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P R E F A C E

The Secretary-General, Rajya Sabha is the Officer of the House and an

important parliamentary functionary, who has to discharge onerous

parliamentary and administrative responsibilities. He is the most important

functionary, after the Chairman and the Deputy Chairman, Rajya Sabha. He

is the advisor to the Chairman and through him to the House on parliamentary

procedures and precedents. He is the administrative head of the Rajya

Sabha Secretariat, which functions under overall direction of the Chairman.

Whether inside or outside the House, the Secretary-General is a familiar

figure to the Members, who seek his advice or guidance on matters pertaining

to the functioning of Parliament. The work profile of the Secretary-General

thus involves a variety of roles. In view of the significance of his position

and the vital role that he plays in the functioning of the House and its

Secretariat, the O&M Section of the Secretariat conducted a work study of

activities of the Secretary-General, the first of its kind, in the years 2010

and 2011. A work sample for two weeks (one week each during session and

non-session period) was used to assess the time spent by him on

parliamentary and administrative activities, during each of the two studies.

This publication is an edited version of the Work Study of Activities of

the Secretary-General conducted by the O&M Section as mentioned above.

It attempts to briefly describe the wide range of activities undertaken by

the Secretary-General while discharging his parliamentary and administrative

responsibilities. In addition, it contains the list of past Secretaries/

Secretaries-General including the present incumbent and some photographs

of the Secretary-General while discharging various duties and responsibilities.

A detailed index has also been appended to the text.

I hope that this publication will provide a handy guide and fascinating

insight into the dynamic role of the Secretary-General in the functioning of

the Rajya Sabha, the Upper House of the Indian Parliament. I am sure the

readers, who are interested in the operational dynamics of our parliamentary

system and the Rajya Sabha Secretariat, will find it useful and informative.

New Delhi; V.K. Agnihotri

June, 2012 Secretary-General,

Rajya Sabha.
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INTRODUCTION

Parliaments around the world rely on efficient functioning of a well
organized and competent administrative body to conduct its business
smoothly. The efficacy of the Secretariat, which looks after the day-to-day
administration and legislative needs of the Parliament, reflects the ability
and resourcefulness of the head of the organization, which is the Secretary-
General. The post of the Secretary-General is, therefore, a responsible
position entrusted with a wide range of duties and functions which
necessitate vast knowledge and rich experience of Parliamentary procedures,
practices and precedents.

1.1 Role and Position of the Secretary-General

Each House of Parliament has its separate Secretariat which functions
under the direction and control of its Presiding Officer. The Secretary-
General, Rajya Sabha, functions as the head of the Rajya Sabha Secretariat
and advisor to the Chairman, Rajya Sabha. As the head of the Secretariat,
he is expected to be conversant with all matters that have a reference to
the Rajya Sabha and its business; whether they relate to some constitutional
issue or some procedure that should be followed in a given situation. As
advisor to the Chairman in matters concerning Rajya Sabha or its Secretariat,
he is the repository of accumulated wisdom of the House, and the custodian
of its culture, traditions and precedents. He is, therefore, expected to
possess certain special abilities, traits, orientation and aptitude.

The Secretary-General is the third most important functionary of the
Rajya Sabha after the Chairman, Rajya Sabha and the Deputy Chairman,
Rajya Sabha. He is chosen and appointed by the Chairman, Rajya Sabha.
In the Warrant of Precedence, he holds the rank corresponding to the
Cabinet Secretary, who is the senior-most bureaucrat in the Government of
India. He is seated just below the Chairman’s seat in the Rajya Sabha
Chamber, to be available for consultation and advice on procedural matters.
He is also assisted by competent supporting personnel of the Secretariat.

1.2 Creation of the Post of Secretary-General

In the beginning, the post of Secretary, equivalent to the Secretary to
Government of India, was created for Rajya Sabha in 1952.1 It was

1 The Fourth Schedule to the Rajya Sabha Secretariat (Recruitment & Conditions of Service)

Order, 1957, in fact, specifically provides that in respect of all matters for which special

provision was not made in the rules, the conditions of service of the Secretary were

equivalent to the Secretary to Government of India.
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re-designated as Secretary-General on 15 November 1973, but continued to
remain equivalent to the post of Secretary to Government of India. On
23 May 1990, on the recommendation of the Committee of Parliament
appointed by the Chairman, Rajya Sabha, and Speaker, Lok Sabha, the pay
scale, position and status of the post of Secretary-General was made
equivalent to that of the post of the Cabinet Secretary in the Government
of India.

1.3 Appointment and Privileges

The Chairman, Rajya Sabha, appoints the Secretary-General from among

those who have made their mark by long years of service in the Parliament

or State Legislatures or the Civil Services. Once appointed, if he is already

in parliamentary service, he may continue in his post until 62 years of age.

The Chairman in his discretion can appoint any other suitable person as

Secretary-General on contractual basis, in which case, the terms and

conditions of appointment would be governed by the contract.

In his capacity as the Officer of the House, the Secretary-General

enjoys the privileges of freedom from arrest, save on a criminal charge.2

He cannot be obstructed in the execution of his duty, as it would amount

to contempt of the House. The House treats as breach of its privilege not

only acts directly tending to obstruct the Secretary-General or other officers

in the performance of their official duty but also any conduct which may

indirectly deter them from doing their duty. He is answerable only to the

Presiding Officer of the House and his action cannot be discussed inside the

House.

2 Erskine May’s Treatise on the Law, Privileges, Proceedings and Usage of Parliament, Twenty-

first edition, Butterworths, London, 1989, pp. 129-30.
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PARLIAMENTARY RESPONSIBILITIES OF SECRETARY-GENERAL

The work mandate of the Secretary-General falls under two main

categories: parliamentary responsibilities and administrative responsibilities.

Many of the responsibilities are prescribed in the Rules of Procedure and

Conduct of Business in the Council of States (Rajya Sabha), but others have

evolved in the form of practices and conventions. The parliamentary

responsibilities of the Secretary-General are enumerated below:

2.1 President’s Address to Members of both the Houses

Secretary-General’s primary responsibility pertains to the Sessions of

the Rajya Sabha. Whenever a session of the House is called, he issues, on

the basis of the Summoning Order of the President, summons to each

Member of Rajya Sabha to attend the session. When the President arrives

to address both Houses of Parliament assembled together, the Secretaries-

General, Rajya Sabha and Lok Sabha, along with the Chairman, Rajya Sabha,

Speaker, Lok Sabha, Prime Minister and Minister of Parliamentary Affairs,

receive the President at the gate of the Parliament House and escort him

to the Central Hall in a procession. Similarly, the Secretaries-General join

the procession when the President departs. After the conclusion of the

President's Address, the Secretary-General lays, on the Table of Rajya Sabha,

a copy each, duly authenticated by the President, of the Hindi and English

version of the Address. This is done so that the Address forms part of and

is incorporated in the proceedings of the House.

2.2 Arrangement of Government Business

According to the Rules of Procedure and Conduct of Business in the

Council of States, the Secretary-General is responsible for the arrangement

of Government business in such order as the Chairman may, in consultation

with the Leader of the House, determine. He prepares a List of Business

for each day of the session. He circulates the List of Business, lists of

admitted questions, Notices, Bulletins and other papers for the use of

every Member. Every notice, such as the Notice of a Question, Motion,

Resolution, Bill, Amendment, Question of Privilege, Calling Attention or

Short Duration Discussion, etc., has to be given by Members in writing,

addressed to the Secretary-General.

3
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He communicates directly with the Minister and Secretaries of the

Ministries and the Departments of the Government of India and Members

in connection with the business of the House or any matter likely to come

up in the House. He also causes to send to every Member notice of the date

for the election of the Deputy Chairman and receives notices which any

Member may give proposing names for this office.

The Secretary-General receives petitions, documents and papers

addressed to or intended for the House and reports to the House petitions,

etc. received by him and admitted by the Chairman. If a Member wants to

present a petition, he has to give advance intimation thereof to the

Secretary-General. A Minister wishing to correct any inaccuracy in the

information given by him in answer to a Starred or Unstarred or Short

Notice or Supplementary Question or in a Debate, has to give notice to the

Secretary-General of his intention to correct it, accompanied by a copy of

the Statement in that regard.

2.3 Reports of the Proceedings of the House

The Secretary-General causes to be prepared a full report of the

proceedings of the House for each of its sittings and publishes it in such

form and manner as the Chairman may, from time to time, direct. Important

among these are Bulletin Part-I, Bulletin Part-II, Resume of the Business

transacted by the Rajya Sabha and the Journal of the Rajya Sabha, apart

from the complete text of the Debates of each session. The Secretary-

General keeps a Roll of Members of the House which must be signed in his

presence by every newly-elected Member before taking his seat.

2.4 Relations with the Lok Sabha (Lower House)

The Secretary-General signs messages to be sent from the Rajya Sabha

to the Lok Sabha; reports to the House messages received from the Lok

Sabha; and also lays on the Table copies of the Bills received through such

messages, if the House is in session, or otherwise, communicates such

messages to Members through Bulletin Part-II.

The Secretary-General also certifies all Bills to be transmitted or returned

to the Lok Sabha. In case of urgency, he authenticates Bills, in the absence

of the Chairman, before they are presented to the President for assent and

lays them on the Table of the House after they are assented to by the

President or returned by him/her.

2.5 Communications regarding Bills, Resignation of Government/
Member and seat declared vacant

Where prior sanction or recommendation of the President is required

under the Constitution for the introduction or consideration of a Bill or
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moving of an amendment thereto, the Minister or Member concerned has

to communicate, in writing, to the Secretary-General, the President's sanction

or recommendation. The Secretary-General also lays on the Table copies of

the communication between the Prime Minister and the President regarding

resignation of the Government.

In the case of a Member resigning his seat in the House or where a seat

is declared vacant by the House, the Secretary-General causes the

information to be published in the Gazette and forwards a copy of the

Notification to the Election Commission for taking steps to fill the vacancy

thus caused.

2.6 Custodian of all Records

The Secretary-General has the custody of all records, documents and

papers of the House or any of its committees and of the Secretariat and

does not permit any such paper to be taken out from the Parliament House

without the permission of the Chairman.

2.7 Issuing summons to witness to appear before House or its

Committee and laying of Report

When it is considered necessary to take evidence of a witness, the

Secretary-General issues summons to him to appear before the House or a

committee thereof. If a parliamentary committee completes its report and

the Lok Sabha is dissolved in the meantime, the Secretary-General, Rajya

Sabha, lays that report on the Table of the House at the first convenient

opportunity. This also applies in the case of a report of a committee, which

ceases to exist after the presentation of the report to the Presiding Officer.

2.8 Visitors’ Galleries

Visitors are admitted to the Galleries on Visitors’ Cards issued in the

name of the Secretary-General. Similarly, Identity Cards-cum-Railway passes

to Members and their spouses are also issued in the name of the Secretary-

General.

2.9 Quorum for a Sitting of the House

In the event of quorum not being present at the time appointed for

commencement of a sitting of the House, even after the quorum bell has

been rung for quite sometime, the Secretary-General brings the matter to

the notice of the Presiding Officer and, under his orders, informs the

Members present in the House about the time when the House will meet

next.
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2.10 Division Procedure in the House

When division takes place on any issue, the Secretary-General sets the

process of division in motion, and explains, if so directed by the Chairman,

the process thereof and presents the totals of “Ayes” and “Noes” to the

Chairman.

2.11 Orientation Programme for Newly Elected/Nominated Members

The Secretary-General also organizes orientation programme for the

newly elected/nominated Members in the Rajya Sabha, biennially. The

programme is inaugurated by the Chairman, Rajya Sabha. The aim of the

programme is to familiarise newly elected/nominated Members with various

aspects of parliamentary practice and procedure. The programme consists

of several discussions/sessions/lectures on specific topics conducted by

eminent Parliamentarians. Orientation sessions on specific topics, such as

use of computers and ipad, Question Hour etc., are also organized from

time to time.

2.12 Orientation Programme for Media Personnel

Media has an indispensable role to play in a democracy. It is one of the

most important means through which public opinion is communicated to

Members of Parliament. Owing to the need to provide better understanding

to the media about parliamentary functioning, the Secretary-General has

been organizing an Orientation Programme for media persons intermittently

since 2003. The programme seeks to familiarise the journalists/reporters

with first hand information about the conduct of business in the House and

the practice and procedures being followed, which would directly help

them in reporting the proceedings of the House in proper perspective in

electronic and print media. It consists of lectures and panel discussions on

relevant topics such as Role of Rajya Sabha in Indian Polity; Raising matters

of public importance through Questions and other Devices; Press and

Parliamentary Privileges; Committee System in Parliament; and Utilization

of IT in Parliament; etc. conducted by eminent Parliamentarians and Officers

of Rajya Sabha. The programme has been well-received and well-attended

by the media. On an occasion, a “website familiarisation programme” was

also conducted within the orientation programme on popular demand.

2.13 Elections to the Offices of the President and the Vice-President

The elections to the offices of the President of India and the Vice-

President of India are regulated by the Presidential and Vice-Presidential

Election Act, 1952, and the rules made thereunder. For the purposes of

these elections, it has been the established practice that the Secretary-

General of the Rajya Sabha/Lok Sabha is appointed as Returning Officer.
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ADMINISTRATIVE RESPONSIBILITIES OF SECRETARY-GENERAL

In his administrative capacity, Secretary-General heads the Rajya Sabha

Secretariat, under the overall control of the Chairman, Rajya Sabha. Article

98 of the Constitution of India ensures the independent status of the

Secretariats of the two Houses of Parliament. The provision contained in

clause (3) of Article 98 enables the Presiding Officers to have a say in the

matter of framing of rules for recruitment and conditions of service of the

persons to be appointed in respective Secretariats. The powers and functions

of the Secretary-General, as the administrative head of the Secretariat of

the House, the powers and functions of the Secretary-General are discussed

below:

3.1 Recruitment of Officers and Staff

The Secretary-General exercises powers vested in the Chairman, including

the determination of the strength, method of recruitment and of

qualifications, etc. for the various categories of posts. He is the appointing,

disciplinary and appellate authority for certain classes of officers and staff

of the Secretariat.

3.2 Financial Powers

He exercises financial powers and initiates budget proposals relating to

the Rajya Sabha and its Secretariat. He is the chief accounting authority

for the money sanctioned by the House for expenditure under the Demands

for Grants of the Rajya Sabha and its Secretariat and this responsibility is

discharged by him through and with the assistance of the Pay and Accounts

Officer, who works under his supervision.

3.3 Secretary to all Parliamentary Committees

By virtue of his being the Secretary-General, Rajya Sabha, he functions

as Secretary to all the Parliamentary Committees serviced by the Secretariat.

He either attends the Committee meetings himself or causes his officers to

attend them. He supervises all the Secretariat work of these Committees

and gives directions, wherever needed. The Secretary-General also ensures

that the secretarial work of the House and its Committees is performed by

qualified, competent and experienced officers and is organised and conducted

7
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properly and smoothly under his guidance and control. Duties of the officers

are not rigid and do not fall in watertight compartments. Their duties are,

in fact, flexible and may be expanded or changed under the orders of the

Secretary-General. Allocation of work among the officers of the Secretariat

is the sole prerogative of the Secretary-General. He is assisted by a hierarchy

of officers, such as Secretary, Additional Secretary, Joint Secretaries, and

Directors who, with the assistance of subordinate officers and staff members,

perform the entire gamut of functions of the Secretariat.

3.4 Guide to Members of Parliament

In conspectus, the Secretary-General discharges all the administrative

and executive functions on behalf of the House or the Chairman, including

rendering services and providing facilities to the Members. The duty of the

Secretary-General does not end with producing the List of Business,

circulating it, facilitating Members, advising the Presiding Officer on points

of procedure, etc. His duty extends to giving guidance to Members in their

parliamentary work. Members of various political parties approach him for

advice. To a very large extent, he has to render such services, on demand,

objectively and impartially.

3.5 National Conferences

Secretary-General attends national conferences of legislatures organized,

from time to time, such as Conference of Presiding Officers and Secretaries

of Legislative Bodies and Annual Conference of North-East Region

Commonwealth Parliamentary Association.

3.6 Inter-parliamentary Cooperation

The Office of the Secretary-General has assumed greater importance as

parliamentary administration is increasingly becoming more complex, in

the wake of national and international developments, necessitating constant

efforts by the administration to adjust to changing environment. In addition,

international relations are assuming new dimensions and parliamentary

diplomacy has become quite prominent in today’s world to address the

issues relating to security, development, environment protection, human

rights, etc. Likewise, inter-parliamentary cooperation is also increasing.

The Secretary-General represents the House in various international fora

such as Commonwealth Parliamentary Association, Society of Clerks-at-the-

Table in Commonwealth Parliaments, Inter-Parliamentary Union, Association

of Secretaries-General of Parliaments, Commonwealth Speakers and Presiding

Officers Conference and G-20 Speakers’ Consultation Meeting, among others.

As a result, Secretary-General has to perform a variety of roles beyond the

frontiers of our country.
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WORK STUDY OF THE FUNCTIONING OF

SECRETARY-GENERAL, RAJYA SABHA

4.1 A Day in the Office of Secretary-General

A typical day of the Secretary-General during a Session, starts early in

the morning when he apprises himself, through scanning of newspapers,

about various political, economic and social issues. He also goes through

different Parliamentary papers/bulletins regarding issues which are likely

to come up before the Hon’ble Chairman, the House and in various committee

meetings like Business Advisory Committee, leaders meeting, etc. A day in

the office is not a typical desk job of going through files and making

decisions, but a long haul of meetings of committees, interaction with

Members, receiving representations of officers and employees of the

Secretariat, taking decisions regarding matters pertaining to the House and

so on. Before the Secretary-General can call it a day, it is quite late in the

night, particularly during the Sessions, when there is no fixed closure time.

4.2 Collection of Work Sample and Findings

To look into the Secretary-General’s multifarious responsibilities, the

Organisation & Method (O&M) Section of the Rajya Sabha Secretariat was

asked by the Secretary-General to conduct a Work Study of the Secretary-

General, Rajya Sabha. The study involved collection of work sample for two

weeks during Session as well as non-Session period in April 2010.3

The work sample was divided into four broad categories, namely, File

Engagements, Non-file Engagements, Daily Routine Engagements and Receipt

Engagements.

Table-1

GIST OF THE WORK STUDY OF ALL FUNCTIONS OF
SECRETARY-GENERAL, RAJYA SABHA

Non-Session Period Session Period

(in a day) (in a day)

1 2

I Average time taken on files 190 minutes (30.90%) 210 minutes (25.93%)

3 From 8-13 April 2010 (non-Session period) and from 15-21 April 2010 (Session period).

19
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II Average time taken on non-file 171 minutes (27.80%) 301 minutes (37.16%)

engagements

III Average time taken on daily 184 minutes (29.92%) 163 minutes (20.12%)

routine engagements

IV Average time taken on daily 70 minutes (11.38%) 136 minutes (16.79%)

receipt engagements

Total: 615 minutes 810 minutes

10 hrs 15 minutes 13 hrs 30 minutes

approx. approx.

Source: Work Study of entire functioning of Secretary-General, Rajya Sabha conducted by

O&M Section, Rajya Sabha Secretariat, New Delhi, 2010.

The summary of findings of the Work Study, as listed in Table-1, was

as follows:

(i) During the non-Session or inter-Session period, the Secretary-

General, Rajya Sabha puts in over 10 hours (615 minutes) per day,

which increases to more than 13 hours (810 minutes) per day

during Session time. Though File Engagement is the main job,

which takes about 190 minutes of the day during non-Session

period, it rises to 210 minutes per day during Session time. As

regards number of files disposed of by the Secretary-General, on

an average, they number 38 per day during non-Session period

and 42 during Session. But, paradoxically, during non-Session

period, File Engagements take about 31% of his time, which comes

down to 26 % during Session time. It can also be said that during

Session time vis-a-vis non-Session period, there is 10% increase in

time taken on File Engagements and 40% increase in number of

files dealt with.

(ii) Secretary-General’s Non-file Engagements, like meeting visitors

including Members and officers, attending meetings, etc., during

non-Session period, take 171 minutes per day, i.e., about 28% of

his time. This increases to 301 minutes per day, i.e., 37% of his

time, during Session. There is an increase of 9% in Non-file

Engagements during Session time compared to non-Session period.

(iii) Secretary-General’s Daily Routine Engagements, like reading

newspapers, time taken on dictating notes, morning meetings

with his Personal Secretary, etc., take 184 minutes per day, i.e.,

30% of his time during non-Session period. This declines to

163 minutes per day, i.e., 20% of his time, during Session time.

1 2
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(iv) During non-Session period, Receipt Engagements, such as going

through various communications received by his office, take

Secretary-General’s 70 minutes per day, i.e., 11% of his time. It

goes up to 136 minutes per day, i.e., 17% of his time during

Session time.

In a calendar year, the Secretary-General works for around 2,30,851

minutes, i.e. 3848 hours. Thus, as stated earlier, on an average, during

Session period, he works for 13 hours 30 minutes in a day while during non-

Session period he works for 10 hours 15 minutes in a day. On the basis of

the work study of the multifarious responsibilities of Secretary-General, it

emerged that as regards his File Engagements, 40% of the files dealt by the

Secretary-General pertained to House-related sections and administrative

sections each, while remaining 20% files belonged to Members’ services

related sections.
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WORK STUDY OF PARLIAMENTARY RESPONSIBILITIES OF

SECRETARY-GENERAL

To make an indepth study of the Secretary-General’s Parliamentary

duties, the O&M Section again took work sample for two weeks during the

non-Session and Session period in February 2011.4 The Work Study focused

on the parliamentary responsibilities of the Secretary-General. It also

included the Secretary-General’s engagement in Committees headed by the

Hon’ble Chairman and the Hon’ble Deputy Chairman. The work sample of

the Secretary-General’s work was divided into eight broad categories, namely,

Preparatory Engagements, Meetings with Hon’ble Chairman, Rajya Sabha,

Committee/Leaders Meetings/Engagements, House Engagements, Members’

Engagements, Ballot Engagements, Other Engagements and File Engagements.

As per the previous work study of the Secretary-General in 2010, his

work schedule stretched to 13 hours 30 minutes per day during Session

period and 10 hours 15 minutes during non-Session period. His House related

activities during Session period accounted for around 8 hours 43 minutes

(523 minutes) per day and for 5 hours 29 minutes (329 minutes) per day

during non-Session period, which comes to 65% and 54% respectively of his

total working hours (Table-2). Total time utilized by Secretary-General,

Rajya Sabha for House-related/parliamentary work in 2010 is given in

Chart-II.

Table-2

GIST OF TIME TAKEN IN A DAY BY SECRETARY-GENERAL ON

PARLIAMENTARY DUTIES (IN PERCENTAGE)

Sl.No. Items of Work Non-Session Period Session Period

(Average time taken per day)  (Average time taken per day)

1 2 3 4

1. Preparatory Engagements 148 minutes (24%) 136 minutes (17%)

2. Meeting with Hon’ble Chairman 31 minutes (5%) 48 minutes (6%)

3. Committee/Leaders Meetings/ — 24 minutes (3%)

Engagements

4 From 14-18 February 2011 (non-Session period) and from 21-25 February 2011 (Session period).

22
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4. House Engagements — 188 minutes (23%)

5. Members Engagements  9 minutes (1.4%) 5 minutes (1%)

6. Ballot Engagement  4 minutes (0.6%) 12 minutes (1.5%)

7. Other Engagements 28 minutes (5%) 19 minutes (2.5%)

8. File Engagement 109 minutes (18%) 91 minutes (11 %)

329 minutes — 523 minutes —
Total (5 hrs 29 minutes) (8 hrs 43 minutes)

329 X 100 = 53.49% 523 X 100 = 64.5%
615          i.e. 54% 810          i.e. 65%

9. Committee Meetings 5427 X 100 = 0.67%
810

Percentage of time taken for  = 1570 X 100 = 40.80%
Parliamentary duties out of  3848

total working hours in 2011

Source: Work Study of entire functioning of Secretary-General, Rajya Sabha conducted by

O&M Section, Rajya Sabha Secretariat, New Delhi, 2011.

According to Table-2, File Engagements of House related sections and

Committees take around 91 minutes (11%) of time taken per day during

Session period. They increase to 109 minutes (18%) of time taken per day

during non-Session period.

On the basis of work sample, it can be inferred that Secretary-General

uses 2 hours 28 minutes (24%) per day of his work schedule in Preparatory

Engagements during non-Session period. This time is restricted to 2 hours

16 minutes (17%) per day during Session period. During Session period,

around 48 minutes (6%) per day of Secretary-General’s time is utilised in

meetings with Hon’ble Chairman, Rajya Sabha. This time comes down to

31 minutes (5%) per day during the non-Session period (Table-2).

The Secretary-General uses around 24 minutes (3%) per day during

Session period in committee/leaders meetings/engagements. His engagement

with Members of Rajya Sabha takes around 5 minutes per day during Session

period and it increases to 9 minutes during non-Session period. House

Engagements occupy a major chunk of the Secretary-General’s time during

Session period. The Secretary-General sits for around 3 hours 8 minutes

(188 minutes) (23%) per day in the House during Session period.

Ballot Engagements of the Secretary-General take around 12 minutes

per day during Session period. Other engagements like taking part in

procession of President’s Address, sitting in Central Hall during President’s

1 2 3 4
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Address and others took around 95 minutes during Session period and

110 minutes during non-Session period. The gist of time taken in a day by

Secretary-General on Parliamentary duties is shown in Chart-III.

Table-3

COMMITTEE MEETINGS ATTENDED BY SECRETARY-GENERAL,

RAJYA SABHA DURING THE YEAR 2010

Sl. Name  of  Committee  in  which  Time Taken

No. Chairman,   Deputy   Chairman,

Rajya Sabha is the Chairperson

1. General Purposes Committee 1 hr 20 minutes = 80 minutes

2. Committee on Provision of Computer 1 hr 10 minutes = 70 minutes

Equipment to Members of Rajya Sabha

3. Committee on MPLADS 5 hrs 35 minutes = 335 minutes

4. Committee on Rules 1 hr 40 minutes = 100 minutes

5. Committee of Privileges 3 hrs 21 minutes = 201 minutes

6. Business Advisory Committee 8 hrs 42 minutes = 522 minutes

Total time taken during the year 2010 = 1308 minutes

i.e. 21 hrs 48 minutes

Source: Work Study of entire functioning of Secretary-General, Rajya Sabha conducted by

O&M Section, Rajya Sabha Secretariat, New Delhi, 2010.

Regarding engagement of Secretary-General in meetings of committees

of which Chairman/Deputy Chairman, Rajya Sabha, are the Chairpersons,

the data of the period from January to December 2010 had been taken.

Table-3 above shows that 1308 minutes were utilised in meetings of

Committees, namely Business Advisory Committee, General Purposes

Committee, Committee on Rules, Committee on MPLADS, Committee on

Provision of Computer Equipment to Members of Rajya Sabha and Committee

on Privileges during the said period. It comes to about 0.67% of the total

working time of Secretary-General as given in Table-2. The time spent on

committee meetings by the Secretary-General, Rajya Sabha during the year

2010 is also given in Chart-I.

In a nutshell, the Secretary-General, Rajya Sabha devoted 1570 hours

out of 3848 total working hours to the House-related/Parliamentary work

during the year (Table-2). It comes to 40.80% of his total working hours

during the year. The outcome of the work study in 2011 reinforced the work

study of the entire activities of the Secretary-General conducted in

April 2010 which is reflected in Chart-II.







6

CONCLUSION

To sum up, the Work Studies undertaken in relation to the official

responsibilities of the Secretary-General, Rajya Sabha, inter-alia, reveal

that he has considerable work load during Session time as well as in inter-

Session period. He has to spend substantial time to keep himself abreast

of various events and developments reported in the print as well as electronic

media. This enables him to advise the Chairman in relation to the admission

of various notices received from Members to raise matters of public

importance in the House. The Secretary-General may be in the thick of

politics but he is not a politician. During the sittings of the Rajya Sabha,

particularly in the beginning, the Secretary-General also functions as an

extension of the Notice Office and the Table Office since several Members

come up to the Table to hand over their notices as well as requests for

inclusion of their names in the lists of speakers for various debates and

discussions. The most revealing feature of the work studies is the fact that

almost 40% of the Secretary-General’s time is spent on dealing with the

work generated by the administrative sections and another 20% is spent on

dealing with matters relating to services provided to Members. The survey

did not cover a key activity relating to writing of Annual Performance

Appraisal Reports (APARs), which is seasonal in nature. The Secretary-General

is required to initiate about 20 APARs and review more than 50 APARs every

year. On the whole, the daily schedule of the Secretary-General leaves very

little time for substantive academic and intellectual pursuits.

Being the Officer of the House and occupant of the apex office of the

Secretariat, the Secretary-General is in a unique position to comprehensively

understand the manner in which the proceedings of the Rajya Sabha are

conducted, the Secretariat is run and its activities are organised. The

guidance and directions of the Secretary-General provide coherence and

unity of command to the organizational set up. They throw light on many

subtle aspects of running the House, taking care of the requirements of the

Chairman, Rajya Sabha, addressing the concerns of the Members, streamlining

the functioning of the committees and managing the business of the

Secretariat. In fact, a book entitled Instructions and Observations of the

Secretary-General (2007-11) has been recently brought out by the

Rajya Sabha Secretariat, which is intended to serve as a handy guide to

deal with many emergent situations and adopt appropriate strategies for

carrying out responsibilities assigned to different officers and sections.
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