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Standard Operating Procedure (SOP)
For Anganwadi Bharti Portal ~ Recruitment of Anganwadi Helpers

(ST} HAT QIEST ~ HETIRAFT HAY oy Ayegarr e emenst T3]

1. Objective / 3E52T

To establish a uniform, transparent, and digital process for the recruitment of Anganwadi
Workers and Helpers through the Anganwadi Bharti Portal.
mwmmﬁﬁma@mm, gregelf 3t faferee uftnar AR

ST |

2.Scope / HIRIETT

This SOP applies to all stakeholders involved in the recruitment process, including: -
Applicants (female candidates) - Child Development Project Officers (CDPOs) - District
Programme Officers (DPOs) - State-level Directorate (ICDS) - Technical Support Team

3. Roles and Responsibilities / §{f&hTT X 3caried

Responsibilities
Register, fill application form, upload documents,

Stakeholder

Applicant
and track status.

CDPO Office Verify eligibility, check documents, forward for
district-level approval.

DPO Office Monitor recruitment process, verify merit lists,

and finalize selections.

Oversee statewide portal functioning, issue
guidelines and notifications.

Maintain portal, resolve issues, ensure uptime,
and manage helpdesk.

State Directorate

Technical Team




4. Registration Process / Gsfiaor gfaar

1. Visit official portal; [anganwadibharti,up.gov.in] (example)

2. Click “New Registration” (w47 Gsfiun).

3. Fillrequired details: Name, Aadhaar number, Mobile number, Address.

4. Create a secure password.

5. Verify mobile number through OTP.

6. On successful registration, receive confirmation SMS/email.

5. Application Process / HTdgT Sfrar

1. Login using registered credentials.

2. Select District and Anganwadi Centre for which applying.

3. Fillall required details (educational qualification, address, etc.).

4. Upload scanned documents (JPEG/PDF format, max 2MB eacﬁ):
o Domicile Certificate

o

o

Caste Certificate

Income Certificate

Widow/Divorce/Disability/Freedom Fighter Certificate (if applica ble)
Marksheet(s)

Birth Certificate

Recent Photograph and Signature

5. Review and submit application,

6. Note: No application fee s charged.




6. Eligibility Criteria / 9TaclT ATEIGE

Criteria Requirement

Gender v Female candidates only

Age Limit 18-35 years (Relaxations as per Govt. rules)
Education As specified in district notification
Residence Must be resident of same village/ward where

centre is located

7. Selection Process / T WshaT
1. Merit-Based Evaluation:
o Based on educational qualifications and eligibility.

2. No Written Examination:
o Selection purely on merit and verification.
3. District-Level Verification:
o CDPO office verifies documents and eligibility.

4. Publication of Merit List:
o Displayed on portal and notice boards at CDPO/DPO offices.

5. Final Approval:
o Approved by district-level committee after due verification.

8. Notification & Communication / Fa=1T 3R HR
All recruitment-related notices and updates shall be posted on the Anganwadi
Bharti Portal.

« Notifications will also appear in district newspapers and official g;)vernment

websites.

Selected candidates will be informed via SMS/email.

9. Technical & Helpdesk Support/?iﬁﬁ-ﬁﬁ' Herddr

Issue Type Action to be Taken

F e
orgot Password Use “Forgot Password” link on login page and reset




Issue Type

) yP Action to be Taken
via registered mobile.

Re-login, check for missing documents or fields, and

complete submission.

Portal Error/Technical Issue Contact helpdesk through
number displayed.

Application Incomplete

portal or call helpline

10. Document Verification Process / aEdraal gcdrde gishdl

1. District officials verify all uploaded documents.

2. Physical verification may be scheduled for shortlisted candidates.
gh portaldashboard.

3. Discrepancies must be recorded and communicated throu

Verified candidates’ data is locked for final merit computation.

11. Post-Selection Process T 3a3a ST

1. Appointment Notification:

o lssuedthrough portal and district office.

2. Document Submission:

o Original certificates must be presented for verification.

3. Training & Joining:

o Scheduletobe issued by ICDS office post-appointment.

nt & Security / SET Tt 3R GL&T

12. Data Manageme
pted and stored on secured servers.

All candidate data isencry,

Access restricted to authorized officials only.

. Aadhaarand personal data handled per data protection norms.

» System maintains complete audit logs of all activities.




13. Escalation Matrix ! RV g oSy

'-e_‘El Point of Contact

Le E;_c_a_lation Time
Level1 Helpdesk Support

Within 24 hrs
Level2 District CDPO Office Within 3 days
Level3 DPQ Office Within 5 days

Leveld State ICDS Directorate Within7 days

14. Monitoring and Reporting / faeRT=T 3 ufadeer

* Daily portal performance reports generated by the technical team.

° Weekly progress reports submitted by districts to the Directorate.

» Periodic audits to ensure fairness and transparency in selection.

15. Amendments & Updates / HRITEe Ud AT

Any modification in eligibility, process, or documentation will be communicated via: -
Portal announcements

- Official circulars from ICDS Directorate
- Email/SMS notifications to registered candidates

16. Annexures / IR frse

e Annexure A: Sample Application Form
» Annexure B: Document Upload Checklist
* Annexure C: Grievance Redressal Flowchart

= Annexure D: Technical Support Escalation Form
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