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D6/37190/09

PoliceHeadquarters, Kerala
Thiruvananthapuram-695010

Date: \ \ /08/2009

tjrcular ~o: 29/Qf!

Sub: Photo Identity Cards - Issue - Procedure - Prescribed - reg.
Ref: 1. PHQLetter No. D12-8602/97 dated 06/10/1999.

2. PHQLetter No. H6(c)/92083/06 dated 22.07.08
3. PHQCircularNo. 9/99 Dated 12.07,,99

Instructions regarding issue of Identity Cards were issued vide reference
cited.

Hitherto Photo Identity Cards (PIC) were issued by various Unit Heads.
The life of a laminated Identity Card is very limited. With the advent of digital
technology it is extremely convenient to produce better and more secure Photo
Identity Cards. Hence the following procedure will be adopted for the issue of
new DigitalPhoto Identity Cards:-

(1) New Photo Identity Cards will be issued by Superintendent of Police
(Security), SBCID,to all the Officers of and above the rank of CIs working
in Kerala Police,on behalf of the Director General of Police, Kerala.

The new card making process with machinery will be integrated with the
present SBCID Security wing.

(2)

(3)

(4)

A DigitalCommon Database of Officers willbe created.

The Unit Head willbe ,responsible for ensuring the fact that the Photo, the
Name and the details "'ofthe person to whom the card is issued are all
correct.

All Unit Heads are directed to prepare and forward a filled up Proforma
digitally (as in the specimen enclosed herewith) in case of each officer of
and above the ranks of CIs. (The instruction. regarding issue of Identity
Cards for officers up to the Rank of SIs willbe issued later).

Allpersonnel, both officers and constabulary, will be issued Identity Cards
with blue band on top.

Six digit consecutive numbers will be given for the Identity Cards. The
PEN (Permanent Employee Number) generated from 'SPARK'application
for each individualof Police Department should be used for this purpose.

The Unit Heads concerned will collect the photographs of above ranked
Officers working in their respective Units in digital form with their scanned



(9)

signaturesalongwith two identificationmarksof the concernedand send
them to the SP(Sec.),who will prepareand issuethe Identity Cardsto
the Unit Heads.The Unit Head will distribute the Identity Cardsto the
concernedunderacknowledgement.Careshouldbe taken to seethat the
Signature and identification marks are that of the person in the
photograph.

The photograph of the individual should be one giving front view, in
uniform without cap/working dress. No photographwith dark glassesis
allowed. .

(10) The normalperiodof validity of the Identity Cardwill be 5 yearsor till the
date of retirement,whicheveris early.

(11) Whenthe validityof the Identity Cardis over, it shouldbe surrenderedfor
getting a newIdentity Card.

(12) The IdentityCardshallbe surrenderedto the Unit Headsat the timeof
retirement or whenthe validity is over. The Unit Head, in turn, will sendit
to the SP(Sec.)andobtain properacknowledgement.

(13) In caseof transfer,promotionor deputationto foreignDepartments,the
holder of the Identity Cardshouldsurrenderthe same to the Unit Heads.
The Unit Head, in turn, will send it to the Superintendent of Police
(Security) and obtain properacknowledgementand issuethe modifiedID
Card, if necessary.

(14) It is the responsibilityof the individualto keep the Identity Card in safe
custodyand to seethat the same neverfallsinto wrong hands. In case of
lossof the Identity Card,~heindividualwill be held responsible.

,"
(15) The holder of the Identity Card should ensure that the ID Card is not

damagedor mutilated.The holder of the Identity Card should not make
any duplicatecopyof the samein any form.

(16) Lossof an Identity Cardshould be reportedto the Issuing Authorityand
the nearest PoliceStation without any loss of time. The SHOconcerned
should make an entry in the General Diary to this effect and causean
enquiry into the circumstancesof the reportedlossand makeall effortsto
retrieve the IdentityCard.

(17) For issue'of a duplicateIdentity Card, in caseof genuine loss,an amount
of Rs. 200/- willbe realised from the individual.This amount has to be
remitted .in the Govt.Treasury under the Headof Account No."0055-00-
800 - other receipts- 98- other item".

(18) The details of Identity Cards issuedto all PolicePersonnelwill be made
availablein the Computermaintainedin the State PoliceMonitoringRoom
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and the SecurityControlRoomso that whenever there is an enquiry from
any source, the identity of the card holder can be confirmed.

(19) All the Unit Heads shall arrange to conduct physical checking of the
Identity Cardsannually in Decemberevery year and the result intimated
to the Inspector General of Police (Security), SBCIDHeadquarters during
January. .

(20) SP (Sec.) will draw up a Unit-wiseschedulefor issue of the Identity Cards
initiallyand the Unit Heads will make available the photographs and
required details in digital format as per the :chedule (Format attached).

(21) Each Identity Card should at least contain the details like Unique ID
Number (PEN), Name, Date of birth, Rank, two identification marks, date
of expiry, contact number/address in case of loss of card etc. However
Superintendent of Police, (Security) can include more details if felt
appropriate.

(23)

(22) While on duty in mufti, the Identity Card should be fixed in a card holder
and worn with Blue strap with 'Kerala Police' printed in white colour,
running. around the collar (inside). However it need not be worn in the
above fashion while on duty in uniform. But on such occasiQns it needs to
be worn with a strap on the neck concealed under the collar and shown
on demand. The card holder and the Bluestrap with 'Kerala Police' printed
in white should be provided by the Superintendent of Police (Security).

IGP (SCRB)will provk:lea specific page in the official website of Kerala
Police with the phone numbers of SPMRand State Security Control Room
which can be used for checking the authenticity of the Photo Identity Card
in the event of any suspicion regarding genuineness of any Photo Identity
Card. ,\

f

To
The Add!.Directors General of Police, Zones/Intl./Crimes!Trg/ AP Bns.
The Inspectors General of Police, Ranges/SCRB/APBn./Security.
The Dy. Inspector General of Police (APBn.),
The Superintendents/Commissioners of Policeof Districts & Cities,
The SsP, Computer Celi/SCRBjTele/Railways/Security.
The Commandants of all Battalions.

Copy to: IGP (HQ)/IGP(Admn.)/SP (HQ), PHQ, to co-ordinate on behalfof DGP.
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ID Card ProfornU1

1. N~une:......................................................

2. Fatllel"'sNanle:............................................

J. RaJIk: .........

4.Presellt Post: ... 1 1 1 ....

5. Pre"\iolJS I-Card No: . . . . . . . . . . . "S .. . . . . . . . . . . . . , . . . ..

6. Two identification marks:

PhOfo

1: ~.................................

. . . . ." . . .. . . . . . . . . . .. . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . ... . . . .. . . . . . . . . . . . . ... . . t . . . . . .

~: ..............................................................................
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Signature oft.he officer
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