & Correctional Services every 

year. 
 

Extra clothing on medical ground  

185. The Medical Officer is empowered to order the issue of extra cotton or warm clothing or bedding to 

any prisoner who needs them on medical grounds. On the recommendation of the Medical Officer, 

prisoners of more than 50 years of age may be given an additional blanket during the winter season. 
 

Prisoner’s clothing and equipment to be renewed from time to time 

186. Each prisoner’s clothing and equipment shall be renewed from time to time as necessity arises; no 

date for the general or periodical issue of clothing, etc. is fixed, prisoners shall not be allowed to 

remain in tattered and unserviceable clothing. The Superintendent shall pay attention to this matter 

at his/her weekly parade and see that repairs are effected when damage or signs of wear appear. 
 

Washing of prisoners clothing 

187. Blanket and bedding shall be boiled and washed once in three months, and hospital clothing and 

bedding at short intervals, by a gang of men specially set apart for this work. In order that this may 

be done systematically and thoroughly, it shall be done ward by ward. Each prison shall be provided 

with a boiler and wringing machine for boiling and washing blankets and clothing of newly admitted 

prisoners and also the clothing of hospital patients. The boiling must be done thoroughly; there ought 

to be no vermin in the clothing. At least once a week, when the weather is fine, the bedding and 

blankets shall be aired in the sun for at least three hours. This should ordinarily be done after the 

mid-day meal, and the bedding left out until the prisoners return from work in the evening. 

 

Procurement of clothing, beddings etc 

188. The clothing, beddings and other articles for the prisoners shall be procured from the production 

centres in the prison, if possible or shall be procured from open market by the Superintendent as per 

the prescribed procurement rules. Indents for annual requirements of clothing and bedding shall be 

submitted to the Inspector General, Prisons & Correctional Services on the 1st March of each year. 

Production units shall dispatch clothing and bedding so that they may arrive at their destination 

before the 1st October, i.e. before the cold weather sets in. Care shall be taken to ensure that 

shirts/kurta/pyjamas are stitched as per the size and measurement of prisoners to whom the same 

are to be issued. Under unavoidable circumstances, these items may be purchased from the local 

market with due approval of the Inspector General, Prisons & Correctional Services. Red colour 

blanket shall be provided in prison hospital and for other prisoners black colour blanket shall be 

provided. 
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Bedding, clothing to be thoroughly searched before allowing in the prison 

189. All clothing and bedding items shall be thoroughly inspected and checked before allowed inside the 

prison. Blanket issued to a prisoner shall be washed and surrendered at the time of release for re-

issue. 
 

Record of clothing, bedding etc. issued to be entered in History ticket 

190. A record of clothing, bedding and equipment given to the prisoner shall be recorded in the history 

ticket of the prisoner. 

 

Inventory of clothing, bedding etc 

191. The inventory of prisoner clothes, blankets and beddings which are issued to the prisoners as well 

as stored in the godown shall be maintained in a register duly updated on monthly basis. An 

Assistant Superintendent shall be in charge of managing the stock and issue of clothing and 

bedding. While issuing clothing, bedding and equipment the signature and thumb impression of the 

prisoner shall be obtained in the issuing register alongwith the date of issue. The record of the issue 

and receipt of utensils shall be maintained in a separate register. A separate register shall also be 

maintained for the prison hospital for managing the inventory of clothes, bedding items and ward 

equipment. The Deputy Superintendent shall verify the stocks position every quarter and shall make 

an entry regarding the same in the register. This record shall also be maintained digitally in the 

Integrated Prison Management System. 
 

Kits of a released prisoner to be washed and dried before they are kept in the store 

192. The officer in charge of the store and the assisting head warder or senior warder if any, on taking 

over the kit of a released prisoner, shall see that all the articles have been carefully washed and 

dried and shall on no account store blankets and clothes in a dirty or damp state;. The blankets and 

clothing in store shall be aired in the sun at least once a month, and, if possible, on Sundays. 
 

Committee to dispose condemned articles 

193. Every month a committee consisting of a Deputy Superintendent and two Assistant Superintendents 

shall inspect all used and worn out clothing, bedding items, equipment and other materials which are 

found to be worn out and unusable so that they may be condemned and written off from the stocks 

as per rules. The Assistant Inspector General, Prisons (Region)/ Superintendent shall then pass 

appropriate orders regarding writing off stocks as per financial powers vested on them. All 

condemned clothing/bedding articles shall be burned. The condemn committee report shall indicate 

the date of purchase and purchase value. 

C. Accommodation and Ventilation 

Privileges to Division prisoner 

194. A Division prisoner shall without prejudice to the other rules of this manual, be accommodated as far 

as possible in a cell which shall not amount to punishment or solitary confinement. Each cell or ward 
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for accommodation of Division prisoners shall be provided with sufficient number of ceiling fans and 

a table fan.  
 

Attention to ventilation  

195. The Superintendent and the Medical Officer shall pay special attention to the ventilation of the 

wards. In all cases, care shall be taken that there is sufficient ventilation. Every possible 

arrangement shall be made for thorough ventilation of the wards for several hours during the day. 

The Superintendent and the Medical Officer shall visit the prison at night in all seasons, and at 

irregular intervals, to satisfy themselves that the ventilation is adequate, and that the prisoners have 

not blocked the ventilation in any way. The results of these visits shall be recorded by them in their 

respective minute-books. 

D. Water Supply 
 

Supply of drinking water 

196. Suitable arrangements shall be made to supply every inmate of a ward and cell with sufficient 

quantity of fresh drinking water during day and night. It shall be the responsibility of the warder on 

duty to see that sufficient drinking water is available before the prisoners are locked-in. 
 

Sources of water supply in prisons 

197. Water shall be supplied in prisons through the following sources: 

i. Water shall be supplied through high pressure tube wells or through overhead water tanks filled 

with water supplied by Public Health Engineering Department. The water tanks shall be cleaned 

and chlorinated periodically. There shall be no garbage dump or sewerage tank within a radius 

of 15 meters from a tube well or water tank. 

ii. Where there are no overhead water tanks, or large tube well or hand-pumps (chapakal) shall be 

provided in adequate quantity.  

Note: Water from ponds or stagnant sources shall not in any circumstances be used in the 

prisons.  

iii. Independent water supply system may be erected by the Prisons & Correctional Services 

Department for supply of pure drinking water to the prisoners. 

iv. Every prison shall have its own aerobic sewerage treatment plant and the water thus recycled 

and saved may be used for gardening. 
 

Analysis of water for drinking and culinary purposes 

198. Superintendent shall cause quality of water to be tested every year. If the number of cases of water 

borne diseases is on the higher side in a prison, arrangements shall be made to supply micro-

filtered/boiled water for drinking purpose. For the safe drinking, Reverse Osmosis (RO) system may 

be provided in each jail in sufficient number/ capacity based on the requirement/capacity.  
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E. Sanitation and hygiene 

Attention to conservancy 

199. It shall be duty of Superintendent, Medical Officer, Deputy Superintendent and all subordinate 

officers to pay special attention to every detail connected with the cleanliness and neatness of the 

prison and its surroundings and the visitors are expected to satisfy themselves that it is properly 

carried out.  
 

Wards/cells to be cleaned daily 

200. The prisoner cells and wards shall be cleaned at least once in a day. The roofs and walls of wards, 

cells and workshops shall be cleaned once every week and white-washed once every year. In the 

workshop the floor, equipment, machines and tools shall be cleaned every day on conclusion of 

work.  
 

Regular examination of inmates engaged in cooking 

201. The inmates engaged in cooking shall be regularly examined by the Medical Officer to ensure that 

they are not carrying any infection. There shall be adequate arrangements for cooks to wash their 

hands with soap and water before they start cooking. Manual handling of food is undesirable and 

shall be avoided. 
 

Prisoners to take bath daily 

202. All prisoners shall be required to take bath every day, have haircut and shave periodically as 

required. No long hair or long beard shall be permitted without the special sanction of the 

Superintendent. 
 

Stores or godowns to be kept clean and well arranged 

203. Stores or godowns shall be kept clean, well arranged, well ventilated and properly treated with 

suitable pesticides. Their contents shall be aired as often as possible. Periodic efforts shall be made 

to destroy rats, lizards, cockroaches, house flies, mosquitoes and other vermins from stock as well 

as wards/cells and prison premises. 
 

Lavatories to be kept clean and dry 

204. Lavatories must be kept scrupulously clean on daily basis. Cleaning materials like detergent 

powder/caustic soap, phenyl etc. shall be made available in the right quantity for this purpose. The 

construction of public lavatories and sewerage drains that may affect the health of the prisoners near 

a prison is objectionable and measures shall be taken to prevent such constructions.  
 

Drains to be cleaned daily 

205. Cess pools of any kind or description are prohibited within prison precincts and no sewage matter 

shall be permitted to find its way into the drains of the prison. Lime and bleaching powder shall be 

sprayed in the drains regularly. No stagnant water shall be allowed in the drains. Food waste shall 
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not be allowed to be thrown in drains. All food waste shall be collected in dustbins before the eating 

plates and cooking vessels are washed. 
 

Prison building to be kept clean and white washed periodically 

206. The exterior walls of prison buildings shall be colour-washed, and the interior walls white-washed 

from time to time. The interior of wards and cells in which prisoners are confined shall be white-

washed/painted once in a year. The prison hospitals shall be white washed with lime or painted 

every 6 months. The workshops and other classrooms, work/recreational areas shall be white 

washed/painted every year. 
 

Arrangements during and after rains  

207. During rains, arrangements shall be made to pump out all stagnant water. After the rainy season, the 

inner and outer sides of the perimeter wall of the prison and wall of the wards shall be scrubbed. 

Pathways inside the prison compound shall be de-weeded and re-laid. Wherever the paths are 

made of tarmac, the uneven surface shall be leveled properly. The open spaces and roads inside 

the main wall of the prison shall be asphalted leaving enough space for flower beds. 
 

Superintendent to hold weekly parade of prisoners 

208. Superintendent shall hold weekly parade of prisoners and pay special attention to their clothing and 

bedding and shall satisfy him/herself that each prisoner's kit is complete and is in proper condition. A 

day shall be fixed for weekly washing of clothes by the prisoners. The bedding and other articles of 

prisoners in cells and wards shall be put out in sunlight, aired and dried every week and shall be 

washed, sterilized, disinfected or fumigated periodically. Blankets shall be washed after winter every 

year. 
 

Prison hospital to be kept free of contamination 

209. Following measures shall be taken for keeping the prison hospital free of contamination:  

i. The floor and walls shall be painted or cladded with ceramic tiles. The floor and tiled walls shall 

be mopped with disinfectants every day. 

ii. The toilets shall be cleaned with phenyl twice a day. 

iii. Prisoners suffering from infectious and contagious diseases shall be kept in isolation avoiding 

any possibility of contact with others. 
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Medical Care 

A. Hospital Management 
 

Prison personnel to report to Medical officer if a prisoner falls sick 

210. In case any prisoner falls sick, it shall be the duty of every prison personnel, convict officer to 

immediately bring the same to the notice of the Compounder/Pharmacist and the Medical Officer. 

The Medical officer shall determine whether they shall be placed under medical observation or 

treated as out-patients or admitted to the hospital.   
 

Compounder/Pharmacist to treat out-patients under overall supervision of Medical officer 

211. The examination and treatment of out-patients may be conducted by Compounder/Pharmacists 

under the overall supervision of the Medical officer. The Medical Officer shall daily inspect the out- 

patients register, and shall order the admission of a patient to prison hospital, if in his/her opinion the 

patient's medical condition necessitates such hospitalization.  

Note: Prisoners suffering from only minor ailments shall be treated as out-patients. Under no 

circumstances prisoners suffering from dysentery shall be treated as out-patients. 
 

Detention of prisoners in hospital for medical observation 

212. No prisoner shall be kept in the prison hospital for more than 24 hours just for observation without 

being admitted in the prison hospital as in-patient. After this period if the patient is kept in the 

hospital for further observation, reason for the same would have to be provided by the Medical 

Officer in his/her Minute book. 

�

Bedding/clothing for every patient in the prison hospital 

213. For the patients admitted in the prison hospital, prison clothing, bed, bed-sheets, blankets, 

mattresses and pillows with cover shall be provided. The convict clothing and bedding shall be taken 

from him/her and shall be returned to him/her on his/her discharge from hospital. 
 

Disinfecting/cleaning hospital beddings 

214. The bed sheets, blankets, clothing etc. being used in the hospital shall be cleaned and disinfected at 

least once in a week.   
 

Hospital diet 

215. The diet of prisoners in hospital shall be as per Medical Officer’s advice. He/she may order in each 

individual case such diet as he/she considers necessary. Apart from the food supplied by the prison 

kitchen, additional food as required may be cooked in the prison hospital to meet special 

requirements like khichdi, daliya etc.  
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Treatment of prisoners suffering from Tuberculosis, Jaundice, AIDS etc 

216. Upon medical examination, prisoners who are found to be weak or suffering from Tuberculosis, 

Jaundice, AIDS, Malaria, Hepatitis A, B & C or are malnourished shall be given special attention by 

the Medical Officer. They shall be kept in close observation for a period of 4 weeks in the invalid 

prisoners’ ward. Prisoners suffering from Tuberculosis, leprosy and AIDS shall be registered in the 

district tuberculosis centre, district leprosy centre and Anti-Retroviral Therapy Centres (ART) 

respectively and shall be treated as per their advice. All prisoners suffering from malarial fever shall 

be segregated and provided with mosquito nets. All cases of jaundice shall be investigated and in 

case of outbreak of Hepatitis A only boiled water shall be used for drinking. Patients suffering from 

AIDS, Hepatitis B & C shall be kept in cells. Prisoners showing signs of psychiatric problems, if they 

are dangerous, noisy or filthy, be kept in a separate cell.  
 

Procedure to be adopted when a prisoner requires medical treatment or surgical operation 

which cannot be adequately given or performed in the prison hospital 

217. In case there is need of a specialist doctor to treat any patient, Medical Officer shall him/herself 

inform the Superintendent and the civil surgeon about it and call a specialist doctor from any 

Government hospital to the prison hospital for treating the patient. The Superintendent and civil 

surgeon shall ensure that the specialist doctor visit the prison hospital as required, and it shall be the 

duty of the Deputy Superintendent to arrange for a vehicle for bringing and sending back the 

specialist doctor. 
 

218. In case a prisoner requires specialised treatment/ surgical procedure, the facility of which is not 

available in the prison hospital, the prisoner shall, on approval of District Magistrate (in case of a 

convict)/ concerned court (in case of an Under-trail), be arranged to be sent by the Superintendent, 

on the advice of the Medical Officer, to the nearest competent government hospital under 

appropriate security. In case of the emergency, prisoners, on the advice of the medical officer, may 

be send to the nearest competent hospital on the recommendation of the medical officer to save his/ 

her life with the available security,  provided  that superintendent takes approval of the district 

magistrate/ court concerned as soon as it is possible.  
 

219. In case any prisoner being detained in the prison is sick with such an ailment which is not at all 

curable at the Prison Hospital and is required to be treated at the district hospital, then the 

Superintendent shall refer him/her to the district hospital on the recommendation of the prison 

Medical Officer for treatment as an out- patient. If such a patient is to be admitted in the civil hospital 

for treatment, civil surgeon shall have to recommend that such treatment is possible only as an in-

patient. Where a prisoner is undergoing special treatment in a hospital outside the prison and any 

medicine prescribed by the Medical Officer of such outside hospital is not available at the said 

hospital, medicine will be provided by concerned prison.   
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220. In case the doctors of the district hospital are of the opinion that a prisoner is required to be admitted 

in the hospital for more than one week, such opinion shall be brought to the knowledge of civil 

surgeon. The civil surgeon shall then refer the matter to a board presided by District Magistrate and 

consisting of Police Superintendent, Civil Surgeon, the prison medical officer and a Specialist 

Doctor. The prisoner shall be allowed to remain in the hospital for the period required beyond one 

week, if approved by the above board.  
 

221. In case a prisoner, suffering from some grave illness, is admitted to Sadar/ district hospital and the 

sadar/ district hospital declares that they cannot provide the required treatment with 

recommendation for treatment in a specialised hospital, then the prisoner, on subsequent approval 

from the Board presided over by the District Magistrate, shall be transferred to such specialised 

hospital with escort of armed police. Till such time as the escort of armed personnel is arranged for 

the transfer, the treatment of the prisoner will continue in the sadar/district hospital which 

recommended the transfer. 
 

222. No prisoner shall be allowed to be taken out of state for treatment unless approved by the State 

Government (Home Department). If on the orders of a court, if any prisoner is to be taken out of the 

State for treatment then the case shall be referred to the medical board as mentioned in rule 220 

above. The recommendation of the medical board shall be brought to the notice of the court and the 

Home Department which shall take an appropriate decision after considering all the facts as to 

whether the prisoner is to be sent out of the State for speciality treatment or not.  
 

223. In case any prisoner is taken out of the State for special treatment, the Inspector General, Prisons & 

Correctional Services shall depute a prison official alongwith adequate state police force for security 

of the prison during transportation of the prisoner up to the Speciality hospital. When a prisoner is 

referred to other states for speciality treatment, the State Government concerned shall be consulted 

under section 3 of Transfer of Prisoners Act, 1950 so that the prisoner can be detained temporarily 

in the prisons of that State. On reaching in the state concerned security of the prisoner shall be 

ensured by the force deputed by the concerned State Government for such work in the hospital 

referred. This arrangement shall be done before hand. Mostly the referrals are made to the All India 

Institute for Medical Sciences, New Delhi and in this case arrangements with Delhi Government shall 

be done by the Home Department on permanent basis avoiding repeat of process at every such 

referral.   
 

224. If the hospital referred for treatment of prisoner outside state opines that the prisoner is not required 

to undergo in-patient treatment in the referred hospital, the prisoner shall be returned to the prison. 
 

�
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District Police to provide protection to the prisoner transferred to an outside hospital 

225. (i) Concerned district police Superintendent shall provide the police guard to take such prisoners to 

the outside hospital and to secure his/her protection there and bring him/her back. Security of 

prisoner during his/her treatment at the district hospital shall be the responsibility of the police 

department. No outsider / unauthorised person shall be allowed to meet the prisoner in the hospital. 

A separate ward shall be declared as a prisoner ward. A team of security personnel shall be 

deployed for such prisoner ward. The team of security personnel deployed shall be responsible for 

preventing any prisoner from going out of the ward. The police Superintendent shall arrange for 

regular inspection to check the security of prisoner ward and prisoner admitted there. 

(ii) In case, any prisoner sent under police escort for the purpose of higher treatment is not admitted 

in higher centre within State on the same day, the prisoner shall be lodged in nearby prison, and the 

same escort party will stay till the prisoner is finally discharged by the concerned hospital. 
 

Registers/records to be maintained by Medical officer/Compounder/Pharmacist 

226. A register shall be maintained in the hospital giving full description of all in-patient prisoners, the 

period he/she remained admitted and the kind of illness he/she is suffering from. (Refer to Annexure 

17 for the format of Register for in-patients in the prison hospital) 
 

227. A hospital case book shall be maintained for every in-patient prisoners providing history of every 

case admitted into hospital. (Refer to Annexure 18 for the format of hospital case book). The entries 

in the case book shall usually be made by the Compounder/Pharmacist, as symptoms appear or 

treatment is applied. The Medical Officer shall add notes of his/her own observations and orders as 

and when he/she examines the patient. The Medical Officer shall see the case book every day and 

initial the entries regarding each case in token of him/her having seen them. 
 

228. A separate bed head ticket shall be maintained over every occupied bed in the hospital, wherein full 

particulars of the details of the disease, treatment being given, medicines given etc. shall be entered 

on daily basis by the Medical Officer. (Refer to Annexure 19 for the format of Bed head ticket). The 

Medical Officer shall give all the information about the prisoners being treated in the prison hospital 

to the Superintendent. 
 

229. The prison Medical Officer shall maintain a minute book wherein he/she shall record his/her own 

instructions, recommendations etc. regarding treatment of prisoners and other matters relating to 

food, cleanliness, and categorisation of prisoners etc. and would be reported to the Deputy 

Superintendent/Superintendent for their immediate action. (Refer to Annexure 20 for the format of 

Minute book of the Medical officer). In his/her minute book the duties allotted to each of the 

subordinates viz. compounders/pharmacists, nurses, technicians etc. shall be specified so that 

responsibility for mistakes and dereliction of duty may be fixed with certainty. 
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230. The names of the prisoners detained under observations shall be entered in the register and their 

disposal either by admission to hospital, further detention or discharge shall be entered therein daily 

by the Medical officer or under his/her supervision by the Compounder/Pharmacist. (Refer to 

Annexure 21 for the format of Register of prisoners under observation). 
 

231. A register shall be maintained for out-patients in the prison hospital giving full description of all out-

patient prisoners and his/her attendance as out-patient. (Refer to Annexure 22 for the format of Out-

patients register). 
 

232. The records of medicines and other articles purchased from the local market, meals given to the 

prisoners admitted in the hospital, diet roll, daily summary of number of prisoners in the hospital etc. 

shall be kept by the Compounder/Pharmacist under the supervision of the Medical Officer. (Refer to 

Annexure 23 for the format of Monthly stock account of the purchase and expenditure of locally 

purchased medicine, miscellaneous articles and sick diet and extras; Annexure 24 for the format of 

Hospital diet roll and Annexure 25 for the format of the daily summary of no. of prisoners in the 

hospital). 
 

Reports and returns to be submitted by Medical officer 

233. Half-Yearly Medical Reports regarding the general health condition of prisoners shall be sent in the 

format prescribed by the state government from time to time in the 1st week of January and 1st 

week of July to Inspector General, Prisons & Correctional Services by the Medical Officer through 

the Superintendent of the prison. 

B. General Matters 

Prisoners to be weighed every fortnight  

234. Every prisoner shall be weighed once a fortnight under Section 35(2) of the Prisons Act, 1894, on 

Sunday and his/her weight shall be recorded on his/her history ticket and register of fortnightly 

weighments by the Compounder/Pharmacist, who shall carry out this duty with assistance if 

necessary. (Refer to Annexure 26 for the format of Register of fortnightly weighments of prisoners) 

Care shall be taken that the fortnightly weighings are done at approximately the same time of day to 

avoid as far as possible, the variations that naturally take place throughout the day. 
 

Record of gain or loss in weight  

235. An abstract of the results of weighment shall be furnished to the Medical Officer and Superintendent 

on the following day, showing: 

i. The number who gained weight 

ii. The number whose weight remained stationary 

iii. The number who have lost more than 1.5 kg since the last fortnightly weighing  

iv. The number who have lost more than 3 kgs since admission to prison 
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v. The percentage of the total no. weighed of those who gained weight and lost weight 

respectively 

Note: All prisoners who have lost weight to the extent indicated in point iii & iv shall be separately 

paraded for inspection of the Superintendent and Medical officer. 
 

Random check by Medical officer 

236. The Medical Officer shall, as soon as possible after the fortnightly weighing, check the weights of a 

dozen or more prisoners picked randomly to satisfy him/herself of their accuracy and shall record in 

his/her journal any remarks he/she may consider necessary. 
 

Periodic Health Camp 

237. The Superintendent in consultation with the Civil Surgeon, will organise health camps on a periodic 

basis or as required for conducting a thorough check up all the prisoners for any health related 

issues. For this purpose the Civil Surgeon will ensure the deputation of a team of specialist doctors. 

Arrangement will be made to provide special treatments to those prisoners who have been identified 

as sick and needing special attention.  

Free of cost medical treatment including medicines 

237A. Prisoners shall be entitled to free medical treatment and attendance in the prison. He/she  shall be 

given medicines free of cost along with instructions for their use by the Medical officer or his/her 

representative. 

Vaccinations of prisoners on Admission 

238. Every prisoner admitted to prison shall be vaccinated on admission, or as soon as possible 

afterwards, unless:  

i. He/she shows clear evidence of being protected against small pox/cholera/typhoid either by 

having had it before, or by a previous vaccination, or  

ii. He/she is undergoing a sentence which shall detain him/her in prison for a period not exceeding 

one month. 

Note: The Medical officer may at his discretion dispense with vaccination or re-vaccination in cases 

he/she considers undesirable or unnecessary. The entries of vaccination shall be made in the 

prisoner’s history ticket. 
 

Invalid gang 

239. Every prisoner on discharge from hospital shall either be put to labour or placed in the 'Invalid gang', 

as the Medical Officer may direct. The invalid gang shall consist of: 

i. Those who are permanently incapacitated from performing hard or medium labour because of 

age, or bodily infirmity. They shall be the permanent members of the gang. 

ii. Those who have been discharged from hospital as convalescents, but are temporarily unfit to 

perform hard or medium labour,  
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iii. Prisoners who are generally out of health even if not falling under the above two categories. 

This category shall include prisoners passed as fit for light labour only, prisoners exhibiting 

scorbutic gums, prisoners found to be steadily failing in weight, and prisoners who are anaemic. 
 

Treatment of Invalid gang 

240. Prisoners in the invalid gang shall be given some light work suited to their strength and shall, as far 

as possible, be kept together for the purpose of diet and observation, both by day and night. A 

register of such prisoners shall be kept and no prisoner shall be placed in or discharged from this 

gang without the permission of the Medical Officer. (Refer to Annexure 27 for the format of register 

of invalid gang). They shall be examined daily by the Compounder/Pharmacist, and once a week by 

the Medical Officer.  

241. The Medical Officer may recommend extra diet like extra milk, eggs, or fruits to invalid sick prisoners 

as per need. 
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Welfare, Vocational Training & Work Programmes 

A. Welfare of prisoners 

 

Prison Welfare Officer to be designated for every prison 

242. An officer of the rank of Assistant Superintendent shall be designated as Prison Welfare Officer in 

every prison and he/she along with the Superintendent and Deputy Superintendent shall be 

responsible for ensuring smooth and orderly implementation of welfare, after-care and rehabilitation 

programme designed by the Deputy Inspector General, (Correctional Services) for prisoners in each 

prison.  

Note: Only a convict who is sentenced to three or more years of imprisonment shall be brought 

under the ambit of after-care and rehabilitation programmes.  
 

NGOs to be involved in implementation of welfare programmes 

243. The Superintendent shall involve Non-Governmental Organizations (NGOs) in the implementation of 

welfare programmes. Only those N.G.O.s/welfare agencies which have a proven track record, and 

which are known for their dedication and selfless service, shall be selected for associating in prison 

programmes. No member of a Welfare agency/N.G.O. shall be associated with a prison if he/she 

has a criminal record. For this purpose an undertaking may be obtained from the Agency/N.G.O and 

antecedents of all such persons/agencies shall be got verified through police. 
 

Counselling facility  

244. The Superintendent may engage a counsellor in each prison utilising the services of a NGO with the 

permission of Inspector General Prisons and Correctional Services, for providing counselling to 

prisoners, with a view to improve their conduct and behaviour. The duty of counsellor shall be to: 

i. Deal with emotional and psychological problems of inmates 

ii. Provide counselling to prisoners facing problems of adjustment within the prison and in relation 

to their families outside 

iii. Helping inmates develop their self-image, self-confidence, and motivation for correctional 

treatment 

iv. Helping the staff in understanding the problems faced by the inmates 

v. Aiding the psychiatrist in related matters 

 
Cultural & Recreational activities  

245. Cultural and recreational activities shall be organized in all prisons for maintaining the mental and 

physical health of prisoners.  
 

Library facilities  

246. Every prison shall have a library and a reading room for prisoners with both recreational and 

instructional books. Both male and female prisoners shall be encouraged to make full use of these 
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facilities. The Superintendent shall ensure that separate time slots have been fixed for male and 

female prisoners to visit the library, and in each ward the notice of the time-slots have been put on 

the notice board. Prison administration may engage educated prisoners to run the library. 
 

Interactive prisoner information kiosk  

247. An interactive prisoner information kiosk featuring a computer terminal shall be established in such 

numbers and in such place in the prison as decided by the Inspector General, Prisons & Correctional 

Services to enable prisoners to enter their Register number and access information like history 

ticket, admission register, remission register and such other information which the Inspector 

General, Prisons & Correctional Services may consider necessary.    
  
Barber shop 

248. A barber’s shop may be established in some prisons, as per requirement and other conditions, as 

decided by the Inspector General of Prisons and Correctional Services from time to time. 

 

Legal aid and protection  

249. The Superintendent shall ensure: 

i. Protection of human rights of prisoners within the limitations of imprisonment  

ii. Arranging free legal aid for indigent prisoners 

iii. Preparation of petition and appeals in deserving cases 

iv. Assistance to prison authorities in holding special courts and lok adalat  
 

Superintendent to submit quarterly reports of welfare activities  

250. The Superintendent shall submit quarterly reports of welfare activities being conducted in his/her 

prison to the Assistant Inspector General, Prisons (Region) and Inspector General, Prisons & 

Correctional Services. 
 

Prisoners’ Panchayat  

251. Every prison shall have prisoners' panchayat, consisting of very carefully selected inmates, who are 

of good conduct and who have the potential and ability to organize events and activities. The 

working of the panchayat shall be continuously monitored by the prison administration. The 

Superintendent and Deputy Superintendent (Correctional Services) shall as far as possible 

personally participate in the panchayat meetings. The panchayat shall plan and execute regularly 

recreational programmes for inmates so that the prisoners get a sense of participation in the prison 

management. The panchayat shall also be used for giving the prisoners an opportunity to express 

their problems and seek redressal. 
 

Canteen facilities  

252. Every prison shall have canteen facilities for prisoners having items like soap (both washing and 

bath), tooth paste, tooth powder, tooth brush, shaving soap, comb, sanitary napkins, tea leaves, 

breads, snacks, biscuits, sweets, newspapers, magazines, stationery etc. The rules and regulations 
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for operation of such canteens shall be decided by the Inspector General Prisons and Correctional 

Services from time to time. 

 

Prisoner Welfare Fund  

253. There shall be a Prisoner Welfare Fund in each prison to facilitate establishment of a canteen, help 

needy prisoners and their families in distress and provide a common fund for sports, games, cultural 

activities, celebration of National, social and religious festivals and for other recreational purposes. 

All moneys of Prisoner Welfare Fund shall be kept in an account in any scheduled bank. 
 

Committee to manage prisoner welfare fund and canteen operations 

254. The management of the Prisoner Welfare Fund and canteen shall be done by a committee 

consisting of the following: 

i. Superintendent       - President  

ii. Deputy Superintendent      - Vice President 

iii. Assistant Superintendent      - Member 

iv. Medical Officer       - Member 

v. Two prisoners (convicts or under-trials) having good moral conduct  

nominated by Superintendent      -Members 

vi. Two prisoners (convicts or under-trials) having good moral  

conduct duly elected by the prisoners     - Members 

The Superintendent may appoint one or more prison staff or prisoners for managing the canteen 

depending upon the volume of work. 
 

 

Rules regarding management of canteen and Prison Welfare Fund 

255. The following rules shall be followed to manage canteen operations and Prison Welfare Fund: 

i. The charge of canteen shall be changed every three months. 

ii. The working hours of the canteen shall be after lock out and before lock up. The canteens shall 

remain closed on the last Saturday of every month for stock checking after verification. 

iii. The articles for sale in canteen (e.g. tooth brush, toothpaste, soaps, detergents, slippers etc.) 

shall be purchased under the orders of Superintendent like other items of prison after observing 

codal formalities by constituting a purchase committee for every three months. 

iv. Profit not exceeding 10 percent may be charged on the wholesale price of articles in retail sale 

provided that it does not exceed the local retail market price of such articles. In case of 

perishable articles likes fruits and vegetables 20 percent may be added taking into account the 

likely wastage. 

v. Profit generated in the canteen sales shall be deposited in the Prisoner Welfare Fund after 

keeping adequate working capital for the canteen. The Superintendent of the prison shall be 
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empowered to spend upto Rs. 10000/- at a time out of canteen profits for the purpose of welfare 

of prisoners. However such expenditure in a year shall not exceed the income generated. 

vi. A balance sheet in respect of the canteen shall be prepared at the close of the calendar year 

and laid before the Management Committee. One copy of the balance sheet shall be forwarded 

to the forwarded to the Assistant Inspector General, Prisons (Region)/ Inspector General, 

Prisons & Correctional Services after approval by the Managing Committee. 

vii. Canteen accounts shall be checked and audited once in three months by the Accountant and 

once in three months by the Deputy Superintendent. 

viii. The Inspector General of Prisons and Correctional Services may amend/ add/ delete/ any of the 

above rules from time to time 
 

Prisoner Welfare Board  

256. A prisoner’s welfare board shall be constituted at the Headquarter for the welfare of the prisoners. 

The Prisoner Welfare Board shall consist of the Inspector General, Prisons & Correctional Services, 

Deputy Inspectors General, Assistant Inspectors General, and Superintendent Headquarters, Office 

Superintendents, Accounts Officer and four Superintendents from the field. 

i. 20% of profits earned by each prison canteen shall be remitted to the Headquarter, every three 

months, to constitute a prisoner welfare fund at the Headquarters. 

ii. The Prisoner Welfare Board may evolve such schemes and programmes to generate funds and 

may take up such activities for the collective welfare of prisoner or for the care and assistance 

of individual prisoners or their families in distress.  
 

Complaint boxes to be placed in every prison  

257. Each prison shall have two complaint boxes (one for complaints addressed to District Magistrate and 

the other for Superintendent) kept securely at a prominent place within easy reach of the inmates. 

The inmates may drop their complaints in the form of written petitions addressed to the 

Superintendent, or to the higher authorities, into such boxes.  

i.    The provisions for the safe custody of the keys for the complaint Boxes, the manner of the 

opening of the complaint boxes, the process of recording of the complaints and the method of 

Redressal of these grievances by the relevant committees or officer shall be decided by the 

Inspector General of Prisons and Correctional Services from time to time. 

Note 1: Pseudonymous and anonymous complaints shall not be entertained. 

Grievance Redressal Committee 

258. The Superintendent shall constitute a standing grievance redressal committee consisting of Prison 

Medical Officer and Deputy Superintendent  If the prison happens to have a female complex then 

one women officer shall be co-opted.  

i. Meeting of Grievance Redressal Committee shall be held once a month and Superintendent 

shall preside over the same. All grievances shall be reviewed by this committee. 
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ii. The decision taken by the committee shall be acted upon immediately and a record of the same 

shall be maintained. 
 

Superintendent to meet prisoners every week 

259. In addition to the system mentioned above, the Superintendent shall meet all the prisoners once a 

week, when every prisoner shall have the opportunity of making any request or complaint to him/her. 

In large prisons where, on account of the large number of prisoners it is not possible to hold the 

parade of all prisoners at one time, half of the prisoners may be paraded one morning and the other 

half the next morning. In the weekly inspection of Superintendents, the prisoners shall stand in a 

single line ward/block wise and shall remain disciplined. The Superintendent shall then pass down 

the line, listen to complaints and requests of every description and pass orders there on. He/she 

shall satisfy him/herself that: 

i. All the prisoners have been provided with the history ticket and entries in it are updated 

ii. The clothes and utensils provided to the prisoners are clean 

iii. All prisoners are healthy and free from any illness 

iv. All prisoners are generally happy with the food 

v. All prisoners are neat, clean and tidy with proper haircut and shaving and those who keep 

beards or long hair due to religious reasons keep them clean and free of lice and other 

infections 

vi. All prisoners are taking bath and washing clothes regularly 

vii. Adequate clothing and bedding are available with all prisoners 

viii. Prisoners who need medicines on a regular basis are getting the same 
  

260. In case any prisoner is not satisfied with the action taken by Superintendent he/she can send his/her 

complaint to the higher officials. The complaint addressed to higher officials shall be sent to them 

forthwith by the Superintendent with his/her comments. 
 

Deputy Superintendent to visit prisoners daily 

261. The Deputy Superintendent  shall visit all the prisoners once in the day and give them an opportunity 

of making representations and complaints on any urgent matter such as appeals, assault or ill 

treatment by prison staff or other prisoners etc. Any prisoner wishing to appeal or making such a 

complaint shall be brought by the Deputy Superintendent before the Superintendent, but minor 

complaints and petitions should as a rule await the Superintendent’s weekly parade. 
 

Bandi darbar to be organised to redress grievances of prisoners 

262. The District Magistrate shall organize a BandiDarbar in all the prisons falling in the area under his 

jurisdiction, at least, once in two months, wherein the Superintendent, Prison Medical Officer, Deputy 

Superintendents and Assistant Superintendents shall be present. In the Darbar, all 

complaints/requests made, observations made, appropriate action taken shall be recorded in a 

minute book and a copy of the minutes of the Bandi Darbar shall be  forwarded                                
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to the Inspector General of Prisons & Correctional Administration within 3 days of the conduct of 

Darbar. Also a videography of the Bandi Darbar Proceedings shall be done and a copy of the video 

recording shall be forwarded to the Inspector General, Prisons & Correctional Services within 3 days 

of the conduct of the Darbar. Verbal replies shall be given to the complainant on the spot as to what 

action is being initiated on his/her complaint. The District Magistrate shall also use this forum to 

(including but not limited to) : 

a) Identify and prepare a list of under-trials who had been detained in prison pending trial for periods 

far excess of the maximum sentence for the offence they were charged with.The District Magistrate 

along with the Superintendent of prison shall then be responsible for bringing all such cases to the 

notice of the relevant court and take all necessary action for ensuring his/her release including 

providing appropriate legal assistance to the prisoner.  

b) Identify prisoners who are willing to seek benefit of “plea bargain” and ensue that necessary legal 

assistance is provided to the prisoner with the help of Superintendent of the concerned prison. 

` c) Inspect and check the quality of grains/ vegetables/ pulses/ condiments and other dietary articles 

procured, cooked food for prisoners, weight of the food items being distributed, storage 

arrangements and arrangements for preservation of the grains/ vegetables/ pulses/ condiments, 

hygiene of kitchen etc. 

d) Review such cases of Pre-mature release for such convicted prisoner who is in danger of death 

from sickness as per the provision of Rule 483 and whose unexpired period of sentence does not 

exceed six months as mentioned in sub-Rule  (i) 

e) Open the Complaint Box, meant for District Magistrate and take appropriate action 

f) Monitor the quality of food served in the Prison 

Liaison with corporates/individuals/agencies willing to give employment to released 

prisoners  

263. Director Industries shall maintain continuous liaison with the agencies/individuals which are willing to 

give employment to the released prisoners. Big industrial houses shall be motivated at the level of 

the Headquarters of the Prisons & Correctional Services Department to give preference in jobs to 

released prisoners in the interest of their rehabilitation and social adjustment. 

B. Education of prisoners 

Educational programme to be developed for prisoners 

264. Inspector General, Prisons & Correctional Services shall be responsible for ensuring that an 

educational programme is developed for prisoners in each prison so as to facilitate process of their 

socialization and rehabilitation. He/she may involve state education department and Non-

Governmental Organizations (NGOs) in the development of educational programmes. The 

successful implementation of the educational programme shall be the duty of the Assistant Inspector 

General, Prisons (Region) and prison Superintendent. The educational programme shall consist of 

physical  and health    education, academic education, social education, vocational education, moral 
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 education and cultural education. As far as practicable, the education programme of the prisoners shall 

be integrated with the educational system of the state so that after their release they may continue their 

education without difficulty. These programmes shall be related to after-care programmes also. 
 

Educational programmes to be organised at different levels 

265. The education programmes shall be organised at different levels:  

i. For the beginners and illiterate inmates 

ii. For prisoners who are primary pass but middle fail 

iii. For prisoners who are middle pass but matric fail 

iv. For prisoners who are Matric pass 

On admission to the prison, the level of education of the prisoner shall be assessed on the basis of 

their reading and writing ability. Based on their aptitude to follow further studies and their social 

background, vocational education programmes shall be designed for them. 

 

All facilities to be provided in the prison for implementation of the Education Programme 

266. In order to implement the education programme, Inspector General, Prisons & Correctional Services 

shall ensure that trained teaching staff and minimum facilities like class rooms, teaching aids etc. are 

provided in every prison. The help of educated prisoners shall be used for carrying out educational 

programmes. 
 

267. If a prisoner, who was pursuing studies before his/her imprisonment, expresses his/her intention to 

continue his/her studies and appear for an examination of any Board/University or institution, 

Superintendent shall ensure that due facilities are provided  to him/her. He/she shall be allowed to 

receive books and writing material from his/her friends and relatives from outside or purchase books 

and such materials out of his/her personal cash kept in the custody of the prison, or at State 

Government expense. Such facilities may also be extended to a prisoner who has given up his/her 

studies before his/her imprisonment, but expresses his/her intention to proceed with it with a view to 

appear in an examination conducted by any university or other statutory body or a recognized 

institution. 

 

Special educational programme for life convicts 

268. The Superintendent with the assistance of Assistant Inspector General, Prisons (Region), Inspector 

General, Prisons & Correctional Services and NGOs shall ensure that on admission of a life convict 

in a prison a comprehensive, social and psychological study is made for the purpose of designing 

suitable diversified educational, training and treatment programme for him/her. 
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C. Vocational Training & Work Programmes 

Vocational training in employable trades/occupations in prisons 

269. In order to promote intellectual development of the prisoners so as to impress upon their minds the 

importance of discipline and to develop better work attitude, the prison administration shall be 

responsible for providing vocational and on the job training in select trades and occupations in 

prisons. The selection of trades for vocational training and work programmes in the prison shall be 

made in accordance with the employability of the trade, marketability and profitability of the product, 

potential of that training to enhance the prisoner's ability to adjust in the society and earn his/her 

livelihood after release. In each prison, two or three trades utilizing modern power-driven machinery 

shall be taught. Each trade shall have its production centres also so that prisoners can be given on 

the job training as well as work experience. The approval of Inspector General, Prisons & 

Correctional Services shall be sought to ascertain the trades to be set up. 
 

Products produced in prison industries to be competitive 

270. To ensure that the products produced in prison industries are competitive in terms of quality and 

price and can be consumed within the prisons and if in excess can be utilized by the State 

Government departments or sold in the open market, the following steps shall be taken:  

i. Only items which are in demand shall be produced commercially 

ii. A system of quality control shall be introduced at every stage of production 

iii. Production process shall be standardized.  

iv. Prices of the products produced shall be fixed on a rational basis working out the cost of raw 

materials, labour and a reasonable profit by the Deputy Inspector General, Prisons 

(Correctional Services). 
 

Purchase Committee to purchase raw materials and machineries for the prison industries 

271. Purchase of principal raw materials and machineries for the vocational training and production 

centres shall be made by a Central Purchase Committee comprising Inspector General, Prisons & 

Correctional Services as President and Deputy Inspectors General, Prisons Director Industries, two 

Assistant Inspector General, Prisons (Region), two Superintendents of central prisons and 

representatives from Finance Department as members. The committee may have the Assistant 

Inspector General, Prisons (H.Q) and subject matter experts including prison experts as special 

invitees. The committee meeting shall be convened by President as per requirement. The 

Committee shall decide what purchases are to be considered by it and what purchases can be 

delegated to the District Purchase Committee. Other guidelines related to purchase shall be issued 

from time to time through executive orders in the light of rules issued by the Finance Department 

from time to time. 
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Prison workshop to repair machinery and equipment  

272. In those prisons having workshops/ manufacturing department of large scale, there shall be a 

separate and properly organized maintenance workshop manned by prison inmates to repair the 

machinery and equipment in time and to prevent breakdown. The prison workshop shall have able 

and competent supervisor to provide on the job training to the prisoners in repair & maintenance 

work. A standard list of equipment, tools, accessories and spare parts, which each production unit 

must always have, shall be prepared and maintained. A handbook containing details of the 

manufacturing process of various production units shall be prepared for the guidance of personnel. 
 

Superintendent to ensure training targets are fixed and achieved 

273. The Superintendent/ Deputy Superintendent/ Deputy Superintendent (Industries) of prisons shall be 

responsible to ensure that the targets for training and production for each unit for the ensuing year 

are fixed in accordance with the employable inmate population and production potential of the unit. 

He/she shall also review the unit's training programme and production on a monthly basis. 
 

Prisoners to be trained in farming and agriculture 

274. A sufficient area of land shall be attached with every prison to give training to prisoners on farming 

and agriculture. In such prisons, where there is adequate land for farming, the Superintendent and 

Deputy Superintendent shall work out a routine for rabbi and kharif cultivation and ensure that 

agricultural production is at par with that of farmers in the area. Each prison shall have sufficient 

area in the Central courtyard to lay out a horticulture garden. The Medical Officer may recommend 

weak and convalescent prisoners for work in the prison garden. 

i. The prison farm shall be kept neat and clean, free from weeds and undergrowth. Care shall be 

taken that water supply in the farm is adequate. In the prison garden, bushes and herbs shall 

be planted at a distance from each other so that nobody can take cover among them. No Trees 

shall be planted within 50 ft. from perimeter wall.   

ii. The Deputy Superintendent shall ensure that the fruits and vegetables grown in the prison farm 

are harvested in time and stored properly. Harvesting of prison farms and gardens shall be 

done under the supervision of a committee constituted for the same by Assistant Inspector 

General, Prisons (Region)/Inspector General, Prisons & Correctional Services, for each prison. 

Note 1: All trees standing on prison lands are the property of the Government and under the control 

of the Building Construction Department. No tree should therefore be cut or otherwise removed 

without the consent of that department. All fruits shall however belong to the Prisons & Correctional 

Services Department and all trees may be lopped and trimmed by the prison if it is necessary to do 

so from the point of view of sanitation or security. However, in case of the trees outside prison walls, 

the Building Construction Department must be consulted before the trees are lopped and trimmed by 

the Prisons & Correctional Services Department. 
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Classification of work 

275. The work exacted from prisoners shall be classified and wages will be revised by the state 

government from time to time. 
 

Superintendent to allocate work to prisoners on the recommendation of Deputy 

Superintendent 

276. When any prisoner is admitted into the prison, the Deputy Superintendent shall make an entry in the 

history ticket of the prisoner regarding the type of work he/she is capable of doing. On the 

recommendation of the Deputy Superintendent, the Superintendent shall allocate work to the 

prisoner. Before employing any prisoner, the superintendent shall satisfy him/herself by a reference 

to the prisoner’s conduct in prison and the nature of the offence for which he/she is imprisoned, that 

he/she is a fit person for such employment. 

i. Short –term prisoners must necessary be employed mainly on unskilled labour.  

ii. Prisoners who have been sentenced for more than six months and have already served one-

fourth of their sentence may be utilized for extra-mural work, provided they have been in prison 

at least for a month and have become accustomed to prison life. No prisoner of Central Prison 

and District Prison who has more than 4 years and 3 years of sentence to run respectively shall 

be so employed without the sanction of the Inspector General, Prisons & Correctional Services. 

The prisoners thus selected shall be presented before Superintendent by the Deputy 

Superintendent (Correctional Services) with their report book and on the recommendation of the 

Superintendent, Assistant Inspector General, Prisons (Region)/ Inspector General, Prisons & 

Correctional Services, may permit their deployment in extra mural work. The report of Chief 

Head Warder about the behaviour and conduct of prisoner shall also be considered prior to 

utilizing a prisoner for extra mural works.  

Note 1: Every prisoner except convict officers selected for extramural employment shall wear 

an ankle ring. No prisoner shall be allowed to do the extra-mural work without the ankle ring. 

Note 2: In case the Superintendent and Deputy Superintendents reside in houses located 

within the prison premises and have garden or orchard, an extra mural gang may be employed 

to work in the gardens under the supervision of a convict officer and warder. 

 

Daily work allotted to the prisoner to be monitored  

277. Before the prisoners leave their work sheds or places or work on stoppage of work in the afternoon, 

the Deputy Superintendent and Head warders or task-takers if any, shall measure the work done, at 

the same time carefully noting it on the task register of prisoners concerned. This register shall also 

be maintained in a computerised format in the Integrated Prison Management System.  
 

Timing of work  

278. Prisoners sentenced to rigorous imprisonment or other prisoners who are willing to work, shall not 

work for more than 7.5 hours daily, except on an emergency and by the written order of the 

Superintendent entered in his/her minute book and the prisoner’s history ticket. The timing of the 
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work shifts shall be decided by the Superintendent depending on the climate. Except for urgent 

requirement, the convict shall not be kept to labour on Sundays or on declared holidays. Each 

prisoner shall get one day’s rest in a week from the work programmes. If the Medical Officer finds 

that a prisoner is suffering from a contagious and infectious disease then he/she shall immediately 

make arrangements to quarantine him/her and the prisoner shall not be asked to do any work till 

he/she recovers completely. 
 

Prisoners to be paid fair remuneration  

279. Prisoners shall be paid fair remuneration on the basis of class of work which shall be decided by the 

State Government from time to time. The rates of remuneration shall be fixed by the state 

government from time to time. No cash payment shall be done to the prisoner. The prisons which 

have canteen in their premises shall provide the prisoners with a coupon in lieu of cash of such 

amount as decided by the Inspector General of Prisons and Correctional Services from time to time. 

i. Out of the earnings of prisoners a certain share shall be given to the prisoner and the remaining 

shall be kept for welfare relief fund for the family inflicted by the crime committed by the prisoner. 

This amount shall be deposited in Victims of The Offence Welfare Trust. The share of distribution 

shall be decided by the State Government from time to time. 
Record of work attendance and remuneration paid 

280. The details of work attendance on daily/hourly basis and remuneration paid to the prisoners shall be 

maintained in every prison. There shall be a prisoner ledger in every prison in which on every 

Monday the earned wages of the prisoner for the foregoing week shall be credited. This record shall 

also be maintained digitally in Integrated Prison Management System. 

 
Articles done for prison officers 

281. Prison officers are permitted at the discretion of the Superintendent to have small articles made; or 

petty jobs done in the prison workshops at actual cost price, provided that such articles or jobs are 

bona-fide for the personal wants of such officer and that previous sanction of the Superintendent has 

been obtained in writing.  

 
Employment of prisoners for clerical work 

282. The employment of prisoners as clerks in prison offices is strictly forbidden. But the Superintendent 

may, when there is special necessity for it, sanction the employment of an educated prisoner in the 

clerical work which have no connection with the prison office.  

 
No unauthorized work to be done in prison production centre 

283. No authorized work shall be done either in or out of the prison production centre, and no jobs either 

of manufacture or repair shall be put in hand until the order for its execution has been duly entered in 

the Deputy Superintendent’s report-book or in the Superintendent’s minute book or in any special 



�����������	
���
���������

�

������ � � � �

�

�

�

book kept for such purpose, under the initial of the Deputy Superintendent or other officer deputed to 

be in charge of the production centre or in the case of repairs to a prisoner’s clothes, until the order 

of the Deputy Superintendent has been recorded in the history ticket of such prisoner. 

 

First –aid box to be available in every production centre 

284. In every production centre, there shall be maintained in readily accessible positions, first aid 

appliances containing an adequate number of sterilized dressings and some sterilized cotton wool. 

The appliances shall be kept in good order and shall be placed under the charge of responsible 

persons who shall be readily available during working hours. 

D. Religious instructions and observances in prisons 

285. In every prison a bona fide religious instructor for each recognised religion may be permitted by the 

District Magistrate to visit the prison once in a week and also on the principal festivals of various 

religions, like Holi, Janmastami, Dussehra, Id-ul-Fitr, Id-ul-zoha, Muharram, Christmas and Good 

Friday. The weekly day, time, place and duration for religious instructions shall be decided by the 

Superintendent according to the convenience of the prisoners of each religion.  
 

286. After contacting important persons of each religion, Superintendent shall submit recommendations 

as to the religious instructors, to whom permission may be given for a period upto 3 years, to the 

District Magistrate. The District Magistrate, before permitting any person for religious instructions, 

shall verify his/her conduct and background.  
 

287. The permission granted to the religious instructors may be suspended at any time by the Inspector 

General of Prisons and Correctional Services and cancelled by the District Magistrate.  
 

288. The religious instructor to whom permission has been granted may hold a service or deliver an 

address on religious and ethical subjects to the prisoners of his/her religious persuasion. All 

necessary arrangements for such services to be held shall be made by the Superintendent. 
 

289. No religious instructor of one denomination shall have access to any prisoner of another 

denomination, nor shall he/she be allowed to proselytize any prisoner to his/her own persuasion. In 

case of complaints of interference with the religion prejudices of prisoners, the Superintendent shall 

take necessary action. 
 

290. No prisoners shall be compelled to attend any religious instructions, but every prisoner unless the 

Superintendent otherwise directs, shall be at liberty to attend the instructions delivered by the 

instructor of the same religious persuasion as himself. If a prisoner spontaneously and voluntarily 

wishes to interview a religious instructor or attend instructions delivered by an instructor of a different 

religion, the matter shall be referred to the Inspector General, Prisons & Correctional Services for 

orders.  
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291. Every such religious instructor shall be permitted to have access to prisoners of his/her own 

persuasion for the purpose of giving them individual instructions on the specified days at such hours 

as may be fixed by the Superintendent, and shall be encouraged to interest himself in the moral 

improvement of individual prisoners, and so far as practicable, to admonish every prisoner of his/her 

persuasion on admission and discharge. 
 

292. Every such religious instructor may be allowed to visit any prisoner of his/her own persuasion on any 

day other than those specified if such prisoner is dangerously ill or is under sentence of  death, and 

desires to see such instructor. The Superintendent shall, if possible, arrange for the attendance of 

the said instructor. 
 

293. Every such religious instructor shall conform to the rules of this Manual as explained to him/her by 

the Superintendent or Deputy Superintendent, and shall not be permitted to interfere in any matters 

related to security, discipline or injustice in prisons.  
 

294. No religious instructor shall be allowed to write letter to the prisoner or contact him/her except with 

the written permission of the Superintendent. He/she shall not also communicate to the press any 

information derived from official sources or from interviews with prisoners, or publish any article or 

book relating to prison life, without the authority of the Inspector General, Prisons & Correctional 

Services. 
 

295. Copies of religious books such as the Ramayan, the Gita, the Koran, the Bible, shall be kept in the 

prison library and supplied to prisoners requiring them. The prisoners may, at the discretion of the 

Superintendent, be allowed to retain one such book in their possession, provided the book is brought 

with, or supplied at the expense of, the individual prisoner to whom permission is granted to retain it. 

Any prisoner, who so desires, may be allowed to retain a rosary. 
 

296. The religious instructors shall have to cooperate with the search carried out during their entry and 

exit from the prison and they shall not be allowed to carry mobile or any other prohibited objects. 
 

297. No religious instructor shall correspond or hold any interaction with the friends or relatives of any 

convict, except by the order of the Superintendent. 
 

298. A religious instructor shall be an honorary religious worker, who is not entitled to any remuneration 

for his/her services. He/she may however be allowed, on his/her applying for it, such allowances as 

decided by the state government from time to time, including conveyance expenses actually incurred 

for the journeys performed by him to and from the prison. 
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299. All Hindu prisoners who wear the sacred thread, kanthies or malas shall be allowed to retain it. They 

shall be allowed to say their prayers twice a day or as often as is necessary according to the usage 

of their sect. They may also be permitted to observe fast on days of important festivals.  
 

300. Muslim prisoners, desiring to say their prayers daily, shall be allowed to do so. Water for ablution, 

sandals and mats, unless substitutes for the latter are already available, shall be provided in cells or 

wards so as to enable them to say their prayers at morning, midday and night. Reasonable time 

shall be allowed for the performance of these rites. If possible, without undue interference with 

prison routine, the Superintendent shall arrange for the special prayers on Friday and holidays. 
 

301. Every Sikh prisoner may be supplied with the following articles: 

i. Two turbans, five yards each in length, per year. 

ii.  “Kara” “Kangha” and “Kirpan” if and when necessary for replacement due to loss, destruction 

etc. 

iii. 100 grams coconut oil per week. 

Note: They should be allowed to retain their “Kara” whether of metal, lac or glass. “Kirpan” should be 

a miniature one not more than one inch in length made of iron or steel. 
 

302. Every catholic convict may be allowed to wear scapulars and to retain a rosary. 
 

303. The wedding ring or other marriage symbol of female prisoners shall not be removed. They shall 

also be allowed to retain their bangles whether of metal, lac or glass. 
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Contact with outside world 

A. Interviews and communications 
 

Interviews for preparation of appeal or arranging family affairs 

304. Every prisoner shall be allowed reasonable facilities for seeing or communicating with his/her 

relatives or friends once in a week by written permission of Superintendent or in special 

circumstances with oral permission with a view to the preparation of appeal or to the procuring of bail 

or to the management of his/her property etc. On admission, every prisoner shall submit a list of 

persons (not more than 15) who are likely to visit him/her and the visitation shall be restricted to such 

family members, relatives, friends and the legal counsel. On any visiting day not more than five 

visitors shall be allowed. Under special circumstances the Superintendent may allow any other 

person, whose name is not mentioned in the initial list (of not more than 15 persons) submitted by 

the prisoner. 

Note: Every prisoner under sentence of death shall be allowed such interviews and other 

communications with his/her relatives, friends and legal advisers as the Superintendent thinks 

reasonable. 
 

Application of interview  

305. Applications for interviews with prisoners may be oral or in writing at the discretion of the 

Superintendent. If the prisoner is not entitled to an interview, the applicant shall be informed at once. 

It shall be ensured that gap between two meetings is at least 7 days. 

Note: The Superintendent may at his/her discretion grant interviews at shorter intervals than 

prescribed above. 
 

Superintendent may reject an application 

306. The Superintendent may refuse to allow any interview, to which a prisoner would ordinarily be 

entitled under these rules, if in his/her opinion it is not in public interest to allow a particular person to 

interview the prisoner, or if, there are other sufficient reasons to refuse an interview. In every such 

case, the Superintendent shall record his/her reasons for such refusal in the Minute book and 

prisoner’s history ticket. 
 

Date and hour of interview to be fixed 

307. Superintendent shall fix the days and hours at which all interviews shall be allowed and no 

interviews shall be allowed at any other time except with the special permission of the 

Superintendent. A notice of the interview hours shall be posted outside the prison. Interviews shall 

not ordinarily be granted on Monday. The Superintendent may, however, under very exceptional 

circumstances, grant interviews on Monday as well. The reasons for granting such interviews on 

holidays shall be recorded by the Superintendent in the report book.  
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308. In the event of serious illness of any prisoner, if the Superintendent deems it fit the prisoner may be 

allowed to see or communicate with his/her relatives at any time.   
 

Duration of interview 

309. Duration of interview shall be for 20 minutes. In special circumstances it could be increased with 

special written or oral orders of the Superintendent. 
 

Place for interview 

310. Every interview shall take place in a special part of the prison appointed for the purpose, if possible 

at or near the main gate, provided that if a prisoner is seriously ill or prisoner is confined in a high 

security cell for reasons of security or prisoners under death sentence or any other special reasons, 

the Superintendent, after recording the appropriate reasons in writing may permit the interview to 

take place within the prison. However, it shall be at discretion & prerogative of the Superintendent. 
 

Prisoner to be searched before and after the interview 

311. Every prisoner shall be carefully searched before and after an interview.  
 

Search of visitors before interviewing prisoners 

312. The Deputy Superintendent, if has good grounds for suspecting that any visitor is taking prohibited 

articles to a prisoner may search the visitor or cause him or her to be searched before he or she is 

allowed to enter the prison or see a prisoner, but the search shall not be made in the presence of 

any prisoner or of any other visitor. If the visitor is a female, the search shall be made only by a 

female warder. In the case of such visitor refusing to be searched, the Deputy Superintendent shall 

at once inform the Superintendent and refuse to allow any interview with the prisoner.  
 

313. During search, if presence of any prohibited material, mobile phones, simcards, weapon or any 

objectionable goods is detected the same shall be seized forthwith and the Superintendent shall 

initiate appropriate legal action against that person.  
 

Identification of visitor to be established before interview 

314. The visitor shall be allowed to meet the prisoners only upon producing evidence of identity as 

prescribed under rules from time to time by the Inspector General, Prisons & Correctional Services, 

after filling in the requisite forms and providing thumb impression and photograph for record the 

person shall be allowed to meet the prisoner.  
 

Interview to take place in the presence of the prison officer 

315. Every interview with a prisoner shall take place in the presence of a prison officer not below the rank 

of an Assistant Superintendent, who shall be responsible that no irregularity occurs. The officer shall 

be so placed as to be able to see and hear what passes and to prevent any article being passed 

between the parties without search and approval by competent officers, except in the case of 
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interview between an under-trial prisoners and his/her legal adviser, which shall take place within the 

sight but out of hearing of the prison official. He/she shall ensure that the visitor do not exchange any 

illegal information or discuss any criminal plans.  
 

Termination of interview  

316. At the interview conversations shall be limited to private and domestic matters. An interview may be 

terminated at any moment by the prison officer present in case the conversation is related to 

violence or other such scheming and he/she shall inform Superintendent about this.  
 

317. Publication of the matters discussed at an interview may be treated as a sufficient ground for a 

withdrawal of the privilege, if the Superintendent has reason to believe that such a publication has in 

any way been due to any act or omission on the part of the prisoner. 

�

318. The Inspector General, Prisons & Correctional Services is authorized to prohibit any person from 

having any further interviews with any prisoner if he/she has reason to believe that such person has 

issued any publication as a result of an interview or visit of prison. All visitors shall be warned of this 

order before an interview. 
 

Legal advisor seeking interview with an under-trial prisoner to apply in writing 

319. When any person desires an interview with an under-trial prisoner in the capacity of the prisoner’s 

legal adviser he/she shall apply in writing, giving his/her name and address and registration no. and 

he/she must satisfy the Superintendent that he/she is the bona-fide legal adviser of the prisoner with 

whom he/she seeks an interview and that he/she has legitimate business with him.  
 

Interview of a legal advisor with under-trials to be arranged quickly 

320. When the application of a legal advisor for an interview with an under-trial prisoner is granted, the 

interview shall be arranged as soon as possible and the name of the legal adviser shall be entered 

on the prisoner’s history ticket, and a record kept on the ticket of all interviews that take place. 
 

Under-trials to be allowed to give confidential written instructions to his/her legal advisor 

321. Any bona-fide confidential written communication prepared by the under-trial prisoner as instructions 

to his/her legal adviser may be delivered personally to such legal adviser without being previously 

examined by the Superintendent. 
 

Facilities of writing and receiving letters 

322. An under-trial shall be allowed to write and receive two letters per week and a convict shall be 

allowed to write and receive one letter per week. No prisoner shall be allowed to write a letter to 

another prisoner confined in the same prison or another prison. However, he/she may communicate 

with parents, siblings or spouse or children or close relatives through letter if they are confined in 

another prison. Writing materials including service post cards, inland letters and stamps shall be 
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allowed to write a letter, at government expense. In special circumstances, Superintendent may 

allow to have enveloped communication.  

Note 1: Every prisoner committed to prison in default of payment of a fine or of finding security 

under Chapter VIII of the Code of Criminal Procedure shall be allowed to communicate by letter and 

to have interviews at any reasonable time with his/her relation or friends for the purpose of arranging 

for the payment of the fine or the furnishing of security. 

Note 2: The Superintendent may at his/her discretion allow the dispatch or receipt of letters at 

shorter intervals than prescribed above. 

Note 3: Superintendent may fix the days of the week on which letter writing shall be allowed. 
 

323. All letters by prisoners shall be written at such time and place as the Superintendent may appoint.  
 

Censorship of letters 

324. No letter shall be delivered to or sent by a convicted or under-trial prisoner until it has been 

examined by the Superintendent or by the Deputy Superintendent or Assistant Superintendent 

responsible for the same. If a letter is written in a language unknown to the Superintendent, he/she 

shall take steps to get it translated before forwarding the letter. No letter written in cipher shall be 

allowed. The Superintendent may withhold any letter which seems to him/her to be in any way 

improper or objectionable and shall inform the concerned prisoner about the same. 
 

325. If a letter is addressed to a prisoner who is not entitled under the rules to receive it, it may, unless 

the Superintendent determines to communicate it, be withheld and kept in the Superintendent’s 

custody until the prisoner is entitled to receive it or is released, when it shall be delivered to him/her 

unless it is improper or objectionable, or it may be returned to the sender with an intimation that the 

prisoner is not entitled to receive it. In the former case, the fact of receipt and reason for refusal to 

deliver shall be entered on the prisoner’s history ticket and the prisoner’s number and date of receipt 

shall be written on the letter. 
 

Prisoner may retain a letter delivered to him/her 

326. A prisoner may retain any letter which has been delivered to him/her under due authority, unless the 

Superintendent otherwise directs, or may ask that it be kept with him/her. Any letter delivered shall 

be initialled by the Deputy Superintendent to show that it is an authorized communication. 
 

Loss of privileges relating to holding of an interview or the writing of letters 

327. Any prisoner who abuses any privilege relating to the holding of an interview or the writing of letters 

or to other communication with any person outside the prison shall be liable to be excluded from 

such privileges for such time and may be subjected to such further restriction as the Superintendent 

may direct. 
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Special rule relating to prisoners of foreign nationality 

328. Details of any foreign prisoner admitted in the prison shall be communicated to the Inspector 

General, Prisons & Correctional Services and Assistant Inspector General, Prisons (Region) 

immediately. In case, the foreign prisoner wants to communicate with the embassy, then the 

communication shall be sent to embassy through appropriate channels.  In case any official from 

embassy requests meeting with the foreign prisoner for any purpose or for providing legal 

assistance, the Superintendent shall permit the same if the prisoner is of same nationality as that of 

the embassy. In other cases, the request shall be forwarded to the Inspector General, Prisons & 

Correctional Services, and through him to the State Government. Upon the concurrence of the State 

Government he/she shall be allowed to meet the foreign prisoner.  
 

Police to attend weekly parade of prisoners convicted of certain offences 

329. To afford the police an opportunity for the identification of old offenders shall permit a police officer 

deputed by the Superintendent of Police on the day preceding the weekly parade of prisoners to 

have access to the Admission register and the Release diary, the warrants, etc. From these the 

police officers shall prepare lists of prisoners admitted during the preceding week, of prisoners who 

shall be discharged in the following week, prisoners who died during the preceding week and of any 

unidentified prisoners still under police enquiry, whom the police shall have to inspect on parade. 

The prisoners named in these lists shall be paraded next morning at 8 A.M separately from the 

others at the general parade and the police (not more than 20 in number) who shall be conducted by 

an Assistant Superintendent shall be permitted to inspect all these prisoners. The police shall not be 

permitted to hold any communication with a prisoner except such as is necessary for the purpose of 

identification. Females shall not be paraded, but shall be entered in the parade report. The 

Superintendent shall inform the Superintendent of Police on what day the weekly parade of 

prisoners shall be held and at what hour the police officer can have access to the prison office. Only 

prisoners convicted under Chapters XII and XVII of the Indian Penal Code of offences punishable 

with three years, or attempts at the same, under section 328, 363 to 369, persons bound down 

under sections 109 and 110 of the Criminal Procedure Code, and under-trials need be paraded for 

the inspection of the police. Any police officer, duly deputed by the Superintendent of Police to 

photograph or measure a prisoner or to take his/her finger impressions or footprints shall be allowed 

to do so. Every photograph shall be taken in ordinary attire and not in prison dress. A convict shall 

not be allowed to change his appearance when his photograph is being taken. In the case of a 

person who has been convicted of an offence involving impersonation, the Superintendent of Police, 

may if he/she considers it desirable, direct that the photograph be taken in the usual dress of the 

person or class of persons impersonated. 

Note: Unidentified under-trial prisoners who are required to be placed in Test Identification Parade 

for identification by Police Officer shall not be put to weekly parade until the Test Identification 

parade is over. 
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B. Appeals 

All facilities to be given to prisoners desiring to appeal 

330. All relevant rules about appeals, and the facilities available in the prison for preparing and sending 

appeals, shall be explained to the prisoners at the time of their admission by the Deputy 

Superintendent or Prison Welfare Officer. Every convict desiring to appeal, and entitled to do so 

shall be promptly attended to, whether the appeal can reach the appellate court within the specified 

period or not. In cases where a petition for appeal is made so late as to render it unlikely or 

impossible for it to reach the appellate court within the allotted time, the officer in charge shall 

endorse on the appeal the convict’s reasons for not submitting it earlier, together with his/her own 

views (if any) on the reasons so given. In case the appeal time has exhausted a representation 

appeal shall be forwarded to the Court citing reasons of delay.  
 

History ticket to show prisoner’s wishes in regard to appeal 

331. If any prisoner states that he/she desires or does not desire to appeal, the fact shall be recorded in 

his/her history ticket. 
 

Period of appeal 

332. The period within which appeals must reach the various appellate courts in order to prevent their 

being time barred shall be in accordance with the provisions of Code of Criminal Procedure Code, 

1973. 

Note:  In computing the period of limitation prescribed for an appeal the time requisite for obtaining a 

copy of the decree, sentence or order appealed from or sought to be reviewed shall be excluded. 
 

Interview for preparation of appeal 

333. Every convict shall be allowed reasonable opportunities of personally interviewing his/her relatives, 

friends and legal advisers for the purpose of preparing his/her appeal; provided that the prisoner 

suggests that name beforehand to the Deputy Superintendent and provided that every such 

interview shall be held within sight, but out of the hearing of the prison officer in whose charge the 

prisoner is placed for the purpose of such interview. 
 

334. The convict shall be allowed to sign a power-of-attorney authorizing any one to act for him/her; the 

power must bear the proper stamp under the Indian Stamp Act of 1899 and the prisoner’s signature 

must be attested by the Deputy Superintendent, or an Assistant Superintendent. 
 

Preparation and presentation of appeal by convict 

335. If a prisoner desires to appeal and declares that he/she has no relative, friend or agent who is willing 

to make an appeal for him/her, the Superintendent shall forthwith apply for a copy of the judgment or 

order relating to such prisoner from which he/she desires to appeal. Such prisoners shall be referred 

to the state legal services authority for free legal aid. 
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i. On receipt of the copy of judgment or order a written acknowledgement shall be obtained from 

the prisoner. The prisoner shall, if he/she is able to write, be allowed to write his/her own 

appeal. If the prisoner is not able to write, the Superintendent shall cause his/her appeal to be 

written for him/her by another prisoner or by a prison officer or by the legal counsel provided by 

the free legal authority of the state.  A prisoner or officer deputed to write an appeal shall do so 

at the appellant’s dictation and shall neither make any suggestion to the prisoner as to what 

shall be stated, nor add anything to what the prisoner himself/herself desires to have stated in 

the appeal. The prisoner or officer deputed to write an appeal shall read out the appeal to the 

convict. 

Note 1: No prisoner or officer of the prison shall prepare, write out or submit any appeal or 

petition on behalf of any prisoner without the previous permission in writing of the 

Superintendent. 

Note 2: If the copy of judgment is not received within seven days the Superintendent shall send 

a reminder for it and if there is any excessive delay shall report the matter to the District & 

Sessions Judge. 

ii. The signature of the appellant on the appeal document shall be witnessed and attested by the 

Deputy Superintendent or an Assistant Superintendent before forwarding the same to the 

Superintendent.  

iii. The Superintendent shall forward the appeal without delay with the copy of the judgment or 

order appealed from to the appellate court. If any delay has occurred in preparing the appeal or 

revision petition after the receipt of the copy of judgement, a note of such delay shall also be 

made on the petition. Prisoners convicted in the same case may appeal or apply for revision 

either jointly in one petition or separately. In case of joint petition one copy of judgment shall 

suffice for all. 

Note: Appeals from military prisoners against sentences passed on them by court martial must 

be forwarded to the Military Command head-quarters. 

iv. When notice of the date of hearing of an appeal or petition is received, it shall be communicated 

to the convict and a written acknowledgement of receipt of such notice shall be obtained. The 

notice shall then be attested by the Superintendent and returned to the concerned court. 

v. When notice to show cause why a prisoner's sentence shall not be enhanced is received from 

the appellate court, the prisoner shall be asked whether he/she wishes to apply for permission 

to appear in person before the court concerned. If he/she says so, the Superintendent shall 

forward his/her application to the court for orders. Arrangements shall be made for his/her 

personal appearance in the court if such permission is granted. 

Note: If, after the receipt of the copy of the judgment or order, a relative, friend or agent of the 

prisoner undertakes to make the appeal on his/her behalf and the prisoner consents to that 
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course, the copy of the judgment shall be delivered to such relative, friend or agent as the case 

may be. 
 

Superintendent to inform the Sessions Judge when appeal to High Court preferred by a 

prisoner 

336. Whenever a prisoner appeals from prison to the High Court, the Superintendent shall inform the 

Session Judge of such appeal.  
 

Appeal by a prisoner to the Supreme Court 

337. If an appeal addressed to the Supreme Court is submitted by the prisoner it shall be in the form of a 

petition in writing which shall be accompanied by a certified copy of the Judgment of the court 

appealed against and such other documents required as per relevant Supreme Court Rules. The 

petition along with the documents shall be forwarded to the Registrar of the Supreme Court.  
 

No transfer of prisoner until time for appeal or hearing of appeal is over 

338. Except influential, violent or dangerous prisoners or prisoners required to give evidence or undergo 

trial on another charge, no convicted prisoner shall ordinarily be transferred from the prison to which 

he/she is committed until he/she has completed his/her term of appeal without appealing or unless 

his/her appeal has been rejected. 
 

Notice of transfer of convict to a different prison to be sent to the convicting court in 

certain cases 

339. When prisoners, who have not, to the knowledge of the prison authorities, preferred an appeal, are 

transferred to other prisons before the expiry of the period allowed for filling an appeal, a notice of 

the transfer shall invariably be sent to the last convicting court. When an order to release a prisoner 

who has been transferred, or a revised warrant or any communication relating to his/her appeal, is 

received from the appellate court by the Superintendent of a prison, he/she shall forward it 

immediately by post to the Superintendent of the prison to which the prisoner has been transferred. 
 

340. In every case in which a sentence is confirmed on appeal, the prison authorities shall receive 

information to this effect by means of the form prescribed. Irrespective of the procedure prescribed 

above, the appellate court shall, for the information of the appellant, notify to the Superintendent of 

the prison in which such appellant is confined the result of his/her appeal. This notification, which 

shall be made in the sanctioned form, is intended solely for the communication of the result of the 

appeal to the appellant, and in no way relieves judicial officers from the duty of issuing revised 

warrants when such are necessary.  
 

341. The rules 339 and 340 do not apply to cases in which a sentence passed by a Judicial Court is 

commuted by order of Governor or of the President. In such a case the order of Government, or a 

certified copy thereof, shall be attached to the prisoner’s warrant, on which a note setting forth the 
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alteration of sentence, and the number and date of the Government order, shall be made and 

attested by the Superintendent. 
 

Appellate court to notify the Superintendent the result of appeal 

342. In every case in which a sentence of the lower court is reversed or modified on appeal by the 

appellate court, the appellate court shall send the warrant/order related to this to the court that has 

sentenced the convict; the original court in turn shall send release order/fresh warrant to the 

Superintendent of the prison in which the appellant is confined. The Superintendent of the prison 

shall acknowledge by a letter the receipt of any warrant or order or intimation, and shall also inform 

the prisoner of the result of his/her appeal or application. The prison shall also return the original 

sentence warrant to the concerned court. When the fresh warrant is returned with an endorsement of 

execution the appellate court shall forward it to the court from the decision of which the appeal was 

preferred, to be attached to the original record, Provided that if an appellant has been released on 

bail pending the hearing of his/her appeal, the appellate court shall, on the disposal of the appeal, 

take action in accordance with the provisions of the High Court Criminal Rules and Orders, 1950.  

 

Custody of prisoner when a re-trial is ordered 

343. When an appellate court annuls a sentence and directs that the prisoner shall be retired, and 

warrant for the prisoner’s release on bail is not received, the prisoner shall be remanded to the 

under-trial ward (unless he be undergoing some other sentence), and the Superintendent shall apply 

to the committing court for a warrant for his/her custody pending trial if such warrant is not at the 

same time furnished. Such warrant should set forth the court by which the prisoner is to be tried and 

the date on which he/she is to be produced before the court. 

 

Submission of petition to the Governor for mercy 

344. A prisoner whose appeal is rejected by the High Court may, if he/she desires it, petition the 

Governor for pardon or mitigation of sentence, but when once such a petition has been rejected a 

second petition, either to the Governor or to the President shall not be forwarded to State 

Government. 
 

Convict’s petition to the District Magistrate or his/her erstwhile employer or official 

superior 

345. In the event of any convict desiring to petition the District Magistrate, or his/her late official superior 

or employers in matters of urgency relating to family affairs, civil suits, property and the like the 

Superintendent, after due consideration, may at his/her discretion permit such petition and shall then 

countersign and forward it direct to its destination provided that in no case shall any petition of this 

nature be forwarded direct to the High Court.  
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346. Convicts who are not Indian citizens may, in matters of urgency at the discretion of the 

Superintendent, be allowed to petition the consuls of their respective governments; but such petition 

shall be forwarded through the Inspector General, Prisons & Correctional Services.  
 

347. Petitions addressed by the prisoners including the under-trial prisoners to the President, Vice-

President, Prime Minister and other high dignitaries of the Central and State Government may be 

forwarded to them through the Inspector General, Prisons & Correctional Services. The Inspector 

General, Prisons & Correctional Services may, however, withhold such petition if the statements 

contained in the petition are untrue or the petition is couched in objectionable language. The reasons 

for withholding such petition may, however, be reported to the addressee by Inspector General, 

Prisons & Correctional Services through normal official channel. 
 

File to be opened for prisoners desiring to appeal 

348. For the prisoners who desire to appeal, a separate file shall be maintained mentioning name of the 

prisoner, date of sentence, name of the court pronouncing sentence, the date of receipt of copy of 

judgment from the court which pronounced sentence, date of appeal, letter number, date etc. the 

name of appellate court, date of receipt of hearing notice, details of personal appearance of the 

prisoner and the decision given on the appeal shall be recorded.   
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Transfer of Prisoners 
 

Grounds for transfer of prisoners 

349. Prisoners may be transferred from one prison to another for the following reasons:  

i. For custody and treatment in a suitable prison in accordance with the duration of sentence and 

classification procedure 

ii. For attendance in court for the purpose of standing trial or giving evidence 

iii. On medical grounds 

iv. On humanitarian grounds, in the interest of their rehabilitation 

v. For post-release vigilance by the police 

vi. On grounds of security, expediency, etc. 

vii. To be nearer to his/her home district 

viii. To avoid overcrowding in a particular prison 

ix. For other special reasons, if any 
 

Previous sanction of Inspector General, Prisons & Correctional Services for transfer of 

prisoner 

350. Subject to the general control of the State Government, the Inspector General, Prisons & 

Correctional Services, may order the transfer of any prisoner from one prison to another within the 

state. However, sanction of Inspector General, Prisons & Correctional Services, shall not be required 

in the following cases: 

i. Transfer of prisoners required to give evidence or to undergo trial for an offence.  

ii. Prisoners required to give evidence or to undergo trial on another charge 

iii. P.R.T prisoners transferred to the prisons of their native districts, in which case transfer shall be 

made in direct communication between the Superintendent of the transferring and receiving 

prisons. 

Note 1: With every application for orders to transfer prisoners, or report of transfer in anticipation of 

sanction (which must be made immediately after prisoners have been dispatched), a “descriptive 

roll” stating the numbers and names of prisoners to be transferred (or who have been transferred) 

and full reasons for transfer, shall be submitted to the Inspector General, Prisons & Correctional 

Services either direct or through the Superintendent of the Central prisons. The report of the Medical 

Officer shall also be attached with this report.  

 

Content of Inspector General’s order for transfer 

351. The order of Inspector General, Prisons & Correctional Services sanctioning the transfer shall 

contain only the serial numbers and names of the prisoners, and shall be sent to the prisons in which 

the prisoners are confined, the roll itself being sent to the prison to which the prisoners are to be 

transferred. A duplicate copy shall be kept in the prison office. 



�����������	
���
���������

�

������ � � � �

�

�

�

 

Descriptive rolls of prisoners liable to be transferred to be submitted to Inspector General 

352. It shall be the Superintendent’s duty to see the descriptive rolls of all prisoners, whose transfer is 

desirable, especially long-term convict, educated convicts, and convicts possessing local influence 

are duly prepared and submitted to the Inspector General, Prisons & Correctional Services for 

orders. The Deputy Superintendent shall, on receipt of any educated prisoners, or prisoner of local 

influence, or of a dangerous character, specially bring him/her to the notice of the Superintendent for 

his/her transfer. 
 

Transfer of prisoners convicted in same case to different prisons 

353. Prisoners convicted in the same case may be transferred to different prisons if, in the opinion of the 

Inspector General, Prisons & Correctional Services, it is absolutely essential to do so in the interests 

of discipline and maintenance of order in the prison.  
 

Transfer of habitual prisoners 

354. The Superintendent may apply to Inspector General, Prisons & Correctional Services, for transfer of 

a habitual prisoner from the prison on the ground that the prisoner is familiar with the locality and 

surroundings because of previous imprisonment there or otherwise. However, the Inspector General, 

Prisons & Correctional Services shall order transfer of such prisoners, treating every such 

application on its merit, and after satisfying him/her that sufficient reasons for transferring the 

prisoner exist.  
 

Transfer of ex-military prisoners convicted by a court martial 

355. The ex-military prisoners convicted by a court martial could be transferred to a prison in their home 

state irrespective of the unexpired portion of their sentence, provided that Inspector General, Prisons 

& Correctional Services, of their home states permit it. The Superintendent of prison, where the 

prisoner is confined, shall immediately after his/her admission, send the report and written 

declaration of the ex-military prisoner in duplicate to the Inspector General, Prisons & Correctional 

Services, who shall, in consultation with the counterpart in the prisoner’s home state, may decide 

that the prisoner may be transferred and issue orders to this effect. 
 

Police Registered Transfer (P.R.T.) prisoner unfit for transfer due to sickness 

356. If a P.R.T. prisoner is unfit by reason of sickness, for transfer two months before his/her release, the 

fact shall be communicated to the Superintendent of police of the district to which the prisoner 

belongs and also to the local Superintendent of police. If the prisoner subsequently becomes fit for 

transfer in time to allow of his/her reaching the prison of his/her district before his/her release is due, 

he/she shall them be transferred. If, when only a fortnight of his/her sentence remains to be served, 

he/she is still unfit for transfer, his/her P.R. slip shall be sent to the local police with a note of the fact 
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on it, and, on the day of his/her release, he/she shall be discharged at the prison gate without further 

action being taken.  
 

Transfer of prisoners belonging to other states 

357. The convict prisoners belonging from other states shall be transferred to the respective prison in 

proximity to their place of residence if their unexpired portion is atleast three months at the time of 

their transfer; provided that the Superintendent of police verifies that the prisoner is bonafide 

resident of that district.  
 

No prisoner to be transferred without certificate of Medical officer 

358. Transfer of any prisoner shall be done only after the certificate of fitness to travel is issued by prison 

Medical Officer except for the condition that he/she is being sent to other prison for enabling 

specialist medical treatment.  For transfer of the prisoner all medical records of the prisoner shall be 

updated and the Medical Officer shall ensure that they are sent with the prisoner. 
 

Prisoners to be allowed to wear private clothing during transit 

359. Every prisoner, during transit, shall be allowed to wear his/her private clothing. Whenever the private 

clothing of a prisoner has been destroyed he/she shall, on transfer, be provided with civilian clothing. 
 

Relatives of the prisoner to be informed of the transfer 

360. Whenever a prisoner is transferred from a prison, intimation of such transfer shall be sent to the 

family of the prisoners. 
 

Requisition for escort 

361. For transfer of convicted prisoners demand for police escort shall be made by Superintendent of 

prison to the Superintendent of police wherein the name of prisoner and section of conviction shall 

be mentioned. On receipt of such demand, it shall be responsibility of Superintendent of police to 

provide the police escort for such transfer. Police escort shall be responsible for the security of 

prisoners and shall decide on the mode of transportation and decide as to which security measure 

shall be adopted during transportation i.e. handcuffing etc. for ensuring safe transport of the prisoner 

to the new destination. The strength of the police escort shall depend on the no. of prisoners to be 

transferred, nature and character of each prisoner and security risk posed by each of them and shall 

be decided by the police department in consultation with the Superintendent of the prison. 

Note: In cases, where the vehicle has not been provided by the police department, suitable transport 

arrangement shall be made by the prison department.  
 

Intimation of the proposed transfer to the receiving prison 

362. Intimation of the proposed transfer shall be sent immediately to the prison which is to receive the 

prisoners. This shall enable the receiving prison to take full advantage of the return escort in 
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transferring any police registered or other prisoners to the prison from which the escorts started, or 

to any intervening prison on the line of railway, and thus effect a considerable saving to Government. 

 

Search of prisoners to be transferred 

363. The prisoners who are to be transferred shall be searched thoroughly before they are made to the 

police escort to ensure that they do not possess arms etc. which can assist them in their bid to 

escape. 
 

Superintendent to issue transfer order and certify details on the warrant 

364. The Superintendent shall, before transferring a prisoner, verify all the entries regarding him/her on 

the warrant and certify on the back of the warrant, the number and date of the order directing the 

transfer, the date of transfer and the prison to which prisoner is being sent. 
 

Documents to accompany prisoner on transfer 

365. At the time of transfer of prisoners, following documents shall have to be handed over to officer in 

charge of escort to be delivered to the Superintendent of the receiving prison: 

i. Original custodial warrant of prisoner 

ii. Available records in the prison concerning the prisoner 

iii. Remission Card and History Ticket 

iv. Medical report 

v. Details of personal belongings of prisoner (3 copies) 

vi. List of clothing, bedding and other government property sent with the prisoner (3 copies) 

vii. P.R. Slips, if any 

viii. Copies of the orders of the court requiring the attendance of prisoners 
 

Note 1: When delivering prisoners for transfer into the custody of the escorts, the Deputy 

Superintendent shall also make over to the officer in charge of the escort a sum of money sufficient 

to meet all expenses during transit. 

Note 2: The remission earned by the transferred prisoner up to the end of the preceding month shall 

be endorsed on his/her History Ticket and on the warrant, and the entries shall be signed by the 

Superintendent. It shall be responsibility of the Deputy Superintendent to record the abovementioned 

information duly and correctly; to ensure that all documents to accompany the prisoners are correctly 

sent and to receive an acknowledgement. 
 

366. The Superintendent shall also furnish to the officer in charge of escort a memorandum showing the 

number of prisoners being transferred, their state of health, the route they are to take, and the date 

of transfer. He/she shall also send all these details to the Superintendent of the receiving prison, 

along with the probable date of their arrival well in advance. 
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367. As a precautionary measure, full details of the following types of prisoners shall always be supplied 

to the escorting party before they are handed over to the police by the Superintendent of the 

transferring prison, namely: 

i. Prisoners with sentence of five years and above 

ii. Prisoners whose conduct in prison is bad or who have been found to be dangerous 

iii. Prisoners involved in heinous offences 

iv. Prisoners sentenced under section 224 of Indian Penal Code (Central Act XLV of 1860), and 

those who are known to have escaped or have attempted to escape in the past 
 

Diet allowance on journeys on transfer of prisoners 

368. In cases of journeys on transfer, a diet allowance, two times of the per day diet expenditure incurred 

on the prisoner in the prison shall be given to the officer-in-charge of the escort for purchasing 

necessary food for them during transit. When the journey is likely to be completed during the same 

day, prisoners may be provided from the prison, if they are so willing, with the food packets within 

the per day cost of food provided to them in the prison. 
 

Conveyance expenses of prisoners to be borne by transferring prison 

369. The expenses of transfer of convicted prisoners shall be borne by the transferring prison. 
 

Time and mode of despatch of prisoners from transferring prison 

370. Prisoners shall not ordinarily be transferred so as to reach the prison of destination on any of the 

recognized holidays for prisons or after the closing of prisons. If such a contingency is likely to arise 

due to unavoidable circumstances, the Superintendent of the transferring prison shall forward a 

written request to the Superintendent of the receiving prison. The Superintendent of the receiving 

prison shall, however, entertain such admission on holidays or after the closing of the prisons even 

in the absence of any such request, but bring the irregularity to the notice of the Inspector General, 

Prisons & Correctional Services. 
 

371. The authorities at the transferring prison shall, as far as possible, avoid sending prisoners of different 

categories in the same batch. However, if circumstances make this unavoidable, they shall give 

clear instructions to the officer in charge of the escort to prohibit communication amongst such 

prisoners. 
 

Female prisoner in-transit to be separated from adult male prisoners 

372. While in transit, female prisoners shall be separated as far as possible from the adult male prisoners.  
 

Safe custody of prisoners during transit 

373. When a female prisoner is transferred, a female warder/woman police constable shall accompany 

her. But, her presence shall not relieve the responsibility of the police for the safe custody of the 

prisoner in transit. Women prisoner shall not be handcuffed while in transit. 
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374. The officer in charge of escort shall see that prisoners do not communicate with outsiders and have 

no opportunity of obtaining forbidden articles, including cash, from their friends or relatives while in 

transit. During the transit period the prisoners shall be searched daily and shall not be allowed to 

handle any cash, jewellery or other private property, except his/her private clothing.  
 

Prisoner falling sick on transit 

375. Prisoners who fall sick in transit shall not be attached to any other prisoners, but shall be allowed, 

while they remain sick, to travel separately. If during transit a prisoner becomes so ill as to be unable 

to continue his/her journey, he/she shall be taken to the nearest hospital, or to any place where there 

is a public dispensary, or to the nearest prison for treatment by a Medical Officer. A report of the 

circumstances shall immediately be made to the Superintendent of the transferring prison and of the 

prison to which the prisoner was being moved.  
 

376. The Superintendent of the prison to which a sick prisoner on transit is taken shall receive and detain 

him/her, until well enough to proceed to his/her destination. The warrant and all papers connected 

with the prisoner shall be made over to the Superintendent of the prison at which he/she is detained, 

and a note of the circumstances of detention shall be made upon his/her history ticket. On recovery, 

he/she shall be forwarded to his/her destination with his/her papers, and a report of the dispatch of 

the prisoner shall be sent to the prison to which he/she is to be consigned and to the Inspector 

General, Prisons & Correctional Services. 
 

Death of prisoner on transit 

377. When a prisoner dies on transit, the officer in charge of the escort shall at once report the 

circumstances to the nearest police station, which in turn shall inform the District Magistrate. The 

District Magistrate shall enquire into the case and submit his/her report directly to the Inspector 

General, Prisons & Correctional Services, and shall arrange for the disposal of the dead body. The 

officer in charge of the escort shall also intimate the death of a prisoner to the Superintendent of the 

prison to which the prisoner was being transferred, and the Superintendent of the transferring prison 

immediately. The latter shall inform the deceased prisoner's relatives, the State Government, and 

the National/State Human Rights Commission of the death of the prisoner. 
 

Escape of prisoner on transit 

378. If, during transit, a prisoner escapes, intimation shall at once be given by the officer in charge of the 

escort to the nearest police station to enable them to take steps for recapture of the prisoner. The 

Superintendent of the prison to which the convict was being taken and of the transferring prison, 

shall also be informed of the escape, and the latter shall take the prescribed measures for the 

recapturing of prisoner. On recapture such a prisoner shall be sent to the prison from where he/she 

was originally being transferred. 
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Procedure on arrival of prisoners at the receiving prison 

379. Deputy Superintendent of the receiving prison shall count the number of prisoners received and 

verify the number from that shown in the memorandum. If any prisoner is missing, he/she shall 

ascertain the cause from the officer-in charge of the escort and record the fact on the receipt to be 

given to the officer-in charge of the escort and also report it to the Superintendent. 
 

380. Deputy Superintendent  shall receive from the officer in-charge of the escort all the documents and 

property mentioned in rule 365; and on being satisfied that the prisoner's documents and property 

have been correctly received, he/she shall countersign the memorandum and the triplicate copy of 

the list of property and shall return two copies (one copy each for transferring prison and security in-

charge), together with any clothing and item issued at State Government cost, to the officer in 

charge of the escort. 
 

381. Deputy Superintendent shall also receive from the officer in-charge of the escort a detailed account 

of the funds entrusted to him/her to the Deputy Superintendent of the receiving prison, who after 

examining it shall take over any balance that may be due and remit it into the treasury. The 

superintendent shall finally send the account to transmitting officer with such remarks as he/she may 

consider necessary. 
 

382. In case any discrepancy is noted in the documents and physical articles information to this effect 

shall be given to the transferring prison’s Superintendent who shall ensure necessary action in this 

regard.  

383. Deputy Superintendent shall question the prisoners as to their treatment on the road, the halts made 

and whether they received their meals. Any statement to the contrary, or complaints made shall be 

noted on the receipt to be given to the officer-in charge of the escort and reported to the 

Superintendent in the Deputy Superintendent’s Report book. 

384. If any breach or neglect of duty on the part of the officer in charge of escort is noticed, the 

Superintendent of the receiving prison shall send a report to the Inspector General, Prisons & 

Correctional Services. 

385. Before dismissing the escort, he/she shall see whether any prisoners have to be transferred to the 

prison of the district whence it came or to any other prison enroute and if there are, he/she shall 

deliver to the escort with all necessary documents and procedures prescribed in the above rules so 

many of the prisoners as the strength of the escort is sufficient to guard. 
 

386. The rolls of all prisoners who have been convicted for escape from lawful custody shall be 

submitted, by the Superintendents of district and sub-divisional prisons, to the Inspector General, 

Prisons & Correctional Services for sanction to their transfer to central prisons, An entry in red ink 

under the name of each prisoner shall be made as follows- escaped from police, or escaped from 

prison, as the case may be. 
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Prison Discipline 
 

Rights of a prisoner 

387. Every prisoner in a prison shall have the following rights: 

i. Right to Human Dignity: Every prisoner in a prison shall as far as it may be expedient and 

practical be entitled to be treated with dignity and shall enjoy all the fundamental and other 

rights conferred under the provisions of the Constitution and any other law for the time being in 

force, subject to such restrictions as may be necessary by virtue of his / her incarceration, or 

the larger interest of maintenance of discipline, safety and security inside the prison.  

ii. Right to basic minimum needs: Every prisoner in a prison shall be entitled to fulfilment of basic 

minimum needs such as adequate diet, health, medical care and treatment, access to clean 

and adequate drinking water, access to clean and hygienic living conditions including, sanitation 

and personal hygiene, clean, adequate clothing and bedding subject to such restrictions as may 

be necessary by virtue of his / her incarceration, or in the larger interest of maintenance of 

discipline, safety and security inside the prison.  

iii. Right to access to law: Every prisoner in a prison shall be entitled to have adequate legal 

remedies and legal aid both within and outside the prison; have the right to consult or to be 

defended by a legal practitioner; have the right to access to legal service and legal aid services; 

be entitled to petition to the prison authorities for any lapse in the provision of basic amenities 

and facilities mentioned above, arbitrary punishment or any other matter which he/she 

perceives to be violative of prescribed rules; to be produced before the court on the date fixed 

for his/her remand or trial either physically or through electronic method 
 

Duties of a prisoner 

388. At the time of admission, prisoners shall be asked to obey the prison rules and their duties shall be 

explained to them as below: 

i. Obey all lawful orders and instructions issued by the competent prison authorities and convict 

officers and help them in the performance of their official duties  

ii. Abide by all prison rules and regulations and perform obligations imposed by these rules and 

regulations 

iii. Remain strictly with their groups, in their work place and within the part of the prison in which 

they are confined and perform their allotted tasks diligently and carefully 

iv. Report any plot or conspiracy and any attempt to escape or preparation for an escape, or for an 

attack upon any prisoner or prison officer; and help the prison officers in case of any attack 

upon them  

v. Not to hold any communication with outsiders, women, civil or undertrial prisoners or prisoners 

of a class different from their own, or with the guards, beyond what is absolutely necessary 

vi. Not to gamble or barter or within the prison; nor keep animals, birds or other pets 
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vii. Not to play any game (unless specially permitted by the Superintendent) or keep any games 

related material like cricket bat, hockey, stumps, volleyball, badminton net with them; instead 

these shall have to be deposited with the warder in charge after games 

viii. Not to strike, assault or threaten any officer or prisoner 

ix. Use government property with care and not to damage or destroy the same negligently or 

wilfully 

x. Be alert during the count parade and general parade 

xi. Not to take any eatables without order from food distribution platform or kitchen 

xii. Not to talk loudly, sing or quarrel in the prison 

xiii. Not to leave his/her bed at night for any purpose without first obtaining the permission of the 

watchman, or to sit or lie on any other prisoner’s berth 

xiv. Do not either bring yourself contraband items in the prison or accept the same from others 

xv. Maintain the prescribed standards of cleanliness and hygiene; and prison discipline 

xvi. Respect the dignity and the right to life of every inmate, prison staff and others 

xvii. Abstain from hurting religious feelings, beliefs and faiths of other persons 

xviii. Preserve and promote congenial correctional environment in the prison 

xix. Refrain from making any false or exaggerated complaints/ allegations or conniving in forming 

any agitation / disruption within the prison 

xx. Use the given mechanism of grievance redressal and encourage others too; not to leave his/her 

work to make any representation to the prison officer 

xxi. Observe such other duties as may be prescribed  

Note: Prisoners shall be warned that, in the event of any riot or violent outbreak, the prison officers 

are authorized to fire upon them. 
 

Prison offences 

389. Under section 45 of the Prisons Act, 1894, the following acts have been declared to be prison 

offences when committed by a prisoner:  

i. Wilful disobedience to any regulation made under section 59 (1) of the Prisons Act, 1894 

ii. Secreting any article whatever 

iii. Any assault or use of criminal force 

iv. The use of insulting of threatening language 

v. Immoral or indecent or disorderly behaviour; disrespect to any prison officer or visitor 

vi. Making groundless complaints 

vii. Holding any communication (in writing, by word of mouth or otherwise) with an outsider, with a 

prisoner of the opposite sex, civil or under-trial prisoner, in disobedience of the regulations of 

the prison 

viii. Omitting to assist in the maintenance of discipline by reporting any prison offence, or to give 

assistance to an officer of the prison when called on to do so 
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ix. Leaving without permission of an officer of the prison the gang to which he/she is attached, or 

the part of the prison in which he/she is confined 

x. Removing without permission of an officer of the prison food from the kitchen or godowns or 

from the place where meals are served, or disobeying any order as to the issue and distribution 

of food and drink 

xi. Omitting or refusing to keep clean his clothing, blankets, bedding or disobeying any orders as to 

the arrangement or disposition of such articles 

xii. Omitting or refusing to take due care of all prison property entrusted to him/her 

xiii. Omitting or refusing to take due care of, or injuring, destroying or misappropriating the materials 

and implements to him/her for work 

xiv. Omitting to report at once any loss, breakage or injuring which he/she may accidentally have 

caused to prison property or implements 

xv. Tampering in any way with prison locks, lamps or light or other property with which he/she has 

no concern 

xvi. Stealing the prison clothing or any part of the prison kit of any other prisoner 

xvii. Committing a nuisance in any part of the prison 

xviii. Spitting on or otherwise soiling any floor, door, wall or other part of the prison building or any 

article in the prison 

xix. Wilfully disabling himself from labour 

xx. Contumaciously refusing to work 

xxi. Filing, cutting, altering or removing handcuffs, fetters or bars without due authority 

xxii. Wilful idleness or negligence at work by any prisoner sentenced to rigorous imprisonment 

xxiii. Wilful mismanagement of work by any prisoner sentenced to rigorous imprisonment 

xxiv. Appropriating any portion of the task performed by another prisoner 

xxv. Wilful damage to prison property 

xxvi. Tampering with or defacing, history tickets, records or documents 

xxvii. Receiving, possessing or transferring any prohibited article 

xxviii. Feigning illness 

xxix. Wilfully bringing a false accusation against any officer or prisoner 

xxx. Omitting or reusing to report, is soon as it comes to his knowledge, the occurrence of any fire, 

plot or conspiracy, any escape, attempt or preparation to escape, and any attack, or preparation 

for attack, upon any prisoner or prison official. 

xxxi. Conspiring to escape or to assist in escaping, or to commit any other of the offences aforesaid 

xxxii. Taking part in any attack upon any prisoner or officer of the prison 

xxxiii. Omitting or refusing to help any officer of the prison in case of an attempted escape or of an 

attack upon such officer or upon another prisoner 
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xxxiv. Disobeying any lawful order of an officer of the prison, or omitting or refusing to perform duties 

in the manner prescribed. 
 

390. Under section 59 (1) of the Prisons Act, 1894, the following acts have been defined as constituting  

prison offences:  

i. Wilfully destroying food or throwing it away or burning it without orders 

ii. Manufacturing any item without the knowledge or permission of prison officers 

iii. Causing adulteration during making any thing 

iv. Planning, instigating and abetting, directly or indirectly the commission of any prison offence 

v. Omitting to report the commission of any prison offence 

vi. Endangering the security of the prison in any way, by a wilful or negligent act  

vii. Breaking law and order and prison discipline and failing to assist in the maintenance of same 

viii. Doing any act calculated to create any unnecessary alarm in the minds of the prisoners or 

officers of the prison 

ix. Creating environment of fear amongst the inmates 

x. Doing or omitting to do any act with intent to cause to oneself any illness, injury or disability 

xi. Quarrelling with other prisoners; making indecent or vulgar acts or gestures 

xii. Participating in a riot or mutiny, abetting another prisoner to do the same 

xiii. Failing to assist, or preventing another person from assisting, prison officials in suppressing 

violence, assault, riot, mutiny, attack, personal violence or any other emergencies 

xiv. Failing to give assistance to a prison official when called to do so 

xv. Loitering or lingering, leaving the appointed area, the place in the file, the ward or work-group 

without permission 

xvi. Failing to report to prison officials about prohibited articles 

xvii. Having any communication, in writing or by word or by signs, without permission, with outsiders, 

under trial prisoners, detenues and civil prisoners; sending messages surreptitiously by writing 

or verbally 

xviii. Stealing/damaging/destroying/disfiguring/misappropriating any prison property or another 

prisoners’ articles and property 

xix. Failing to report at once any loss, breakage or injury, which the prisoner may accidentally have 

caused, to prison property or implements 

xx. Refusing to eat food or going on a hunger-strike  

xxi. Eating or apportioning any food not assigned to him or taking from or adding to the portions 

assigned to another prisoner 

xxii. Introducing into food or drink anything likely to render it unpalatable or unwholesome or 

dangerous for human consumption 

xxiii. Cooking food without orders and permission 

xxiv. Violating rules and regulations framed for the systematic running of the canteen 



�����������	
���
���������

�

������ � � � �

�

�

�

xxv. Wilfully hurting other's religious feelings, beliefs and faiths 

xxvi. Agitating or acting on the basis of caste or religious prejudices 

xxvii. Participating in, or organising, unauthorised activities like gambling and betting 

xxviii. Answering untruthfully any question put by an officer of the prison or a visitor. 

xxix. Soiling, littering or befouling any place or article wilfully. Throwing plastic covers here and there 

xxx. Damaging the trees and vegetables in the garden of the prison, or maltreating the prison cattle 

xxxi. Omitting or refusing to wear the clothing given to him, or exchanging any portion of it for the 

clothing of other prisoners or losing, discarding, damaging, or altering any part of it 

xxxii. Omitting or refusing to keep oneself clean, keep clean his/her clothing, blankets, bedding etc. or 

disobeying any order regulating the cutting of hair or nails or bath 

xxxiii. To refuse to walk in line  
 

Contraband/prohibited articles 

391. In accordance with section 60(f) of the Prisons Act, 1894, the articles specified or included in this 

rule shall be deemed to be prohibited articles within the meaning of sections 42 and 45 (12) of the 

Prisons Act, 1894 unless any such article be introduced into or removed from any prison, or 

received, possessed or transferred by any prisoner with the permission of the Superintendent or 

other officers empowered by him/her in this behalf.  

i. Alcohol or spirituous liquors of any kind 

ii. Tobacco for chewing or snuffing 

iii. Ganja, opium, or any other intoxicant drug, bidi, cigarette or other drugs or poisonous article. 

iv. Inflammable or poisonous material which can cause damage to body 

v. Bullion, metal,  valuable securities, jewellery or ornaments or money beyond permitted limits 

vi. Knives, arms, ropes, string, bamboos, ladders, sticks, any article likely to facilitate escape or 

implements of any kind, except those issued for use in the performance of work in prisons  

vii. Other articles which has not been issued for the use of prisoners from the prison stores and 

supplies 

viii. Mobile phones, sim-card, charger, any electronic equipment, video cassette etc.  

ix. Any other article/s whose uses are/is not permitted by Superintendent in writing, will be treated 

as prohibited article.  
 

Superintendent to refer to Magistrate for enquiry of certain offences under the Indian 

Penal Code  

392. When in the opinion of the Superintendent any of the following offences punishable under sections 

147, 148, 152, 222, 223, 224, 304A, 309, 325 of the Indian Penal Code are established against any 

prisoner, he/she shall refer the case to the competent judicial magistrate for taking appropriate 

action/enquiry: 

i. Rioting 
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ii. Rioting armed with a deadly weapon 

iii. Assaulting or obstructing or using criminal force to a public servant suppressing riot, or 

threatening or attempting to do so 

iv. Intentional omission to apprehend on the part of a public servant or intentionally aiding or 

suffering to escape any person lawfully committed to custody 

v. Escape negligently suffered by a public servant 

vi. Resistance of obstruction to lawful apprehension, or escape or attempt to escape from lawful 

custody 

vii. Causing death by a rash or negligent act 

viii. Attempt to commit suicide 

ix. Voluntarily causing grievous hurt by with or without dangerous weapons or means 

x. Any offence triable exclusively by the Sessions Court 

Note: It shall be in the discretion of the Superintendent to determine, with respect to any other act 

which constitutes both a prison offence and an offence under the Indian Penal Code, whether he/she 

shall use his/her own powers of punishment or move the Magistrate exercising jurisdiction to enquire 

into it in accordance with the Code of Criminal Procedure, but no prisoner shall be punished twice for 

the same offence. 
 

393. Under the provisions of section 52 of the Prisons Act, 1894, if any prisoner is guilty of an offence 

against prison discipline, which by reason of his/her having frequently committed such offence, or 

otherwise, in the opinion of the Superintendent, is not adequately punishable by the infliction of any 

punishment which he/she has power to award, the Superintendent may forward such prisoner to the 

court of the Chief judicial Magistrate together with the statement of circumstances. Chief judicial 

Magistrate shall thereupon enquire into and try the charge so brought against the prisoner, and upon 

conviction, may sentence him to imprisonment which may extend to one year, such term to be in 

addition to any term for which such prisoner was undergoing imprisonment when he committed such 

offence, or may sentence him to any of the punishments enumerated in the following rules; provided 

that no prisoner shall be punished twice for the same offence. 
 

Classification of punishments which the superintendent is competent to award 

394. The Superintendent may award the punishments enumerated in section 46 of the Prisons Act, 1894. 

These are classified into minor and major punishments.  
 

395. The following punishments shall be considered as minor punishments: 

i. Formal warning 

ii. Forfeiture of remission earned, not exceeding 15 days 

iii. Forfeiture of wages for 3 days once in a month 
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iv. Fatigue drill/work for a period not exceeding one hour a day up to 15 days subject to the 

prisoner's physical fitness being certified by the Medical Officer 

v. Loss of privileges given to the prisoners in detention for a maximum of 3 months 

vi. Imposition of hand cuffs for not more than 48 hours  

vii. Change of labour for 15 days to some irksome or severe form 

viii. Temporary reduction from a higher to a lower grade 

ix. Cellular and separate confinement for a period upto 30 days 

Note 1: In case of urgent necessity, a Deputy Superintendent may award minor punishment subject to 

approval of Superintendent. 
 

396. The following punishments shall be considered as major punishments:  

i. Hard labour for a period not exceeding 7 days in the case of prisoners not sentenced to 

rigorous imprisonment 

ii. Forfeiture of remission earned, exceeding 15 days 

iii. Forfeiture of wages upto earnings of four to seven days in a month 

iv. Forfeiture of privileges for more than 3 months  

v. Separate confinement for a period exceeding 14 days but upto 30 days 

vi. Imposition of hand cuffs for 15 days 

vii. Exclusion of parole facility for 1 year 

viii. Exclusion from remission system for a period of 3 months  

ix. Transfer to greater security prisons and consequent loss of privileges 

x. Permanent reduction from a higher to a lower grade 

xi. Any combination of minor punishments admissible under section 47 of the Act 

xii. In exceptional circumstances bar fetters for a period not exceeding 30 days 

Note 1: No officer subordinate to Superintendent shall have power to award major punishment.  

No punishment other than those specified in the foregoing rules can be inflicted except by a court 

397. Apart from the above punishments no other punishments could be given to the prisoner without 

order of competent Court. 
 

Punishments to be recorded 

398. Every infringement of prison rules shall be brought to the notice of the Superintendent, who shall 

decide whether the infringement reported constitutes an offence. If the Superintendent is of the 

opinion that the infringement of rule was committed through ignorance or excusable carelessness, 

he/she shall admonish the prisoner and dismiss the charge without recording it in the Punishment 

Register. But, if after communicating with the prisoner concerned the facts alleged against him/her 

and giving him/her an opportunity to state his/her defence, the Superintendent finds it to be an 

offence,  he/she  shall award some  punishment  and have  it recorded in the prisoner’s history ticket  
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and Punishment Register in accordance with section 51 of the Prisons Act, 1894. The punishment 

register for prisoners shall have details of prison offences committed by the prisoners. Such record shall 

also be maintained digitally in the Integrated Prison Management System. (Refer to Annexure 29 for the 

format of the Punishment Register). The order of punishment shall also be communicated to the 

concerned prisoner. 
 

Diary of termination of prison punishments to be maintained 

399. On the day an order for any punishment which shall continue for a specified term is given effect to, 

the date of expiry of the term of such punishment shall be calculated and the name of the prisoner 

and particulars of the punishment shall be entered in this diary under the date on which it shall 

terminate. (Refer to Annexure 30 for the format of Diary of termination of prison punishments) The 

diary shall be examined by Deputy Superintendent (Correctional Services) daily and orders shall be 

given on the prisoner’s history tickets for the discontinuance of every punishment which terminates 

on that day. 
 

Superintendent to furnish a detailed report on punishments inflicted to the higher officials 

400. The Superintendent shall present a detailed report on the punishments inflicted to the Assistant 

Inspector General, Prisons (Region) and a copy to the Inspector General, Prisons & Correctional 

Services every quarter. 
 

Person to be punished if found introducing or removing prohibited articles in prison 

401. Whoever, contrary to any rule under section 60 of the Prison Act, 1894, introduces or removes, or 

attempts by any means whatever to introduce or remove, into or from any prison, or supplies or 

attempts to supply to any prisoner outside the limits of a prison, any prohibited article, and every 

officer of a prison who, contrary to any such rule, knowingly suffers any such article to be introduced 

into or removed from any prison, to be possessed by any prisoner, or to be supplied by any prisoner 

outside the limits of any prison, and whoever, contrary to any such rule, communicates or attempts 

to communicate with any prisoner, and whoever abets any offence made punishable by section 40 

shall, on conviction before a magistrate, be liable to imprisonment for a term not exceeding six 

months, or to fine not exceeding one thousand rupees, or to both. 
 

Any person found contravening any of the provisions of the above rule may in certain 

circumstances be arrested by any prison officer 

402. When any person, in the presence of any officer of a prison commits any offence specified in rule 

390 and refuses on demand of such officer to state his name and residence, or gives a name or 

residence which such officer knows, or has reason to believe, to be false, such officer may arrest 

him/her and shall without unnecessary delay make him/her over to a police officer and thereupon 

such police officer shall proceed as if the offence had been committed in his/her presence. 
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Remission 
 

Definitions 

403. In the context of this chapter: 

i. 'Prisoner' includes a person committed to prison in default of furnishing security for maintaining 

peace or good behaviour and but excludes persons convicted by a Military Court. 

ii. 'Sentence' means a sentence as finally fixed on appeal or revision or otherwise, and includes 

an aggregate of more sentences than one, and an order of committal to prison in default of 

furnishing security for maintaining peace or good behaviour. 

iii. No remission can be claimed as a matter of right.  
 

Types of Remission 

404. Remission shall be of the following types: 

i. Ordinary Remission 

ii. Special Remission  

iii. State Government Remission 
 

Maximum Remission 

405. Unless specifically sanctioned, by the state government the total remission allowed to the prisoner 

shall not exceed one third of total sentence period. 
 

Remission Committee 

406. Each prison shall have a Remission Committee consisting of:  

i. Superintendent    - Chairman 

ii. Deputy Superintendent    - Member Secretary 

iii.  Assistant Superintendent   - Member 
 

407. The functions of this committee shall be: 

i. to attend to all matter pertaining to remission 

ii. to recommend cases of prisoners to the Inspector General, Prisons & Correctional Services for 

the grant of special remission as per provisions of this manual; 

iii. to recommend cases of prisoners to the Assistant Inspector General, Prisons (Region) for the 

grant of annual good conduct remission  

iv. to grant special remission as per provisions of this manual 
 

408. The members of the committee shall assist the Superintendent in all matters pertaining to the award 

of remission. The decision of the Superintendent shall be treated as final. The Remission Committee 

shall meet on fixed days in the last week of every month, or as and when required.  
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Cases eligible for Ordinary Remission 

409. The following types of convicted prisoners shall be eligible for ordinary remission: 

i. Prisoners having Rigorous Imprisonment of two months or more 

ii. Prisoners sentenced to simple imprisonment for two months or more and who volunteer to work 

iii. Prisoners employed on prison maintenance services requiring them to work on Sundays and 

Holidays, irrespective of the length of their sentence 
 

Cases not eligible for Ordinary Remission 

410. The following types of prisoners shall not be eligible for ordinary remission:  

i. Prisoners sentenced to imprisonment in default of payment of fine 

ii. Prisoners debarred from remission as punishment 

iii. Prisoners specifically debarred from remission under any law or rule 

iv. Any prisoner sentenced by the Court out of the State 

v. Prisoner sentenced/convicted by Military Court 
 

Scale of Ordinary Remission and authority to award the same 

411. Ordinary remission shall be granted to convicted prisoners by the Superintendent in the light of 

recommendations received from other members of the Remission Committee in the scale provided 

below: 

i. 2 days per calendar month for thoroughly good conduct, participation in institutional activities 

e.g. education programmes, de-addiction programmes and meticulous attention to all prison 

regulations 

ii. 2 days per calendar month for working in industry or performance of the assigned daily work 

according to the prescribed standards for the entire month 

iii. 1 day per calendar month for working on Sundays and holidays for general maintenance of 

prisons or in the kitchen or in the prison hospital 

Note 1: A prisoner who is unable to work through causes beyond his control, by reason of 

being at court, in transit, from one prison to another, in any hospital, either prison, civil, mental 

or in an invalid gang, shall be granted remissions under clause (i) of this rule, on the scale 

earned by him/her during the previous month, if his/her conduct prior to and during the period in 

question has been such as to deserve such grant. However, prisoners who are deliberately 

absent from work shall not be granted remission. 

Note 2:  The amount of ordinary remission granted to a prisoner during a month shall not 

exceed 7 days. 

Note 3: The amount of ordinary remission granted to a prisoner during a year shall not exceed 

84 days. 
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Ordinary remission for convict officers 

412. In lieu of the remission allowed under rule 409, convict overseer shall receive 7 days ordinary 

remission per month and convict night watchman 6 days per month. 
 

Additional annual remission for good conduct 

413. Any prisoner eligible for ordinary remission, who for a period of one year from the date of his/her 

sentence, or the date on which he/she was last punished (except by way of warning) for a prison 

offence, has not committed any prison offence, may be awarded fifteen days “annual good conduct 

remission” by Superintendent in addition to any other remission, on the recommendation of the 

Remission Committee. 
 

Calculation of remission 

414. Ordinary remission shall be calculated from the first day of the calendar month next following the 

date of the prisoners’ sentence. Ordinary remission shall not be granted for the broken period of a 

calendar month. A prisoner, unless sentenced on the first day of a month, shall not get remission for 

the month in which he/she has been sentenced. 
 

415. Period spent outside the prison, such as release on leave/parole which are included as part of a 

sentence, shall not be treated as broken periods. During such periods the prisoner shall be eligible 

for earning ordinary remission. For periods spent outside the prison which are not included as parts 

of a sentence (such as, bail, suspension of sentence, emergency release, escape and extradition) 

prisoners shall not be eligible for earning remission. In such cases, the prisoners shall be considered 

as eligible to earn remission from the first day of the calendar month following the date of their re-

admission. Period spent outside the prison on leave/parole shall be reduced from the remission 

earned while calculating the total remission and date of release. 

Note: Prisoners who have been released on bail, or whose sentence have been temporarily 

suspended, shall, on their readmission to prison, shall be brought under the remission system on the 

first day of the calendar month next following his/her readmission and be credited with any remission 

they may have earned before their release on bail, or to the suspension of the sentence.  
 

416. In the case of a prisoner, transferred from one prison to another while undergoing imprisonment, the 

period spent by him in the first prison, excluding the period spent as an under trial prisoner, shall be 

calculated along with the period spent by him in the second prison, for grant of remission purpose. 
 

Award of remission 

417. The award of ordinary remission shall be made on quarterly basis by the prison superintendent who 

before making the award shall consult the prisoner’s history ticket in which detailed comments on 

his/her monthly performance in work and conduct shall be recorded by the Assistant Superintendent 
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in-charge of the block and Deputy Superintendent. The remission recommended shall be closely 

scrutinized by the Superintendent before sanction. 
 

418. If a prisoner has not been punished during the quarter otherwise than by a formal warning, he/she 

may be awarded the eligible remission for that quarter. If a prisoner has been punished during the 

quarter the case shall be placed before the Superintendent, who, after considering the punishment 

or punishments awarded, shall decide the duration of remission to be granted for the said quarter. 
  

419. An ordinary remission shall not be awarded for the month in which the prisoner would be released. 
 

420. Remission shall be awarded to the prisoners who have been transferred to serve their sentence from 

other States in accordance with the remission rules of punishing states. 
 

421. Remission for prisoners sentenced under court martial from Indian forces shall be awarded only in 

the light of orders of Ministry of Home Affairs, Government of India. 
 

Prisoners to be informed about their earned remission 

422. At the end of each quarter, prisoners shall be informed about the remission they have earned during 

the quarter and also the total of their remission. 
 

Ordinary Remission forfeited and not admissible if sentence reduced to less than 2 months 

423. If a prisoner’s sentence or total of sentences is reduced on appeal to less than two months he/she 

shall cease to be eligible for ordinary remission under these rules and any remission that he/she 

may have earned prior to the reduction of his/her sentence or sentences shall be forfeited. 
 

Cancellation of remission for offences committed in prison 

424. If any prisoner after admission into the prison commits a prison offence or an assault on a warder or 

other official or is convicted of an offence, under sections 147, 148, 152, 224, 302, 304, 304A, 306, 

307, 308, 323, 324, 325, 326, 332, 333, 352, 353, or 377 of the Indian Penal Code, the ordinary and 

special remissions of whatever kind earned by him/her up to date of the said conviction may be 

forfeited in part or in whole, by the state government or Inspector General, Prisons & Correctional 

Services, on recommendations of the Superintendent. 

Note: All entries about forfeiture of remission shall be promptly made in the Remission card. 

Re-admission of a prisoner to the remission system 

425. The Superintendent may, with the previous sanction of the Inspector General, Prisons & Correctional 

Services re-admit to the remission system any prisoner who has been removed there from under 

rules 395 and 396 of this Manual. Such a prisoner shall earn remission under these rules from the 

commencement of the month following such re-admission. 
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Restoration of remission forfeited 

426. The Superintendent of prisons, in suitable cases, subject to the approval of Inspector General, 

Prisons & Correctional Services, may restore remission forfeited under rule 423 or any other rule 

where the prisoner’s subsequent good conduct over an appreciable period would seem to justify 

such a concession. 
 

Special Remission 

427. In addition to the ordinary remission, annual good conduct remission to create a spirit of healthy 

competition among prisoners, special remission may be granted by Superintendent or on his/her 

recommendation by Inspector General, Prisons & Correctional Services to any prisoner whether 

eligible for ordinary remission or not on the following considerations:  

i. Protecting a government employee, prison visitor, convict overseer or inmate from physical 

violence or danger 

ii. Preventing or assisting in prevention of escape of prisoners, apprehending prisoners attempting 

to escape, or giving material information about any plan or attempt by a prisoner or a group of 

prisoners to escape 

iii. Assisting prison officials in handling emergencies like fire, outbreak of riots and strike 

iv. Assisting prison administration in maintaining discipline and detecting and preventing of serious 

breach of prison regulations or discipline 

v. Outstanding contribution in cultural activities or education or vocational training or for excellent 

work done in the prison kitchen or hospital 

vi. Especially good work in industry, agriculture or any other work programme 

vii. Assistance to the Prison & Correctional Services Department in its drive to improve the 

educational standards of prisoners or for imparting vocational training or for excellent work done 

in managing prison farm or garden 

viii. Economy in wearing clothes 

 

Scale of Special Remission 

428. Superintendent can grant special remission of 30 days in a year and on the recommendation of 

Superintendent, Inspector General, Prisons & Correctional Services can grant special remission of 

maximum 60 days in a year.  

Note: Special remission may be granted for any fraction of a year accordingly. 
 

Other special remission to long term prisoners  

429. Long term prisoners with three or more years of sentence who have rendered special assistance to 

the Prison & Correctional Services Department in its drive to improve the educational standards of 

prisoners or for imparting vocational training may be granted maximum 30 days of remission by the 
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Inspector General, Prisons & Correctional Services. Such remission granted shall not come under 

the purview of limitation prescribed under rule 405. 
 

State Government Remission 

430. The State Government may award remission under section 432 CrPC to such prisoners or 

categories of prisoners as the State Government may decide. The scale and quantum of remission 

may be fixed by the State Government from time to time. Such remissions shall not come under the 

purview of limitation prescribed under rule 405.  
 

Recording of remission awarded or forfeited 

431. On the admission of any prisoner entitled to the grant of ordinary remission under these rules, the 

Deputy Superintendent  shall prepare or cause to be prepared a “Remission Card” in respect of such 

prisoner. Such record shall also be maintained digitally in the Integrated Prison Management 

System. (Refer to Annexure 31 for the format of Remission Card). Prisoners who though, not entitled 

to the award of ordinary remission, have been granted special remission or other remission shall 

have a remission card assigned to their name whenever necessary.  
 

432. Assistant Superintendent, or any other official in charge of block, shall maintain remission sheets for 

prisoners eligible to earn remission. (Refer to Annexure 32 for the format of Remission Sheet). On 

the days appointed by the Superintendent, these sheets shall be forwarded to the officer dealing with 

remission work and to the Deputy Superintendent (Correctional Services) for inspection.  
 

433. The entries regarding all remissions shall be made, under proper attestation of the Deputy 

Superintendent  and Superintendent, in the Remission Card and the History Ticket of the prisoner 

concerned by the officer dealing with remission work at the end of every quarter. The remission 

sheets shall be attached to the Remission Card of the prisoner. In case a prisoner is due for release 

before the completion of a quarter, these entries shall be made during relevant months, and action 

regarding his/her release may be taken accordingly. 
 

Remission earned to be converted into months and days in calculating date of release 

434. In calculating the date or release of a prisoner the number of days of remission earned shall be 

converted into months and days, at the rate of thirty days to each month. 
 

Publication of remission system rule 

435. An abstract of the above remission system rules translated in to the vernacular shall be posted up in 

every ward.  

Maintenance of Remission Card 

436. Remission card shall be kept securely in the prison office and no prisoner shall under any 

circumstances, be allowed access to any Remission card.  
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437. Remission cards shall be retained in the office of a prison for a period of eight years after the release 

of the prisoner to whom they relate.  

NOTE :- For the convicted prisoner released on bail or on completion of sentence, the total remission 

earned by the prisoner shall be entered in admission register and duly signed by Superintendent. 
 

Maintenance of Remission Roll 

438. In the first week of every month the officer in charge of the remission work shall generate a report 

showing the names of all those prisoners who on supposition that they shall earn their full ordinary 

remission during the current month, shall be entitled to release in the course of the month next 

ensuing. Such record shall also be maintained digitally in the Integrated Prison Management 

System. (Refer to Annexure 33 for the format of Remission Roll). Deputy Superintendent shall at the 

same time verify the accuracy of the entries in the Roll by comparing it with the Remission Card and 

History Ticket and enter the probable date of release of each prisoner in the Remission Roll and 

History Ticket. The Remission Roll shall then be submitted to the Superintendent for his attestation 

and filed in the office. 
 

Annual report on special remission 

439. The Superintendent, shall furnish annually to the Inspector General, Prisons & Correctional 

Services, a report showing in detail the grant of special remission during the year in excess of 5 days 

to any prisoner; a brief but clear detail of the grounds for each award. 
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Execution of sentences 
 

Method of calculating duration of prisoner’s sentence 

440. The duration of a prisoner’s sentence shall be calculated in calendar years or months, unless stated 

in days. The day on which the sentence is passed and the day of release shall both be included and 

considered as days of imprisonment. For example: 

i. prisoner sentenced to one day’s imprisonment must be released on the same day 

ii. prisoner sentenced to one year’s imprisonment on the 15th January 2010 shall be released on 

the 14th January 2011 

iii. prisoner sentenced on 1st January to 1 month imprisonment shall be released on 31st January 
 

441. If the month in which the sentence expires has no date corresponding to the date of sentence, then 

the last day of the said month must be taken to be the date of expiration of sentence. For example, A 

and B are sentenced to one month’s imprisonment on the 30th and 31st January 2010 respectively; 

both sentences shall expire on the morning of the last day of February and the prisoners shall be 

released accordingly. 
 

Serving of sentences 

442. In whatever order the sentences are served, a prisoner is liable to serve the aggregate of the terms 

of all the sentences, provided that under no circumstances shall a prisoner be detained in prison 

beyond the period indicated by the terms of the warrant of commitment. In case of doubt, as to the 

order in which the sentences shall take effect, instructions shall be taken from the court imposing the 

last sentence. 
 

Procedure when a person is sentenced to more than one punishment 

443. When a person is sentenced at one trial to several punishments for two or more offences, such 

punishments shall run consecutively, unless the court directs that such punishments shall run 

concurrently.   
 

444. When a person already undergoing a sentence of imprisonment is sentenced on a subsequent 

conviction to imprisonment or imprisonment for life, the sentences shall be served consecutively, 

unless the court directs that the subsequent sentence shall run concurrently with such previous 

sentence.  
 

445. When a person already undergoing a sentence of imprisonment for life is sentenced on a 

subsequent conviction to imprisonment for a term or imprisonment for life, the subsequent sentence 

shall run concurrently with such previous sentence. 
 

446. In case of doubt as to the order in which sentences shall take effect, the instructions of the court 

imposing the latest sentence shall be taken. 
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Calculation of date of release of a prisoner sentenced to two or more sentences 

447. When a prisoner is sentenced, either on the same day or on the following dates, to two or more 

sentences to be served consecutively, the date of release shall be calculated considering both terms 

as one. For example: A prisoner sentenced on 21st March 2010 to two substantive terms of 

imprisonment of one year each shall be released on 20th March 2012 and not on 19th March 2012.  
 

Date of release in the case of prisoners sentenced to imprisonment for life 

448. The imprisonment for life technically means imprisonment for the whole life. The sentence of all 

prisoners sentenced to imprisonment for life or to more than twenty years imprisonment in the 

aggregate, shall, for administrative purposes of calculation of the normal date of release, be deemed 

to be sentences of imprisonment for twenty years.  
 

Unexpired sentence of an escaped convict 

449. In the case of an escaped prisoner, subsequently arrested in connection with another offence, any 

period spent on that account in police custody, or as an under-trial prisoner, shall not be reckoned as 

imprisonment under the original sentence. Necessary entries shall be made in the Release register 

in place of the original date of release. 
 

Procedure when an additional sentence is passed on an escaped convict 

450. When an additional sentence is passed on an escaped convict, such sentence shall take effect as 

follows: 

i. If the new sentence is one of death or fine it shall take effect immediately  

ii. If the new sentence is one of imprisonment, it shall if severer in its kind than that which the 

convict was undergoing when he/she escaped, take effect immediately and the unexpired 

portion of the sentence he/she was undergoing when he/she escaped shall be served 

subsequently. 

iii. If the new sentence is not more severe in its kind, it shall take effect after he/she has served the 

period of his/her original sentence which at the time of his/her escape remained unexpired. 
 

Calculation of date of release of prisoner who has been at large  

451. In the following cases, the period spent by prisoners outside the prison, shall be known as at large 

period: 

i. Escape 

ii. Bail 

iii. Suspended period of sentence, including emergency leave 

iv. Unauthorized extension of temporary release 

v. Suspended period of sentence if directed by the court 

vi. Suspension of sentence for police investigation 
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vii. Violation of conditional release 

viii. Extradition 
 

452. The period the prisoner has been at large exclusive of the day of release and re-arrest, or of escape 

and re-capture shall be added to the term of prisoner’s sentence; and the date on which the sum of 

these periods shall elapse, counting from the date of conviction, shall be the date of expiration of 

sentence. For example: A prisoner sentenced on 1st January to one month's imprisonment escapes 

on 15th January and is re-captured on the 16th. In this case, he/she shall be entitled on the original 

warrant to be released on the 31st January. 

Note: A prisoner released on bail in court on the day he/she is sentenced without having sent to 

prison shall not be deemed to have served any part of his/her sentence. 
 

Calculation of period of sentence in default of payment of fine 

453. Sentences awarded in default of payment of fine shall be calculated as follows: 

i. Sentences imposed in default of payment of fines or for escape from custody or for prison 

offences shall not run concurrently, unless the court directs that it shall run concurrently 

Note: As  imprisonment in default of furnishing security for good behaviour is a precaution for 

the safety of the public and not a punishment for an offence, cases where a prisoner is detained 

after the expiration of a substantive sentence in order to undergo such imprisonment should be 

brought by the Superintendent to the notice of the District Magistrate of in order that, if he/she 

sees fit, he/she may take action under section 124 of the Criminal Procedure Code 1973 for the 

discharge of the prisoner. 

ii. If a prisoner sentenced to imprisonment in default of payment of fine receives another sentence 

while undergoing such imprisonment, the second sentence shall begin from the date on which 

the first sentence expires or if the fine is paid, from the date of payment. For example: A 

prisoner is sentenced on 31st January to pay a fine of Rs.300 or in default to two months' 

rigorous imprisonment and on 12th February of the same year he/she is sentenced on another 

account to an additional imprisonment for four months. The fine is paid in full on 28th February. 

In this case, the sentence of four months of imprisonment shall begin from 28th February and 

not from 31st January. 

iii. If a prisoner sentenced to a term of imprisonment in default of payment of fine is also, either at 

the same time or subsequently, sentenced to another term or to other terms of imprisonment, 

the imprisonment in default of payment of fine shall be kept in abeyance till the expiration of all 

the absolute sentence of imprisonment. For example: A prisoner sentenced on the 9th June 

2010 to two years rigorous imprisonment and a fine of Rs.100, or in default to two months 

rigorous imprisonment; on the 17th July of the same year he/she is sentenced on another 

account to an additional imprisonment for 18 months and on the 6th October of the same year 

he/she is sentenced on another charge to an additional imprisonment for two years. The 
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sentence of two months imprisonment in default of the payment of fine of Rs.100 shall begin 

from the 9th December 2015 (the date of expiration of all the absolute sentences of 

imprisonment being the 8th December).  

iv. The sentence of imprisonment shall be annulled wholly or partially by the payment of the fine, in 

whole or in part, before the completion of imprisonment in default. 

v. If any person who has been sentenced to imprisonment by an order under section 123 of 

Criminal Procedure Code, 1973 in default of furnishing security is sentenced to imprisonment 

for a substantive offence committed prior to the making of such order, the latter sentence shall 

commence immediately and the two periods of imprisonment shall run concurrently. If the 

substantive sentence was for an offence committed after the passing of the order under section 

123 of Criminal Procedure Code, 1973 the sentence shall be served consecutively.           
 

Prison officers not authorized to receive fines 

454. Prison officers including Superintendent is not authorised to receive fine offered at the prison and 

shall refer any persons tendering them to the court which imposed the fine; or, in sessions cases, to 

the Magistrate of the district where the fine was imposed. 
 

Commencement of the second sentence of the two sentences, the first having been remitted 

455. When a prisoner has been committed to prison at one trial under two separate warrants, and the 

sentence in one warrant is to take effect from the expiry of the sentence in the other warrant, the 

date of the second sentence shall, in the event of the first sentence being set aside in appeal, be 

presumed to take effect from the date on which he/she was committed to prison under the first or 

original sentence. For example: A prisoner is sentenced on 1st July to two periods of six months' 

imprisonment for two offences and on appeal the first sentence is quashed on 31st August. In such 

case, the prisoner shall be entitled to be released on 31st December. 
 

456. When separate sentences have been passed in separate trial and the sentences run consecutively 

under section 427 of the Code of Criminal Procedure Code, 1973, the operation of the second 

sentence shall, in the event of the first sentence being set aside on appeal, commence from the date 

of conviction in the second case. For example: A prisoner is sentenced on 1st July to six month's 

imprisonment and on 1st August to another period of six months imprisonment. On appeal, the first 

sentence is quashed on 31st August. In such case, the prisoner shall be entitled to be released on 

31st January. 
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Release of prisoners 

A. General rules for release 
 

Check of warrants of convicts due for release 

457. On the 25th day of every month, the warrants of all convicts whose release becomes due in next 

month shall be examined properly by Assistant Superintendent to ascertain their correctness. Under 

no circumstances shall a prisoner be detained in prison beyond the period indicated by the terms of 

the warrant of commitment. 
 

Notification of residence where prisoner shall stay after release 

458. Prisoners in respect of whom the sentencing court has recorded an order under section 356 of the 

Code of Criminal Procedure, 1973, Superintendent of the concerned prison shall send to the local 

Superintendent of Police at least one month before the probable date of the prisoners’ release, a 

statement of the prisoner (in duplicate) as to his/her intended residence after release. A copy of the 

statement shall also be entered in the High Court form attached to the prisoner’s warrant. A 

translation of the rules ii to vi given below, in the vernacular known to the prisoner or in his/her 

district shall be given to him/her at the time of his/her release and shall be read and explained to 

him/her, and he/she must be informed for what period he/she is required to comply with them.  

i. A convict shall, at least two months before the date fixed for his/her release, upon being 

required to do so by the Superintendent of the prison in which he/she is confined or by any 

person authorized in this behalf by the Superintendent, notify in the prescribed form, to the 

Superintendent or person authorized by him/her, as the case may be, the place in which he/she 

intends to reside after his/her release. 

ii. If, after the ninth day following his/her release a convict is residing in any place other than that 

notified by him/her in accordance with rule i, he/she shall immediately attend in person at the 

police station or outpost within the local limits of which he/she is residing and notify his/her 

place of residence to the officer in charge thereof. 

iii. If, after taking up his/her residence in any place notified in accordance with any of these rules, a 

convict intends to change his/her residence, he/she shall, if the place to which he/she intends to 

change his/her residence is situated within the local limits of the police station or outpost within 

which he/she is at the time residing, at least two and in any other case, at least seven days 

before he/she intends to leave the notified place of residence at which he/she is then residing 

attend in person at such police station or outpost and notify to the officer in charge thereof , the 

place to which he/she intends to change his/her residence and the date on which he/she 

intends to leave the notified place of residence at which he/she is then residing. 

iv. If after the seventh day of following the date notified in accordance with rule iii, a convict is 

residing in any place (including his/her last notified place of residence) other than that notified 
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by him/her in accordance with rule iii as his/her intended place of residence, he/she shall at 

once attend in person at the police station or outpost within the local limits of which he/she is for 

the time being residing and notify his/her place of residence to the officer in charge thereof. 

v. If a convict intends to absent him/herself temporarily for one or more nights from his/her notified 

place of residence, he/she shall, if he/she does not intend to leave the local limits of the police 

station or out post within which he/she is at the time residing not later than on the day 

immediately preceding and in any other case not later than the third day, before his/her 

departure from his/her notified place of residence, attend in person at such police station or 

outpost and notify to the officer in charge there of his/her intention to absent him/herself and the 

place or places to which he/she intends to proceed and the probable dates of his/her arrival 

there at and departure there from respectively. 

vi. If a convict is for any reason unable to notify under rule the place at which he/she intends to 

reside after his/her release he/she shall be deemed to reside within the limits of the police 

station in which the prison from which he/she is released is situated and the provisions of rules 

ii, iii, v shall apply to such a convict as if he/she had under rule i notified the said limits as the 

place of his/her intended residence.  
 

Superintendent to sign orders for final discharge of prisoners 

459. When the sentence of a prisoner expires the Deputy Superintendent shall bring him/her before the 

Superintendent, together with his/her warrant and he/she shall be released in the presence of the 

Superintendent and at the prison gate. All orders for the final discharge of prisoners are to be signed 

by the Superintendent of the prison. In case of release on appeal, payment of fine, furnishing 

security, giving bail, etc, in which the power of legal detention ceases as soon as the order, of the 

court, which should be in English, is delivered at the prison, the Deputy Superintendent shall release 

the prisoner on his/her own responsibility, provided always that an immediate reference to the 

Superintendent is, from the distance of the prison or other causes, impracticable. The warrant of a 

prisoner released by the Deputy Superintendent shall be signed by the Superintendent as if the 

prisoner was released before him/herself. On receipt of a warrant for the release of a prisoner who 

has been transferred to another prison, it shall at once be forwarded under a registered cover to the 

prison in which the prisoner is confined.  
 

Verification of personal description of prisoner before release 

460. Each prisoner shall, before being released, shall be carefully compared with his/her personal 

description and photograph in the Admission Register, and the Superintendent or Deputy 

Superintendent, as the case may be, shall satisfy him/herself that the proper prisoner has been 

brought forward and that his/her sentence has been duly executed taking into consideration the 

remission earned under the remission rules. 
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Health and weight of prisoner on release to be recorded 

461. The Medical Officer shall record, or cause to be recorded, the health and weight of every prisoner on 

release, in the Admission Register, Release Diary and history ticket. 
 

Total remission to be endorsed on warrant on release 

462. When a prisoner is released the total amount of remission earned by him shall be entered in his/her 

warrant, admission register along with the endorsement of the Superintendent.  
 

Prison from which a prisoner is to be released 

463. Prisoners shall ordinarily be released from the prison in which they are confined at the time of 

release; but the Inspector General, Prisons & Correctional Services may give special orders 

directing that prisoners confined in any prison shall be transferred to the prison of the district in 

which their homes are situated and released from there. 
 

No prisoner to be released after lock-up 

464. No prisoner shall on any account be released after lock-up or on the authority of orders received 

through fax and other electronic mediums. Warrants for release shall not be dispatched by a court 

after sunset, or if so dispatched, shall be endorsed with instructions for release as early as possible 

next morning. Ordinarily prisoners shall be released after they have part taken of their morning meal, 

and as soon as after sunrise as possible.  
 

Prisoner to submit their kit 

465. Care should be taken to see that no prisoner takes away any prison property with him/her. All 

prisoners shall, before they are released, be required to bring to the office and deliver up their prison 

kit. The clothing and bedding of released prisoners shall be immediately sent to the laundry for 

washing, after which they shall be stored in the store for re-issue in turn.  

Note: The passing on of kits from released to newly-admitted prisoners is prohibited. 
 

Day of release of prisoner 

466. If the date of release falls on a Sunday, the prisoner shall be released on the preceding Saturday 

with the exception of judgement-debtors. 
 

Delivery of prisoners’ property and clothing on release 

467. On releasing a prisoner the Superintendent or the Deputy Superintendent as the case may be shall 

deliver to him/her any clothing or property of which he/she may have been in possession and which 

is entered in the property register and warrant. An acknowledgement of the receipt of the property 

shall be taken from the prisoner on the property register and warrant. In any case the prisoner shall 

be called upon to declare, in presence of a witness, if he/she has received his/her property in full or 

to claim at the time anything not delivered to him/her. If any part of a prisoner’s property is not found 

and delivered to him, a note of it shall be made opposite the item in the warrant and property 



�����������	
���
���������

�

������� � � � �

�

�

�

register, and the Superintendent shall decide what compensation is to be given to the prisoner and 

what officer is to be held responsible, provided that no prisoner shall be entitled to receive any 

compensation other than the sale proceeds (if any) in respect of any property at any time destroyed 

or sold in accordance with the provisions of this Manual. 

Note: Prisoners shall ordinarily be released in the clothing in which they came to prison; but if this 

has been destroyed or sold, or appears insufficient for decency, adequate clothings which shall be 

kept in store for this purpose, and fully washed, if old may be issued.  
 

Travelling assistance to prisoners on release 

468. Every convict prisoner whose home is situated more than ten kms from the prison which he/she is to 

be released and who is not in possession of sufficient money, shall at the time of his/her release be 

provided with the fare for the normal route to his/her home using the cheapest mode of transport 

available e.g. bus, railway etc. Prisoners whose home are situated less than 10 kms from the prison 

shall usually be granted no travelling allowance, but if any such prisoner does not have sufficient 

money with him/her, he/she shall be provided with the fare for the normal route to his/her home 

using the cheapest mode of transport available.  
 

469. Released prisoners, who are certified by the Medical Officer to be unfit to travel on foot owing to 

illness or physical infirmity, shall be furnished with suitable mode of transportation for the journey 

they shall have to perform by road. 
 

470. Any female prisoner who is a resident of another district that in which she is confined, shall be 

transferred, at least one month before her release is due, to the prison of her own district for release. 

When the home of a female prisoner, about to be released, is at any distance from the prison and no 

relatives appear to receive her, and if she be under 25 years of age, she shall be sent to her home 

accompanied by a female warder. 
 

Warrant of imprisonment to be returned to the issuing court on death or release of 

prisoner etc. 

471. On the death of a prisoner or his/her release upon the expiry of his/her sentence or on bail, his/her 

warrant shall be returned to the court which issued it, with an endorsement showing the date of  

death, or date and cause of release, and the date on which the warrant is returned. If any prisoner is 

required to undergo two or more sentences under separate warrants, such warrants shall be 

returned when the combined sentences have been executed. 
 

Revocation of conditional release 

472. In cases where the conditional release granted to prisoner under sections 432 and 433 of Criminal 

Procedure Code, 1973 is revoked and the prisoner is ordered back to prison to serve out the original 
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sentence, he/she shall be sent to prison accompanied by the original warrant, copy of the order of 

the state government and an endorsement in the warrant.  
 

Release on prisoner’s own recognition 

473. If the warrant of an appellate court directs that a prisoner shall be released on his own recognizance, 

the Superintendent shall cause a bond to be prepared in proper form and after the prisoner signs it 

in his/her presence, shall release him/her. If the warrant requires the recognizance of any other 

person, the Superintendent shall not release the prisoner until he/she receives from the Magistrate a 

warrant setting forth that such recognizance has been given and ordering the prisoner’s discharge. 

On release of the prisoners the release warrant shall be returned to be appellate court, together with 

the original warrant of imprisonment, with an endorsement there on certifying that it has been duly 

executed and with the prisoner’s recognizance bond, if any. 

B. Premature release  
 

Premature release of life convicts 

474. Bihar State Sentence Remission Review Board shall have authority to review the remission awarded 

to prisoners and for recommending premature release of life convicts in appropriate cases. The 

Review Board shall be a permanent body with following members: 

i. Home Secretary       - Chairman 

ii. Law Secretary cum Legal Remembrancer    - Member 

iii. Inspector General, Prisons and Correctional Services    - Member-Secretary 

iv. District and Sessions Judge nominated by High Court   - Member 

v. Inspector General of Police nominated by Director General of  Police - Member 

vi. Director Probation Services                             - Member 
 

475. The recommendation of the Remission Review Board shall not be invalid merely by reason of any 

vacancy in the Board or the inability of any Member to attend the Board meeting. The meeting of the 

Board shall not however be held, if the quorum is less than 4 Members including the Chairman 
 

476. The Board shall meet at least once in a quarter at the State Headquarter on a date to be notified to 

its members at least 10 days in advance by the Inspector General of Prisons & Correctional 

Services. The notice of such a meeting shall be accompanied by complete agenda papers i.e. the 

note of Prison Superintendent, recommendations of Police Superintendent, and Probation Officer. . 

However, the Chairman of the Board can convene a meeting of the board more frequently, even at 

short notices, if necessary. 
 

477. The meeting shall ordinarily be chaired by the Chairman and if, for some reasons, he/she is unable 

to be present, it shall be chaired by the Law Secretary-cum-Legal Remembrancer. The Member 

Secretary shall present the case of each prisoner under consideration before the Review Board. The 
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Board shall consider each case and give its views. As far as practicable, the Board shall make 

unanimous recommendations. However, in case of dissent, the majority view shall prevail and shall 

be deemed to be the decision of the Board. 
 

478. While considering the case of premature release of a particular prisoner the Board shall keep in view 

the general principles of remission of sentences, as laid down by the State Government or by the 

courts, as also the earlier precedents in the matter. The paramount consideration before the Board 

being the welfare of the society at large. The Board shall not ordinarily decline a premature release 

of a prisoner merely on the ground that the police have not recommended his/her release. The 

Board shall take into account the circumstances in which the offence was committed by the prisoner; 

whether he/she has the propensity to commit similar or other offences again; socio –economic 

condition of the convict’s family and possibility of further violence or offence on his/her release, 

progress in victim reconciliation programmes and chances of reclaiming the convict as a useful 

member of the society. 
 

479. Rejection of the case of a prisoner for premature release on one or more occasions by the Board 

shall not be a bar for its reconsideration. However, the reconsideration of the case of a convict, 

rejected once, shall be done only after a period of one year, or as specified by Board, but not more 

than three years from the date of its last consideration. Fresh report from the Superintendent shall 

be necessary for such reconsideration. However, fresh reports from the District Magistrate, 

Superintendent of Police and Probation Officer may be obtained if the matter is taken up after 3 

years.  
 

480. The recommendation of the Board shall be placed before the competent authority without any delay 

for consideration. The competent authority may either accept the recommendations of the Board or 

reject the same on the grounds to be stated or may ask the Board to reconsider a particular case. 

The decision of the competent authority shall be communicated to the concerned prisoner and in 

case the competent authority has ordered to grant remission, and order his premature release, the 

prisoner shall be released forthwith after obtaining the prescribed bonds and undertakings. 
 

481. The following categories of prisoners shall be eligible to be considered for a review of sentences and 

premature release by the Board: 

i. Every convicted prisoner whether male or female undergoing sentence of life imprisonment and 

covered by the provisions of Section 433A CrPC shall be eligible to be considered for 

premature release from the prison immediately after serving out the sentence of 14 years of 

actual imprisonment i.e. without the remissions.. The following categories of convicted prisoners 

covered under section 433A CrPC undergoing life sentence would be entitled to be considered 

for premature release only after undergoing imprisonment for 20 years including remissions: 
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a) Convicts who have been imprisoned for life for murder in heinous cases such as murder 

with rape, murder with dacoity, murder involving an offence under the Protection of Civil 

Rights Act 1955, murder for dowry, murder of a child below 14 years of age, multiple 

murder, murder committed after conviction while inside the prison, murder during parole, 

murder in a terrorist incident, murder in smuggling operation, murder of a public servant on 

duty. 

b) Gangsters, contract killers, smugglers, drug traffickers, racketeers awarded life 

imprisonment for committing murders as also the perpetrators of murder committed with 

pre-meditation and with exceptional violence or perversity. 

c) Convicts whose death sentence has been commuted to life imprisonment. 

  

ii. All other convicted male prisoners not covered by section 433A Cr.PC undergoing the sentence 

of life imprisonment shall be considered for premature release after they have served at least 

14 years of imprisonment inclusive of remission but only after completion of 10 years actual 

imprisonment i.e. without remissions. 

iii. The female prisoners not covered by section 433A Cr.PC undergoing the sentence of life 

imprisonment shall be considered for premature release after they have served atleast 10 years 

of imprisonment inclusive of remissions but only after completion of 7 years actual 

imprisonment i.e. without remissions. 
 

482. The following procedure shall be followed for processing of the cases for consideration of the 

Review Board: 

i. Every Superintendent shall initiate the case of the prisoner undergoing sentence of 

imprisonment for life at least 3 months in advance of the date when the prisoner would become 

eligible for consideration of premature release as per the criteria laid down by the State 

Government in that behalf.  

ii. The Superintendent shall cause a comprehensive note prepared in each case, giving the 

background of the prisoner, and details of the offence for which he/she was convicted and 

sentenced. The note shall also reflect fully on the conduct and behaviour of the prisoner in the 

prison during the period of his/her incarceration, and during his/her release on probation/leave, 

change in his/her behavioural pattern, and prison offences, if any, committed by him/her and 

punishment awarded to him/her for such offences. A report shall also be made about his/her 

physical and mental health or any serious ailment with which the prisoner is suffering.  

iii. The Superintendent shall make a reference to the Superintendent of Police of the district where 

the prisoner was ordinarily residing at the time of committing the offence (for which he/she was 

convicted and sentenced) or where he/she is likely to resettle after release from the prison. 

However, in case the place of his/her residence is not where he/she committed the offence, a 

reference shall also be made to the Superintendent of Police of the district in which the offence 
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was committed. In either case, he shall forward a copy of the note prepared by him to enable 

the Superintendent of Police to express his/her views in regard to the desirability of the 

premature release of the prisoner. 

iv. On receipt of the reference, the concerned Superintendent of Police shall have an inquiry made 

in the matter through senior officers of appropriate ranks and based on his/her own assessment 

shall make his/her recommendations. In case the Superintendent of Police is not in favour of 

premature release of the prisoner, he/she shall justify the same with cogent and material 

reasons. They shall return the reference to the Superintendent within 30 days of the receipt of 

the reference. 

v. The Superintendent shall also make a reference to the Director  Probation Services On receipt 

of the reference, the Director Probation Services shall either hold or cause to be held an 

enquiry through a Probation officer, for the desirability or otherwise of premature release of the 

prisoner, taking into consideration his/her family and social background, his/her acceptability by 

his/her family members and the society, prospects of his/her rehabilitation and leading a 

meaningful life as a good citizen. In every case the Director Probation Services shall justify 

his/her recommendation with cogent and material reasons.  

vi. On receipt of the report/recommendations of the Superintendent of Police, and Probation 

Officer,, Superintendent shall put up the case to the Inspector General of Prisons & Correctional 

Services at least one month in advance of the proposed meeting of the Board. The Inspector 

General of Prisons & Correctional Services shall examine the case, bearing in mind the 

report/recommendations of the Superintendent of the prison, the Superintendent of Police and 

Probation Officer regarding the premature release of a prisoner or otherwise. While doing so 

he/she shall keep in view the general or special guidelines laid down by the State Government 

for the State Sentence Remission Board. The various norms laid down and guidelines given by 

the Supreme Court of India and various High Courts in the matter of premature release of 

prisoners shall also be given due consideration. 
 

Premature release in case of danger of death from sickness 

483. When a convicted prisoner is in danger of death from sickness in the opinion of the Medical Officer, 

(not due to an infectious disease) with no hope of recovery within or outside the prison and it is 

considered desirable to allow such prisoner the comfort of dying at home, the Superintendent shall 

report the fact to the district magistrate and to the Inspector General, Prisons & Correctional 

Services without any delay. 

i. If the unexpired period of the prisoner’s sentence does not exceed six months, the District 

Magistrate is authorized to direct his/her immediate release, after making personal enquiries 

into the case, or in the event of the prisoner’s offence having been committed in another district, 

after consulting the magistrate of that district 
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ii. If the unexpired period of the prisoner’s sentence exceeds six months but does not exceed 2 

years, the Inspector General, Prisons & Correctional Services is authorized to direct his/her 

immediate release, after making personal enquiries into the case, and after consulting the 

magistrate of the district in which the crime was committed. 

iii. If the unexpired period of the prisoner’s sentence exceeds two years and if the Inspector 

General, Prisons & Correctional Services is satisfied about the need for premature release of a 

convicted prisoner in danger of death from sickness, then s/he shall report the facts of the case 

with his/her recommendations thereon, to the State Government which shall take appropriate 

decision about the release. 

 Note 1: No prisoner who has no friends or relatives willing to take charge of him/her shall be 

released under this rule. 

 Note 2: This rule shall not apply to a prisoner who goes on hunger strike. A prisoner on hunger 

strike shall in no circumstances be released.  

 Note 3: All release under this rule shall be counted as deaths in the statistical records of the 

prison. 

Premature release on medical grounds of prisoner detained in default of furnishing 

security 

484. If a prisoner detained solely under a sentence of imprisonment in default of furnishing security to 

keep the peace is so seriously ill as to be likely to die, whatever be the term of his/her unexpired 

sentence, the Superintendent shall refer the case to the District Magistrate, who shall exercise the 

discretion allowed to him/her by section 123 of the Criminal Procedure Code 1973, under which 

he/she can release the prisoner without referring to State Government.  
 

Premature release of offender on probation of good conduct 

485. For premature release of offender on probation of good conduct under section 360 of Criminal 

Procedure Code, 1973 the Superintendent and Deputy Superintendent shall coordinate with the 

authorized officer for this purpose.  
 

Sick prisoner may be transferred for release from the district prison in which his friends or 

relatives live 

486. In the event of the friends or relatives of sick or dying prisoner, whose release has been sanctioned, 

expressing their inability to meet the expenses of a journey to the prison in which such prisoner is 

confined, the prisoner may be transferred, if fit to travel, in anticipation of sanction, to the prison of 

the district in which such friends or relatives reside; provided that no prisoner shall be so transferred 

to any district beyond the jurisdiction of the Government of Bihar without the special sanction of the 

Government concerned.  
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Record relating to review of sentences and premature release 

487. A file shall be opened for the prisoners eligible for being considered for premature release, 

containing the following particulars:  

i. Copies of the judgements of the original court and the appellate court.  

ii. A data sheet containing information, viz. name of the convict, his/her number, age at the time of 

the sentence, previous occupation, offences, sentences, date of sentence, sentencing court, 

sentence undergone, unexpired sentence and remission earned.  

iii. History of his/her family background, economic background, habits, attitudes, etc. 

iv. Report of the Superintendent giving particulars about the educational progress, performance at 

work and vocational training, interest in recreational and cultural activities, discipline, group 

adjustability, conduct, attitude towards society and family members, conduct during release on 

leave, need for an after-care programme, and the manner in which the convict proposes to 

resettle after his/her premature release. 

v. Medical report about the physical and mental condition of the offender, serious illness, if any, 

suffered by him/her and his/her fitness for premature release.  

vi. Opinion of the Police Superintendent of the district in which prison is located or the Police 

Superintendent of the district of residence or of the place of committing the crime, about the 

suitability of the offender for premature release.  

vii. Recommendation of the State Sentence Remission Review Board. 

viii. Order of the government. 

ix. Bond furnished by the prisoner. 

x. Conditions of release duly signed by the prisoner. 
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Emergencies 

A. General 

 

Emergency situations 

488. The following circumstances shall be considered as emergency situations in a prison : 

i. Prison breaks and escapes 

ii. Accidents and suicides 

iii. Fire 

iv. Hunger strikes (personal or mass) 

v. Epidemic 

vi. Food poisoning 

vii. Terrorist/mob attack 

viii. War 

ix. Rioting 

x. Natural calamities 

xi. Chemical and nuclear disasters 
 

Superintendent shall be responsible to control and prevent emergency situations 

489. It shall be the responsibility of the Superintendent to take sufficient measures for preventing and 

controlling emergency situations. To control emergent situation adequate arrangements shall be 

made in advance in every prison like availability of fire extinguishers, search lights, steel helmets, 

lathis, ropes, bench, tear gas, canes, water hoses, electric torch, gas light, telephones, walkie-

talkies, first aid kit, arms, ammunitions, alarm system (including a whistle or blast system to 

announce the conclusion of alarm) with a dedicated power backup for 24 hours, contingency plan 

etc. Proper management and handling of these systems shall be the responsibility of the 

Superintendent.  
 

Emergency squad in prisons 

490. Each prison shall develop a contingency plan and an emergency squad. The personnel of this squad 

shall be given special training in handling various emergencies or unforeseen situations.  

B. Alarms on prison breaks and escapes 

 

Rules to regulate use of arms against prisoners in case of outbreak 

491. The following rules shall regulate the use of arms against any prisoner or body of prisoners in the 

case of a prison break or attempt to escape: 

i. Any officers of the prison may use a fire- arm or any other weapon against any prisoner 

escaping or attempting to escape, provided that such officer has reasonable ground to believe 

that he/she cannot otherwise prevent the escape. 
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ii. Any officers of the prison may use a fire- arm or any other weapon on any prisoner engaged in 

any combined outbreak or in any attempt to force or break open the outer gate or enclosure 

wall of the prison, and may continue to use such weapon till the combined outbreak or attempt 

is foiled.  

iii. Any officer of the prison may use a fire-arm or any other weapon against any prisoner attacking 

or using violence to any officer of the prison or other person; provided that such officer has 

reasonable grounds to believe that the officer of the prison or other person is in danger of life or 

limb, or that other grievous hurt is likely to be caused to him. 

iv. Before using fire- arms against a prisoner the officer of the prison shall give a warning to the 

prisoner that he/she is about to fire on him/her. 

v. No officer of the prison shall in the presence of his/her superior officer use arms of any sort 

against a prisoner in the case of a prison break or attempt to escape, except under the orders 

of such superior officer. 
 

Alarm 

492. In every prison there shall be a pre- arranged signal, to be known as ‘The Alarm’, by means of which 

information may be conveyed to all officer of the prison and to the police of the occurrence of an 

outbreak, escape, or other untoward event.  
 

493. The prison officer present on duty at the time of occurrence of a prison break, escape, or other 

untoward event in the prison shall repeatedly blow the whistle to warn all officers of the prison and 

the police force. This alarm shall as a rule, be initiated by the officer who at first notices the  

occurrence, taken up by all other officers in the vicinity and followed by the quick and continued 

ringing of the siren provided for the purpose, at the main gate.  
 

Prison officers including Superintendent to be informed 

494. The head warder or warder on duty at the place where the alarm originated, shall despatch a junior 

warder or a trust worthy convict officer with all haste to the main gate or use walkie-talkie or similar 

electronic gadget to convey such information as is known regarding the character of the occurrence 

that has or is about to take place, to enable the Deputy Superintendent or other officer in charge to 

direct operations accordingly. For instance, in the case of an escape, the prisoner’s name, the place 

at which he/she was last seen. The part of the prison or precincts from which he/she has 

disappeared and the direction he/she has probably taken shall enable the officer in command to 

dispose of his/her forces in the most effective manner for its suppression.  
 

495. At the alarm, Superintendent, if not present in the prison shall be informed of the incident, using 

appropriate mode of communication.  
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Police to be informed of the disturbance 

496. The information of the disturbance shall be immediately conveyed to the police by telephone or by 

any other suitable medium so that the police force available can march to the prison to assist to quell 

the disturbance. The Superintendent shall make with the Superintendent of Police such 

arrangements as seem advisable for a concerted plan of action in the case of an outbreak. 
 

Prisoners inside the prison to be locked up by the warders 

497. On hearing the alarm, it shall be the duty of every convict to run at once to previously defined places 

of security, usually the nearest ward, where they shall be locked in by the warders. Prisoners shall 

be warned in advance that neglect of this rule shall render them liable to be treated as participating 

in the prison break. 
 

Prisoners outside the prison to be under the charge of the escort 

498. When prisoners are working outside the prison at a point so distant that a warder’s whistle sounded 

at such place, cannot be heard by either the main gate sentry, or other warders-in-charge of 

extramural gangs, a siren or other preconcert means of conveying information rapidly of any 

untoward occurrence shall be provided. On hearing the siren, prisoners shall at once be collected 

and made to sit close together under the charge of their escort till the disturbance is over. If the 

situation permits, these groups of prisoners shall be taken in and locked up in nearby building so that 

the warders in charge of the group can be released for other duty. 

 

Prison officers to be armed and to fall in at the main gate 

499. On hearing the alarm, every prison officer whether in uniform or not shall proceed immediately to the 

armoury, arm him/herself, proceed to the main gate and carry out operation under the orders of the 

senior officers present. Two squads of men (not from the reserve guard) shall be dispatched to the 

opposite angles of the prison enclosure outside the walls with the view of preventing any attempt on 

the part of prisoners to scale the walls.  
 

Reserve guard to fall in fully armed 

500. The reserve guard of the prison shall arm itself and if necessary shall assist the gate sentry in 

defending the outer gate and the main perimeter wall. A warder shall also be posted on the roof of 

the main gate to observe the movement of prisoners. Unless the prisoners are actually threatening 

the main gate, the rest of the force available shall enter the prison armed with batons and proceed to 

the scene of the disturbance. But if the prisoners are threatening the main gate, it must be defended 

until the guard is strong enough to enter and drive the prisoners back. 
 

Procedure to be followed during quelling of disturbance 

501. When the guard enters the prison all whistles shall cease to blow except the original whistle which 

shall indicate the place of disturbance and which shall cease on the arrival of the guard on the spot. 

On reaching the scene of disturbance, the guard shall proceed to quell it by using batons or tear gas, 
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if available, as the officer in command may decide. Action shall first be directed to prevent any 

attempt at escape, to isolate the rioters from other prisoners, and to rescue any prison officer who 

may be in danger. If the disturbance is accompanied by an attack on any prison official, or by a 

combined attempt to escape, the officer in command shall warn the prisoners that they shall be fired 

upon if they do not submit. If circumstances permit, this warning shall be repeated three times. If the 

prisoners do not submit, or the outbreak or disturbance cannot be quelled, the officer in command 

may summon the reserve guard and open fire on these prisoners. He/she shall stop the firing as 

soon as the prisoners cease resistance or submit. Only minimum force necessary shall be used in all 

circumstances. 
 

502. If the disturbance occurs within the wards, the available guard shall enter the prison armed with 

batons and shall proceed to the ward gate. A party shall be detached to enter the ward and quell the 

disturbance while the remaining force waits at the ward gate. 

Note: The procedure to be followed during quelling of disturbance must necessarily depend on the 

character of the occurrence. Absolute silence shall be preserved and the proceedings shall be 

carried out in an orderly and systematic manner. Every officer shall be instructed about his/her 

duties beforehand so that he/she may know exactly what to do and where to go.  
 

Every prison officer to arrest a prisoner trying to escape 

503. It is the duty of every prison officer to arrest any prisoner detected in the act of escaping or 

attempting to escape; should such an officer be a warder in charge of a gang, he/she shall make 

over the charge of his/her gang to another warder or to the senior convict officer of his/her gang and 

shall him/herself pursue the prisoner who is escaping or attempting to escape.  

 

Escape of the prisoner from work site 

504. On the alarm being sounded because of an escape from a work site from outside the prison, the 

officer in charge of the main gate shall dispatch as many warders as he/she can spare for 

assistance. The remaining warders shall wait for orders from the senior officer present. 
 

505. The warder-in-charge of the outside group, from which a prisoner has escaped, shall after sounding 

the alarm, send one of his/her escorts to apprehend the prisoner and after collecting the remaining 

prisoners shall march them back to the main gate of the prison where he/she shall report to the 

senior officer on duty. 
 

506. As soon as a report of an escape is received, the Deputy Superintendent on duty shall:  

i. Dispatch a party of sufficient strength to search the locality where the escape has occurred 

ii. Inform the Superintendent of the escape 
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Notice of the escape to the Police, District Magistrate etc 

507. The Superintendent shall give prompt notice of the escape to the nearest police station, the 

Executive Magistrate of the area, the District Magistrate and the Superintendent of Police. Such 

information shall be accompanied by a nominal roll giving a description, residential address and 

photo of the escaped prisoner. He/she shall also send immediate intimation to the police station near 

the prisoner's home. If the prisoner belongs to a district other than that in which he/she was in 

prison, intimation shall be sent to the District Magistrate as well as to the Superintendent of Police of 

that district.   
 

Recapture of prisoner  

508. Where an escape has taken place and the prisoner is recaptured in the act of escaping, immediate 

notice shall be sent to the nearest police station and the Superintendent of police, Executive 

Magistrate of the area and the District Magistrate. An escaped prisoner who is recaptured may be 

received back into prison on the original warrant.  
 

Report of escape and recapture 

509. A report of the escape and recapture shall be given to the Assistant Inspector General, Prisons 

(Region) and Inspector General, Prisons & Correctional Services. In the case of escapes that do not 

arise from mere negligence, but from some defect in the building or in prison rules, such defect shall 

in all case be pointed out. Whenever a prisoner escapes from any district or subsidiary prison, a 

copy of the escape report shall be sent to the Superintendent of the Central prisons of the circle. The 

report shall show to what extent any prison officer has been in fault in connection with the escape, 

what action has been taken against the offender, and the punishment awarded, if any. 
 

Reward to prisoners preventing an escape 

510. All cases in which prisoners prevent an escape, either by warning the officials about any plot or 

preparation, or by seizing a prisoner attempting to escape, or in any other manner, shall be brought 

to the notice of the Assistant Inspector General, Prisons (Region) and Inspector General, Prisons & 

Correctional Services, with a view to giving them suitable rewards and if the prisoner comes under 

the remission rules, extra remission may be given or recommended, as the case may be. 
 

Superintendent to hold enquiries 

511. Enquiries on incidents like assaults on prison officials, escapes and outbreaks shall be conducted by 

the Superintendent, or such other officer as the Inspector General, Prisons & Correctional Services 

may direct. Superintendent shall submit the complete report to the Inspector General, Prisons & 

Correctional Services and Assistant Inspector General, Prisons (Region). 
 
 

Particulars of escaped prisoner to be entered in the Escape Register and history ticket 

512. The name, register number, and date of escape of every prisoner who has escaped and has not 

been recaptured shall be entered in the Escape Register and the prisoner’s history ticket. When a 
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prisoner is recaptured the date of recapture shall be noted. The warrant of a commitment of a 

prisoner who escapes and remains at large for 10 years shall be returned to the court after that 

period with an endorsement to the above effect and showing the date of escape. 

Note: Every prisoner who escapes, or attempts to escape, shall be prosecuted judicially. On no 

present shall these offences be treated as breaches of prison rules. 

 

Conclusion of alarm 

513. The alarm shall be concluded by blowing the whistle/siren in a long blast as a signal for all officers 

who have taken part in the parade to return to main gate, fall into line and be dismissed by the 

Deputy Superintendent. 

 

False alarm 

514. In case the whistle or alarm has been blown inadvertently, the information to this effect shall be 

conveyed to the officers posted at main gate through any junior officer so that the Deputy 

Superintendent gets to know about it. If the Superintendent is not in the prison premises, he/she 

shall be intimated through telephone or through special messenger. The sentry posted at gate shall 

make his/her fire-arm ready to deal with any circumstance that may happen due to this. 

 

Mock drill every quarter 

515. A mock drill shall be held once in a quarter, to train all prison officers to deal with prison mutiny or 

other untoward incidents. The convicts too shall be trained to run at once to the assigned place of 

security when the alarm is sounded. No arms shall be taken inside the prison during mock drill 

session. The Superintendent shall make a record of each practice session and its results in his/her 

register. 

C. Deaths, Accidents and Suicides 

 

Officers to promptly inform Superintendent and Medical officer upon death of a prisoner 

516. Upon the death of a prisoner, any prison officer on duty and in-charge of security shall give 

immediate notice thereof to the prison Superintendent and Medical Officer. 
 

Procedure to be followed by Medical officer on the death of a prisoner 

517. The Medical Officer shall confirm the death of a prisoner after due medical examination and report it 

to the prison Superintendent. He/she shall forthwith record in the case book the following particulars, 

so far as they can be ascertained, namely: 

i. the day and time on which the deceased first complained of illness or injury or he/she was 

observed to be ill or injured; 

ii. the labour, if any, on which he/she was engaged on that day; 

iii. the scale of his/her diet on that day; 

iv. the day and time on which he/she was admitted to hospital; 
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v. the day and time on which the Medical Officer was first informed of the illness or injury; 

vi. the nature of the disease and/ or injury; 

vii. when the deceased was last seen before his/her death by the Medical Officer or his/her 

subordinates; 

viii. when the prisoner died; and 

ix. an account of the appearances after death, together with any special remarks that appear to the 

Medical Officer to be required 
 

Procedure to be followed by Superintendent on the death of a prisoner 

518. On the receipt of the confirmation from the Medical officer of the death of the prisoner, the 

Superintendent shall forthwith file a FIR at the nearest police station and send a report to the 

concerned magistrate, District Magistrate, Superintendent of Police, National / State Human Rights 

Commission within 24 hours, under intimation to Assistant Inspector General, Prisons (Region) and 

Inspector General, Prisons & Correctional Services; and until the arrival of the Magistrate, the 

Superintendent shall place a guard over the body and shall allow neither the body nor anything to be 

moved / displaced which appears to have caused or contributed to the death of deceased.  
 

Inquest 

519. In all cases of sudden or violent death or of a death to an accident or supposed suicide of a prisoner 

an inquest, a magisterial inquiry by Judicial Magistrate or Executive Magistrate, as the case may be, 

shall be held in accordance with the provisions of Code of Criminal Procedure, 1973. The Judicial 

Magistrate or Executive Magistrate, or police officer holding an inquest, inquiry or investigation, as 

the case may be, under Sections 174 and 176-A sub-section (1A) of Cr.P.C. shall, within twenty four 

hours of the death of a persons, forward the body with a view to its being examined for post mortem 

to the nearest Civil Surgeon. During this process videography shall be done. After the post mortem 

the body shall be handed over to the family of the deceased. 
 

Administrative enquiry as per the directions of Inspector General 

520. An administrative enquiry to know about the reasons of death and preventive action needed by the 

Prisons & Correctional Services Department against its recurrence shall also be held as per the 

directions of the Inspector General, Prisons and Correctional Services and the findings shall be 

communicated to the Inspector General, Prisons and Correctional Services and also to the Home 

Department. 
 

Precautions for preventing suicides or murder 

521. Care shall be taken to ensure that knives, pieces of broken glass, ropes, bricks etc., which can be 

used to commit suicide or murder, are not allowed to lie around within the prison premises. Knives 

and other tools used in the work sheds and barbers’ and tailors’ implements shall be counted and 

locked up by the warders at the close of work. Poisonous drugs including phenyl shall on no account 

be left within the reach of the prisoners.  
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522. The prisoners who are inclined towards committing suicide shall be kept under close watch. Such 

prisoners shall include those who were not paid a visit by anybody for a long time or those whose 

bail appeal has been rejected or those who are mentally depressed. They shall be watched by 

convict overseers in the day time and by convict watchmen during the night. 

 

Report of accidents in prison production centres 

523. All accidents in a prison production centres resulting in death, or bodily injury likely to cause death or 

bodily injury likely to result in the loss of the sight of either eye or the hearing of ear, or any fracture 

of a bone or an injury which seems likely to result in the loss of or permanent impairing of the 

functions of any member or joint, or any bodily injury which seems likely to prevent the injured 

person from being able to resume his employment, shall be forthwith reported to the District 

Magistrate, officer in charge of the local police station, the Assistant Inspector General, Prisons 

(Region) and Inspector General, Prisons & Correctional Services.  

Note: The Factories Act, 1948 shall apply to any prison in which mechanical power is used for 

manufacturing processes.  

D. Fire 

 

Information to be sent immediately to fire brigade in the event of fire 

524. In the event of fire breaking out in the prison during the day or night, the alarm shall be sounded and 

immediate information to fire brigade shall be sent. Till, help from the fire brigade is received, every 

attempt to quell the fire shall be made. In the event of fire in a ward, the first priority shall be to 

evacuate the prisoners from the ward and nearby buildings and put out the fire. 

 

Superintendent to hold enquiry 

525. In the event of a fire or in the event of an injury to a prisoner, or a member of the staff on duty, 

because of fire an inquiry shall be immediately held by the Superintendent and statements of the 

injured prisoner or member of the staff and other witnesses shall be recorded.  
 

Precautions for preventing fire 

526. Following safety measures shall be followed to prevent a fire in the prison: 

i. No burning coal, wood or other fuel used in kitchen shall be allowed to be taken out of kitchen. 

Those in charge of the kitchen shall be responsible for any violation of this rule. If liquefied 

petroleum gas (LPG) used in kitchen it shall be ensured that gas cylinders are stored in a 

secured room in accordance with the safety rules for storage of LPG cylinders and that no 

prisoner has access to such place. No cooking shall be allowed in a ward and coal stoves 

provided for heating food shall be placed outside the ward. No firewood or hay or other 

inflammable material shall be stored anywhere in the prison premises. 
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ii. There shall be fire hydrants and fire-fighting equipment (sand and water buckets) in all parts of 

the prison, and especially at all vulnerable points decided in consultation with the District Fire 

Officer. 

iii. Electric installations in the prison shall be inspected at regular intervals. No loose wire and open 

junctions or joints shall be allowed. Only CFL bulbs shall be used. All fans shall be checked 

before summer and those requiring rewinding shall be repaired. 

iv. The Superintendent shall draw up instructions on fire safety and the drill to be adopted in the 

prison, showing the respective duties of all members of the prison establishment on an alarm of 

fire being given. He/she shall make the staff rehearse the fire drill at least once in six months. 

This would include fire fighting safety measure and evacuation techniques. 

E. Hunger Strikes 

Segregation of prisoners resorting to hunger strike 

527. (i) In case a group of prisoners resort to hunger strike, they shall be separated from other prisoners 

as soon as possible. 

(ii) In case prisoners refuse to cook and prepare food, the Superintendent may hire cook from 

outside or outsource cooking management for the time being. 
 

Warning to prisoners resorting to hunger strike 

528. The prisoners resorting to hunger strike shall be warned that their demands shall not be considered 

until they end their strike and penal action shall be initiated against them. They shall not be allowed 

any interview with any outsiders during such situation. 

 

Monitoring of activities of prisoners on hunger strike 

529. The activities of prisoners on hunger strike shall be monitored for 24 hours and after that they shall 

be kept in isolation. Food shall be regularly placed before them and in case they refuse to eat, the 

same shall be disposed off. 
 

530. If any prisoner’s condition becomes critical during the hunger strike, he/she shall be given glucose 

intravenously by the medical officer so as to prevent any deterioration in his/her health. 
 

Medical officer to report daily condition of prisoners on hunger strike to Superintendent 

531. The daily condition of the prisoners on hunger strike shall be reported to the Superintendent by the 

Medical Officer, who shall forward the same to the Assistant Inspector General, Prisons (Region) 

and Inspector General, Prisons & Correctional Services. 

F. Overcrowding 

Superintendent to report circumstances leading to overcrowding to higher officials 

532. If a prison becomes overcrowded, the Superintendent shall take suitable action for accommodating 

all the prisoners properly, duly reporting the circumstances leading to overcrowding to Assistant 
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Inspector General, Prisons (Region) and Inspector General, Prisons & Correctional Services and 

measures which he/she proposes to adopt to relieve the overcrowding and such temporary 

arrangements, as he/she thinks best, shall at once be adopted for this purpose. The Superintendent 

shall always obtain prior sanction, whenever necessary, for incurring expenditure in maintaining the 

extra prisoners and shall ensure economy in every aspect. 
 

Temporary arrangement to tackle overcrowding 

533. If a prison becomes overcrowded the Superintendent may be permitted by Assistant Inspector 

General, Prisons (Region) or Inspector General, Prisons & Correctional Services to accommodate 

some prisoners in classrooms, workshops and other suitable buildings within the prison premises. If 

the overcrowding is likely to be of short duration, even tents may be used. Only the old and 

trustworthy prisoners shall be allowed to sleep in tents pitched within the walled areas of the prison. 

When tents are used more guards shall be deployed to watch them at night. 

G. Infectious Diseases and Epidemics 

Notice of outbreak of an infectious disease to be given to District Magistrate, Civil Surgeon 

534. In the event of outbreak of any infectious disease or epidemic in the prison, the Superintendent and 

Medical Officer shall inform the District Magistrate and Civil Surgeon and shall be collectively 

responsible that all measures and precautions which may be necessary or expedient to meet the 

emergency and prevent the spread of the disease, are promptly taken, and that the rules and orders 

regulating such matters are fully enforced.  
 

Segregation of prisoners infected with contagious disease 

535. On being infected with any contagious disease, the prisoner shall be immediately segregated. The 

Medical Officer shall treat him/her with utmost care and precaution and observe him/her in a 

quarantined environment. Till the prisoner is cured from infection, he/she shall not be allowed to 

come into contact with any other prisoner. The employees pressed into observance of such prisoner 

shall also be vaccinated against such disease and shall clean their clothes, hands and bodies 

frequently. It shall be ensured that no other person gets infection from the prisoner. In case of 

emergency, the prisoner shall be referred to the district hospital for treatment and be admitted in a 

ward specially created and reserved for prisoners suffering from infectious diseases. 
 

Bedding, clothing etc. to be disinfected 

536. The clothing and bedding of all prisoners shall be disinfected by steam or boiled, and shall thereafter 

be aired daily.  
 

Bedding, clothing etc. of prisoner infected with contagious disease to be burnt on his death 

537. In case of death of any prisoner caused by a contagious disease, his/her bedding, blanket, clothes 

etc. shall be burnt immediately. 
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Precaution on spread of infectious disease in the vicinity of a prison 

538. When an infectious disease spreads in the vicinity of a prison, prisoners who are newly admitted in 

the prison must be kept away from others for at least a period of seven days. The prisoners working 

outside the prison boundaries shall not be permitted to drink infected water or eat raw vegetables. 

The prison wards and premises shall be suitably disinfected and pesticides shall be sprayed 

frequently to kill all mosquitoes, house flies, cockroaches and rats. Only boiled water shall be used 

for drinking purpose. 

H. Mob attack 

Procedure to repel mob attacks 

539. In case of an attack from outside the prison, by a mob or a group of persons, to break the security 

cordon of the prison or to break its wall or gates, the Superintendent shall take immediate action 

using the armed guards and other personnel at its command. Immediate information shall be passed 

on to the nearest police station, District Magistrate, Assistant Inspector General, Prisons (Region) 

and Inspector General, Prisons & Correctional Services. The Superintendent is authorised to use 

appropriate force to repel and defeat such attacks. 

I. Floods 

Flood preparedness and emergency management 

539A. IG, Prisons & Correctional Services shall be responsible to  ensure that a Flood Emergency Plan 

(FEP) is prepared for prisons falling in the flood prone zone, outlining the roles and responsibilities of 

all parties to be involved, actions to be taken, coordination arrangements and communication 

channels to be used prior to, during and after a flood event. In addition, the District Magistrate shall 

be responsible for developing local flood warning systems, and the Superintendents of the prisons 

falling under flood prone zone shall be responsible for developing flood warning and alert systems in 

their prisons. 
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Judicial Solitary Confinement 
 

Sentence of solitary confinement 

540. A sentence of solitary confinement passed under of section 73 and 74 of Indian Penal Code shall be 

executed as if it were a sentence of confinement with or without hard labour, as entirely secludes a 

prisoner from communication with but not from sight of, other prisoners.  
 

Maximum period of solitary confinement permissible 

541. The period of solitary confinement that can be ordered by a court shall not exceed: 

i. one month, if the term of imprisonment does not exceed six months 

ii. two months, if the term of  imprisonment exceed six months, but does not exceed one year; and  

iii. three months, if the term exceeds one year. 

Note 1: For the purpose of solitary confinement a month signifies a period equal to the average 

duration of a calendar month that is 30 days  

Note 2: The maximum period of solitary confinement permissible with a sentence of one month is 14 

days. 
 

Execution of sentence of solitary confinement 

542. In executing a sentence of solitary confinement, such confinement shall in no case exceed fourteen 

days at a time, with intervals between the periods of solitary confinement of not less duration than 

such periods; and when the imprisonment awarded shall exceed three months, the solitary 

confinement shall not exceed seven days in any one month of the whole imprisonment awarded, 

with intervals between the periods of solitary confinement of not less duration than such periods. 

 

Reference in case of irregularity in the order of solitary confinement 

543. If any warrant contains an order relating to solitary confinement, which is contrary to section 73 or 74 

of the Indian Penal Code, the matter shall be referred to the Inspector General, Prisons & 

Correctional Services in accordance with the rules laid down in this Manual. For example, such 

action will be necessary if a prisoner sentenced to seven months imprisonment be ordered two 

months solitary confinement. 
 

Procedure for execution of judicial sentence of solitary confinement 

544. No prisoner shall be placed in solitary confinement until the Medical Officer certifies that he/she is fit 

to undergo it. 
 

545. Prisoners sentenced to solitary confinement shall ordinarily be divided into four gangs; each gang 

shall be placed in cells for a week at a time, so as to utilize the cells to the fullest extent and at the 

same time comply with the requirements of sections 73 and 74 of the Indian Penal Code. It shall be 

convenient to fix the 1st, 8th, 15th and 22nd of each month as days on which to commit batches to 

solitary confinement. 



�����������	
���
���������

�

������� � � � �

�

�

�

 

546. A prisoner, who is unfit at the time he/she would ordinarily be confined, shall be placed in a cell at a 

subsequent date if the conditions imposed by section 74 of the Indian Penal Code allow it. 
 

547. The execution of a sentence of solitary confinement need not be postponed on account of an 

appeal. 
 

548. Every prisoner undergoing solitary confinement shall be visited daily by the Medical Officer and the 

Deputy Superintendent.  
 

549. If prior to any period of judicial solitary confinement a prisoner is declared by the Medical Officer to 

be unfit to undergo such confinement, or if during any period of judicial solitary confinement it 

becomes necessary, under the Medical Officer’s orders, to remove a prisoner on the ground of injury 

to mind or body, the fact shall be reported to the Inspector General, Prisons & Correctional Services 

and to the court by which the sentence was passed. 
 

550. If a prisoner sentenced to judicial solitary confinement be declared by the Medical Officers to be 

permanently unfit to undergo such confinement, the matter shall be reported to the court which 

awarded the sentence and the order of solitary confinement shall not be carried out. 

 

Time when solitary confinement can be given effect to if a prisoner is undergoing sentence 

on more than one warrant  

551. If a prisoner is sentenced under two or more separate warrants, any period of solitary confinement 

awarded can only be given effect to during the time the sentence of which it forms a part is being 

extended. 
 

Endorsement on warrant on expiration of sentence 

552. On the expiration of the sentence of every prisoner awarded judicial solitary confinement, the 

endorsement on the warrant by the Superintendent, certifying to the execution of the sentence shall 

state in weeks or days or partly in days and partly in weeks, the total period of judicial solitary 

confinement the prisoner has undergone; and if any portion of such sentence has not been duly 

executed, the reason shall be explained.  
 

Restriction of prison punishment of cellular confinement to a prisoner undergoing solitary 

confinement 

553. No prisoner who has undergone a period of judicial solitary confinement shall be punished with 

cellular confinement for a prison offence within a period equal to the solitary confinement he/she has 

undergone after the expiration of such confinement. 

 

Record of solitary confinement 

554. On each occasion, on which a prisoner undergoes solitary confinement, the Deputy Superintendent 

shall note on the history ticket of the prisoner the date on which the prisoner was placed in the cell, 
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the date on which he/she was removed and the number of days passed in such confinement. The 

entries shall be initialled by the Deputy Superintendent and the Superintendent. When a convict who 

has partially served a sentence of solitary confinement in a prison is transferred to another prison, 

the period of solitary confinement undergone by him/her up to the date of transfer shall be entered 

on the back of the warrant under the signature of the Superintendent. 
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Civil prisoners 

 
Confinement of civil prisoners in civil ward 

555. Every civil prisoner shall ordinarily be confined in the civil ward of the prison. In prisons where there 

is no civil ward or the accommodation provided in the prison is inadequate or unsuitable, civil 

prisoners may be detained in a portion of the prison provided that it admits of the complete isolation 

of civil from criminal prisoners. 
 

Classes of civil prisoners  

556. Civil prisoners include six classes namely: 

i. Persons committed to civil prison by order of a Civil court under section 32(d) of the Code of 

Civil Procedure, 1908 

ii. Defendants committed to the civil prison after arrest before judgement 

iii. Judgement debtors detained under an order of a civil court in execution of a decree 

iv. Judgement debtors detained under order of certificate officer under the Public Demands 

Recovery Act, 1913 

v. Persons imprisoned under the order of a Criminal Court under sections 318, 332, or 514 of the 

Code of Criminal Procedure 

vi. Persons detained in the civil prison under any other law for the time being in force 
 

Expenses of diet and medicine of civil prisoners 

557. Under rule no. 39, Order XXI, First Schedule of the Civil Procedure Code judgment-debtors shall be 

directed at the expense of the decree-holders. In the case of judgment-debtors under the Pubic 

Demand Recovery Act, 1914, the certificate-officer may either forward diet-money with the prisoner, 

or order that he shall be fed on the non-labouring scale at the expense of Government.   
 

558. In the event of civil prisoner falling sick, expenses of his/her treatment shall be borne by the decree 

holder or by the State Government. 
 

Release on grounds of illness 

559. A judgment debtor may be released from the civil prison by the State Government or committing 

court on the ground of the existence of any infectious or contagious disease or serious illness.  
 

Balance of diet money, if any, to be refunded to the court 

560. After a civil prisoner has been released, if there is any balance of diet-money in the Deputy 

Superintendent’s hands, it shall be returned to the court.  

 

Civil prisoners may maintain themselves 

561. Civil prisoners shall be allowed to use their own clothes and bedding and to receive from private 

sources food, clothing and bedding or other necessaries. If a civil prisoner is unable to provide 
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himself with sufficient clothing and bedding, the Superintendent shall supply such clothing and 

bedding as may, in his/her opinion, be necessary. Such articles of furniture and appliances as are 

absolutely necessary may be supplied by the prison to a civil prisoner. 

 
Articles to be delivered to civil prisoner after examination 

562. Every article supplied for the use of any civil prisoner shall be delivered through the Deputy 

Superintendent (Administration & Security) and cause to be examined by him. No intoxicating drug 

or liquor of any kind shall be given to any civil prisoner. Articles prohibited to be delivered or kept by 

other prisoners shall be so prohibited for civil prisoners as well. 

 

Civil prisoners may follow a trade and receive the earnings 

563. No civil prisoner shall be compelled to do any labour. Civil prisoners may, with the Superintendent’s 

permission work in any prison workshop or attend any vocational training programme and shall be 

eligible for prescribed remuneration or reward for the same. 

 

Insolvency of civil prisoners 

564. Extracts from the Insolvency Act, 1907, containing the provisions relating to insolvency, shall be 

posted in every ward or cell assigned to civil debtors and revenue defaulters and all necessary 

assistance may be provided by the Superintendent to a civil prisoner wishing to be declared 

insolvent under the Act. Petitions of insolvency may be written by a prison official, and such paper 

and writing materials as are necessary may be supplied.  
 

Detention and release of civil prisoner 

565. A civil prisoner shall be detained as per the order of the detaining authority and for a period 

prescribed by such authority. A civil prisoner shall be released on completion of detention period 

whether it be a gazetted or prison holiday. 
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Under-trial prisoners 
 

Remand of an accused to prison custody pending trial 

566. A court may order any accused person to be detained in, or remanded to custody, in prison, 

provided except in case of persons committed for trial at sessions, for a period not exceeding 14 

days at a time and provided that every such order made by a court other than a High Court shall be 

in writing signed by the presiding judge or magistrate. An accused person detained under section 

122 (2) of the Criminal Procedure Code, must also be treated as an under-trial prisoner until his/her 

case has been decided by the court. 
 

Under-trials subject to same rules as convicts in matters of search, admission, release etc. 

567. All the rules in this manual relating to the admission, search, release, prison discipline, punishment,  

property etc. when not at variance with the rules in this chapter, shall apply to all the under-trial 

prisoners. 
 

Work pertaining to under-trial prisoners to be responsibility of Assistant Superintendent 

568. All the works pertaining to under-trial prisoners shall be the responsibility of Assistant 

Superintendents under the overall guidance and supervision of Deputy Superintendent 

(Administration & Security). 
 

569. The under-trial ward shall be under the charge of a paid warder and shall at the regular hours be 

visited by the gangs employed in sweeping, supplying water, and giving food, under custody of a 

paid prison official, who shall, prevent their holding communication with any of the prisoner under-

trial. Except in such circumstances no convicted prisoner shall be allowed to enter the ward. 
 

Date of production to court to be endorsed on the warrant and history ticket 

570. On every warrant of the under-trial prisoners and history ticket shall be stated the day on which the 

prisoner was produced before the judicial magistrate and the date on which he/she is to be brought 

up before the judicial magistrate. The Assistant Superintendent shall re-enter on the warrant and 

history ticket the date on which the prisoner is to be produced in court including the name of the 

court. The warrants of the prisoners shall then be kept in a special almirah having a pigeon-hole for 

each day of the month. This information shall also be updated in the Integrated Prison Management 

System. 
 

Information about previous conviction to be provided to the Police superintendent 

571. It shall be duty of the prison authorities to endeavour by all means in their power to ascertain 

whether any under-trial has been previously convicted. In case the prisoner has been previously 

convicted, information to this effect shall have to be passed on to the Police Superintendent and 

court holding the trial. The information shall also be submitted to the District Magistrate when 

subsequent to conviction it is discovered that a prisoner has been previously convicted. 
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Cases of prisoners admitted for bailable offences to be brought to the notice of the court 

572. The Superintendent shall provide the details of under-trial prisoners admitted for bailable offences to 

the concerned court, Assistant Inspector General, Prisons (Region) and Inspector General, Prisons 

& Correctional Services periodically as required.  
 

Under-trial prisoners to be placed in police custody for escort to court on the dates 

endorsed on warrants 

573. On the date entered in the original warrant, or on the date fixed by any subsequent orders, under-

trials shall be placed in the custody of police to be taken to court.  
 

574. If any prisoner wishes that cash belonging to him/her in the hands of the Deputy Superintendent 

shall be returned to him/her when sent to court to enable him/her to pay for legal assistance, this 

may be done, and a receipt shall be taken from the prisoner, otherwise such money shall be retained 

by the Deputy Superintendent and shall, if the prisoner be released in court, be delivered to him/her 

at the prison gate together with his/her private property on his/her application. 
 

Attendance of prisoner at court 

575. Prisoners may be produced before the court in person or through the use of Video conferencing in 

line with the provision under sub-section 2(b) of Section 167 of the Cr.P.C. Further, efforts shall be 

made for creating necessary infrastructure based on availability of connectivity in prisons to enable 

trial of under trials through video conferencing, in accordance with provisions contained in section 

275 Cr.P.C. 

576. The names of all prisoners to be produced each day before the magistrate must be entered in the 

Court diary by the officer designated as court officer, whose duty shall be to ensure the punctual 

attendance of prisoners at court on the day fixed. The court officer so designated shall produce the 

diary to the Deputy Superintendent and obtain written acknowledgement for production of prisoners 

before the magistrates along with their warrants kept in the almirah with pigeon-holes. The court 

officer shall also be responsible to bring prisoners back to the prison after they have been produced 

before the magistrate. The Deputy Superintendent shall also initial in this diary the entry of the name 

of every prisoner received from court either on remand or conviction.(Refer to Annexure 34 for the 

format of Court Diary). 
 

Under-trials to be searched while taking them to the court and at the time of return 

577. All the under-trials shall be searched thoroughly at the time of admission, while taking them to the 

court and at the time of return. 
 

Work and daily routine for under-trial prisoners 

578. An under-trial shall not be compelled to hard labour, but shall be responsible to keep the ward, cell 

or other compartment occupied by him/her and the prison premises clean. In case any under-trial is 

interested to work he/she shall be given the work according to his/her skills and shall be paid wages 
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as may be ascertained by the State Government. However, all under-trial prisoners shall have to 

attend educational/vocational training programme designed to teach them skills. 
 

579. The under-trial prisoner shall have to do Morning Physical Training., Meditation, Prayer, Yoga, 

Educational classes, Newspaper/magazine reading, Social education, Sports, Vocational Training, 

cleaning of wards, cells, yards, and kitchen work as part of their daily routine. 
 

Under-trial prisoner shall be permitted to maintain him/herself 

580. A under-trial prisoner shall be permitted to maintain him/herself, and to purchase, or receive from 

private sources at proper hours, food, clothing, bedding or other necessaries, but subject to 

examination and to such rules as may be approved by the Inspector General, Prisons & Correctional 

Services. Such prisoners shall be barred from taking prison diet and the record of the same shall be 

maintained,   
 

Under-trial not to give any part of his/her food, bedding, clothing and other necessaries to 

any other prisoner 

581. No part of any food, clothing, bedding or other necessaries belonging to any under-trial prisoner 

shall be given, hired or sold to any other prisoner; and any prisoner transgressing the provisions of 

this section shall lose the privilege of purchasing food or receiving it from private sources for such 

time as the Superintendent thinks proper. 
 

Supply of clothing, bedding etc. to under-trial prisoners who need it 

582. Every under-trial prisoner unable to provide him/herself with sufficient clothing and bedding shall be 

supplied by the Superintendent with such clothing (not being prison clothing) and bedding as may be 

necessary. All purchases of supplies of food, clothing bedding, or other necessaries shall be made 

through the Deputy Superintendent, subject to the Superintendent’s sanction and shall be examined 

by the Deputy Superintendent before delivery to an under-trial prisoner, nothing deleterious to health 

and no drugs or intoxicating liquor shall be allowed. Food supplied from private sources shall be 

examined by the Deputy Superintendent and by the Medical officer or compounder who shall report 

to the Superintendent if it contains anything prohibited or deleterious to health. If any prohibited 

article is found concealed in any food or other thing supplied to an under-trial prisoner, such food or 

thing shall be confiscated to Government, and the privileges accorded shall be withdrawn. The 

Superintendent may refuse to allow the purchase for, or delivery to, an under-trial prisoner of 

anything which he/she considers to be unnecessary or unsuitable. 
 

Free legal aid to under-trial prisoners 

583. Every under-trial prisoner who cannot hire private advocate shall be provided services of a lawyer by 

the free legal aid authority of the state.  At the time of admission or during visit of officials such 

prisoners shall be identified, a request for legal assistance at the expenses of the State Government 

shall be obtained from them and forwarded to the Secretary Legal Service Authority. Advocates 
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appointed by legal service Authority may be permitted to interview such under-trial prisoners in the 

Assistant Superintendent’s room. 
 

Release of under-trial prisoners 

584. Order for release or bail of any under-trial shall be accepted by the prison administration only if sent 

through registered post or in form of a sealed envelope delivered by a court clerk/ peon after an 

entry of the same has been made into the peon book of the court. If any private person brings such 

documents, the same shall not be accepted at the prison office. The identity of the court clerk/ peon 

must be proved through documentary evidence.  
 

585. On receipt of a warrant or order of revision directing the release of an under-trial prisoner, he/she 

shall be at once released by the Deputy Superintendent even in the absence of Superintendent. The 

Superintendent shall sign the release order next day as if the prisoner was released in his/her 

presence. However, no such orders shall be received after the lock-up time. 
 

586. In case the order of release is received after the wards are locked up for the night, the under-trial 

prisoner shall be released immediately after the wards are opened next morning. 
 

587. Prior to releasing an under-trial prisoner, the officer in-charge shall attend to the following points: 

i. Scrutiny of bail/release order with relevant original papers and records 

ii. Informing the prisoner of the contents of the bail order  

iii. Checking whether any other case is pending against the under-trial prisoner 

iv. Checking the identity of the under-trial prisoner 

v. Handing over personal belonging and cash of prisoner to him/her 

vi. Recording of weight on release in the under-trial admission register 
 

588. After release the warrant of detention and bail order shall be duly returned to the court concerned 

along with a certificate of release by the Superintendent. 
 

Release from court  

589. If an under-trial prisoner is discharged or released from the court while being produced there, an 

endorsement to that effect shall be made by the court in the prescribed form. On receipt of such 

intimation, entries in the appropriate columns of the under-trial admission register shall be made. 
 

Weight on release to be recorded 

590. The weight of every under-trial prisoner on release shall be recorded in the Register of under-trial 

prisoners. In the case of under-trial prisoners, who are released from court, the last weighment 

recorded on the history ticket prior to release shall be taken to be the weight on release.  
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Prison courts to dispose cases of under-trials registered under petty offences 

591. To dispose the cases of under-trial prisoners involved in petty offences, courts may be conducted in 

the prison premises on the orders of High Court or District and Session Court. For organizing prison 

courts, all cooperation shall be ensured by prison Superintendent.  
 

Steps against an under-trial attempting to escape 

592. An under trial prisoner attempting to escape shall be brought before a competent magistrate for trial 

under section 224 of Indian Penal Code, without delay. 
 
 

Illness of under-trial prisoners 

593. In every case when an under-trial prisoner is so seriously ill as to be likely to die, then the matter 

shall be reported by the Superintendent to the concerned court along with the medical report, and if 

the court thinks it proper, the prisoner may be released on bail. In the event of bail being refused, the 

Superintendent shall treat the prisoner in accordance with the instruction in the chapter Medical 

care. 
 

594. In the event of an under-trial prisoner being too ill to attend court on the appointed date, the 

Superintendent shall report the circumstances as required through submission of his/her medical 

report, to the court and shall ask for authority to further detain the prisoner in custody. 

 

Report of death of under-trial prisoners 

595. A notice of the death of under-trial prisoner shall be sent, as soon as possible by the Superintendent 

of the prison to the court or other authority under whose warrant or order such under-trial prisoner 

was detained. 
 

Under-trial prisoners not to alter their personal appearance 

596. Under-trial prisoners shall not be allowed to crop their hair or in any way to alter their personal 

appearance, so as to make difficult to recognize them. To prevent this, scissors and similar 

implements shall not be allowed in the ward. Prisoners who have been more than a month in the 

prison shall have their hair cut to the length it was when they were admitted in the prison, and keep 

at this length as far as possible, in order to maintain their original appearance. 
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Female prisoners and children 
 

Confinement of female prisoners in female enclosure 

597. There shall be separate prisons for female offenders. Till separate prisons for female are 

established, both male and female inmates shall be confined in the same prison on the condition that 

female offenders are kept in a strictly secluded female enclosure. Such enclosure shall be, to the 

extent possible, independent in terms of infrastructural set-up and the boundary wall shall not be 

less than 14 feet in height so that no male counterpart could be able to view inside the enclosure.   
 

Cellular accommodation for female prisoners 

598. In the female enclosure of every prison there shall be a block of cells sufficient in number for use as 

punishment cells and to afford separate accommodation for female under-trial prisoners. A female 

under-trial prisoner may, at the opinion of the Superintendent, if cell accommodation is available, 

have the choice of occupying a cell in the female enclosure instead of being confined in the under-

trial prisoners’ ward; provided the arrangements regarding the guarding of cells in the female ward 

and the custody of the keys of these cells can be made. 
 

Female prisoners not to leave female enclosure 

599. No female prisoner shall, on any pretext, leave or be removed from the female enclosure except for 

release, transfer, or attendance at court, or under the order of the Superintendent for other legitimate 

purposes. Every female prisoner authorised to leave her enclosure shall ordinarily be accompanied 

by a female warder from the time she leaves till she returns. 
 

600. When a police officer is required to interview a female prisoner, she shall not be brought outside the 

enclosure, but the police officer, accompanied by the Assistant Superintendent and the female 

warder, shall be allowed to go to the female enclosure.  
 

Males shall not enter female block alone 

601. No male shall be permitted to enter the female block of any prison, at any time, unless he/she has a 

legitimate duty to attend therein. If the male officer has to attend to any duty in the female block, he 

has to enter along with the female warder. He shall call the female warder on duty, who shall peep 

through the slit and after being convinced that the person trying to enter is trustworthy, shall caution 

all the female prisoners and open the door. The main gate of the female block shall be surrounded 

by a L-shaped high wall, so that on the opening of the main gate, female block is not visible from 

outside. 

i. If there is a need to visit the female block in the night time than the Head warder shall inform 

the Deputy Superintendent and only in the presence of the Deputy Superintendent, he/she shall 

enter the block.  
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ii. In the case of emergency, if there is a need for a male officer to enter the block, then an entry of 

the same shall be made into the report register of the Deputy Superintendent. 

iii. Male warders and other male staff, acting as escort to lady visitors and officials, shall remain 

outside the block. 
 

Custody of the keys of female block and wards 

602. The keys of the female block and its wards shall be kept by the female warder during the day and 

after the wards and block have been locked up at night shall be handed over to the Deputy 

Superintendent, and shall remain in his/her custody till the opening of the blocks and wards next day 

morning. The main gate of the female enclosure shall be locked from outside and the keys shall be 

kept by the chief head warder or in-charge head warder. The main gate of the female enclosure shall 

be locked from inside and the keys shall be kept by the female warder on duty.  
 

Female prisoners shall cook for themselves 

603. Female prisoners shall cook for themselves in the kitchen provided in the block, using the raw 

material in prescribed quantity supplied to them. 
 

Interview of female prisoners with relatives confined in the same prison  

604. In case, close relatives of women are detained in the same prison, interview of both shall be 

facilitated by the Deputy Superintendent between the two gates in presence of Deputy 

Superintendent /Assistant Superintendent, once a week. 
 

Birth in prisons to be registered 

605. Births in prison shall be registered at the local birth registration office. The fact that the child has 

been born in prison shall not be recorded as the place of birth. Only the address of the locality shall 

be mentioned. As far as the circumstances permit, Deputy Superintendent shall ensure that the child 

is born in the district hospital and all facilities for performing the naming rites of the child are 

extended to the mother. 
 

Female prisoners may retain children 

606. Children up to 6 years of age shall be allowed to remain with the female prisoners. Children above 

this age shall be handed over to any close relative chosen by women or placed in a home run by the 

Social Welfare department. Such children shall be kept in protective homes until their mother is 

released or the child attains such an age as to be able to earn his/her own livelihood. The Medical 

Officer shall determine the age of children for the purpose of this provision. 
 

607. When a female prisoner dies in prison and leaves a child or when the child attains the age of 6 

years, such a child shall not be kept confined in the prison and shall be handed over to legal 

claimants. Should no relative or legal claimant be found willing to take care of the child the prison 



�����������	
���
���������

�

������� � � � �

�

�

�

administration with due approval of the District Magistrate shall place the child in the care of Social 

Welfare Department.  
 

Medical care of female prisoners and children 

608. As far as possible, female Medical Officer shall look after the medical care of female prisoners 

during their stay in prison. A female Medical Officer shall be deputed to the prison every week by the 

civil surgeon, and her duties shall be to visit female prison ward, once in a week and check the 

health complaints of female prisoners and prescribe medicines and make a report based on that to 

the Superintendent and Deputy Superintendent. In the absence of a female medical officer, the male 

prison medical officer shall look after the sick female prisoners. 
 

609. Children shall be periodically examined by a Medical Officer to monitor their physical growth and 

shall also be vaccinated against various diseases including polio and others at the appropriate time. 

Extra clothing and diet may also be provided to such children on the written recommendations of the 

Medical Officer. 
 

610. When a female prisoner is found, or suspected, to be pregnant at the time of admission or later, the 

Medical Officer shall report the fact to the Superintendent. Arrangements shall be made at the 

earliest to get her medically examined at the female wing of the District Government Hospital for 

ascertaining the state of her health, pregnancy, duration of pregnancy and the probable date of 

delivery. After ascertaining all necessary particulars, a detailed report shall be sent to the Assistant 

Inspector General, Prisons (Region). Interim, bail application of such prisoners shall be moved by 

the Superintendent before the time of delivery. The prisoners who are not bailed out shall be 

provided with proper pre-natal and ante-natal care as per the advice of qualified Medical Officer by 

the prison administration. 
 

Creche services for children of the female prisoners  

611. There shall be a crèche run by the prison administration, where the children of women prisoners 

shall be looked after. Children below three years of age shall be allowed in the crèche, wherein all 

facilities would be provided for health, physical and mental development. E.g. crèche would be 

equipped with mosquito net, toys, walkers etc.; and those between three and six years shall be 

looked after in the nursery school, wherein all facilities would be provided for imparting primary 

education to such children. Superintendent shall facilitate admission of eligible children (staying with 

the female inmates of the prison) to nursery schools as per requirement 

 

Recreational visit of children outside the prison 

612. The Superintendent along with the Assistant Superintendent of Prison designated as the prison 

welfare officer will design programmes for recreational visit of the children of female inmates outside 

the prison on a regular interval. 
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Children kept away from female prisoners to be allowed to meet their mothers once a week 

613. Children kept under protective custody in a home of the Department of Social Welfare shall be 

allowed to meet their mothers at least once a week. The Director, Social Welfare Department shall 

ensure that such children are brought to the prison on the dates fixed for this purpose by the 

Superintendent of Prison.  
 

All rules in this manual, when not at variance with the rules in this chapter, shall apply  

614. All the rules in this manual when not at variance with the rules in this chapter, shall apply to all the 

female prisoners. 
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Young offenders 
 

Confinement of young offenders in separate block 

615. Each prison shall have a separate block for young offenders who are between 18 and 21 years of 

age, so as to keep them away from adult habitual offenders. This block shall be divided into two 

separate sections one for the under-trials and other for the convicts. Normally each section shall 

accommodate not more than 100 inmates.  
 

Young Offender Block Committee  

616. The block shall have a Young Offender Block Committee consisting of block staff members and 

chaired by the Assistant Superintendent. This Committee shall meet once a week. The functions of 

this Committee shall be: 

i. To assist the Superintendent and the Deputy Superintendent ,in all matters pertaining to the 

welfare and discipline of young offenders 

ii. To study each inmate individually and understand the various problems presented by him 

iii. To gauge inmates' response to training and treatment 

iv. To extend help and guidance to inmates at the individual level 

v. To elect three inmate leaders every quarter in a section 

vi. To associate the inmate leaders with block problems like sanitation, hygiene, welfare and 

planning of recreational and cultural activities 
 

Education to young offenders 

617. Superintendent shall ensure that educational needs of young offenders are adequately met and 

necessary facilities for the overall educational development are provided in prisons. He/she shall 

ensure that appropriate educational programmes are designed for young offenders, if required in 

assistance from the N.G.Os, such that young offenders of various age groups and intelligence levels 

can derive benefit from them. Special emphasis shall be laid on the following aspects in education of 

young offenders: 

i. Physical and health education 

ii. Social and moral education 

iii. Literary education 

iv. Vocational education 

v. Arts and handicrafts education 
 

618. For illiterate and educationally backward young offenders special educational classes shall be 

organized.  
 

619. Necessary opportunities for the self-education of young offenders shall be provided in the prisons. 

Those who have the requisite capacity and desire to appear at examinations conducted by the State 
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Education Department or by a University or by any other recognized institution shall be permitted to 

do so.  
 

620. Young offenders shall be taught such crafts, skills and vocations, as would be useful to them after 

release.  
 

Employment of young offenders 

621. Young offenders may be employed, by rotation, as assistants in running the prison's essential 

services, like sanitation and hygiene, kitchen and canteen, laundry and plumbing services. A young 

offender employed, is not to be required to perform more than 6 hours of work in any day. An 

offender performing work shall: 

i. comply with any reasonable direction given by the supervising officer; and 

ii. to wear any safety clothing or equipment supplied for the purpose of performing the work 
 

Safe working environment and safe manner of work  

622. The supervising officer is to take any measures that are practicable to ensure that an offender 

performing work: 

i. is not exposed to hazards at the place where the work is being performed; and  

ii. performs the work in a manner that does not expose the offender or any other person to 

hazards 
 

Cultural development of young offenders 

623. Special emphasis shall be given on the cultural development of young offenders. Programmes of 

recreational nature and cultural activities shall be so planned as to suit the needs of various groups 

of young offenders. Activities like indoor games, outdoor games, gymnastics, athletics, films, music, 

community and folk dances, dramatics arts, crafts, reading, writing, debating, quiz programmes, 

sports-meet, philately and gardening, shall be organized for recreational and cultural programmes. 
 

Diet for young offenders 

624. Adolescence being the age of growth and development, proper attention shall be given by the 

Medical officer to provide balanced diet to such prisoners.  
 

Discipline of young offenders 

625. Special emphasis shall be given on the discipline of young offenders. As far as possible, minor 

offences shall be dealt with by withdrawal of concessions. When this approach fails, recourse shall 

be taken to other forms of punishment. 
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Relatives to be informed of the date of release 

626. At least one month before a young offender is due for release, a letter shall be sent to his/her 

parents/relatives/friends intimating the date of his/her release and copy of the same shall be 

endorsed to the concerned District Superintendent of Police.  
 

Separate wing at the headquarters to deal with the problems of young offenders 

627. At the headquarters of the Prisons and Correctional Services Department a separate wing shall be 

created under Deputy Inspector General, Prisons (Correctional Services) for dealing with the 

problems of young offenders.  
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Prisoners sentenced to death  
 

Intimation of death sentence to be sent to prison and issue of warrant of execution by the 

Court  

628. When a prisoner is sentenced to death, the police officer who attends the trial shall at once inform 

the Superintendent of the prison in which the prisoner is confined of the sentence that has been 

passed by the courts. If the sentence is passed by a Sessions Judge, a warrant of commitment 

pending confirmation of sentence by the High Court shall be issued by the Sessions Judge. When 

the sentence has been confirmed by the High Court or is passed by the said court in an appeal 

against the judgement of the Sessions Judge, a warrant for the execution of the sentence shall be 

transmitted by the Sessions Judge. But, if the sentence is passed by the High Court in its original 

criminal jurisdiction or in exercise of its jurisdiction in appeal from its original criminal jurisdiction, a 

warrant for the execution of the sentence shall be transmitted by the officer of the High Court. In 

either case the warrant for execution of the sentence shall be transmitted to the Superintendent of 

the prison in which the prisoner is confined. 
 

Search of prisoner sentenced to death 

629. Immediately on the arrival of the condemned prisoner in the prison, the Deputy Superintendent shall 

cause the prisoner to be thoroughly searched and take every article of private clothing or other 

property from him/her and provide him/her with the prison clothing and beddings. 
 

Confinement of prisoner sentenced to death in high security wards 

630. Every prisoner sentenced to death shall from the date of his/her sentence, and without waiting for 

the sentence to be confirmed by the High Court, be confined in a high security ward if possible and 

shall be placed under the charge of a warder by day and by night. High Security ward or room in 

which a convict sentenced to death is confined shall invariably, before he/she is placed in it, be 

examined by the Deputy Superintendent, who shall satisfy him/herself of its fitness and safety, and 

shall record the result of the examination in his/her report book. 

Note 1: Female prisoners under sentence of death shall be kept in the female ward and guarded by 

female warders 
 

Warder on duty to have key of ward lock 

631. The key of the ward  lock shall be kept with the warder. In case the warder notes any effort made by 

the prisoner for committing suicide he/she shall immediately press alarm. In extraordinary situation, 

the prisoners shall be detained under special vigil and security. A prisoner sentenced to death shall 

not be handcuffed unless he/she is so violent as to be dangerous to the warder or to him/herself. If it 

is deemed necessary to put handcuffs, the reasons for such action shall be reported to the Inspector 

General, Prisons & Correctional Services and Assistant Inspector General, Prisons (Region). 
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Guarding arrangement for more than one condemned prisoner  

632. When two or more prisoners sentenced to death are confined at the same time in cell/room situated 

at some distance from one another, a separate warder shall be placed over each cell/room. 

However, if the cells/room are contiguous one warder shall be posted to guard every three cell/room. 

For any number of cell/room in excess of three, an extra guard shall be posted. 
 

Supervision by the Head warder 

633. The head warder on duty shall frequently visit the warders placed over such prisoners at uncertain 

hours during both day and night, and shall at once report to the Deputy Superintendent for 

communication to the Superintendent any suspicious conduct on the part of any of the prisoners or 

any fault committed by the warders on duty. 
 

Cells/rooms to be searched daily by the Deputy Superintendent  

634. Every cell/room in which a prisoner sentenced to death is confined, shall be examined by the Deputy 

Superintendent  or by an officer appointed in that behalf, who shall satisfy him/herself that it is 

secure and contains no article of any kind which the prisoner could, by any possibility, use as a 

weapon of offence or as an instrument with which to commit suicide, or which is, in the opinion of 

that officer, inexpedient to be permitted to remain in such cell/room. This duty shall in no 

circumstances be delegated to the warders. Female prisoners shall similarly be searched by the 

female warder, but their cell/room shall be examined by the Deputy Superintendent . 
 

Diet of condemned prisoner 

635. A prisoner under sentence of death shall be allowed the ordinary diet of a labouring prisoner, 

however, he/she may after rejection of the final appeal be allowed, at the discretion of the 

Superintendent be given books, sweets or extra diet. His/her food shall invariably be examined by 

the Deputy Superintendent , an Assistant Superintendent or the Medical officer before delivery to 

him/her, and shall be given to him/her in the presence of one or other of these officers. 
 

Facilities for condemned prisoners 

636. Prisoners under sentence of death shall be granted in their cells/rooms interviews with their family/ 

relatives / friends / legal advisors, in the presence of Deputy Superintendent or an Assistant 

Superintendent. No other person shall have access to such prisoner except the Superintendent, the 

Medical Officer, Compounder/Pharmacist, Deputy Superintendents, official and non-official visitor 

and person who have to bring food and attend to conservancy.  
 

637. A prisoner under sentence of death shall be kept in prison like other prisoners sentenced with 

rigorous imprisonment till the expiry of every stage of appeal; however they shall not be engaged in 

any type of work. 
 



�����������	
���
���������

�

������� � � � �

�

�

�

638. A prisoner sentenced to death shall not be allowed to go out of the prison premises for any purpose. 

If he/she is facing trial in other cases, the court concerned shall be requested to hold the trial inside 

the prison premises using video conferencing technology or other suitable arrangement. 

 

Appeal to High Court 

639. When intimation of a sentence of death passed by a Sessions Judge is received, the Superintendent 

shall inform the sentenced prisoner of his/her right to appeal and rules regarding the appeal. If 

he/she desires to appeal, the Superintendent shall at once have appeal prepared for the prisoner or 

by his/her legal counsel in his/her own words, and shall forward it under registered cover to the 

Registrar of the High Court. It is not necessary to obtain and forward a copy of the judgement in 

such cases. 
 

Appeal to Supreme Court and petitions for mercy 

640. Every prisoner condemned to death shall have the privilege of petitioning for mercy. The following 

instructions shall be observed by the Superintendent of prisons in connection with the petitions to the 

Governor or to the President of India by convicts under sentence of death, or in connection with 

appeals to the Supreme court or application for special leave to appeal to that Court, by or on behalf 

of the condemned prisoners: 

i. Immediately on receipt of a warrant of execution consequent on the confirmation by the High 

Court of the sentence of death, the Superintendent shall inform the same to the convict 

concerned that if he/she wishes to appeal to the Supreme Court or to make an application for 

special leave to appeal to the Supreme Court under any relevant provisions of the Constitution 

of India, he/she should do so within the period prescribed in the Supreme Court Rules, 1950. 

ii. Immediately on receipt of the intimation of the dismissal by the Supreme Court of the appeal or 

the application for special leave to appeal, the Superintendent shall inform the convict that if 

he/she desires to submit a petition for mercy, it should be submitted within seven days of the 

date of such intimation.  

iii. If the convict submits a petition within the period of seven days prescribed by rule ii, it shall be 

addressed both to the Governor and to the President of India. The Superintendent of the prison 

shall forthwith despatch it to the Law Department, together with a covering letter reporting the 

date fixed for the execution and shall certify that the execution has been stayed pending receipt 

of the orders of the Government on the petition. If no reply is received within 15 days from the 

date of despatch of the petition the Superintendent shall write to the Secretary to the State 

Government, drawing attention to the fact, but he/she shall in no case carry out the execution 

before the receipt of the State Government’s reply. 

iv. If the convict submits a petition after the period prescribed by rule ii, the Superintendent shall at 

once forward it to the State Government, requesting orders whether execution shall be 

postponed and stating that, pending a reply, the sentence will not be carried out. If however a 
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petition is received by the Superintendent later than noon on the day preceding that fixed for 

execution, he/she shall at once forward it to the State Government, giving the date of execution 

and stating that the sentence shall be carried out unless orders to the contrary are received. 

v. A petition submitted by a convict shall be withheld by the State Government, if a petition 

containing a similar prayer has already been submitted to the President. When a petition is so 

withheld the petitioner shall be informed of the fact and of the reason for withholding it through 

the Superintendent of the prison. 

vi. Petition for mercy submitted on behalf of a convict under sentence of death shall with mutatis 

mutandis, in the manner provided by these rules for dealing with a petition from the convict 

him/herself. The petitioner on behalf of a condemned convict shall be informed of the orders 

passed in the case. If the petition is signed by more than one person, it shall be sufficient to 

inform the first signatory. The convict him/herself shall also be informed of the submission of 

any petition on his/her behalf and of the orders passed thereon, through the Superintendent of 

the prison. 

vii. When the State Government or the President declines mercy, the Superintendent shall 

communicate the orders to the concerned court with details and shall request it to fix a date for 

executing the prisoner as per court sentence. 

Note: In case all the options of appeal for mercy get exhausted no other court appearances 

would be done to the prisoner condemned with death sentence in other cases whatsoever.  

viii. In the event of its coming to the knowledge of the Superintendent at any time before the 

execution of the sentence that altogether exceptional circumstances have arisen which plainly 

demand a re-consideration of the sentence, he/she is at liberty, anything in the foregoing rules 

notwithstanding, to report the circumstances to the State Government and ask for its orders and 

to defer execution till they are received. 

ix. All covers containing not only petition for mercy but also all letters, acknowledgments in capital 

sentence cases shall be super scribed  “Appeal for mercy” and “urgent” and shall be registered 

in the post office.  
 

Final confirmation on the date of execution 

641. On receipt from the court of the final confirmation and the date of execution of the prisoner 

sentenced to death, Superintendent shall: 

i. Inform the prisoner and his/her relatives about the date of execution. 

ii. Arrange for prisoner's will to be prepared in accordance with his/her wish. 

iii. Arrange for transportation of such prisoners to the prisons where facility of execution is 

available. 

iv. Fix the time for execution and inform the Inspector General, Prisons & Correctional Services, 

Session Judge and to the State Government about this, sufficiently in advance 
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v. Inform the Executive Engineer (Building Division), who shall arrange the inspection of the 

gallows before the date of execution 

vi. Arrange for prisoner to be checked by the Medical Officer 

Note: No prisoner sentenced to death shall be executed on a public holiday. The execution shall 

take place within the prison walls early in the morning before it gets bright.  
 

Condemned prisoner showing signs of insanity 

642. If any prisoner awaiting sentence of death shows signs of insanity which, in the opinion of the District 

level Medical Board, are not feigned, or require observation to determine whether they are feigned or 

not, the circumstances shall at once be reported to the Law Department and execution of the 

sentence shall be deferred pending receipt of the orders of Government. The Medical Board shall 

keep the prisoner under observation and, as soon as he/she can form an opinion, which should be 

within fourteen days after the date when the symptoms of insanity are first reported to it, shall certify 

whether the prisoner is insane or not. Board’s certificate shall immediately be forwarded to the Law 

Department in a registered cover. On receipt of the orders of Government, the Superintendent shall 

give effect to them. If they direct that the sentence of death shall be carried out, the Superintendent 

shall at once fix a fresh date for execution of the sentence which shall be not less than a week nor 

more than a fortnight after receipt of the orders of Government. The postponement of the execution 

of sentence under this rule with the reason therefore, the final orders of Government and the new 

date fixed for the execution of the death sentence, if it is to be carried out, shall be reported to the 

court which sentenced the prisoner, and also to the District Magistrate. 
 

Treatment of condemned female prisoner found to be pregnant 

643. If the Medical Officer finds a women prisoner sentenced to death to be pregnant, the matter shall at 

once be brought to the notice of the Inspector General, Prisons & Correctional Services, who shall 

seek the order of the State Government for changing the date of execution or postponement of 

execution till she gives birth to the child. When the execution of a capital sentence on a female 

convict has been suspended, it shall not be carried out without the express orders of State 

Government. 
 

Unusual delay in execution to be reported 

644. Should any extraordinary or unavoidable delay occur in executing a sentence of death from any 

cause other than the submission of a petition or appeal, the Superintendent of the prison shall report 

the circumstances immediately to the Sessions Judge, returning the original warrant either for the 

issue of a fresh warrant, or for the endorsement upon the same warrant of an order containing a 

definite date for carrying the postponed sentence into effect.  
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Evidence of convict under sentence of death 

645. When the evidence of convict under sentence of death is required, the court shall proceed to prison 

for the purpose, and shall not require the convict’s attendance in court.  
 

Responsibility of the Superintendent 

646. Unless specially directed in the warrant, the execution shall take place in the Central prisons or the 

prisons where gallows are available. The Superintendent of the prison shall, on receiving a warrant 

of capital punishment, communicate the fact at once to the District Magistrate and shall be 

responsible that the execution is properly carried out and shall make timely arrangements to engage 

the service of a hangman, to have the gallows in order, and the rope cap and pinioning straps ready. 

The rope need not be new, but must be capable of standing the strain caused by dropping a back of 

sand or earth, one and a half times the weight of the prisoner, the height of the drop it is proposed to 

give. This test should be made at least a week before the date fixed for the execution, so that other 

ropes may be procured in good time, if necessary, and subjected to the same test. After being tested 

the ropes should be locked up in a safe place. On the evening before the execution, the 

Superintendent shall have the gallows, if a temporary structure, erected in his/her presence, and 

shall examine the ropes to satisfy him/her that they have received no injury since being tested. 

When a condemned prisoner is transferred from one prison to another, the Superintendent of the 

receiving and dispatching prisons shall report the fact to the Magistrates of their respective districts. 

 

Scale of drop 

647. The Medical Officer shall report in the medical report about the drop to be given to the prisoner at 

least four days before the date on which the prisoner is to be executed, based on the physical 

condition of the prisoner. The following scale of drop, proportioned to the weight of the prisoner, is 

given for general guidance:  

 

Note 1: 

The above 

calculations are based on the assumption that the execution rope shall be made of cotton 

yarn/manila of 1 inch to 1.5 inches diameter. 
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Persons who may witness execution 

648. If the prisoner so desires, a priest of his/her faith may be allowed, at the discretion of the 

Superintendent, to be present at the place of execution, subject to the requirements of security and 

prison discipline.  
 

649. Relatives of the prisoner and other prisoners shall not be allowed to witness the execution. The 

Superintendent may, however, permit social scientists, psychologists, psychiatrists, etc. who are 

conducting research to be present. As regards witness of the execution, decision of Superintendent 

shall be final. The prisoners in the prison shall not be made to attend, and should as a rule, be kept 

locked up in their sleeping wards until the execution has taken place. 
 

Police guard to be present at every execution 

650. An armed guard of not less than ten constables and two head constables or an equal number from 

the prison armed guards, shall be present at every execution. The Superintendent of Police shall 

supply the guard on application. 
 

Superintendent and Medical Officer shall be present at all executions 

651. The Superintendent and Medical Officer shall be present at all executions. An executive magistrate 

rank officer deputed by the District Magistrate or District Magistrate him/herself shall also attend the 

execution and countersign the warrant.  
 

Warrant of execution to be read out 

652. The Superintendent, Executive Magistrate and Medical Officer shall visit the prisoner in his/her cell 

before the hour fixed for execution and read over to him/her a translation of the warrant in his/her 

mother tongue. Any other documents requiring attestation by the prisoner such as his/her will etc. 

shall be signed and attested in the presence of Superintendent and the Executive Magistrate.  

Note: When an execution is postponed in accordance with rules of this chapter the Superintendent 

of the prison after reading the warrant, shall add that the execution of the sentence was suspended 

by order of the Government and that today at ………AM., has been duly fixed for the execution of 

the sentence. 
 

Prisoner not to be allowed to see the gallows�

653. Hands of the convict shall be tied behind his/her back and a cotton cap with flap shall be put on 

his/her face just before he/she enters the gallows-enclosures. The prisoner shall not be allowed to 

see the gallows. 
 

Duty of the executioner 

654. On reaching the gallows the prisoner shall be made over to the executioner whose duty shall be as 

follows: 

i. Place the convict exactly under the part of the beam to which the rope is attached 
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ii. Strap the convict’s legs tightly 

iii. Put the rope round the convict’s neck appropriately 

iv. Push the lever to let down the trap-door, at a signal from the Superintendent 
 

Convict to be declared dead 

655. The body shall remain suspended for half an hour and shall not be taken down till the Medical 

Officer declares life to be extinct. The warrant of execution shall be returned with an endorsement by 

the Superintendent to the effect that the sentence has been carried out, duly countersigned by the 

Medical Officer and the Executive Magistrate. 

 

Disposal of the body of the executed convict 

656. If the executed prisoner's relatives make a written application for performing the last rites, the 

Superintendent may, in his/her discretion, allow such request, provided that the relatives give an 

undertaking in writing that they shall not make a public demonstration at cremation / burial. If the 

Superintendent has reasons to believe that during the cremation the public demonstration may 

occur, their request may be turned down. In cases, where this probability exists, Superintendent 

shall consult the District Magistrate and act in accordance with his/her instructions. 
 

657. The body of the executed prisoner shall be disposed of according to the religious requirements and 

with all solemnity. A municipal hearse or ambulance shall be used for the transportation of the body 

to the cremation/burial ground.  
 

Charges of execution to be borne by the prison 

658. The Superintendent is authorized to incur all reasonable expenditure required in connection with an 

execution including transportation and disposal of the dead body.  
 

Report of execution to be sent to the Inspector General, Prisons & Correctional Services 

659. The Superintendent shall send report of prisoner’s execution to the Inspector General, Prisons & 

Correctional Services, without delay in the format specified in the Annexure 35. 
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Mentally ill prisoners 
 

Classes of mentally –ill prisoners 

660. The expression mentally ill prisoner shall be deemed to include persons of the following classes, 

namely:  

i. A person who is charged with an offence, in respect of whose soundness of mind the 

Magistrate trying the case entertains doubts and the prisoner is put under medical observation. 

ii. A person, who is charged with an offence, but who, by reason of unsoundness of mind, is 

incapable of making a defence.  

iii. A person who has been held to have committed an act which would but for the unsoundness of 

mind of the doer, have constituted an offence, but who has been acquitted on the ground that 

he/she was of unsound mind when the act was committed.  

iv. A convict or under-trial who becomes mentally ill or insane after their admission into prison 

Note 1: Mentally ill prisoners of category (ii) and (iii) above shall be detained in a mental health care 

centre after obtaining order of the appropriate Court. 

Note 2: Whether an under-trial prisoner who is facing a criminal charge is of unsound mind or not or 

whether he/she is capable or incapable of making a defence in his/her case shall be decided on the 

basis of recommendations of a medical board consisting of minimum three eminent doctors out of 

which one shall be psychiatrists.  

Note 3: Non-criminal lunatics shall not be admitted in the prisons. 
 

Confinement of mentally-ill prisoners 

661. Whenever an under-trial/convict prisoner is found to be dangerous, noisy or filthy in his/her habits, 

he/she shall be confined in a high security ward with single accommodation, and kept under strict 

and continuous supervision and watch to determine whether he/she is really of unsound mind or 

he/she is pretending.. 
 

662. If the prisoner is observed to be of unsound mind or is mentally disturbed, he/she may be detained in 

the prison hospital at the discretion of the Medical officer and given appropriate medications. If 

he/she does not show any improvement within a week he/she may be shown to a medical specialist 

and the treatment may continue for another two weeks. If the prisoner patient does not show any 

improvement or show only unsatisfactory improvement, he/she shall be referred to a psychiatrist 

either in the Government hospital or in a private hospital in the same location or at the nearest 

government medical college hospital. The psychiatric treatment shall be continued as per the advice 

of the specialist psychiatrist by the medical officer of the prison in which he/she is confined.  
 

Report on a convict prisoner who becomes insane 

663. If any convict prisoner is certified by medical board as incurably insane and the prisoner is unable to 

defend himself or recognize the consequences of his/her actions and that he/she has become totally 
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insane and does not have any breaks or lucid moments of clear thought and consciousness, a report 

regarding his/her case shall be submitted to the Inspector General, Prisons & Correctional Services 

for obtaining the orders of the State Government for his/her removal to a mental health care centre. 

With this report shall be forwarded:  

i. a descriptive roll of the prisoner 

ii. medical certificate from Board of doctors 
 

Transfer of a mentally-ill prisoner to mental health care centre 

664. On receipt of an order from the State Government or the court for the removal of a completely 

insane criminal prisoner to a mental health care centre, the Superintendent shall forward him to the 

mental health care centre specified, with:  

i. a copy of the State Government order directing his/her transfer 

ii. a descriptive-roll of the prisoner 

iii. copy of a medical certificate from Board of doctors 

iv. history ticket and private property (if any) and addresses of prisoner’s relatives and friends 

v. warrant of imprisonment – if a convict indicating his/her term of prison sentence, his/her date of 

admission to the prison and due date of release 

vi. remissions if any earned while in prison 

vii. a copy of the court’s judgment in his/her case- if a convict 

viii. details of under-trial cases 

Note: Photocopies of all the above documents shall be retained in the prison record 
 

665. The Superintendent of the prison while sending such a prisoner for commitment to a mental hospital 

in the State for treatment or observation shall requisition special police guard to escort such prisoner 

to the mental hospital. 
 

666. Information regarding shifting of convicted/ under-trial mentally-ill prisoner shall be sent to the 

concerned court, the local police and the family of the prisoner.  
 

667. Every, precaution shall be taken to secure that the mentally-ill prisoner is properly cared for whilst in 

transit to the mental hospital; he/she shall be sent under charge of a police escort and proper 

arrangements shall be made regarding his/her property, clothing, bedding and food, as directed in 

the rules relating to transfer of prisoners except that two complete suits of clothing and an extra 

blanket, shall be provided. Fetters shall not be used unless absolutely necessary. 

�

Female mentally-ill prisoners when transferred from prison to be accompanied by a female 

attendant�

668. A female mentally-ill prisoner when transferred from a prison to a mental hospital or from a mental 

hospital to a prison or forwarded for release to the custody of her relatives or friends, shall invariably 
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be accompanied by a female constable. A female constable or attendant should also accompany 

any recovered female mentally-ill prisoners who is sent up for trial. If the Superintendent of a prison 

is unable to procure the services of a suitable female attendant, he/she shall arrange in 

communication with the Superintendent of the mental hospital for the latter to send a female keeper 

who shall arrive at the prison by the date on which it is proposed to transfer the female mentally-ill 

prisoners.. Expense of female keepers shall be borne by the mental hospital. 
 

Conditions before a transfer can be made 

669. No mentally-ill prisoner shall be transferred from a prison to a mental health care centre: 

i. unless the Medical Officer certifies, immediately before his/her dispatch, that he/she is fit to 

undertake the journey; and 

ii. until it has first been ascertained that the Superintendent of the mental health care centre to 

which it is proposed to send him is prepared to receive him 

Note: When certifying to the fitness for transfer of any insane person the Medical Officer shall be 

careful to record minutely the existence of any disability or marks of violence exhibited by such 

person. 
 

Superintendent’s power of transferring an insane convict in certain cases 

670. In urgent and special cases (e.g. if the mentally-ill prisoners is noisy, filthy or dangerous) 

Superintendents are authorized to transfer insane convicted prisoners from prisons to mental 

hospital in anticipation of Government sanction; the necessary documents shall in such case 

accompany the prisoner. 
 

Medical officer to be present when insane prisoner is made over to police escort 

671. The Medical officer shall invariably be present when an insane prisoner is made over by the Deputy 

Superintendent to the police escort; he/she shall acquaint the officer in command of the escort, with 

the exact mental and physical condition of such prisoner and shall bring to his/her notice such 

disability or marks of violence as may exist; he/she shall ask him/her to satisfy him/herself that the 

condition of the prisoner is as stated. The Deputy Superintendent shall note in his/her report book 

the fact of this rule having been complied with. 
 

Diet for Mentally-ill prisoners 

672. Every mentally-ill prisoner shall receive the ordinary prison dietary unless the Medical Officer 

otherwise directs. 
 

 

 

Procedure when sentence is about to expire 

673. When a convicted criminal mentally ill prisoner cannot be transferred to a mental health care centre 

before his/her sentence expires, he/she shall be detained in prison and on the expiry of his/her 
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sentence, he/she shall be treated as non-criminal mentally-ill prisoner and handed over to his/her 

family or referred to District Magistrate who shall obtain necessary orders. 
 

Time spent in asylum to count as sentence 

674. When any mentally ill convicted prisoner has become of sound mind, and an order has been issued 

by State Government for his/her return to prison, the time during which he/she was detained in the 

mental health care centre shall be reckoned as sentence undergone. In case a convicted prisoner 

completes his/her sentence while undergoing treatment in a mental asylum, he/she shall be released 

from the asylum by the medical superintendent when the person is cured and the treatment is over 

and he/she shall be handed over to his/her family. The medical superintendent shall inform the 

Superintendent of Police and the Superintendent of the prison concerned about such release. 
 

Return of mentally-ill prisoners to prison  

675. Such prisoners shall be returned to the prison as and when they are cured if their sentence is not 

complete and they are not due for release or if they are to undergo trial. The manager of the mental 

hospital shall forward to the Superintendent of the prison a copy of the mentally-ill prisoner’s medical 

history sheet together with an extract from the mental hospital case book and a statement showing 

the manner in which the mentally-ill prisoner has been employed in the mental hospital up the time 

of his/her transfer. 

Note: A recovered criminal mentally-ill prisoners shall in the first instance, be transferred to the 

prison of the district in which the mental hospital is situated, but should ordinarily be removed later to 

the prison nearest his/her home.  
 

Treatment of mentally-ill returned to prison 

676. When a recovered mentally ill criminal prisoner is returned to a prison, he/she shall be given some 

employment with or without any remuneration and with such an amount of liberty as the medical 

officer may consider safe.  
 

Relapse to insanity 

677. When a recovered criminal mentally-ill prisoner has a relapse of insanity, he/she should be 

immediately returned to the mental hospital from which he/she came, and the case should be 

reported to Government through the Inspector General, Prisons & Correctional Services. 
 

Procedure when prisoner is reported capable of making his/her defence 

678. If a mentally ill prisoner undergoing trial in a criminal case is certified by a board of doctors 

constituted for the purpose with the permission of the Court, that in their opinion such person is 

capable of making his/her defence, he/she shall be taken before the Magistrate or court, as the case 

may be at such time as the Magistrate or court appoints for undergoing trial in the case against him. 
 

Half-yearly report 
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679. On the 15th February and 15th August, Superintendent shall forward a report to the Inspector 

General, Prisons & Correctional Services in respect of each recovered mentally-ill prisoner in his/her 

custody, a report showing the physical and mental state of health of the mentally-ill prisoners at the 

time, and during the interval since the previous report was submitted. 
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High security prisoners  
 

High security prisoners to be lodged in high security complex 

680. High security prisoners shall be lodged in separate complex demarcated as high security complex 

within the prison, which shall have a thick outer masonry wall at least 20 feet in height, with watch 

towers at all its corners.  

Note: Under no circumstances shall the high security prisoners be kept with other under-trial 

prisoners and convicts.  
 

High security complex to be equipped with modern security equipment 

681. The high security complex shall be equipped with walkie-talkies, alarm system with a dedicated 

power backup for 24 hours, hand-held and doorframe metal detectors, video-conferencing facilities, 

closed circuit T.V. cameras and all other modern electronic security devices for ensuring safety and 

security of high security prisoners. Every ward and the interview room shall be fitted with closed 

circuit T.V. cameras. Video linkage with the courts shall be provided to enable production of the 

under-trial prisoners in court through video-conferencing. 

 

High security complex to have sufficient number of high security wards 

682. The high security complex in every prison shall have a sufficient number of high security wards. Two 

prisoners shall in no circumstances, whatever, be confined in one ward. The high security wards 

shall be used for: 

i. confinement of high security prisoners and prisoners who by antecedent conduct or otherwise 

are considered desperate or dangerous or about whom there are suspicion or apprehension 

that they would escape 

ii. carrying out sentences of judicial solitary confinement ordered on a warrant 

iii. separate confinement of prisoners as a prison punishment 

iv. separation of habituals 

v. confinement of confessing prisoners 

vi. confinement of foreigners   

vii. medical observation of those suspected of being insane or whom it is advisable to keep apart 

viii. the medical observation and separation of prisoners suspected of suffering from any contagious 

or infectious disease 

ix. the confinement of prisoners condemned to death 

Note: No prisoner shall be placed in high security ward or separate confinement cell without an 

order from the Superintendent or Deputy Superintendent recorded in his/her history-ticket. 
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Facilities in high security ward 

683. Every ward shall be provided with arrangements of drinking water and utensils for meals. An 

attached bath/ toilet and a wash basin shall be provided in every ward. 

Note: Every occupant of a ward shall be responsible for its cleanliness including that of the attached 

bath/toilet portion. 
 

684. High security ward intended for separate confinement shall have separate yard in which the 

occupant may be allowed to take exercise in the morning and evening. High security wards for 

separate confinement may have a common yard in which the occupants may be allowed to do 

exercise in the morning and evening for one hour each. The number of prisoners who are allowed to 

take exercise at a time shall be fixed by the Superintendent. 
 

Search of prisoners put to high security wards 

685. Every prisoner shall before being placed in a ward, be carefully searched and, all articles likely to aid 

escape or suicide shall be taken from him; the ward shall also be searched. All wards and prisoners 

confined therein shall be carefully searched at lock-up time each day and oftener, if necessary.  
 

Ticket showing particulars of the prisoner to be posted on the exterior of the ward  

686. Whenever a ward is occupied by any prisoner a ticket showing particulars of the prisoner confined 

therein shall be posted on the exterior of the ward. Date, purpose and period of occupation may also 

be mentioned. 
 

Strict watch to be kept over prisoners during the day and night 

687. During the day and night a warder shall always remain within hearing of every prisoner confined in a 

ward to ascertain and attend to his/her lawful requirements. A strict watch shall be kept over all such 

prisoners to prevent them committing any act which is forbidden. 
 

Keys of the high security ward to be kept in safe custody 

688. A warder by day shall have custody of the keys of the ward from the time of lockout till lockup and at 

the night, keys shall be kept in the key box between the two gates in the custody of the gate sentry 

on duty and shall be obtained immediately by the patrolling head warder in case of sickness or 

abnormal behaviour shown by any prisoner. The keys shall under no circumstances be handled by 

any unauthorised person. The lock of the ward shall be examined daily by the head warder 

responsible.  
 

Visit to the high security ward by prison officers 

689. Every prisoner occupying a ward shall be visited by the head warder on duty or the patrolling officer, 

at least once every four hours during the day and night. Officers when relieving guard shall visit each 

ward and satisfy themselves that all the prisoners are present and are safely lodged. Every prisoner 
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confined in a ward for more than twenty four hours shall be visited daily by the Deputy 

Superintendent, with the Medical Officer. 
 

Facilities/restrictions for high security prisoners  

690. Subject to prison security and discipline, the high security prisoners shall enjoy all the facilities 

admissible to the under-trial prisoners or convicts. 

i. Interviews of high security prisoners shall be held in the presence of an officer in the interview 

room, near the entrance lobby or within the high security complex. Interviews shall be allowed 

to only blood relations and authorised lawyers. All letters relating to high security prisoners shall 

be properly censored.  

ii. No cooked food from outside shall be allowed for the high security prisoners. No individual shall 

be allowed to cook for him/herself. Cooked food shall be carried to the wards by cooks or their 

attendants under the superintendence of a prison officer 

iii. Convict sweeper and waterman may enter the wards when necessary under the 

superintendence of a prison officer 

iv. Restricted canteen facility shall be provided to high security prisoners. 

v. Regular physical exercise and yoga may be allowed within the ward itself 

vi. High security convicts who are undergoing rigorous imprisonment, shall do all sort of work 

assigned to them inside the security complex. 
 

Sickness in ward 

691. In case of sickness immediate notice shall be given by the guard to the head warder on duty by 

passing the word from sentry to sentry. The head warder shall at once report the case to the 

Compounder, who shall visit the ward, and, if necessary, remove the prisoner to hospital, and inform 

the Superintendent and Medical Officer of the circumstance at their next visit and the Deputy 

Superintendent immediately. 
 

Punishment in case of breach of discipline and security of prison 

692. All high security prisoners may be punished in case of breach of discipline and security of prison by 

the Superintendent. If he/she commits frequent breaches, the Superintendent may recommend 

his/her shifting to any other prison to the Inspector General, Prisons & Correctional Services. 

Facilities like interviews and letters can be withdrawn for a limited time, or forever, by the Inspector 

General, Prisons & Correctional Services on the recommendation of the Superintendent. 
 

Register of prisoners in wards  

693. A register shall be kept in the vernacular by the warder in charge of the wards, showing the date on 

which each prisoner is admitted and discharged, the nature of the confinement ordered, and the 

amount of task work done daily. 
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694. The names of all prisoners who were locked up either by day or night in separate wards are to be 

entered in English in a register and the register is to be initialled by the Deputy Superintendent and 

shown to the Superintendent when he/she visit the wards. A page of the register shall be set apart 

for each ward, the number of which shall be entered at the top. The name of every prisoner placed in 

the ward shall be entered in that page at the time he/she commences to occupy the ward. If different 

prisoners occupy the ward in the day and night, one-half of the page may be used for prisoners who 

are in by day and other half for night occupants. The name of each prisoner need be entered only 

once during the period he/she occupies the ward, but at every change a new entry must be made. 

The Register shall also be maintained in a computerised form in the Integrated Prison Management 

System. 
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Prison Building 

A. Construction and maintenance of prison buildings 
 

Classification of public works 

695. Public works in prisons come under the following heads: 

i. Original construction work: Original construction works shall include all new constructions 

whether entirely new works or additions and alterations to existing works, except as hereinafter 

provided; also all repairs to newly purchased or previously abandoned buildings required for 

bringing them into use.    

ii. Repairs and maintenance work: Repairs or maintenance work shall comprise painting, white-

washing and repairs of civil, electrical and public health works of the prison building which are 

required to improve the condition and life of the building. The civil masonry repairs, repair of 

steel grills and wood works, repair of all plumbing lines and water supply, repair of all sewer 

lines, toilets, replacement of broken toilet, seats, water taps, electric lines, electric fittings, 

rewinding of fans, street lights, security lights, surveillance equipment etc. shall be included in 

the repair and maintenance budget estimate and carried out every year apart from daily 

maintenance of such facilities.  
 

Power to sanction funds for minor repair work, urgent work or security related provision 

to Superintendent and District Magistrate 

696. Power to sanction funds for minor repair work, urgent work or security related provision upto certain 

financial limit may be delegated to the Prison Superintendent and District Magistrate by the Inspector 

General of Prisons and Correctional Services from time to time  
 

Minor public work to be done as per sanctioned plan 

697. The minor public work to be done shall be laid out by the concerned engineer deputed for the 

purpose and no deviation from the sanctioned plan shall be permitted without the approval of the 

Inspector General, Prisons & Correctional Services. It shall be the duty of the concerned engineer to 

point out to the Superintendent when progress on a work on which convict labour is employed is 

considered unsatisfactory. To assist the Superintendent in framing a table of task for each gang of 

workers, site supervisors shall report daily those convicts who have not completed their tasks or who 

have been otherwise negligent in their work. 
 

Supervision of the prisoners employed on any work  

698. The discipline, feeding, clothing, treatment, guarding and supervision of convicts employed on any 

work shall rest with the concerned Engineer under overall supervision of the Superintendent. 
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699. Concerned Engineer shall ensure that the outside labourers whenever employed are kept away from 

convicts as far as possible. When skilled outside labourers are engaged to teach convicts it shall be 

ensured that the prison discipline is not interfered with.  
 

Materials derived from prison to be removed as soon as the work is over 

700. Materials derived from prison buildings dismantled or undergoing repair and surplus materials 

remaining over from a new work shall be removed from within the secured area of prison premises 

as soon as the work is over. 
 

701. No scaffolding loose bamboos, planks, tools etc. likely to facilitate escape shall be left in the prison 

at night. Over scaffolding or building materials that are a source of danger but which cannot be 

removed each evening, a special watch shall be placed by the Superintendent. 
 

Completion certificate to be forwarded by the concerned Engineer to the Superintendent  

702. On the completion of a work, a completion certificate shall be forwarded by the concerned Engineer 

to the Superintendent for signature. The signature merely implies that the Superintendent has 

satisfied himself to the best of his/her ability that the work has been done properly. If he/she objects 

to the way the work has been performed or to any statement on the certificate or any other paper 

presented to him for signature he/she may sign it adding any remarks he/she may think proper. 

General provisions regarding works 

703. Nothing in this chapter is to be construed into permission to any officer to carry out in portions any 

group of works or alterations or to make purchase of which the cost in the aggregate would exceed 

what he/she is empowered to sanction. 
 

704. The Prisons & Correctional Service Inspectorate may have old materials taken from dismantled 

buildings free of charge, provided that they are not required by the Building Construction Department 

for any specific work connected with the prison and that their value has not been credited in the 

estimate for the prison work which entails the dismantling of the buildings from which they have been 

obtained;  if however they are sold by the Prisons & Correctional Services Department the amount 

received as sale proceeds must be credited to the Building Construction Department. 
 

705. The deposit of religious relies or symbols and the erection of shrines or places of worship on 

Government lands are forbidden, the Deputy Superintendent shall at once report to the 

Superintendent any new encroachment or extension of encroachment within the prison precincts. 
 

706. No new buildings with roofs composed of thatch or other inflammable material shall be constructed 

with in a minimum radius of 50 yards of a building constructed of permanent material. 
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707. No work except petty & emergency public works shall be commenced unless a properly detailed 

design and estimate has been sanctioned, allotment of funds made and orders for its 

commencement issued by competent authority.  
 

708. The Executive Engineer concern shall see that there is no undue delay in the execution of any work. 
 

709. Executive Engineer concerned will be responsible that proper measures are taken to preserve 

buildings and works in their division and district and to prevent encroachment on Government lands. 
 

710. The Executive Engineer is responsible that all prison buildings on the books of the Building 

Construction Department are efficiently maintained, and he/she shall atleast once a year in company 

with the Superintendent make a careful examination of all such buildings examining, especially the 

question of their security. The report of these shall be forwarded by the prison Superintendent to the 

Inspector General, Prisons & Correctional Services and by the Executive Engineer to the 

Superintending Engineer. 
 

B. Site for new prisons 
 

Committee to recommend sites for new prisons 

711. Sites for new prisons shall be recommended by a committee presided by District Magistrate and 

consisting Executive Engineer (Building), Civil surgeon, Police Superintendent and the Assistant 

Inspector General, Prisons (Region) as members of the committee. The site recommended by the 

committee shall be subject to the approval of the Inspector General, Prisons & Correctional 

Services. If he/she accepts the committee’s recommendation, then the matter shall be referred to the 

Government for its sanction. Concerned Central prison Superintendent shall be member secretary 

for the committee. 

i. While selecting the site for new prisons, factors like transport facilities, water supply, electric 

lighting, connections with high power electric transmission lines, drainage and sewage, 

communication facilities (such as posts, telegraphs, telephones and internet), climatic 

conditions, facilities for the purchase of institutional supplies, proximity to institutions like courts, 

civil hospitals, mental health centres, schools for children of prison personnel shall be taken into 

consideration. Additionally, the site for new prisons shall not be near easily flooded and 

inundated areas, frontiers and international borders, sub-marginal land areas, sea-faces, 

airports and congested urban localities. 

C. Prison architecture 

Norms for construction of new prison building 

712. Construction of all new prison building shall ordinarily be based on the following norms:  
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i. No building, other than the prison, shall be constructed within 50 meters of the prison wall of a 

central prison, within 30 meters of the prison wall of a district prison and within 20 meters of the 

prison wall of sub-divisional prison. 

ii. The area enclosed within the four walls of a prison shall not be less than 85 sq. meters per 

head of total capacity. Where land is scarce, like in big cities, the minimum area shall be 60 sq. 

meters per prisoner.  

iii. Prison shall have a perimeter walls. The height of the perimeter wall shall be 21 feet. The height 

of the wall of the women’s section inside the prison shall be 14 feet. The other internal walls 

shall be minimum 10 feet in height.  

iv. No building inside a prison shall be nearer than 20 meters to the internal perimeter wall. In case 

a multi- storey prisoner wards are constructed then its distance from internal perimeter wall 

shall be the same as its height. 

v. Sleeping barracks with sufficient capacity shall be constructed outside the prison wall and 

besides the prison gate to house the security personnel from Bihar Military Police, District Arm 

Police/ Special Auxiliary Police who are responsible for guarding the prison wall. The barracks 

should have a permanent structure capable of protection of the personnel in case of any hostile 

situations. There will be provisions for necessary lighting and fan arrangements with a power 

back up from the stand-by generator inside the prison. There shall also be provision for a 

sanitary type toilet with flushing arrangements and cubicle type bathrooms within the barracks. 

vi. Energy efficient lighting source should be used inside the prison building. Renewable energy 

dependent lighting may be considered for the purpose of street lighting.  

vii. Right from the designing phase of construction, ‘Green Buildings’ concept may be considered to 

ensure an environmentally responsible and resource-efficient Prison premise 

viii. A stand by generator shall be provided in every prison for emergency lighting in case of power 

failure. 
 

Norms for new construction of main gate and blocks near to the main gate 

713. New construction of main gate and blocks near to the main gate shall ordinarily be based on the 

following norms:  

i. Dimension of main gate shall be such that a fire tender and a bore well rig shall pass through it. 

The main gate shall be a double gate arrangement, made up of a strong steel frame having 

vertical round or square steel bars of 25 mm diameter or thickness. Space between two gates 

shall not be less than 16 meters in length and 5 meters in width to facilitate gate operations.  

Each gate shall have a wicket-gate of at least 0.6 meter in width and 1.5 meters in height. The 

main gate and the wicket-gates shall have strong locking arrangements from inside. Both gates 

shall have arrangements for easy opening and closing of shutters. The gates shall be covered 

with iron sheet from outside up to the height of 2.5 meters. The wicket-gates shall have 

peepholes covered with lead at eye level.  
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ii. There shall be a properly designed administrative block for each category of prison adjacent to 

the main gate and shall have office rooms, record rooms, conference hall, common rooms and 

control rooms for efficient functioning of the administration. Adjacent to the administrative block 

shall be the interview room and visitor’s hall with cloak-room and toilet with a separate entrance 

to the hall from outside. 

iii. There shall be a reception ward, near the main gate which shall have necessary facilities for 

proper implementation of admission-quarantine-orientation-classification programme. Physical 

facilities shall be set up in accordance with the average number and type of inmates to be 

received by the prison. The unit shall have dormitory and single room type accommodations.  
 

Norms for construction of new wards and cells 

714. For construction of new wards and cells following norms should be followed:  

i. There shall be two types of living accommodations i.e. wards and cells.  

ii. The minimum accommodation capacity of wards and cells per prisoner and specifications of 

wards and cells may be decided by Inspector General Prisons and Correctional Services 

iii. The floor of the wards and cells shall be made of impermeable material such as cement 

concrete  

iv. Each cell shall have a yard attached to it where a prisoner can have the benefit of sufficient air 

and light.  

v. The frames of the doors, windows and ventilators shall be iron/steel frames. The iron bars used 

in doors, windows and ventilators shall be of 25 mm. diameter of square cross section and the 

clear distance between two bars shall be 7.5 cm.  

vi. The doors and windows shall have iron frame shall be made of angle- iron of minimum of 10 

mm. thickness.  

vii. The measurement of each sleeping berth in the ward and cell shall normally be 2 x 0.75 meters 

with a height of 0.45 meters.  

viii. Adequate number of lights, fans, exhaust fans shall be fitted in every ward. Two lighting circuits 

shall be provided in wards: one for general lighting and the other for dim security light during 

sleeping hours.  
 

Norms for new construction of toilets and bathing facilities 

715. Construction of toilets and bathing facilities shall ordinarily be based on the following norms:  

Both the day and night latrines shall be of the sanitary type with arrangements for flushing. One day 

latrine for every 10 prisoners and two night latrines in the sleeping wards shall be constructed. They 

shall be placed on an impermeable base which shall be higher than the surrounding ground and 

shall be so built that the sun's rays can easily enter the latrines and rain is kept out. Every seat shall 

be provided with foot rests with an impermeable surface which shall be in the right position and not 

too far apart. The partitions separating the latrines shall be high enough to provide a reasonable 
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degree of privacy. Latrines shall be so designed that all excreta and wash materials shall get into the 

receptacles without fouling the sites. The inside walls of latrine shall be fitted with glazed ceramic 

tiles up to the height of 2 meter from the floor level, as far as possible. 

Norms for new construction of kitchens 

716. Construction of kitchens shall ordinarily be based on the following norms:  

i. The general kitchen shall ordinarily be located at a central place inside the prison so that the 

distribution of food among the prisoners may be finished quickly. The kitchen shall not be built 

close to the wards. There shall be separate kitchen in the female enclosures. It is desirable that 

no single kitchen caters for more than 300 prisoners. 

ii. The minimum space requirement in the kitchen shall be 100 sq. meters per 100 prisoners. It 

shall facilitate sufficient space for storage of provision articles, vegetables, dressing and cutting 

food, containers and cooking utensils etc.  

iii. The kitchen shall be well ventilated and lighted.  

iv. The kitchen shall have ovens which shall be of the type in which the heat does not escape 

outside and the smoke is let out by a suitable chimney regardless of the type of fuel used.  

v. The kitchen shall be protected by a fly proof wire mesh all around. Sufficient number of exhaust 

fans shall be installed and artificial ventilation may be provided if necessary. The kitchen shall 

be provided with fly-proof automatic closing doors. 

vi. Each kitchen shall be provided with adequate supply of pure water which shall be used for both 

cooking and washing. The water shall be collected from taps inside the kitchen.  

vii. Cooking and serving utensils shall be made of stainless steel. Prison kitchens shall have LPG, 

hot plates, kneading machines, chappati making machines, mixers and grinders. 

viii. There shall be a provision for covered dining space in prisons so that prisoners may take their 

meals under a roof and on a platform. 

ix. The walls of the kitchen shall be provided tiles up to a height of 2 meters for easy cleaning. It 

shall have floors made of an impermeable material.  

x. There shall be two shifts of workers in the kitchen. Paid cooks shall be employed wherever 

needed. 
 

Norms for new construction of hospitals 

717. Construction of hospitals shall ordinarily be based on the following norms:  

i. In every prison, a building near the main gate of the prison shall be earmarked as prison 

hospital with suitable number of rooms for men wards, women wards, isolation room for 

accommodating patients with infectious and contagious diseases and mentally ill patients, room 

for minor surgery, pharmacy, laboratory, store room for hospital furniture/equipment and room 

for medical officers. Where such buildings are not available two or three rooms or wards shall 

be provided for medical examination and treatment of sick prisoners. The prisons shall have 

hospital bed facility at the following scale: 



�����������	
���
���������

�

������� � � � �

�

�

�

a) Prison with upto 500 prisoners  -  25 beds 

b) Prison with upto 1000 prisoners  -  50 beds 

c) Prison with upto 1500 prisoners  -  75 beds 

d) Prison with upto 2000 prisoners  -  100 beds 

e) Prison with upto 2500 prisoners  -  125 beds 

ii. The floors and walls of the hospital shall be made of impermeable material. Latrines and baths 

at the rate of one for every 8 patients shall be provided close to the hospital wards so that the 

sick prisoners do not have to walk far to use them. There shall be arrangements for continuous 

supply of potable water in the hospitals.  
 

Norms for construction of recreational facilities and workshops 

718. Construction of recreational facilities and workshop shall ordinarily be based on the following norms:  

i. Areas where prisoners work shall have a minimum air space of 500 cubic feet per prisoner in 

structures that shall be constructed as workshops or factory buildings; for efficient ventilation 

the window area shall not be less than 20% of the floor area subject to such variations as are 

found necessary in relation to particular industries or locations to be organized.  

ii. Proper recreational facilities like, grounds for outdoor games, auditorium for cultural activities, 

library, indoor games, yoga, etc. 
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Board of Visitors 
 

Ex-officio visitors 

719. The following officers and such other officers as State Government may from time to time appoint in this 

behalf shall be ex-officio visitors of Central/District/Sub-divisional prison within the respective areas under 

their official charge or within their jurisdiction.  

i. Principal Secretary/ Secretary, Home Department 

ii. Divisional Commissioner 

iii. District and Sessions Judge  

iv. District Magistrate  

v. Chief Judicial Magistrate 

vi. Civil Surgeon  

vii. Executive Engineer, Building Construction Department 

viii. Executive Engineer, Public Health & Engineering Department 

ix. District Education Officer dealing with literacy programme 

x. Sub-divisional Magistrates for subsidiary prisons 

xi. Director (Employment & Training) 

xii. Director in-chief of Health Services 

xiii. All the officers from the Headquarter of Prison and Correctional Service Inspectorate 

xiv. Assistant Inspector General (all regions) 

 

Visit by official visitors 

720. The number of visits to be paid by official visitors in the year shall be unlimited but it shall not be less 

than four. 
 

Appointment of non-official visitors 

721. The State Government shall appoint non-official visitors of all prisons in the State. These 

appointments shall ordinarily be made on the recommendation of the Magistrate of the district in 

which the prison is situated. The District Magistrate shall through his/her own sources shall draw a 

list of potential candidates for appointment as non-official visitors and send them letters of intent, 

soliciting their consent. A panel containing candidates who send their consents shall be forwarded to 

the Home department for the consideration and final decision of the State Government and 

notification in the Bihar Gazette. Only distinguished social workers, educationists, psychologists and 

medical professionals shall be appointed as non-official visitors. 

i. There shall be at least six non-official visitors for central prison, 

ii. There shall be at least three non-official visitors for district prison  
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iii. There shall be at least two non-official visitors for sub-divisional prison, 

Note: In prisons where there are female wards/enclosures for female prisoners, there shall be a lady 

non-official visitor. 
 

Term of office of non-official visitors 

722. The non-official visitors of each prison shall be appointed on the same date for a term of three years 

and shall be eligible for reappointment on the expiry of each term of office. Non-official visitors shall 

not be entitled to any daily allowance but conveyance allowance shall be paid for every visit to 

prison. When a vacancy occurs by death, resignation or otherwise during this term, a new visitor 

shall ordinarily be appointed for the remaining period of the term of the visitor whom he/she 

replaces. 
 

723. The District Magistrate shall take steps to process the panel of potential non-official visitors three 

months in advance of the expiry of term of non-official visitors in place. 
 

Roster for weekly visits 

724. Within 30 days of the appointment of non-official visitors for various prisons in a district, the District 

Magistrate shall call a meeting of all such non-official visitors and in consultation with them, cause 

their names to be displayed on a roster of visits for each prison. 
 

725. It shall be the duty of the District Magistrate to arrange the roster for weekly visits to the prison so as 

to give each visitor, official and non-official, his/her due turn to visit the prison in the coming week. 

There shall not be a fixed day of the week for these visits but the visitor shall be left free to visit the 

prison on any working day that suits him and during usual working hours.  
 

726. A visitor who is, for any reason, unable to visit the prison according to his/her turn in the roster may 

visit it another month, provided that he/she informs the Superintendent of the prison before hand of 

his/her intention to do so. 
 

727. A non-official visitor who is about to absent him/herself for a period of six months or more from the 

station where the prison of which he/she is a visitor is located shall report the circumstances to the 

District Magistrate, in order that a substitute may, if necessary, be appointed, and in the event of 

his/her failure to report he/she shall be regarded as having vacated office on the expiry of three 

months from the date of his departure. 
 

Introduction of non-official visitor to the prison staff and inmates 

728. On receipt of information that Non-official visitors have been appointed, the Superintendent of the 

prison shall address a letter each to all the non-official visitors, inviting them on a particular day for a 

formal introduction with the staff and inmates. 
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Supply of prison rules and guidelines for prison visit to non-official visitor 

729. Superintendent of a prison shall ensure that in the meeting the guidelines for prison visits and prison 

rules are supplied to the non-official visitors. 
 

Names of visitors to be displayed in prison 

730. The Superintendent shall cause a board hung up at the prison gate on which the names of all the 

visitors, official and non-official, as well as the roster for non-official visitors prepared by the District 

Magistrate, shall be noted. A list of names and addresses together with their phone numbers of all 

the visitors shall be displayed at prominent places within and at the place of interviews for the usage 

of prisoners and their visitors. Also, when official and non-official visitors are not on visit, inmates 

shall at their own cost be allowed to make submissions to them regarding their needs by writing 

letters. 
 

Visitor to be accompanied by prison staff 

731. The Superintendent shall arrange that every visitor to the prison be accompanied by a responsible 

officer. On the occasion of the quarterly meetings of the Board of Visitors, Superintendent shall 

accompany them him/herself or depute Deputy Superintendent to accompany them. The visitors 

shall talk to the prisoners in groups and no private interviews with individual prisoners may be 

allowed.  
 

Duties of visitors 

732. The task of the visitor shall include: 

i. Ensuring that the law, rules and orders regulating the management of prisons and prisoners are 

duly carried out in the prison 

ii. Monitoring the correctional work in prisons, with special attention to the degree and quality of 

training and the effectiveness of infrastructure/facilities in the prisons 

iii. Suggesting new avenues leading to improvement in correctional work 

iv. Going into collective grievances of prisoners and providing redressal in consultation with the 

Prison authorities 

Note: A visitor may ask any prisoner whether he/she has any complaint to make, but it is not the 

duty of the visitor to enquire into such complaints; if they are against a subordinate officer, he/she 

shall ask the Superintendent to make enquiry and if they are against the Superintendent he/she shall 

refer the matter to the Chairman of the Board for necessary action.  
 

733. The visitors shall necessarily inspect the following during their visits to the prisons: 

i. Sufficiency of accommodation 

ii. State of buildings and state of repair 

iii. Adequacy and cleanliness of prison wards, premises, latrines, drains etc. 
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iv. Adequacy and wholesomeness of water supply   

v. General health of prisoners 

vi. Quantity and quality of food for prisoners  

vii. Sufficiency of clothing and bedding  

viii. Discipline in prison  

ix. Security of prisons 

x. Under-trial prisoners under long detention 

xi. Medical facilities 

xii. Conservation of Human Rights 

xiii. Rehabilitation Programmes 

xiv. Grievance Redress System 

xv. Prisoners on hunger strike 

xvi. Prisoners segregated on disciplinary grounds 
 

734. An official or non-official visitor may call for all books, papers and records other than those of 

confidential nature, which are connected with the administration of any department of the prison. 

However, the Superintendent may decline to produce any book, paper or record for the inspection of 

any visitor if, for reasons to be recorded in writing he/she considers its production undesirable. 
 

735. No visitor may issue any order or instruction to any subordinate prison officer. 
 

736. Non-official visitors may not visit prisoners who are not allowed to be interviewed on medical 

grounds. 
 

737. The visitor, may after a visit and conversation with a prisoner, inform the Chairman of the Board in 

writing about the visit.  
 

Visitors’ minute book and processing of remarks/suggestions 

738. There shall be only one visitors’ book for the use of official and non-official visitors. The book shall 

not be removed from the prison premises except for photocopying, with the permission of 

Superintendent. (Refer to Annexure 36 for the format of Visitor’s Minute book) 
 

739. Every visitor shall, after he\she has completed the visit to prison, record in the visitors’ book the date 

and hour of his\her visit, and may enter therein any remarks or suggestions he\she may wish to 

make with regard to the internal arrangement in the prison or the state of discipline maintained 

therein. Entries shall be made in the visitors’ own handwriting and in the case of the Board of 

visitors, in the handwriting of the Chairman, all the other members signing the minute or recording 

additional minutes to that of the Chairman. 
 



�����������	
���
���������

�

������� � � � �

�

�

�

740. The remarks recorded by the visitor in the visitors’ book shall be treated as confidential and shall not 

be communicated to the prisoners or anyone outside the prison. 
 

741. The Superintendent shall, within 3 days of the receipt of remarks/suggestions, forward a copy of 

remarks with his/her comments on each point and the administrative position with regard to the 

implementation of any suggestions made, to the Inspector General, Prisons & Correctional Services. 

The Inspector-General shall forward all important remarks of prison visitors with the prison 

Superintendents’ observations thereon, if any, for the information and orders of State Government. 

On receipt of any orders from the Inspector General, Prisons & Correctional Services or the State 

Government in this regard, the Superintendent shall comply with the orders and forward a copy of 

the orders to the concerned visitor. 
 

742. Monitoring of visits of both official and non-official visitors and of action taken on 

remarks/suggestions shall be done by Headquarters of the Prisons & Correctional Services 

Department. Any default in following the roster of visits shall be brought to the notice of concerned 

District Magistrate by the office of the Inspector General, Prisons & Correctional Services. 
 

Board of visitors 

743. The official and non-official visitors to all the prisons in the district shall constitute a Board of Visitors, 

of which the District Magistrate shall be the ex-officio chairperson. Official and non-official visitors 

shall jointly visit the prisons in the district atleast once in each quarter.  
 

744. There shall be a half yearly meeting of the board of visitors on such day as the Chairperson may 

determine, which shall be attended by the official, non-official visitors and officers in-charge of all the 

prisons in the district. For the purpose of this meeting, three members shall form the quorum.  
 

745. One of the main functions of Board of Visitors, apart from attending to the requests of the inmates 

and making observations on remarks by the visitors’ mentioned in minute book, shall be to advice 

and help prison administration in the development of correctional programmes by using social 

resources and mobilizing support from outside agencies. 
 

746. It shall be the duty of the Deputy Inspectors General, Prisons and the Inspector General, Prisons & 

Correctional Services to meet the Board of Visitors whenever they visit the prison. 
 

State Level Meeting  

747. One state level meeting of official and non-official visitors of all prisons shall be held every year. This 

meeting shall be chaired by the Home Minister and attended by official and non-official visitors, 

superintendents of all prisons and officials from headquarters and Prisons & Correctional Services 

Department. An agenda of prison improvement based on the visiting notes of various official and 
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non-official visitors shall be prepared by the Prisons & Correctional Services Department and 

circulated in advance for discussions at the meeting. 
 

Power of Government to appoint, re-appoint or remove any person as a visitor  

748. Nothing in these rules shall affect the powers of State Government to appoint, re-appoint or revoke 

the appointment at any time of any person, official or non-official, as a visitor of any prison. 
 

Other visitors 

749. The Superintending Engineer/Executive Engineer of the Department, the Sub-divisional Engineers in 

charge of prison buildings and public health engineering and their employees actually engaged in 

executing public works in prison, shall have free access to the prison premises, as required to 

execute their work. 
 

750. Except as provided for in the rules in the Manual elsewhere, no person other than a superior officer 

of Government shall be admitted to any prison unless he/she is accompanied by, or has obtained 

the written permission of the Superintendent of the prison, or the Inspector General, Prisons & 

Correctional Services or, in the case of district prisons, the Magistrate. 
 

751. Casual visitors to the prisons are forbidden to speak to, or communicate in any way with, any 

prisoner, and prison officers are forbidden to point out prisoners to such visitors or to refer to them or 

their crimes. 
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Miscellaneous 
 

A. General office procedure and correspondence 
 

Prison records to be treated as confidential 

752. None but duly authorized persons shall have access to prison records and official correspondence, 

which must be considered to be confidential, except as much as may be published for general or 

particular guidance by order of the Superintendent.  
 

Responsibility for maintaining prison records 

753. Safe custody of documents, files and registers shall be responsibility of Deputy Superintendent 

concerned. Names of responsible officials with dates of commencement and termination of the duty 

shall be noted in every register being maintained in the prison. In no circumstances shall 

responsibility for maintaining a prison register be entrusted to a prisoner. In addition, steps shall be 

taken to ensure that a record room is constructed in every prison and records are maintained in 

accordance with the records management policy. 
 

Computerisation and maintenance of records in Integrated Prison Management System 

754. Superintendent shall ensure that all the prison registers, reports, returns, letters and records of every 

description are computerised and maintained as far as possible in the Integrated Prison 

Management System. For this, Inspector General, Prisons & Correctional Services shall ensure that 

an integrated prison management information system is adopted across the prisons in the state and 

Headquarters of the Prisons & Correctional Services Department to facilitate easy retrieval of 

information, efficient record keeping and efficient monitoring of the performance of the prisons. 
 

Classification of records  

755. All jail registers, returns letters and records of every description shall, for the purposes of 

preservation or destruction be classified under four heals.-  

i. Those to be preserved permanently;  

ii. those to be kept for twelve years;  

iii. those to be kept for five years;  

iv. those to be kept for two years. 

Separate cases or receptacles shall be provided for each of the four classes of records, and the 

records in them so arranged as to make it easy to select those which have to be destroyed. Where a 

minimum period after which any record may be destroyed has been prescribed the record shall be 

destroyed on the expiry of that period counting from the last day of the latest official year converged 

by the record, unless the Inspector General of Prisons and Correctional services directs otherwise. 

The Inspector General of Prisons and Correctional services is empowered to sanction the 

destruction of such other records as may be considered useless but a list of such records as 
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properly appertain to the accounts, audited by the Indian Audit Department should be forwarded to 

the Accountant- General for his concurrence in there destruction before the destruction is ordered by 

him.  

 

Disposal of correspondence received or issued 

756. Correspondence shall on no account be allowed to fall into arrears. No unreasonable delay in 

replying to official letters shall be permitted. When replies are not received within a reasonable time, 

reminders shall be sent. In matters of ordinary routine, reminders may be sent as follows: 

i. To High Court after one month; 

ii. To Assistant Inspector General, Prisons (Region) after one week; 

iii. To Inspector General, Prisons & Correctional Services after ten days 

iv. To other prisons etc. after seven days 

but special cases should be considered on the urgency demanded and dealt with accordingly. 
 

Disposal of letters 

757. All covers shall be opened and letters therein shall be stamped with the date of receipt by or in the 

presence of the Superintendent or the officer to whom he/she may delegate this duty. The date shall 

then be initialled by the Superintendent or the officer deputed. Envelopes marked “Secret” or 

“Confidential” and addressed by name of the Superintendent shall not be opened by any officer 

other than the Superintendent. 
 

Superintendent’s discretion in the classification of letters 

758. The Superintendent shall exercise his/her discretion as to the classification of letters and 

correspondence, except in regard to documents bearing on the following subjects, which shall be 

permanently preserved: 

i. All letters and documents relating to standing orders 

ii. Important public works and manufactures 

iii. Order of Government sanctioning establishment 

iv. Release of prisoners before expiry of sentence 

v. Acquisition and renting of land 

vi. Pensions 

vii. Any permanent charges upon Government 

viii. Correspondence regarding escapes when the prisoner is not re-captured 

ix. Records connected with claims to service and personnel matters affecting personnel in the 

service 
 

Registers of letters received and issued 

759. Register of letters received and Register of letter issued shall be maintained on a calendar year 

basis.  
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Arrangement of correspondences 

760. All correspondences shall be arranged in the correspondence almirah (each year’s correspondence 

separately) according to the subject. The classification of subject shall be fixed by the 

Superintendent. The following classification is suggested, but may be modified by the 

Superintendent of any prison to suit the work of his/her office: 

i. Accidents, assaults or outbreaks 

ii. Accoutrements, arms, uniform, and ammunition and indents therefore, alarm parades, and 

military training 

iii. Admission and release of prisoners including correspondence regarding warrants fines and fine 

realisation statements, remission of sentence, release of moribund prisoners 

iv. Annual reports 

v. Appeals 

vi. Bills and accounts, general maintenance and manufactory, including budget 

vii. Civil prisoners 

viii. Classification, including correspondence about habitual and previous convictions 

ix. Convict officers, their appointment, punishments, etc. 

x. Discipline, offences and punishments of convict rules and regulations 

xi. Epidemics and outbreak of infectious disease, health camps etc. 

xii. Escapes and re-captures, guarding, watch and ward 

xiii. Establishment, appointment and dismissal, offences and punishment of prison officers, leave 

and transfer of officers, pay and traveling allowances 

xiv. Executions, obtaining hangman and necessary appliances 

xv. Indents for clothing, blankets, bedding, stationary forms, and other supplies 

xvi. Labour and employment of prisoners 

xvii. Mentally –ill prisoners 

xviii. Police registered prisoners, finger- impressions, etc. 

xix. Prisoner’s property and petitions 

xx. Public works 

xxi. Sickness and mortality, and matters connected with sanitations, conservancy and medical 

administration 

xxii. Storing grain and purchase of supplies 

xxiii. Transfers including overcrowding, escorts 

xxiv. Visitors’ remarks and inspection 

xxv. Miscellaneous 
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B. Accounts, audit etc. 

Accounts section in the prison to be divided into two divisions 

761. In all the prisons, the Accounts section shall be divided into two entirely separate divisions- 

Production centre Accounts Division and General Accounts Division. The Production centre 

Accounts Division shall deal with accounting of raw materials, manufactured articles etc. The 

General Accounts Division shall deal with general accounts. 
 

Computerised accounting system�

762. Accounting in each prison shall be done in a computerised accounting system. The system of 

accounts in each division shall be similar and in accordance with the Bihar Financial Rules, 2005 

and orders/notification issued by Finance Department and Prisons & Correctional Services 

Department from time to time. Every article which enters, or leaves or is produced or consumed in a 

prison, shall be checked and accounted for in one or other of these divisions. 
 

763. In the Production Centre Accounts Section, a cash book, sales ledger, raw material stock book, 

finished goods stock book, dead stock book, creditor’s ledger, sales order book, costing book and 

such other books as decided by the state government from time to time shall be necessarily 

maintained.  
 

764. In the General Accounts Section, a cash book, canteen stock book, register of prisoners private 

cash, dead stock book, stock book of clothing, diet roll, register of ammunition, stock book of 

uniforms, pay list and acquaintance roll, contingent register and such other books as decided by the 

state government from time to time shall be necessarily maintained.  
 

Conduct of accounts 

765. In all the prisons, the conduct of accounts shall be in accordance with Rules 315 to 322 of the Bihar 

Treasury Code and orders issued by state government from time to time. 
 

Assistant Superintendent to be incharge of Accounts section 

766. The Assistant Superintendent who has passed the departmental examination to be in-charge of the 

Accounts section.  

 

Daily examination of ledgers and books 

767. The daily books and ledgers shall be examined every morning, and shall not, on any account, be 

allowed to fall into arrears. 
 

Certificates of completion of accounts 

768. A monthly certificate of completion of accounts shall be forwarded to the Inspector General, Prisons 

& Correctional Services by the Assistant Inspector General, Prisons (Region) as soon as possible 

after 15th of every succeeding month, relating to the prisons under his/her jurisdiction. Before 
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submitting those certificates, the Assistant Inspector General, Prisons (Region) shall ensure that 

Superintendent has initialled each, separate account in the respective stock books including day 

books and ledgers. 
 

Preparation of budget estimates 

769. Every Assistant Inspector General, Prisons (Region) shall furnish the Inspector General, Prisons & 

Correctional Services annually, not later than the 31st July, with a budget estimate of the prisons 

under his/her jurisdiction and the Inspector General, Prisons & Correctional Services shall make due 

provision in his/her budget for all sums necessary for the maintenance of each prison and the 

purchase of raw material for production centre etc. 

 

Audit of prison accounts 

770. The accounts of all prisons shall be periodically and systematically audited by the audit department 

of the Accountant-General, Bihar and Finance Department. The Superintendent shall arrange to give 

every facility to the auditor in the conduct of his/her business and all accounts, registers and other 

documents which he/she may demand for this purpose shall be laid before him/her with due 

expedition. The disposal of audit queries shall be done in accordance with the rules and regulations 

framed by the State Government from time to time. 
 

Permanent advances 

771. In order to meet the emergent petty charges of all kinds, the Superintendent of a prison shall be 

allowed a permanent advance, the amount of which shall be fixed by the Inspector General, Prisons 

& Correctional Services in consultation with the Accountant General.  
 

Responsibility of cash to be with Deputy Superintendent  

772. The Deputy Superintendent shall be responsible for all cash kept in the prison. In the temporary 

absence of Deputy Superintendent the responsibility of cash would be given to any senior official on 

duty, by the Superintendent. Deputy Superintendent shall ensure that the cash books and other 

account books are maintained properly. The cash books shall be examined and verified by the 

Superintendent daily. The Superintendent shall report immediately to the Inspector General, Prisons 

& Correctional Services and Assistant Inspector General, Prisons (Region) every case of 

defalcation, embezzlement, or loss of public money.  

Note: There shall be separate cash-books for General Accounts Division and Production centre 

Accounts Division.  
 

Register of contingent expenditure 

773. For contingent expenditure, two separate registers shall be maintained in the General Accounts 

Department, one for contract and the other for non-contract charges. Details of the budget grants 
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and name of the payee shall be carefully noted in these registers. Superintendent shall enter his/her 

initial against the date of payment of each item.  
 

Withdrawal of expenses incurred for travel 

774. Withdrawals for the expenses incurred for travel and warrants of non-gazetted officials shall be done 

by the prison Superintendent. The travel warrants of gazetted officers could be presented in the 

treasury only after the warrants are countersigned by the Assistant Inspector General, Prisons 

(Region). 

 

Sales order book to be examined frequently  

775. The sales order book shall be frequently examined by the Deputy Superintendent  for seeing that no 

unusual delay takes place in the execution of orders. Orders which are likely to result in a loss shall 

not be undertaken. 
 

Requisition for raw materials etc. for production centre 

776. When raw materials or tools and plant are required for issue to the production centre a requisition 

shall be prepared by the officer requiring the articles and submitted to the Deputy Superintendent  

who shall satisfy him/herself that the demand is necessary and not in excess of requirements of 

orders to be executed, and in token thereof shall countersign it, and send to the subordinate in 

charge of the manufactory stores for compliance.             
 

Manufactured articles to be kept in the godown 

777. All articles manufactured in the production centre shall be forwarded to the storage godown with 

production slips which shall be prepared in duplicate by the officer in charge of the production 

centre. The officer in charge of the godown shall carefully examine their weight or count or measure 

them and then acknowledge their receipt on the counterfoil of the slip. 
 

Costing of prison manufactured articles 

778.  In regulating the price of prison manufactured articles whether offered for sale to the public or to 

consuming departments of Governments, the prevailing market rates for similar articles shall be 

followed as closely as possible; when such market rates do not exist or cannot be ascertained the 

following procedure shall be adopted, care being taken that, in estimating the price to be assigned to 

prison products, due allowance is made for the admitted inferiority of convict labour to free labour. 

The price of prison manufactures supplied to the public and to departments other than prison shall 

always include: 

i. Cost of raw material 

ii. Wages of prison labour rated according to schedules fixed by the Inspector General, Prisons & 

Correctional Services or the labour fixed by the Labour Department  
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iii. Depreciation charges calculated on the basis of the cost, estimated serviceable life and normal 

rated capacity of tools, plants, machinery and other accessories and expressed per unit of 

output; and  

iv. Other operating expenditure of the production centre 

v. 12.5  percent profit on (i), (ii), (iii) and (iv) above  

vi. Taxes etc. if any 

Provided that,  

i. When manufactured articles are used for ordinary purpose of the prisons in which they are 

produced or are supplied for internal consumption to other prisons within the states then only 

10% profit shall be charged for these articles 

ii. In respect of supplies to the Government departments or in bulk to an outsider, a discount of 

2.5 percent on the total price may be allowed. 
 

779. To facilitate the calculation of prices of manufactured articles a costing book shall be maintained in 

each prison. Every article the price of which has not been previously fixed, shall be entered in this 

register and its price calculated and fixed in conformity with the provisions of the preceding rule. 

Once the price has been fixed it shall not be altered without the sanction of the Inspector General, 

Prisons & Correctional Services. 
 

Prize money at public exhibition 

780. When at a public Exhibition a prize of money is obtained by any prison for the excellence of its 

manufactured goods, such money may be awarded with the approval of the Inspector General, 

Prisons & Correctional Services to the deserving officers of the staff of the successful prison. 



 

Annexure 1: Admission register of convict prisoners 
 

Admission Register for the prison….. for the period……… 
 
 Description of prisoners 

Date of 
admissio
n (Enter 
in red ink 
if P.R., or 
P.R.T.) 

R
e
g
i
s
t
e
r  
N
o
.  

Na
me 
of 
pri
son
er 

Father’s
/husban
d’s 
Name 

Sex/Ag
e/Rural
/Urban 

Race/religi
on/caste 

Last 
occupation/e
ducational 
qualification 
at the time of 
entry 

Addres
s –
Village/
Police 
station/
district 

Identifi
cation 
Mark/H
eight, 
colour, 
physio
gamy 

Numb
er in 
under
-trial 
regist
er if 
transf
erred 
from 
under
-trial 
ward 

1 2 3 4 5 6 7 8 9 10 

 
Particulars of sentence  

Crime 
established 
on 
conviction, 
with 
section of 
penal code 
/ or other 
law 

Sentencing 
Authority 

Date of 
sentence 

Nature of sentence 
(stating the amount of 
fine or alternative 
imprisonment awarded). 
The payment of fine or 
portion of it and 
consequent reduction of 
alternative imprisonment 
should be recorded here 

Period of 
sentence 

Date on which to 
be released 

11 12 13 14 15 16 

 
 If received by transfer from other prison   

If 
appealed, 
result and 
date of 
receipt of 
intimation 
thereof 

From 
which 
prison  

Why 
transferred 

Serial number in 
register of former prison 

Previous 
convictions 
as far as 
ascertained. 
Date, 
offence, 
sentence, 
court by 
which 
sentenced 
and which 
district 

Health and weight 
on admission and 
previous ailments 
if ascertained. 
Whether 
vaccinated, 
inoculated or had 
small pox. Class 
of labour for 
which passed - 
hard, medium or 
light 

17 18 19 20 21 22 

 
State of 
health and 
weight on 
discharge, 
or 
removal 
from the 
prison 

Private 
property 
received 
with the 
prisoner 

Initial or 
thumb 
impression 
of prisoner 
receiving 
back the 
property 

How 
disposed off 
- released, 
transferred 
or died : 
give date. 
Remission 
granted, if 
any, to be 
entered at 
the time of 
release 

Initials of the 
Deputy 
Superintendent 

Initials of the 
Superintendent  

Photograph 
of prisoner 

23 24 25 26 27 28 29 
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Annexure 2: Admission register of under-trial prisoners 
 

Admission Register for the prison….. for the period……… 
 
 Description of prisoners 
Date of 
admissio
n  

R
e
g
i
s
t
e
r  
N
o
.  

Na
me 
of 
pri
son
er 

Father’s
/husban
d’s 
Name 

Sex/Ag
e/ 
Rural/
Urban  

Race/religi
on/caste 

Last 
occupation/e
ducational 
qualification 
at the time of 
entry 

Addres
s –
Village/
Police 
station/
district 

Identifi
cation 
Mark/H
eight, 
colour, 
physio
gamy 

Numb
er in 
convi
ct 
regist
er if 
transf
erred 
to 
convi
ct 
ward 

1 2 3 4 5 6 7 8 9 10 

 
 
If received by transfer from other prison   

From 
which 
prison 

Why 
transferred 

Serial 
number 
in 
register 
of former 
prison 
 

By whom committed for 
trial and offence 
charged with Act and 
section thereof. 
Circumstances and 
reason of detention 

No. and 
date of 
warrant or 
commitment 

Date on which 
prisoner is to be 
produced, also 
subsequent dates 
remanded 

11 12 13 14 15 16 

 
State of 
health 
and 
weight on 
admission 
and 
discharge 
or 
removal 
from the 
prison 

Private 
property 
received 
with the 
prisoner 

Initial or 
thumb 
impression 
of prisoner 
receiving 
back the 
property 

Authority of 
discharge/order No. 

Date of 
discharge 

Reason of 
discharge 

17 18 19 20 21 22 

 
Duration of 
imprisonment 
in under-trial 
ward- Months 
and days 

Initials of the 
Deputy 
Superintendent 

Initials of the 
Superintendent  

Remarks Photograph 
of prisoner 

23 24 25 26 27 
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Annexure 3: Admission register of civil prisoners 
 

Admission Register for the prison….. for the period……… 
 
 Description of prisoners 
Date of 
admissio
n  

R
e
g
i
s
t
e
r  
N
o
.  

Na
me 
of 
pri
son
er 

Father’s
/husban
d’s 
Name 

Sex/Ag
e/Rural
/Urban 

Race/religi
on/caste 

Last 
occupation/e
ducational 
qualification 
at the time of 
entry 

Addres
s –
Village/
Police 
station/
district 

Identification 
Mark/Height, 
colour, 
physiogamy 

1 2 3 4 5 6 7 8 9 

If received by transfer from other 
prison 

   

From 
which 
prison 

Why 
transferr
ed 

Serial 
number 
in 
register 
of 
former 
prison 
 

Name of detaining 
creditor and amount 
of claim or of 
prosecutor and 
cause of detention 

No. and 
date of 
warrant 
or 
commitm
ent 

Sentencing 
Authority 

11 12 13 14 15 16 
 
    Account of diet money received and disbursed 
Date of 
expiration 
of period 
of 
imprisonm
ent 
ordered 
and actual 
date of 
release 

Author
ity for 
and 
cause 
of 
release 

Duration 
of 
imprisonm
ent 

Health 
and 
weight 
on 
admissi
on and 
release 

Daily 
diet 
money 
allowan
ce 
granted 

Amounts received/ 
date of receipt 

Disbursed each 
month as per cash-
book 

     Date 
of 
recei
pt 

Recei
pt No. 

Amou
nt 

Mon
th 

No. of 
days in 
each 
month 
for 
which 
is 
disburs
ed 

Amou
nt 

17 18 19 20 21 22 23 

 
If any balance 
left after 
prisoner's 
release, Note 
here amount 
and how 
disposed off 

Propert
y 
supplie
d by 
party 

Initial or thumb 
impression of 
prisoner 
receiving back 
the property 

Initials 
of the 
Deputy 
Superin
tendent 

Initials of the 
Superintend
ent  

Remarks Photograph 
of prisoner 
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Annexure 4: Release diary of convict and civil prisoners 
 

Release Diary for convict and civil prisoners the prison….. for the period….. 
 
Date  Serial No. 

of release 
this day 

R
eg
ist
er  
N
o.  

Admi
ssion 
date 

Name 
of 
prisone
r 

Father’
s/husba
nd’s 
Name 

Sex/
Age 

Date of 
imprisonme
nt 

Period 
of 
impriso
nment 

Cause of 
discharge. 
If 
transferred, 
prison to 
which 
transferred 
and the 
cause of 
transfer to 
be noted 

1 2 3 4 5 6 7 8 9 10 
          
          
          

 
Note whether a 
convict overseer or 
night watchman 

Age, health and 
weight on 
admission 

Health and 
weight on 
discharge 

Subsisten
ce 
allowance 
or gratuity 
or both 
given on 
release 

Initial of Deputy 
Superintendent  

Initial of 
Superintend
ent  

11 12 13 14 15 16 
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Annexure 5: Release diary of under-trial prisoners 
 

Release Diary of under-trial prisoners the prison….. for the period….. 
 
Date  Serial No. 

of release 
this day 

R
eg
ist
er  
N
o.  

Admi
ssion 
date 

Name 
of 
prisone
r 

Father’
s/husba
nd’s 
Name 

Sex/
Age 

Address – 
Residence/
police 
station/dist
rict 

Case 
No. & 
section 

Name of 
the 
releasing 
court 

1 2 3 4 5 6 7 8 9 10 

          
          
          
          

 
Initial of Deputy 
Superintendent  

Initial of 
Superintendent  

11 12 
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Annexure 6: Proforma for Health Screening of prisoners on 

Admission to prison 
 

Proforma for Health Screening of Prisoners on Admission to prison 
 
Case No.:__________________ 
Name:______________________________________________   Age:_________________  
Sex:___________________________                                       
Father’s /Husband Name:___________________________________ Thumb impression: 
Date & Time of admission in the Prison:_____________________________ 
Identification remarks: …………………………………………………………………………………… 

1. Previous History of illness 

a) Are you suffering from any diseases?      Yes / No 
If so, the name of the disease …………………………. 

b) Are you now taking medicines for the same     Yes / No 
c) Are you suffering from cough that has lasted for 3 weeks or more Yes / No 

2. History of drug abuse, if any …………………………. 

Any information that the prisoner may volunteer……………………….. 

3. Physical Examination 

Height( in cms):   Weight (in kg):                   Last Menstruation period: 
 

a) Pallor :     Yes / No 
b) Lymph mode enlargement :   Yes / No 
c) Clubbing :     Yes / No 
d) Cyanosis :     Yes / No 
e) Icterus :     Yes / No 
f) Injury, if any : …………………………… 

4. Pathological tests/ X-ray for TB 

5. Blood test for Hepatitis / STD including HIV (with the informed consent of the prisoner whenever 
required by law) 

6. Any other………………………………………………………………………… 

7. System examination 

i. Nervous system 
ii. Cardio Vascular system 
iii. Respiratory system 
iv. Eye, ENT 
v. Abdomen (Gastric Intestinal system (GIT) and other organs) 
vi. Teeth Gum 
vii. Urinary System 
viii. Mental and Psychological status 

 
The Medical examination and Investigations were conducted with consent of the prisoner after explaining 
to him / her that it was necessary for diagnosis and treatment of the disease from which / he / she may be 
suffering. 
 
Date of commencement of medical investigation 
Date of completion of medical investigation 
 

Signature and Seal of the Medical officer 
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Annexure 7: History ticket of convicts 
 

 
Prisoner’s history ticket Part I 

 
Prisoner’s History Ticket No. 
 
Name & Address of prisoner 
 

Date of 
Admission 

Warrant No. 

Register No. 
 

Class Sex and Age 
 
 
 
 

Photograph of prisoner 

Caste Nationality Occupation 
Sentence – 
crime/section 
 
 

Date of 
Sentence 

Sentencing court Date of Release 
 

Previous conviction 
 
Details of cases pending under trial 
 

Educational qualification 
 
Security Classification by the Classification 
Committee 

Administrative Classification by the 
Classification Committee 

List of visitors expected 
 
 
 
 
 

Clothing/bedding equipment 
Account 

Remission award 

Remission awarded Articles Date and issue 
quantity No. of 

days 
Period for 
which 
granted/date 

Reason 
for 
remission 

Signature 
of 
Entering 
officer 

Signature 
of 
Verifying 
officer 

        
        
        
        

        
        
        
Entries  Signature 

of 
Entering 
officer 

Signature 
of 
verifying 
officer 
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Prisoner’s History Ticket Part II- Health Card 
 

Age Weight on 
admission  

Blood 
pressure/pulse 
rate on admission 

Body temperature on 
admission 

Identification marks Class of labour for which the prisoner 
is fit 

State of health on 
admission 

Whether suffers from chronic health problems or not 
 
 
Fortnightly weighing of 
prisoner 
Dates  Weight in kgs 

Entries  Signature of the entering 
officer and date 
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Annexure 8: History ticket of under-trial prisoners 
 

Prisoner’s history ticket Part I 
 

Prisoner’s History Ticket No. 
 
Name & Address of prisoner 
 

Date of 
admission 

Warrant No. 

Register No. 
 

Class Sex and Age 
 
 
 
 

Photograph of prisoner 

Caste Nationality Occupation 
Charged with crime 
 

Authority issuing order of 
remand 

Section  
 
Law 

Previous conviction 
 
Details of cases pending under trial 
 
Educational qualification 
 
Security Classification by the Classification 
Committee 

Administrative Classification by the 
Classification Committee 

List of visitors expected 
 
 
 
 
 

Clothing/bedding equipment Account Court Appearance 
details 

Articles Date and issue 
quantity 

Signature of 
Entering officer 

Signature of 
verifying 
officer 

Date fixed 
for 
appearance 

Court 
before 
which to 
appear 

       
       

       
       
       
       
       
Entries  Signature 

of Entering 
officer 

Signature 
of 
verifying 
officer 

 Signature 
of Verifying 
officer 
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Prisoner’s History Ticket Part II- Health Card 
 
Age Weight on 

admission  
Blood 
pressure/pulse 
rate on admission 

Body temperature on 
admission 

Identification marks Class of labour for which the prisoner 
is fit 

State of health on 
admission 

Whether suffers from chronic health problems or not 
 
 
Fortnightly weighing of 
prisoner 
Dates  Weight in kgs 

Entries  Signature of the entering 
officer and date 
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Annexure 9: History ticket of civil prisoners  
 

Prisoner’s history ticket Part I 
 

Prisoner’s History Ticket No. 
 
Name & Address of prisoner 
 

Date of 
admission 

Warrant No. 

Register No. 
 

Class Sex and Age 
 
 
 
 

Photograph of prisoner 

Caste Nationality Occupation 
Cause of detention 
 

Date of order Date of release 

Court Diet Money Amount of decree 
Previous conviction 
 
Details of cases pending under trial 
 
Educational qualification 
 
Security Classification by the Classification 
Committee 

Administrative Classification by the 
Classification Committee 

Name and address of decree holder 
 
List of visitors expected 
 
 
 
 
 

Clothing/bedding equipment Account 
Articles Date and issue 

quantity 
Signature of 
Entering officer 

Signature of verifying officer 

     
     
     
     

     
     
     
Entries  Signature 

of Entering 
officer 

Signature 
of 
verifying 
officer 

 Signature 
of Verifying 
officer 
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Prisoner’s History Ticket Part II- Health Card 
 
Age Weight on 

admission  
Blood 
pressure/pulse 
rate on admission 

Body temperature on 
admission 

Identification marks Class of labour for which the prisoner 
is fit 

State of health on 
admission 

Whether suffers from chronic health problems or not 
 
 
Fortnightly weighing of 
prisoner 
Dates  Weight in kgs 

Entries  Signature of the entering 
officer and date 
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Annexure 10: Property Register 
 

Register of prisoner's property  
Part I 
Registe
r No. 
and 
class of 
prisone
rs 

Name 
of 
prison
er 

Date 
of 
Depos
it 

List of 
properties
- quantity 
and 
descriptio
n 

Signatur
e of 
prisoner 
agreein
g to the 
noted 
properti
es 

Signatur
e of 
Deputy 
Superint
endent 

Signature 
of 
Superinte
ndent 

Rema
rks 

Signature of 
prisoner 
when 
received 
back the 
noted items 

1 2 3 4 5 6 7 8 9 10 
          

          
          
          
          
          

 
Part II 
Regist
er No. 
and 
class 
of 
prison
ers 

Name 
of 
priso
ner 

Amoun
t 
deposit
ed 

Date 
of 
depo
sit 

Signature 
of Deputy 
Superinten
dent 

Signature 
of 
Superinten
dent 

Payment/expend
iture amount and 
date and 
particulars of 
expenditure 

Balan
ce 
amou
nt 

Remar
ks 

1 2 3 4 5 6 7 8 9 10 11 
           
           
           

           
           
           

 
Signature of 
Deputy 
Superintendent 

Signature of 
Superintendent 

Signature 
of 
prisoner 
when 
received 
back the 
cash 

Signature 
of officer 
returning 
back the 
cash 

12 13 14 15 16 
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Annexure 11: Gang Book 
 
Prison:       Gang No. 
 
Period: 

Sl. 
No
. 

Date of 
receivin
g of 
prisoner 

Prisone
r No. 

Name 
of the 
prisone
r 

Remarks 
– enter if 
any 
prisoner 
is 
convict 
overseer 
or 
convict 
watchma
n 

Natur
e of 
the 
labou
r 

Date of 
removin
g of 
prisoner 
from the 
gang 

Signatur
e of the 
Head 
warder 
or 
entering 
officer 

Name 
and 
Signatur
e of the 
warder 
in 
charge 
of the 
gang 

Signatur
e of the 
verifying 
officer 

1 2 3 4 5 6 7 8 9 10 
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Annexure 12: Duty Roster of warders 
 

For the week ending…. 
 
Date  Day or 

night duty 
(specify 
particular 
shift) 

Name of 
warder/head 
warder/chief 
head warder 

Place/nature 
of duty 

Signature of 
the Deputy 
Superintendent 

Signature of 
the 
Superintendent 

Remarks 

1 2 3 4 5 6 7 
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Annexure 13: Lock-up Report book 
 
Prison: 
 
Period: 
 
Ward No.: 
 
Details of 
prisoners  

Locked up 
yesterday 

Received 
today 

Total Discharged 
today 

Locked up 
today 

 M F M F M F M F M F 

Civil prisoners      

Under-trial 
prisoners – 
divisional 

     

Under-trial 
prisoners - 
Sessions 

     

Convicts - 
simple 
imprisonment 

     

Convicts - 
rigorous 
imprisonment 

     

Prisoners 
Sentenced to 
death 

     

Young offenders      
Persons 
suffering from 
infectious 
diseases/chronic 
diseases 

     

Mentally ill 
prisoners 

     

Detenues      
…      
Total No. of 
prisoners 

     

Children      
Total      

 
Everything correct. 

 
Signature           Signature 
Assistant Superintendent       Deputy Superintendent 

 
Details of prisoners locked up and keys made over to the Patrolling Head warder 

Ward No. 
(block 
wise) 

No. of prisoners No. of key Sub-total no. of 
prisoners 

Remarks 

     
     
   Total:  

I am satisfied that the above statement is correct.  
Signature/date 

Patrolling Head warder 
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After lockup charge handover/takeover………………………………. 
 

Annexure 14: Lock-up Register 
 
Lock –up register for all classes of prisoners in the prison at…for the month of ….. 
 
 Ward/cell No.  
Name & 
no. of 
wards/cells 

      

Class of 
prisoners 
located 
therein 

      

Numbers 
the 
wards/cells 
are 
authorised 
to contain  

      

 
Date Number in the wards/cells each night Total Initials of 

Assistant 
Superintendent 

Initials of 
Deputy 
Superintendent 

1          
2           
3          
          
          

          
          
          
          
          

          
          
          
          
          
          

          
          
28          
29          
30          
31          
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Annexure 15: Gate Register (Persons) 
 

Gate Register (Persons) of the ……….prison for the year… 
 
Date: 
 

Hour and 
minute of 

opening of 
gate 

Name of 
person 

entering the 
prison 

Whom to 
meet 

Purpose of 
meeting 

Time on 
leaving 

the 
prison 

Signature Remarks 

       

       
       
       
       

 
Signature 

Gate warder- in charge 
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Annexure 16: Gate Register (Articles) 
 

Gate Register (Articles) of the ……….prison for the year… 
 
 

Date: 
 
Hour and 
minute of 
passing in 
or out 

Names of 
articles 
passed in 

Number or 
quantity 

Names of 
articles 
passed 
out 

Number or 
quantity 

If passed 
in, by 
whom 
passed 
in and 
from 
whom 
received, 
or if 
passed 
out, with 
whom 
passed 
out and 
if sold, to 
whom 
sold 

If sold 
for cash, 
amount 
received. 
If sold 
for 
credit, 
the word 
"credit" 
to be 
entered 

Remarks 

        
        
        
        
        
        

 
Signature 

Gate warder- in charge 
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Annexure 17: Register for in-patients in the prison hospital 
 
 

Register for in-patients in the prison hospital 
Prison: 
 
Period: 
Hospital 
Register 

No. of 
prisoner 

Admissio
n  

Register 
No. of 

prisoner 

Name 
of the 
prison

er 

Class Sex, age 
and 

religion 

Sentenc
e/date of 
sentenc

e 

Length of 
imprison

ment 
undergon

e 

Work on which 
employed in the 

prison 

1 2 3 4 5 6 7 8 

        

Date on 
which 

prisoner 
first 

complain
ed of 

illness or 
was 

observe
d to be ill 

Date on 
which 

brought 
under 

observati
on 

Date 
on 

which 
admitt
ed to 

prison 
hospit

al 

Disea
se for 
which 
entere
d into 
hospit

al 

Result of 
treatmen

t- 
whether 
discharg

ed, 
cured, 

placed in 
invalid 
gang or 

died 

Date of 
discharg

e 

Date in 
case of 
death 

Referenc
e to page 

of 
Hospital 

case 
book 

Initials of 
Medical 

officer in 
token of 

correctne
ss of 

entries 

9 10 11 12 13 14 15 16 17 
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Annexure 18: Hospital Case book 
 
 

Hospital Case book 
 

Name of patient: 
Hospital Register No.: 
Admission Register No.: 
 
Present disease Class of prisoner with nature and length of sentence (if convicted): 

 
State of health on admission to prison: 
 
Weight on admission to prison: 
 
Weight on admission to hospital: 
 
If sentenced to R.I., whether admitted from invalid gang or otherwise: 
 
If previously an out-patient, give dates: 
 
If previously an in-patient, refer to last page of Case-Book: 
 
In the event of death, the closing entries containing a record of the particulars 
required by section 15 of the Prison Act, 1894 under the Medical Officer’s signature: 
 
 
 
 
 
 
 
 
 
 

Month and date Particulars of treatment, diet and health of prisoner with daily initial of Medical 
officer 
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Annexure 19: Bed Head ticket 
 

Bed-head ticket 
 
Name of prisoner:       Admission Register  No. : 
Hospital register No.        Class of Prisoner:    
Religion:        Age:   Sex: 
 
Date when first brought under treatment:     Date of Admission to hospital: 
     
Date of discharge from hospital:      Disease: 
 

Month and date Particulars of the case 
and treatment adopted 

Diet and extras 
ordered 

Temperature 
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Annexure 20: Minute book of Medical officer 
 
 

Minute book of Medical officer 
 
Prison: 
Period:          Year: 

(Left-hand side of the book) (Right-hand side of the book) 

Date of 
Visit 

Observations/ 
recommendation
s/orders 

Signature 
and date 

Remarks of 
Deputy 
Superintendent In 
case of order, 
how the order has 
been carried out 

Signature 
and date 

Remarks of 
Superintendent 

Signature 
and date 
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Annexure 21: Register of prisoners under observation 
 

Register of prisoners under observation 
Prison: 
 
Period: 

Sl. No.  Admissio
n  

Register 
No. of 

prisoner 

Name 
of the 

prisone
r 

Class Sex, age 
and 

religion 

Date on which 
prisoner first 

complained of 
illness or was 
observed to be 

ill 

Date on which 
brought under 

observation 

Disease 

1 2 
 

3 4 5 6 7 8 

  
 

      

How disposed off  Time for which under observation 
(hours) 

Initial of 
compunder/ph

armacist 

Initial of 
Medical 
officer 

9 
 

10 11 12 
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Annexure 22: Register of out-patients in the prison hospital 
 

Register of out-patients in the hospital in the prison….for the period.. 
 
Date: 

 
Sl. 
No. 

Date Register 
No. of 

prisoner 

Name 
of the 

prisone
r 

Class Sex, age and 
religion 

Work on which employed in the 
prison 

       

       

       

       

       

       

       
       

       

 
 

Result Disease Medici
ne 

given 

New 
prescr
iption 

Previo
usly 

attend
ed 

out-
patien

t 
ward. 
If yes, 
date 

Previo
us 

Prescr
iption 
detail

s 

Date of 
dischar

ge Cured A
d
m
it
te
d 

R
el
e
a
s
e
d 

othe
rwis

e 

Initials of 
the 

medical 
officer in 
token of 
weekly 

examinatio
n 
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Annexure 23: Monthly stock account of the purchase and 

expenditure of medicine, articles and diets 
 

Monthly stock account of the purchase and expenditure of locally purchased medicine, 
miscellaneous articles and sick diet and extras 

 
Prison: 
 
Period:  

Remained 
from last 

month 

Purchased  Expended Remaining in hand at 
the close of the month 

Particulars 

Qty.  Value Qty. Rate Value Qty. Qty. Value 

�� ������	�


������������������

        

         
         
         
         
         

         
         
         
         
         
         

         
         
         

�� ��������������

���������

        

         
         

         
         
         
         
         
         

�� ���������������

�������

        

         
         
         

 
Signature          Signature 
Compounder/Pharmacist            Medical officer 
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Annexure 24: Hospital Roll of sick, diets and extras in the 

prison hospital 
 

Hospital Roll of sick, diets and extras in the Prison Hospital 
 

Prison: 
Period: 

Sick in hospital Dat
e Convict –

Simple 
imprisonm

ent 

Convict – 
Rigorous 

Imprisonm
ent 

Unde
r-

trials 

Civil 
prison

ers 

Others 

Detaine
d under 
observa

tion 

Pris
oner

s 
(not 
in 

hos
pital 

) 
getti
ng 

extr
a 

diet 
by 

Medi
cal 

offic
er 

Pris
on 

offic
ers 

Hos
pital 
serv
ants 

Tota
l 

rece
ivin
g 

hos
pital 
diet

s 
and 
extr
as 

 M F M F M F M F M F M F M F M F M F M F 

                     

 
Class of hospital diets Items (diet, extras) No., weight or quantity issued 

daily 
Labouring 

diet 
Non-

labouring 
diet 

Sick 
diet 

Other 
diet 

Item 
A 

B C D       X Y Z 

Initials 
of 

Medical 
officer 

M F M F M F M F kg gm No. gm       No. kg g  
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Annexure 25: Daily summary of number of prisoners in the 

hospital 
 

Daily Summary of No. of prisoners in the hospital 
Prison: 
Date: 
 
Diseases Opening Admitted Discharged Died Closing Under 

observation 

Malaria       
Other fever       
Bronchitis       
Pneumonia       
Tuberculosis       
Rheumatism       

Diarrhea       
Dysentery       
Venereal 
diseases 

      

Ulcers, boils 
etc. 

      

Skin disease       
Eye disease       
Infectious 
diseases 

      

Cholera       
Accidents, 
wounds 

      

Other 
diseases 

      

Total       

 
Signature 
Medical officer 
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Annexure 26: Register of fortnightly weighments of 

prisoners  
 

 
Register of fortnightly weighments of prisoners 

Prison: 
Period: 
 
 

Dates of weighment 
         

Weight 
on first 

admissio
n to 

prison 

Weights 

Prisoner’
s No. 

Name 
of 
prison
er 

kg kg k
g 

k
g 

k
g 

k
g 

k
g 

k
g 

kg 

How 
disposed 
off 

Initial by 
the 
Compound
er/officer 
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Annexure 27: Register of invalid gang  
 

 
Register of invalid gang 

Prison: 
 
Period: 
Admission 
Register no. 
of prisoners 

Names of 
prisoners 

Date of 
admission 
to gang 

If any 
special diet 
or treatment 
is ordered 
for any 
individual 
prisoner, 
particulars 
to be 
entered 
here 

Initials of 
Medical 
officer 
verifying 
admissions 
etc. 

Order for 
discharge 
with Medial 
officer’s 
signature 

Date of 
discharge 
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Annexure 28: Prisoner Grievance report  
 
Prison: 
Period: (quarter) 
   
Grievance
/Complain
t  No. 

Date of 
complain
t made 

Date of 
complaint 
docketed 

Complaina
nt Name 

Grievance 
Addressed 
To 

Synopsis 
of the 
grievance 

Replies/
Actions 
taken 

Remarks 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

  
 
Signature/date 
 
Assistant Inspector General, Prisons (Region)/Superintendent  
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Annexure 29: Punishment Register  
 

Punishment Register 
Prison: 
 
Period: 
 
Sl. No. Date of 

infliction of 
punishment 

Register No. 
of prisoner in 
admission 
register and 
class 

Name of 
prisoner 

Sex and 
age 

Offence 
for which 
punished 

Whether 
the 
offence 
is 
"major" 
or 
"minor".  

Evidence of the 
offence (In the 
case of every 
"major" offence 
the names of 
the witnesses 
proving the 
offence shall be 
recorded) 

1 2 3 4 5 6 7 8 
        

How 
many 
previous 
offences 
quoting 
the date 
of last 
offence 
and 
serial 
number 

If formally 
warned 
only 

Punishments 
awarded 
(Full details 
should be 
given of the 
nature of 
punishment 
and the term 
for which 
ordered.) 

Certificate 
of medical 
officer if 
separate 
confinement 
is awarded 
showing 
present 
health of 
prisoner, his 
physical 
condition 
and fitness 
for bearing 
the 
punishment 
awarded 

Date of 
terminat
ion of 
punish
ment  

Initial of 
Deputy 
Superinte
ndent 

Initial of 
Superint
endent 

9 10 11 12 13 14 15 
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Annexure 30: Diary for termination of prison punishments 
 
Prison: 
 
Period: 
 
Prisoners whose punishment shall terminate on the day XXX  
Register No. of 
prisoner punished 

Name of prisoner Punishment awarded 
and term thereof 

Reference to the 
Punishment Register 

    
    
    

    
    
    
 
Signature  
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Annexure 31: Remission Card 
 

Remission Card 
 
Prisoner’s name:       Prison: 
Prisoner’s No.:        Sentence: 
Date of commencement of Remission System:    Date of Release: 
 
Mon
th  

Ordinar
y 
Remiss
ion 

Annual 
good 
Condu
ct 
Remiss
ion 

Special 
Remiss
ion 

State 
Gover
nmen
t 
Remi
ssion 

Date 
of 
Gra
nt 

Forfe
iture 

Bal
anc
e 

Re
mar
ks 

Initial
s of 
office
r-in 
char
ge of 
remis
sion 
work 

Initials 
of 
Deputy 
Superin
tendent 
(Correct
ional 
Service
s) 

Initial of 
Superint
endent 
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Annexure 32: Remission Sheet 
 
 

Remission Sheet 
Prison: 
 
Name of the prisoner: 
 
Prisoner No.: 
 
Period: 
 
Particulars Remarks  

Worked as convict officers for the entire month 
 

 

Worked as night watchman for the entire month 
 

 

Worked on Sundays and holidays for general maintenance of 
prisons or in the kitchen or in the prison hospital 

 

Participated in institutional activities and followed  all prison 
regulations 

 

Worked in industry or performed the assigned work according to 
the prescribed standards for the entire month 

 

Participated in education programmes 
 

 

Participation in de-addiction programme 
 

 

Others 
 

 

 
Signature 
Assistant Superintendent  
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Annexure 33: Remission Roll 
 

Remission Roll 
 

Roll of prisoner whose remission of sentence shall take effect during the month of ….. 
 
Registe
r No. 

Clas
s 

Name of 
prisone
r 

Sentenc
e 

Date of 
sentenc
e 

Date of 
expiry of 
sentenc
e 

Remissio
n earned 
in days to 
end of 
quarter 

Possible 
remissio
n 

Date of 
release if 
maximum 
possible 
remissio
n is 
granted 

         
         
         
         

         
         
         
 
Signature           Signature 
Deputy Superintendent       Superintendent 
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Annexure 34: Court Diary  
 
 

Court Diary for the production of under-trial prisoners in courts from ….prison 
 
Sl. No.  Register No. Name of the 

prisoner 
Father's / 
Husband's 
Name 

Court where to be produced 

1 2 3 4 5 
     
     
     
     
     

 
 
If to be 
brought back, 
state the 
reasons (e.g. 
"Convict", 
"other cases 
pending" etc.) 
(to be entered 
by Deputy 
Superintenden
t on return of 
prisoners from 
the concerned 
court) 

If not 
produce
d in 
court, 
state the 
reasons 
(e.g. 
"sick" 
etc.) 

Next date 
of 
productio
n 

How 
disposed of 
(e.g. 
"Convicted"
, "Not back 
from court" 
etc.) 

Remark
s 

Signatur
e of the 
court 
officer 

Signature of 
Deputy 
Superintenden
t 

Signatur
e of the 
officer in 
charge 
of the 
escort   

6 7 8 9 10 11 12 13 
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Annexure 35: Execution Report 
 

Execution Report 

 

“I hereby certify the sentence of death passed on……………………………………………by the Court of 

Sessions and confirmed by the High Court, has been duly executed and the 

said……………………………………….was hanged by the neck until he was dead at…………………..on 

the………………………….. 
 
Signature     Signature     Signature 
 
Medical Officer     Executive Magistrate                             Superintendent 
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Annexure 36: Visitor’s Minute book 
 

Visitor’s Minute book 
 
Prison: 
 
Period: 
 
Date 
and 
time of 
visit 

Name of 
visitor 

Designation Remarks of visitors Action taken/remarks of 
Superintendent 
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28. Functions, Duties & Responsibilities 
 

A. Headquarter Organisation 
 

Inspector General, Prisons & Correctional Services 

781. The key functions and powers of the Inspector General, Prisons & Correctional Services shall be 

as follows: 

i. Inspector General, Prisons & Correctional Services shall ensure implementation of the 

provisions of the applicable Acts and prison policies as laid down by the state government 

through other officers appointed for assisting him/her at the headquarters, districts and at the 

prisons under his/her control. 
 

ii. Inspector General, Prisons & Correctional Services shall plan, organise, direct, coordinate and 

control the various prison services. 
 

iii. Inspector General, Prisons & Correctional Services shall define the functions and fix lines of 

authority and channels of command of prison and headquarter personnel.  
 

iv. Inspector General, Prisons & Correctional Services shall inspect prisons with special reference 

to care, welfare, training and treatment of inmates, prison security, staff discipline, staff welfare 

and adherence to these rules in prison administration. 
 

v. Inspector General, Prisons & Correctional Services shall act as a medium of communication 

between state government and every personnel of the Prisons & Correctional Services 

Department. Except in cases specially excepted, every communication from any officer of the 

Prisons & Correctional Services Department, intended for the perusal of state government, shall 

be submitted through him/her.  
 

vi. Inspector General, Prisons & Correctional Services shall have authority to sanction all ordinary 

working expenses of the Department within the limits of budget grants.  
 

vii. Inspector General, Prisons & Correctional Services shall have authority to transfer prisoners 

from any prison in Bihar to another prison within the state vide section 29(2) of Prisoners Act, 

1900, or in accordance with general or special orders issued by the Government to a prison in 

any other State. He/she is also authorised to sanction the removal of prisoners from the 

permanent buildings of any prison into temporary quarters during emergencies. 
 

viii. All District/Sub-divisional Magistrates and prison officers shall obey the orders issued by 

Inspector General, Prisons & Correctional Services in all matters relating to the internal 

economy, discipline and management of prisons. 
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782. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Inspector General, Prisons & Correctional Services shall be as 

follows: 

i. Inspector General, Prisons & Correctional Services shall cause budgets to be prepared for the 

various services under his/her control; submit the budget annually to the Government; and 

allocate within the limits of the budget grants expenses among different prisons. 
 

ii. Inspector General, Prisons & Correctional Services shall exercise full control over all 

expenditure in prisons and ensure that codal formalities are followed before such expenses are 

incurred. A monthly expenditure statement and other bills for prison expenses shall be 

submitted to, and scrutinised by the Inspector General, Prisons & Correctional Services. 
 

iii. Inspector General, Prisons & Correctional Services shall ensure that a detailed monthly report 

of all expenditure is timely sent to the State Government/ Accountant General, as required.  
 

iv. Inspector General, Prisons & Correctional Services shall ensure that civil maintenance of prison 

buildings and premises are carried out in time as required. 
 

v. Inspector General, Prisons & Correctional Services shall inspect every central prison twice a 

year, every district prison once a year and subsidiary prison once in two years and oftener, if 

necessary and enter in the Visitors’ minute book of the prison a brief memorandum of the state 

in which he/she found the prison; of the manner in which it is administered, and any 

suggestions or orders to the Superintendent or Assistant Inspector General Prisons (Region) 

he/she may deem necessary. If the prison is in an unsatisfactory state, a copy of this 

memorandum, with any explanation the Superintendent or Assistant Inspector General, Prisons 

(Region) may have to give, shall be submitted for the information and orders of State 

Government. In other cases, the Inspector General, Prisons & Correctional Services shall 

submit to Government a summary of the results of his/her inspection reporting the general 

conditions of the prison, the state of discipline, health, etc, and any special points to which 

he/she considers the attention of Government should be drawn. 
 

vi. During each inspection Inspector General, Prisons & Correctional Services shall see the yards, 

wards, cells and other enclosures; he/she shall see every prisoner in the prison at the time of 

his/her inspection, and give every prisoner the opportunity of making any applications or 

complaint he/she may wish to make, and shall enquire into and determine all such as relate to 

prison discipline. He/she shall also satisfy him/herself that all accounts, registers and records 

are maintained according to the rules in force, and that proper arrangements are made for the 

safe custody of all records. 
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vii. Inspector General, Prisons & Correctional Services may authorize and pass orders in favour of 

any official to inspect the subsidiary prisons on his/her behalf. 
 

viii. Inspector General, Prisons & Correctional Services shall submit annually to the State 

Government, as soon after the commencement of the calendar year as possible, and no later 

than the 30th April, a detailed report of the prison administration for the previous calendar year, 

statistics of the prisoners in such forms as may be prescribed by the Government, together with 

any necessary comments thereon and his/her remark on every point of prison management. In 

this annual report, Inspector General, Prisons & Correctional Services shall also briefly state 

what inspections he/she made in the course of the year and the general result of such 

inspections.  
 

Joint Secretary cum Director (Administration) 
 

783. The post of Joint Secretary cum Director Administration shall be filled up from Bihar 

Administrative Services 

784. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of the Joint Secretary cum Director (Administration) shall be as 

follows  

i. Joint Secretary cum Director Administration shall assist the Inspector General, Prisons & 

Correctional Services in staff administration i.e. recruitment, training, posting, performance 

evaluation and promotion, welfare, vigilance and departmental enquiry of the personnel and all 

type of establishment work. 

ii. In addition to the above duties and responsibilities the Joint Secretary cum Director 

Administration may perform those duties and responsibilities as allotted by to him/ her by the 

Inspector General Prisons and Correctional Services from time to time. 

 

Director (Industries) 

785. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of the Director (Industries) shall be as follows 

i. Director (Industries) shall deal with management issues like procurement of dietary articles, 

budget, finance, accounts and prison industries. 

ii. Director (Industries) shall deal with all type of scheme under the prison department. 

iii. Director (Industries) shall look after the educational/vocational training programmes of the 

prisons and shall ensure the quality of the training programmes. He/she shall be responsible to 

prepare annual vocational/educational training programme for the entire state and ensure 

maximum number of prisoners are put through educational/vocational training programmes. 

iv. Director (Industries) shall plan and monitor development of suitable infrastructure and logistics 

required for imparting education, vocational training in each prison and for the smooth conduct 

of production centres in various prisons. 
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v. Director (Industries) shall also be responsible for computerisation of prison administration, 

prison records all Information Technology (IT) related work. 
  

Deputy Inspector General (Prison Administration)  

786. The post of Deputy Inspector General, (Prison Administration) shall be filled up by promotion of 

the officer from the Bihar Jail Service cadre. 

787. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Deputy Inspector General (Prison Administration) shall be as 

follows: 

i. Deputy Inspector General, (Prison Administration) shall deal with the matter related to the 

prisoners regarding prison administration including transfer of prisoners, remission, parole, pre-

mature release of convicted prisoners, building, implementation of new scheme regarding 

reformation of the prisoners,  inspection of the prisons, inspection of regional offices, etc. 

ii. Deputy Inspectors General, Prisons shall assist the Inspector General, Prisons & Correctional 

Services in prisoner management including prison discipline and award of punishment to 

prisoners for prison offences. He/she shall deal with all complaints made by or relating to 

prisoners. 

iii. Deputy Inspector General (Prison Administration) shall assist the Inspector General, Prisons & 

Correctional Services in prison management and be responsible for organising proper security 

measures in various prisons and ensuring that prison security, disciplinary norms and practices 

are strictly followed in each prison.  

iv. In addition to the above duties and responsibilities the Deputy Inspector General (Prison 

Administration) may perform those duties and responsibilities as allotted by to him/ her by the 

Inspector General Prisons and Correctional Services from time to time. 
 

Deputy Inspector General, Prisons (Correctional Services) 

788. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Deputy Inspector General, (Correctional Services) shall be as 

follows: 
 

i. Deputy Inspector General, (Correctional Services).  
 

ii. Deputy Inspector General, (Correctional Services) shall along with the help of prison 

administration be responsible for development of after care and rehabilitation programme for 

prisoners. He/she shall be responsible for: 

a) Developing welfare programmes for the prisoners 

b) Extending help, guidance, counselling, support and protection to all released prisoners, 

whenever necessary  

c) Helping a released person to overcome his/her mental, social and economic difficulties 
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d) Helping in the removal of any social stigma that may have been attached to the inmate or 

his/her family because of his/her incarceration 

e) Impressing upon the individual the need to adjust his/her habits, attitudes, approaches and 

values to a rational appreciation of social responsibilities and obligations and the 

requirements of community living 

f) Helping the individual in making satisfactory readjustment with his/her family, 

neighbourhood, work group, and the community 

g) Assisting in the process of the individual's physical, mental, vocational, economic, social 

and attitudinal post-release readjustment and ultimate rehabilitation 
 

iii. Deputy Inspector General, (Correctional Services) may correspond directly with the 

Superintendent, in emergencies. Otherwise, all correspondence shall be routed through the 

controlling officer i.e. Assistant Inspector General, Prisons (Region) i.e. Inspector General, 

Prisons & Correctional Services. . 

iv. Deputy Inspector General, (Correctional Services) shall deal with all prison issues in respect of 

the State or National Human Right Commission 

v.  Deputy Inspector General, (Correctional Services) shall deal with all Prison Statistics 
 
  

 Assistant Inspector General (H.Q.) 

789. The post of Assistant Inspectors General, (H.Q.) shall be filled by promotion from Bihar Jail 

Services cadre. 

790. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of the Assistant Inspectors General, (H.Q) shall be as follows 

i. Assistant Inspector General, Prison (H.Q.) will be the drawing and disbursing officer of prison 

and correctional department and accounts. 
 

ii. He/ she will be the first appellate authority under Right to Information Act.   
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B. Regional Organisation 
 

Assistant Inspector General, Prisons (Region) 

791. Assistant Inspector General, Prisons (Region) shall have power to revise or modify any 

punishment awarded by a Superintendent of a prison to prison officers. 
 

792. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Assistant Inspector General, Prisons (Region) shall be as follows: 

i. Assistant Inspector General, Prisons (Region) shall tour the entire region in a month inspecting 

various prisons in their jurisdiction and send a tour report to Inspector General, Prisons & 

Correctional Services every month. 
 

ii. Assistant Inspector General, Prisons (Region) shall carry out a performance audit of the prisons 

in his/her jurisdiction every year and send a consolidated report to Inspector General, Prisons & 

Correctional Services within 1 month of the end of the financial year. The report shall 

necessarily contain the following information, prison wise: 

a) Key observations and recommendations in the internal audit report, audit report of Finance 

Department and Transaction audit report of the PAG (Audit) alongwith comments of the 

Superintendent 

b) Head-wise, scheme-wise budget allocation, withdrawal of fund and expenditure incurred 

during the year compared to previous financial year 

c) Prisoner intake (strength) and average occupancy during the period under review 

d) Sanctioned and posted strength  

e) Allotment required for diet and allotment received for this purpose  

f) Required medical facilities (including doctor, paramedical staff, ambulances and 

equipment) and available medical facilities  

g) Required infrastructure (including wards, drains, toilet, hand pumps, perimeter walls, arms 

and ammunition, communication equipment, vehicles including prisoners van, housing for 

officers and security personnel etc.) and available facilities  

h) No. of training programmes organized during the year 

i) No. of occasions when the prisoners (including no. of prisoners) were not produced in the 

court  

j) How many AC bills, DC bills were not submitted to Accountant General as at the end of the 

financial year 

k) No. of escapes and no. of prisoners escaped during the year. No. of prisoners re-captured 

l) Number of deaths in the prison during the last year along with reasons for each death  

m) Details of inspections carried out by District authorities/higher officers of the Prisons & 

Correctional Services Department. 
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iii. Assistant Inspector General, Prisons (Region) shall submit punctually to the Deputy Inspector 

General (Prison Administration) and Inspector General, Prisons & Correctional Services, all 

such consolidated annual/semi-annual/monthly returns, statements, as may be prescribed from 

time to time.  
 

iv. Assistant Inspector General, Prisons (Region) shall immediately report to the Deputy Inspector 

General (Prison Administration) and Inspector General, Prisons & Correctional Services, all 

serious breaches of prison discipline, escapes, and recaptures, suicides, deaths or serious 

injury to prisoners. 
 

v. Assistant Inspector General, Prisons (Region) shall ensure that all prisons in his/her region duly 

observe the provisions of this Manual strictly and shall be responsible for implementing all the 

directions of the Deputy Inspector General (Prison Administration), Inspector General, Prisons 

& Correctional Services and State Government in this regard. 
 

District Magistrates  

793. The key functions and powers of the District Magistrates shall be as follows: 

i. District Magistrates shall have general control over all prisons in their areas of jurisdiction. They 

may take into their own hands the control of the prison in exceptional circumstances, reporting 

the reasons at once to the Inspector General, Prisons & Correctional Services.  
 

ii. District Magistrate shall grant casual leave to Superintendent. In absence of Superintendent, 

senior most Deputy Superintendent/Assistant Superintendent shall be In-charge Superintendent 

for routine purpose.  
 

iii. Under Section 11(2) of the Prisons Act, 1894, the Superintendent of a prison shall obey all 

orders not inconsistent with the Prisons Act, or with this Manual which may be given with 

respect to the prison by the District Magistrate. The orders passed under section 11 (2), should 

except in emergent cases in which immediate action is, in the opinion of the Magistrate, 

necessary, be so expressed that the Superintendent may have time to refer (if he thinks 

necessary) to the Inspector General, Prisons & Correctional Services before taking action 

thereon. 
 

iv. In accordance with powers vested vide section 29 (2) of Prisoners Act, 1900, subject to the 

orders and under the control of the State Government any person who is detained in custody in 

a prison due to pending inquiry, investigation or trial under any writ, warrant or order of any 

Court may, by order, be directed by the District Magistrate to be removed from one prison to 

another within the district and to other district with the prior consent of the District Magistrate of 

such other district. 
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v. In accordance with powers vested vide section 31 (C) of Prisoners Act, 1900, state government 

may authorise the District Magistrate to release under armed custody the prisoners detained in 

the respective prisons in their district, for a maximum of 15 days in the following emergency 

situations:  

a) In the event of death of a prisoner’s parent, spouse or child 

b) Marriage of a prisoner’s own daughter or son 

c) Own marriage of a prisoner 

Note: The release orders shall be made conforming to Section 31 (C) sub section (3) of 

Prisoners Act, 1900 on the recommendation of prison Superintendent after obtaining 

verification report from the local police. 
 

vi. In case of Subsidiary prisons all the functions of District Magistrate shall be carried out by Sub-

divisional Magistrate. 
 

794. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of District Magistrates shall be as follows: 

i. District Magistrates shall ensure compliance of all orders issued by Inspector General, Prisons 

& Correctional Services in matters relating to safety & security, internal economy, discipline and 

management of prisons. 
 

ii. District Magistrates shall visit prisons under his/her jurisdiction as the case may be, at least 

once a month and shall not delegate this work to any other sub-ordinate. A record of each visit 

shall be entered in the visitor’s book to be maintained by the Superintendent for the purpose.  
 

iii. District Magistrates whatsoever shall give all the orders only to Superintendent. Orders shall 

ordinarily be in writing and shall not be contrary to the rules of this Manual. The District 

Magistrate’s orders shall ordinarily be issued in the form of an entry in the visitors’ minute book.  
 

iv. The District Magistrates shall not interfere in matters of detail affecting the management of a 

prison. They shall avoid any action having a tendency to weaken the authority of the 

Superintendent over sub-ordinate officers and prisoners. 
 

v. When the District Magistrate is absent on tour from head-quarters, the officer in charge of the 

station for the time being shall perform the duties of the Magistrate with regard to the prison, 

subject to any instructions which the Magistrate may give. Such officer shall append to his 

signature in the Visitors’ minute book the words “in charge of the station during the absence of 

the Magistrate.” 
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C. Institutional Organization  
 

Executive Establishment 
 

Superintendent 

795. The post of Central prison Superintendent shall be filled by promotion of District prison 

Superintendent. The post of District prison Superintendent shall be filled by promotion of 

Subsidiary prison Superintendent. The officer of the rank of Deputy Superintendent shall be 

promoted to the post of Subsidiary prison Superintendent on the basis of seniority cum merit. 
 

796. The key functions and powers of the Superintendent of a prison shall be as follows: 

i. Subject to the orders of the Inspector General, Prisons & Correctional Services the 

Superintendent shall manage the prison in all matters relating to security and custody 

arrangements, admission of prisoners, release of prisoners, prison discipline, labour, personnel 

matters, expenditure, punishment, control and overall administration of the prison. 
 

ii. Superintendent shall plan, organise, guide, coordinate, supervise and control all institutional 

correctional and welfare programmes and other operations regarding security, maintenance etc. 
 

iii. Superintendent shall develop an institutional atmosphere conducive to the correctional role and 

provide leadership in every aspect of prison management. 
 

iv. Superintendent shall report to the Assistant Inspector General, Prisons (Region)/Inspector 

General, Prisons & Correctional Services and liaison with other government agencies for the 

purpose of prison administration. 
 

v. Superintendent shall have control over financial matters including control of stocks and stores 

and act as Drawing and Disbursement Officer (DDO) for State Government funds. 
 

vi. Superintendent shall allocate duties to personnel under his/her control and help them get 

acquainted with current policies of correctional administration and their role. 
 

vii. Superintendent shall have authority to suspend any subordinate officer in case of serious 

misconduct. He/she shall make a report to Assistant Inspector General, Prisons (Region) with a 

copy marked to Inspector General, Prisons & Correctional Services and Deputy Inspector 

General (Prison Administration). The Assistant Inspector General, Prisons (Region)/Inspector 

General, Prisons & Correctional Services may extend the period of suspension beyond 15 

days, if deemed necessary.  
 

viii. Superintendent shall have authority to punish employees of warder establishment with minor 

punishments in accordance with provisions of Bihar Government Servant (Classification, 

Control and Appeal) Rules, 2005.  



�����������	
���
���������

�

�

������� � � � �

�

 

797. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Superintendent of prisons shall be as follows: 

i. Superintendent must be sufficiently well acquainted with the language of the district to be able 

to converse with the prisoners, he/she must be a person of tact and temper, and if he/she fails 

in these respects, or otherwise misconducts him/herself, the Inspector General, Prisons & 

Correctional Services may recommend his/her removal. He/she must be thoroughly acquainted 

with the rules of this manual and with the Acts and regulations relating to prisons referred 

elsewhere in this Manual. He/she shall be generally responsible for the due observance of the 

rule of this Manual and of all such legislative enactments, and for the execution of all sentences 

of prisoners committed to his/her charge.      
             

ii. Superintendent shall visit the prison daily, as soon after sunrise as possible, when his/her first 

duty shall be to release time-expired prisoners with due observance of the rules. In the event of 

his/her sickness or inability to discharge duties, he/she shall record the fact of his/her absence 

and its cause in the minute book and report the fact to the Assistant Inspector General, Prisons 

(Region). He/she shall ensure that from the opening to closing time of the prison, one Deputy 

Superintendent remains present in the prison.  
 

iii. Superintendent shall personally interview every prisoner within 24 hours of his/her admission 

into the prison. He/she shall at least once in a fortnight hold a parade of all the prisoners and  

inspect every part of the prison and its precincts, and shall satisfy him/herself that nothing exists 

therein which is likely to be injurious to the health of the prisoners, that the drainage is 

satisfactory, that the water supply is pure and not liable to be pollution, that due precautions 

against overcrowding are taken, and that the ventilation and cleanliness of the wards, 

workshop, cells etc., are provided for and properly attend to. He/she shall visit the prisons at 

night atleast 2 times in a month. He/she shall visit prison hospital/sick ward weekly and ensure 

that sick and injured prisoners are receiving proper medical treatment/diet. 
 

iv. Superintendent shall accompany the Inspector General, Prisons & Correctional Services, 

Assistant Inspector General, Prisons (Region), District Magistrate and other official visitors on 

their inspection of the prison. 
 

v. Superintendent shall ensure that congenial atmosphere of work and discipline exists among the 

officers and staff of the prison. He/she shall prescribe in writing in his/her minute book the 

division of labour allotted to each of his/her subordinates, especially to those employed in the 

prison office, so that the responsibility for errors in the prison records, and for any other 

dereliction of duty, may be fixed with precision and without dispute. It shall be specifically stated 

what office work each Deputy Superintendent, Assistant Superintendent and other staff and 

officers shall perform, but no such order shall relieve a Deputy Superintendent of the 
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responsibility of ensuring that the work in the prison office, whether done by him/herself or by 

his/her subordinates, is properly and punctually conducted. He/she shall through the minute 

book, issue instructions to Deputy Superintendents and other officers for compliance. (Refer to 

Annexure 37 for the format of the Superintendent’s minute book). 
 

vi. Superintendent shall report to the Inspector General, Prisons & Correctional Services as they 

occur, all serious breaches of prison discipline, escapes, recaptures, suicides, deaths or serious 

injury to prisoners from accidental causes, any outbreak of epidemic disease unusual sickness, 

and the measures taken to prevent the spread of the diseases. 

�

vii. Superintendent shall submit punctually to the Assistant Inspector General, Prisons (Region), all 

such annual/semi-annual/monthly returns, statements, bills and vouchers, as may be 

prescribed from time to time and mark a copy to the Inspector General, Prisons & Correctional 

Services. Till the time, the integrated prison information management system is in place, he/she 

shall ensure sending, the annual statistics related to prison to headquarter, as soon as possible 

after the close of the year, and not later than the 31 January. 
 

viii. Superintendent shall keep full control over the prison receipts and expenditure; ensure that all 

the records are kept up-to-date and cash balances correspond with those entered in the books; 

he/she shall promote all possible economy in every expenditure and carefully examine all the 

demands and indents before sanctioning, or submitting them for sanction. He/she shall be held 

responsible for any defalcations on the part of the prison establishments if it be shown that such 

defalcations were rendered possible by neglect on his part of this or any other rule laid down for 

his/her guidance. He/she shall also be responsible for complying standing orders issued by the 

State Government, Prisons & Correctional Services Inspectorate and Finance Department in 

this regard.  
 

ix. Superintendent shall every six months examine stock of all types of stores, machinery, plant, 

tools, raw materials, manufactured articles etc. and submit to the Assistant Inspector General, 

Prisons (Region) and Inspector General, Prisons & Correctional Services, an examination 

report on 15th June and 15th December of each year. He/she shall also do surprise stock 

checking of medicines, medical appliances in the prison hospitals and other government 

property in the prisons and submit the report of the same to the Assistant Inspector General, 

Prisons (Region) and Inspector General, Prisons & Correctional Services. 
 

x. Superintendent shall cause to be affixed, in a conspicuous place inside the prison, a notice in 

English and the vernacular, setting forth the acts prohibited, prison offences and the penalties 

incurred by their commission. He/she shall immediately report to the Assistant Inspector 

General, Prisons (Region) and Inspector General, Prisons & Correctional Services, all serious 

breaches of prison discipline, escapes, and recaptures, suicides, deaths or serious injury to 
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prisoners. He/she shall hold an enquiry into every offence committed by a prisoner, and punish 

the offenders in accordance with the rules. He/she shall record all orders for punishment in the 

Prisoner’s history ticket, and may thence be copied by a subordinate into the Punishment 

Register required by section 51 (1) of the Prisons Act, 1894, and shall see that the punishment 

is carried into effect. Against the entries in the punishment register relating to each punishment 

the Superintendent and the Deputy Superintendent shall affix their initials as evidence of the 

correctness of the entries. In the case of every serious prison offence, the names of the 

witnesses proving the offence shall be recorded. 
 

xi. Superintendent shall pay special attention towards the safe custody, security and welfare of the 

prisoners. He/she shall comply with the instructions issued by the State Government and 

Inspector General, Prisons & Correctional Services/ Assistant Inspector General, Prisons 

(Region) from time to time for welfare and rehabilitation of the prisoners. To provide legal 

assistance to the prisoners, who are in need of the same, he/she shall contact district authority 

for free legal aid. 
 

xii. Under section 12 of Prisons Act, 1894, the Superintendent is required to keep or cause to be 

kept, certain specified records and such records as may be prescribed under section 59 or 60 

of the said Act. 
 

xiii. Superintendent shall see that at the proper season, when the grain is cheapest, a sufficient 

quantity of each kind of grain required for prisoner’s consumption is stored for use until the next 

season for annual storage and for three months after, so that it shall not be necessary to issue 

new grain. 
 

xiv. Superintendent shall verify the quality of cooked food for prisoners atleast once every week, 

weight of the food items being distributed and shall ensure that food 

grains/vegetables/pulses/condiments and other dietary articles procured are of good quality; 

that the rates of the same are reasonable and that proper arrangements are made for storage 

and preservation of the grains/vegetables/pulses/condiments. 
 

xv. Superintendent can vary the standard diet chart of prisoners, but each time the variation is 

authorized, he/she shall ensure by proper check of quantity and price that the substituted diet 

scale does not cost more or less than the authorized scale of diet. 
 

xvi. Superintendent shall have to live in the residence allotted in the prison premises and shall not 

proceed on leave without permission of District Magistrate. He shall also intimate the Assistant 

Inspector General, Prisons (Regional) before leaving headquarter. 
 

xvii. Superintendent may correspond directly with the Inspector General, Prisons & Correctional 

Services, in emergencies. Otherwise, all correspondence shall be routed through the controlling 
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officer i.e. Assistant Inspector General, Prisons (Region) with copy to Inspector General, 

Prisons & Correctional Services. 
 

xviii. Superintendent shall, as a rule, transact prison business on the prison premises, and shall not, 

except in cases of necessity, require the attendance of the Deputy Superintendent, or Assistant 

Superintendent at any place beyond the prison precincts. 
 

xix. On change of Superintendent, the relieving officer shall before taking over the charge, satisfy 

him/herself that the cash balances, permanent advance and accounts are correct, also as far as 

possible, that stock (both general and manufactory), machinery, plant and tools shown by the 

accounts to be in stock, are forthcoming, that the registers have been written up to date, and 

that sanction has been obtained for all the establishment employed, and shall report to the 

Assistant Inspector General, Prisons (Region) that he/she has done so. The responsibility of the 

relieved officer shall not cease till this is done. 

 

Deputy Superintendent (Administration and Security)  

798. Every prison shall have a sanctioned post of Deputy Superintendent (Administration and 

Security). The senior most deputy superintendent posted in a prison shall be designated by the 

Inspector General, Prisons & Correctional Services as Deputy Superintendent (Administration 

and Security). The posts of Deputy Superintendent (Administration and Security) shall be filled 

by promotion from among Assistant Superintendents on the basis of state-wide seniority cum 

merit list, however, if required the state government may fill up this post by direct recruitment 

through state public service commissions, with such limitations as may be prescribed by it from 

time to time. The Appointing authority for Deputy Superintendents (Administration) appointed 

through direct recruitment shall be Inspector General, Prisons & Correctional Services. All 

officers subordinate to the Deputy Superintendent shall be under his/her immediate control and 

shall implicitly obey his/her order. 
 

799. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Deputy Superintendent (Administration and Security) shall be as 

follows: 

i. The chief duties of a Deputy Superintendent (Administration and Security) shall be to secure 

the safe custody of prisoners, to enforce discipline among prisoners as well as his/her 

subordinates. He/she shall ensure that the prisoners are appropriately classified and 

segregated and all prisoners follow the daily routine and observe the prison norms on 

discipline, security, safety, health care etc. 
 

ii. Deputy Superintendent (Administration and Security) shall, if required, accompany the 

Magistrate, Assistant Inspector General Prisons (Region), Superintendent, inspecting officers, 

and official and non-official visitors on their visits to the prison.  
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iii. Deputy Superintendent (Administration and Security) shall visit every part of the prison daily 

including cells, women section, and hospital and see every prisoner at least once in every 24 

hours and record in his/her report book daily the state of the prison and all occurrences of 

importance, and make reports and representations to the Superintendent, who shall if 

necessary, issue instructions to the officials concerned. (Refer to Annexure 38 for the format of 

the Deputy Superintendent’s report book). In this book he/she shall enter daily: 

a) The hour at which the wards were opened and the roll call was done 

b) The names of officers present during opening of the wards and brief report on attendance 

c) The names of officers who went round the prison last night with the hours of their arrival 

and departure and their report in brief 

d) The hour at which work was stopped for the day, and at which the prisoners were locked up 

after roll call – brief report on the roll call 

e) Details of work carried out relating to conservancy of general sanitation and personal 

hygiene of prisoners during the preceding 24 hours  

f) Releases during the day  

g) Admissions during the day 

h) All cases in which he/she may have found it necessary to use restraint to any prisoner, any 

violent outbreak or serious offence, accident, death, outbreak of epidemic disease, or any 

occurrence out of the ordinary routine.  

i) He/she shall report any neglect or offence committed by, or the absence form duty of any 

subordinate officer, or application for leave requiring the Superintendent’s order; also enter 

requests for sanction for unusual expenditure or for the employment of prisoners in any 

special manner, or any matters upon which he may require orders 

j) Reasons, if he/she has omitted to perform daily visits or duties 

Note: This book shall be laid daily (or oftener if necessary) before the Superintendent, who 

shall endorse upon each entry, or, if no order or comment is required, append his initials. 
 

iv. Deputy Superintendent (Administration and Security) shall always be present in the prison 

premises, unless the Superintendent permits him/her to leave the prison. He/she shall before 

leaving the prison make over charge of the prison to the next senior officer in rank present, and 

shall record the fact that he/she has done so in his/her report book. The officer receiving charge 

shall, thereupon countersign such entry.  
 

v. On the admission of a prisoner, Deputy Superintendent (Administration and Security) shall 

satisfy him/herself that the warrants are in order; take from the prisoner all money, jewellery, 

etc. and see that the same are properly entered on the prisoner’s warrant and admission 

register. He/she shall produce the prisoners as soon as possible before the Superintendent and 

the Medical Officer as required. 
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vi. Deputy Superintendent (Administration and Security) shall be responsible for the safe custody 

of all warrants and the strict enforcement of their terms. He/she shall ensure that the under-

trials are produced in the concerned courts as warranted. He/she shall ensure that conviction 

warrants are arranged date of release wise. He/she shall initiate appropriate action on release 

warrants, bail warrants etc. 
 

vii. Deputy Superintendent (Administration and Security) or his/her immediate assistant shall 

always be present when the prisoners are locked up at night and taken out of the wards in the 

morning and this duty cannot be delegated except by permission of the Superintendent, unless 

the Deputy Superintendent (Administration and Security)  is sick and unfit for duty. When it is so 

delegated, a note must be made in the Deputy Superintendent’s report book. In large prison a 

part of the unlocking and locking up must be performed by the Assistant Superintendents or 

Chief head warders, who shall be responsible for the proper performance of their portion of the 

work but the Deputy Superintendent must ascertain from these officers that everything is 

correct and that every prisoner is present. He/she shall see that all wards are locked at lock-up 

time and all keys are counted and properly disposed of every night as required. 
 

viii. Deputy Superintendent (Administration and Security) shall keep charge of cash, cashbook 

(excluding manufactory department) himself and present the latter every day before the 

Superintendent. 

 

ix. Deputy Superintendent (Administration and Security) shall be held responsible for the proper 

weighment and issue of prisoners’ rations, and ensuring that they are properly cooked and 

distributed, but, subject to such responsibility, he/she may, with the permission of the 

Superintendent, delegate these duties to an Assistant Superintendent. 
 

x. Deputy Superintendent (Administration and Security) shall arrange that every prisoner, who is 

desirous of seeing the Medical Officer or who is ill, or whose state of mind or of body appears to 

require medical attention, is shown to the Medical Officer without delay and he/she shall record 

the circumstance on every such prisoner’s health card forming part of the History ticket. He/she 

shall comply with all directions issued by the Medical Officer relating to the treatment of such 

prisoner, unless they are contrary to any provisions of this Manual or unless he/she has no 

means or power to carry them out. In every case, he/she shall record on the prisoner’s history 

ticket what action he/she has taken or reasons for not taking any action and refer the matter to 

the Superintendent.  
 

xi. Every week, Deputy Superintendent (Administration and Security) shall hold a parade of all the 

prisoners for the time being confined in the prison and shall enter a report of his/her inspection 

in the report book, noting therein the state of the health, cleanliness and other matters of 

importance relating to the prisoner. With the view of preventing the secreting or possession of 
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prohibited articles in the prison, Deputy Superintendent (Administration and Security) shall 

inspect every week prisoners’ clothing, bedding, wards, workshops and cells. He/she shall note 

every breach of prison rules in the prisoner’s history ticket, and shall bring the offender before 

the Superintendent.  
 

xii. Deputy Superintendent (Administration and Security) shall be responsible for the safe custody 

of all important documents and the registers and records prescribed by this Manual. The 

delegation of preparation of returns, entries in registers, or any other duty of the Deputy 

Superintendent to any authorized subordinate, shall in no way relieve the former of the 

responsibility of ensuring that these are punctually performed. 
 

xiii. Deputy Superintendent (Administration and Security) shall be authorized to grant leave of 

absence from the prison to any subordinate officer without the sanction of the Superintendent; 

however such leave shall not extend beyond six hours. 
 

xiv. The Deputy Superintendent (Administration and Security) shall reside in the prison, unless the 

Superintendent permits him/her in writing to reside elsewhere. He/she must always be present 

in the prison or prison premises except when he/she has to attend a court of justice or on 

permission from the Superintendent. The Deputy Superintendent (Administration and Security) 

shall before leaving the prison precincts for any purpose whatsoever, make over charge of the 

prison to the next senior officer in rank present, and shall record the fact that he/she has done 

so in his/her report book. The officer receiving charge shall, thereupon countersign such entry. 

�

xv. When a Deputy Superintendent is discharged or suspended, resigns, takes leave (other than 

causal leave), or is transferred, he/she shall be required, on making over charge to his/her 

successor, to give an inventory of all property, stores, etc., in his/her hands, which shall be kept 

in the prison records, a copy being given to his/her successor. A copy of such inventory shall 

be put up before the Superintendent for perusal. 
 

xvi. When a Superintendent newly assumes charge of a prison, it shall be the duty of the Deputy 

Superintendent (Administration and Security) to bring to his/her notices all special rules and 

orders relating to that prison.  
 

xvii. Deputy Superintendent (Administration and Security) shall perform all the duties of the Deputy 

Superintendent (Correctional Services), in prisons, where no Deputy Superintendent 

(Correctional Services) are posted. 
 

xviii. Deputy Superintendent (Administration and Security) shall be responsible for observance of all 

prescribed rules and orders and shall assist the Superintendent and other prison officials to 

maintain order and discipline.  
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800. The general duties and responsibilities of Deputy Superintendent (Administration and Security) 

in respect of Security shall be as follows  

i. Deputy Superintendent (Administration and Security) shall be responsible for the security of the 

prison and shall record in his/her journal daily report on the security of the prison to the 

Superintendent. He/she shall be responsible for collection of intelligence regarding illegal 

activities of prisoners/prison staff. 
 

ii. Deputy Superintendent (Administration and Security) shall supervise the search at the main 

gate and ensure that no prohibited/banned items are admitted inside the prison and no such 

items or activity as may endanger the security of the prison be allowed inside the prison. 

He/she shall ensure that no prisoner or prison employee or visitors to the prison carry any 

mobile phone inside the prison. All shall deposit their mobile phones at the main gate and 

proper receipt issued for the same. 
 

iii. Deputy Superintendent (Administration and Security) shall ensure a thorough daily search of 

the wards/cells and other areas of prison premises. In prisons, where double perimeter walls 

are not present, regular search shall be made before lockout, of areas near the main wall for 

contraband items likely to be thrown over the wall by accomplices of prisoners. 
 

iv. Deputy Superintendent (Administration and Security) shall ensure strict surveillance and close 

watch are done during interviews of prisoners with visitors. He/she shall be responsible to 

regulate all interviews and communication between prisoners and outsiders and to prevent all 

such persons who are not duly authorized by a competent authority to enter the prison 

premises or to hold any communication with any prisoner and to arrange that the proper officer 

of the prison is present during all interviews held and rules regarding security from time to time 

are complied with. Articles received by the prisoners from their relatives shall be handed over 

only after thorough inspection. He/she shall also ensure that such articles are not 

misappropriated by anybody else. 
 

v. Deputy Superintendent (Administration and Security) shall keep an eye on the activities of the 

prisoners from lock out to lock up during day time. Prisoners shall not be allowed to move close 

to the main wall. 
 

vi. Deputy Superintendent (Administration and Security) shall be responsible for fair, impartial and 

proper deployment of duties of warder guard. He/she shall check the duties of the warder staff 

deputed at different points inside the prison during the day as well as night to ensure that all 

security staff performs their duties with alertness and watchfulness. 
 

vii. Deputy Superintendent (Administration and Security) shall make round of the entire prison twice 

daily and night rounds of the entire prison at least twice a week and satisfy him/herself that the 
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standing guard is present, the sentries posted are on the alert, and that the rounds are properly 

maintained. He/she shall see that the reserve guard is at all times present at the prison in full 

force, and properly armed.  
 

viii. Deputy Superintendent (Administration and Security) shall be responsible for the warder guard 

being properly drilled, generally efficient, and clean and neat in appearance. He/she shall 

inspect the drill parade of the reserve guard once in a week. 
 

ix. Deputy Superintendent (Administration and Security) shall see that every article brought in to 

the prison is in keeping with the gate pass and the particulars of articles brought in are entered 

in the gate register.  
 

x. Deputy Superintendent (Administration and Security) shall ensure that security officials, 

ministerial staff and Group D staff reporting for duty or going out of prison duty are checked and 

searched and their movement timings are correctly recorded. 
 

xi. Deputy Superintendent (Administration and Security) shall extend full cooperation in the duties 

allotted by the Superintendent to other Deputy Superintendent in administration of the prison as 

well as in correctional activities. 
 

xii. Deputy Superintendent (Administration and Security) shall be responsible to put up all registers 

maintained for security purpose before the Superintendent every day and shall function under 

the close supervision of the Superintendent. 
 

xiii. Deputy Superintendent (Administration and Security) shall be utmost vigilant that all security 

and surveillance electronic equipment viz. Walkie-talkie, Metal Detector, Baggage Scanner, 

Alarm Siren etc. are in proper working condition. If, there occurs any technical snag, he/she 

shall bring the same into the notice of the Superintendent. 
 

 

801. Any rule in this Manual, referring to a Deputy Superintendent (Administration and Security) shall 

apply to any Assistant Superintendent performing the duties for a Deputy Superintendent 

(Administration and Security).  
 

Deputy Superintendent (Correctional Services) 

802. Each Central prison shall have a sanctioned post of Deputy Superintendent, (Correctional 

Services). The posts of Deputy Superintendent (Correctional Services) shall be filled by 

promotion from among Assistant Superintendents on the basis of state-wide seniority cum merit 

list, however, if required the state government may fill up this post by direct recruitment through 

state public service commissions, with such limitations as may be prescribed by it from time to 

time. The Appointing authority for Deputy Superintendents (Correctional Services) appointed 

through direct recruitment shall be Inspector General, Prisons & Correctional Services. 
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803. Deputy Superintendent (Administration and Security) shall be bound to carry out any orders as 

Deputy Superintendent (Correctional Services) may give relating to his/her production units, 

provided that they are in accordance with the Manual and Superintendent’s instructions. 
 

804. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Deputy Superintendent (Correctional Services) shall be as follows: 

i. Deputy Superintendent (Correctional Services) shall ensure that a relaxed, positive and 

constructive atmosphere is developed in the prison. He/she shall help inmates in overcoming 

problems of institutional adjustment and shall facilitate understanding between the inmate and 

administration. He/she shall participate in the orientation, classification and reclassification 

programme and provide individual guidance and counselling to the prisoner, if required. 
 

ii. Deputy Superintendent (Correctional Services) shall help the inmates maintain regular contact 

with their families and communities in the outside world and deal with problems faced by their 

families and dependents. He/she shall participate in the pre-release programme and help the 

inmate establish contacts useful to him/her after release. 
 

iii. Deputy Superintendent (Correctional Services) shall connect correctional and rehabilitation 

needs of prisoners with the resources available within and outside the prison. He/she shall 

maintain a report book, where he/she shall record matters which require Superintendent’s 

orders, such as adult literacy class/training schedules, vocational training programmes, de-

addiction classes, requisition for prisoners and recommendation, if any.  
 

iv. Deputy Superintendent (Correctional Services) shall assign to each prisoner his/her task and 

personally enter the same on the history ticket as also subsequent changes of tasks. He/she 

shall keep proper attendance of each prisoner in adult education/vocational training 

programmes, psychological/general counselling/self-help groups and shall also record 

individual progress for each prisoner, in the history ticket of the prisoner. He/he shall make 

him/her acquainted, as far as possible, with the character and productiveness/diligence of every 

prisoner working under him/her and shall counter sign all entries of remission granted by the 

superintendent or other authorities in the history ticket of prisoners.  He/she shall report to the 

Superintendent for punishment, all prisoners guilty of idleness or of breaches of prison 

discipline which come within his/her cognizance. 
 

v. Deputy Superintendent (Correctional Services) shall maintain muster roll of prisoners engaged 

in work correctly so that their remuneration could be worked out and paid to them every quarter.  
 

vi. Deputy Superintendent (Correctional Services) shall bring to the notice of new Superintendent 

taking charge of the prison, all special rules and orders relating to the educational/vocational 
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training programmes and other correctional activities. Deputy Superintendent (Correctional 

Services) shall as an officer of the prison, make him/herself thoroughly acquainted with all the 

rules of this manual with which he/she shall strictly comply, and shall assist the Superintendent 

and other prison official maintain order and discipline. In case of emergency he/she shall be 

expected to render assistance at any time. 
 

vii. Deputy Superintendent (Correctional Services) shall keep a constant watch over the receipts 

and expenditure of the production units and be bound to do his/her utmost to conduct the prison 

manufacturers to the best advantage, subject to the control of the Superintendent, whose 

orders he/she must obey. 
 

viii. All the stores of raw material, work-in progress and finished goods and machinery of the 

production centres together with the accounts, shall be under the supervision of Deputy 

Superintendent (Correctional Services) and he/she shall be held responsible for their correct 

up-keeping. He/she shall at least twice a year examine all cash, stores and plant & machinery 

and shall record the findings in his/her report book for Superintendent’s information. 

Superintendent shall pass such orders as he/she may deem fit. 
 

ix. Deputy Superintendent (Correctional Services)  shall in the report or order book make written 

entries of any matters which require the Superintendent’s orders, such as requisition for 

prisoners, material tools or plant, manufacture, sale and dispatch of goods and 

recommendation any kind relating to management of production units. He/she shall also enter 

any important instructions connected with the production units he/she may have to give to the 

Deputy Superintendent (Administration and Security) or any of the subordinates. In the report 

book, the superintendent shall record his/her orders or the subordinate officer concerned shall 

note what action he/she has taken on instruction given. Any orders relating to production unit 

passed by the Superintendent shall likewise be entered in his/her book. 
 

x. Deputy Superintendent (Correctional Services) shall assign to each prisoner his/her task and 

personally enter the same on the history ticket as also subsequent changes of labour. In 

distributing labour he/she shall see that no prisoner who is losing weight placed on any labour 

which is likely to injure his health. 
 

xi. Deputy Superintendent (Correctional Services) shall make him/herself acquainted, as far as 

possible, with the character and industry of every prisoner working under him/her and assist the 

Remission Committee/Superintendent in allotting remission and granting reward for good work.  

He/she shall report of the Superintendent or punishment all prisoners guilty of idleness of 

breaches of prison discipline which come within his/her cognizance. 
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xii. Deputy Superintendent (Correctional Services) shall be responsible for maintaining economy 

and efficiency in purchase and use of raw material and quality and quantity of goods produced 

and shall obey the instructions given by Superintendent in this regard. He/she shall be held 

responsible for any defalcation on the part of production centre/Manufacturing Department, if it 

be shown that such defalcation was rendered possible by his/her neglect of duty of the rules 

laid down for his/her guidance.  

a) Keep charge of the cash, cash book himself and present the latter every day to the 

Superintendent. 

b) Scrutinize the reasonability of all the requisitions made by the store keeper for purchase of 

articles and the store before submitting them to the Superintendent 

c) Scrutinize and do detailed check of quality and quantity of raw material and finished goods 

products coming to the stock and store 

d) Scrutinize and countersign all gate passes and particularly see that full details and value of 

cash and credit sales are entered therein 

e) At least once a week inspect all other account books including ledgers and the journal and 

check a few entries in each book with a view to ascertaining that they are posted correctly 

and kept up to date 

f) Ensure that outstanding dues are not allowed to remain unrealized 
 

xiii. Under the terms of the Bihar Factory Rules and the Indian Factory Act, Deputy Superintendent 

(Correctional Services) shall deem to be the “Manager of the Production unit/Manufacturing 

Department”, and as such, shall see that all orders under the said rules or Act are strictly 

enforced. On the occurrence of an accident in the production units he/she shall immediately 

take action as required by the above rules. 
 

xiv. Deputy Superintendent (Correctional Services) shall bring to the notice of new Superintendent 

taking charge of the prison, all special rules and orders relating to production centres. 
 

xv. Quarters shall be provided for Deputy Superintendent (Correctional Services) on the prison 

premises, in which he/she must reside. He/she shall not absent him/herself from his/her duties 

without the permission of the Superintendent, unless he/she is sick, in which case he/she shall 

produce a certificate of sickness from the Medical Officer. 
 

805. Any rule in this Manual, referring to a Deputy Superintendent (Correctional Services) shall apply 

to any Assistant Superintendent performing the duties for a Deputy Superintendent (Correctional 

Services).  
 

Assistant Superintendent 

806. Every prison including sub-divisional prisons shall be sanctioned such number of posts of 

Assistant Superintendent as the state government may decide from time to time. 
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807. The post of the Assistant Superintendent shall be filled by promotion on the basis of state wide 

seniority cum merit list from among Chief Head Warders, however the state government may fill 

up this post by direct recruitment as per recruitment rules laid down by it for the same. 

Appointing authority of Assistant Superintendent shall be Inspector General, Prisons & 

Correctional Services and shall be done in the light of the rules made by the State Government 

of Bihar. 

Note: Assistant Superintendent directly recruited shall be on probation for 2 years. On successful 

completion of probation which would include passing the department examination at the end of the 

training, his/her appointment shall be regularized.  
 

808. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Assistant Superintendent shall be as follows: 

i. Assistant Superintendent shall be the Deputy Superintendent’s immediate subordinate, whose 

duty shall be to take his/her place whenever he/she is absent; to comply with the orders given 

by the Deputy Superintendent and to undertake under the Deputy Superintendent’s supervision, 

duties assigned to him/her by Superintendent. The work that each Assistant Superintendent 

has to do shall be clearly prescribed by the Superintendent in his/her minute book and the 

duties of every Assistant Superintendent shall be periodically changed so that he/she becomes 

familiar with every aspect of prison administration. 
 

ii. Assistant Superintendent shall be held responsible for seeing that entries in all books and 

registers allotted to him/her for maintenance are punctually made and that all the documents 

etc., in his/her charge are kept properly maintained. 
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Warder Establishment 
 

809. The warder establishment is the backbone of the prison administration and shall form an integral 

part of all correctional schemes. The different cadres of warder establishment shall be of state 

level and shall be appointed in accordance with the rules framed by government from time to 

time. 
 

810. The appointing authority for this cadre shall be Inspector General, Prisons & Correctional 

Services and powers of appointment, promotion, suspension, punishment and transfer from one 

prison to another within the state shall vest with him/her. The Principal Secretary, Home 

Department shall be the appellate authority for orders given by Inspector General, Prisons & 

Correctional Services. 
 

811. Superintendent of the Central prison shall have powers relating to transfer of warder cadre from 

one prison to another within his/her circle, fixing position in the service and other establishment 

related matters. The Inspector General, Prisons & Correctional Services shall be the appellate 

authority for orders given by the Superintendent of the Central prison. 
 

812. The District and Subsidiary prisons forming the circle of each Central prison, shall be as follows 

or as is specified by the state government from time to time: 
Circle 

No. 
Central Prison District Prison Sub-divisional Prison 

1. Model Central 
Prison, Beur 

1. Biharsharif 
2. Phulwarisharif 

3.    Hajipur 1.      Barh 
2.      Danapur 
3.     Masaudhi 

4.      Hilsa 
5.      Patna City 

2. Central Prison, 
Gaya 

1. Aurangabad 
2. Jehanabad 

3.    Nawada 1.     Sherghati 
 

2.      Daudnagar 

3. Central Prison, 
Buxar 

8. Ara 
9. Bhabhua 

10. Sasaram 1.     Buxar 2.      Bikramganj 

4. Shaheed 
Khudiram Bose 
Central Prison, 
Muzaffarpur 

1. Darbhanga 
2. Madhubani 
 

3. Sitamarhi 
4. Samastipur 

1. Benipur 
2. Dalsinghsarai 

3. Jhanjharpur 
4. Rosera 

5. Shaheed Juba 
Sahni, Central 
Prison Bhagalpur 

1. Begusarai 
2. Banka 

3. Khagaria 
4. Female 

prison 
Bhagalpur 

1.     Navgachia 2.      Virpur 

6. Special Central 
Prison, Bhagalpur 

1. Munger 
2. Jamui 

1. Lakhisarai 
2. Sheikhpura 

  

7. Central Prison, 
Purnea 

1. Katihar 
2. Saharsa 
3. Araria 

4. Madhepura 
5. Supaul 
6. Kishanganj 

  

8. Central Prison , 
Motihari 

1. Gopalganj 
2. Siwan 

3. Chhapra 
4. Betiah 

1.     Bagaha  

813. In all matters relating to the warder establishment the Superintendent of a district prison 

and subsidiary prison shall correspond with the Superintendent of the central prison. Every 

petition of a warder establishment relating to his/her position in the service and transfer shall be 

addressed to the Superintendent of the Central prison of the circle, and be forwarded to him/her 

through the petitioner’s Superintendent. 
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814. All newly recruited warders shall be vaccinated as soon after recruitment as possible and shall 

be trained for three months in the Central/district prison. 
 

815. Every newly appointed warder shall remain on probation for one year, and may be discharged at 

any time during this probationary period at the discretion of the Inspector General, Prisons & 

Correctional Services if the services are not found to be satisfactory. No warder shall be 

confirmed in his/her appointment until he/she satisfactorily completes the probation period and 

the prescribed training. 
 

816. Warders on probation shall be subject to the same rules and perform the same duties as 

permanent warders but special attention shall be paid to their instruction in military drill.  
 

817. A service register shall be kept at the central prison containing, in respect of every chief head 

warder, head warder and warder of the circle, particulars of appointment, promotion, native 

district, all districts in which service had been passed and in which serving, rewards, offences 

and punishments and leave taken, with date of each change or occurrence. Every offence 

committed shall bear a consecutive number in the order of date of occurrence.  
 

818. To enable the Superintendent of the central prison to have the record kept complete and up to 

date, the Superintendent of every district and sub-divisional prison shall send to him/her direct 

not later than the 10th of every month a report giving, in respect of the warder establishment of 

his/her prison, all necessary details for the preceding month of departure on, or arrival from, 

leave, transfers from or to the prison, deaths, suspensions, dismissals, absconders, offences 

and punishment, with the date of every occurrence. 
 

819. The Superintendent of the central prison shall publish every six months a circle list containing 

the names, circle numbers and other particulars of every chief head warder, head warder and 

warder of the circle arranged in order of seniority. Superintendents should scrutinise this list with 

respect to the warder establishment of their prisons and should draw the attention of the 

Superintendent of the central prison to any inaccuracy that may be discovered. Two copies of 

this list shall be sent to the Inspector General, Prisons & Correctional Services. 

�

820. Promotion in the warder establishment shall be given state-wide, on seniority cum merit basis by 

the Inspector General, Prisons & Correctional Services on the recommendations received by the 

Departmental Promotion Committee. 

Note: For promotion the specified time-frame as decided by state government from time to time has 

to be complete. 

821. No warder, Head warder or Chief Head warder shall be posted to a prison of his/her native 

district or to a district in which he/she has been long resident. The warders shall have to serve in 

Central and District prisons on rotation of three years each. The Head warders and the Chief 
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Head warders may be rotated after every five years. No warder shall be posted for more than 2 

years continuously in a sub-divisional prison. Head warder and Chief Head warders may be 

posted in a sub-divisional prison for not more than three years at a time.  
 

Chief Head Warder  

822. The posts of Chief Head Warders shall be filled up by promotion of eligible Head Warders on the 

basis of state wide seniority cum merit list by the Inspector General, Prisons & Correctional 

Services. 
 

823. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Chief Head Warder shall be as follows: 

i. Chief Head Warder subject to the general control of the Deputy Superintendent shall be 

entrusted with the supervision of all details of the internal administration of the prison and 

maintenance of discipline therein. 
 

ii. Chief Head Warder shall ensure due observance of all provisions of this Manual by the head 

warders, warders and prisoners; and bring to the attention of the Deputy Superintendents or the 

Superintendent any infringement of rule by any person inside the prison. 
 

iii. Chief Head Warder shall assist the Deputy Superintendents in successfully implementing all 

educational and correctional programmes and in enforcing all prison security measures 

properly. 
 

iv. Chief Head Warder shall be deployed on duty from morning count parade to noon count and 

then from 3.00 pm to closing down time. 
 

v. Chief Head Warder shall oversee preparation and distribution of meals for prisoners. 
 

vi. Chief Head Warder shall supervise the work of warders and head warders deputed in the 

prisons. He/she shall conduct night checking of guards and ensure that they are alert and 

vigilant. 
 

vii. Chief Head Warder shall cause all warders and Head warders of the next shift to be assembled 

at the main gate of the prison, at least fifteen minutes prior to the scheduled time for change in 

shift. At the proper time, he/she shall march the guard of Head warders and warders to their 

respective posts and remove the guard to be relieved. 
 

viii. Chief Head Warder shall ensure punctuality of time, quality output in expected quantities by the 

workers engaged in production centres. 
 

ix. Chief Head Warder shall cause all bamboos, scantlings, poles, ladders, ropes, well gear and 

other articles likely to be used for or to facilitate the escape of any prisoner, to be removed and 
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placed beyond the reach of the prisoners and kept in the places prescribed for storing and 

keeping the same. He/she shall cause all gratings, doors and the like to be secured and satisfy 

him/herself from time to time that they are secure.  
 

Head Warder  

824. The posts of Head Warders shall be filled up by promotion of eligible warders on the basis of 

state wide seniority cum merit list by the Inspector General, Prisons & Correctional Services. 

 

825. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Head Warder shall be as follows: 

i. Head Warder shall assist the Chief Head Warder in all routine duties. He/she shall superintend 

the warders subordinate to him/her in discharge of their duties and shall be responsible for 

appearance and discipline of the warders. Any warder found to be improperly dressed whilst on 

duty shall be reported by the head warder to the Chief Head Warder. 
 

ii. Head Warder shall enforce strict compliance on the part of both warders and prisoners with all 

rules of the prison and report every breach thereof that comes to his/her knowledge to the 

Assistant Superintendent or Chief Head Warder. 
 

iii. Head Warder shall ordinarily be on duty on shift basis during day and night. He/she shall be 

present at the opening of wards, cells and other compartments in the morning and the locking 

up of prisoners at night. The periods of duty shall be so arranged that a head warder shall be 

present at every relief of warders from duty of any kind throughout the day and night. Each 

ward may be assigned to a Head Warder for the purpose of ensuring security/correctional work. 
 

iv. The head warder on duty shall likewise see that the day gate sentries and gate-keepers are 

changed according to instructions. At central prisons the gate sentry shall be changed by the 

reserve Chief Head Warder/Assistant Superintendent. 
 

v. Head warder shall count the prisoners at the opening of the wards, closing of the wards and at 

the time of change in shift. 
 

vi. Head Warder shall report defects and short comings in prison buildings, walls, locks and 

lighting arrangements. 
 

vii. Head Warder shall cause the name of every prisoner placed in charge of any warder to be 

entered in the proper gang-book and shall distribute the prisoners who are liable to labour every 

morning to their respective work gangs. 
 

viii. Head Warder shall issue all necessary tools, implements, raw materials and other articles 

required for the day’s work and to make a record for all articles so issued. He/she shall collect 
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all such articles together with the produce (if any) of the prisoner’s labour after the period 

prescribed for work is over, every evening and satisfy him/herself that all articles issued have 

been duly returned and accounted for. 
 

ix. Head Warder shall cause food to be distributed amongst the prisoners. 
 

x. Head Warder shall sanitize the wards and cells and ensure that the beddings etc. are kept 

rolled and in proper order. He/she shall see that no dirt or litter is allowed to lie about the prison, 

and that the drains are kept clean. 
 

xi. Head Warder shall search the warders in the capacity of shift in-charge. 

�

xii. The head warder of the relieving guard shall, at least fifteen minutes before the hour fixed for 

relieving the guard on duty, collect the warders of the relieving guard at the main gate of the 

prison. At the proper time he/she shall march the relieving guard of warders to their respective 

posts and remove the guard to be relieved. 

�

xiii. When relieving the warders of gang working outside the prison walls the head warder of the 

relieving guard shall, before removing the warders then in charge and about to be relieved 

muster the prisoners and satisfy him/herself that the gang is complete and is made up in the 

manner recorded in the gang-book. 
 

xiv. Warders whether going on or off duty shall be marched in double file. Each warder shall be 

posted in the presence of the relieving and relieved head warders, the relieving warder being 

taken from the front and the relieved warder falling in at the rear of the squad. When the relief is 

complete the relieved head warder shall march the relieved warder outside the prison and then 

dismiss them. 

�

xv. At each change of watch the relived and relieving head warder on duty shall, without entering 

the female warder enclosure, ascertain, by calling out of the convict watch woman whether all 

the female prisoners are in safe custody 
 

xvi. In the event of an escape taking place, the head warders shall be held primarily responsible 

unless they can satisfactorily prove that the escape was due to no laxity of duty on their part. 
 

Female Warders and Head Warders 

826. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of female Head Warders shall be as follows: 

i. Subject to the general control of the Superintendent and Deputy Superintendent, the female 

head warder shall have the entire care and superintendence of the female prisoners. 
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ii. The female warder shall act as the immediate sub-ordinate and assistant of the female head 

warder, shall take her place and perform her duties when absent, and under the female head 

warder’s control undertake whatever portion of the head warder’s duties may be delegated to 

her. She shall also be employed in escorting female prisoner. 
 

iii. The female Head Warder shall search all female prisoners on admission to the prison. Such 

search shall not be conducted in the presence of any male person. 
 

iv. The female Head Warder shall be present at the opening of the wards for the female prisoners 

in the morning every day and at locking up at night, and shall ensure that every prisoner is 

present.  
 

v. During the day, keys of wards, cells, and yards in which female prisoners are confined shall be 

in female Head warder’s custody and at night after locking up she shall deliver them to the 

Deputy Superintendent for safe custody. 
 

vi. The female Head Warder or Warder shall not allow any male to enter the female prisoner’s 

enclosure or block without proper authority. Unauthorised entry of any male into the female 

enclosure or block shall be immediately reported to the Superintendent through the Deputy 

Superintendents. 
 

vii. When a female prisoner is detained in the female enclosure, the female Head warder or female 

warder shall always be present in the enclosure with the cell keys in her possession, to attend 

to the prisoner’s wants and to prevent suicide. If a female prisoner is confined in a cell at night 

the female head warder and female warder shall be present on alternate nights near the cell in 

a suitable place of shelter. 
 

viii. Other duties of female Head Warder or Warder shall be like the duties of male head 

warders/warders as the case may be. 
 

Gate keeper 

827. Senior efficient warders or head warders who are physically fit, literate and have clean service 

record shall be appointed to perform the duties of gate keeper. The Deputy Superintendent shall 

exercise great care in selecting the best person for this responsible duty. The duty tenure of gate 

keeper shall normally be for six months.  

Note: Gate warders may be appointed at following scale in the Central/District/subsidiary prisons: 2 

warders and 1 Head warder (In Central prison); 1 warder and 1 Head warder (In District prison); 1 

warder (In Subsidiary  prison). 
 

828. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Gate keeper shall be as follows: 
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i. The gate keeper of the first shift shall come on duty at the opening of the prison and shall 

remain between the gates until duly relieved. At each change of gate keeper, an entry of the 

hour of change shall be made in the gate registers under the joint signature of both the relieved 

and the relieving officers.  
 

ii. All prisoners employed in the office or about the main gate shall be placed under gate keeper’s 

special charge. 
 

iii. The gate keeper shall keep two gate registers, one for recording entry-exit details of every 

person and another for things/articles. All persons entering or leaving the prison shall sign the 

entry in the register and their thumb impression shall be recorded in the computer using 

biometric system. They shall be allowed to leave the prison only after successful matching of 

their thumb impression. 
 

iv. The gate keeper shall be informed by the Deputy Superintendent (Administration and 

Security)/Assistant Superintendent regarding the prisoners who have been allowed to go 

outside the prison gate for work. Should it came to the knowledge of the gate-keeper that any 

prisoners are being taken out of the prison contrary to rule, he/she shall make a note of the fact 

in his/her book, report it to the Deputy Superintendent at once, and subsequently to the 

Superintendent on the first opportunity. He/she shall ensure that every prisoner, except convict 

officer, passing out of the prison has ankle rings around his/her legs. 
 

v. The gate keeper shall be furnished with a list of all officers and visitors who are entitled to enter 

the prison. On their presenting themselves at the gate, he/she shall at once admit them but 

shall not admit any outsider without permission of the Superintendent.  
 

vi. The gate keeper is authorized to search all persons passing into or out of the prison except 

those who may be exempted by the special order of the Superintendent. He/she shall search all 

prisoners who pass through the gates. When the number of prisoners/articles passing through 

the gates is large, the Deputy Superintendent shall depute such number of Head 

warders/warders as is required to assist the gate keeper for conducting search of 

prisoners/articles entering/leaving the prison. 
 

vii. The gate keeper shall to the best of his ability prevent the improper removal of any property 

from within the prison or the introduction into it of any prohibited articles. Should he/she have 

reason to suspect that any person exempted from search is introducing or removing articles 

which shall not be taken in or out of the prison, he/she may detain the person between the 

gates and must give immediate notice to the Deputy Superintendent, who shall him/herself 

search the person, but this search shall not be made in the presence of any prisoner, or of 

another visitor. 
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viii. The main entrance of every prison shall have a double iron gate with space between the gates. 

In each gate there shall be an eyehole to enable the gate keeper to observe internal and 

external activities and a wicket door for all entry and exit purpose. The gate keeper shall open 

only one gate at a time, and shall never in any circumstances have both gates opened at once. 

Whether the person who has to pass through the gates is a high official or a prisoner, the first 

gate through which he/she passes shall invariably be both carefully bolted and securely locked 

before the second gate is opened. Neglect of this rule shall render the offending gate keeper 

liable for the first offence to a fine of half month’s pay and for second offence to dismissal. The 

Deputy Superintendent shall be held responsible for seeing that this rule is strictly observed. 

�

ix. When prisoners have to be passed out of or into the prison following procedure shall invariably 

be followed: 

a) The gate-keeper shall first let them through the inner gate and having done so he/she shall 

lock it; he/she shall then take the thumb impression of the prisoner including the convict 

overseer and warder in-charge using biometric system of identification and record the same 

in the gate register maintained in the Prison Information Management System. Till the time, 

the biometric system of identification is in place, he/she shall write in full in the manual gate 

register the name of every prisoner of a gang leaving the prison, the name of the warder 

who is in charge, and the name of the convict overseer who is assisting him/her.  

b) After these entries have been carefully made, he/she shall open the outer gate and count 

the prisoners out one by one in order to see that there is no mistake in the total number 

recorded.  

c) On the prisoners of the gang returning he/she shall open the outer gate, the inner one 

being carefully locked first, and admit them to the passage between the gates. He/she shall 

then lock the outer gate, and take the thumb impression of the prisoners and convict 

overseers and match it with the recorded data in the Prison Information Management 

System. Till the time, the Prison Information Management System is in place, he/she shall 

call out the name of each prisoner, the convict overseer and the warder, each person 

answering as his/her name is called out and enter in the gate register. The gang and 

number having been found correct, he/she shall open the inner gate and count each person 

into the prison one by one, to see the there is no mistake in the total number.  
 

x. Gate keeper shall be responsible for the cleanliness of the main gates and the passage 

between them.  
 

xi. The keys of the main gates shall be kept in bunch with eight-ten others somewhat similar to, 

though not exactly resembling them and shall be in the personal custody of the gate keeper 

until the lock-up is completed in the evening. 
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Note: In the passage between the main gates shall be a wall clock, a table, a fire extinguisher, 

a first aid box, a CCTV camera, an alarm system, baggage scanner, door frame metal detector, 

hand held metal detector, a locked key-box fixed to the wall, handcuffs hung on the wall and a 

weighing scale. 
 

xii. After completion of the lock-up a second lock shall be put upon the inner wicket. The gate 

keeper shall make over the keys of main gates to the Deputy Superintendent; keys of the inner 

wicket to the patrolling head warder and the keys of the outer wicket to night gate-sentry.  
 

xiii. The gate keeper shall also help the Deputy Superintendent or officer deputed to receive new 

prisoners.  
 

Warder  

829. The appointment of warder shall be in accordance with the recruitment rules made by the state 

government from time to time.  
 

830. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of warder shall be as follows: 

i. Each warder shall have a specific duty assigned to him/her by the Superintendent or Deputy 

Superintendents such as charge of a particular ward or set of wards; a particular workshop or 

set of workshops; or a particular gang of prisoners inside or outside the prison or beat or sentry 

duty at a particular beat or post.  

Note: The duties of warders shall be frequently changed, so as to prevent the warders from 

forming any relation with any prisoner. As far as practical, the duties shall be changed every 

day and the duties shall be assigned by draw of lots 15 minutes before the duty starts. 
 

ii. Each warder shall stand on guard duty or patrol the area and remain fully and constantly alert 

whilst on duty. He/she shall be properly and cleanly dressed in his/her uniform at all times, 

whilst on duty, and wear his/her cap and belt and carry a baton. 
 

iii. Each warder shall count the prisoners in their charge frequently and satisfy themselves that 

they have in their custody the correct number of prisoners. Whenever required, he/she shall 

declare their number to the head warder. 
 

iv. Each warder shall search all prisoners of their gangs at the time they are made over to them, 

likewise before they give over charge of them to any other person and at such other times 

during their shift as may be necessary. 
 

v. Each warder shall see to the cleanliness of the prisons and get the work done by the prisoner to 

clean and maintain their wards and premises. 
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vi. Each warder shall bring to the notice of the senior officers and Medical Officer any sign of 

sickness, or any prisoner complaining of sickness. 
 

vii. Each warder shall prepare prisoners for weekly parades conducted by Superintendent and 

Deputy Superintendents. 
 

viii. Each warder shall see that food is distributed amongst the prisoners in accordance with the 

rules. 
 

ix. Each warder shall attend all parades and drills and keep themselves physically fit and agile. 
 

x. Each warder shall report to the Deputy Superintendents/other senior officer any case of wilful 

injury to prison property; discovery of any prohibited articles upon any of the prisoners; fact of 

any prisoner being missing or any plots for the purpose of escaping or of assault or outbreak 

which come to their notice. 
 

Reserve Guard 

831. In every prison there shall be a reserve guard in accordance with the following norms or as is 

specified by the state government from time to time: 

 

 

832. The tenure of a warder in a reserve guard shall be for a period of six months. At the end of six 

months period the old reserve guard shall be disbanded and new reserve guard shall be 

constituted.  

Note: Every warder, Head Warder and Chief Head Warder shall do atleast 1 tenure in the reserve 

guard during his/her posting in a prison.  

 

833. The reserve guard shall assist in watching at night and shall ordinarily go on duty on the first 

watch. Whilst any of the reserve guard is on escort duty or on watch inside the prison an equal 

number of warders of the general guard shall remain in the reserve guard house to complete the 

full strength of the reserve guard. They shall ordinarily be selected from those who shall go on 

the next watch or those who have come off the previous watch. Whilst the reserve Assistant 

Superintendent/Chief Head warder is on night watch, one of the other Assistant 

Superintendent/Chief Head warder or Head warder shall be in charge of the reserve guard. 
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834. The reserve guard shall be inspected daily by the Superintendent of the prison, and on his/her 

arrival at the prison shall turn out in full force properly equipped, and shall present arms; the 

same procedure shall be followed in case of the visit of an official or non-official visitor before 9 

A.M. After this hour one-half of the guard shall turn out. 

�

835. On the arrival daily of the Superintendent at the prison gate, the reserve chief head 

warder/Assistant Superintendent shall present him/herself and make reports on the following 

points: 

i. Whether during the preceding 24 hour the reserve guard was at any time below its full strength, 

and, if it was the cause. 

ii. Whether any visiting officer of the prison visited the prison at night and any other matter of 

importance reported to him/her during the night. 

iii. Any irregularities or misconduct committed by warders, and warders absent without leave. 
 

836. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Assistant Superintendent/Chief Head Warder in charge of the 

Reserve Guard shall be as follows: 

i. Assistant Superintendent/Chief Head Warder shall make all necessary arrangements subject to 

the authority of the Deputy Superintendent for the safety of the prison and the safe custody of 

the prisoners. He/she shall provide all standing guards and armed sentries for the security of 

the prison from the Reserve Guard. 
 

ii. Assistant Superintendent/Chief Head Warder shall ensure that the reserve guard shall be ready 

at all times at a moment’s notice to turn out fully armed and equipped, shall their services be 

required to quell any outbreak or to prevent any combined attempt to escape. 
 

iii. Assistant Superintendent/Chief Head Warder shall ensure that the number of reserve guard 

never fall below the prescribed scale. In the event of permission being given to leave the prison 

premises or of leave of absence being granted to any of the reserve guard, the Deputy 

Superintendent shall arrange to provide substitutes from the general body of warders, and 

whilst these substitutes serve on the reserve guard, they must strictly comply in every respect 

with the rules for the reserve. 
 

iv. Assistant Superintendent/Chief Head Warder shall distribute work lawfully amongst the Head 

Warders and warders of the Reserve Guard for the several shifts at the watch tower, gate and 

other sentry posts. He/she shall maintain a Duty Roster containing names of all the guards on 

duty with their hours of duty and their signature for having understood the duty hours. 
 

v. Assistant Superintendent/Chief Head Warder shall have charge of the armoury and contents 

thereof, and to be responsible that the regulations relating thereto and to the care, custody, 
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cleanliness and readiness for immediate use of all arms, etc., are strictly complied with. He/she 

shall keep an account of ammunition in stock, received and expended. 
 

vi. Assistant Superintendent/Chief Head Warder shall maintain the military efficiency of the 

warders of the Reserve guard. He/she shall drill all warders of the Reserve Guard once every 

day, giving each warder at least 45 minutes drill. He/she shall report to Deputy Superintendent  

about every warder of the Reserve Guard who absents him/herself from drill. He/she shall give 

effect to any punishment drill ordered by the Superintendent. 

 

vii. Assistant Superintendent/Chief Head Warder shall ensure that no warder of the Reserve Guard 

absents him/herself from the prison premises without due authority and to report the fact to the 

Deputy Superintendent. 
 

viii. Assistant Superintendent/Chief Head Warder shall see that all warders and head warders of the 

Reserve Guard when on duty are always properly dressed. 
 

ix. Assistant Superintendent/Chief Head Warder shall report to the Superintendent any failure on 

the part of any member of the armed reserve guard. 
 

x. Assistant Superintendent/Chief Head Warder shall furnish escorts from the Reserve Guard if 

necessary, for prisoners taken to outside hospitals or for visitors. 
 

xi. Assistant Superintendent/Chief Head Warder and Head warders of the reserve guard on 

perimeter security duty shall carry small arms like revolvers, carbine as the case may be. 

�

xii. Assistant Superintendent/Chief Head Warder shall take one turn of watch at night. 

�

xiii. Assistant Superintendent/Chief Head Warder shall see that the guard room is kept clean and 

neat, and the beds properly arranged, and that the lights are on and that any defect is at once 

reported to the Deputy Superintendent. 
 

Gate sentries 

837. The warders of the reserve guard shall be posted as armed sentry at main gate both by day and 

by night and around the perimeter wall during day and night as per security needs. Minimum four 

armed guards shall be on duty in every prison covering the perimeter walls and the main gate. In 

district prisons and central prisons, the strengths of the armed sentries shall be adequately 

increased.  
 

838. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of armed sentry shall be as follows: 
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i. The day armed sentry at the main gate shall be posted immediately outside the iron barred 

gate. The night armed sentry at the main gate shall be posted between the gates as a 

precaution against surprise either from within or without, and he/she shall keep the key of the 

second lock on the inner gate wicket as well as those of the outer gate in his/her possession. 

Being posted behind a barred gate he/she can ascertain in safety whether the person has any 

business at the prison or not. A duplicate key of the inner gate wicket shall be kept by the Chief 

Head warder/Assistant Superintendent in charge of the reserve guard for the use of any 

inspecting officer at night. 
 

ii. The armed sentry at the main gate and periphery shall not permit any person unless authorized 

to enter into the prison and shall not allow any unauthorised person to come in front of the main 

gate or near the perimeter wall or throw anything into the prison campus. He/she hall not permit 

any person to enter or leave the prison until he/she has satisfied him/herself by examination 

that the person is an official duly authorized to visit or leave the prison at night, and he/she shall 

not permit any warder to enter or leave the prison except in company with head warder on duty. 

Similarly, they shall keep surveillance over all prisoners who try to approach the perimeter wall 

and warn them to move away. They shall not allow any prisoner to communicate with any 

outsider or pass any message or material. 
 

iii. The armed sentry shall mount guard with fixed bayonet and move briskly on his/her post with 

his/her rifle. 
 

iv. The night sentry shall inform the head warder on duty whenever any officer of the prison visits 

the prison at night, or of any unusual occurrence of importance during his/her time of sentry 

duty, and the head warder shall report the fact to the reserve Chief Head Warder/Assistant 

Superintendent for the information of the Superintendent next morning when making his/her 

daily report. 
 

v. The night sentry shall ensure that there is sufficient light always between the gates at night. 

 

vi. The armed sentry shall avoid any conversation with anyone except when questioned by a 

superior officer. He/she shall not interfere unnecessarily with any prisoner or prison officer. 
 

vii. The armed sentry shall not leave his/her post without regular relief upon any pretence, 

whatsoever. 
 

viii. The armed sentry shall warn the prisoner attempting to escape, and ask him/her to stop. If the 

prisoner refuses to do so and there is no superior officer present, he/she shall fire on the 

prisoner. If the prisoner is beyond call, he/she shall alarm the guard and fire a shot in the air as 

a signal of alarm. 
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ix. The armed sentry shall ensure that no contraband items are thrown inside the prison by 

anyone. 
 

x. The armed sentry shall report at once any article in or near the prison likely to facilitate escape 

or if any unusual incident comes under his/her observation to the head warder of the reserve 

guard. 
 

xi. The armed sentry shall enforce his/her orders firmly and without distinction of persons. 
 

839. Guards and sentries shall salute persons mentioned in column (1) of the table below in the 

manner mentioned in column (2) thereof: 

 

 
 

Medical Personnel 
 

Chief Medical Officer 

840. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Chief Medical Officer shall be as follows: 

i. Chief Medical Officer shall be directly responsible for the medi-care and health of prisoners and 

shall visit prison hospitals under his/her jurisdiction once in a month and shall accompany the 

Inspector General, Prisons & Correctional Services during their inspection of the prison. 
 

ii. Chief Medical Officer shall keep a journal in which he/she shall record every visit paid to the 

prison, time of entering and leaving the prison, the parts of the prison or classes of prisoners 

visited, the number of sick persons in prison and any other point which he/she considers shall 

be brought to the attention of the Superintendent. While doing so he/she shall make specific 

note of the following:  

a) Any defects in the food, clothing or bedding of prisoners or in the cleanliness, drainage, 

ventilation, water supply or other arrangements of the prison which he/she considers likely 

to be injurious to the health of prisoners, together with suggestions for removing such 

defects  

b) Quality of cooked items  

c) Any occurrence of importance connected with the prison hospital administration 

d) Any marked increase in the number of indoor or outdoor patients and its apparent causes.  
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iii. Chief Medical Officer shall be responsible for arranging for periodic visit by medical/surgical 

specialist and a lady doctor from the district hospital to the prison hospital. 
 

iv. Chief Medical Officer shall determine the quantity of food for the ill prisoners 
 

v. Annual purchase of medicines for the prison hospitals from State Government/local agencies 

shall be done with his/her approval. 
 

Medical Officer, Prison Hospital 

841. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of prison Medical Officer shall be as follows: 

i. Medical Officer shall visit the prison daily and inspect at least once in a week every part of the 

prison and its precincts and shall satisfy himself that nothing exists therein which is likely to be 

injurious to the health of the prisoners, that the sanitation and drainage are satisfactory, that the 

water supplied is pure and not liable to pollution, that due precautions against overcrowding are 

taken and that the ventilation and cleanliness of the wards, workshops, cells etc. are provided 

for and properly attended to. He/she shall visit all prisoners confined in cells daily.  

 

ii. Medical Officer shall inspect all prisoners once a week at a general parade called by the 

Superintendent and shall specially examine old prisoners to segregate sick and infirm 

prisoners. He/she shall cause prisoners losing weight to be paraded apart for the special 

attention both of himself and of the Superintendent. When the Medical Officer is of opinion that 

the health of any prisoner suffers from the employment on any kind or class of labour, he shall 

record such opinion in the prisoner’s history ticket, and such prisoner shall not be employed on 

that labour, but shall be placed on such other kind or class of labour as the Medical Officer may 

consider suited for him/her. 
 

iii. The Medical Officer shall maintain a minute-book in which he/she shall enter on the left-hand 

page the date of his/her visit, with any observations, recommendations, or orders he/she may 

wish to make, and on the right-hand the Deputy Superintendent shall report, in the case of an 

order, how the order can be carried out, and the Superintendent shall endorse 

recommendations made, or state his/her objections to them. If the Superintendent is unable, or 

is of opinion that it is impossible or inexpedient to comply with any recommendation made by 

the Medical Officer, he/she shall submit a copy of the minute to the Inspector General, Prisons 

& Correctional Services and state his/her reasons for not carrying out the recommendation. 
 

iv. Medical Officer shall maintain the working hours of the hospital. He/she shall visit the patients in 

the prison hospital twice daily. This duty shall not be delegated to any subordinate. He/she shall 

examine prisoners complaining of illness in the out-patient department and admit them, if 
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necessary, into prison hospital.  In case of malingering he/she shall at once report the guilty 

party to the Superintendent for punishment. 
 

v. Medical Officer shall ensure that proper records are maintained in the outpatient dispensary 

and prison hospital regarding patients attended to or admitted, treatment given, laboratory 

examinations, X-ray reports etc. He/she shall ensure that the drug stocks, instrument and 

appliances stock, medicines distribution register, the diet roll of sick prisoners, bed head tickets, 

health report card and other registers and records are maintained properly.  
 

vi. Medical Officer shall for him/herself conduct an annual stock verification of medicines, medical 

appliances, in July every year and report the difference to the Assistant Inspector General, 

Prisons (Region) through the Superintendent of prisons. He/she shall also make surprise 

checks at least once a month and record the differences in the report book, and intimate the 

fact to the Superintendent of prisons for necessary action. He/she shall from time to time 

examine the medicines in store to assure himself that they are in a fit condition for use. 
 

vii. Medical Officer shall organize health education programmes and de-addiction programmes for 

such prisoners who are known to be drug addicts. He/she shall also organize counselling, 

meditation and yoga for them. 
 

viii. Medical Officer shall frequently inspect kitchens and pantries and monitor distribution of food. 

He/she shall exercise a general supervision over the supplies and preparation of food and shall 

reject any article that he/she considers unfit for consumption. He/she shall also exercise 

general control over the diet of prisoners and prescribe special diets, exercise and 

physiotherapy to sick prisoners as required. In case, any prisoner refuses to take food and in 

the view of the medical officer it is threatening his/her life then the prisoners concerned may be 

give forced feeding as required. 

�

ix. Whenever the mortality in a prison during any month exceeds one percent, Medical Officer shall 

report to the Inspector General, Prisons & Correctional Services his/her opinion as to the cause 

to which the excess is to attribute, and any observations he/she may have to offer on the 

subject. In the event of unusual mortality, he/she shall make a special report on the subject for 

transmission to the State Government through the Inspector General, Prisons & Correctional 

Services. Before sending the report to the Inspector General, Prisons & Correctional Services, 

the report shall be reviewed by the Chief Medical officer and Superintendent and a copy 

forwarded to the Assistant Inspector General, Prisons (Region). 
 

x. When any prisoner is seriously sick and requires the services of an attendant, Medical Officer 

shall apply to the Superintendent for the services of a convicted prisoner for this duty. 

Superintendent in turn shall select and appoint a convict for this duty, and shall cause the fact 
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to be entered in the convict’s history ticket. No attendant shall be changed without the written 

order of the Superintendent. 
 

xi. Medical Officer shall attend all prison officers/staff and their families who reside in the prison 

premises. Medicines required for the treatment of the prison officers/staff and their families shall 

be supplied from the prison store. He/she shall bring the notice of the Superintendent any fact 

respecting the causes of illness that may be of importance in enabling him/her to determine as 

to the fitness or otherwise of a sub-ordinate for continued employment in the prison service. 
 

xii. Medical Officer shall ordinarily correspond with the Chief Medical Officer and Assistant 

Inspector General, Prisons (Region)/ Inspector General, Prisons & Correctional Services, 

through the Superintendent on any matter connected with the health of the prisoners. 
 

xiii. Medical Officers after obtaining necessary approvals from Chief Medical Officer shall forward 

necessary indents for the supply of medicines, to the Medical Stores Depot and other sources 

specified from time to time, through the Superintendent of prison and the Assistant Inspector 

General, Prisons (Region) duly countersigned by the latter. Such indents shall be the proper 

assessment of requirements for a year and shall reach the Medical Stores Depot well in 

advance in order to give sufficient time for getting the supplies. The indents shall be so 

prepared to restrict the purchase of medicines from the local market to the barest minimum and 

to avoid unnecessary stocking of medicines. Supplementary indents shall also be forwarded 

wherever necessary. In all cases, the matter shall be pursued till the receipt of the medicines 

indented for. In case of delay the matter shall be reported to the Assistant Inspector General, 

Prisons (Region) for suitable action. 
 

xiv. Medical Officer shall specify in his/her minute-book the hours during which the compounder 

shall attend in the prison and what duties he/she shall perform. 
 

xv. Whenever the Medical Officer of a prison is temporarily absent from the station, the Chief 

Medical officer shall arrange for his/her substitute for the prison duty.  
 

xvi. Whenever the Medical Officer has reason to believe that the mind of a prisoner is, or is likely to 

be injuriously, affected by the discipline or treatment to which he is subjected, the Medical 

officer shall report the case in writing to the Superintendent, together with such observations as 

he may think proper. This report, with the orders of the Superintendent thereon, shall forthwith 

be sent to the Inspector General, Prisons & Correctional Services for information.  
 

xvii. If a prisoner abstains from food and thereby is, the opinion of the Medical Officer, endangering 

his/her life, the Medical Officer may administer food to him/her in such manner as the 

circumstances appear to the Medical Officer to warrant. 
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xviii. Ordinarily, Medical Officer shall not go into the Wards/cells for treatment of sick prisoner. 

However, in emergency for life saving he/she shall enter into the wards/cells only with adequate 

security personnel.  
 

Compounder 

842. Compounders shall be appointed in prisons in accordance with the Executive orders issued by 

the State Government from time to time.   
 

843. In addition to the duties and responsibilities elsewhere prescribed in this Manual, the general 

duties and responsibilities of Compounder shall be as follows: 

i. Compounder shall discharge such duties as may from time to time be lawfully assigned to 

him/her by the Medical Officer. He/she shall follow the instructions of Medical Officer regarding 

the food, clothes and medical treatment including medicines to be given to the inmates and also 

follow the instructions of Superintendent and Deputy Superintendents for maintaining discipline 

amongst the prisoners. He/she shall report to the Medical Officer in his/her report book all 

orders given to him/her by the Superintendent or Deputy Superintendents. 
 

ii. In prisons where there are two or more compounders, they shall be on duty alternately in such 

manner and for such hours as the Medical Officer may direct; provided that one or other of 

them shall always be present throughout the day and that the one on duty shall not leave the 

prison until he/she has been replaced by the other, except when one of them is sick and unfit 

for duty. In such prisons where only one Compounder is posted he/she shall also remain on call 

duty after the hospital hours. He/she shall be present in the prison together whilst the Medical 

officer is attending the sick and at such times as he/she considers necessary.  
 

iii. Compounder shall keep all the hospital registers written up to date, and be in-charge of all the 

Medical records including stock records. He/she shall be responsible that the surgical 

instruments are kept in good order, and for the safe keeping and cleanliness of clothing, 

bedding, blankets, etc., issued for use in the hospital. Any deficiency in stock shall be reported 

by him to the Medical Officer. 

�

iv. Compounders shall be in-charge of the medicine stock and shall be responsible for distributing 

medicines to the prisoners. 

�

v. If Compounder has reason to believe that any female prisoner is pregnant, he/she shall report 

the circumstances to the Medical Officer. 

�

vi. The weekly weighments of those who are infirm or losing weight shall be made by the 

compounder, and recorded in the history ticket of each prisoner. All prisoners steadily losing 

weight shall be reported to the medical officer not later than the day after weighment. 
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vii. Compounders shall at once bring to the notice both of the Medical Officer and the 

Superintendent any case of infectious disease. In case of serious injury from accident, or where 

a major operation is necessary, he/she shall at once communicate with the Medical Officer. 

viii. Compounders shall report all deaths at once to the Deputy Superintendent and Medical Officer.  

�

ix. Compounders shall afford medical aid to all the prison staff, warders, guards and others living 

on the prison premises. In cases of difficulty he/she shall consult the Medical Officer. 

�

x. Compounders shall be liable to serve in any prison of the State at discretion of the Inspector 

General, Prisons & Correctional Services. 
 

Para-medical staff 

844. The duties of para-medical staff shall be appropriately decided and distributed by the Chief 

Medical Officer. 
 

Administrative Personnel 
 

845. The appointment of the ministerial staff shall be done by Inspector General, Prisons & 

Correctional Services in accordance with the rules framed by the state government. Graduates 

with working knowledge of computers shall be recruited as ministerial/administrative personnel. 

The duties of administrative personnel shall be appropriately decided and distributed by the 

Inspector General, Prisons.  
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D. General rules relating to Subordinate officers particularly 

and in some cases to prison officers generally 
 

Meaning of sub-ordinate officers 

846. In this chapter, subordinate officer means non-gazetted officer appointed under the Prisons Act, 

1894, but does not include a convict officer.  
 

Appointing authority 

847. The Inspector General, Prisons & Correctional Services shall appoint all the subordinate officers 

except those who may be appointed by the State Government or whose appointment is 

entrusted to some other authority.  
 

Services of sub-ordinate officers 

848. Services of subordinate officers of Inspectorate of Prison & Correctional Services  shall be 

governed by the Bihar Service Code, Civil Classification-2005 and the rules and orders issued 

by the state government from time to time. 

 

Sub-ordinate officer shall be appointed on probation 

849. Every subordinate officer appointed against a substantive vacancy shall be on probation, except 

in any case in which the Inspector General, Prisons and Correctional Services or Superintendent 

may otherwise direct, and his/her confirmation shall be contingent on his/her proving efficient.  
 

Subordinate officer liable to be employed in any prison 

850. Every sub-ordinate officer, on appointment shall be liable to be employed in any prison within the 

state. 
 

Written notice necessary for resignation from prison service 

851. Every sub-ordinate officer who desires to leave the prison service, shall give notice in writing at 

least two months prior to the date of intended resignation unless permitted by his/her appointing 

authority to leave at a shorter notice. 
 

Discharge from service 

852. Sub-ordinate officers, who are discharged, except for misconduct, or during probation, or at their 

own request, shall be entitled to a month’s notice or one month’s salary in lieu of notice. In case 

of abolition of appointment three months’ notice shall, if possible, be given. Where the temporary 

appointment is for a specified term, no notice or salary in lieu of the notice shall be given when 

temporary employee is discharged on the expiration of his/her appointment. When in a particular 

appointment there is provision for notice, for any specified period exceeding or less than a 

month, such notice shall be given before discharging the employee, or salary of such period be 

paid if the employee is to be retrenched forthwith. 
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Note: For the purpose of the rule “salary” means pay and allowances of which the employee was in 

receipt immediately before discharge or service of notice upon him/her. 

 

Prison officer must be persons of respectable character 

853. All persons employed in a prison must be person of respectable character; disreputable conduct, 

even outside the prison, shall render an officer or servant liable to dismissal. No person who has 

been punished for any offence with imprisonment, or with flogging, shall be employed in any 

prison without the previous permission of the Inspector General, Prisons & Correctional 

Services. 
 

Subordinate officer not to leave prison premises without permission 

854. No subordinate officer shall be allowed to leave the prison premises without the permission of 

Superintendent. If the subordinate officers are working under control of Deputy Superintendent 

in such case they shall be permitted to leave prison premises with prior permission of Deputy 

Superintendent for a period of 12 hours after availing casual leave. 
 

Candidates for employment in prisons shall produce documents of previous service, if any 

855. Every candidate for employment in the Inspectorate of Prison & Correctional Services  shall 

state in writing whether he/she has been previously employed in any post under Government or 

any local authority, and, if so, shall produce his/her service book or other record of service or a 

certified copy thereof. No Government servant who has been dismissed shall be re-admitted to 

service without the sanction of the State Government. 
 

Sub-ordinate officers to report relationship or pecuniary dealings with prisoners 

856. Every candidate for employment and every sub-ordinate officer already in service shall inform 

the Superintendent or Deputy Superintendent if he/she is related or connected with any prisoner 

of the prison to which he/she is posted or has had any pecuniary dealing or close acquaintance 

with any of them. 
 

Medical examination prior to appointment 

857. Prior to appointment, all candidates for employment as sub-ordinate officers at any prison shall 

be examined by the Civil Surgeon or Medical Officer of such prison. Candidates shall not be 

appointed unless the Medical Officer who examines them certifies that they possess the 

necessary qualification as to height, health and strength, and the capacity is perform the duties 

required of them. Every candidate must consent to vaccination, and if considered necessary, re-

vaccination at any time during his/her service. 
 

Sub-ordinate officers to make themselves acquainted with rules and orders regulating their 

duties 
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858. Every sub-ordinate officer shall make him/herself acquainted with the rules and orders regulating 

his/her duties. Every officer, on being relieved, shall point out to his/her successor all matters of 

special importance connected with the duties of his/her post and explain any direction of the 

Superintendent, Medical officer or other superior officer affecting any particular prisoner or 

matter. Deputy Superintendent shall each carry with them a note-book in which they shall enter 

at time any verbal order given to them by the Superintendent. 
 

Representation to the Government to be through official channels 

859. Representations made to Government by prison officers through channels other than formal 

official channels shall render them liable to disciplinary action.  
 

No admittance of visitors to sub-ordinate officers inside the prison 

860. No subordinate officer shall be permitted to receive any visitor in the interior of the prison.  
 

Sub-ordinate officers to confine themselves to their post 

861. Sub-ordinate officers shall not lounge about the prison. They shall confirm themselves to their 

respective posts, except when ordered by a superior officer to go elsewhere or when going upon 

duty. 
 

Sub-ordinate officer shall not absent themselves from prison premises or duty without 

permission 

862. No sub-ordinate officer shall absent him/herself from the prison premises either by day or night, 

or from duty during the hours fixed for his attendance, without the permission of the 

Superintendent or (if subordinate to the Deputy Superintendent) of the Deputy Superintendent, 

except when summoned by a court of justice. Any subordinate officer disabled from the 

performance of duty by illness, or summoned by a court of justice, shall at once send notice to 

the Deputy Superintendent, who shall make such arrangements as may be necessary for the 

performance of the duty of the officer during his/her absence. Every sub-ordinate officer to whom 

any leave has been granted shall, immediately on his/her return there from, personally report the 

fact of his/her return to the Deputy Superintendent. 
 

Strict attention to dress code 

863. Sub-ordinate officer shall strictly follow the prescribed dress code. When off duty on the prison 

premises or in any public place, they must either appear altogether in private clothes or in 

complete uniform; no combination of the two shall be allowed.   

 

Prison officer not to have any business or derive benefit from prison contracts 

864. No officer of a prison, nor any person in trust for or employed by him/her shall have any interest, 

direct or indirect, in any contract for the supply of any prison articles; nor shall he/she derive any 

benefit, directly or indirectly, from the sale or purchase of any article on behalf of the prison or 
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belonging to a prisoner nor shall he/she bid at any auction of prison property; nor shall he/she 

receive directly or indirectly any fee or gratuity or present from any person tendering or 

furnishing supplies for the prison, or from any person visiting the prison 
 

Prison officers to have no business dealings with prisoners  

865. No officer of a prison shall sell or let, nor shall any person in trust for or employed by him/her, 

sell or let or derive any benefit from selling or letting any article to any prisoner or have any 

money or other business dealings directly or indirectly, with any prisoner or prisoner’s friend. 
 

Unauthorized communication about prison 

866. No subordinate officer shall have any unauthorized communication with any person whatever 

concerning the prison; nor shall he allow any discharged prisoner to visit or remain in his/her 

quarters/houses, except with the special permission of the Superintendent. 
 

Keys shall not be taken out of prison  

867. No subordinate officer entrusted with keys shall leave them lying about and prior to going off the 

duty or leaving the prison shall deliver them to such prison personnel as may be authorized to 

receive them. 
 

Entry of officers in a ward or cell at night 

868. No officer shall on any account enter a ward or a prisoner’s cell at night, unless accompanied by 

another officer, and then only in case of sickness or other emergency. 
 

Search of sub-ordinate officer in the prison 

869. Every sub-ordinate officer shall submit him/herself to be searched in the prison if called upon to 

do so by the Superintendent or the Deputy Superintendent or by any officer authorised by either. 

Such search shall be made with due regard for privacy, but no search shall be made unless 

there is reasonable ground to believe that the sub-ordinate officer is in unauthorised possession 

of a prohibited article. 
 

Other duties of prison officers 

870. In addition to the duties elsewhere prescribed in this manual, it shall be the duty of prison 

officers to: 

i. To render all assistance in their power in the management of the prison, the maintenance of 

order and discipline amongst both officers and prisoners, and the guarding and defending of the 

prison and all persons and property kept therein or belonging thereto  

ii. To exert the utmost vigilance in the prevention of escapes. To this end they shall see that all 

ladders, ropes, bamboos, scaffolds, and other articles which may facilitate escape are not left in 

any place from which they may be taken by a prisoner. 
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iii. To prevent to the best of their power the introduction into the prison and the giving to any 

prisoner of any prohibited articles  

iv. To prevent and report any attempt at communication between prisoners and outsiders except 

as permitted by rule and shall report the fact when any suspicious person are observed loitering 

about the prison 

v. Take proper care of all property of whatever kind at any time entrusted to them and duly 

account for the same whenever called upon so to do 

vi. Not to engage in any employment or business other than his/her prison duty 

vii. Not to take a loan of money from or lay him/herself open to any pecuniary obligation to any 

officer subordinate to him/her.  

viii. Discharge their duties in perfect harmony and cooperation with one another. All wrangling or 

disputes between officers or sub-ordinates of the prison is strictly forbidden. All complaints shall 

be made to the Superintendent or Deputy Superintendent within 24 hours of the occurrence of 

the cause of complaint. Officers making frivolous or false complaints shall be liable to 

punishments. 

ix. Not to smoke or drink alcohol or sing or talk loudly while on duty. 

x. Not to converse unnecessarily with any prisoner, or treat him/her with familiarity, or discuss 

matters connected with the discipline or regulations of the prison with him/her or within his/her 

hearing. 

xi. Not to employ any prisoner on his/her own private work or for his/her own private benefit or gain 

xii. To treat prisoners with temper, humanity, kindness, and strict impartiality and listen patiently 

and without irritability to any complaint or grievance, while at the same time maintaining strict 

discipline and enforcing the observance of all rules and regulations.  

xiii. Not in any circumstances punish any prisoner except under the Superintendent’s order, or 

threaten any prisoner with punishment, or use violent, abusive or insulting language to any 

prisoner.  

xiv. Not to strike a prisoner on any pretext, except in self-defence or in the repression of a 

disturbance. 

xv. To make an immediate report to the Superintendent, or other superior officer of any misconduct 

or wilful disobedience of the prison rules whether on the part to a prisoner or of another officer. 

xvi. To comply with the requirements of all law, rules, regulations, directions and orders for the time 

being in force regulating his/her duties which they are to perform and the manner in which they 

are to perform them 

xvii. To render prompt and strict obedience to all lawful orders of his/her superior officers and to 

treat all superior officers and visitors with respect 
 

Offences and punishments  

871. Every Deputy Superintendent or officer of a prison subordinate to him/her who shall be guilty of 

any violation of duty or wilful breach or neglect of any rule or regulation or lawful order made by 
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competent authority, or who shall withdraw from the duties of his/her office without permission, 

or without having given previous notice in writing of his/her intention for the period of two 

months, or who shall wilfully overstay any leave granted to him/her, or who shall engage without 

authority in any employment other than his/her prison duty, or who shall be guilty of cowardice, 

shall be liable on conviction before a magistrate to a fine not exceeding thousand rupees, or to 

imprisonment for a period not exceeding three months, or to both. 
 

872. Every Deputy Superintendent and sub-ordinate officer who shall be guilty of any offence shall be 

liable to be punished by the appropriate departmental punishment.  

Note: No punishments of reduction, removal or dismissal shall be inflicted on any sub-ordinate 

officer except by the authority in whom the appointment and dismissal of such officer is vested. 
 

873. When any subordinate officer is accused or suspected of having committed any offence, if the 

Superintendent is of opinion that a prima facie case against such officer has been made out and 

that the case cannot be adequately dealt with departmentally, he shall forthwith suspend such 

officer and cause him/her to be brought before a magistrate having jurisdiction to enquire into or 

try the case. 
 

874. For the following offences, if committed by any prison officer, a prosecution shall be instituted 

against the offender provided the evidence is such as to make a conviction possible, if the 

evidence is not sufficient for this, but is sufficient to produce a reasonable belief of the guilt of the 

officer in the mind of Superintendent, he/she shall hold departmental enquiry and take action 

accordingly. 

i. Wilfully or negligently permitting an escape 

ii. Any offence under section 42 of Prisons Act, 1894 relating to the introduction of, or supply to 

prisoners of forbidden articles, unauthorised communication with prisoners, and abetment of 

such offences.  

iii. Being concerned directly or indirectly with any contract for supplies for the prison or receiving 

any present from a supplier.  

iv. Any serious offence punishable under the Indian Penal Code or other criminal law 

Note: No offence of this character can be ignored, condoned or punishable departmentally with a 

mere fine. Any case in which a criminal prosecution is not instituted shall be reported to the 

Inspector General, Prisons & Correctional Services. When a criminal prosecution is instituted, the 

Superintendent shall take the orders of the District Magistrate as to who is to conduct the 

prosecution. 
 

875. Every subordinate officer who shall at any time be convicted of any serious offence by a criminal 

court shall, without prejudice to any other punishment to which he may be liable to be summarily 

dismissed from his/her office, and shall not be retained in the prison service without the sanction 

of the Inspector General, Prisons & Correctional Services. 
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876. Sub-ordinate officers who commit any of the following offences shall be punished by dismissal or 

in serious cases, be prosecuted under section 54 (1) of the Prisons Act, 1894: 

i. Appearing on duty in a state of intoxication from liquor or any drug 

ii. Sleeping whilst on guard or patrol duty 

iii. Striking a prisoner, except in self-defence or to suppress an outbreak, or rioting 

iv. Improperly entering or permitting any person to enter the female enclosure or having any 

improper communication with a female prisoner;  

v. Causing irregularity in procurement and distribution of food articles 

vi. Employing a prisoner for private purposes 

vii. Insubordination or insolence shown to any officer superior to him/her 

viii. Striking friendship with prisoners or their relatives / visitors 

ix. Accepting any gift or gratification from any prisoner or their relatives 

x. Acting as touts for advocates and the like 

xi. Smuggling of any contraband items into the prison 

xii. Entering into financial transactions with prisoners 

Note: In enquiring into and passing orders upon charges of a minor kind against a subordinate 

officer, it shall be sufficient for the Superintendent to record, in the service book of the accused, the 

nature of the offence and the punishment awarded. 
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Staff Development 

Staff uniform 

877. The following classes of uniform have been prescribed for the different grades of prison officers: 

i. Uniform of prison Superintendent, Deputy Superintendent and Assistant Superintendent shall 

be same as given below, with the exception of badges: 

a) Trousers: Khaki terricot (police pattern). 

b) Shirt: Khaki terricot with short sleeves (police pattern). 

c) Head Gear: Khaki woollen peak cap with brown leather strip with prison emblem.  

d) Accessories: Brown oxford type leather shoes; Leather same brown belt; whistle fastened 

with a blue silk shoulder line yard to be carried in left chest pocket. 

e) Epaulets: B.Pr.S. and name plate. 

Note: Badges of rank for Superintendent, Deputy Superintendent and Assistant Superintendent 

in the prison service shall be similar to that in that applicable in the police 
 

ii. Uniform of chief head warder, head warder and warder shall be same as given below with the 

exception of badges: 

a) Trousers: Khaki terricot (police pattern).  

b) Shirt: Khaki terricot (police pattern)  

c) Head Gear: Khaki woollen beret cap with prison emblem 

d) Epaulets:  B.Pr.S on the shoulder; name plate 

e) Accessories: Black oxford type leather shoes; Black leather belt with prison emblem, 

whistle fastened with a khaki silk line yard to be carried in left chest pocket. 

Note 1: Badges of rank for chief head warder, head warder and warder in the prison service 

shall be similar to that in the police service. 

 

iii. For all prison officers, for winter uniform Terri cot dress material shall be replaced with Terri 

wool dress material for trousers and Angola for shirt. Khaki woollen/acrylic pullover and jacket 

shall be additionally issued.   
 

878. Every prison official from warder to Superintendent shall be provided with such number of sets of 

uniform free of charge annually as decided by the government from time to time.  
 

879. The Superintendent shall put up an indent for the uniform for prison officers and staff not later 

than the 1st July of the every year for the next year to the headquarters.  
 

880. The uniform shall be got made according to actual measurement of individuals. Each 

Superintendent shall maintain a clothing register, showing the dates of issue of uniform articles 

to each official. The date of issue of every article of uniform shall be recorded in a clothing sheet, 

which shall form a part of the service-book of the official wherever he/she may be transferred. 
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881. A kit inspection of warder establishment shall be held by the Superintendent once every year, 

when every warder shall be required to exhibit all the uniform articles issued to him/her. Any 

article which was lost or become unserviceable during the period for which it was issued shall be 

replaced at the expense of the person to whom it was issued. 

Staff training  

882. Compulsory In-service Training will be as per modules and requirements, as decided by the 

Inspector General Prison and Correctional Services from time to time 

Personnel Welfare Committee 

883. There shall be a Personnel Welfare Committee in the Inspectorate of Prison & Correctional 

Services in each prison consisting representatives of prison executive establishment, medical 

establishment, warder establishment and administrative personnel. The Inspector General, 

Prisons & Correctional Services shall be the ex-officio Chairman of the Committee at the state 

level. The state level Personnel Welfare Committee shall meet at least twice in a year. The 

Superintendent shall be the chairman of the prison level Personnel Welfare Committee which 

shall meet once in a quarter. 
 

884. The functions of the Personnel Welfare Committee shall be to chalk out ways and means to 

ameliorate collective grievances and draw up an annual programme for prison personnel welfare 

including recreational and cultural activities, sports etc. For the purpose of personnel welfare 

adequate funds shall be earmarked in the annual budget of the Department. 

Grievance Redressal System 

885. Each prison shall have two complaint boxes, kept securely in the administrative block within 

easy reach of the prison personnel. One box shall be meant for dropping written 

petitions/complaints addressed to the Superintendent and the other box shall be meant for 

dropping written petitions /complaints addressed to the District Magistrate.The District Magistrate 

shall open the complaint box meant for him on the day of BandiDarbar and should take 

necessary action. 

The provision for custody of the keys for the complaint Boxes, the manner of the opening 

of the complaint boxes, the process of recording of the complaints and the method of redressal 

of these grievances by the relevant committees or officer will be decided by the Inspector 

General of Prisons and Correctional Services from time to time 

Note 1: Pseudonymous and anonymous complaints shall not be entertained. 

Note 2: Personnel who make false/unsubstantiated allegations shall be dealt with departmentally. 
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886. In addition to the system mentioned above, the Superintendent shall meet all the prison 

personnel once a month, when every prison personnel shall have the opportunity of making any 

request or complaint to him/her. He/she shall also provide a forum for prison personnel to 

ventilate their grievances common to the entire service/cadre and to hold meaningful 

discussions for their redressal.  
 

887. In case, any prison personnel is not satisfied with the action taken by Superintendent against 

his/her grievances, he/she can send his/her complaint to the higher officials by dropping their 

petitions in the complaint box. 

Meeting with Superintendent 

888. The Superintendent shall convene a monthly meeting of the prison personnel to: 

i. Ensure coordination in prison activities 

ii. Improve methods of work 

iii. Interpret governmental policies to personnel 

iv. Explain new procedures, rules and regulation and policies regarding inmate discipline, 

treatment of prisoners and institutional management 

v. Explain policies relating to personnel management, discipline and morale 

vi. Communicate appreciation of good work as and when necessary 
 

889. Minutes of the proceedings of the meeting shall be recorded and a copy of it shall be forwarded 

to the Assistant Inspector General, Prisons (Region) and Inspector General, Prisons & 

Correctional Services with the remarks of the Superintendent. 
 

Rewards for outstanding work 

890. On the recommendation of the Superintendent, Inspector General, Prisons & Correctional 

Services shall give suitable cash rewards to deserving personnel (non-gazetted) in appreciation 

of outstanding work and special services such as capture of escaped prisoners, exhibition of 

high degree of courage, loyalty and trustworthiness, devotion to duty and initiative and 

resourcefulness during times of emergency, and other meritorious services. For this purpose 

adequate funds shall be earmarked in the annual budget of the Inspectorate. 

891. On the recommendation of the Inspector General, Prisons & Correctional Services, the State 

Government shall give suitable cash rewards to deserving Gazetted officers in appreciation of 

outstanding work and special services in Correctional services over and above those mentioned 

in Rule 889. For this purpose adequate funds shall be earmarked in the annual budget of the 

Home Department. 
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Whistle Blower Policy 

892. Inspector General, Prisons & Correctional Services shall establish a Whistle Blower Policy for 

the prisons with a view to provide a mechanism for prison personnel to report to him, concerns 

about unethical behaviour, actual or suspected fraud or violation of the prison rules. The 

mechanism shall also provide for adequate safeguards against victimisation of whistle blower.  

Rest Room  

893. Provision for rest rooms in prisons as per decision taken by Inspector General Prisons and 

Correctional Services from time to time. 

Miscellaneous Facilities 

894. Rent free residential accommodation with their families shall ordinarily be provided to all prison 

officers of and above the rank of Head warder in the prison campus. If no accommodation is 

provided and the officer occupies rented house in the vicinity of the prison with the approval of 

the Superintendent, suitable house rent allowance in lieu thereof shall be provided as per norms 

laid down by the state government. Ten percent of the warders shall be provided with family 

accommodation and remaining shall be provided with single accommodation on the .prison 

premises.  
 

895. The prison personnel and their families shall be extended free medical attendance and treatment 

by the Medical Officer in cases of medical emergencies and sickness in the institutional hospital. 
 

896. Services of creche for proper care of the young children of female officers/staff while they are on 

duty shall be provided by the prison administration. 
 

897. The following facilities shall be extended to the prison personnel on duty: 

i. Rest rooms with beds and lockers for the use of personnel who are required to wait in the 

prison between their duty periods  

ii. Canteen  

iii. First-aid boxes  

iv. Raincoats, umbrellas, overcoats, gumboots, torches etc. 



Annexure 37: Superintendent’s Minute book 
 

Superintendent’s Minute book 
 

Prison: 
Period: 
 
Date Order/minutes Action taken/how 

orders have been 
carried out by officer- 
date 

Remarks 
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Annexure 38: Deputy Superintendent’s Report book 
 

Deputy Superintendent’s Report book 
 

Prison: 
Period: 

 
Date Hour at 

which the 
wards/cells 
were 
opened 
and the roll 
call was 
done 

Names of 
officers 
present 
during 
opening 
of the 
wards and 
brief 
report on 
attendanc
e 

Names 
of 
officers 
who 
went 
round 
the 
prison 
last night 
with the 
hours of 
their 
arrival 
and 
departur
e and 
their 
report in 
brief 

Hour at 
which 
work 
was 
stopped 
for the 
day, and 
at which 
the 
prisoner
s were 
locked 
up after 
roll call – 
brief 
report on 
the roll 
call 
 

Details of 
work 
carried out 
relating to 
conservanc
y of general 
sanitation 
and 
personal 
hygiene of 
prisoners 
during the 
preceding 
24 hours 

Release
s during 
the day  
 

Admission
s during 
the day 
 

1 2 3 4 5 6 7 8 
        

Reasons
, if 
he/she 
has 
omitted 
to 
perform 
daily 
visits or 
duties 

 

Orders to 
subordinat
e officers 

Remarks Signatur
e 

9 10 11 12 
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