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CONFIDENTIAL

GOVERNMENT OF GUJARAT
GENERAL ADMIN'ISTBATION DEPARTMENT
- ' Resolution No.\:{@-,a—ll 69-K,
Sachivalaya, Ahmedaba,d-lt’)', dated the 8th March, 1969.

Subject.—Instructions regarding writing and maintenance of annual .
Confidential Reports.

RESOLUTION
The question of consolidating instructions regarding writing and maintenance of
annual confidential reports had been under corsideration of the Government for some
time. In supersession of all previm.s orders issued in this connection, the Government

is pleased to direct that instrutions contained in tke accompamment to this Resolu-
tion should be followed hereafter.

By order and in the name of the Governor of Gujarat,
- R. V. CHANDRAMOULI,

Deputy Secretary to the Government of Gujarat,
General Administration Department.

To, i
The Secretary to the Governor.
The Comptroller to the Household to the Governor.
The Secretary to the Chief Minister.
Personal Seci-etaries to All Ministers.
Personal Assistants to Al Deputy Ministers and Parliamentary Secretaries to the

(;Jhief Minister.

The Secretary, Gujarat Public Service Commission (with 10 spare copies) (by letter).
The Secretary, Gujafé.t Legislature Secretariat, (by letter).
The Registrar, Gujarat High Court, Ahmedaf)ad, (by letter).
Th: Secretary, Gujarat Vigilance Cgmmission, (by letter).
All Departments of Secretariat, (with 30 spare copies).

All Heads of Departmeﬁts and Heads of Offices under the several Departments of
Secretariat.

All Officers in General Administration Department.

All Branches in General Administration Department.
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ACCOMPANIMENT TO GOVERNMENT RESOLUTION, GENERAL ADMINISTRATION
DEPARTMENT NO. wy4-1169/K, DATED THE 8TH MARCH, 1969.

Instructions regarding writing and maintenance of annual confidential reports.

Confidential Reports of all Government servants, other than those in class IV service, should be
~written and maintained in accordance with the instructions contained in the following paragraphs :—

1. It will be the responsibility of the head of every department or office to ensure that annual
- confidential reports of all persons working under his-control are properly written and maintained.

-2 Confidential reports of all Government servants, whether permanent or temporary, are required
‘to. be. written except in the case of temporary servants who have been in service for less than three

- _month _ and are not likely to continue.

~

3. At times, when posts are required to be filled in consultation with the Public Service Commi-
ssion, Heads of Departments make temporary appointments pending regular appointments on the Commi-
ssion’s recommendation. Confidential reports of the persons so appointed should be written if they
have been in service of six months or longer, in the case cf Class III posts, and three months or
longfsr,rin the case of Class I and II posts,

" 4. Reporting Officers :

(1) Confidential report of a person should generally be written by his immediate superior, whether
“holding gazetted or non-gazetted status, hereafter referred to as the Reporting Officer.

(2) When there is a supervisory oFicer between a Government servant and his Reporting Officer,
 the latter should invariably consult the supervisory officer when writing his confidential report. Remarks
of ‘the supervisory officer should-be obtained .by the Reporting Officer in writing on plain paper and
“these remarks should be kept with the ephemeral roll of the person concerned.

5. Reviewing Officer :

e

(1) The Reporting Oficer should submit the confidential reports written by him to the next higher
officer who should review the reports and make his own remarks therein. The latter officer will be
referred to as the Reviewing Officer. The Reviewing Officer may have some difficulty in getting to

“know the large number of employees whose confidential reports he may be required to review. But he
should consider it as an essential part of his duty to do so. The judgment of the Reporting Officer,
even though it is completely fair in its intent, may at times lack perspective. It is, therefore, necessary
that the Reviewing Officer should consider it his duty to form his own judgment of the work and
~conduct of the persons reported upon. He should state clearly his own agreement .or dis-agreement on

“the remarks and assessment made by the Reporting Officer. Where he considers that the remarks of
the Reporting Officer do not give a complete picture of the ability, merit or defects of the persons repor-

“ted upon he should add his detailed and specific remarks. Reviewing Officer’s remarks are particularly
necessary when the Reporting Officer has commented adversely on the ability or conduct of a person.

(2) Some Heads of Departments review the confidential reports of lower categories of staff on the
" “basis of the report written by the lower officer, as they have no occasion to see the work of the former
- during the period under report. When the reviewing officer has not formed his own opinion about the
- officer’s work he should mention accordingly in the space provided for - the reviewing officer’s remarks
and- also say “based on the above report only”.

6. Grading :

(1) Each Government servant should be graded on the basis of his confidential-report every year.
" The standard grades are ‘Outstanding”, “Very Good”, “Good” “Fair”, “Below Average’” and ‘“Poor”.

(2) Grading should be done by the Reporting Officer himself because grading consists really in
-summing up and assessing the various points included in the report. The Reviewing Officer being a
-higher officer than the Reporting Officer should review not only the whole report but also the grading
-given by the Reporting Officer. It should be open to the Reviewing Officer to comment both on the
-assessment as well as the grading and express his view. Thus, in all cases there would only be Repor-
“ting Officers and Reviewing Officers. .

-—
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(3) As there will be no grading Officer, the Departments of Secretagiat may, where ever necessary
issue tevised orders as to who should be the Reportmg Officers and Réviewing Officers for different -
categories of personnel in offices under their administrative control in consultation with the General
Administration Department and the Gujarat Public Service Comniission, if any modification of the
existing orders is called for. Where no such -orders exist or have not been issued, steps may be taken
to do so to designate Reportmg and Rev1ewmg Officers. .

(4) In case of class IT officers when the Head of Department is the Reporting Officer, reviewing
should be done by the Secretary of the Administrative Department concerned. In case of Class III
Officers in similar circumstances, the Head of the Department who is reporting officer should grade the
Officers reported upon and review-of the report in such eases should be dispensed with.

(3) Where the Secretaries of the Administrative Departments themselves are the Reporting Officers,

N the Reviewing Officéer will be the Chief Secretary; but where the reporting officer is a Head of Depart-
“ment, then 'the ReV1ewmg Officer, will be the Secretary of the administrative department concerned.
In cases where the Reporting Officers are the Developmént Commissioner, the Reviewing Oﬁ‘icer will be -
the Chief Secretary, although the reports may be sent through Secretary, Panchayats and " Health

E;iepartment AR TR IR ST - m inzn!——:—.—v-— - e

(6) The Heads of Departments and Reporting Officers concerned should, before wntmg the annua.l
confidential reports of officers concerned with development activities such as District Co-operative
Officer, District Industries Officer etc. who have not been allocated to Panchayats, as certain the views
of the Collectors on the work of such officers in connection with development activities and take them
into account while  writing “the annual confidential reports. But it is not necessary to ascertain the
views of the Collectors on the work of Officers who are under the administrative control of Panchayats
in connectlon w1th development activities. .

Note —A person whois considered to be falrly up to the expected standard for satisfactorily workmg

in the post should be graded as™“Fair”, and a person who falls short of such standard but whose work
is not so bad as to be graded as “Poor” should be graded as “Below” Average”. Thus, there is only
_one grade viz., “Below Average” between “Fair” and “Poor” and thereis no separate grade as “Average’
‘whichisalready covered by the grade “Fair”. Therefore, “Fair” or “Average” are not separate grades
and it is best to stick to only ‘Falr” in the grade -

~

7. Custody of confidential Record : o ;o

(1) Authorities mentioned in column (1) below should keep in thelr custody the confidential records
of the Government servants mentioned againsteach :— .

Authority to keep the Confidential Records. - Officers/Staf whose confidential records should
) . - S kept. , :
= 1 9" - .
1. Chief Secretary to Government. 1.A.8. Officers other than those shown in
i ’ entry No. 3.

2, (a) Secretary to Government, Home Depart-  L.P.S. Officers.
’ ment/Additional Chief Secretary, as the :
case may be,

(b) Secretary to Government, Agriculture and  LF.S. Officers.
' Co-operation Department.

-~

Heads of Departments under their adminis-
© trative control other than I.A.S. Officers,

3. Deputy Secretary (Services), General Adminis- Under Secretaries and Officer of equivalant
tration Department, if he is an LA.S. Officer.  rank, Deputy Secretaries and I.A.S. Officers

_ of six to eight years’ semiority as may be

decided by the Chief Secretary from time to

" (c) Secretaries to Government.

time.
’ OR
3. (a) Deputy Secretary (Semces), General Admi-  Under Secretaries.
nistration Department, if he isnet an I.A.S, ’ _

Officer.
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(b) Chief Secretary, if Deputy Secretary (Services)  Deputy Secretaries and All I.A.S. Officers.
General Administration Department is not }
an LA.S. Officer.

4. Deputy Secretaries to Government.

~

(1) Gazetted Officers (other than Class-II

Officers whose confidential records are kept

by Heads of Departments) of the Depart-

ment under the Administrative control of
" the Secretariat Departments. g

(2) Section Officers, Class II in Secretariat
Departments.

B. Under Secretaries. Non-Gazetted staff other than Section

Officers in Secretariat Departments.

6. Head of Department. (1) Such Class-II Officers for whom Heads

of Departments are empowered to pass
orders regarding posting and trapsfers except
that where such officers are on deputation
‘from another Department, their confidential
reports should be with the parent Depart-
ments, i

(2) Non-Gazetted staff in the  respective
- Departments.

Note:— =

1

M
@)
(3)
@)

(6)

(6)

Deputy Secretaries and Under Secretaries should keep the confidential répoi:ts of persons
specified above unless otherwise directed by the Secretary of the Department concerned.

Confidential reports 6f Deputy Collectors will be kept in the custody of an Officer of
Revenue Department nominated by the Secretary of that Department. = '

Confidential reports of Deputy Superintendents of Police should be képt in the "custody
of an Officer of Home Department nominated by the Secretary of that Department. -

Where an appointing authority is subordinate to the Head of the Department, the

former should keep in his custody the confidential reports of that category of Goverriment

servants.

In cases where confidenbial reports are kept in the custody of an Officer subordinate to’;
the Head of Department, the reports of such persons as are likely to be promoted to  a-
higher post in the course of the next one year should be shown to the Head of Department.

Copies of confidential reports should not be kept by an officer other than the one who;
operates the cadre, unless otherwise empowered by the Government. :

7. (2) The Custody of Confidential Records of Government Scrvarnts on deputation should normally
be with the parent departmert. The parent Departments should ensure that the annual Confidéntial
Records of the Governmont Servant on deputation are written and reviewed, regularly Ly the officers
competent to do so in th> Office of Department where the Government Servant is on deputation and
is returned to the parent office or department, as the case may be, for placing in the regular Confider-
tial Records file of the Government Servant maintziced by the parent department, within two months
of writing 67 such reports at the end of every year.

8. Ephemeral Rells :

A Roporting Officer should maintain an Ephemeral Roll in respect of each Government Servant
whose work and conduct he is required to report on, This Ephemeral Roll should be maintained in

H-2181-2
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the form appended to thescinstructions. Ephemeral Roll should be written quarterly when a Reporting
Officer should make entries therein about that person’s work as seen from day to day. He should also
enter in it whenever he notices anything note-worthy about an employee’s character or work together
with 3 brief note of the evidence or a reference to the relevant case. These remarks should be made
about good as well as bad points that might come to his notice. These should be taken into considera-
tion when writing the apnual confidential report of that person. These Ephemeral Rolls should be
destroyed one year after the confidential reports to which they relate have been submitted to the

Reviewing Officer.
9. Forms and contents of confidential reports :

The confidential reports should be written in the forms appended to this Government Resolution.
"These forms have been prescribed in supersession of the standard forms in which repérts were required
to be written eitherto. General form should Le filled in when the first report of a person is written.
‘Thereafter it need not be filled every year. Separate forms have been prescribed for each of the

following categories of persotnel, and annual reports should be written accordingly :—
(i) Form of confidential-Report on Officers of All India Services (Form I).

(ii) Form of confidential Report on Class I and Class II Officers (Except-Officers of All India
Services) (Form II). ,

- {iii) Form of confidential Report on Section Officer, Superintendents (Form III)
{iv) Form of confidential Report on Assistants (Form IV).
{v) Form of confidential Report on Head Clerks (Form V).

(vi) Form of confidential Report on personal Assistants, Steno-graphers and Steno-Typists.
(Form VI). ‘ ’

(vii)) Form of confidential Report on Senior Clerks. Aval Karkuns eto. who are required to
work involving noting and drafting. (Form ViI).

(viii) Form of confidential Report on Junior Clerks/Typists, who are not required to do any
aoting and drafting work. . (Form VIII).

(2) In cases where there is doubt about the category in which employees at certain level should
be placed, the concerned Department should issue specific instructions in consultation with the
General Administration. Department. /

(3) Though these forms are designed to cover adequately the general aspects of work and conduch
-of a person, yet they may not fully meet the requirements of departments employing specialised per-
sonnel. Professors or lecturers in Education Department who have to be reported with respect to their
teaching work, research and literary activities, and extra curricular wozk etc., or medical officers and
-engineers who have to be reported on with respect to their professional competence are cases in point.
The concerned Secretariat Department should, in each such case, devise a suitable supplementary form
in consultation with General Administration Department and the Gujarat Public Service Commission.
In those cases where such forms had already been devised in Part-II of the old form prescribed by
the former Government of Bombay, they should be continued as supplementary to the new forms.

(4) The Gujarat Public Service Commission should be consulted about prescribing the form of writing
confidential reports of Government servants and issuing instructions relating to the writing and main-
tenance of confidential reports. All the Departments of the Secretariat should consult the General
Administration Department and/or Gujarat Public Service Commission while prescribing the main form
and/or the supplementary form of writing confidential reports of Government servants and also while
issuing instructions relating to the writing and maintenance of confidential reports of Government servant
{ Gazetted and non-gazetted ). :

10. Period and frequency of reporting :

(1) Confidential report should be written for each calender year (s.e. annually for the period
from 1st January, to 3lst December ), but so far as reporte for year 1968 arp concerned, they should
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be written for the period from 1st April, 1968 to 31st December, 1968. They should also be written
at the time when a Reporting Officer relinquishes charge but no remarks need be recorded if the period
for which the report is to be written is less than three months. When a Government servant has served
in more than one post during a year, the annual confidential report should state the details including
the periods served in all such posts. Similarly, whenever an officer in the Department/Office is trans-

~ ferred out of the Department/Office, confidential reports on his work up to the date of his transfer

#hould be written and sent to the Department/Office to which he is tra.nsferred within a month from

“the date of transfer.

(2) In order to achieve this objectiye, the following procedure should be followed :—

; (i) When a Reporting Officer relinquishes his charge he should write confidential reports of all’
persons for whont hecis required to report on and submit shose reports to the Reviewing Officer,
if they have worked under him for- three months or more. He should certify in his charge report
that he has written confidential reports of all persons for whom he is required to report.

(i) Similarly, when an officer is transferred from one office/Department to another, the first
Reporting Officer should write a confidential report for the period for which he has worked under
him and submit to the Reviewing Officer. This would mean that there would be as many
.confidential reports on one person during one year as the number of Reporting Officers wunder
whom he has served. It would be the responsibility of the Reviewing Officer to make sure that
the whole year under report has been accounted for in the reports received by him. He should add
his_own remarks in the last of those reports. ‘

'(iii) Normally no report should be written, if a person has worked for less than three months.
However, if there is any special reason or occasion for reporting on a point on which the Reporting
Officer wishes to bring his remarks on record, there is no objection to the report being prepared
for a shorter period also. .

(iv) The Reviewing Officer, who may be transferred during the course of the year shonld be
shown the report sent by the Reporting Officer and he should give his own remarks as one Re-
-viewing Officer for part of the period. He. should then return it to the successor Reviewing Officer
who should also add his remarks for the subsequent period. For this purpose also, the penod of less
‘than three months should ordinarily be ignored.'§

.(v) The, period of reporting should be as far as possible within two months from the period for

-which the report is sent (s.e. till the end of February for the confidential reports in respect of the
_year ending December every year). The subsequent work of reviewing and communication of -adverse
-remarks, should be completed by the end of April, every year.

(vi) Reports on Gazetted Officers should be submitted by Heads of Departments to the Secretariat
Departments concerned not later than 28th/29th February, every year. Administrative Departments
-should scrutinise that they are technically and otherwise adequate. The confidential reports of Heads
of Departments, Deputy Secretaries and All India Services Officers and such Class I Officers
‘whose maximum pay scale is not less than Rs. 1250/- should be submitted to the Minister-in-Charge
-or the Chief Minister, as the case may be, for perusal, to enable them to add or amend, if necessary,
the remarks already made in the confidential reports

(vii) Confidential Reports of All India Services Oﬁicers should be submitted by the Chief
Secretary to the Chief Minister. Reports of such officers should, therefore, be submitted by the
Administrative department concerned to the Chief Secretary. Also, confidential reports of Secretaries
should be submitted to the Ministers concerned and the Chief Minister for adding their remarks,
if any, in their confidential reports.

Note.—The Confidential files of Officers should also be put to Chief Minister/Minister concerned
whenever there are proposals for promotmn/reversxon or disciplinary action or whenever the need
arises. ;

11. Number of copies :

Confidential reports of officers of All India Services, 7.e. 1.A.S., L.P.S., and LF.S. should be written
in duplicate and in the case of all other persons only one copy should be written, All Reporting Officers
should ensure that confidential reports of All India Service Officers are invarisbly written in duplicate.
This is Tecessary as one copy has to be sent to the Government of India. Reporting Officers shonld not
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keep copies of reports, with them. If the circumstances of any. particular cadre or department require
that more copies of the confidential reports of a category of its employees should be made, then that
department should issue specific instructions about the number of copies that particular Reporting .
Officers should write.

.

12. Quality of reporting. :

It is of paramount importance that the confidential report of a person should be true and
objective assessment of that person’s ability and character as reflected in his official work during
the period under report. Absolute objectiveity should be the aim of every Reporting Officer. His work
in this respect would be facilitated by the proper maintenance of ephemeral rolls (vide para 8 above).
These ephemeral rolls will enable a Reporting Officer to give an objective assessment of the work of the
person in question throughout the year. :

~ (2) When writing a confidential report a Reporting Officer should take particular care to disregard

all subjective considerations and bias that he may have one way or the other. He should aim at giving,
as far as possible, a complete picture of that person’s good and bad points. His iudgment should be
based on verifiable facts. Remarks should be unquivocal, specific and should give a balance view of the
person‘s capabilities and failings. .

(8) One way of ensuring objectivity is that a person should be assessed by more than one
person. It is for that reasons that after a Reportiug Officer has written a report it is required
to be .reviewed by a higher officer (vide para 5 above). It is & special responsibility of the
Reviewing Officer to ensure that the quality of reporting is such as to give a complete account
of a person’s character and work covering bad as well as good points. A reviewing Officer
should not limit his remarksto those given by the Reporting Officer. He should give additional.
remarks on points not touched by the Reporting Officer. He should also try to cotrect the
conscious or unconscious bias that may be. there in the assessment given by the Reporting Officer. This
is particularly necessary in regard to any adverse remarks that might have been made. In such cases
the Reviewing Officer’s remarks are taken to represent the correct assessment.

(4) Remarks regarding a person’s suitability for promotion to a higher rank should be included
in the report as soon asthe Reporting Officer is in a pogition to form an estimate of the general
ability and character of the person concerned. If a special or ad-hoc report about a person’s fitness
for promotion to a higher grade, class or service has been called for during the period under report

then the recommendation made should be mentioned in the confidential report.

= (5)- When an officer has cbnsistently earned géod reports for a series of years and has been suddenly
_ reported on adversely, or wvice versa, the Reviewing Officer or a higher authority, should generally
requird- the Reporting Officer to amplify his remarks and to substantiate them.

(6) If annual confidential reports are not written carefully and if they do not give a correct and
adequate picture of the work, ability, qualities, failings and draw-backs of the persons reported on, such
defects in the reports would reduce their usefulness in matters relating to placement, promotion ete.
It is, nécessary that a confidential report should give, as far as possible, a full and objective assessment
" of the person:concerned in all respects so far as it is relevant to his official duties. It is necessary to
maintain the ephemeral rolls of the persons and make use of them for writing the confidntial report
in order to secure a more precise and thorough assessment on the basis of good and adverse aspects of
working noticed in the course of period under report.

() For theose who are on deputation, there is a normal tendency for the reporting institution o2
other authorities where the officer is working on deputation, to send a favourable report. which goes
against the idea underlying the procedure of writing confidential report. It is, therefore, necessary to
bring to their notice the purpose of maintainirg confidential reports.

(8) The purpose underlying prescribing different heads (columns) of assessment in the prescribed
forms of Confidential reports is to give correct and complete picture of the persons reported on e.g. the
head “clarity of thought and expression on paper” is indicated in certain forms of confidential Ieport%
to ascertain whether an officer is mainly good at both or either s.e. one could be a good speaker but
s poor penman. Such detailed observation could help in determining the suitability of man for a pacri-
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cular job, where either of the qualities is required. At the same time the remarks under specified heads
of assessment in the prescribed forms may by themselves give only an inadequate picture of the work’:
ability and personality of the reported individual as a whole. The head (column) “General remarks

has been provided ‘in the prescribed forms of Confidential Reports in order to write additional remarks
on the individual reported on so as to complete the overall picture of his work, ability and personality.

13
(9) The use of colourless expressions like “average” “tolerable” etc. as well as cryptic, equivocal
or vague remarks should beavoided. It may be borne in mind that very high praise or severaly adverse
remarks should be given sparingly after careful though in really deserving cases. Also, it may be remem-
* bered that a peson who had earned very good remarks in certain respects may perhaps be less .good or
have defects in some other aspects, and so also those who are very poor in some other qualities may
yet be less bad or even have positive merits in regard to other features. The Reporting Officers ghould:
try to give their balanced and objective views on the various aspects covered by the report as far as
possible. If they are not able to give remarks on any particular matter or generally, it shuold ‘be
stated in such words as “No remarks”, ‘I have not yet seen enough of his work in this regards”, ete.

(10) Tt is necessary for the Revizing Officer to see that the Reporting Officer has not -produced
an unbalanced report, and his observations are not seemingly contradictory. The Reviewing Oﬂ?\cer
should give his own remarks on any specific aspects or as General remarks where necessary.specially
where the Reporting Officer’s assessment is not considered adequate or correct in any respect.

(11) Stereotyed words “Good”, “Fairly Good”, “Poor”, “Yes” etc. should not be written by the
Reporting Officer in giving assessment on the specific points indicated in the forms. Such reports do
not convey a definite picture of the officer concerned in respect of his ability, integrity, ete. It is there-
fore, necessary that such stereotyped words should be avoided. The report should be of such a nature
that it should be given a definite and adequate picture of the work, ability, qualities, failings, and draw
backs of the persons reported on and it should be self explanatory and easy so as to facilitate the’task
of the Reviewing Officer. : '

(12) Gradings such as between good and Very good should be avoided. It is desirable that the
officer concerned should be graded either “Good” or ‘“Very good”. Only the standard grades (as specified
in para 6) should be used.

(13) Reporting Officers and Reviewing Officers should assess the work of the officer reported upon
properly. As the performance of a Government servant and his suitability for continuance in the post
and/or promotion to higher post is judged from the confidential reports, a great deal of reliance is placed
on the assessment of the Reporting and Reviewing Officer’s. It is, therefore, necessary that the report
should be of such a nature that it should give a definite and adequate picture of the work, ability,.
qualities, failings and draw backs of the persons reported on and it should be self explanatory and easy
for the Reviewing Officers to give correct review,. Reporting Officers and Reviewing Officers should
ensure that the reporting and reviewing done by them are quite prescise and effective,

(14) When s suspicion, allegation or charge against a person is under invétigation or when a’
departmental enquiry is being held against him on such suspicion, allegation or charge, the fact of such
an investigation or enquiry should be mentioned on a separate sheet of paper, which should be kept
in the file of the confidential records. However, with a view to ensuring that such a mention does not
leave scope for any misunderstanding about him, if the suspicion, etc. are found to be baseless or the
person concerned has been honourably acquitted of the charge, the said sheet should be removed from the
file of confidential report. This would remove the posshbility, of any prejudice being created against the
person concerned especially when no other paper remains on the file of the confidential report. Cases
in which final order is passed, on completion of investigation or inquiry, a note to that effect together
with brief particular in respect of proved suspicions or allegations and the nature of penalty imposed and
a reference to number and date of orders imposing punishment should be indicated on a separate sheet
which should be kept in Confidential Report file of the Government servant concerned. When the
length of the copy of final order is less than two pages; one copy should be kept in the file and when it
exceeds two pages, only particulars of proved allegations, nature of penalty imposcd and the
reference to number and date of the orders should be kept in separate sheet of papers in Confidential
Report file. The responsibility of preparing such note should be of the officer who passes the final order
of punishment and it is for him to sign such note prepared by the office in token of having approved it
The Head of the Department should ensure that every year such copies of orders or notes as are referred
to above are kept in the Confidential Report file of each officer concerned. '
H-2181-3
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(16) When remarks are made, as stated in sub para (14) above, about certain suspicion or allegation
against a person. it should also be stated whether the suspicion or allegation was investigatec& and
whether it has been brought to the notice of the superior officer, and if so, with what result. It is
desirable that the fact that an investigation is being made into such allegation or‘complaint, or sus-
picion even before sufficient evidence is collected to make out a prims facie case, should be meintioned
in a separate sheet in the file of confidential records, except for cases of minor lapses which do not
dsserve attontion. When an officer has made such an entry in the said sheet in the file of confidential
records, he should keep anote of thisfact with him intimating at a future datetheresult of the investi-
gation of enquiry, so that the authority having custody of the record may take action as indicated in
sub-para 14 of para  12. In case, the officer reported,,or the Reporting Officer, is transferred the
new ‘Reporting Oicer should be given intimation of the position confidentially, so that he may
report, the result of the investigation in due course.

(16) It should be ensured that the punishment, if any, imposed on a person during the period
under report should be mentioned in the confidential report.

(17) There is a column in the form of annual confidential report where the Reporting Officer
has to comment on integrity. Under the present practice it is difficult to fill this column even when
he has reason able grounds to be doubtlguf of theintegrity of his subordinate in the absence of definite
proof.- It is usual to say something non-committal. °

(18) Reporting Officer should in the first place be required to give a definite opinion whether or
not he considers the person concerned to be above board. If the Reporting Officer does not have
enough information for forming a definite opinion, as may often be the case, he should say so but
in no case should the column be left blank because of the inherent danger in doing so. In cases where
the Reporting Officer is not in & position tomike a positive report about integrity to ensure that the
matter is not sight of, he should submit a separate report, if he has reasons to doubt the integrity of
the officer on whom he is reporting, stating the reasons for his suspicions. In such cases, Reporting
Officer should record in this column that a separate report has been made. The Departments of Secre-
tariat and the Heads of Dapartments who receive such secret reports should take suitable steps to find
out the correstness or otherwise of the report.

13. Other instructions :

(1) Roporting Ofizers should write the reports in manuscript in their own hand. When the
report is typed for good and Sufficient reasons, a certificate that this has been done by the Reporting
Officer himself should be added to the report.

(2) Reports should be signed in full and dated by the Reporting Officer. His name and designa-
tion should be written in block letters or typed below his signature. )

‘(3) Reports should not be written in a perfunctory manner, and should not be cryptic or incomplete.

(4) Anything specially cerditable or discredistable to a Government servant should be mentioned
in his report even if it is not provided for in the form.

(3) Diff:rent views may be recorded in a confidential report by different officers, but no portion
of ths report mads in writing should be scored out. obliterated, or pasted over except under specific
ordars of the Government in each case. ‘ :

(6) Raports not written carefully and objectively in accordance with these instructions should be
returaed .to tha Rsporting Officers for-compliance with these instructions.

(7) The reports should be compiled in a neat and tidy way in file covers properly stitched.

(8) In the case of officers promoted from non-gazetted to gazetted posts or services, the admini-
strative departments should arrange to incorporate in the confidential records the earlier reports of the
officers concerned relating to non-gazetted service, in original, or where this is not feasible in the form
of certified copies. -

14. Communication of adverse remarks :

(1) Itisnecessarythatevery employee should now what his defects areand how he can remove
them. The best results can be achieved if every Reporting Officers realises that it is his duty not only
N * - et SN
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‘o make an objective assessment of his subordinate’s work and qualities but also to give him at all
times the necessary advice, guidance and assistance to correct his faults and deficiencies. If this part
-of the Reporting Officer’s duty is properly performed there should be no difficulty about recording
. adverse entries because they would refer to defects in respect of whichthe Reporting Officer has made
" efforts to have them corrected. Accordingly, when mentioning any faults or defects, a Reporting Officer
"should also give indication of the efforts he had made by way of guidance, admonition, etc. to get the
‘defects removed and the result of such efforts. \ '

(2) A Government Servant should at no time be kept ignorant of the Reporting Officer’s opinion
when his service is not considered satisfactory. But no adverse remarks should be communicated by a
Superior Officer to a subordinate except under orders of the Reviewing Officer. When communicating
the adverse remarks, the gist of good report should also be communicated. The Officer need not be
told about such remarks as may relat to his integrity. Remarks recording improvement in respect of
defects communicated in previous years should also be communicated to give an indication that the

efforts made to improve have not gone unnoticed.
\

(3) While communicating the serious adverse remarks it will be necessary to look at the report
of the year under report as well as previoiis records in order to check whether an officer who has con-
~ sistently earned good reports may have been suddenly reported on adversely, in which case, the remarks
may need good assessment or amplification before they are communicated.

(4) In communicating remarks to the person reported upon the following procedure should be
follows :— ‘ ;

(a) Where no adverse remark is made in a confidential report, nothing should be communicated
_except in cases referred to in(c) below. ~

(b) Where an adverse entry is made, whether it relatesto a remediable oran irremediable defect,
it should be communicated; but while doing 8o the substance of the entire report including what
may have been said in praise of a person should be communicated. Such remarks as may relate to
his integrity should not be communicated. :

(c) Where the report on an officer shows that he had made afforts to remedy or overcome
defects mentioned in the preceeding report, the fact should be communicated to the officer ina suit-
table form and a copy of such communication added to the character roll.

(d) It is desirable that while communicating the adverse remarks to the Government Servant
concerned, the identity of the superior officer making such remarks should not be disclosed.

-(¢) When adverse remarks may by the Reporting Officer are not accepted by the Reviewing
Officer or a higher authoriy, they do not réquire to be communicated as such, and only the adverse
remarks as modified or given by the Reviewing Officer or higher authority should be communicated.

(f) Where an adverse remark is made, a serious or persisting defect should be communicated in
writing while mild and temporaryshort comings should be communicated orally, The Reviewing Officer
should use his discretion in this matter. In some cases, it is also necessary to consider the personality
and standing of the officer to whom, the remarks are communicated so that the communication may
have a wholesome effect. More senior and sensitive officers should be addressed directly by Governent
or the Head of the Department while in other cases, the written communication should be sent by
Reviewing Officer and oral communication should be made by the Reporting Officer or Reviewing
Officer as may be convenient. In the case of All India Service Officers, Head of Departments, and
the District Superintendents of Police and other equivalent and/orhigher postsin the State Police
Service, adverse remarks made against them in their Confidential report should be communicated by
the Chief -Secretary. A copy of the written communication of adverse remarks should be kept in the .
confidential record file or a note of having communicated any remarks orally should be kept on the
confidential Report. Neither the original confidential report. itself should be shown to the officer

rePOTtl*:g on, nor his signature should be taken thereon in token of communication of adverse
remarks,

. (8) The Government servant concerned should be informed of his grading as and when he
18 graded as “Below Average “or “Poor”. :
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15.  Represéntations against adverse remarks :

Government servants should not be kept ignorant of the adverse remarks made against them
in their annual confidential reports and such remarks should be communicated to them as stated
above - as soon as possible. The object of communicating the adverse remarks to the Government
Servants  concerned i3’ to help them to improve their work, conduct, etc., so that they should
become better officially removing the defects pointed out to them. ‘In case a person desires to
make any representation against the adverse remarks, he may do so within 6 weeks from the
date of receipts of communication of adverse remarks and ‘the representation submitted after this

time limit should not be into consideration, unless there is satisfactory explanation for the delay.
Decision on the representation should be taken expeditiously ‘and in any case, not later than
six weeks from the date of submission of the representation. While communicating the adverse
remarks, the Reviewing Officer should inform the person concerned, that in case he desires
to make any representation against the adverse remarks, he may do so within 6 weeks from
the date of receipt of communication of adverse remarks and the representation submitted after
this time limit would not be taken'into consideration. - ) -

16. Confidential Reporis on retired and deceased officers and their disposal :

(1) The personal files containing the confidential records of all Government servants should
ordinarily be preserved for a period of five years after the date on which they cease to be in
Government service on account of death, retirement, dismissal, removal, termination of service,
etc. They may, however be preserved for a longer period for special reasons to be specified in
each case under the orders of Government in the case of class I and II Class Officers, and under
orders of the Head of Department in the case of class III employees.

(2) The confidential reports or copies thereof should not be given to a retired person or
one who has relinquished Government service. But if a request is received, there is no object-
tion to giving him an objective testimonial based on his work and conduct.

17. Confidential Reports on honorary or part-time officers.
Confidential reports on honorary or part-time officers need not be written.

18. Forwarding of confidential reports on Government servants to private/semi - Government
autonomus bodies, etc.

(1) Copies of confidential reports on Government servants or even the substance of such
reports should not be sent to private bodies in connection with the appointment to posts adver-
tised by them or for other purposes.

(2) If, however, a request is received from a public, or ._semi-autonomus body controlled by
Government only a gist of the report may normally be supplied.

(3) There may, however, be cases in which it is in Government’s own interest that the
management of a corporate pubhc enterprise should see the confidential reports in full. In such
cases the reports may be shown under the orders of the Government where the reports relate to
a class I or Class II Officer. N

(4) There should  be no restriction on the use of confidential reports by government De-
partments or Public Service Commission, but ordinarily confidential record should not be made
available to Tribunals dealing with d.lsclphnary cases before they have arrived at their finding on
the charoas framed.

(5) Before records are forwarded to the Public Service Commission, the officer sending it
should see that it is complete and up-to-date and if any of the reports included in it are in the
form of copies, they should be duly attested.

19. Propriety of keeping letters of appreclatlon or notes of commendation with respect to Govern-
ment servants in their confidential record :

(1) The policy of the- Government is to d_lscourage the practice of giving letters of appre-

~ ciation or wmotes of commendation to (overnment servants and placing them in the confidential

reports. Exception may, how-ever, be made in the following cases :—
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(i) Letters of appreciation issued by the Government, Secretary, or Heads of Dépa.rtment
-in respect of any work of outstanding merit done by a person should be kept in his confi-
dential reports dossier ;

(i) Letters of appreciation issued by special obdies or Commissions or Committees, etc. or
paragraphs of appreciation by name included in their report should also be kept in the con-
fidential reports dossier ;

© (ili) Letters of appreciation from an individual non-official or from - an individual officia}
(other than a Secretary or Head of Dept.) may be kept in the confidential reports dossier if
it is confined to appreciation of service rendered far beyond the normal call of duty and if
the Secretary or the Head of the Department so directs. :

(2) The appreciation of work done lettuld more appropriately be recorded in the annualk
confidential report rather than in such shoers of appreciation which do not give a ccmplete per-
spective of the employees’ good and bad foints. However, the mere fact that a letter of appre-
ciation has been kept in the confidential repord does not give an officer urdue advantage in matter
of promotion which goes more by general cand consistently high performarice than by occasiona k.
flashes of good work.

(3) In order to give the desired encouragement to efficient Government servants, Secretaries-
tothe Government and Heads of Departments should informally convey the appreciation of the
Government to his subordinates when really good work is done by them.

(4) In the case of Government Servants who have enrolled themselves as members of the
Home Guards, an entry should be made in their confidential reports regarding their enrolment.
Though, the fact of their, enrolment should not by itself be regarded as a special point in favour
of the persons concerned while assessing their merits for promotion in comparison with those of
others, specially good or meritorious service rendered by - any such person as a Home Guard
should be recorded in this in his conidential report and should be taken into consideration for promo~
tlon in comparison with others. :

H-2181 4 '
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EPHEMERAL ROLL FOR THE YEAR 19

Department/Office ............ Ceeheesereeitatatienrasneeenne Ceetatesetenenns ..... .
Fuall name (in block letters)....... ................. [ETTTTIT e et ceeean eeies
Post held.............. eeeaes Ceereteatieeiiieiisiieennas s cereiaenians T
Date of Joining the Office ......evvernernnnn... Cheereriisaeietiintanns cireas ceetreceeans ciraee

: .l.l Period ul;der reéort :
2. Rgmarks regarding work :
?f. Remarks regarding .conduct :
4, .Notes of warning or other action, if any E
-

_B. Other remarks :

8. “Bignature and date :

To be destroyed one year after the confidential report for the period has been sent.

-
(3

N
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(To be filled when the first report of a person is written)

{i) Full name :

- (i) Father’s name :

(ili) Date of birth :

{iv) Place of birth- (Village/Town/Taluka/District)

P
AN

{v) ﬁationality and Region :

(vi) Whether belongs to Scheduled Castes/
Scheduled Tribes/Other Backward classes:
(delete those not applicable)

(vii) Home of family :

(viii) Permanent address, :

(ix) Whether any immovable property held.
If so, what and where :

.{x) Date of joining Government service :

.
(xi) If service is not continuous, details of pre-
vious Government service :

(xii) Mother tongue :
(xiii) Languages known :
(xiv) Qualifications :

Degree/Diploma

University. ; “Year.
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