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SECTOR: INFORMATION TECHNOLOGY- INFORMATION TECHNOLOGY ENABLED SERVICES (IT-

ITES)ces Helpdesk Attendant 

SECTOR: IT-ITES 

SUB-SECTOR: Business Process Management 

OCCUPATION: CRM 

REFERENCE ID: t²5κSSC/Q2212 

ALIGNED TO NCO CODE: TBD 

 

Domestic Data Entry Operator in the IT-ITeS Industry is also known as Data Entry 

Operator 

Brief Job Description  Individuals are responsible to provide daily work reports and work 
on daily hour bases. The individual is responsible for electronic entry of data from the 
client side to the office site or vice-versa. Individual tasks vary depending on the size and 
structure of the organization. 
 
Personal Attributes: This job requires the individual to have thorough knowledge of 

various technology trends and processes as well as have updated knowledge about 

database management systems and IT initiatives. The individual should have fast and 

accurate typing / data encoding. This job involves working in a personal computer, and 

appropriate software to enter accurate data regarding different issues like retrieving 

data from a computer or to a computer 

 

EYE ON IT 
Current Industry 
Trends 
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 Qualifications Pack Code SSC/Q2212 

Job Role Domestic Data Entry Operator 

Credits (NSQF) TBD Version number 1.0 

Industry IT-ITeS  Drafted on  30/08/2013 

Sub-sector 
Business Process 
Management 

Last reviewed on 31/01/2015 

Occupation 
Customer Relationship 
Management 

Next review date 
31/03/2016 
 

 NSQC Approval Approved by NSQC on 19/05/2015NSQC 

Job Role Domestic Data Entry Operator  

Role Description 
Maintain proper entry of required data of customers through 
use of various data entry softwares and techniques. 

NSQF level 
Minimum Eligible Age 

Minimum Educational Qualifications 
Maximum Educational Qualifications 

4 

18 years 

10th  
Diploma in Computer Science/Technology 

Training 
(Suggested but not mandatory) 

Training programs and certifications in database management, 
hardware management, routing and switching, network 
management, customer orientation, dealing with difficult 
customers etc. 

Experience 
  

0-1 years of work experience/internship in a relevent area 

Occupational Standards (OS)   

Compulsory: 
1. SSC/N3022 (Undertake data entry services) 
2. SSC/N9001 (Manage your work to meet requirements) 
3. SSC/N9003 (Maintain a healthy, safe and secure working 

environment) 
 
 Optional: 
Not Applicable 

Performance Criteria As described in the relevant OS units 
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Glossary of Key  Terms  
  

 
Keywords /Terms Description 

Sector 

 

Sector is a conglomeration of different business operations having similar 

businesses and interests. It may also be defined as a distinct subset of the 

economy whose components share similar characteristics and interests. 
Sub-sector Sub-sector is  derived from a further breakdown based on the 

characteristics and interests of its components. 
Vertical 

 

Vertical may exist within a sub-sector representing different domain 

areas  or the client industries served by the industry. 
Occupation 

 

Occupation is a set of job roles, which perform similar/related  set of 

functions in an industry. 
Function 

 

Function is an activity necessary for achieving the key purpose of the 

sector, occupation, or area of work, which can be carried out by a person 

or a group of persons. Functions are identified through functional analysis 

and form the basis of OS. 
Sub-functions 

 

Sub-functions are sub-activities essential to fulfill the achieving the 

objectives of the function.  
Job role 

 

Job role defines a unique set of functions that together form a unique 

employment opportunity in an organization. 
Occupational 

Standards (OS) 

 

OS specify the standards of performance an individual must achieve when 

carrying out a function in the workplace, together with the knowledge and 

understanding they need to meet that standard consistently. 

Occupational Standards are applicable both in the Indian and global 

contexts. 
Performance 

Criteria 

 

Performance Criteria are statements that together specify the standard of 

performance required when carrying out a task. 

National 

Occupational 

Standards (NOS) 

NOS are Occupational Standards which apply uniquely in the Indian 

context. 

Qualifications Pack 

Code 

Qualifications Pack Code is a unique reference code that identifies a 

qualifications pack. 
Qualifications 

Pack(QP) 

 

Qualifications Pack comprises the set of OS, together with the 

educational, training and other criteria required to perform a job role.  A 

Qualifications Pack is assigned a unique qualification pack code.  
Unit Code 

 

Unit Code is a unique identifier for an OS unit, which can be denoted with 

either an ‘O’ or an ‘N’.   
Unit Title 

 

Unit Title gives a clear overall statement about what the incumbent 

should be able to do. 
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Description Description gives a short summary of the unit content. This would be 

helpful to anyone searching on a database to verify that this is the 

appropriate OS they are looking for. 
Scope 

 

Scope is the set of statements specifying the range of variables that an 

individual may have to deal with in carrying out the function which have a 

critical impact on the quality of performance required. 
Knowledge and 

Understanding 

Knowledge and Understanding are statements which together specify the 

technical, generic, professional and organizational specific knowledge that 

an individual needs in order to perform to the required standard. 
Organizational 

Context 

 

Organizational Context includes the way the organization is structured 

and how it operates, including the extent of operative knowledge 

managers have of their relevant areas of responsibility. 
Technical 

Knowledge 

 

Technical Knowledge is the  specific knowledge  needed to accomplish 

specific designated responsibilities. 

Core Skills/Generic 

Skills  

 

Core Skills or Generic Skills are a group of skills that are key to learning 

and working in today's world. These skills are typically needed in any work 

environment. In the context of the OS , these include communication 

related skills that are applicable to most job roles. 
Helpdesk Helpdesk is an entity to which the customers will report their IT problems. 

IT Service Helpdesk Attendant is responsible for managing the helpdesk. 
 Keywords /Terms Description 

IT-ITeS Information Technology - Information Technology enabled Services 

BPM Business Process Management 

BPO Business Process Outsourcing 

KPO Knowledge Process Outsourcing 

LPO Legal Process Outsourcing 

IPO Information Process Outsourcing 

BCA Bachelor of Computer Applications 

B.Sc. Bachelor of Science 

OS Occupational Standard(s) 

NOS National Occupational Standard(s) 

QP Qualifications Pack 

UGC University Grants Commission 

MHRD Ministry of Human Resource Development 

MoLE Ministry of Labour and Employment 

NVEQF National Vocational Education Qualifications Framework 

NVQF National Vocational Qualifications Framework 

 NSQF National Skill Qualification Framework 
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Overview  
 
This unit is about dealing with basic IT services in the form of data entry services. 
 
 
 
 
 
 
 
 
 
 
 

National Occupational 

Standard  
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Unit Code SSC/N3022 

Unit Title 
(Task) 

Undertake data entry services 

Description This unit is responsible for performing data entry work using a personal computer and 
appropriate software, entering, updating, researching, verifying and/or retrieving data 
into/from various systems, and ensuring the accuracy and confidentiality of 
information recorded.. 

Scope This unit/task covers the following: 
Incidents may involve: 

 storage 

 databases 

 applications 

 security 
Problems about: 

 networking/connectivity  

 operating system/software 

 installation/configuration 

 computer hardware 
data entry errors may include: 

 database error management 

 database access management 

 application installation 

 security hardening 
Appropriate people: 

 line manager 

 supervisor 

 subject matter experts 

Performance Criteria (PC) w.r.t. the Scope  

 To be competent, you  must be able to: 
PC1. obtain sufficient information from the customer /client to understand the 

need  and perform initial task 
PC2. assist the customer in providing right information to be entered 
PC3. provide the customer with a reasonable estimate time of entering data 
PC4. prioritize service requests according to organizational guidelines  
PC5. refer the problem to a competent technical support team if it cannot be 

resolved by the operator 
PC6. record and perform the service request accurately as per organizational 

processes and policies  
PC7. transcribes, enters, and verifies data from a variety of source material 

including financial, personnel, police and other records or reports 
PC8. receives source documents from various departments, public, agencies, etc. 

and verifies accuracy of material, prior to input 
PC9. transcribes selected data into a computer and scans source documents in 

accordance with specific program instructions 
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PC10. compares transcribed data, as displayed on a visual screen, with the source 
document and corrects any errors  

PC11. obtain help or advice from specialist if the problem is outside his/her area of 
competence or experience 

PC12. determines the cause of error message while entering data and makes 
appropriate corrections 

PC13. maintains files of source documents or other information relative to data 
entered; 

PC14. performs various related functions to insure that the computer is maintained 
in a neat and orderly manner 

PC15. assists in (or performs) the filing and storage of security and back up data files 
PC16. may perform various back-up or relief clerical duties as needed (i.e., 

switchboard, receptionist, fingerprinting, etc ) 
PC17. monitor the problem and keep the customer informed about progress or any 

delays in the process 

Knowledge and Understanding (K) 

A. Organizational 
Context 
(Knowledge of 
the company/  
organization and  
its processes) 

The user/individual on the job  needs to know and understand: 
KA1. relevant legislation, standards, policies, and procedures followed in the 

company  
KA2. how to engage with both internal and external specialists for support in order 

to perform the desired task. 
KA3. data entry  procedures, tools, and techniques  
KA4. potential helpdesk customers and their typical requirements  
KA5. role and importance of the data entry operator in supporting business 

operations  
KA6. evaluate the adequacy of existing helpdesk feedback systems and suggest 

improvements. 

B. Technical   
knowledge 

The user/individual on the job  needs to know and understand: 
KB1. basic understanding of computer and its terminology 
KB2. different software needed for report writing including MS office suit or open 

source office 
KB3. basic and advance pc workstation configuration, maintenance, networking as 

well as trouble shooting 
KB4. good knowledge of the operation and use of a standard alphanumeric 

keyboard 
KB5. how to compile simple reports from data entered and ability to make 

comparisons between them through use of various database management 
softwares 

KB6. how to make error free data entry with the help of various software, devices, 
equipment 

KB7. typical problems raised by customers and their solutions, including 
workaround (alternate/situational) solutions 

KB8. typical response times and service times for problems 
KB9. the importance of documenting, classifying, prioritizing service requests, 

crowd management and others. 
KB10. helpdesk systems, policies, and procedures  
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KB11. maintain a knowledge-base of the known problems 

Skills (S) 

A. Core Skills/ 
Generic  Skills  

 Writing Skills 

You need to know and understand how to: 
SA1. document call logs, reports, task lists, and schedules with co-workers  
SA2. prepare status and progress reports   
SA3. write in at least one language 

Reading Skills 

You need to know and understand how to: 
SA4. read about the software and the documents, products and services with 

reference to  the organization . 
SA5. keep abreast with the latest knowledge by reading newspaper , pamphlets, 

and product information sheets 
SA6. read comments, suggestions, and responses to frequently asked questions 

(FAQs) posted on  the helpdesk portal 

Oral Communication (Listening and Speaking skills) 

You need to know and understand how to: 
SA7. discuss task lists, schedules, and work-loads with co-workers  
SA8. question customers appropriately in order to understand the nature of  the 

problem and make  a diagnosis  
SA9. give clear instructions to customers and perform the task  
SA10. keep  customers informed about progress   
SA11. avoid using jargon, slang  or acronyms when communicating with a customer, 

unless  it is required   

B. Professional Skills 

 
 

Decision Making   

You need to know and understand how to: 
SB1. follow rule-based decision-making processes 
SB2. identify anomalies in data  
SB3. make a decision on a suitable course of action or response 

Plan and Organize 

You need to know and understand how to: 
SB4. plan and organize your work to achieve targets and deadlines 

Customer Centricity  

You need to know and understand how to: 
SB5. work effectively in a customer facing environment  
SB6. carry out rule-based transactions in line with customer-specific 

guidelines/procedures/rules and service level agreements  
SB7. check that your own and/or your peers work meets customer requirements 

Problem Solving  

You need to know and understand how to:  
SB8. apply problem-solving approaches in different situations 
SB9. refer anomalies to the supervisor 
SB10. seek clarification on problems from others 

Analytical Thinking  
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You need to know and understand how to: 
SB11. analyze data and activities 
SB12. configure data and disseminate relevant information to others 
SB13. pass on relevant information to others 

Critical Thinking  

You need to know and understand how to: 
SB14. provide opinions on work in a detailed and constructive way 
SB15. apply balance judgments to different situations 

Attention to Detail 

You need to know and understand how to: 
SB16. apply good attention to detail 
SB17. check your work is complete and free from errors 
SB18. get your work checked by others 

Team Working 

You need to know and understand how to: 
SB19. contribute to the quality of team working  
SB20. work independently in a team environment 
SB21. work independently and collaboratively  

C. Technical Skills You need to know and understand how to: 
SC1. source and use coding standards, ticketing tools and utilities/tools   
SC2. use information technology effectively to input and/or extract data accurately 
SC3. identify and refer anomalies in data 
SC4. store and retrieve information 
SC5. agree objectives and work requirements 
SC6. keep up to date with changes, procedures and practices in your field of 

expertise  
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NOS Version Control 
 
 

NOS Code SSC/N3022 

Credits(NVEQF/NVQF/NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Industry IT-ITeS  Drafted on  30/08/2013 

Industry Sub-sector 
Business Process 
Management 

Last reviewed on 31/01/2015 

  Next review date 31/03/2016 
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Overview  

 
This unit is about planning and organizing your work in order to complete it to the required standards 
on time   

National Occupational 

Standard  
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Unit Code SSC/N9001 

Unit Title 

(Task) 
Manage your work to meet requirements 

Description This unit is about planning and organizing your work in order to complete it to the 

required standards on time. 

Scope This unit/task covers the following: 

Work requirements: 

 activities (what you are required to do) 

 deliverables (the outputs of your work) 

 quantity (the volume of work you are expected to complete) 

 standards (what is acceptable performance, including compliance with Service 
Level Agreements) 

 timing (when your work needs to be completed) 
Appropriate people: 

 line manager 

 the person requesting the work 

 members of the team/department 

 members from other teams/departments 
Resources: 

 equipment 

 materials 

 information 

Performance Criteria (PC) w.r.t. the Scope  

 To be competent on the job, you  must be able to: 

PC1. establish and agree your work requirements with appropriate people 
PC2. keep your immediate work area clean and tidy 
PC3. utilize your time effectively 
PC4. use resources correctly and efficiently 
PC5. treat confidential information correctly  
PC6. work in line with your organization’s policies and procedures  
PC7. work within the limits of your job role  
PC8. obtain guidance from appropriate people, where necessary 
PC9. ensure your work meets the agreed requirements 

Knowledge and Understanding (K) 

A. Organizational  

Context 

(Knowledge of the 

company/  

organization and  

its processes) 

You need to know and understand: 
KA1. your organization’s policies, procedures and priorities  for your area of work 

and your role and responsibilities in carrying out your work 

KA2.  limits of your responsibilities and when to involve others 

KA3. your specific work requirements and who these must be agreed with 

KA4. the importance of having a tidy work area and how to do this 

KA5. how to prioritize your workload according to urgency and importance and the 

benefits of this  
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KA6. your organization’s policies and procedures for dealing with confidential 

information and the importance of complying with these 

KA7. the purpose of keeping others updated with the progress of your work  

KA8. who to obtain guidance from and the typical circumstances when this may be 

required  

KA9.  the purpose and value of being flexible and adapting work plans to reflect 

change  

B. Technical    

     Knowledge 

You need to know and understand: 
KB1. the importance of completing work accurately and how to do this 

KB2. appropriate timescales for completing your work and the implications of not 

meeting these for you and the organization  

KB3. resources needed for your work and how to obtain and use these 

Skills (S) 

A. Core Skills/ 

Generic  Skills  

 Writing Skills 

You need to know and understand how to: 

SA1. complete accurate work with attention to detail 

Reading Skills 

You need to know and understand how to: 

SA2. read instructions, guidelines, procedures, rules and service level agreements 

Oral Communication (Listening and Speaking skills) 

You need to know and understand how to: 

SA3. ask for clarification and advice from line managers 

SA4. communicate orally with colleagues  

B. Professional Skills 

 

 

Decision Making   

You need to know and understand how to: 

SB1. make a decision on a suitable course of action  

Plan and Organize 

You need to know and understand how to: 

SB2. plan and organize your work to achieve targets and deadlines 

SB3. agree objectives and work requirements 

Customer Centricity  

You need to know and understand how to: 

SB4. deliver consistent and reliable service to customers 

SB5. check that your own work meets customer requirements 

Problem Solving  

You need to know and understand how to: 

SB6. refer anomalies to the line manager 

SB7. seek clarification on problems from others 

Analytical Thinking  
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You need to know and understand how to: 

SB8. provide relevant information to others 

SB9. analyze needs, requirements and dependencies in order to meet your work 

requirements   

Critical Thinking  

You need to know and understand how to: 

SB10. apply judgments to different situations 

Attention to Detail 

You need to know and understand how to: 

SB11. check your work is complete and free from errors 

SB12. get your work checked by peers 

Team Working 

You need to know and understand how to: 

SB13. work effectively in a team environment 

C. Technical Skills You need to know and understand how to: 

SC1. use information technology effectively, to input and/or extract data 

accurately 

SC2. identify and refer anomalies in data 

SC3. store and retrieve information 

SC4. keep up to date with changes, procedures and practices in your role 
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NOS Version Control 
 
 
 
 

  

NOS Code SSC/N9001 

Credits(NVEQF/NVQF/NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Industry IT-ITeS  Drafted on  30/04/2013 

Industry Sub-sector 
Business Process 
Management 

Last reviewed on 31/01/2015 

  Next review date 31/03/2016 



 
SSC/N9003             Maintain a healthy, safe and secure working environment. 

16 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Overview  

 

This unit is about monitoring the working environment and making sure it meets requirements for 

health, safety and security. 
  

National Occupational 

Standard  
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Unit Code SSC/N9003 

Unit Title 

(Task) 
Maintain a healthy, safe and secure working environment 

Description This unit is about monitoring your working environment and making sure it meets 

requirements for health, safety and security. 

Scope This unit/task covers the following: 

Emergency procedures: 

 illness 

 accidents 

 fires 

 other reasons to evacuate the premises 

 breaches of security 

Performance Criteria (PC) w.r.t. the Scope  

 To be competent, you  must be able to: 

PC1. comply with your organization’s current health, safety and security policies 
and procedures 

PC2. report any identified breaches in health, safety, and security policies and 
procedures to the designated person  

PC3. identify and correct any hazards that you can deal with safely, competently 
and within the limits of your authority  

PC4. report any hazards that you are not competent to deal with to the relevant 
person in line with organizational procedures and warn other people who 
may be affected  

PC5. follow your organization’s emergency procedures promptly, calmly, and 
efficiently  

PC6. identify and recommend opportunities for improving health, safety, and 
security to the designated person 

PC7. complete any health and safety records legibly and accurately 

Knowledge and Understanding (K) 

A. Organizational  

Context 

(Knowledge of the 

company/  

organization and  

its processes) 

You need to know and understand: 

KA1. legislative requirements and organization’s procedures for health, 

safety and security and your role and responsibilities in relation to this 

KA2. what is meant by a hazard, including the different types of  health and safety 

hazards that can be found in the workplace 

KA3. how and when to report hazards 

KA4. limits of your responsibility for dealing with hazards 

KA5. your organization’s emergency procedures  for different emergency 

situations and the importance of following these 

KA6. the importance of maintaining high standards of health, safety and security 

KA7. implications that any non-compliance with health, safety and security may 

have on individuals and the organization 

B. Technical    You need to know and understand: 
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     Knowledge KB1. different types of breaches in health, safety and security and how and when 

to report these  

KB2. evacuation procedures for workers and visitors 

KB3. how to summon medical assistance and the emergency services, where 

necessary 

KB4. how to use the health, safety and accident reporting procedures and the 

importance of these 

KB5. government agencies in the areas of safety, health and security and their 

norms and services 

Skills (S) 

A. Core Skills/ 

Generic  Skills  

 Writing Skills 

You need to know and understand how to: 

SA1. complete accurate, well written work with attention to detail 

Reading Skills 

You need to know and understand how to: 

SA2. read instructions, guidelines, procedures, rules and service level agreements 

Oral Communication (Listening and Speaking skills) 

You need to know and understand how to: 

SA3. listen effectively and orally communicate information accurately 

B. Professional Skills 

 

 

Decision Making   

You need to know and understand how to: 

SB1. make a decision on a suitable course of action  

Plan and Organize 

You need to know and understand how to: 

SB2. plan and organize your work to meet health, safety and security requirements  

Customer Centricity  

You need to know and understand how to: 

SB3. build and maintain positive and effective relationships with colleagues and 

customers 

Problem Solving  

You need to know and understand how to: 

SB4.  apply problem solving approaches in different situations 

Analytical Thinking  

You need to know and understand how to: 

SB5. analyze data and activities 

Critical Thinking  

You need to know and understand how to: 

SB6. apply balanced judgments to different situations 

Attention to Detail 
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You need to know and understand how to: 

SB7. check your work is complete and free from errors 

SB8. get your work checked by peers 

Team Working 

You need to know and understand how to: 

SB9. work effectively in a team environment 

C. Technical Skills You need to know and understand how to: 

SC1. identify and refer anomalies 

SC2. help reach agreements with colleagues 

SC3. keep up to date with changes, procedures and practices in your role 
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NOS Version Control 
 

 
 

 
 
 
 
 
 

NOS Code SSC/N9003 

Credits(NVEQF/NVQF/NSQF) 
[OPTIONAL] 

TBD Version number 1.0 

Industry IT-ITeS  Drafted on  30/04/2013 

Industry Sub-sector 
Business Process 
Management 

Last reviewed on 31/01/2015 

  Next review date 31/03/2016 
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Qualifications Pack 

9 characters 

SSC/Q0101 

 

 

 

 
 
 

National Occupational Standard 

9 characters 

SSC/N0101 

 

 

 

 
 

 
 

Occupational Standard 

9 characters 

SSC/N0101 

 

 

 

 
 
 
 
 
It is important to note that an OS unit can be denoted with either an ‘O’ or an ‘N’. 

 If an OS unit denotes ‘O’, it is an OS unit that is an international standard. An example of OS unit 

denoting ‘O’ is SSC/O0101. 

 If an OS unit denotes ‘N’, it is an OS unit that is a national standard and is applicable only for the 

Indian IT-ITeS industry. An example of OS unit denoting ‘N’ is SSC/N0101 

 
 
 

SSC denoting Software & Services 

Companies (IT-ITeS industry) 

 
Q denoting Qualifications Pack   

 

QP number (2 numbers) 
 
Occupation (2 numbers) 

SSC denoting Software & Services 

Companies (IT-ITeS industry) 

 
N denoting National Occupational 
Standard 

 

 

NOS number (2 numbers) 
 
Occupation (2 numbers) 

SSC denoting Software & Services 

Companies (IT-ITeS industry) 

 
O denoting Occupational Standard  

 

OS number (2 numbers) 
 
Occupation (2 numbers) 
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The following acronyms/codes have been used in the nomenclature above: 
 

Sub-Sector Range of Occupation numbers 

IT Service (ITS) 01-20 

Business Process Management (BPM) 21-40 

Engg. and R&D (ERD) 41-60 

Software Products (SPD) 61-80 

  
 

Sequence Description Example 

Three letters Industry name 

(Software & Service Companies ) 

SSC 

Slash / / 

Next letter Whether QP or NOS N 

Next two numbers Occupation Code 01 

Next two numbers OS number 01 

 



 
         Criteria for Assessment of Trainees 

 
Job Role                       Domestic Data Entry Operator  

Qualification Pack       SSC/Q2212 

Sector Skill Council      IT-ITeS 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
Total Mark Out of Theory 

Skills 
Practical 

1. SSC/N3022 (Undertake 
data entry services) 

PC1. obtain sufficient information from the 
customer /client to understand the need and 
perform initial task 

120 

12.5 0 12.5 

 PC2. assist the customer in providing right 
information to be entered 12.5 0 12.5 

 PC3. provide the customer with a reasonable 
estimate time of entering data 5 0 5 

 PC4. prioritize service requests according to 
organizational guidelines 2.5 0 2.5 

 PC5. refer the problem to a competent 
technical support team if it cannot be resolved 
by the operator 2.5 0 2.5 

 PC6. record and perform the service request 
accurately as per organizational processes and 
policies 2.5 0 2.5 

 PC7. transcribes, enters, and verifies data from 
a variety of source material including financial, 
personnel, police and other records or reports 10 0 10 

 PC8. receives source documents from various 
departments, public, agencies, etc. and verifies 
accuracy of material, prior to input 2.5 0 2.5 

 PC9. transcribes selected data into a computer 
and scans source documents in accordance with 
specific program instructions 10 0 10 

 

Marks Allocation 

Guidelines for Assessment:  
1. Criteria for assessment for each Qualification Pack (QP) will be created by the Sector Skill Council (SSC).  Each 

performance criteria (PC) will be assigned Theory and Skill/Practical marks proportional to its importance in 
NOS. 

2. The assessment will be conducted online through assessment providers authorised by SSC.   
3. Format of questions will include a variety of styles suitable to the PC being tested such as multiple choice 

questions, fill in the blanks, situational judgment test, simulation and programming test. 
4. To pass a QP, a trainee should pass each individual NOS.  Standard passing criteria for each NOS is 70%.   
5. For latest details on the assessment criteria, please visit www.sscnasscom.com.  
 

http://www.sscnasscom.com/
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 PC10. compares transcribed data, as displayed 
on a visual screen, document and corrects any 
errors with the source 15 5 10 

 PC11. obtain help or advice from specialist if the 
problem is outside his/her area of competence 
or experience 5 0 5 

 PC12. determines the cause of error message 
while entering data and makes appropriate 
corrections 5 5 0 

 PC13. maintains files of source documents or 
other information relative to data entered; 5 5 0 

 PC14. performs various related functions to 
insure that the computer is maintained in a 
neat and orderly manner 10 10 0 

 PC15. assists in (or performs) the filing and 
storage of security and back up data files 10 10 0 

 PC16. may perform various back-up or relief 
clerical duties as needed (i.e., switchboard, 
receptionist, fingerprinting, etc. ) 5 0 5 

 PC17. monitor the problem and keep the 
customer informed about progress or any 
delays in the process 5 0 5 

   Total 120 35 85 

2.SSC/N9001 (Manage 
your work to meet 
requirements) 

PC1.      establish and agree your work 
requirements with appropriate people 

40 

10 5 5 

 
PC2.      keep your immediate work area clean 
and tidy 5 0 5 

 PC3.      utilize your time effectively 5 5 0 

 PC4.      use resources correctly and efficiently 5 2.5 2.5 

 PC5.      treat confidential information correctly  5 0 5 

 
PC6.      work in line with your organization’s 
policies and procedures  2.5 0 2.5 

 PC7.      work within the limits of your job role  2.5 0 2.5 

 
PC8.      obtain guidance from appropriate 
people, where necessary 2.5 0 2.5 

 
PC9.   ensure your work meets the agreed 
requirements 2.5 0 2.5 

  Total 40 12.5 27.5 

4.SSC/N9003 (Maintain a 
healthy, safe and secure 
working environment) 

PC1.      comply with your organization’s current 
health, safety and security policies and 
procedures 

40 

10 5 5 

 
PC2.      report any identified breaches in health, 
safety, and security policies and procedures to 
the designated person  5 0 5 

 
PC3.      identify and correct any hazards that 
you can deal with safely, competently and 
within the limits of your authority  10 5 5 
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PC4.      report any hazards that you are not 
competent to deal with to the relevant person 
in line with organizational procedures and warn 
other people who may be affected  5 0 5 

 
PC5.      follow your organization’s emergency 
procedures promptly, calmly, and efficiently  5 0 5 

 
PC6.      identify and recommend opportunities 
for improving health, safety, and security to the 
designated person 2.5 0 2.5 

 
PC7.   complete any health and safety records 
legibly and accurately 2.5 0 2.5 

  Total 40 10 30 



  
   

 
 

 

 

Skill Council for Persons with Disability 

Expository for Domestic Data Entry Operator SSC/Q2212 

TRAINING TOOLS 

 

Training Tools mentioned below, are Accessible Tools/Appliances/Software, which make it possible for PwDs to carry out 

the training corresponding to the National Occupational Standards (NOS) mentioned in the Qualification Pack – 

SSC/Q2212. While the learning outcomes from the Qualification Pack will remain the same, the methodologies stated 

below will assist the Trainer to train the Trainee in a way, which is best suited to him/her. These Accessible 

Tools/Appliances/Software will act like an aid for the Trainee to achieve goals mentioned in the National Occupational 

Standards which, because of his/her disability, the trainee was unable to achieve. These tools enable PwDs to 

personalize their learning experiences to help meet their needs and preferences towards the Qualification Pack 

encompassing all the NOSs. These training tools complement and support the efforts of PwD to further accessibility in 

the Training Environment. The Trainer, either in combination or isolation, can use these tools for the following NOS: 

 

NOS CODE NOS 

SSC/N3022 Undertake data entry services 

SSC/N9001 Manage your work to meet requirement 

SSC/N9003 Maintain health 

 

 

 

 

  

 
EXPOSITORY FOR QUALIFICATIONS PACK – OCCUPATIONAL STANDARDS FOR IT-ITES 
 

Training to be conducted in the 1st phase for Blindness (Visually Impaired), Low Vision (Visually Impaired), Speech and 
Hearing Disability (Hearing Impaired), Locomotor Disability/ Orthopedically Challenged 

Suitable for Blindness (Visually Impaired), Low Vision (Visually Impaired), Speech and Hearing Disability (Hearing 
Impaired), Locomotor Disability/ Orthopedically Challenged 

 
 

 

http://www.nsdcindia.org/sites/default/files/files/qp-domestic-data-operator.pdf


  
   

 
 

For Training People with Blindness (Visually Impaired) 

 Accessible 
Tools/Appliances

/Software 
When to use this Tool Tool Description How to use this Tool Tool Names 

Optical Character 
Recognition 

(OCR) 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading printed text, 
then this tool can be 
used. Persons with 
Blindness (Visually 
Impaired) can use this 
tool in all situations.  
This tool may not read 
handwritten documents 
efficiently. 
 
 
 

OCR technology 
helps to convert the 
printed document 
into soft copy.  
This soft copy can be 
read using separate 
text to speech 
software, thus 
enabling a visually 
impaired person 
comprehend the 
same. 

A desktop or laptop is 
required where the 
software can be 
installed. The device 
needs to also be 
attached to the system 

 ClearView+ 
Speech 
ZoomEx 

 Kurzweil, 

 ABBY Fine 
Reader 

 Tesseract 

Screen Reader 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading, then he/she 
uses this tool when the 
printed text needs to be 
converted into audio 
format, while using an e 
– device with a screen to 
read and write. Eg. 
Laptop, Phone 

A screen reader is 
an essential piece of 
software for a blind 
or visually impaired 
person. Simply put, 
a screen reader 
transmits whatever 
text is displayed on 
the computer screen 
into audio. By 
listening to the 
same a visually 
impaired person can 
work on the 
computer 
independently. 
 
 

Requires a PC or laptop 
which runs on either 
Windows or OS or Linux 

 
 

 Non Visual 
Desktop 
Access 
(NVDA), 

 Job Access 
with Speech 
(JAWS), 

 System 
Access to Go 
(SATAGO), 

 Voiceover, 

 Talkback, 

 Nuance Talks 
and Mobile 
Speak, 

 ORCA 

 Dolphin 
Supernova 

 
 

Accessible 
Format Digital 

System 

 
 
While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading, then he/she can 
use this tool is used to 

 
DAISY (Digital 
Accessible 
Information 
System), a software 
player that renders 
text, audio and 
embedded images 

 
 
Requires a PC or Laptop 
which runs on either 
Windows or OS or Linux 

 DAISY 



  
   

 

 Accessible 
Tools/Appliances

/Software 
When to use this Tool Tool Description How to use this Tool Tool Names 

digitize published 
material (digital talking). 
Persons with Blindness 
(Visually Impaired) can 
use this tool in all 
situations.  
 

for the blind. 
This software is a 
combination of a 
published text to 
digital text 
converter and a text 
to speech software, 
all in one. The 
visually impaired 
can use this to read 
published material. 
 

Braille 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading, then he/she can 
use this tool. The tool 
can be recommended on 
a case-by-case basis. It is 
used for feeling and 
identifying items. 
 

It is a tactile writing 
system used by 
the blind and 
the visually 
impaired. It is 
traditionally written 
with embossed 
paper. Braille-users 
can read and write 
Braille with the 
Braille slates and 
stylus. Braille script 
can be written in all 
the languages. 
A visually impaired 
person can touch 
and comprehend 
these braille texts 
and therefore read 
material published 
using the same.  
This requires 
knowledge of the 
Braille Language. 

Braille slates and stylus. 
The person should know 
Braille literature. 

NA 

Refreshable 
Braille Display 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading/seeing, then 
he/she can use this 
tool.It is used for taking 
notes on Braille without 
paper usage.  
 
The tools can be 

Braille displays 
enable people who 
are blind or deaf-
blind to operate any 
computer. 
The visually 
impaired person can 
take notes on the 
computer in Braille 
language using 
tactile/ Braille 

Attached to a computer 
with the screen reading 
software. 

 Focus 40/80 
Seika 



  
   

 

 Accessible 
Tools/Appliances

/Software 
When to use this Tool Tool Description How to use this Tool Tool Names 

recommended on a case-
by-case basis. 

friendly keyboard. 

White cane 
(folding or non-

folding) 
 

 
While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading/seeing, then 
he/she can use this tool 
Persons with Blindness 
(Visually Impaired) can 
use this tool in all 
situations.  
 

Devices for 
navigation or 
identification of the 
surroundings used 
by a person with a 
visual impairment. 
The visually 
impaired person can 
point the cane out 
to sense the walking 
surface and objects 
in the vicinity. This 
will help them 
maneuver with 
efficiency and avoid 
any accidents. 

Needs to be purchased 
locally. 
 
 

NA 

Electronically 
augmented canes 

 
 
While teaching any of 
the NOS’S mentioned 
above, if it is seen that a 
person has difficulty in 
reading/seeing, then 
he/she can use this tool. 
Persons with Blindness 
(Visually Impaired) can 
use this tool in all 
situations.  

 

Narrow beams of 
laser light are 
projected from the 
cane send acoustic 
signals when 
obstacles are 
detected at head 
height   
The visually 
impaired person can 
sense these signals 
and maneuver with 
caution to avoid 
accidents. 

 
Needs to be purchased 

locally. 
NA 



  
   

 
 

Activity Activity Type 
When to use 

Activity 
Activity Description 

 
How to use 

tool 
 

Activity tool 

Environmental 
Adaptability 

 

Display Cards 

 
 
The tools can 
be 
recommended 
on a case-by-
case basis. It is 
used for feeling 
and identifying 
items. 

 

These cards have Braille 
inscribed in them for 
reading. A visually 
impaired person can 
touch and comprehend 
these braille texts and 
therefore read material 
published using the 
same.  
This requires knowledge 
of the Braille Language. 
 

 
Needs to be 
purchased 
locally. 

NA 

Tactile 

It is used to 
create a 3D 
demo of a 2D 
image. It can be 
recommended 
to all Blindness 
(Visually 
Impaired) 
candidates on a 
case-by-case 
basis. 

Tactile is used to get the 
visualization of the 
visuals (model or 3d 
images) by touch and 
feel. 
Tactile stickers or 
diagrams are used to get 
the visualization of things 
like computer screen or 
any outline by touch and 
feel.Tactile markers are 
also used to differentiate 
the things. 
A visually impaired 
person can touch and 
comprehend these and 
therefore differentiate 
things or comprehend 
messages. 

Needs to be 
prepared 
using the 
locally 
available 
stickers or 
bindis and 
other 
materials. 

 Tactile 
diagrams 

 Tactile stickers 

 Tactile flooring 
Tactile marks to 
identify various 
things/devices/ 
Spots 

 Bindi and other 
stickers used to 
provide tactile 
feeling to 
differentiate 
items. 

Environmental 
Adaptability 

 
Tactile paving 

It can be 
recommended 
for training to 
all candidates 
with Blindness 
(Visually 
Impaired). 

Tactile warnings 
providing distinctive 
surface pattern 
detectable by cane or 
underfoot used to alert 
people with visual 
impairments of approach 
to streets and hazardous 
drop-offs. 
The visually impaired 
person can feel the 
surface using the cane 
and avoid accidents. 
 

The item can 
either be 
purchased or 
made by a 
person and 
then stuck to 
the floor. 
 

NA 



  
   

 

Activity Activity Type 
When to use 

Activity 
Activity Description 

 
How to use 

tool 
 

Activity tool 

Sensitization of 
the Trainer 

Consider in 
future (with 
appropriate 
technology) 

 

It can be 
recommended 
for training to 
all candidates 
with Blindness 
(Visually 
Impaired). 

The trainer should 
understand how Persons 
with Disability (PwD) do 
different activities, 
Gain Knowledge of 
disability, assistive aids. 
Learn to assess 
candidates (before 
training) 
Create an inclusive 
training environment and 
training material. 
The trainer must have 
video clippings of each 
and every aid in use and 
must know the 
specifications of where 
to get and how to get as 
well as 
knowledge/information 
on where to get the 
repairs done if required. 
This will equip the 
visually impaired person 
with adequate 
information of the 
various assistive aids 
available and their usage. 
This will also create a 
positive and conducive 
environment that fosters 
effective learning.  

Trainer 
should 
undergo 
training with 
specific 
disabilities 
and should 
be able to 
change 
his/her 
approach 
according to 
the needs of 
the student. 
She/he 
should be 
able to 
provide 
multisensory 
input, 
keeping in 
mind the 
learning style 
of the 
student. 

COMMUNICATION 

 hand gestures 

 touch 
sensitivity 

BEHAVIOUR 

 sensitivity 

 patience 

 customized 
approach to 
students 

 

 

  



  
   

 
For Training People with Low Vision (Visually Impaired) 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Optical Character 
Recognition 
(OCR) 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing printed 
text, then he/she can 
use this tool. 
It is mandatory to use 
this tool for persons 
with LV 

OCR technology helps to 
convert the printed 
document into soft copy 
through which a visually 
impaired can read the same 

The device is 
attached to the 
system. 
Requires a PC 
or laptop 
which runs on 
either 
Windows or 
Linux 

 ClearView+ 
Speech 

 ZoomEx, 

 Kurzweil, 

 ABBY Fine 
Reader, 

 Tesseract 

Screen Reader 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing printed 
text, then he/she can 
use this tool. 
A person with LV uses 
this tool when the 
printed text needs to 
be converted into audio 
format, while using an 
e – device with a screen 
to read and write. Eg 
Laptop, Phone 

A screen reader is an 
essential piece of software 
for a visually impaired 
person. A screen reader 
transmits whatever text is 
displayed on the computer 
screen into audio. By 
listening to the same a 
person with vision 
impairment can work on the 
computer independently. 
 

The device is 
attached to the 
E - Device. 
Requires a PC 
or laptop, 
Phone which 
runs on either 
Windows or 
Linux 

 Non Visual 
Desktop Access 
(NVDA), 

 Job Access with 
Speech (JAWS), 

 System Access to 
Go(SATAGO), 

 Voiceover, 

 Talkback, 

 Nuance Talks and 
Mobile Speak, 

 ORCA 

Screen 
Magnifications 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used when an LV 
person needs to access 
text formats, graphics 
and images for reading 
and writing. 

A screen magnifier is 
software that interfaces with 
a computer's graphical 
output to present enlarged 
screen content. It is a type of 
assistive technology suitable 
for visually impaired people 
with some functional vision. 
 

Installed to 
Windows 
Computer 

 Windows 
Magnifier 

 Magic Screen 
Magnification 

 Zoom Text 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Screen Reader 
and Magnifier 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used when an LV 
person needs to access 
the matter on screen in 
order to use in audio 
and magnified format 
simultaneously.  

This tool helps in reading 
smaller words which are 
difficult for the eye to 
capture 

Installed to 
Windows 
Computer 

 Supernova Screen 
Reader and 
Magnifier 

Accessible 
Format Digital 
System 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is highly 
recommended for all 
degrees of visual 
impairment. it is used 
to read any soft copy 
material. 

DAISY (Digital Accessible 
Information System), a 
software player that renders 
text, audio and embedded 
images for the blind 

Requires a Pc 
or Laptop 
which runs on 
either 
Windows or 
Linux 
Inbuilt on a 
Windows 
system. 
 

 DAISY 

Ease of Access 
Center 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used for functions 
described in a limited 
manner. 

Has many tools like on 
screen magnifier, color 
contrast (high contrast 
themes for color blind or 
Low Vision (Visually 
Impaired)), sticky keys, on-
the screen keyboard, mouse 
pointer settings, speech 
recognition, etc. 

Requires a Pc 
or Laptop 
which runs on 
either 
Windows or 
Linux 
Inbuilt on a 
Windows 
system. 
 

Technology is the tool 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Video Magnifiers 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It can be recommended 
for LV candidates, who 
have functional vision 
to read documents of 
3-4 pages. It is used to 
magnify the object with 
an additional benefit to 
create contrasts in 
colours.  

A video magnifier has device 
a video camera to display a 
magnified image on its 
display. Video Magnifiers are 
used by people with Low 
Vision (Visually Impaired) to 
help with reading and writing 
difficulties caused by visual 
impairments 
 

Hand held 
device 

 Onyx 

 Topaz 

 Prisma 

 Optelec 

Adapted key 
board in colour 
contrast 
 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
Can be used by LV 
candidates, however 
but not an essential 
tool. 

This aid is useful for people 
with Low Vision (Visually 
Impaired) as there is contrast 
in colour and large keys 

Must be 
purchased. 

Technology is the tool 
 

Braille 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
The tools can be 
recommended on a 
case-by-case basis. It is 
used for feeling and 
identifying items. 

It is a tactile writing 
system used by the blind and 
the visually impaired. It is 
traditionally written with 
embossed paper. Braille-
users can read and write 
Braille with the Braille slates 
and stylus. Braille script can 
be written in all the 
languages 
 

Braille slates 
and stylus. The 
person should 
know the 
Braille 
literature. 

Technology is the tool 
 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Electronic Braille 
Embossers 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used by the Trainer 
to create embossed 
study material for 
trainees 

Hardware printer used to 
print  Braillebooks and other 
materials in  Braille 

Attached to a 
computer with 
the screen 
reading 
software. 

Refreshable 
Braille Display 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used for taking 
notes on Braille 
without paper 
usage.The tools can be 
recommended on a 
case-by-case basis. 

Braille displays enable 
people who are blind or 
deaf-blind to operate any 
computer 
 

 

Technology is the tool 
 

Hand Held 
General 
Magnifier 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It can be recommended 
for LV candidates, who 
have functional vision 
to read minimal text. It 
helps in reading and 
writing by magnifying 
objects. 

Helps a person with Low 
Vision (Visually Impaired) to 
see magnified 
images/written materials 
 

Handheld 
Magnifier 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

E-Book Reader 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It can be recommended 
for LV candidates, who 
have functional vision 
to read from computer 
screens. It helps them 
to read e books in a 
magnified manner.  

Helps in reading 
books/magazines/newspape
rs with various options such 
as zoom and backlight 
 

Handheld E 
book reader 

Kindle Paper White/I 
Pad 

Smart Phone 
with Android/IOS 
Technology 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is most the effective 
and accessible option 
to access info, when on 
the go. It can be 
recommended to LV 
candidates who are 
comfortable using 
touch phones. 

Well known for its 
accessibility features such as 
talk back, good touch, zoom 
facility etc. They also provide 
clarity in view with its HD 
Displays 
Helps in improving ones 
reading ability 
 

Hand held 
device 

 Android/IOS 
Technology is 
best known for 
accessibility for 
persons with Low 
Vision (Visually 
Impaired) 

Voice Recorder 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It is used during 
meetings, classes and 
conferences. It can be 
recommended for all 
LV candidates, 
irrespective of their 
functional vision. 

Equipped with facilities of 
long hour recording, data 
transfer into 
computer/laptop and talking 
facility. 
Can be used for educational 
and employment purposes of 
persons with Low Vision 
(Visually Impaired) 
 

Handheld 
device 

 Angel Player/I-
Pods etc. 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Low Vision 
(Visually 
Impaired) helping 
aids 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
Used for basic 
calculations and maths. 
Used for signatures. It 
can be recommended 
for all LV candidates, 
irrespective of their 
functional vision. 

 
Helps in solving basic 
mathematical problems, 
signing documents/cheques 
etc. in a defined area 
without any hassle 
 

Hand held 
devices 

 Talking  
calculator 

 Signature Guide 

 Wrist watches-
Tata 

Table Lamps 

It can be recommended 
for all LV candidates, 
who have good 
functional vision to 
read. 

Good quality table lamps-
with yellow and white light 
options. 
Contributes quality to the 
reading and writing needs of 
a person with low vision 
(central vision in place)  to 
read print material 
 

Hand held 
Device, 
available 
locally 

 General table 
lamp 

Magnifying glass 
 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It can be recommended 
for all LV candidates, 
who have good 
functional vision to 
read. 

It is a lens that produces an 
enlarged image. 

convex lens 
that is used to 
produce a 
magnified 
image of an 
object 

Technology is the tool 
 

Keyboard 

Can be used by LV 
candidates, however 
but not an essential 
tool needed for 
effective typing tasks. 

Large Black Print on Yellow 
Keys  

Attached to a 
computer. 

Technology is the tool 
 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use 
this tool 

Tool Names 

Tactile Material 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in seeing 
surroundings, then 
he/she can use this 
tool. 
It is used to create a 3D 
demo of a 2D image. It 
can be recommended 
to all LV candidates on 
a case-by-case basis. 

Tactile is used to get the 
visualization of the visuals 
(model or 3d images) by 
touch and feel. Tactile 
stickers or diagrams are used 
to get the visualization of 
things like computer screen 
or any outline by touch and 
feel. 
Tactile markers are also used 
to differentiate the things. 

Needs to be 
prepared using 
locally 
available 
stickers or 
bindis and 
other 
materials. 

 Tactile diagrams, 

 Tactile stickers, 

 Tactile flooring, 

 Tactile marks to 
identify various 
things/devices/sp
ots Bindi and 
other stickers 
used to provide 
tactile feeling to 
differentiate 
items. 

 
Stationary: 
registers, pens 
etc. 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LV person has 
difficulty in 
reading/seeing text 
formats, then he/she 
can use this tool. 
It can be recommended 
to all LV candidates 
irrespective of their 
degree of vision. 

 
White Papers with thick 
black coloured lines so that 
distance between two lines 
can be identified easily, black 
sign pens could help in 
writing big font and with 
brightness 
 

To be procured 

locally 
Technology is the tool 
 



  
   

 
 

Activity 
Activity 

Type 
When to use Activity 

Activity Description 
 

How to use 

tool Activity tool 

Environmental 
Adaptability 

Reading 
Notes for 
Reference 

It can be 
recommended for all 
LV candidates, who 
have good functional 
vision to read. 

 
Any reference material 
should be in bold and 
big font, above 20 
generally for the 
reading of a person 
with Low Vision 
(Visually Impaired) 
(central vision in 
place) 
 

To be 

procured 

locally 

NA 
 

Environmental 
Adaptability 

 

Surrounding 
level of light 

It can be 

recommended to all 

LV candidates 

irrespective of their 

degree of vision but 

may vary on a case to 

case basis. 

 

There should be 

enough lighting 

provision everywhere 

including in lifts too, 

though modern lifts 

have the talking 

facility, the display 

board showing the 

numbers should be 

back lit in white with 

good contrast and big 

fonts of numbers of 

floor. 

 

Dim light contributes a 

lot to the pain of a 

person with Low 

Vision (Visually 

Impaired) e.g. movie 

halls, restaurants, lifts, 

training rooms, 

conference rooms and 

all those places where 

there is no sun light. 

Bulbs, tube 
lights can be 
purchased or 
switched on 
in case of 
buildings if 
available. 

NA 
 



  
   

 

Activity 
Activity 

Type 
When to use Activity 

Activity Description 
 

How to use 

tool Activity tool 

Enhanced 
contrast 
stickers 

It can be 
recommended to all 
LV candidates 
irrespective of their 
degree of vision. 

 
Stickers which 
enhance black & white 
contrast used to 
assisting persons with 
contrast sensitivity 
deficit to identify 
home / workplace 
obstacles    
 

To be 
procured 
locally 

NA 
 

Environmental 
Adaptability 

Floors 

It can be 

recommended to all 

LV candidates 

irrespective of their 

degree of vision but 

may vary on a case to 

case basis. 

The floor in contrast 

could lead to 

independent 

movement of a person 

with Low Vision 

(Visually Impaired). If 

we can provide a line 

on the floor leading to 

different directions in 

a different contrast 

than the floor colour, 

person with Low 

Vision (Visually 

Impaired) can reach 

different places 

following the line in 

contrast e.g. tactile in 

metro stations 

withyellowwith railing 

in the contrast. 

Adaptation to 
be done on 
floors 

NA 
 



  
   

 

Activity 
Activity 

Type 
When to use Activity 

Activity Description 
 

How to use 

tool Activity tool 

Environmental 
Adaptability 
 

Stair Cases & 
Ramps 

It can be 

recommended to all 

LV candidates 

irrespective of their 

degree of vision 

impairment but may 

vary on a case to case 

basis. 

 

Stairs can be white in 

colour but the centre 

part of the stairs can 

be painted in 

red/black or yellow for 

a person with Low 

Vision (Visually 

Impaired) to identify 

the slope of the stairs 

easily. Every staircase 

should have a side 

ramp with the same 

contrast as given for 

the staircase along 

with contrasting 

colour of railing. 

Adaptation 
required for 
staircases, 
ramps and 
side railings 
for better 
access by 
person with 
Low Vision 
(Visually 
Impaired) 

NA 
 

Signage 
Boards 

It can be 

recommended to all 

LV candidates 

irrespective of their 

degree of vision 

Impairment. 

Should have back light 

(white), all the text 

and images must be of 

good contrast (black 

and white, white and 

black, dark blue on 

white, dark red on 

white etc.) and in big 

font like room 

numbers, toilet 

distinction-male, 

female, name of the 

wings/blocks are a few 

examples. 

Any place 
where 
signage are 
used. Eg.  
toilets, 
training 
rooms, 
conference 
rooms, 
canteens etc. 

NA 



  
   

 

For Training people with Speech and Hearing Disability (Hearing Impaired) 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use this 
tool 

Tool Names 

Live Captions 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
It is preferable to have an 
interpreter for such meetings 
as literacy levels of hearing 
and speech impaired youth in 
the country are very poor- 
hence reading and 
comprehension will be 
extremely difficult for such 
people. 

A person will be 
transcribing what is 
spoken in the meetings 
and functions to 
include a person with 
Speech and Hearing 
Disability (Hearing 
Impaired) by placing a 
request via internet. 
The spoken 
conversation is 
converted to text. 

There are 
captioning 
companies to 
provide the 
service. In the 
training 
environment 
and meetings 
one can 
volunteer. The 
person with 
Speech and 
Hearing 
Disability 
(Hearing 
Impaired) 
should be able 
to understand 
the written 
language. 

 Assistive 
Aid/Service 

 Ai-Live 

 Captions 
First 

 Captions 
2020 

Closed Captions 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
This would work the best for 
HI persons and is being done 
across the world to make 
barrier free communication. 

Closed captioning (CC) 
and subtitling are both 
processes of displaying 
text on a television, 
video screen, or other 
visual display to 
provide additional or 
interpretive 
information. 

Can be used to 
pre-record 
videos and 
audios to make 
the person with 
Speech and 
Hearing 
Disability 
(Hearing 
Impaired) 
understand the 
same audio by 
reading the 
caption or 
subtitle. 

Technology is 
the tool 

Speech to Text 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
This tool is to be 
recommended based on the 

Converts speech into 
text. This can be used 
by a person who does 
not know sign 
language, which will 
help in communication 
with a person with 
speech and Speech and 
Hearing Disability 

Trainer or team 
member can use 
this instead of 
typing. 
The person with 
hearing or 
speech 
impairment 
should be able 

 Assistive 
Aid/Service 

 Closed Capp 

 Lets Talk 

 Google Now 
for Android, 

 Siri for Apple 
IOS 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use this 
tool 

Tool Names 

literacy level of the Hearing 
impaired candidate. 

(Hearing Impaired). to read. The 
accuracy of 
many accents 
needs to be 
taken into 
consideration. 

Assistive 
Listening Device 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
The tool can be 
recommended for all hearing 
impaired persons, depending 
on affordability of the 
candidate. 

Converser assistive 
listening device which 
helps for people with 
mild to moderate 
Speech and Hearing 
Disability (Hearing 
Impaired) who uses 
hearing aid. 

Used in the 
meetings, class 
room and other 
places where 
one cannot 
listen properly. 
 

Technology is 
the tool 

Cochlear 
implants 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
The implant works on 
children especially during the 
critical years when the brain 
is yet learning and growing so 
that they can be taught to 
understand sound and 
articulate the same and then 
get integrated in mainstream 
schools. It will not work for 
Adult hearing impaired 
persons 

 
A cochlear implant is 
an electronic medical 
device that replaces 
the function of the 
damaged inner ear. 
Unlike hearing aids, 
which make sounds 
louder, cochlear 
implants do the work 
of damaged parts of 
the inner ear (cochlea) 
to provide sound 
signals to the brain. 
 

The instrument 
needs to be 
purchased for 
use. 

Technology is 
the Tool 

BTE hearing aids 

While teaching any of the 
NOS’S mentioned above, if it 
is seen that a HI person has 
difficulty hearing 
conversations, audio 
recorded voices, then he/she 
can use this tool. 
The tool can be 
recommended for a young 
person/child.  

 
 The sound from the 
instrument is 
routed acoustically or 
electrically to the ear. 
 

The instrument 
needs to be 
purchased for 
use. 

Technology is 
the Tool 



  
   

 
 

Activity Activity Type 
When to use 

Activity 
Activity 

Description 
How to use 

tool 
Activity 

tool 

Sensitization 
of the Trainer  

Sign Language 

Hearing impaired 
persons are 
naturally inclined to 
this visual language 
and are natural 
‘signers’. This is yet 
the best method to 
make all kind of 
trainings /meetings 
/services accessible 
to him/her. 

Signs or 
gestures are 
used to 
communicate 
instead of 
verbal 
communication. 

Both the 
parties need 
to know the 
sign 
language. In 
the training 
setup better 
to have a 
sign 
language 
interpreter. 

NA 

Environmental 
Adaptability 

Pictorial/Diagrammatic 
Communication Chart 

Useful tool for 
learning and during 
training days. Can 
be recommended to 
all hearing impaired 
persons. 

Helps a speech 
impaired to 
communicate 
specific things 
using written 
language and 
pictures. A 
person with 
Speech and 
Hearing 
Disability 
(Hearing 
Impaired) can 
use set of 
options while 
communicating 
with the 
customer. 
 

Need to be 
prepared 
based on the 
requirement 
and the 
environment. 

NA 

Environmental 
Adaptability 

Hearing loop 

It can be used for 
hearing impaired 
persons during 
meetings, events 
etc. 

 
The hearing 
loop provides a 
magnetic, 
wireless signal 
that is picked 
up by the 
hearing aid 
when it is set to 
'T' (Telecoil) 
setting. 
 

The 
instruments 
need to be 
purchased. 

NA 



  
   

 

For Training people with Locomotor Disability/ Orthopedically Challenged  

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use this 
tool 

Tool Names 

Ease of Access 
Center 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
This can be 
recommended to all 
persons with LD. The 
candidate must be 
able to read and write 
for using this tool. 

Has many tools like on 
screen magnifier, color 
contrast (high contrast 
themes for color blind or 
Low Vision (Visually 
Impaired)), sticky keys, 
on-the screen keyboard, 
mouse pointer settings, 
speech recognition, etc. 

Inbuilt on a 
Windows operating 
system. Through 
this various options 
can be enabled for 
people with 
different 
disabilities. 

Technology is 
the tool 

Sticky Keys 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
This can be 
recommended to all 
persons with LD. The 
candidate must be 
able to read and write 
for using this tool. 

Sticky Keys is a Windows 
Ease of Access feature 
that makes it possible to 
use keyboard shortcuts 
or type capital letters 
without needing to press 
more than one key at 
once.  

Inbuilt on a 
Windows operating 
system. 
This can be used 
for a person who 
has very few or one 
functional finger. 

 

On the screen 
Keyboard 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
This can be 
recommended 
depending the ability 
of the candidate to 
touch, feel and if the 
candidate is 
comfortable in using a 
screen. The candidate 

The keyboard will be 
displayed on the 
computer screen. A 
person with fine motor 
movement challenge can 
type using the mouse or 
touch pad by clicking on 
the each key. This has 
built-in word prediction 
feature which makes the 
typing quick and easier. 

Inbuilt on a 
Windows operating 
system. 
This can be used 
for a person who 
has 1 or no finger 
and also fine motor 
impairment. 



  
   

 

Accessible 
Tools/Appliances

/Software 
When to use this tool Tools Description 

How to use this 
tool 

Tool Names 

must also be able to 
type for using this 
tool. 

One-Handed 
Keyboard 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
The tool is to be 
recommended if the 
candidate has at least 
one function limb. The 
candidate must be 
able to read, type and 
write for using this 
tool. 

It helps a person with 
one hand to practice the 
typing and keyboard 
orientation with 
efficiently. 

This hardware 
need to be 
attached to a 
computer. 
The person needs 
to have all five 
functional fingers 
in one hand. 

Technology is 
the tool 
 

Foot Pedals 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
The tool is to be 
recommended if the 
candidate has a 
functional leg. The 
candidate must be 
able to read, type and 
write for using this 
tool. 

This hardware solution 
can be used by a person 
without hands who has 
functional leg. This helps 
to type and operate 
computer through foot 
and toes. 

Attached to the 
computer. 
 

Access Switches 

While teaching any of 
the NOS’S mentioned 
above, if it is seen that 
a LD person has 
difficulty in certain 
movement, then 
he/she can use this 
tool. 
It can be 
recommended to all 
persons with various 
degrees of LD. 

A person without upper 
and lower limbs can 
operate the computer 
using one of these kinds 
of switches. A person can 
use these switches either 
through mouth, limited 
movement of an organ to 
press a key to give input 
to the computer. 

Attached to the 
computer. 
 

Technology is 
the tool 



  
   

 
 

Activity 
Activity 

Type 
When to use 

Activity 
Activity Description 

Activity 
Planning 

Activity Tool 

Sensitization 
of the Trainer  

Consider in 
future 
(with 
appropriate 
technology) 

It can be 
recommended 
to all persons 
with various 
degrees of LD. 

The trainer should 
understand how Persons 
with Disability (PwD) do 
different activities, 
Gain Knowledge of 
disability, assistive aids & 
accessibility in the 
environment 
Learn to assess candidates 
(before training) 
Make an inclusive training 
environmentand Create 
inclusive training material 

Trainer should 
undergo 
training with 
specific 
disabilities and 
should be able 
to change 
his/her 
approach 
according to 
the needs of 
the student. 
Training in 
transfer skills 
and 
communication 
skills 

 
COMMUNICATION 

 hand gestures 

 touch 
sensitivity 

BEHAVIOUR 

 sensitivity 

 patience 

 customized 
approach to 
students 

 

Environmental 
Adaptability 

Ramps/ 
Rails 

It can be 
recommended 
to all persons 
with various 
degrees of LD. 
Helps in easier 
and better 
movement. 

 Ramps/ Rails in public 
buildings; adaptation of 
toilets & for drinking water 
for wheel chair users to 
ensure easy access for all 
persons. 
 

These facilities 
should be 
provided for 
easier access 
to all. 

NA 

Lifts 

It can be 
recommended 
to all persons 
with various 
degrees of LD. 
Helps in easier 
and better 
movement. 

An elevator (lift in British 
English) is a type of 
vertical transport equipment 
that moves people or goods 
between floors 
(levels, decks) of a 
building, vessel, or other 
structure. Elevators are 
generally powered by 
electric motors 

These facilities 
should be 
provided for 
easier access 
to all. 

https://en.wiktionary.org/wiki/vessel


  
   

 

ASSESSMENT GUIDELINES 

Expository for Qualification Pack, Domestic Data Entry Operator  
Sector Skill Council: SCPwD 

For Persons with Blindness (Visually Impaired) 

General Guidelines: 

1. Do ask questions openly. Do not assume anything. For example, ask your trainees with disabilities if they 
need any change in the kind of assessment setup provided. You could check if the person would prefer 
normal lighting conditions to bright lighting, in the case of persons with Low Vision (Visually Impaired). 
This would encourage honest conversation, helping you to assess the person based on their true abilities. 

2. Be prepared to make your assessments person-specific. For example, there may be a person who is hard 
of hearing who may need no process changes to your standard assessment, while other persons who are 
hard of hearing may need quiet rooms. Do account for these individual needs during your assessment. 

3. The Assessment guidelines given below are only to enable the assessor to conduct the assessment 
smoothly. Adherence to the guidelines is not mandatory but preferred. 

4. The assessor has the option to use any of the tools appropriate from the list of tools mentioned in the 
expository, to conduct the assessment. He/she also has the choice to use other options that will help 
conduct the assessment with sanctity 

5. Do understand that every trainee with disabilities has a journey: he/she are likely to have identified 
solutions that best work for him/her. Do not expect your trainees with disabilities to go through the 
same processes with the same rigour as your trainees without disabilities. 

6. Remember that your trainees with disabilities are going to be working on par with persons without 
disabilities. Pitying, belittling or lowering the standards would defeat the purpose. 

  

 Guidelines: 

1. Criteria for assessment for each Qualification Pack will be created by the Domain Sector Skill Council. 
Each Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. Domain SSC 
will also lay down proportion of marks for Theory and Skills Practical for each PC  

2. The assessment will be conducted in the best suitable manner according to the disability online/offline 
through assessment providers authorized by SSC 

3. Individual assessment agencies will create unique question papers for theory part for each candidate at 
each examination/training centre (as per assessment criteria below)  

4. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 60% for each QP for NSQF level 4 and above job roles for Non – Technical Job Roles) 

5. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 70% for each QP for NSQF level 4 and above job roles for Technical Job Roles.  

Lab Assessment 
1. Ensure lab equipment is accessible and made tactile – similar to solutions for persons with Low Vision 

(Visually Impaired). 

Computer Assessment 
1. If the assessment requires specific software, these should be a screen reader and magnifier friendly. 
2. In the absence of the above tools and support, where using writing assistance or scribe, extra 20 minutes 

to be given for every one hour of assessment. Ensure that the person has a different room in which to 
work, so that no disturbance is caused to other trainees, and the person with vision impairment has a 
space to discuss with the scribe. 

3. Visual elements in assessment paper needs to be given alternate question or description. For instance, if 
the non-verbal reasoning exercise is given in graph form, an alternate should exist in verbal / text format. 

4. Tools such as Tailor Frame Abacus should be allowed for working out math calculations. 
5. Ensure that all videos have audio description for ease of comprehension. 

 
 



  
   

 

 
 

Guidelines for Assessment of Trainees:  
For Persons with Low Vision (Visually Impaired) 
General Guidelines: 

1. Do ask questions openly. Do not assume anything. For example, ask your trainees with disabilities if they 
need any change in the kind of assessment setup provided. You could check if the person would prefer 
normal lighting conditions to bright lighting, in the case of persons with Low Vision (Visually Impaired). 
This would encourage honest conversation, helping you to assess the person based on their true abilities. 

2. Be prepared to make your assessments person-specific. For example, there may be a person who is hard 
of hearing who may need no process changes to your standard assessment, while other persons who are 
hard of hearing may need quiet rooms. Do account for these individual needs during your assessment. 

3. The Assessment guidelines given below are only to enable the assessor to conduct the assessment 
smoothly. Adherence to the guidelines is not mandatory but preferred. 

4. The assessor has the option to use any of the tools appropriate from the list of tools mentioned in the 
expository, to conduct the assessment. He/she also has the choice to use other options that will help 
conduct the assessment with sanctity 

5. Do understand that every trainee with disabilities has a journey: he/she are likely to have identified 
solutions that best work for him/her. Do not expect your trainees with disabilities to go through the 
same processes with the same rigour as your trainees without disabilities. 

6. Remember that your trainees with disabilities are going to be working on par with persons without 
disabilities. Pitying, belittling or lowering the standards would defeat the purpose. 

  

 Guidelines: 

1. Criteria for assessment for each Qualification Pack will be created by the Domain Sector Skill Council. 
Each Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. Domain SSC 
will also lay down proportion of marks for Theory and Skills Practical for each PC  

2. The assessment will be conducted in the best suitable manner according to the disability online/offline 
through assessment providers authorized by SSC 

3. Individual assessment agencies will create unique question papers for theory part for each candidate at 
each examination/training centre (as per assessment criteria below)  

4. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 60% for each QP for NSQF level 4 and above job roles for Non – Technical Job Roles) 

5. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 70% for each QP for NSQF level 4 and above job roles for Technical Job Roles.  

Lab Assessment 
1. If magnifier user: Assessment papers in hard copy should be printed in large font based on the person’s 

convenience of reading. For example, 14 - 20, etc. Screen reader users need only soft copies. 
2. The practical part of assessment should be customized based on the person’s comfort level. For example, 

shapes of objects, colours, lighting condition and size of the object to be used will depend on the 
functional ability of the person. 

3. The person needs to be given initial orientation to the lab prior to the assessment – where furniture is 
located and where the entries and exits are. 

4. Practical assessments, based on the qualification pack requirements, could be made more inclusive by 
introduction of low cost tactile or high contrast options (for example, using insulation tape or stickers) 

Computer Assessment 
1. Low Vision (Visually Impaired) person should also be given magnifier either handheld or on the 

computer. 

2. The computer should be configured in terms of colour, resolution and other accessibility needs based on 
the person 
The computer must have screen reader software installed for ease of access, and assessment software 



  
   

 

should be compatible with screen reader and magnifier.  For example, testing using Tally for accounts or 
Eclipse for Java both softwares need to be checked for accessibility. 



  
   

 

Guidelines for Assessment of Trainees:  
For Persons with Speech and Hearing Disability (Hearing Impaired)  
General Guidelines: 

1. Do ask questions openly. Do not assume anything. For example, ask your trainees with disabilities if they 
need any change in the kind of assessment setup provided. You could check if the person would prefer 
normal lighting conditions to bright lighting, in the case of persons with Low Vision (Visually Impaired). 
This would encourage honest conversation, helping you to assess the person based on their true abilities. 

2. Be prepared to make your assessments person-specific. For example, there may be a person who is hard 
of hearing who may need no process changes to your standard assessment, while other persons who are 
hard of hearing may need quiet rooms. Do account for these individual needs during your assessment. 

3. The Assessment guidelines given below are only to enable the assessor to conduct the assessment 
smoothly. Adherence to the guidelines is not mandatory but preferred. 

4. The assessor has the option to use any of the tools appropriate from the list of tools mentioned in the 
expository, to conduct the assessment. He/she also has the choice to use other options that will help 
conduct the assessment with sanctity 

5. Do understand that every trainee with disabilities has a journey: he/she are likely to have identified 
solutions that best work for him/her. Do not expect your trainees with disabilities to go through the 
same processes with the same rigour as your trainees without disabilities. 

6. Remember that your trainees with disabilities are going to be working on par with persons without 
disabilities. Pitying, belittling or lowering the standards would defeat the purpose. 

  

 Guidelines: 

1. Criteria for assessment for each Qualification Pack will be created by the Domain Sector Skill Council. 
Each Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. Domain SSC 
will also lay down proportion of marks for Theory and Skills Practical for each PC  

2. The assessment will be conducted in the best suitable manner according to the disability online/offline 
through assessment providers authorized by SSC 

3. Individual assessment agencies will create unique question papers for theory part for each candidate at 
each examination/training centre (as per assessment criteria below)  

4. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 60% for each QP for NSQF level 4 and above job roles for Non – Technical Job Roles) 

5. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 70% for each QP for NSQF level 4 and above job roles for Technical Job Roles.  

 
The primary assessment process modifications required for persons with Speech and Hearing Disability (Hearing 
Impaired) include: 

1. All assessments for persons with Speech and Hearing Disability (Hearing Impaired) must be in simple 
English, with examples wherever possible. This will enable the hearing impaired person to comprehend 

the material correctly. 
i 

2. If there are any audio elements as part of the assessment, there should be alternate arrangements such 
as pictures to be given. If there are video elements, subtitling is key and sign language is preferred. 

3. For persons who lip read, it is important that you face the person while communicating.  You also need 
get other details (for example, which languages they lip-read, which side they can hear better and how 
much enunciation they require, whether they prefer closed room discussions, or silence without 
background noise etc.) 

4. We strongly recommend not having telephonic assessments. However, this may vary based on the 
functional assessment of the person. 

5. Assessment paper should be made in simple English and precise with visual aspects to ensure level-
playing field for persons with Speech and Hearing Disability (Hearing Impaired). 
 
 



  
   

 

6. Demonstrations and visual learning are important for persons with Speech and Hearing Disability 
(Hearing Impaired) to understand exactly what is expected from the exercise. Do a simple mock 
explanation to ensure the person understands correctly. 

7. Check on sign language compatibility between interpreter and trainees for best assessment processes. 
For example, within Indian Sign Language, there are many differences based on location. Further, words 
in ISL and ASL are frequently very different and not all persons with Speech and Hearing Disability 
(Hearing Impaired) may understand both. This may lead to misinterpretations.  

8. Assessment through presentation should be replaced with practicals or by conducting regular interviews. 
9. Consider extra time because of interpreter communication during assessments. 

Written assessment should be assessed keeping in mind language constraints the person might have. For 
example, email writing task should be viewed from the point of view of email message, but not grammar.  



  
   

 

Guidelines for Assessment of Trainees:  
For Persons with Locomotor Disability/ Orthopedically Challenged 
General Guidelines: 

1. Do ask questions openly. Do not assume anything. For example, ask your trainees with disabilities if they 
need any change in the kind of assessment setup provided. You could check if the person would prefer 
normal lighting conditions to bright lighting, in the case of persons with Low Vision (Visually Impaired). 
This would encourage honest conversation, helping you to assess the person based on their true abilities. 

2. Be prepared to make your assessments person-specific. For example, there may be a person who is hard 
of hearing who may need no process changes to your standard assessment, while other persons who are 
hard of hearing may need quiet rooms. Do account for these individual needs during your assessment. 

3. The Assessment guidelines given below are only to enable the assessor to conduct the assessment 
smoothly. Adherence to the guidelines is not mandatory but preferred. 

4. The assessor has the option to use any of the tools appropriate from the list of tools mentioned in the 
expository, to conduct the assessment. He/she also has the choice to use other options that will help 
conduct the assessment with sanctity 

5. Do understand that every trainee with disabilities has a journey: he/she are likely to have identified 
solutions that best work for him/her. Do not expect your trainees with disabilities to go through the 
same processes with the same rigour as your trainees without disabilities. 

6. Remember that your trainees with disabilities are going to be working on par with persons without 
disabilities. Pitying, belittling or lowering the standards would defeat the purpose. 

  

 Guidelines: 

1. Criteria for assessment for each Qualification Pack will be created by the Domain Sector Skill Council. 
Each Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. Domain SSC 
will also lay down proportion of marks for Theory and Skills Practical for each PC  

2. The assessment will be conducted in the best suitable manner according to the disability online/offline 
through assessment providers authorized by SSC 

3. Individual assessment agencies will create unique question papers for theory part for each candidate at 
each examination/training centre (as per assessment criteria below)  

4. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 60% for each QP for NSQF level 4 and above job roles for Non – Technical Job Roles) 

5. To pass the Qualification Pack, every trainee should score a minimum of 50% for each QP for NSQF levels 
1 to 3 & 70% for each QP for NSQF level 4 and above job roles for Technical Job Roles.  

 

Lab Assessment 

Upper Limb – One limb: 

1. This may require re-arrangement of equipment based on nature of disability for 
ease of access – like placing tools on left-hand-side or right-hand-side. 

2. May require left handed lab equipment (like left-handed scissors) 

Upper Limb – both limbs: 

1. May require process changes based on the nature of the assessment – for 
example, if the person uses their feet for different tasks. 

Lower limb – Without aids/Crutch User/Calliper User: 
1. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 

ground floor. All staircases and steps need to have railings for support on both sides.  Elevator facility 
would be preferred 

2. Accessible restrooms must be provided. 

Lower limb -  Wheelchair user due to polio: 
1. The lab needs to have wide entries, exits and space between different tables to ensure that the 

wheelchair can be used without barriers. 



  
   

 

2. The floor needs to be level with no obstacles, the building needs to have ramps, accessible elevators, and 
accessible restrooms meeting standard specifications. 

3. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 
ground floor.  

4. All shelves must be at an appropriate height for wheelchair users. 

Lower limb – Wheelchair user due to Spinal Cord Injury: 
1. The lab needs to have wide entries, exits and space between different tables to ensure that the 

wheelchair can be used without barriers 
2. The floor needs to be level with no obstacles. The building needs to have ramps, accessible elevators, and 

accessible restrooms meeting standard specifications. 
3. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 

ground floor.  
4. All shelves must be at an appropriate height for wheelchair users. 
5. Many persons with spinal cord injury are unable to sit for extended periods of time.  This should be taken 

into account, and extra time should be allocated to the person for completion of the assessment. 

6. Persons with spinal cord injury may require helpers for personal work. This must 
be taken into consideration on a case-by-case basis. 

Computer Assessment 

Upper Limb – One limb: 
1. May require modified/one-handed keyboard or mouse, based on preference 

2. May need computer configured with Sticky Keys for ease of using keyboard 
shortcuts. 

Upper Limb – Both limbs: 
1. May require keyboard placed at foot level for persons using foot typing 

2. May require computer compatibility with speech recognition software or camera-
mouse 

Lower limb – Without aids/Crutch user/Calliper User: 
1. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 

ground floor. All staircases and steps need to have railings for support on both sides. Elevator facility 
would be preferred. 

2. Accessible restrooms must be provided. 

Lower limb – Wheelchair user due to polio: 
1. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 

ground floor.  
2. The floor needs to be level with no obstacles, the building needs to have ramps, accessible elevators, and 

accessible restrooms meeting standard specifications. 

3. The tables for the computers need to be placed at the right height for wheelchair 
users to be able to access the computer system. 

Lower limb – Wheelchair user due to Spinal Cord Injury: 
1. The floor needs to be skid-proof and elevators need to be provided if assessment room is not on the 

ground floor.  
2. The floor needs to be level with no obstacles, the building needs to have ramps, accessible elevators, and 

accessible restrooms meeting standard specifications. 
3. The tables for the computers need to be placed at the right height for wheelchair users to be able to 

access the computer system. 
4. Many persons with spinal cord injury are unable to sit for extended periods of time.  This should be taken 

into account, and extra time should be allocated to the person for completion of the assessment. 
5. Persons with spinal cord injury may require helpers for personal work. This must be taken into 

consideration on a case-by-case basis. 
6. In assessments, some trainees may prefer using a laptop over a desktop due to movement constraints. 

General Guidelines: 



  
   

 

1. Criteria for assessment for each Qualification Pack (QP) will be created by the Sector Skill Council (SSC). 
Each performance criteria (PC) will be assigned Theory and Skill/Practical marks proportional to its 
importance in NOS.  

2. The assessment will be conducted online through assessment providers authorised by SSC. 
3. Format of questions will include a variety of styles suitable to the PC being tested such as multiple choice 

questions, fill in the blanks, situational judgment test, simulation and programming test. 
4. To pass the Qualification Pack, every trainee should score a minimum of 50% for each NOS for levels 1 to 

3 & 60% for each NOS for level 4 job roles .pass each individual NOS. 
5. In case of successfully passing only certain number of NOS’S , the trainee is eligible to take subsequent 

assessment on the balance NOS’S to pass the Qualification Pack. 

 

  



  
   

 

Assessment Criteria for Trainees

  

MarksAllocation 

 
  

 
Total Mark  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
120 

 
Out of   

 

 
 

12.5 

 
Theory   

 

 
 

0 

Skills 
Practical 

1. SSC/N3022(Undertake 
Data entry services) 

PC1.obtainsufficientinformationfromthe 
customer/client to understand the need and 
perform initial task 

 

 
12.5 

 PC2.assistthecustomerinprovidingright 
information to be entered 

 
12.5 

 
0 

 
12.5 

 PC3.providethecustomerwitha reasonable 
Estimate time of entering data 

 
5 

 
0 

 
5 

 PC4.prioritizeservicerequestsaccordingto 
Organizational guidelines 

 
2.5 

 
0 

 
2.5 

 PC5.refertheproblemtoa competent 
Technical support teamifit cannot be resolved 
by the operator 

 

 
2.5 

 

 
0 

 

 
2.5 

 PC6.recordandperformtheservicerequest 
accurately as per organizational processes and 
policies 

 

 
2.5 

 

 
0 

 

 
2.5 

 PC7.transcribes,enters,andverifiesdatafrom 
a variety of source material including financial, 
personnel, policy and other records or reports 

 

 
10 

 

 
0 

 

 
10 

 PC8.receivessourcedocumentsfromvarious 
departments, public, agencies,etc. and verifies 
accuracy of material, prior to input 

 

 
2.5 

 

 
0 

 

 
2.5 

 PC9.transcribesselecteddataintoa computer 
And scans source documents in accordance with 
Specific program instructions 

 

 
10 

 

 
0 

 

 
10 



  
   

 

 PC10.comparestranscribeddata,asdisplayed 
On a visual screen, document and corrects any 
errors with the source 

  

 
15 

 

 
5 

 

 
10 

 PC11.obtainhelporadvicefromspecialistifthe 
Problem is outside his/her area of competence 
or experience 

 

 
5 

 

 
0 

 

 
5 

 PC12.determinesthecauseoferrormessage 
While entering data and makes appropriate 
corrections 

 

 
5 

 

 
5 

 

 
0 

 PC13.maintainsfilesof source documents or 
Other information relative to data entered; 

 
5 

 
5 

 
0 

 PC14.performsvariousrelatedfunctionsto 
insure that the computer is maintained in a 
neat and orderly manner 

 

 
10 

 

 
10 

 

 
0 

 PC15.assistsin(or performs)the filing and 
Storage of security and backup data files 

 
10 

 
10 

 
0 

 PC16.Mayperformvariousback-uporrelief 
clerical duties as needed (i.e.,switch board, 
receptionist, finger printing, etc.) 

 

 
5 

 

 
0 

 

 
5 

 PC17.monitortheproblemandkeepthe 
Customer informed about progressor any 
delays in the process 

 

 
5 

 

 
0 

 

 
5 

  Total 120 35 85 
2.SSC/N9001(Manage 
yourworktomeet 
requirements) 

PC1.    Establish and agree your work 
requirements with appropriate people 

 
 
 
 
 
 
 
 

 
40 

 

 
10 

 

 
5 

 

 
5 

 PC2.    Keep your immediate work area clean 
And tidy 

 
5 

 
0 

 
5 

 PC3.    Utilize your time effectively 5 5 0 

 PC4.    Use resources correctly and efficiently 5 2.5 2.5 

 PC5.    Treat confidential information correctly 5 0 5 

 PC6.    Work inline with your organization’s 
Policies and procedures 

 
2.5 

 
0 

 
2.5 

 PC7.    Work within the limits of your job role 2.5 0 2.5 

 PC8.    Obtain guidance from appropriate 
people, where necessary 

 
2.5 

 
0 

 
2.5 

 PC9. Ensure your work meets the agreed 
requirements 

 
2.5 

 
0 

 
2.5 

  Total 40 12.5 27.5 
4.SSC/N9003(Maintain a 
healthy, safe and secure 
working environment) 

PC1.    Comply with your organization’s current 
health, safety and security policies and 
procedures 

 

 
 
 
 

40 

 

 
10 

 

 
5 

 

 
5 

 PC2.    Report any identified breaches in health, 
safety, and security policies and procedures to 
the designated person 

 

 
5 

 

 
0 

 

 
5 

 PC3.    Identify and correct any hazards that 
You can deal with safely, competently and 
Within the limits of your authority 

 

 
10 

 

 
5 

 

 
5 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
24 



 

 PC4.    Report any hazards that you are not 
Competent to deal with to the relevant person 
in line with organizational procedures and warn 
other people who may be affected 

 
 

 
 
 

5 

 

 
 
 

0 

 

 
 
 

5 

 PC5.    Follow your organization’s emergency 
Procedures promptly, calmly, and efficiently 

 
5 

 
0 

 
5 

 PC6.    Identify and recommend opportunities 
For improving health, safety, and security to 
the designated person 

 

 
2.5 

 

 
0 

 

 
2.5 

 PC7. Complete any health and safety records 
Legibly and accurately 

 
2.5 

 
0 

 
2.5 

  Total 40 10 30 
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Introduction to Disabilities 

Disabilities according to Act (GOI): Any person with disability having any of the 10 disabilities 

stated in the National Trust for the Welfare of Persons with Autism, Cerebral Palsy, Mental 

Retardation and Multiple Disabilities Act, 1999 and Disabilities in The Persons with Disabilities 

(Equal Opportunities, Protection of Rights and Full Participation) Act, 1995. 

 

DISABILITIES 

S.No Nomenclature as per 
Act 

Nomenclature 
as per Industry 

S.No Nomenclature as 
per Act 

Nomenclature 
as per Industry 

1 Blindness Visually impaired 6 Mental illness Mental illness 
2 Low Vision Visually impaired 7 Cerebral Palsy Cerebral Palsy 

3 Leprosy-cured Leprosy-cured 8 Autism Autism 

4 Hearing impairment Hearing Impaired 9 Mental Retardation Intellectual 
Disability 

5 Loco motor disability Movement 
Impaired 

10 Multiple Disabilities Multiple 
Disabilities 

 
 
 
 

  



  
  

 

Keywords /Terms Description 

Blindness 
(Visually 
Impaired) 

Both eye injury and disease can affect vision. The clarity of vision is called visual 
acuity, which ranges from full vision to no vision. Acuity is usually measured on a 
scale that compares a person's vision at 20 feet with that of some who has full 
acuity. Therefore, a person who has 20/20 vision sees objects 20 feet with 
complete clarity, but a person with 20/200 vision sees at 20 feet what a person 
with full acuity sees at 200 feet. Legal Blindness (Visually Impaired) is defined as 
visual acuity worse than 20/200 even after correction with eyeglasses or contact 
lenses. 

Low Vision 
(Visually 
Impaired) 

Low Vision (Visually Impaired) is a reduced level of vision that cannot be fully 
corrected with conventional glasses. It is not the same as Blindness (Visually 
Impaired). Unlike a person who is blind, a person with Low Vision (Visually 
Impaired) has some useful sight. However, Low Vision (Visually Impaired) usually 
interferes with the performance of daily activities, such as reading or driving. A 
person with Low Vision (Visually Impaired) may not recognize images at a distance 
or be able to differentiate colors of similar tones. 

Speech and 
Hearing Disability 
(Hearing 
Impaired)/Hearin
g Loss/Deaf 

Hearing loss is the reduced ability to hear sound. Deafness is the complete inability 
to hear sound. Deafness and hearing loss have many causes and can occur at any 
age. People can go deaf suddenly as a complication of a virus, or lose their hearing 
over time because of disease, nerve damage, or injury caused by noise. About 3 in 
1,000 babies is born deaf, often because of genetic factors. Approximately 1 out of 
every 10 Canadians has hearing loss, and more than half of Canadians over 65 
years of age have hearing loss. 

Loco-motor 
Disability 

"Loco motor disability" means disability of the bones, joints muscles leading to 
substantial restriction of the movement of the limbs or any form of cerebral palsy. 

 

 

 

 

 

 

Keywords /Terms Description 

VI Visual Impairment 

LV Low Vision 

HI Hearing Impairment 

LD Locomotor Disability 

D
e

fi
n

it
io

n
 

A
cr

o
n

ym
s 



  
  

 

Glossary: This provides assistance with adaptability of action mentioned in the NOSs with respect to 

Persons with Disability. The Actions appear in sequence of appearance in the NOS documents. 

Action Adaptability for Persons with Disability 

Identify / Recognize, Prepare, Read, Write, 
Listen, Record, Check / Inspect, 
Communicate effectively, Check and clarify, 
Choose, Arrange, Fill up, Help create, 
Transcribe, Obtain, Discuss, Notify, Apply, 
Examine, Maintain, Answer 

Using self-ability or assistance of Tools based on disability 

 

Qualifications Pack Code t²5κSSC/Q2212 
Job Role Domestic Data Entry Operator 

Expository code   PwD/E000 

To Job Role Expository for Domestic Data Entry Operator of IT/ITeS 

Credits (NSQF) TBD Version number 1.0 

Industry IT-ITeS Drafted on 30/11/15 

Sub-sector Business Process 
Management 

Last reviewed on 02/12/15 

Occupation Customer 
Relationship 
Management 

Next review date  

26/02/16 
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