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About the Project

‘Sustainable Cities Integrated Approach Pilot in India" is one of the
projects under the Global Environment Facility's Sustainable Cities
Programme. The project is led by the United Nations Industrial
Development Organization (UNIDO). The aim of the project is to integrate
sustainability strategies into urban planning and management in order
to create a favourable environment for investment in infrastructure and
service delivery, thus building the resilience of cities. The project has
three main components—Sustainable urban planning and management;
Investment projects and technology demonstration; and Partnerships
and knowledge management. The National Institute of Urban Affairs
(NIUA) has been engaged to undertake the implementation of tasks
outlined under the third component, i.e. Partnerships and knowledge
management.

NIUA will help build a multi-sectoral partnership platform to ensure the
implementation of sustainable city strategies based on an understanding
of the various technical, financial, political, social and business issues
and challenges of different stakeholders/partners. The project aims to
enhance capacity for urban governance in general, and in particular,
sustainable energy and environmental management, investment and
finance, ICT integration for efficient service delivery, and transformative
urban planning approaches. It focuses on the three sectors of solid
waste management, used water management and water management.
As a first step, NIUA conducted a Training and Assistance Need Analysis
(TANA) to understand the requirements of various stakeholders in the
five pilot cities (Bhopal, Guntur, Jaipur, Mysuru, and Vijayawada). This
analysis provided the necessary information for developing an on-the-
job training program. Based on the findings of the TANA, NIUA prepared
the training modules and curriculum for various stakeholders in the cities
mentioned above. The training modules will be used to deliver training
in the cities and then scaling up the capacity building activities of the
project.
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About the Handbook

A set of Training of Trainers (TOT) Modules and Handbook are developed
based on the findings of TANA that was conducted for the front line
workers &b ground functionaries. It comprises the following:

1. ToT Module on Social Social Security Provisions and Schemes for
Ground Functionaries.

2. ToT Module on Enhancing Leadership Skills in Ground Functionaries
and Creating an Inclusive Work-place

3. Tol Module on Occupational Health and Safety of Ground
Functionaries

4. Handbook on Social Security Provisions and Schemes for Ground
Functionaries

This handbook is a complementary document and should be read

along with the Training Module on Social Social Security Provisions and
Schemes for Ground Functionaries.

as
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Getting Started

Objective of the handbook

The objective of the handbook is to inform the workers
about the pre-requisite documents for enrolling in EPF, ESI
and E-Shram, and the process to access the account in
each of these three portals.

How was the handbook developed
The handbook was developed after a thorough reading of
the application process in each of these three schemes.

Profile of handbook users
00 This handbook is for trainers who are going to train workers
00O on social security provisions. It is a complementary
O O D document and should be read along with the ToT module
on Social Security Provisions and Schemes for Ground
Functionaries. In case this document gets translated in the
languages spoken and read by the workers, copies of the
handbook can be shared with the workers participating in
the workshop.

.
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Abbreviations

EPF

Employee Provident Fund

ESI

Employee State Insurance

ESIC

Employees’ State Insurance Corporation

IPN / IP Number

Insurance Person Number

PAN Permanent Account Number
PF Provident Fund
TANA Training and Assistance Need Analysis
UAN Universal Account Number
UNIDO United Nations Industrial Development
Organization
Social Security Provisions and Schemes for Ground Functionaries Xiii
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Required Documents

For any social security application, the following documents need to be
in place. These documents in common parlance are referred to as KYC
or Know Your Customer/Client.

Documents required:

1. Unique ldentification Number or Aadhar Card- The Aadhar Card
should have the correct spelling and address and should be linked to
a valid mobile number (currently in use).

2. Bank Account Number or copy of the passbook- The bank account
number should be linked with the Aadhar Card or Number and also
linked with a valid mobile number.

3. Permanent Account Number (PAN Card)- It should be linked with
the Aadhar Card and the bank account. The spelling on the PAN
Card should match with the details on the Aadhar Card or the Unique
Identification Number: Aadhar Portal.

4. Address Proof- Election Voter Identity Card or Ration Card with the
correct spellings and address.

5. Additional requirements- Income certificates are required to access
schemes for Scheduled Castes/Scheduled Tribes, Other Backward
Classes and Economically Weaker Sections.

6. Mobile Number- As mentioned above, both Aadhar Card and Bank
Account require a valid mobile number. This mobile number needs
to be correct and linked to both Aadhar Card and Bank Account and
should be functional to receive OTPs generated while enrolling in
various schemes. The sanitation workers should be informed that
they should avoid changing phone numbers frequently.
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Application process
for major programmes:

Employee Social
Insurance (ESI)



Using the mentioned documents, all employers are
required to register the workers on the Employees’ State
Insurance Corporation (ESIC) portal. The employer uses
the following link for logging and filling in the details of
the workers.

https../www.esic.in/ESICInsurance1/ESICInsurancePortal/
Portall ogin.aspx

The workers are not required to do anything as long
as they are registered in the ESIC portal. They can
download the E-Pehchan Card, which is a valid
proof of their enrolment from the link www.esic.in/

EmployeePortal/login.aspx

The employees or employers can use the login details
of the employer to access the column for downloading
the E-Pehchan Card. To avail the E-Pehchan Card, the
workers should have the Insurance Person Number
(IPN or IP Number) handy, along with an Employer Code
Number. These details should be with the employer if
they have registered the workers on the portal.

ESIC E Pehchan Card PDF Download EMPLOYEES' STATE INSURANCE CORPORATION
nsured Person D
. . losphnd 2y — Aadhaar Number s 1ot entered this is vald upto
Step 1: To download ESIC E Pehchan card login to employer ESIC portal with Date of Registration date: 1610812016 only
establishment ESIC code and password.
Step 2: Now on the home page there is an option called e-Pehchan card under Erproyee time: = TR REGISTE:E:N»-?ETAILS =
the employee section, now click on e pehchan card option. e of Father  Hunband: -

et ettt onvnnon X

Step 3: Now a new page will open there enter the IP number of the insured
person and click on view.

Step 4: Now details of the insured person will appear on screen like the name of

the IP, date of registration in ESIC and gender. On right hand side, there is an e
option called view counter foil now click on that.

S nore:

- Sgnae Stanp o E5C O Ervicr

Step 5: Now the E Pehchan card of the employee will open, now check whether
all the details like nominee details, family members details and dispensary details Step 6: Now sign on this ESIC card and affix your family photograph and attest
are present or not. If they are not present then update those details and take the the photograph with your employer and finally take the signature of the ESIC
print out of E Pehchan card. officer.
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Application process
for major programmes:

Employee Provident
Fund (EPF)



The employer has to use the documents mentioned
earlier to register the worker in the EPF portal, so that
the worker can avail the EPF services. After registration,
a Universal Account Number (UAN) is created and the
employer shares the same with the workers.

The workers can activate their UAN by accessing
this link: https:./unifiedportal-mem.epfindia.gov.
in/memberinterface/no-auth/uanActivation/
activationForm? HDIV_STATE _=10-8-DBC21B39D0B45
Q05C8239B7556BEDB33

To log into the system, the worker will be required to
use the mobile number they provided to the employer
for registration. On that mobile number, a one-time
password (OTP) will be received using which they can
log into the system for availing a UAN number. Once
the UAN number is available, the worker needs to
validate the Aadhar Number.

The link would ask for validation of the Aadhar
Number, which the worker shared with the employer
for registration, along with the registered name and
mobile number. Based on the Aadhar identification,
the worker would receive the authorization PIN on
their mobile phone and using the same PIN they can
log in and activate their UAN. The UAN needs to be
connected with the bank account.

@ EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
. MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA
Home / Know Your UAN

= Know Your UAN

Universal Account Number (UAN)
MEMBER e-SEWA

Mobile Number *

argL @ ©

Captcha*
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* To find out the UAN number, employees can login
into the account by using their phone number,
which is linked to the Aadhar Card.

* In case you have already registered under UAN
and would like to activate it, you can provide the
above given details and access your account and
activate it.

Documents must for EPF

1. Aadhar Number

2. PAN Number

3. Bank Account Details

4. UAN number, in case already registered to access
your account.

5. Phone number linked with Aadhar to get OTP

FRy s — Universal Account Number (UAN)
MEMBER e-SEWA
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

Activate Your Uan L]

© Details to be entered below should be as per EPFO records.

@ van

O Enter Member ID — Select State v — Select Office -- v
Region | [ office £td Est bt Member Id

O AADHAAR

O ran

Name *

Date of Birth *

Mobile No. *

Email Id

Capteha *

Get Autharization Pin

< >

. ContactUs 7 FAQs
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In case the worker would like to withdraw PF, they
must follow the instructions given in the following
document.

The above-given programmes are only valid for those
who are employed through contractual arrangements
or are working on the payroll of the urban or rural local
bodies. In case the employer-employee relationship
is unclear and the worker is in informal working
conditions and is recognized by the municipal
authorities like the waste-pickers, the worker can be
enrolled in the E- Shram portal.

Social Security Provisions and Schemes for Ground Functionaries 5



Application process
for major programmes:

Enrolmentin the
E-Shram portal



This particular enrolment is for the workers who are not
enrolled in the ESI programme. It includes workers like
waste-pickers, sorters in the Material Recovery Facility
or Dry Waste Collection Centres in the city. To enrol the
worker, the following documentation is required: Valid
Mobile Number and Aadhar Number. The workers can
be enrolled in E-Shram by using the following portal.
https:.//eshram.gov.in/home

Workers need to register by adding the phone number
linked with the Aadhar Number. The mobile number
will receive OTP for both registering and later logging
in.

(See Annexure 1)
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Annexure - |

Registration Process

G SelectLanguage ¥

o TR _ﬂq @’
Ministry of Labour
& Employment

o

it st e b

Information required for registration

Self Registration
Aadhaar number
Aadhaar linked mobile numberis preferred :]
Aadhaar lnked active mobile number

© ®

B i Cleomwes ¢ ()
m_| Bank account details o
Are you amember of?
‘Age should be between rf-sq years (27-08-1961 to 26-08-2005)
Employees' Provident Fund Organization (EPFO) Yes O No®
Employees' State Insurance Corporation (ESIC) Yes O No®
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Select Language | ¥

W 0 R .8|lq @’
I Ministry of Labour

X9 gtmpoyment L

Wi w1 o bk

[

Information required for registration

Self Registration

(&)  Aachaar number

Aadhaar linked mobile number i preferred
@ Aadhaar inked active mobile number

nter TP 1 b 1
@ Bank account detalls

@ Age should be between 16-59 years (27-08-1961 to 26:08-2005)

T R | Government of ndia

i ot
[\ Ministry of Labour

& Employment

nnns ‘Select Language | ¥

b

o

‘Aadhaar Number

View Consent Form English / Hindi

I agree to the terms & contions for registration under eSHRAM Portal

# eSHRAM TYE & 5 eyl & FYam o Wl & WEwa §

Social Security Provisions and Schemes for Ground Functionaries 9




G SelectLanguage | ¥

(TR —— b
g Ministy of abour %u%!q :

&9 wempioynent
e
Aadhaar Number ( J( It

View Consent Form English / Hindi

i gg | agree to the terms & conditions for registration under eSHRAM Portal

eSHRAM U 3 e ot 3 foam o el & v §

Access | W Skip to main con

@ 0 TR ﬂq b"»‘; |
1 Ministy of Labour I E I

&9 wemployment

Aadhaar Number *

View Consent Form English / Hindi

| agree to the terms & conditions for registration under eSHRAM Portal

# eSHRAM Tée 3 T8 toftarur & Fram ofre vl & wema §

enterore &)
(Please enter OTP your Aadhaar linked mobile numby 0547)

295ec
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@Screen Reade W Skip to main content

MG FTR | Government of India

e e—— _S[q &
Ministry of Labour I ! I -

P, & Employment

REGISTRATION FORM

(@) YOURPERSONAL PARTICULAR AS ER AOHANR

Your personal particular as per Aadha
Name

Date of Birth

Gender

Address

Localty [N
oistrict

state

Pin Code

Country -

Your Aachaar linked bank INDIAN BANK

Bank Aadhaar Seeding Status Active

1 agree that al the information shown above are correct

P & Employment

et _ S e
Ministry of Labour

wtha s g ot

REGISTRATION FORM

Personal Information
PERSONALINFORMATION
Registered Mobile Nur&her Ki}

Emergency Mobile Number @

email
Marital Status * "
Social Category '@ e
Blood Group v
Differently Abled " Yes O No @

Nominee Details 0

Would you like to fll Nominee details? @ Yes O No @

o
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Wl s i o s
Ministry of Labour
& Employment

PERSONAL INFORMATION

Residentials Details

Home State”

Current Address

House Number"
Locality

State*

District

Sub District/Tehsil

Pin code

Staying at current location”

Migrant Worker '@

REGISTRATION FORM

ves O No ®

17 U SR HAre
O Ministry of Labour

&9 wemployment

(@) YOURPERSONAL PARTICULAR AS PER AADHAAR

DUCATION QUALIFICATION

REGISTRATION FORM

Education Qualification

Education Qualification *

Education Certificate

Monthiy Income siab’

Income Certificate

Choose File |No file

Allowed file type pdf, .png, jog, joeg only, max size 1 Mb,

Choose File |No file chosen

Allowed file type pdf,.png. jog. joeg only, max size 1 Mb,
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Ministry of Labour
&9 wemployment

e 3 e
‘§| -3

REGISTRATION FORM

(@ YOUR PERSONAL PARTICULAR S PR ADHAKR
Occupation and Skills
& PERSONAL INFORMATION

Primary Occupation *
ki e

[ rooress. "
Working experience in Primary Occupation’ (In years) P

&) EDUCATION QUALFICATION Secondary Occupation
Gk toview NGO codes sk gy

B occupaion AND SKILLS

Occupation Certificate @

Choose File | No file
Allowed fle type .pdf, .png. Jpg. Jpeg only, max size 1 Mb.

How did you acquire Skills?

skills to be upgraded

o

Ministry of Labour
& wemployment

00 T ISR s - @
=

& PERSONAL INFORMATION
Primary 04 "’"&““
ko view NGO codes 1t

ADDRESS .
Working experience in Primary Occupation” (In years) S
P
Giktovew NCOcodesiot gy

8 0cCUPATION AND SLLS

Click to view NCO

Occupation Certificate €

Choose File | No file cho:

Allowed fil type pdf,.png. Jpg. Jpeg only, max size 1 Mb.

How did you acquire skils?

Skillsto be upgraded

13
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Fickd Crop and Vegeable

Pouiry Protucens Agreulre

Je—

> e Asrcuture
TR T

ot sl
S

Rt st ofeey_| o ‘Scving Machine Opersiors
e e Ober with Descripson)

Eaad
g wsw s Transpon Condntons
Rt

e
T [Eep——
Ll

Repaers

s snd T Drivrs T

MRATR | Governn

R — _S[q &
Ministry of Labour

2D Employment AT T
it et gt

REGISTRATION FORM

Occupation and Skills
Primary Occupation *

Clktoview O ot st gy oome| I

ADDRESS . . N Domestic Cleaners and Helpers
Working experience in Primary Occupation’ (Inyears)
Domestic Cooks

B EDUCATION QUALIFCATION Secondary Occupation
Ciktoview N otes st Domestic Housekeepers
ATION AND
Occupation Certificate @

How did you acquire skils? v

Choose File | o file chosen

Alowed fle type .pdf, .png. jpg. jpeg only, max size 1 Mb.

skills to be upgraded v

o
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W SKp to main content | £

s g_sm' &
) Ministry of Labour I 5 I

&2 wemployment

REGISTRATION FORM

Bank Account Details
PERSONAL INFORMATION
Bank seeding with Aadhaar
i :
Confirm Bank Account Number”
B EDUCATION QUALACATION

Account Holder Name'@)

Look up for IFSC code” n

Bank Name

B8 OccuUPATION AND SKILLS

ANK DETAI

Branch Name

S — 9 &
Ministry of Labour

& Employment m
=

REGISTRATION FORM

YOUR PERSONAL PARTICULAR AS PER AADHARR

Bank Account Details

PERSONAL INFORMATION
Bank seeding with Aadhaar
Register with bank account " @ YesO No ®
) EDUCATION QUALIFICATION

BANK DETALS

Social Security Provisions and Schemes for Ground Functionaries 1 5



@Screen Reader Access | W Skip to main content

RA DR

- _9I e
Ministry of Labour I E I

&2 s employment

REGISTRATION FORM

Bank Account Details
& PERSONAL INFORMATION
Bank seeding with Aadhaar Yes
sl AR
Register with bank account @

8 EDUCATION QUALIRCATION "
Bank Account Number - "

B OCCUPATION AND SKILLS. Confirm Bank Account Number*

Account Holder Name'@) .

Look up for IFSc code” “

Bank Name

BANKDE

Branch Name

o

b oo [ [0

st s _9 &
Ministry of Labour

¥, &Employment st Ty
i vt bt

REGISTRATION FORM

Preview/Self Declaration m

Name

Date of Bith

Gender

Address hs33401
533401

Notes  nformation shown sbove are as per Aschaar

Mobile Number

Marital status

Husband Name
Social Category
Blood Group

Differently Abled

Nominee Detail
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Migrant Worker

UR PERSONAL PARTICULAR AS PER AADHAAR

Permanent Address 4533401

Qualification

Monthly Income

8 EDUCKTON QUALIRCATION

8 occupaTion D sk

Primary Occupation

Working experience n Primary Occupation

Bank Account Seeded with Aadhaar

Bank account details

Bank linked with Aadhaar

Declaration

1 solemnly declare that al the information furnished in ths registration form s true to the best of my knowledge. | take the responsibity for the correctness of the
information furnished by me for this registration.

Furtheritis dediared that

1.12m not a member of ESIC /EPFO.

2.1am not aIncome tax payer.

3.Althe information provided by me may be validated at the time of receipt o any scheme related monetary benefits under social security code of government of India

) 1undertake that, | am neither a member of Government services/PSUs, nor an income tax payee. | also undertake that the information furnished in the registration
i the best of my knowledge. f any of me s found to be incorrect, lable for deemed i

ibmit

Migrant Worker

Permanent Address 4533401

Qualification

Monthly Income

Primary Occupation

Working experience in Primary Occupation

Bank Account Seeded with Aadhaar

Bank account details

Banklinked with Aadhaar

Declaration

I solemnly declare that all the information furnished in this registration form is true to the best of my knowledge. | take the responsibility for the correctness of the
information furnished by me for this registration.
Further it is declared that
1.1am not amember of ESIC /EPFO.
N 2.1am not aincome tax payer.
3,Althe nformation provided by me may be valdated at thetime o receipt of any

benefits under y ‘government of India.

unflertake that, | am neither a member of Government services/PSUs, nor an income tax payee. | also undertake that the information furnished in the registration
ue to the best of my knowledge. If any of the fat(s) provided by me is found to be incorrect,  shall b liabl for legal action as deemed appropriate.
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Migrant Worker

Permanent Address 4533401

& PERSONAL IFORMATION

Qualification

B8 rooress Monthly Income

8 EDUCATION QUALIRCATION
Primary Occupation

Working experience in Primary Occupation
B OCCUPATION AND SKILLS

M sakoeTAl Bank Account Seeded with Aadhaar

Bank account details

SELF DECL Bank linked with Aadhaar

Declaration

1 solemnly declare that al the information furnished in this registration form is true to the best of my knowledge. | take the responsibiiy for the correctness of the
information furnished by me for this registration.

Further it is declared that

1.12m not a member of ESIC /EPFO.

2.1am not a income tax payer.

3. Allthe information provided by me may be validated at the time of receipt of any scheme under social nment of India

| undertake that, | am neither a member of Government services/PSUs, nor an income tax payee. | also undertake that the information furnished in the registration
i of my . Ifany of the me is found to be incorrect, I shall be liable for legal action as deemed appropriate.

o’ 1

@screen Reader W Sidp to main content

% ¢d AR Harery @
's‘l o

D e employment

REGISTRATION FORM

Thank youfor registering as Unorganised Worker. Your UAN number has been sent by SMS to your registered mobile XXXXKX0547.

UAN Card
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Notes:
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Notes:
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