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

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

About the Project
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About the Handbook

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

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

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

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

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

This handbook is a complementary document and should be read 
along with the Training Module on Social Social Security Provisions and 
Schemes for Ground Functionaries.
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Objective of the handbook
The objective of the handbook is to inform the workers 
about the pre-requisite documents for enrolling in EPF, ESI 
and E-Shram, and the process to access the account in 
each of these three portals. 

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

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

Getting Started
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Abbreviations

EPF Employee Provident Fund

ESI Employee State Insurance

ESIC Employees’ State Insurance Corporation

IPN / IP Number Insurance Person Number

PAN Permanent Account Number

PF Provident Fund

TANA Training and Assistance Need Analysis 

UAN Universal Account Number

UNIDO United Nations Industrial Development 
Organization
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Required Documents

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

Documents required: 
1. Unique Identification Number or Aadhar Card- The Aadhar Card 

should have the correct spelling and address and should be linked to 
a valid mobile number (currently in use). 

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

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

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

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

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



Employee Social 
Insurance (ESI)

Application process  
for major programmes:
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Using the mentioned documents, all employers are 
required to register the workers on the Employees’ State 
Insurance Corporation (ESIC) portal. The employer uses 
the following link for logging and filling in the details of 
the workers. 
https://www.esic.in/ESICInsurance1/ESICInsurancePortal/
PortalLogin.aspx

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

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

ESIC E Pehchan Card PDF Download 
Process 
 
Step 1: To download ESIC E Pehchan card login to employer ESIC portal with 
establishment ESIC code and password. 
Step 2: Now on the home page there is an option called e-Pehchan card under 
the employee section, now click on e pehchan card option. 

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

 
Step 4: Now details of the insured person will appear on screen like the name of 
the IP, date of registration in ESIC and gender. On right hand side, there is an 
option called view counter foil now click on that. 

 
Step 5: Now the E Pehchan card of the employee will open, now check whether 
all the details like nominee details, family members details and dispensary details 
are present or not. If they are not present then update those details and take the 
print out of E Pehchan card. 

 
Step 6: Now sign on this ESIC card and affix your family photograph and attest 
the photograph with your employer and finally take the signature of the ESIC 
officer. 

 
  



Employee Provident 
Fund (EPF)

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

The workers can activate their UAN by accessing 
this link: https://unifiedportal-mem.epfindia.gov.
in/memberinterface/no-auth/uanActivat ion/
activationForm?_HDIV_STATE_=10-8-DBC21B39D0B45
905C8239B7556BEDB33 

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

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

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

Documents must for EPF
1. Aadhar Number
2. PAN Number
3. Bank Account Details
4. UAN number, in case already registered to access 

your account. 
5. Phone number linked with Aadhar to get OTP
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In case the worker would like to withdraw PF, they 
must follow the instructions given in the following 
document. 

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



Enrolment in the 
E-Shram portal

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

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

(See Annexure I)
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Household survey on Child Malnutrition in the state of Telangana

Haris T Najib

Registration Process

ABOUT SWANITI INITIATIVE
Swaniti Initiative is a social enterprise that provides development solutions to improve delivery of public services.    We 
leverage research, data and in-depth knowledge base of public service delivery to create most impact. 

Lack of Human 
Capital Support
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On ground support & 
PMUs

• To support in on ground program 
delivery, Swaniti partners with 
local agencies and sets up a 
program unit on ground as part of 
an engagement or PMU. 

• These team members are embed in 
the communities to better 
understand and deliver 
government programs. 

• Swaniti has established a Research 
and Advisory Unit to support the 
government officials in better 
understanding the pointed gaps of 
various programs and schemes. 

• In addition, Swaniti also conducts 
independent research in the form 
of  impact evaluations and 
independent assessments.  

• In order to better plan and 
monitor government programs, 
Swaniti has created various data 
and technology tools to help in 
advanced data analytics and 
visualization. 

• In addition, they support the 
government in managing various 
programs and making key 
decisions. 

Research Unit
Data Technology tools

Lack of Systems 
Support

Lack of Specialized 
Knowledge

Annexure - I
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|

45+
Public service delivery 
units setup in 24 
states actively 
engaged

250
Thousand 

Lives impacted 
through various 
projects

₹400
Crore

Amount of resources 
mobilized for projects 
through government 
schemes

Engagements & PMU
Research Advisory 

Cell
Development Tools

Administrators and 
policy makers 
supported through 
research products

25+
Roundtable 
Conferences and 
Issue Briefings 
organized for govt. 
officials

300+

60+
Ministries and Depts 
engaged on knowledge 
products

3

Development 
indicators analyzed 
and published in 
media

45

10+
Technology products 
developed for different 
clients 

State Governments 
and Central Ministries 
leveraging our data 
analysis tools 

An effort towards building a vibrant, inclusive and better India…

Clients & Partners

PARTNERS AND IMPACT

Capacity Building

Advocacy Practices

Technical Support

Monitoring and Evaluation

 

Swaniti 
Interventions  

in Bihar Media engagement

Policy Gap Assessment 
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Partners in Bihar and Their area of  Work

                         
Centre 
Direct

• Protection of child rights   
• Rural skill development
• Livelihood training and HIV Control

                         Adithi
• Reproductive health, HIV awareness, TB awareness
• Child Rights and Education
• Disaster relief

                         Prayas
• Child Protection and Education
• Adolescent skill development
• Livelihood training

                         IDEA
• Sustainable Agriculture
• Community Health
• Livelihood training for the marginalised

SPARC
SUPPORTING PARLIAMENTARIANS IN ANALYSIS AND RESEARCH IN 

CONSTITUENCY

SPARC, A ONE-YEAR PROGRAM BY SWANITI INITIATIVE, PLACES AN ASSOCIATE WITH A MEMBER OF 
PARLIAMENT (MP) TO CURATE AND IMPLEMENT THE CONSTITUENCY DEVELOPMENT PROJECTS. 
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UNCDF:
ENSURING IMPROVED 
DELIVERY OF DIRECT 
BENEFIT TRANSFER 

DBT 
development at 
different stages

Consultation 
with state and 

district 
administration

PMMVY & 
MOAPS in 
Manipur, 

SBM(U) and 
PMAY(U) in 

Tripura

Beneficiaries 
impacted in 

initial 
engagement in 
Manipur and 

Tripura

2
North East 
State

3
Pilot Districts

4
Key 
Schemes

1.5L
Beneficiary Engagement

Centralized MIS System 
creating delays in 

payments

Inadequate 
knowledge/performance 

of functionaries
Difficult Terrain

Key Gaps 
Addressed
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DISTRICT MINERAL 
FUND TRUST:
PLANNING AND  
MANAGEMENT UNIT

MMAALLNNUUTTRRIITTIIOONN  
EERRAADDIICCAATTIIOONN  PPRROOJJEECCTT
The Swaniti team facilitated the setting up of a mobile application 
called “Poshan Samvardhan” which is being used for live monitoring 
and tracking the progress of each malnourished child. The 
application is useful in the following ways:
•The app has a database of all Medium Acute Malnutrition and 
Severe Acute Malnutrition children in the district between 6 
months-5 years
•The monthly progress of each child (increase in weight, Mid Upper 
Arm Circumference measurement) can be tracked on the app
• The app provides data about the most improved and least 
improved anganwadi centers
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CCAAGGEE  CCUULLTTIIVVAATTIIOONN  
FFOORR  FFIISSHHEERRIIEESS  

A fisheries-based livelihood project is ongoing in 
Ranchi district in Jharkhand. The aim of the 
intervention is to generate livelihood opportunities for 
the fishermen of mining affected areas. 

Sites: Two lakes have been identified in Khelari 
panchayat

Project Scope: 8 cages placed in the lakes with 
approximately 2 tonnes of fish in each cage 

Funding Structure: 80% funds will be provided 
through DFO’s office  and the balance will be divided 
equally between DMFT and cooperative members’ 
contribution

Market linkage: Market has been identified in 
bazaars in Khelari block. The marketing will be 
handled by the fishermen co-operatives

DEVELOPING MODEL 
SCHOOLS IN
NAGROTA CONSTITUENCY, 
JAMMU
& KASHMIR:
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THE PROGRAMME FOCUSED ON 
DEVELOPING EXISTING 
GOVERNMENT SCHOOLS INTO 
MODEL SCHOOL BY IMPROVING 
THE CLASS INFRASTRUCTURE, 
TOILETS, DRINKING WATER, 
PLAYGROUND.

TRAINING TO TEACHERS AND 
BRIDGE COURSE FOR WEAK 
STUDENTS

THE PROJECT WAS FUNDED BY 
BHARTI FOUNDATION

•15
•Model School Development

•3,200
•Student to get access to quality education

•43,000
•Lives Influenced in positive manner

POSSIBLE 
INTERVENTIONS
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Government Intervention
Need Assessment: Understanding the 
different government programmes and their 
procedures to tap possible interventions and 
mobilize funds 
Identifying focus sectors of the district to 
build strategy for development
Setting up Planning and Monitoring Unit to 
bridge the resource gaps and streamline 
existing government programmes

Non-Government Interventions
Carrying Pre-Assessment Study in the 
district to zero down on possible 
interventions such as education, health, 
livelihoods
Identifying suitable partners and CSR bodies 
for funding the project
Collaborating with stakeholders to 
implement the programmes through IEC, 
Social Behavioural Change and 
Implementation

THANK YOU
QUESTION AND ANSWERS
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Notes:
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Notes:
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