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i "EV*CB"ﬁ}faEﬁfia'l Records on Government Servants—Mode of

. ¥
 Read:—1. G. O. (P) No. 82/Public

]

GOVERNMENT OF KERALA

. Abstract

? preparation and Custody-—,Orders-—Issued

PUBLIC (RULES) DEPARTMENT

. Q. (lP)i-No. 844, Dated, Trivandrura, 29nd Angust, 1966.
-

dated 29-1-1960. ‘

9. Memorandum No. 8828/60-1fPublic (Rules). dated 8-2-1960.

3+ G. 0. Ms. No. 672[Home dated 5-11-1960.

4., G. O. Ms. No. 593/Public dated 22-7-1961.

' ORDER

In supersession of the orders read above, Govermmnent prescr:lbe
the instructions in the Appendices to ihis order for the preparation
and maintenance of confidential reports on Government Servants.

9. The Superintendent, Government Presses is directed to print-
and keep in stogk adequate number of registers and forms mentioned
for supply to the various Departments on demand.

By order of the Governor,

N. M. PATNAIK,
Chief Secretary.

I
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" With these ends in view it

‘general public afe also points of interest 'whipﬁ*’?}fg”ﬁe’; {0

. and submitted half-yearly for the first 3 years of his service.jr Thg?%

o a higher post. The period of half-yearly reports shall be the 4 -
. hglf years ending 30th June and 3ist December each year to be é
. gubmitted 40 higher authority within one manth. The period of ﬁ

' INSTRUCTIONS ¥ |
. ¥
1. Objects.—The primary aims of recordin;
reports on officers. are to achieve an objective
capacities of the individual officer in the perfor
and. to-forecast his capacity for different and morey
Such systematised reporis are also designed ‘to
ments to a common standard throughout the . p al:
‘has to be ascertained:how fafj;
is able to apply intelligently the law and procedure pre:
cases  coming before him. His ‘qualities of le: hip, i

vioural pattern towards his subordinates and, superiordf:

The report should -alse comment. generally on .th'é?;n}_

‘the Officer has discharged his various duties "du

under review and give an ‘estimate of his.p ¥ chiarh:
ability, and. imi the case of,~an Officer’ HefRPolicey
meént  his' capacity for supervising invesiig: 'Oﬁs@'

tions. In regard: to officers : belonging to Techpic:
Education and' Judicial Departments,. their - professi
general’ veputation should™ also be referred ‘o

The objeét of the annual reports is not, &
screen an Officer’s potential for higher positions
miaking the employee do his present jobr better..
the -qualities of a subordinate. by- reviewing ‘his
capacities the competent authority should make arl
ihe .deficiencies observed with ‘a view to )
essential for increasing the general efficiency @
the vast majority of officers are of averag ilities. ™°
9. Period of Report.—{a) The report on Gazetted §Ofﬁ &N
should be recorded in Form-A, appended. The. forms.for repériing .
on non-Gazetted officers and Last Grade. Servants are.at ‘apbendiées .
B & C respectively; The reports should cover the period from fhe
igt January to the 31st December in the case of all - except All
India Service Officers. in regard to All India Service Officexs, 1l
peried of report shall be from the st April to the 3lst March‘.é

() Confidential reports on an Officer should be preﬁgred"}

same - procedure has to be followed when an Officer is pro;*no‘

hislf yearly reports in the case of Officers belonging to the All India i

Sorvices shall be for the hall years ending 31st March and |
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'l Oth S_eptembei‘ to be submitted by 18t May and Ist " November
l following the half years. - : .

dential Reports.—

. 3. Responsibility for the meintenance of Confi
el The head of every Departmenthfﬁce should regard it as his
!1 i -p_ers-onal and _special responsibility {o ensure that annual confiden- i
- 3 {ial reports are properly maintained in respect of all persons i
{ or ultimate control. It is the ¢uty © iy
) conduct of 12
e,

wiurking under his direc
' officers at each level 1o obse
those under thew ~ontrol and to provide

rve closely the -work an
‘36 training and guidance where

. necessary. The reports should be based on the results of suc
observation. The entire period of service of a Government Servant
should be covered by these reporis. Superior officers ghould see
that no portion of a subordinate’s service has been leit uncovered.
Bt report for 2 period of less than 4H days qeed not be insisted
upon since the reporting officer will not be'in @ position to assess
ty of {he reporlee within such 2 short period.

five assessmen

correctly {he capacl
g posts ‘are o _
i be overemphasisec.

As promotioms o selection
the need for’ fu
Where ady perio
by & report the reasoms foy such
an officer in the preparation and m
d be
rting officer 28 a

rL

N Coai

= .{n.i.c-ﬂﬂ-"-_xp—.!:l'

Default on the part ©
{enance of conf'?:iential rgaporls on his
in the confiden ial report on the repo

meptioned
point of failure in his duty-. '
4. P’repa.mtionl—-The .following'pr_)ints sh

\ praring a report:
writtew ;nz - {yped bY the officer
ed the

ould be noted whﬂé

{° (i) The repurt should be A
the officer should certify that he typ
iting the report shm_ﬂd

written
is

The name’
block letters
dicated. .

of the Officer Wr

nimself; if type
pelow his signature:

rieport himself.
ve written in
sthuld also be In

¢ (it) The pname and d
must be given ip full and M

List or Service book.
ports: wills=unless otherwise P
he under whose a

esigndtion of. the Officer reported on
the same manner ag shown In the Civil

rescribed. be que
dministrative
next !

higher authorily, who will saiisfy
been Pre ared in the proper 10 )
kx and conduct. . Bvery Officer is €XP
ork and cOM

cubordinate’s wor y
detailed information regarding the W
The higher fcer may 3 50

subordinates. 0
mber of emd

ing to knt® jovees tWo 5

a lavge nd
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but he g} ‘
¢ sheuld essents.

consider it an
to do so, as it would make for
service and f gr ol

: na for greater contentment o
.h_1m. The judgment of the immediate
almecl_ at being as completely fair and un
sometimes tend to become narrow. It is
emphaswe_d that the official suvericr of the
consider it his duty to form his own tudgmg
concéuct of the reportee. e should exercis
pendent judgment on the remarks of {he re i : de
the various detailed hendings in the form o't!:' ;tir{e ;:égootfﬁ ca\\-"éﬁd‘:;;‘
on the general assessment aund express clearly his pa rr;-f:qent ar
Silsagr’eement with those remarks., This is particulafl'\; -I.IECE‘SSal'\‘
in regard to a2nv adverse remarks. and in these cases it is the higher
officer’s remarks that shall be taken as the correct assesment.
These instructions should not he_ regarded as limiting the {redom
of thq reviewing officer to make any additional remarks tour,:hing
on points nat mentianed by the reporting officer. Such additional
remarks would. in fact. be necessary where 1he report is tap hrief
vague or cryptic. If however, by any chance, a reviewing officer
does not have an idza of the work of anv of his subordinates. it
shauld be clearly stated by that authoriiv that he has no knov}lé:i}:{e
of the suhordinate’s work. Tt would not he suffient for an oficer
io affix his signature without snv comments. guch signature with-
out comments would signifv endorsemen! of the views expressed
by the Officers below.

it
- e
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‘_)q.r“'. 240}

candi
sitive ol inde-
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{iv} The entries in the Confidential reports

descriptive. should  be {

Pres i 2o LR ST o g P oy

. (v} Tn the case of Last (irad= Servanls. onlv general descrip-
r. tive remarks on the personnel with details of adverse remarks, if
any. need be cntered. The confidential records of thess staif need
not be passed on for countersignature.

o

{vi} Reporting officers should not refrain from recordine in
the confidential reports all relevant observalinns and ovinions which
they might hiave formed. as it is the mfantion of Government to
ensure that the report should represent a frank and full appraisal -
of the Officer’s merits and demerits. It is equallv essential that |
all Officers who have to record their romarks in the eonfdential

) reports should de so with the greatest caution and should not
record any remarks lightly or on the snur 6f the moment. As far
as possible, reporting officers should try to advance specific instances
of reasons tn justify their observations, Colourless entries like
‘Satisfactory’, “fair’, etc., only defeat the purpose for which confi.
dential reports are maintained and should be avoided as far a5
possible. Reporting officers shouid deal with both the good points
and shortcomings of the officer in a clear and lucid Manney 4o
amphle o cnprect aszesement of bis chrractar, ability, etC Abprandix {

I
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k.ofﬁcer Shou'ﬂ{ﬂ‘ A

E.’i\'es the deigls of the autl
keep th confiienlial reporis

' (vil} When an Officer
rear. a report or noic shoul
CHicer o whose acdininisirs
{0 be compleled at th: end o

i) As the District
repreentativé of Governmer
superise, direct and co-ordir
mentwork in his district.
Distrxt Officers unless ofhe
him. He may give indepen
imprssion in the case of di
{jvel directiy under him.
regiaal departmental officers
Colictor. This will enable
detzed appraisal of a Distri
of te DNepariment and a pa
Colictor. It is not nece
reprt on those below
thee in charge_of special i
atc but he should always |
an officer of the District »
shil form part of fhe confide
cacerned.

{ix} A reporting Office
tansferred or retires must .
Is successor itis opinion on
shordinate to him. The te
he reporting afficer’s opinin:
n this circular. This opir
annual confidential report. )
for more than four months.
the formi of confidentinl repo

5. Particulars in a Cc
first page on the confidential
sheuld Fa: in form ‘1) {appe
therein shvuld be filled at th
entries being altered from |
casc of gazelled officers. pa
{positicn and duration oI s€
to form I and maintained
Confideitial records should
chnuld be removed therciror




! gives the details of the authorities who are to initiate, review and
keep the c:)nﬁdential reports cn the various categories of officials.

(vii) When an Officer is transferred during the middle of a
vear, a report or note should be prepared and forwarded to the
Officer to whose administrative control the Officer is transferred
to be completed at the end of the year.

inde. 4yl As the District Collector is recognised as the Chief
indés repreentative of Government in his -District and is expected to
1 B supérise, direct and co-ordinate the activities in respect of develop-
s mentwork in his district, confidential reports in respect of all
ssg‘iﬁjq Distret Officers unless otherwise specified, should be written by

3 him. He may give independent reports based om his general

AR, e e 5%,
‘| - imprssion in the case of district Officers who are not administra-

nentr
Qo1 tivel directly under him. The confidential reports written by
gy regiaal departmental officers need not be routed through the District

ons% Colictor. This will enable the Head of the Department t0 have a
.8 | - detded appraisal of a District Officer’s work by the regionai officer
of te Department and a parallel general appraisal by the District
Colictor. It is not necessary for the District Collector to
reprt on those below the rank of District Heads or
thee in charge of special institutions like Principals of Colleges,
etc but he should always have the discretion to send a note on
an officer of the District except Judicial Officers. Such reports
shil form part of the confidential record of the Government servant

cocermed.

(ix) A reporting Officer when he proceeds on leave or is
sansferred or retires must leave on record for the information of
}s successor his opinion on the work of every officer directly
abordinate to him. The record should as far as possible contain
he.reporting officer’s opinion in ragard to all the points prescribed

any account.

o n this circular. This opinion chould be incorporated in the
in®}  annual confidential report. If the reporting officer has held charge
"“’h * for more than four months, the record should itself be made on
s;? i), the form of confidential report prescribed.
i - . .
lat@h*! 5. Particuars in o Confidential record (Personal fle)—The
ot % first page on the conﬁdeni;ia.l record of every Government servant
‘ar g - should be in form ‘D’ {appended} and the particulars mentioned
es B ¢ therein chould be filled at the time the first report is prepared, the
te ® | entries being altered from time to time whgn: necessary. in the
- casc of gazetted officers, particulars of service i Gazetted posts
s [§ i (position and duration of service} should be attached in addition
s {f I to form D and maintained up-to-date. Both the pages in the
% Confidential records should be numbered serially and no -p2ges

;ghould be removed therefrom on

LY S ——
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: 6. Punishments.—Expression of displeasure donveyed to an
Officer or orders regarding any disciplinary aétion should be pportu
recorded in the Anmnual Confidential Reports quoting the number. =ast, be

El
) and date of the order or other communications. A copy of the order]  roverur
. or letter conveying the displeasure or punishmentshould also be; (¢ €O
! included in the Government Servant’s Confidential Report file: i (
{ ; - X sentity
3 . . Commaunication of remarks.—Eve m 2 A%Y kno e ity
o ¥ his remediable defects so that he can rgngvepl "e;n and n.ggm;; the per
3 i himself. The best resulis are achieved only if every norting disclose
3 § officer realises that his duty does not end with recording an gective :
i { agsess‘ment of his subordinate’s work and qualities, but extendalso to . (
i 1 his tendering whenever indicated the necessary a vice, gdance . oi a y€
12 and assistance to correct the faults and deﬁciemcies“‘-df his dordi- ca_""’d t
3 [ n.'_ates.. The appraisal of the reportee’s capacities and'.potenal for '
higher position is undertaken partly with a view to developg his -
5 qualities. 1f this part of the reporting “Officer’s duty - is .pperly of con
i ) performed, there should be no difficulty about recording everse Acknos
: entries, because they would only refer to defects which had peisted coinﬁde
g cdespite the reporting officer’s efforts to have them corrected. ¥hila |
: ¥ mentioning any faulis/defects, it would therefore be useful ' the \[4 8.
L reporting officer also gives an indication o©of thees efforts h had n con
I rmade by way of guidance, admonition, etc., ta get the diects Rujes.
removed and the results of such efforts. Where an adverse atry report
is made, the reporting officer should certify -that the defects‘ave - repres
been brought to the subordinate’s motice. . ] t% hilr.
4 shoulc

In communicating remarks to the Officer reported upot,“he the O
i which

following procedure should be followed: i
. petent

(a) Where no adverse entry is made in a confidential repot, sental
. nothing should be communicated except in cases within (c) belo:{f_. satist:
couch

relates to a remediadle defect grout

{b} Where ab adverse entry 6
it should be communicated, but while doing so, the substanc2 of thn k repre

entire report including what may have been said im praise of the
‘.

C

' Officer should also be communicated. by ¢
¥ . J repre
1 (¢) Where the report of an officer shows that-he had maddld  rema
offorts to remedy OF overcome defects mentiomed in the precedingy ,
( : yeport, the fact should be communicated to the officer in a suitable
| . const
(d) Where an officer has made an adverse remark againsh a office

Govergment servant serving under him for 2 consecutive years,_the the
officer Who communicates the adverse remarks may also consider

the desirability of giving the Covernment servant concerned an
4
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® examined by
| COnsuliation, jf necessary  with the
- officers.  The. gy

"-h;'ft‘re.gtity of the superior o

_ cenfidential records.

§. sentation made beyond th
. satisfactory explanation for the delay.

‘. representing officer liable

A g procedure may he adopted in dealing with
Tepresentations from the Qg gainst adverse
§ - Temarks communicated to them:

were justified and the
- Tepresentation was frivolous a note will be

pportunity to serve under another officar so that, there will, at
»ast, be two independent opinions relating to the work of the
rovernment servant when his case is considered for promotion by
e competent authority.

{e) While o

mmunicating an adverse
fficer recording
remarks relate

remark, neither the
the adverse remarks nor
sheould on any accouni he

a

the pericd te which the
disclosed to the reportee.

{f) When an officer has done outstanding work in the course
of a year and earned appreciation, the fact should also he comrauni-
cated to him.

{8) The fact of communicat;
of communication should be
Acknowledgements

on of all remarks and the manmner
recorded in the personal file,
should be obtained in all cases and filed in the

‘I 8. Representation ks.—Adverse entries
0 confidential reports are not punishments under the Statutory
Rules. No appéul therefore lies against such remarks. The
reportee should hoswvever, be given an Opportunity to make a
representation "against any remarks which have been communicaled
to him and which he

feels are unjustified.  Syuch representation
should be made to the authority charged with the duty of scrutinising

the Officer’s confidential réport within one month of the date on
which the communication is received by the reportee. The Com-
petent authority may however, at its discretion entertain a repre-

e time specified above, 1if there js

Representation. shouldd be
couched in polite language and be objective and faetyal IFalse/
groundless accusation or intemperate language wil} make the
for disciplinary actiom.

9. The followin
vernment servants g

(i) Representations against adverse remarks should be
an authority superior to the reviewing officer

reporting and the reviewin

perior authority referred to shall be regarded as

le. competent authority to deal with such representations.

(ii} If it found that the remarks _
made in the confidentigl
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" tHereof 'sent, to the parent Department and the duplicate retained
. .+ by- the -custodian- of the Department where he is on deputation.
| * . When the deputation is terminated all the duplicate copies of the
3 ;i reports on him should be sent to the parent department for custody.

v In respect of Officers on service with the Govefnmen_t of India,
= other State Governments, companies ete., the confidential reports
bchould -bé duly obtained from the Governments or Companies, as

kned” 41w case may be, and kept along with the Confidential Records on
roper  ffhe Officers.
retion : N .
g 12, Confidential reports on retired and deceased Officers and
. fheir disposal.—-—Conﬁdential reports or copies thereof should not
ng t0 W given to a retired officer or a person who has relinquished
ce of Hovernment service. But if 2 request is received there is no
punc- dobjection to giving him an objective festimonial based on his work
:11'.1;?@1. gind conduct. - :
AL 1
taklgg #. The confidential record relating to a deceased officer may be
D?t.t e fMestroyed after a period of two years from the date of his death
sition. 33 that of a retired Government servant after five years from the
may ifte of retirement. T o
. o, .
lzainst 13. Special Reports—(i) Special reports may be called for at
L the £ piy  time on the work of any officer. Such reports should be
Irquitted through the preseribed channels but need not be recorded -
3’40 the form for annual confidential reports and should be confined
the §-f0.the question or questions raised.
ported 9 B (ii) A superior officer may, at any time, of his own accord
“Hgorward a report on an Officer working under him should be
future ¥ ponsider that the conduct of an Officer makes such action necessary.
L vants #ich' reports should also be submitted through the prescribed
torma. hannels. :
angnlt - (iii) Any special reports required about an Officer’s fitness
micpoy JOr promotion or about his conduct may be included in the confi-
Der éhfgt Hential report at the discretion of an Officer in whose custody the
ntp“';iu onfidential file is kept.
: ® 14. Date of submission.—The reporting officer will forward
‘he annual report on his subordinate by the first February following
the"r @he year reviewed (and the half-yearly reports by the list February
other iind the ist August following the half year) and the successive
Con- Huthorities should pass on the report with their remarks to the
ent of Wext higher authority within one week of its receipt by them. In
parent ;5! e case of All.India Service officers the reporting officer will furnish
dupli- §f 95)4574 MC A
e cOpy !
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the report within one month of the expiry of the period of report.

R All such reports shall reach Government “within- three months of

the expiry of the period of report. This time limit - has to e '

\ r strictly followed and the confidential reports in Gnal form should

v be made ready by the end of February. ;

i 15. Register to watch disposal of reports.—A Fegister in the //

Yo following form shall be maintained by all Heads of Offices and Vs
’ Secretaries to Government to watch the timely receipt of .conﬁden,_T.
tial reports and their final disposal by the prescribed dates: j

|
g Register to watch the receipt and disposal of
i ' . .
: Confidential Reports
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- i; ) 16. Miscellaneous—(i) Restriction in handling.—Custodiz
¢ — Officers should ensure that subordinates in administrative posts do
! not have access to the confidential reports on themselves, thei
seniors or of officers of equal rank. '

(ii) Open ceriificates. —Except. as provided in para 12 above
open certificates by superior officers should on no account be issued
to subordinate officers.
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~ '“ Cog W {See Instruction 2)
B B GOVERNMENT OF KERALA .
f \‘\ TP Annual Confidentinl Report on Gazejted Officers for the year 19........
T Ay .
. g 1. Name of officer......oviiiii i iiiiicine e ans Date of birthe., .......coiiiiin o fheanan AN
. 2. Appointments held during the yea} {with dates)) and pay and scale of pay
A ; 3. Total period including the period under report, that the officer has worked
/' . . : under the rcPorting officer e
LA P ‘ |', i 4. Genernl qualifications for post held including any special or technical and
i . S ] professional attainments
: i ~""": (iy Health and physical capacity
- ° (i) Conduct
. oo _ (iiiy  Personality and bearing
. C L 1 ’ {iv) Intelligence
; (v) Promptness, enthusiasm and initiative
{vi) Application
e {vii) Aptitude -
{viti) Knowledge of work: s'pccinl reference should be made to ability to note
. and draft in regard to officers of the Secretariat
o . B T (ix} Impartiality
(x) Integrity
. W i : (xi) Judgment
o : {xii} Self-reliance—whether opinionated—confident of ability and
* B regeptive to ideas
! (xiii) Willingness to assume responsibility
(xiv) Capacity for decision-making
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