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Duty List of Ticket Checking Staff

General Guidelines for all Ticket Checking Staff: -

He shall wear a neat and clean uniform (as prescribed by the competent
authority) along with a name badge, Identity card, etc. properly.
Without name badge he/she will not join the duty nor he/she will
perform any duty.

The supervisor at each location would cross check the attendance
register of each section by the end of the day and would write number
of staff available on each page for each day out of total number of staff
mentioned on that page and countersign daily.

He shall “Sign On” and “Off” through TTE Lobby (E-Lobby) and
declare personal cash in the prescribed register maintained in TTE
office, in the HHT Device as well as back side of the EFT foil.

He shall prevent illegal/unauthorized entry of passenger in Coach as
well as in station premises. If necessary, help of GRP/RFP must be
taken for removal of these passengers and deal with them under
provisions of Section 155(I) of Railway Act, 1989.

He shall ensure that whenever inflammable and dangerous/prohibited
goods are detected, intimation about the same must be given to the
RPF to get it confiscated and removed from station premises.
Particularly ticket checking staff working in squad shall conduct
checks in FTR coaches on this aspect. Any violation of safety
provisions (inflammable and dangerous/prohibited goods are carried
by passengers) the same must be informed to the appropriate
authorities (Commercial/RPF) for disposal of the same.

He must be polite, tactful and courteous in his dealings with the
passengers and special assistance to be rendered to senior citizens,

female passengers, pregnant ladies, persons with disabilities etc.
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1.1.7

1.1.8

1.1.9

1.1.10

1.1.11

1.2

1.2.1

1.2.2

1.2.3

He is responsible for taking action against the persons smoking in
public, littering on train, at stations and circulating area under section
167 of Railway Act 1989.
Suspected case of Child Trafficking must be immediately reported to
GRP/RPF and assistance booth available on platforms or call on
national helpline number for child on 1098.
He shall make people aware of online mode of complaint through 139/
Rail Madad and make them available to passengers who demand for
recording complaints, in case of failure to online mode of complaint.
He shall collect all the railway dues through HHT device and also
ensure entries of the same in EFT foils. He shall ensure proper
synchronization of HHT on real time basis.
Any additional activities assigned by Sr. DCM or by HQ commercial
office.
Specific Guidelines for Ticket Checking staff working in Amenity
Duty:
He shall report for duty at least one hour before the scheduled departure
of the train at the train originating station and at least half an hour before
the scheduled arrival of the train at intermediate station. He should be
visibly available in front of his allocated coaches to assist the passenger
boarding in such coaches. He would also observe that no unauthorized
persons are entering in the coach. No pickpockets and person with a
intention of purse theft, mobile theft, luggage theft are entering his
coach.
He shall obtain complete position of the reservations, check the same
on train and maintain the reservation chart showing vacant berth/seat of
all the coaches through HHT and hand over to the next reliever properly.
He shall ensure that only Bonafide passengers are occupying

seats/berths in coaches allotted to him.
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1.24

1.2.5

1.2.6

1.2.7

1.2.8

1.2.9

He shall ensure that passengers in coach do not carry excess heavy
luggage in their compartments causing inconvenience to fellow
passengers. Ideally such excess and oversized luggage should have been
booked in luggage van. If the present luggage is more than free
allowance then it should be charged as per extant rules.

He shall take care of the passenger amenities like cleanliness,
availability of water in toilets and wash basin, working condition of AC,
supply of food etc. and report deficiencies if any to the Train Captain
who in turn inform to commercial control and mechanical control for
early correction.

He shall ensure that end doors of vestibule coach are kept locked during
22.00 hrs. to 06.00 hrs. and be vigilant during the night time to prevent
unauthorized entry.

In case any passenger falls sick enroute, he shall provide the immediate
first-aid available with him in his Medical Box. If necessary, inform the
nearest station through commercial control for Doctor’s visit.

In case of AC failure after collecting memo from AC mechanic, he shall
issue refund certificate through EFTs so that passenger get matching
refund at destination.

If a passenger has communicated any complaint onboard, as a first step
he must redress the complaint by taking prompt action to remove the
cause of the complaint and render satisfactory service to the passengers.
In case the complaint remains unresolved then the TTE shall advise the

passenger for lodging their complaint through 139 (Rail Madad).

1.2.10He must make passenger aware of Rail Madad/139 where passengers

can get services regarding Safety and medical emergencies, Train
information, Complaints, Registered complaint status, SMS services

etc. (also inform the incident to the patrolling RPF staft onboard). He
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should assist in filing FIR with onward RPF and/or GRP staff. Coach
TTE shall possess sufficient FIR forms along with him/her.

1.2.11He must be aware of the usage and availability of Fire Extinguisher in
the coaches and also check the date of expiry of the Fire Extinguisher.

1.2.12He shall confirm about availability of sufficient quantity of food water
along with complaint books with the pantry car manager regarding
catering services.

1.2.131In case of Alarm Chain Pulling (ACP), on-board TTEs should look into
the matter and find out the reason of ACP and persons involved in it. If
such person is located and do not give satisfactory reasons for Alarm
Chain Pulling then such person should be handed over to the on board
escorting RPF personnel for further action under Indian Railway Act
1989.The matter should also be conveyed to the Divisional Commercial
Control Office.

1.2.14 Any additional activities assigned by Sr. DCM or by HQ commercial

office.

1.3  Specific Guidelines for Ticket Checking staff working in Squad Duty:
1.3.1 He shall check the tickets or pass properly and to prevent unauthorized
entry in station premises. Any unauthorized persons should not enter

into the railway ticketed area during his presence.

1.3.2 He shall collect all the railway dues through HHT device and also
ensure entries of the same in EFT foils.

1.3.3 He will ensure that passengers in the EMU/MEMU/Passenger and
Mail/Express trains should carry luggage as per Railway Rule and
charge excess luggage if detected un-booked.

1.3.4 He shall be vigilant during check in EMU/MEMU/Passenger and Mail

Express trains  and prevent fraudulent/unauthorized traveling.
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1.3.5

1.3.6

1.3.7

In case any passenger falls sick enroute, he shall arrange suitable
medical assistance by informing the nearest station through commercial
control.

In case of Alarm Chain Pulling (ACP), on-board TTEs should look into
the matter and find out the reason of ACP and the persons involved in
it, if such person is located and do not give satisfactory reasons for
Alarm Chain Pulling then such person should be handed over to the on
board escorting RPF personnel for further action under Indian Railway
Act 1989.The matter should also be conveyed to the Divisional
Commercial Control Office.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.

1.4  Specific Guidelines for Ticket Checking staff working in Static Duty:

1.4.1

1.4.2

143

1.44

1.4.5

1.4.6

He shall check the tickets or pass properly from all persons entering into
ticketed area.

He must be at every entry & exit point of the station. At the exit point
minimum 10% of tickets should be collected. Such ticket should be sent
to divisional office to cross check use of old ticket, fraudulent ticket,
ticket without number or date, blank ticket and any other abnormality
in ticket.

He shall collect all the railway dues through HHT device and also
ensure entries of the same in EFT foils.

He will ensure that passengers in the station should carry luggage as per
with Railway Rule.

He shall be vigilant during the check and prevent beggars, vagabond,
eunuch, ticketless person to enter into the station.

Station area should be properly checked. At the station he would check

how many unauthorized gates are existing for the ticketed area of
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1.4.7

1.4.8

station. He would ensure the blocking all unauthorized gate with the
help of local engineering department. Incase if it is not possible then a
letter for such demand should be send to the Sr. DEN with a copy to Sr.
DCM. This should be regularly chased, till such gates are closed.

He must inform Commercial Control in case of any deficiency in
passenger amenity in station.

Any additional activities assigned by Sr. DCM or by HQ commercial

office.
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