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PREFACE

[Lam glad that Services Department has consoli-
dated in this . Manual all instructions on service matters
issucd by Government from time to time. The Manual
would serve a long felt need of all departments wishing
to be armed with the past as well as the latest Govern-
ment policy before taking a decision on crucial serviee
matters, The assurance of justice to the services instils
4 sense of confidence among all Government employees.
I am confident that all departments would make best
use of this book and it would guide them in ordinary
as well as in complicated service cases. Much litigation
15 the result of insufficient familiarity and conversance
with rules, regulations and instructions. At least some
ol this litigation could be avoided by the proper use of
this Manual,

Dated Chandigarh, HARDEV SINGH CHHINA,

‘the Ist September, 1976, Chicf Secretary to Government,
Punjab.






No. 2864-S11-75/43117

From

The Chief Secretary to Government, Punjakt.
To
All Heads of Departements, the Registrar, Punjab and
Haryana High Court, Commissioners of Divisions,
District and Sessions Judges, Depuly Commissioners
and Sub-Divisional Officers (Civil) in the Siate.

Dated €handigarh, the 1st September, 1976,

Subject.—Manual of instructions on service matters.

Sir,

I am directed to say that although instructions on
various service matters are issued by Government from time to
time, these have not in the past been consolidated. Tt is likely
that cerfain departments might not have all the relevant
instructions handy when dealing with crucial service mattars.
Sometimes, mn-:{a{ad and superseded instrnctions are ingdver-
tently followed. The De rtments are sometimes obliged to
make references to the Services Department for advice on
matters which they might have been able to sattle themselyes had
the complete list been available for scrotiny. This naturally
delays the settlement of cases and carries with it the possility
of administrative and legal complications.

2, The present mamual seeks to meel a long-felt need
of Government Departments to have available for ready refe-
rence all relevant instruotions on any given subject. It is hoped
that the enclosed mammal of insiructions on setvice matters
would be of substantial benefit to all the Departments and
would serve as guide to all those dealing with service matters,

3. It is intended to bring out in due course another book
containing a subject-wise split
Authorised For Jssue up of the instroctions con-
tained in this manoal., The

- Gn s"'-ﬂﬂquq second book would serye as a

] . catalogne and the main manua]
Section Officer Services. [itself is cxpected to be a nsefal
referenca book.

Kindly acknowledge receipt,

Yours faithfully,
_ RAJAN KASHYAP,
Joint Secretary Services and Political,
Jor Chief Secretary to Government, Punjab.
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A copy, along with a copy of the ‘Manual of Instructions
on Service i.‘latlnrs‘ is forwarded to all the Financial Com-
missioners and Administrative Secretaries to Government |,
Punjab, for information and similar action.

A. C. SHARMA,
Under-Secretary, Services I,
for Chief Secretary to Government, Punjab.

To .
i. The Financial Commissioners, Punjab.

2. The Administrative’ Secretaries to Government,
Punjab.

U.0 No 2864-1SII-75, dated Chandigarh the 1st September,
1975

A copy, along with a copy of the ‘Manual of Instructions
on Service Matters'is forwarded to the Principal Secretary/
Depuly Principal Secretary/Secrctary to Chief Mimster and
Secretaries/Private Secretaries to Ministers/Deputy Ministers/
Parliamentary Secretary, for information and necessary

action.
G.L.SADANA,
Section Officer Services,
for Chief Secretary to Government, Punjab.
To -

The Principal Secretary/Deputy Principal Secretary/
Secretary to the Chief Minister and Secretaries/Private
Secretaries to Ministers/Deputy Ministess/Parliamentary
Secretary.

U 0. Nn.?ﬁ%l&ﬂ-?i,dated Chandigarh, the 15t September,
1975.
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dated 12-2-1954, of recuritment and selection by the
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16. No. 1212-(3-54/5973, Procedure for dealing with the Subor- 30
dated 13-2-1954. dinate Services Selection Board—
filling of temporary viicancies.
17. Mo, 9868-G-34/8566, Policy regarding Government servants 3l
dated 2-3-1954. seeking private employment in other
depariments of Punjab Government
or under other Governments.
18. No. 1937-G-54, dated  Procedure 1o be adopied by Adminis. 32
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sion,
[9, No. 4174P-54/17154; Government employees seeking inter- 32
doted 28-7-1954. views with  ministers—instructions
regarding,
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dated 19-10-1954, rary Government employees,
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dated 2-11-1954. Government servanis,
23. No. 11029-G-34/67098,  Grant of pension under Rule 533 of 35
dated 8-12-1954. the Punjab Civil Services Rules Volu-
me IT—Use of rule 6.4 ibjd.
24, No. 7516-G-54, dated  Copsultstion with the Punjub Publie 36

17-12-1954,

Service Commission on the method
of redruitment to varions posts under
the Administrative control of Punjahb
Government,
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Ligus manner than at present—TInstry-
ctions regarding.
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dited 22:-R-j055 in cases relating to false drawal of T A
2. No. 7708-FR-55/8812, Grant of jolning time, pay knd T.A. 46
doted 5-9-]955; Lo temporary Government employees
retrenched from Puniab Government
offices and selected lor appointment
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dated 2-3-1956, aching ministers for (he rédress of
their personal grievances ete.
38. No. 16424-G-55/19030,  Recuritment through the Punjab 64

deted 16-3-1956,

Public Service Commission.
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dated 12-1-1959, of the Public Service Commission.
72, No, T414-GII-58/3853, Recruitment through the Punjab Pub- 105
dated 17-2-19359. lic Service Commission/S.S.S. Board-

circumvention to be viewed seriously.

73. No. 7464-G1I-58/8003, Termination of employment of tempo- 106
dated 3-4-1950, rary Government employees-require-
ment of one month’s notice.

T74. No. 533-GII-59/11327, Holding of combined examinations 107

daied 18-4-1959, for recruitment to similer services.
75. No. 1611-GII-59/5697,  Speedy disposal of cases against Goy- 110
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dated  |d-4-1960 lating earned/casual ledve uonder the
revised system.

{0f, No. 2334-ASI-60/15708, Confidentinl Reports. 151
duted  3-5-1960

102, No. 1036-P-60/12434, Participation of Government employees 174
duted  19-5-1960 in political activities and  ogitations.

103. No. 4091-ASII-60/20836, Crossing of efficiency bar by Govern- 174
dated 8-6-1960 ment employees—procedure regarding,

. — e .
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dated 26-10-1960 calculating earned [eave/casual leave
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112, No. 13083-5GS-60/3968]1, Revised system of carned leave, holidays 154
dated 31-10-196() and working hours,
13, No. 7441-5GS-60/41343, Absorption of Government employees 184
dated [0-11-1960 whose services are terminated for want
of veancies.
L14. No. 8886-ASH-60/41451, Pulicy legirding Government servints 185
dated 23-11-1960 seeking private employment in olher
departments of Punjab Government
or under other Governments,
L15. No. 9138-P-60, dated Procedure for the selection of candidates 1 8S
28-11-1960 for post-graduate Training or Technical
Training in Tndia  or abroad.
J16. No. 15948-GS-60/44659, Attendance of Government  servants |86

dated 8-12-1960

nt the meetings, conventions efe.  of
the Bharat Sewak Samaj,
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117, Mo, 15905-2GS-60/46567, No resirictions on the posting of 188
dated 19-12-1960 Ministerial officals and peon staff
in their home districts.
118, No. 14602-7GS-60/46745, Amendment of Service Rules s¢as to 188
dated 22-12-1960 make provision for probationary period
atall stages of promotion.
119. Nuo. 11158-5G8-60/46200, Detaining of Stenographers/Personal 189
dated 6-1-1961 Assistants outside office hours.
120, No. 16935-GS-60/1295, Celebration of marringes—Permission 194
dated 23-1-1961 for.
121, No. 643-AS51-61/E010, Fixation of pay of new entrunts without 1u]
dated 6-3-1961. delay,
122. No. 277-1G5-61 /8679, Grant of pension to retiring  Govern- 1491
dated 17-3-1961 ment servants  and application of
rule 6.4 of the Punjab C.5.R. Volume
II—observance  of procedure  and
criterif therefor.
123, No. 1493-AS11.61/9905, Policy regarding Government servants 194
dated 27-3-1961 wecking private employment or cmiplo-
t in other departments of
Punjab Government or other Govern-
ments.
124. No. 3321-GS-61/14042, Purchase of articles fram subordinutes— 105
dated 19-4-1951 Instructions regarding.
125, No. 4175-7GS-61/13942, Premalure promotions to higher selec- L9f
dated  20-4-1961 tion posts—starting salary.
126. No, 3624-GS-61/14507, Speedy disposal of cases of Government 197
dated  21-4-196]. servants  under suspension—Instric-
tions Tegarding,
127, No. 3591-(38-61/14511,  Departmental action in cases referable 204
dated  24-4-1961. to Law Courts,
128, No. 5281-4GS-61/21179; Recruitment through the Punjub Public 21
dated  19-6-1961. Service Commission—defects in re-
quisition form.
120, No. S074-GS-61/21489, Distinclion between “Warning” and 207

dated 20-6-1961

“Censure.”
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130, No. 4044-3G5-61/23179  Procedure to be followed in selection 209
dated 28-6-1961. of officers/officials for promotion to
higher posts—Greater emphasis on
merit than on seniority.

131, No, 6831-6GS-61/23653, Grant of pension to roiiring  Govern- 210
dated 3-7-1961. ment servants and application of Rule
6.4 of the Punjab C.S.R, Volume 11—
observance of provedure and criteria

thereof,
132. No. 6375-GS-61/23734, Formation of Coopérative Socicties 210
dated 6-7-1961 by Government servants.
133. No. 3482-AS51-61/25298, Relationship between the Commission- 212
dated 11-7-1961. ers/Deputy  Commissioners and

Divisional  Officers/District  Officers
in Divisions/Districts,

134. No. 8522-GS-61/27256, Training of clerks—Initial recruitment @12

dated 1-8-1961. af clerks on an apprenticeship hasis,
135. No. B372-4G8-61/32040, Grant of special casual leave to internal 216
dated 7-9-1961. agents  appointed ‘under the Small
Saving Scheme,
136. No, 8401-9G8-61/33117, Procedure to be followed in selection 216
dated 11-9-1961. of officers/officials for promotion to
higher posts—Greater emphasis on
merit than no seniority ification

of certain points, A.B.C.D, Formulae

137. No. 10019-6-G5-61/32534, Grant of pension to ‘retiring Govern- 218
dated 13-9-1961. ment servants and application of rule
64 of the Punjab C.S.R. Volume II—
Observance of procedure and criteria

therefor,
138. No. 11057-4G8-61/34501, Procedure to be followed in selction of 219
dated 25-9-1961. officersfofficials for promotion to

higher posts—greater  emphasis on
merit than on seniority.

139. No. 10893-4GS-61/37545, Grant of special casual leave to Go- 220
dated 20-10-1961. vernment  servanis for  attending
annual general meetings of their re-
cognised associations and meetings
with the Government representatives
or the Head of Department,




xii

Sr.

Number and date of Subject Page

No, Goyernment instructjons Nao.

1 2 3 4

140. No. 13531-1G5-61, Conversion of temporary posts/De- 220

dated 20-11-1961. partments into  permanent ones—
General policy relating to.

141. Mo. 13178-4G5-61/41501, Fixation of period for joining appoint- 223
dated 23-11-1961. ments in the case of candidates recruit-

ed through the Punjab Public Service
Commisgion/S.5.5. Board.

142. No. 141954GS-61/42457, Deletion of religion, caste etc, from all 224
dated 28-11-1961. Giovernment records.

143. No. 13951-8GS-61/42227. nial Examination to be con- 225
dated 1-12-1961. ducted by the Commission/Board for

promotion to higher posts-exemption
from the pavment of examination
fiees.

144, No. 13987-5G5-61/43369, Acquisition of higher qualifications— 226
dated 4-12-1961. permission to Government servants.

145. No. 13928-4G5-61/44512, Employment of inmates of Homes/ 227
dated 18-12-1961. Infirmaries in Government offices of

Punjab Government.

146, No.G.S.R.10—Const./]  The Punjab Civil Services (Promotion 227
Art.[309/61, dated of Stenographers and  Stenotypists)
26-12-1961. Rules, 1961.

147. No. 9074-ASTI-61/45279, Verification of character and aniece- 230
dated 28-12-1961 dents of persons before their first

appointment to Government service.

148. No. 13036-3GS-61, Need for employment of more women, 231
dated 3-1-1962 puarticularly in ministerial posts.

149. No. 10266-5GS-61f1134, Reservation of seats for outstanding 232
dated 11-1-1962, sportsmen in technial/medical insti-

tutions and in service of the State
Government,

150. No. 391-3GS-62/1443, Holding of combined examinations 234

dated 11-1-1962, for recruitment to similar posts/
SETVices.
151. No. 728-8GS8-62/1501,  Allegations against individual Govern- 236

dated 15-1-1962.

ment scrvants in the Press—action o
be tiken inthe case of Government
gervants involved in legal proceedings-
provisions of legal financial assis-




xiii

Sr. Mumber and date of Subject Page
Mo, Government instructions Nao,
1 2 3 4
152. No. G.5.R. 19-Const,| Punjab Services (Appointmeat by pro- 241
Art, 309/62, dated motion) Rules, 1962.
20-1-1962.
153. No. 1497-4G8-62/4059,  Procedure to be followed in cases where 252
dated 13-2-1962. the turn ofan officer, whose conduct
is The subject of an enquiry , comes up
for retirement or promotion to higher
post.
154. No. 861-4GS-62/5593, Granl of advance increments/rapid 254
dated’ 16-2-1962. promotions to-officers who go abroad
to improve their qualifications:
155, MNo. 3231-BGS-62/7571, Grant of special casual Jeavz to 257
doted 7-3-1962. Governmant servants who un
sterilisation operation under the ‘F) ¥
Planning Scheme’.
156, No. 3407-1GS-62/7965,  Termination of employment of  tem- 257
dated 9351962 porary Government servan i
rement of ane month's notics;
157. No. 821-6GS-62/7587, Grant of pensions lo retiring Govern- 258
~ dated 13-3-1962, ment servants  and application  of
Rule 6.4 of the Punjab C.5.R. Volume
[I—Observance of procedure and
criteria therefor.
158. No. 946-4GS-62/8282,  Determination of Honiuritg of tho candi- 258
dated 15-3-1962, dates recruiled by the S.5.8. Board.
159, Mo, 2573-GS-62/8884, Need for employment of more women 259
dated 21-3-1962. particularly in ministerial posts—
relaxation of maximum age lmit.
160, No. 3446-8GS-62/9556,  Grant of special casual lsave to Govern- 260
dated 26-3-19632, ment servants for attening annual
general meetings of their recognised
associations and meetings with the
Government representatives or the
Head of Department,
161. No.2703-3GS-62/9950,  Refusal of 1Leave Preparatory (o 261
dated 20-3-1962, Retirement under Rule 8.21 of Punjab
C.5.R. Volume I, Part I,
162, No, 261

dated 9-4-1962.

2393-8GS-62/11431, Grant of special casual leave to sports-
men.




xiv

MNumber and date of Subject

Br, Page
No. Government instructions No.
| 2 3 4
163. Mo. 5201-8GS-62/12393, Representations from wives/parents of 262
dated 24-4-1962, officars/officials,
164, No. 3028-3GS-62/19037, Principles to be followed in making 263
dated 11-6-1962, appointments to civil sorvices
and posts in consultation with the
Punjab Public Service Commission.
165. No. 9676-8GS-62/23655, Observance of punctuality in office- 264
dated 19-7-1962, attendance,
166. No. 9393-3GS-62/23720, Demohilised personnel or retrenched 264
dated 19-7-1962, Central/State Government Emp-
loyees-preferential treatment in the
matter of re-employmenl—ige relax-
L.
167. No. 9388-4GS-62/24631, Fixation of period for joining  ap- 265
dated 1-8-1962. pointments in the case of candidates
i recruited through the Punjab Public
Service Commission/S.S.8. Board.
168. No. 11083-8GS-62/26744, Grant of special casunl leave 1o 265
dated 7-8-1062, Government servants who undergo
sterilisution Operation under
‘Family Planning Scheme’.
169. No. 10839-4GS-62/26792, Deletion of religion, caste, cte. from all 266
dated 20-8-1962. Government records.
170. No. 9872-5G5-62/20521, Submission of representations  and 266
dated 28-B-1962. sdvance copies thereof by Govern-
ment servants in respect of matters
connected with their conditions of
SBFVICE,
171. No. 12685-8GS-62/20614, Interview Hours. 269
dated 29-8-1962,
[72. No. 10405-4GS-62/30948, Procedure to be followed in cancelling 270
dated 24-9-1962, the erroneous confirmation of junior
officers.
173. No. 11034-3G5-62/34530, Principles to be followed in making 27
dated 2°-9-1952 appointments to civil services and

posts in consultation with the Public
Service Commission under Article
320(3)(b) of the Constitution of
Tndia.




Xy

dated 14-2-1963.

Government offices.

Sr. Number and date of Subject Page
No. Government insiructions Mo.
1 & 3 A
174. No. 14663-4GS-62/34732, Grant of advance iru:mmnur-ﬂrapid 272
dated 10-10-1962, promotions to officers who po abroad
to improve their qualifications.
175. No. 16781-3G5-62/30468,  Minimum age for entey into Goverp- a7a
dated 3-11-1962, ment Service—fixation of.
176, No. 161 10-BG5-62/39005, Approaching Ministers and  other 271
dated 6-11-1962. higher officers.
177. No. 15837-7G5-62/39797,  Eradicativn of corrupt practives among 273
dated 3-11-19632, officials.
178, No, 14930-5G8-02/39028,  Rovised system of Farned leave, Hali- 274
diated 14-11-1962, days und Waorking hours.
179. No. 16355-8GS-02/42351,  Determination of seniorily of candi- 274
dated 24-11-1962, dmes appointed through the Punjab
Public Service Commission.
L1800 No, 17999-3GS5-62/42246, Holding of combined  examination for 3T
dhated 24-11-1962, recruitment to similar postslorvices,
181, No. [B4I7-3GS-02/43 145, Inclusion of delails of allowances uiii- 276
,  duted 5-12-1962. ched to o post in the advertisemant,
182, Mo, 18854-3G5-62/44593, Holding of combined examinations for g
, dated 17-12-1962, recriitment Lo similar posts/services,
183. No. 18072-10GS-62) Natiooality and domicile for recruit- 279
45002, dated 27-12-1962.  ment in services.
184, No. [9982-3GS-62/45907, Relaxition of age limit for entry into 280
dated 27-12-1962, Government service [or the wives of
serving militury  personnal.
185, Mo, 9505-ASH-01:46617, Instructions Tor the recopnition by 181
dited 11-1-1903. the Punjab Government of Associa-
thons ol empluyees other than the
Assacintions of Industrial employees.
186, No. L66T70-TGS-62/3024, Uise of thie term "Governmenl servint’- 284
daled 25-1-1963. Instructions regarding.
[B7. Noo 1700 100G5-63/4707, Appointment of Tibetan Refugess Lo 284
dated 6-2-1963. Central services and posts-Question
of eligibility for employment.
158, No. 648-605-63/3318, Redoction in the numbar of Peons in 245




Sr. Number and date of Subject Page
No. Government instructions No.
3

1 2

189. No. |946-8G5-63/6399,
dated 16-2-1963.

190. Mo. 1952-8GS-63/6924,
dated 21-2-1963.

(91.No. 1730-8GS-63/2044,
dated 25-2-1963,

192, No. 1922:11GS-63/7797,1
dated 25-2-1963.

193, No. 2152-8GS-63/7043,
dated 25-2-1963.

194. No. 3741-8GS-63/9352,
dated 19-3-1963.

195. No. 35410-3GS-63/11926,
daled 28-3-1963,

196, No. GSR. 123/Const./
Art.309/63, dated
23-5-1963.

197, No. 5142-3G5-63,
dated 25-5- 1963,

198. No. 7380-8GS-63(20145,
dated 29-5-1963,

Observance of punctuality in kesping
appointments.

Coaching or Training Courses attended
by the Punjib Government emplo-
yees 4t the National Institute of
Sports Patinla—Treatment of the
period of their absence from doty for
the purposes

Combination of Casualfleave with
Autumn/Winter/Spring recess under
the revised system of earned leave
holidays and working hours.

War sgrvios concessions to- servicemen
etc. and civilian omployees who
undertake military service duringthe
emergency.

Grant of special casual leave to sports-
men.

Revised system of carned leave, holi-

dunys nnd working hours—applicability
in respect of temporary/ad hoc em-
ployess.

Age of compulsory retirement—raising
of.

The Punjab State (Class IV) Service
Rules, 1963,

CGitant of extension insarvice and re-
emploviment of Government servants
hoth garetied and non-gazetted after
E.'ll;ﬁ ﬁgn of refirement.  Refusal of

Reeruitment theough the 8.5.5. Boand
—appointment of Class TV employess
educationally quulified for Class 111
posts, on ministerial posts on tempo-
rary basis,

199.F No. 6994-2GS-63, dated || [Pensions clearance certificate from the

18-6-1963.

-

Vigilance Department,

288

288

289,

292

203

304

305

306




Avil

ar. MNumber and date of Subject Pagu
No. Government instructiong No,
| 2 3 -1
200. No. 7742-3GS-63(22947,  Concessionto Scheduled Castes/Tribes 07
dated [8-6-1963. und Backwird Classes in the matter of
application/examination fee.
201. No. 7820-6GS-63/21608,  Expeditious disposal of cases invalying 0%
dited 27-6-1963, financial liability of Government
Delays in taking disciplinary action.
202, No, B484-6GS-63/23957, Obscrvance of punctuality in keeping 3ng
dated 3-7-1963. Appointments,

203. No. 8323-6G5-63/22817, Punjab Government Servants (Conduct) 09
dated 5-7-1963, Rules, 1955—Form of report to be
submitted to the prescribed authority
regarding purchose of land, material
et¢, for building/making additions 1o
& howse—Rule 8 thereof,

204, No. 7477-4GS-63/24400, Concessions to civilian employees and 313

dated B-7-1963. others who join military service dur-
ing the Emergency.
205, No. 5213-6GS5-63/23036,§  Admissibility of pay and allowances Lo 3
dated 16-7-1963. Government  emplovess on  re-
instatement,
206. No. 4656-6G5-63/24763, Conduct of & Government employess 33
dated 25-7-1963, in relation to the proper maintenance
of his family,
207. No. 7918-3GS-63/26112, * Practico of making recruitment under 134
dated 31-7-1963, the Draft Service Rules—Subordinate
Services Selection Board.
208. No. 9875-6GS-63, dated  Classification of posis/servicas. 335
21-8-1963,
209. No. 14089-3GS-63/35196, Ape of compulsory retirement—ruising 335
dated 16-9-1963. of,
210. No. 18405-9GS-63/46062, Economy in use of paper—Leave and) 137
dated 19-12-1963. transfer of Gazetted Officer —Nolili-

cation regarding.
211, No. 157174G5-63/47723, Relaxation of age limit for entry into 339

dated 31-12-1963, Government service for the wives of
sepving military personnel.
212, No. 19142-DEGS-64/ Speedy disposal of eases of Governmant 219

= 1815, dated 18-1-1964. servants  under suspension—instric-
tions m_g&rding.




xviii

Sr. Number and date of Subject Page

No, Government instiuctions No.
1 2 3 4
213. No. 18341-DSGS-63/ Seeking redress in Courts of Law by 340

072, doted 3-2-1964 Government employees—prievances
arising out of their employment . or
conditions of service.

314, No. 1569-Pol(3)-64/3714,  Grant of overlime allowance to Peons 340
dated 24-2-1964, who are called to duty after oilice
hours and on holidays.
215. No. 1466-0GS-64/10394,  Leavelo Scheduled Caste and Sche- 341
dated 28-3-1964. duled Tribes Government employees

atiending the pre-cxamination train-
ing centre for LAS. etc. examina-
tion at Allahabad and Bangalore.

216. Mo, 472-ASI-64/11586,  Confidential reports—Issuc of letters 342
dated 9-4-1964. of appreciation.

217. No. 4068-DSGS-64/12488, Allepntions apainst individual Govern- 343
dated 10-4-1964. ment employees in the Press—Action

Lo be taken in the case of Governmen!
employess involved in legal proceed-
ings—Proyision for legal and finan-

cial assistance,
218. No. 2295 64 Grant of leave to civil employees who 344
13551, duted 27-4-1964,  are wives of Defence services per-
sonnel,

219, No. MS-'IGEHFH{ Procedure to be followed in the event 144
12900, dated 27-4-1964. of Government ufﬁcers{uﬁcinls re-
torning to duty after having suffered
from serions illness,

240, No. 3070-1GSI1-64/15080, Recruitment through S.8.8. Board 346
dated 7-5-1964. Punjab—Appointment of Class 1V
1;El.nl:iplln:r;.m'.“a as Clerks on temporary
8.

221. No. 4776-3GS(1)-64/ Age of com retirement—Pro- 346
15823, dated 21-5-1964, cedure for dealing with cases for
retirement at the age of 55 years.

222. No. 5582-AS1-64/24104, Relationship between the Comimis- L
dated 15-7-1964, sionners and Divisional Officers in
Divisions.
271, No. 4453-9GSTI-64/ Impartial behaviour of Government 350

27797, dated 31-8-1964.  employees in a secular Statc.,




xix

8r. nnmber and date of Subject Page
No. Government instructions No.
1 2 3 4
224, No. 7954-DSGS-64/31831, Reservation of seats for outstanding 51
dated 9-10-1964. sportsmenin Technical/Medical Insti-
tutions and in service of the State,
225, No. TR65-1GSI-64/31874,  Recruitment throvgh the 5.5.5. Board. 351
dated 12-10-1964.
226, Nu: 2122-DSGS-63/38118, Rules relating to ) the power- of the 35
dated 27-11-1964. State Glwernment to dispense with
or relax the requirements of iny Rule,
227. No. 7554-10GS-64/39008, Training of Clerks—Initial recruit- 355
dated 8-12-1964, ment of Clerks on apprenticeship
basis,
228, Mo, 7899-9GS(IN)-64/ Assessing of length of servics for i55
38646, dated B8-12-1964.  calculating carned leave/casual leave
under the revised system.
229. No. 9578-3GSI-64/41005, Holding of combined examination for 356
dated 31-12-1964. recruitment on similar posts/services.
230, No. 6772-10G5-64/1523, Termination of employment of tem- 357
dated 18-1-1965. porary Government servants—Pro-
vision of notice,
3]. No. 7176-10G5-64/1773, Concessions to the Government 357
dated 20-1-1965, employees of the Punjab Government
who learn Chiness, Tibetan and
Lahaul and Spitian languagﬁ
232. No. 1036-1GS(I)-63/ Fixation of period for joining appoint- 158
13310, dated 3-3-1965, ments in the case of candidates re-
cruited through the Punjab Public
Service Commission/S.S.S, Board,
Punjab.
233. No. 1757-GSI1-65/6393, Training of Clerks—Initial recruit- 359
¢ dated 3-3-19635. ment of Clerks on apprenticeship
basis.
234. No. 140-2GSI-65/5259, Possession of [Government employees 359
daied 4-3-1965. or by uny, other pecson on their hehalf
of pecuniary resources, or property
disproportionate  to their known
sources of ncome,
235, Mo. 1220-IGSH-65/7944,  All-India Services (Conduct) Rules, 360

dated 24-3-1965.

1954—Inferpretation.—Application
lo Stite Officers.




Sr. Number and date of Subject Page
Ne.  @overnmentinstructions No.
1 2 3 4
236, No. 3270-ASI-65/11454, Confidential Reports—Issue of appre- 362

dated 3-4-1955. ciation letters,
237. No. 8069-10GS-64/11669, Training of Clerks—Initial recruitment 363
dated 6-4-1963. of Clerks on apprenticeship basis.
238, No. 4752-1G51-65/14567, Grant of advance increments to 364
dated 7-5- 1965. Government employess for doing
work of exceptional merit,
239, No. 3734-IGSTI-65/17769, Fixation of tenure of Secretaries/ 365
dated 27-5-1965. Heads of Departments/Deputy and
Under Smmiwanmmﬂzmuﬂ,l
Deputy Commissioners,
240. No. 5582-3GS1-65/ of compulsory retirement—raisi 366
21354, dated 11-5-1965. %Fb ne
241. No. 5394DSGS()-65,  Approaching Ministers and other 366
dated 6-7-1965. ml:lgher officers.
242, No. 8004-CMP-65, dated Role of the services in a developing 367
10-7-1965. and progressive economy.
243, No. 5103-DSGS()-65/ ~ Proper and full implementation of 368
25495, dated 15-7-1965. Government policies in dis
particularly at the lower level—
Assessment,
244. No. GSR.160/Const./ Punjab Government National Emer- 169
Art.309/65, dated gency (Concessions) Rules, 1965.
20-7-1965.
245. Mo. 42954G5TI-65/27841, Procsdure for counting short-leave, in
dated 9-8-1963.
246. MNo. 5692-1GSI-65/27838, Training of Clerks—Initial recruitment 373 -
dated 9-8-1965. of Clerks on apprenticeship basis.
247. No. 7814-ASI-65/27821, Writing of coenfidential reporis of 374
dated 10-8-1965. Class TV Gowernment employees.
248. Mo. 435-IGSIT-65/ Resignation from service. 75

26145, dated 12-B-1965.

i




&r, Number and date of Subject Page
No, Government instructions No.
1 2 3 4
249, No. 5912-I1GSII-65, Promotion of Steno-typists and Steno- 76
dated 20-8-1965. El'dﬂphtﬁ to higher posits on clerical
SI0E,
250, No.8493-DSGS(T)-65/ Celebration of marrisge—Permission 76
31233, dated 15-9-1965  of.
251. No. 5622-TGSTI-65/32342, Filling up of vacancies of clerks in Class 377
dated 22-9-1965 A" offices of the Popjab Government.
252 No. 8372-3GS(IT)-65/34785, Confirmation of Governmenl employ- 378
dated 19-10-1965 [
253, No.B4R2-DSGSI-65/34106, Submission of representations and ad- 3718

dated 19-10-1965

254, MNo. 7957-1GS1-65/35111,
dated 20-10-1965

255, No, T868-1GS-65, dated
23-11-1965

256. No. 10250-A81-65/40176,
dated 15-12-1965

257. No. 7653-6GSI-65/40649,

dated 18-12-1965

258, No. 10935-1GS1-65/41 155,

dated 27-12-1965

239. No. 10874-1G51-65/1633,
dated 8-2-1966

260, No. 3834-1GS(I-66/2807,
dated §-2-1966

261. No. 298-3GSI-66/2150,
dated 16-2-1966

vance copies thereof by Government
servants in respecl of matters conneclad
with their condition of service,

Determination of seniority of Govern-
ment employees who are recruited by
transfer from other Departments.

Resignation from service temporary
Government servnntsﬁﬁibv{ng u-ipo ons
month’s notice or refund of one month’s
emoluments in lieu thereof.

Confidential reports-time limit for
making representations against adverse
remarks.

Government employess indulging in
political matters. o

Concessions to the Government employ-
ces of the Punjeb Government who learn
Chinese, Tibetan and Lahaul and Spitian
languages.

Premature promotions to higher selection
Fﬂﬁ;ﬁ;ﬂﬂrtiﬂg salary-posts on which app-
icable.

Procedure to be followed in cases where
the turn of an officer, whose conduct is
the subject of an enguiry comes up for
promotion to a higher post.

Speedy disposal of cases of Government
servant: under suspension.

379

380

3st

382

383

Ig4

384

385




xxii

8r, Number and date of Subject Page
No. Government instructions No.
1 2 3 4
262. No. 278-3GSI-66/3062, Government Servants Conduct Ruoles- 386
dated 16-2-1966 Clarificotion regarding.
263. No. 510-5GSI1-66/4597,  Question of admissibility of age and 387
dated 8-3-1956 other concessions to persons holding
Government posts on adhoc basis.
264. No 1607-4GSI1-66, dated  Grant of special casual leave to Govern- 388
2-4-1966 ment servants who underpo  sterlisa-
tion operation under the Family Plann-
ing Scheme.
265. No. 3493-ASI-66, dated Confidential reports-consolidated in- a8
2-4-1966 structions regarding IInd  amendment
o~ 1963-ove:all assessment.
266. No. 88-4GSI-66/9554, Concessions to civilian employeese 389
datad 21-4-1966 and others who join military service
during the Emergency.
267. No. 2407-4GSI1-66/9736,  Re-omployment of ex-servicemen in 409
dated 25-4-1966 civil Government service.
268. No. 2417-5GS11-66/10248, Employment of handicapped persons 410
dated 4-5-1966 in the public service.
269. No. 2180-4081-66, dated Memorial against adverse remarks. 412
10-5-1266
270, No. 3681-AST-66, daled Confidential report on the work of Lia- 413
13-5-1966] Egn Officers of departments posted at
Ihi.
271, No. 2416-5GS11-66/13080, Recruitment through the Subordinate 413
dated 23-5-1966 Services Selection Board,
272. No. 2293-4GSI1-66/15013, Revised systom of working hours. 414
dated 7-6-1966
273, No.3590-4GSI-66/17115, Concessions to civilian Government em- 415
dated 17-6-1966 ployees and others who join mililary
service during the present emergency.
274, No. 3502-1GST1-66/16434, Rules relating to the powers of State Go- 416

dated 22-6-1966

vernment to dispense with or relax the
requirements of any rule regulaling
conditions of service of Government
employees for dealing with anycase. in
a just and equitable manner.




xx3ii

a9
Sr. Number and date of Subject Page
No. Government instruclions No.
I 2 3 4
275, No. 3578-2G51-66/15840, Cut in pension of Governmenl employess 417
dated 24-6-1966 who are retired compulsorily from
service under-Rule 5.32 of the Punjab
Civil Services Rules, Volume 1L.
276. No. G.S.R.143/Const/Art. The Government Employees (Conduct) 417
309 and 318/66, dated Rules, 1966.
5-7-1966
277. No. 3674-3GS1-66/19544,  Cases involving Moral Turpitude. 434
dated 3-8-1966
278. Mo, 5173-1GSI1-66/24953, Traming of clerks-Initial recruitment 435
duted 19-9-1966 of clerks on apprenticeship basis.
279. NoA4344-4G51-66/27171, Concession Lo civilian employees and 436
dated 11-10-1966 others who join military service during
the Emargency.
280, MNo.5165-5G8-66/27092, Personal data of Government employees- 436
dated 20-10-1966 collection of,
281, No. 5824-3GSI-66, dated  Appreaching ministers and other officers. 434
20-10-1966
282. Mo, 5825-511(4)-66/397.,  Grant of priority to the migrants from 439
dated 23-11-1966 Harma and Ceylon for absorption in
posts under Government.
283, No, 944-S11(6)-6T7/ 1518, Associations of Governmeni servanis 440
dited 20-1-1967 with the activities of R.S.5./JTammat-g-
Islam,
284, No. 727-S11(4)-67/4841, Grant of re-employment/estension in 442
dated 17-2-1967 service to Government empl
un or after their attaining the ape of
superannuation-Refusal  of  leave
prepariatory to retirement.
285, No, 1064-511(6)-67/7055, lssue of pay-slips to *Probationers" 450
dated 13-3-1967 and persons placed ‘On Probation’.
286. No. 1915-811(6)-67/19578, Approaching ministers and other officers. 452
dated 11-7-1967
287, No. 3277-81-67/20363, Confidential report -Action to be taken 452

dated [9-7-1967

on representations received from State
Government employees against comm-
umication of adverse remarks.




Br. Number and date of Suhject Page
No. Government instructions HNo.
1 2 3 4

288. No. 6038-SI1(6)-67/30057, Removal of indiscipline in services- Re- 453

dated 7-11-1967 commendation No. 113 made by
the. Punjab Administrative Reforms
Commission,
289 Mo. 7721-SUI[(4)-67/30748, Training of clecks-Initial recruitmant Jof 45413
dated 8-11-1967 clerks on apprenticeship basis.
290. No. 7955-SII(5)-67/31327, Confidential reports. 454"

dated 18-11-1967

291, MNo.2468-811(6)-67/32058, Tmplementation of the recommendations 456
dited 20-11-1967 of the Punjab Administrative Reforms
Commission No. 16-Recognition of
inefficiency as a ground for the impos-
ing of major penalty.

262, No. 4087-451-67/32084, Gieant of special casual leave to Govern- 457

dated 7-12-1967 ment servants who undergo steriliza-
tion operation under the ‘Family Plann-
ing Scheme’.
263, No, 4087-451-67/32085, Grant of special casunl leave to Govern- 458
dated 7-12-1967 ment servants who undergo steriliza-
tion operation under the ‘Family
Planning Schems'.
294, No.B911-811(6)-67/1675,  Approaching Ministers by Government 459
dated 19-1-1968 Officers/employees.
195, No. 9365-511-4(1)-67/1301, References to the Punjab Public Service 461
dated 24-1-1968 Commission-Defects in  promofion-
Cases.
296. Mo, SII4(1)-6%/3187, dated Withholding of increment ut efficiency 462
13-2-1968 bar ina time-scale.
297, MNo. 1490-SI11-4(1)-68/5269, Ensuring of fair treatment while con- 463
dated 28-2-19638 sidering departmental promotinns.
298, No. 1543-S11(1)-68/5724, Training of clecks-Initial recrnitment of 463
dated 1-3-1968 clerks on apprenticeship basis.
209. No. 1154-SI1(5)-68/5921, Concessions 1o persons who joined 465
dated 5-3-1968 military service: doring the National

Emergency-Reservation of vacancies in
Punjab Government services,




8r. Number and date of Subject Page
No. Government instructiong No.
1 2 3 4

200. No. 1484-SI11-4(1)-68/6710, Grant of re-employment/extension in 466

dated 12-3-1968 service o Government employees on

or after their attaining the nge of super-

annuation—Refusal of leave preparatory

to retiremoent.

301. Mo. 2638-SI0(6)-68/2830, Vrrifiuz?'pn ef Character apd anlece- 467

dated 4-4-1968

302, & 1081-Rerat-I1-68fa7ss
firat 8-4-1968

dents of candidates selected for appoint-
ment to civil posts nnder Government,

Joahii w3 SUE HEn 98 s 470

W= s i e

303, % 068-1 I1-4(1)-68/15048, U mEad @ Ay ©e=w few Uadl 475

firs) 6-6-1968

304. No. GSR.63/Const/Art.
309/68,dated 17-6-1968

305. No. 5633-SI1-4(1)-68/
19563, datad 15-7-1968

306. No. 5958-SI1-4(1 -63{
20999, dated 29-7-1968

307. &:5730-AE-2-4(1)-68/
20348, {31 5-8-1968

308. No. 5679-ST1-4(1)-68/22577,
' dated 20-8-1968

309. & 5402-7 (1) —4(2)-68]
23141, st 9-9-1068

310, &:8180-Feei-2-4(1)-68]
31114, 4T 9-10-1968

311. No, 8217-SII-4(1)-68/
« 31257, dated 10-10-1968

mygsE |

Demobilised Armed Forees Pérsonnel
(Reservation of Vacancies inthe Punjab
State Non-Technical Secvices) Rules,
1068,

Withholding and withdrawal of pension
under rule 2.2 of Punjab Civil Services
Raoles, Volume T1.

Erroneous  confirmation of Govern-
ment employees—procedure for  can-
cellation,

475

477

478

feadl oMt § mEW Gar d@H 479

2953 @99 mae-foamy 93

Grant of awards to employees for sugg- 431

estions emanating from them for im-
provement in office and adminstrative
procedures for maintenance of integrity
in administration etc.—JIntroduction of
n ‘Suggestions Scheme’.

feaar evrn SEMt wigal feamdat 483

goHgrat € wed M fow wemr 485

HUG! dgs g9 gufes|

Appointment by direct  recruitment, by 485

promotion and by  trapsfer—Ratio of
each method of appointment to be pre-
sctibed in the Service Rules,




xxvi

Sr. Number and date of Subject Page
No. Government instroctions No.
] 2 B 4
312, #:eees-wn. 2-4(1)-68f maﬂﬂﬂamfe'a‘h# & 373 353 486
33528, firdl 26-10-1968 95 AE
313. #:8176-A(11)-4(2) -68] Wwa meas @ fegwn @ Wy wiger 456
33615, it 28-10-1088 dhr = Qtesw o §= H#Lhna
#g Aw  dfims < mofes 2w
AEwgaE o g e oor@er
314. No. 10052-SI1{(6)-68/37030, Discipline amongst the services. 487
dated 20-11-1968 j
315. No. 9882-SII(6)-68/37537 Implementation of the recommendations 489
dated |-1-1969 of Punjab  Administrative Reforms
Commission- No. 22-8irict and sincere
observance of rules and  procedures by
Ministers and officers.
316. No. 63-SI1-4(1)-69/1120,  Abol tion of Apprentice Clerks Scheme— 492
dated 13-1-1969 Payment of arrears.
317. No. 11350-SI1(6)-68/4896, Criteria to determine domicile of a per- 492
dated 27-2-1969 son and Home  District/ Tchml,r'r own
of a Government employee for  various
matiers. .
318. No. 1211-81(6)-69/5432, Grant of over-time allowance lopeons 495
dated 27-2-1969 who are called to duty afier office
and on holidays.
319. MNo. 1068-SH(6)-69/5780, Rl:qmrcmmlt of one month's notice from 496
dated 27-2-1969 mporary  Government employees
mhng employment  within the State
Government.
320. No. 1633-811(6)-69/6262 Redress of Public Grievances- Machi- 496
dated 27-3-1 nery thereof.
121. No. 1726-511-4(2)-69 ' on of candidates sclected bythe 498
dated 3-3-1969 Bourd|Secretarint  Committee/Deopart-
mental Commitiess—Regularisation of
services of gd hoc employess.
322. No. 1975-811-4(1)-69 Abolition of Apprentice Clerks Scheme— 499
dated 13-3-69 Payment of arrears.
323. % 1396-Aeet-2(8)-69 Agag © oS femz =53 3 Gie- 499

7462, Tt 17-3-1060 T ¥ gw fsow w2 9% ws=
@ usEs--few gy ( uniform )
yrgEsT Usd Bvl SH |
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8r. Number and date of Subject Page
No, Governmeut instroctions o,
1 2 3

324, No, 779-511(6)-69/8308,% Recammendations of  the National In-

dated 22-3-1969

tegration Council—Committee on co-

mmunitl aspecis.

315. No. 907-8I1(5)-69/3441,  Fmplementation of recommendations of

dated 21-4-196%

326, &: 20300 (IT) -4(2) -sa)
§2964, firgl 2841949

327. No.l461-4S1T1-69/1 1361,
dated 1-5-69

328. &: 1315-H2= (IT)~4(2)-s0/
12787, i3t 16-5-1089

329, &: 2600-A(11)-4(2)-68/
14189, {3 22-5-1869

330. No, 2855-SI1-4(1)-60)
15429, dated 3-6-1969

331. pNo. 2948-511-4{1)-69/
17008, dated 27-6-1969

332. No. 5847-S11(6)-69/
17995, doted 30-6-1969

333. No. 5167-S11-4(1)-69
19273, dated 17-7-1969

334. No. 6186-ST1(6)-69
dated 20-7-1969

335. No. 6519-SI1-4(1)-69/
20180, dated 22-7-1969

the Administrative  Reforms Commis-
sion—Mo0.99 regarding ~ personal con-
tacts with subordinates.

gas 3 # Ae =3 wammm
gazE, wag mfz 2 S fem
Bzzeht |

Grantof special casual leave to
Government employees for participation
in tournaments.

Uiy 87 am Ao wfims o usg
[Fus—zast & mifeg B=zwhn |

g05[pages  andffeaait  akdl @
g2 Uiimraghnt = wuer

Nomination for training “in Indiy/
abroad or for service on deputation.

Employment of handicapped persons
in the Public Service

Tendency of approaching  Ministers
direct by  Gowernment  employecs
and bringing political or  outsids
influence.

Grant of re-employment/fextension in
service to  Government employees
on or ofter their attaining the  ape
of supernnnuation.

Transfer of Punjab Gloverament
employees to other Governments,
Companies, Corporations  ete,

General  principles to  be observed
in making postings and transfers.

n1

501

03

305

506

307

509

(4]

Si
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St. Number and date of Subjsct Page
No. Goverment instructions No.
l 2 3 4
336, & Ti03-nm 2(3) 6o/ aray foml famut wanm 5 =t 515
23642, =] 20-8-1664 fauzra |
337. No. 6876-S11-4(1)-69/ Fixation of seniority of Government 55
23629, datad 2-9-1969 employees appeinted against  ex-
cadre/isolated  posts  which are
subsequently  included in  regular
cudre.
338, & 7ms-Aee (sl e SEbt § 9w mEaw wdls 518
24295, firgl 3-9-1064 firzs wmfmt ug wuge @ Bu-
g |
339. F: 6319-A-2(3)-09/24324, o el AOE wiES It e 517
fird] 11-9-1869 mgsm; 95 da—fEEn & 141
140. Mo, 5883-58111-6G9) List of Administrative Secretaries and 518
24754, dated 17-9-1969 Heads of Departments.
341 . No. 8726-811-4(1)-69/ Nomination for  tegining in India/ 518
28481, dated 24-10-1969  abroad or for service on deputation.
342, & e/e-Fe 2(1)-e0 uwwERyED Aoy SEs @ fricra- 519
o/237, fH=t 28-11-1968 A & W ggegE--fEem E
125--fim=egs & o= IF TFH-
gkt @ weuE  Ugw (R wuE
feom woW 9o #d Qu ¥em
wErd 3 wdlEe 8= mad w@e-
2 |
343, & na0--11{3)-ay/a2577, am 2wl aH g 93w 520
fi=t 17-12-1960 wan! @8 Augl fezgw Y= @
qaral |
344, = :oe07-n II(3)-68/se003, Hos Zauifons @ 3wt w9 523
fiug 29-12-1969
345, @ 10l7-ASa(2)-mel  AEET GHiw A § @9 feE' smmaus 523
586 W s-1-1970 9 %8 T &€ ;@ As W2
Ul mwE @ wils uE 94 IR
7%, AlEs proes 24 8= 93




|
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Sr. MNumber and date of Subject

10405, (i3l 27-5-1970 vt o ygsE |

: : Pape
No, Government instrugtions No.
1 2 3 4
346, &:1080010(3)-69 il TEFee 7 G et = e 524
19-1-1970 feasz Un =95 @3 ay o
usE |
347. No. 1151-51-(3)-70/ Dealing with the petitions, memorials 525
dated 17-2-1970 and representations recsived by the
President of India.
348. No. 1149-851(3)-70, Acquisition of higher quulifications- 525
dated 18-2-1970 permission to Government servants.
349, No, 1224-S114(1)-70/ Postings of gazetted officers in their 126
3976, dated 20-2-1970 home districts.
350. No. 1109-811(3)-70/ Reciprocal arrangement with other 5217
5106, dated 1-3-1970 Governments in regard (o payment of
travelling and othsr expenses to
witnesses  in departmental onguiries-
Government of Tamil Nadu.
351. No. 1327-81{3)-70, Punctuality in office hours. 529
dated 343-1970
352. NMo. 1743-811(3)-70, Punectuality in office attendanoe. 530
dated 11-3-1970
353. No. 1338-28111-70/ Granl of carned leave to Government 530
« 3819, dated 17-3-1571) employees.
354, Z 2RI (3)70 i w2 fims w3 foastdl €@ &5 531
. 11-5-1870 AETS iTaaE € Fawadl & fer e
geioE |
358, & 9901-All{1)-70/ 10444 wv3s fow Dgfimee W Aed 535
=l 19-5-1970 Tefest |
356. No. 2886-811{3)-70/9116, Departmental procesdings—Extracts 537
dated 20-5-1970 from the Judgements of the High
Couarts and Supreme Court.
357. & s068-n-2(a)70, frd)  mEwEl U B e e G 546
20-5-1970 ez wd gofest
3%8. No. 2297-3GA-70/10514, Reduction in the number of peons  in 547
dated 22-5-1970 Government Offices.
359. 3 2d4-ATRI-2(1)-/ Ugw wemra @ W ogIm fow 547




XX

Sr. Number and date of gubject Page
No. Government instructions Mo,
1 2 3 4
360, F:1oizs-Feet 21) <o) Urm @R ueHnl CRwe afies € 548
10419, =l 27-5-1970 frowe " a awe@E fiwsn &
1e-fimeege &t €2 I FOO-
gt 2 wEge dZE [Ru wue
feas v9w @ s @d @ ES
wergt & _ofime €= pddl @e-
=
as1. & 3vr-all (3)-ofi4er  moaal Uset @ fad fume fes @39 550
firal 10-6-1970 2= 51 us
362. No. 462-6(FR)}-T0/ 12752, Grant of free eductaion faailities to the 350
dated 15-6-1970 children of deceased [Government
omployees.
363, 3:asez-nll (3) 7017135, yg deatut €3 Twee) w3 darst.  ss1
il 14-7-1970 28 mif 893 3= wa ofet |
as4, A:437091 11 (3) 7017876  wowdl ammdbdt 9 23 gm oA sst
first 21-7-1970 e e@E pEd oefest aE)
FEE g |
365. No. 4123-28111-70/22601,  Grant cof special casual leave to work- 553
dated 28-8-1970 charged establishment who undergo
sterilization operation under Family
Planning Scheme.
366. No. GSR.87/Const./Art. The Punjab Civil Services (Punishment 553
187, 309 & 318/70, and Appeal) Rules, 1970,
dated 3-9-1970
367. No. S653-811(3)-70, Raising of welcome arches  on the 583
dated 3-9-1570 visit of the Chief Minister.
168 . No. 5680-811(2)-70/ Leave Travel Concessions-Liberulisation 383
24097, dated 14-9-1970 of.
369. #:s5840-n MI(3)-0/24850, wlwa Swoorbet 75 ‘23 29 FWE 585
fat 1541970 =Rl
370. No. 5756-S11{3)-70, Demobilised Army 1 Personnel.con- 586
dated 5-10-1970 cassions whan recruited  against
unreserved vacincies,
i71. No, 5128-S11{(3)-70/ Investmentin shares of Companies 586
27371, dated 22-10-1970 ele. by Government  emplovees—

Question
thereon.

of exercising  control




S |

Sr. Number and date of Subject Page
No.  Govermmient instructions N,
1 2 3
372, Eosse-n () ofz0107 newmd et few Gl g o 587
fiedt 17-11-1970 ygse |
373. Eraonll(s)71, ) wewfsm aabdt a3 fimed o 587
19-1-197] dely 38 mwe i w9 v Sa
faf fam: St safimm  woEmibe
el femfsaa yams  @@m m <o
5045 e dice & g9 aus
i et
374.  Sazenll{y)-71 fa v s femm  (Rédmveam 2
18-1-1071 oS euifiet € udiEs) s 589
1961 FET oEt S@e w & )
97s. B:7503-011(3)-701728,  an ekl fere med mEhr e 590
firgt 20-1-1071 whiti & s=@e w3 umehwt famre-
it TS o aH |
376. Nu, 973-25111-71/4753, Grant of special casual leave to conti- 591
dated 18-2-1971 ngency paid  stafl for under-going
sterilisation operation under Family
Planning Programme.
377. No. 2197-811(3)-71/7921, Punctuality in Government offices: 502
. dated 22-3:1971
378. No. 1683-SLI{3)-71, Classification  of postsfservices-Cri- 593
dated 26-4-1971 teria thereof,
379, A: - Il(2)-7ifi0492 e B9 e afes w5 @S G ses
fi=t 2g-4-1071 = = E g4 0
350. No, 2010-81I(3)-71, Relaxation of age limit for entry into 594
daled 25-5-1971 Government  service for the wives of
serving military personnsl.
38L. No. 1710-511(3)-71, Instructions  regarding recording of 595
dated 27-5-197] certificate on the pay bills of gazeltod
wilicers.
382, 5:1652-8M1(3) -71, il mdaws was  semint E I35 W 596
31-5-1971 nEHfEs arEt EE w o




xxxil

§r.  Number and date of Subject Pege
No.  Government instructions Na-
1 2 3 4
383, &:200-0Ti(3) -7, fut wEarsl @byt 4 fevEstas Hi- 597

31-5-1971 fem?, wigars HighEs w3 dGes-
fs mfed a8 faueden
184. No. 3228-SII(2)-T1, - Age of compulsory retirement-changs 508
dated 3-6-1971 in the criterin for retention of Go-
vernment employses in service beyond
the age of 55 yedrs.
3a5. & 7wl (3}, i fos=s) wew3 <d@isa o AEEE 599
B-6-1971 Tauartat St wral st fea adE
T ufret bl fedt & UBT F6a
g |
186. No. 1683-811(3)-T1, Clussification of posts/sarvices-criteria 599
dated 15-6-1971 thereof.
a8y, &wn-All(s)n, W5 F2 wEe famadi-Ba f=  JAMHT5 600
20-6-1971 Fag .9 Ja fan fHSams
yg=sat @ fest—ofivamit  TemmEht
o1 gfess & WA
388. No. 2018-501(2)-71/ Azc of compulsory retirement-raisiog of. 601
16458, dated 30-6-1971
389, Mo. 3778-S5H(1-71/ Writing of confidential reports-mati- 602
17239, dated 5-7-1971 culous obssrvance of Goveroment
instructions.
150 . No. 2960-S11{3)-71/ Taking of disciplinary action against 604
17662, dated T-7-1971 the departmenial authorities who fail
to comply with Government orders
regarding  grant of anticipatory
pension  to retiring non-gazetted
employess.
391. No. 3206-811(3)-T1/ Fx-grotin grant  and  other [aeilities 605
17723, dated 9-7-1971 for families of Government cmployess
whi die while inservice.
392. No. 4147-811(2)-71/ Ape of compulsory relirement—cliunge GOE
17956, dated 12-7-1971 in the eriteria for retention of Govern-
ment employees in service beyond
the age of 55 years.
303. No. 4156-5T1(3)-71/ Punetuality in Government offices. 699

20918, dated 6-8-1971




il
Sr, Nuather and date of Subject Page
No. Governmcnt instructions No.
i 2 3 4
304. No. 3808-SI1(3)-71/ Re-cmployment of Ex-servicemen against 609

20988, dated 12-8-1571 the Reserved vacancips,

395. No. 5848-811(2)-71/ Entrostment of work of recruitment to 610
23655, dated 6-9-1971 subcrdinate services to ths Departmen-
tal Commitiees—Procedure reparding.

396. No. 6428-SI1{2)-71/ Entrustment of the work of reeruit- 613
24459, dated 15-2-1971 ment to subordinate services 1o Lhe
Departmental Committees— Procedure

regarding,
397. No, 6220-511(3)-71 Relaxation of age limit - for entry 614
duted 16-9-1971 into  Government  service for the
wives of serving  military personnel.
398. No. 6332-311(3)-71/ Benelit of military  service rendered 6l4
261935, dated 29-9-1971 during the Emergency towards
seniority.
399, No. 6256-S11(3)-71/ FPremature promotions to higher se- 01y
29750, dated 12-11-1971  lection posts—initinl salary.
400, F:dsie-AeRi2(l) -n) i quz fRe e fodeiEm 18

30328 fHal19-11-199)  nifterdat =g foag o3 g =t
9% 95 mEal YA Ss3it T9 |
401. No, 7028-STI{3)-71/ Prpceedings under Rule 10 ol the 610
30619, dated 24-11-1971  Punjab Civil Services  (Punis ipent
and Appeal) Rules, 1970 —Indication
of a specific penalty.

402, No. 7543-511(3)-71/ Expeditions finalisation of depart- a2
30693, duted 26-11-1971  mental enquiries against Govern-
ment  employees—{urnishing  of
guartely Statements to  Adminis-
trative ' Secretaries and i hiel

Secretry.
403. No. 7496-S11(2)-71, Compulsg retirement of Govern- 621
dated 30-11-1971 ment employees —grant of leqve.
dod . No. 7673-811(3)-71, Considerntion of work and conduct 622
datad B-12-197] in the cases of confirmation or pro-
motion.
405. No. 7308-5811(3)-71, Punjab Government  Emplovees
dited 15-12-1871 (Conduct) Rules, 1966—Canyassing of 622

noo-officiel or other influence by
Government employees—Instructions
regurding.




8r. Number and date of Subject Page
No. Goverament instructions No,
l p 3 4
406. No, 8548.811(3)-T1/1167, Ex-gratin grants and other facilitiss 623
dated 11-1-1972 for familics of Govornment ecm-
ployees who dic while in service—
clarification of some points,
407. No. 138-S11(3)-72, dated Congessions: Lo released army per- 627
20-1-1972 sonnal and ex-servicesmen in State
Services—Duestion of extending Lhe
same concessions by the Corporate
Bodies in Punjab,
408 . NoA4T4L-S1I(3)-T1, dated Implementation of judgements con- 628
11-2-1972 tamning principles of poneral nature
in rugard 1o service matiers,
409. No.27-S11(3)-72/5186, Earmarking of vacancies for the Re- 629
dated 15-2-1972 leased Army Personosl
410. No. 611-SI1(3)-72/5112, Concessions (o released army personnel 630
dated 15-2-1972 and Ex-servicsmon in Slule Services
—Queation  of  meticulous obier-
viilneg  of  instructions.
411. No,1278-28IIT-72/5831,  Grant of special casunl léave to Go- 631
dated 21-2-1972 vernment servanls for participation in
cultural programmes of Nutional!
International importance. ‘
412. No. 325-S11{3)-72/5866, Retention of licn in ¢ivil posts of 632
datad 24.3-1072 Lthose givil employees who joined
Armed Forces duning  the present
Finergency and regulation of their
senionty, confirmation and promotion
duping  thetr absence on military
Sorvice,
413. No. 712-811(2)-72/7097, Entrustment of the work of reeruit- 633
dated 73 1972 ment (o subordinate scrvices to the
Departmental Committese — Proce-
dure regurding.
414. Mo. 702-511(3)-72/7832, [Ex-gratin grants and other facilities 633
daled 15-3-1972 for families of Government employsss
who dis while In service —
clarifieation with regard to admissi-
bility of House Rent Allowance,
415, No. 2091-811(3)-72, Trunsmission of cases to the Chief 636

dated 7-4-1972

Secretary for advice.




AExv

Sr,

MNumber and date of

3 Subject [age
No. Government instructions No
1 2 3 4
416, & 650-A11(3)-72/8467, =) srEmfa srtmi 2 gl w8 i35

17-4-1972 o ¥ sesl 395 @13 yFuH)
EmimnEtng & amr o
et |
417. No. 2180-SH(3)-72, dated Dﬁciplinnrrn, Parocesdings —  Cases of £3g
19-4-1972 alleged victimisation relating to  (he
office bearers of Punjab Sohordinote
Services Federation mnd other em.
ployees in connection with the agiti-
tion for fulfilment ol their demands
418 No. 2253-S1(3)-72. duted Question of intiuting fresh procesdings (V]
2441972 ol enquiry on which the Government
employee is acquitied by the Lompe-
lent authority in the first inslafce
419. No. 1173-811(3)-72, dated Re-instatement of suspended Govern. o4
25.4-1972 ment  employees — Question  of
regularisation of the period  of sug-
pansion.
420. No. 1487-8L1(3)}-72/10M90 Pravision of promotonal avenues for 642
dated 25-4-1972 Class TV employees educationally
qualified for Class 1T posts
421. &:2000-R 1T (2)-72)12411, Ao fafaasl ©l GHE Fi-—ss AE A43
fHat 25-5-1972 @ GHa Quas faafes aas wdl
s el 8d =l as feue
= HI3T |
422. ®:2814-1 I1(3)-72/12500, <0 i femererdt 2 fean am-— 4%
fust 30-5-1972 FgarEl FanaEt w1 fe3 =g fugl
e gEds——fen At faegst o
US|
423. No. 3223-S11(3)-72/12890, Maintenance of upto date policy ins- ()
dited 3]-5-1972 tructions of Government on different
subjects 5o #s to facilitate corract jm-
plementation  thereof,
424. No., 2179-811(3}-72, Regularisation of the period of sus- fidy

dated 9-6-1972

pension of the employess suspended
in vonnection with the strike on 12,13
and 14th January, 1971,




EXXVi

Sr. Number and date of Subject Pape
No. government instructions No.
1 2 3 4
425, No. 3973-SH{3)-72/ 16816, Need for issuing speaking orders in G50
dated [B-7-1972 matters affecting rights of the parties
cancerned o Goveroment servimis
us the case may be.
426. No. 123(GOD-SIH3)-72/  Measures to meet the problem of un- 63l
18828, duted 28-7-1972  cmployment Counting of adhot
service for purpose of upper age
fimit for recruitment on regulsc
bisis,
427. No. 3746-811(2)-72/18760, Grant of honerarium o he loguiry 65
dated 8-8-1972 Officers ippeinted to  conduct de-
partmental enguiries against Goven-
ment survants,
42% . Mo, 4637-S11(3)-72/19939 Raising of upper uge Jimit for revruit- 633
dated 10-8-1972 ment  to the various services under
the Punjab Government.
4297 No. 5416-28111-72/20290, Grant of specinl casual leave 1o 655
dated 16-8-1972 Government sarvants  under Family
Planning Scheme.
430, No. 4295-811(3)-72/21003, Fx-gratia grants -and other facilitics 655
dated 21-8-1972, for families of Government employses
who die while in sérvice—question
of waiving off the recovery of house
building advance.
431. No. 37147-811(3)-72, Ex-gratin grants and other [facilitics 636
dated 27-9-1972 for families of Government employees
who die while in service—grant  of
house rent allowance.
432. No. 4213-811(3)-72/26696, Grant of special casuul leave to ex- 657
duted 9-10-1972 servicemen in civil posts who stay in
hospital  for replucement/trentmen!
of their artificial limbs.
433, No. 5746-S11(3)-72, Supply of copies of documents Lo the 658
dated 16-10-1572 delinguent officials in  departmental
enquiries.
434, B; 40087 IL(1)-7227670 —

ficl 20-10-1072

Trafia s (adeet (e foaww &3
TR YE TS Tt wEdl Yt aEEh
3 |
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Sr. Number and date of Subject Page
No. Government instructions No.
1 2 3 4
a35. 545930 IL(3)-72, il wafmz wATHbH éﬂraat_.éﬂ"h_ﬂi g 860

21141972 a2 Muzd foF dislg a® Hfent §
fera2 =95 a9 Sisl-—dneg oue
- difed |
6. &esmen I (3hr2,  doms Wt & & fsuel= a3 661
it 21-a2- 1o
437. No. TO26-SH(3)}-T2/3104, Grunt of pensions o retiring Govern- 662
dated 19-1.1073 ment servants and application of rule
6.4  of the Punjab  Civil Services
Rules, Volume II—Observiince of
procedure  and  criteria therefor—
requirement  of giving  reasonable
opportunity 6 show cause against
the proposed cut in peasion.
438, No. 279-S11(3)-73/3046, Regularization  of the appointments 4
dated 29-1-1973 of the employees recroited on -
fioe basis,
w9 & o872-R 1T (2)-73/3134 9¢ wE e 3 @ aaHgrn 666
it d0-1-1973 & IAgE 97 Hedlfedz wataas
HET )
440, No. 495.8I1(3)-73. dated Speedy  disposal of cases of Clovern- fiGH
13-2-1973 ment servants under suspension—
Number of Government employees
under suspension—Collection of
i,
W & s60.n Il (3) 7afersy, om few R 2 a8 & HY gufewi fi 70
3t 22-2-1993 75 fEfanmst mgm
WL No. 2(GODSHERTY,  Rehubilitation of  Released Indian 670
7732, dated 2821973 Forees  Personnel — Grant of con-
cessions—benefit (o be given only on
first appoiniment.
443 Mo, I469-S11(2)-73,7690, Grunt of re-employment | extension 671
dated 7-3-1973

i service. to Government employees
on o after their attaining the age of
superannustion — Review of policy
in the case of Doclors and Para-
medical  sfuif




ALV

Sr. Number und date ol Suhiject Page
Mo Ciovernment instruoiions No.
| 2 3 4
444, Mo, 1217-S11{3)-73/9133. Expeditious (inalisution of  deparl- 62
dured | 7-3-1973 mental enguiries  aeainst  Goverp-
meat emplovees- delay on accoun|
of change of Enguiry Officers
avoidanee thereof
ws & oA I (5) <73, Ferardl wesa (58 Ad = weEel | §73
B O 1% = | Y ERC
146, No. 1876-2S1H-73 10020 Alfixing of resiricted  holdays 1o re- ni3
duted 4-4-1973 sular  leavefgaretted  holidays et
447, No. 2449-28111-73/1 1861, Grant of special cusugl  leave o 674
dated [7-4-1973 Government servants for participation
in sparls events.
J4g, No. SO(GOL-SHARTE PDemonstrations 1 the  wicimily, n7a
dated 17-4-1973 neighbourhood of Government  offi-
oo
449, No: 1097-25111-73/115863, Grant ol casual leave v Punjah [
dated 17-4-1973 Governmenl  employess.
450, No, $GON-SIH3RT30 Priority list for various categories ol 676
190192, dated 1841973 persons for employment in State ser-
vices ~  Rehubilitution  of disabled
ex-servicemen and widows /dependents
of  the deceased Government em-
ployees and defence services personnel
killed or disabled severely in action.
451, No. 1753-811(2)-73/12067. Regularisation of the appointments BAR
dated 19-4-1973 of the emplovees recruited on ad-hoc
bitsis
152, &1 2s6a-RIT (2)-7sliase7. SETapainr3 HUEM Fo7 I8 wU=E G681
firdt 28-4-1873 s o AT
153, No. 1966-S11(3)-73, 14271 Earmasking of vacancies ior the Re- b#1
dated 3-5-1973 lensed Army personnel,
454, No. 2760-ST1(3)-73. Regulurisation of the appointments of gl
dated 15-3-1973 the emplovees recruited  on ad-hoe
hasis
455 Nu. 3409-2SHE-73/15403, Grant of speciit] cususl lenve to Govetn g3

dated 19-5-1973 ment servants under Familv Planning
Scheme.




LEEAL

Sr, Number and dage o Subjeet Page
No. Liovernment Tnstructions No.
L 2 3 4
56, & 27a-m 0T (278010001 Jandhgi ™3 TR T35 28 e 583
fist 24-5-1974 TE T 2F amt fiaoea
45T No. 2068-511133-73.1 7550 Cirmt of free educationa) lcilities Al
dated 1161071 to the childeen ol decessed Crovery-
tent emplovees
458 Noo 318 1-811(3)-73, Partcipition by Government ser- 634
dated 15-6-1973 vants in political activities ¥iz., meet-
ings/demonstrations organised by
political parties,
459, No. 3520-511(31-73, dnted Speedy disposul of cases of Govern- B&h
25-6-1973 ment employees under suspension.
460, No. M20-8M{3)-73 Use of Government employees for pri- 691
date! 1371971 vate wark —instructions  to prahibit
it
461, Ne, 4150-811(2)-73/2250 Regulagisution of services of hel-fro /92
duted 21.7-1973 cmployees — Absorption of aualified
candidates us clerks/typists,
462, No, HS07-S11(3)-73:23556. Speedy disposal of cases of Govern- 604
dited 30-7-1973 ment emplovees under suspension.
463, No. 4820-811(2)-73/24416. Cur in ‘pension of Government emplo- 64
dated 7.8.]072 ¥ees who are retired compitlsorily
from service under Rule 532 of the
Punjab Civil Services Rules, Volume
IT.
A No. 5245.5113)-73. Grant' of pensions to reliring Govern- 635
dated 22-8.1071 ment servants and application of rule
6.4 of the Punjab Civil Serviees Rules
Volume M—Ohservance of procedure
and  criferia  therefor — require-
ment of giving  reasonable opportu-
nity to show cause against the proposed
cut in  pension,
465, No. 4235-511{5]-?3!2?2(“, Grint of maternity leave to  [emale 696

dited 21-8.1973 Government  employees — udmissi.
bility of leave in the case of those
ecruited on  temporary/ad-hoe basiy
fora limited period.
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Sr. Number and date of Suhjeci Pape
Mo Grovernmen| instrictions No.
| y 3 4
w6, & 5oes A LI(a)-7jezane,  FEETE] SEHEEMT S femEatas W= 696
firgt 3181973 foorl, wgEg  AiEbET W
greanEs wie § FaafaEgE |
i
467, Mo, 5970-511{3)-73. Pernission o Government cmployees 497
duted 185-2:1973 {0 engage » legal practitioner Lo pre-
_ent his case before the Enguiry Offi-
cer in connection with d:pu:tlms:n:al |
inguiries/disciplinary procesdings.
468, No. 6100-51103)-73, gepularisation of the appointments ol 425
dated 26-9-1973 e =mplovees recruited  on ad-ior
hasis—Absorption of qualified candi-
Jdates  as clerks/iypists by the De-
funet Bonrd—Clarification  regarding
continuous of ex-servicemen appoin-
ed  on ad-hoe basis.
469. No. 6522-DSSIN2)-73;  Punjab Government Employees (Con- T
30700 dated  8-10-73 duct) Rules. 1966 —Provise 1o sub-
ritle (fzj and (3) of Rule 18 thereof
Clarification
470, No. 38055137, Crossing of effiviency bur— poles 701
duted 16-10-1973 rifles regardimg gp-ti-date — policy.
471, No. 6936-SI(3)73. Submission  of tepresentations  and 6%
dited 22-[0:1973 advance copies thereol by Government
servnnls  im respect ol matlers: con-
nected  with their conditions of ser-
vice.
472 . No. 6780-DSSIN2)-73. Framing/Amendment of service rules F08
dated 5-1141972 for ench class of service posis under
the Pupjab Government— Revised
Model Service Rules.
173, Fi7se€ A ow I (2)- uEdE g4 AeaEs § 3 aE FALL
73, fst 9-11-1993 os wEmgel 3Ee, it arfe
2 3wt fzm alEs weT AT
wal Wi fERfes =ds od)
474, & 7ase-r Ti(s) -7slasera o Es =9 \l o =9 @ 723

it 1511197




Sr.
No.

Number and date of

Government instructions

Subject

z

i1

Pape
No,

475. No. 7683-DSSII(1)-73,
dated 16-11-1973

476. No. T560-28111-73/35080,
dated 17-11-1973

477. No. 8037-S11(3)-73/3365 8

dated 20-11-1973

478, No.

8326-DSSI1(2)-73/

35524, dated 23-11-1973

479, No. 8330-511(2)-73/36811,
dated 1-12-1973

480. No. 6696-ST1(1)-73/573,
dated 24-1-1974

451, No. 337-DSSII(1}-74/3061,
dated 28-1-1974

482, No. 615-811(3)-74, dated
31-1-1974

483. No, 6790-SH(3)-73,
dated §-2-1974

484. No.

485. No.
27

dated 6-3-197
8617.
197

=74,
4

-EII(I}-TB, dated

Rehabilitation of  ex-servicomen—
Exemiplion !'mn_'n Payvment ol
examination/application fee

Grant of special casual lesve 1o
Government servants wnder Tramily
Planning Scheme.

Regularisation of the appointments
of the employees recruited o
adhoc basis.

Need (o curb tendency to Jeave
stution of posting on week-ends—
particularly in the case of officers
owning farms,

Regularisation of appointments of
employees recruited on adhoe basis.

Placing & copy of the simple
warning on the personal fije.

Ex-gratis  geants  and  other
facilities for familics of Govern-
ment  employees who die  while
in service—elarification regarding
admissibility,

Cases relating to  varfous Car-
porations/Semi-G overnment Tnstip-
tons/Apex Coaperative Insti=
tutions—Approval of Chief Minister,

Disciplinary procesdings—Caszes of
alleged victimisation relating to
the office bearers of Punjab  Sub-
ordinate  Services Federation and
other employees in  connection
with the agitation for fulfilment of
their demsands.

Scheme formulated under “Half o

million jobs Programme, 1973-74™

Writing of annual  confidential
Teports—recording of  remiarks
about Small Savings work by the
reporting officers,

724

725

125

726

27

728

729

730

731

732

735
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Sr. Mumber and date of Subject Page
No. Government instructions No
1 2 3 4
486, No. 632-2S11-74/11607, Over-stayal abroad of Government T4
dated 11-4-1974 employees on study leave beyond u
period of five years—Disciphinar)
action ngainst,
487, No. 2568-2511-74, dated Speedy disposal of cases ol afrieals 734
15-4-1974 placed under suspension
488, No. 2764-2581-74, datedl Crossing ol elficiency bar - policy 138
22-4-1974 rules regarding—effeci  on pro-
motions, punishments com:
pulsory retirement.
40, & aseenll (B wm &) SEmiwd SEE 998 28 MU 740
~74 fiFt 18-5-1974 =2 T2 T8 WH [ |
490. No, 3173-SII(ASO)-74/  Halfa Million Jobs Programme 741
17435, doted 29-5-1974 Adhos appointment of  unem-
ployed persons having obtained
raining n the Industrial Training
Institutes,
491, No. 3565-SII{ASD)-T4/ Recruitment to the posts of clerks- - 742
19093, dated 17-6-1974 position  of candidates selected
by the Deputy, Secretary lo
Government, Punjab, Adminis-
irative Reforms.,
403, No. 4286-2811-74, CExpeditious  disposal ol cases ol 193
dated 21-6-1974 officials placed under suspension
iriel nhservance of the procedure.
493, No. 4487-1S11-74, Reservation ol  wacancies  lur 145
dated 11-7-1974 Scheduled  Castes,  Backward
Classes  amd  Released  Armn
Personnel—total  Teservalion nol
1o exceed 50 per cent in a year,
494, No. 4225-2S11-74/21500, Writing of Annoul  Confidential 746
dated 1527-1974 Reports—Recording  of  remarks
by the Reporting  Authority/
Reviewing  Authority —Avoiding
nf delay.
495 No. 5357-2511-74/227487. Steps to ensure guick disposal of 745

dated 24-7-1974

cases ugainst Government em-
playees in (mal courts,




xliti

Br. Number and date of Subject Page
No. Government instructions MNo.
1 P 3 4
496, No. 4792-1511-74/23532,  Earmarking of vacancies for the 750
dated 25-7-1974 Released Army Personnel—Re-
vision of rosier.
@7, o:8697-2r1l-7, M3l =efe qus fadee ad | 751
20-7-1974
498- Mo. 4093-SI{ASD)-74/ Grant of re-employment/extension 752
24403, dated 31-7-1974 i service o Covernment em-
ployees on or after their attain-
ing the age of superannuation.
489, No. 5613-2511-74, daced Consumption of intoxicating drinks 753
2-8-1974 and drugs by Government em-
ployees—restriction on,
53). D.O. N, 6453-23[1-74, Bxpaditions  dispozal of  cases 754
dated 22-8-1974) of officials placed under sus-
pension—sirict  observance  of
Hl
801. &:851-3 A (I[)-74f24350 w334 07 < udal 59 | 758
H31 23-8-1974
soz. F:amy-All(s % 6) 3¢ e fsgadlal —8a Aer ahi- 757
74, [H3] 23-81974 HE§dS 9133 f3d fadsas ada
gludisgl 2 fas Wiada fsga-
wt @ GfF33r = ygs
503. No. 64%0-2511-74, Ban on the smoking in the Govern- 759
dated 30-8-1974 meal offices, Courts and Govern -
ment  Ingtitotions, eto,
304. No. 6a756-I801-74, stermination of principles 159
dated 16-2-1974 to bz followsd for appointment
to  civil posts  under Article
320 of the Constitution,
s05. &:656027 11 74, HHES Farhl 2 ImE § 24 762
it 1991971 faueds feg a8t S5t2 amest o
g Hiz w95 )
763

506. No. B042-S1I{ASO)-T4/ Regalarisation of appointmants of
38357, dated 20-11-1974 the employees recruited on adhoe




Sr. Number and date of Subject Fage
No.  Government instructions Mo.
i 2 3 4
507. No. 7832-1511-74/40507, Appointment of persons on adhoc 764
dated 4-12-1974 basis mot possessing  qualifica-
tionis/experience  prescribed in the
Rules,
308, No. 5903-6511-74/39479, Ex-grilin grants and other Facili- 765
dated 4-12-1974 ties for [familigs of Govérnment
employees who  die while in
service—clarification  with regard
to issuing of authority letters for
the payment of ex-gratis prants:
500, No. 7553-5511-74, Framing/Amendment  of service 766
dated 5-12-1974 rules for each class of service/
posts under the Punjab Govern-
ment—Revised  Modsl  Service
Raules, 1972 —Rule regarding inter-
pretation.
s10. @:s5032R 1l 74363, 3951 3 Few A S A= Al 767
3l §-12-1974 35 & qu3 33397 @ ~-HIHS
qufen dw2 w4
511. No. 9092-AS0O(SIT)-74, Ensuring prompt issue of salary 768
dated 9-12-1974 slips and letters authorising other
payments to officers,
512, No. 8946-2511-74/43784, Speedy  disposal of cases of 769
dated 1-1-1975 Government  employees  under
SUSPEnsion.
513, Mo, 196(GOT)-2511-74/ Resignation  from service—pro- 770
14174, dated 9-1-1975 cedure in respect of.
s14. & 129328 T(-75 f3 A3xdl 2333l wies3 w3 Agadl 77 4
o 17-2-1975 Al fed aﬁvafﬁaaaz = 3
Hadl |,
515, @ 267-27 [1 758403, fa=al maarg s @ REaE] 775
fHal 24-5-1975 agigdlt St nirggs Jadiit fes
dJ4=Ead |
516, H:2172-27 11-75/155v8, =R Juz fodmet § &5 feue 777
frsl 28-4-1975 |
517. No. 803-1511-75, Confirmation of Heads of De- 777

dated 29-4-1975

pn.l:tmnntl—ﬁubm:mun of cases
to the Chief Minisler.

_P
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—
sF. Number and date of Subjoet Page
No. Government instructions No.
1 2 3 4
518, Mo. 504-2S11-75/15048, Crossing  of cfficiency  har— T8
dated 15-5-1975 policy/rules  regnrding—up-to-
date position.
519. No. 1442-281T1-75/8009, Grant of leave to civil employees T80
dated 22-5-1975 who are wives of Defence Services
Personnel.
520, No. 3565-1S11-75/20396, Condition of experience for pro- 781
dated 5-6-1975 motion and recruitmeni—Amend-
ment 1o Rules.
s21. &oena-nll (B Wm.6)- woudms!, dost, f=f wife few 783
75, Bl 11-5-1973 fefega] = mIe QU wfaaria
doHuEldl § AR fde 9 &
werl |
322, No. 2358-SI1(6)-75/20274, Ex-gratin grants and other facilities T84
dated 19-6-1975 for fumilies of Government em-
ployees who die while in service.
523, @:o600-27 11 7822200, irsmm @ yErEE-famiat i 785
sl 24-6-1875 UwEl e fSg e, B, & g
YT 995 18 HuaEt gaHErE
& Qamg 9= w§ |
524, No. I454-S]]§?}-'?5f11316. Ex-gratin grants and other facilities 786
dated 27-6-1975 for families of Government em-
ployees who die whilein Seryice—
Clarification with regard toissuing
of Authority letters for the pay-
ment of ex-gratia grants.
525. No. 3082-25811-75/22713, Confidential  Reporis—Issue of Ta9
dated 2-7-1975 letiers of appreciation,
526, No, 2482-4GA-75/24182, Role of Government  servants 791
dated 4-7-1975 during Emergency.
527, No. 4585-I511-75/24127, Restriction on grant of leave to 792
dated 4.7.1975 Government emplovess  in the
context of the present emergency
in the country,
Punr:tuality_in Government offices, 793

528. No. 4623-3811-75, dated
4-7-1975




Sr. Number and date of Subject Page
No. Government ipstructions No.
1 2 3 4
29, No. 4659-ISTI-75, Protection of service conditions 95
dated 9-7-1975 of Civil Government employees
who are permiited to tske up
military service during the present
emergency—Question of extending
the same concessions by the Cor-
porate Bodies in Punjab.
530. No. 4748-3511-75/25173, Uge of Government employees for 796
dated 10-7-1975 private  work—Instruchions  fo
prohibit it.
53). Ne. 216(GO1)-2811-75, Strengthening of administration— 797
dated 22-7-1075 Weeding out corrupt, dishonest or
inefficient  officers/officials from
SETVIDSS.
532, No. 5240-2SI0-75, Strengthening of administration— 802
dated 23-7-1975 Weeding out corrupt, dishonest or
inefficient officers/officials
from services—Provision of re-
tirement at the age of S0 years.
£33, No, GSR.76/Const./Art.  The Pumjnbh Civil Services (Pre- 803
309/75, dated 2%-7-1975 mature _Retirement) Rules, 1975,
i
534 . No. 212(GOI-1SII-75/ Coneession  to ex-servicemen for 106
28364, dated 31-7-1975 recruitment to the Sfate services—
exclusion of cerlain categories.
5§35, No. 3885-28111-75/27600, Grant of special cosual leave to ex- 807
dated 5-8-1975 serﬁci;mﬁn i.nmti"f.*il posis  who
stay o5 of replacement(
treatment of their artificial limbs.
536. No. 4419-511(6)-75/20050, Regularisation of the appoint- 507
dated 11-8-1975 meats of the employees recruited
on adhoe hasis.
537. No. 5977-1SMI-75/35371, Assessmenl of methods and pro- 810

dated 17-9-1975

cedure of rectuiimeni gnd selection
by the P.P.5.C. for different kinds
of posts, administrative, techoical,
scieniific, | elc.—annual t-
mental review during the fimt
three years of service on the work
and quality of officers recruited
through the Commission.




xlvii

Br. Number and date of Subject
No. Government instructions }ﬁ
1 2 3 4
538. No. 2090-2511-75/3767, Writing of annual confldentinl 811
dated! 22-9-1975 reports—Communication of ad-
verse remarks.
508, &:266 (7). €.0me, ) o, 1l aovdmat, Sawt, @' wife feu fx- 13
(B0, €.)-75, fist feasl =t o Quds wifcarabii|
23-6-1975 wawgant § Aw few mwe
ran |
540. No. 3806-258111-75/34783,  Restriction on the grent of 815
dated 26-9-1975 Maternity  leave to  women
Goyernment employees.
541, No. 6520-2811-75/38581, Punjub  Civil Services (Premature g5
dated 26-9-1975 Retirement Rules, 1975—Weed-
ing out corrupt, dishonest or
inefficient  afficers/officials from
SEryioes,
542. No. 6921-2SI1-75/40096, Submission of property returns 521
dated 3-10-1975 by the employees working under
the control of Punjab Govern-
ment—>3irict  observence of the
Eonduct Rules.
543. No. 1637-1511-75/41597, Counting of purely 823
dated 15-10-1975 service for purposes ex-
perience for promotion.
J44. No. 7463-3811-75/41635, Implementation of the Apprentices 824
dated} 17-10-1975 Act, lgﬁl—lmpltmcntalrnn of
20 Point Economic Programme
announced by the Prime Minister.
545. No. TM9-SI(ASQO)-75/ Constitution of the 5.5.5. Board-Resi- B25
42317, dated 29-10-1975  duary work of Departmental Selection
Committees.
546, No. 7869-SII(ASO)-75/ Grant of re-employement/extension 826
#1458, dated 29-10-1975  in service to Government employees
on or after their attaini age
of supperannuation-Refusal of leave
preparatory  f{o relirement.
Proceduretobefollowed , whenarelative 827

547. No. 8033-STI(AS0)-75/

42160, dated 10-11-1975  of any member of the Selection Board)/
Committee presents himsell 2s candi-
date for appointment to the public

service/post.
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Sr. Number and date of Subject Page
No.  Government instrictions HNo.

1 2 3 4
548. No. 8767-2511-75/45614, dated Funjab Civil  seryices, (Promaiure $28
21-11-1975 Retirement) Rules, 1975-Payment tothe

officers retired prematurely under these
ritles.
549. No. §142-3511-75/49482, dated Criteriy to determine domicile of a 830
24-11-1975 person and Home Distriet/ Tehsil/
Town of a Government cmployees
for yvarious matters.
550. No. B835-2S11-75/51895, dated Grant of Honorarium to the Inguiry 831
15-12-1975 Officers appoinled to conduct depart-
mental enguiries against Government
servants,
551, No. 9623-SII (6)-75/51897, Priority list for various categories of 832
dated 15-12-1975 persons for employment in S{ate service-

Rehabilitation of disabled Bx-servicemen
and widows/dependents of the deceased
Government servants and Defence
Service Personnel killed or disabled
serverely in action.

552. No. 9392-ISI1-75, dated Medical certificate of fitness on Fist
19-12-1975 Entry into Government service-Ad hoc
appoiniment.
533. U.O, No, 124-8H(6)-76, dated Wit Petitions by the Government em-
7-1-1976 loyees Written statements to be filed
¥ responsible officers of the Govern-
ment,
554, U.0. No.9171-ISII-75,dated  Appointment by promotion tobemade
12-1-1976 on merit-Revision of the Department-
e b b Pt Ker i (Appoint s
ne with the Punjab Services (Appoint-
ment by Promotion) Rules, 1962,
555. No. 9770-1SI1-75/413, dated  Approaching the Services Branch of the
13-1-1976 Punjab Civil Secretariat in connection
with Service mattirs.
556. U.0. No. 9361-2811-75, dated  Use of warkshops of the sutonomous
13-1-1976 bodies by their employees to repair

p;imh cars owned by them-Avoidance
of.

557, No.B506-IST1-75/474, dated Re-employment of reseyvists in Gowers-
28-1-1976 ment service.

g33

234

534

836

837

g38




Sr. Number and ditz of Subject Page

No. Government instructions No.
1 2 3 4
338. No. 204-GOI-28II-75, dated  The Punjab Civil Services (Pumish- 839
28-1-1976 ment and Appeal) Rules, I970-Rule 14
thereof -Provision regarding appeal.
559, U.0. No, 343(GOT)-2811-75,  Proviso () to Article 311 (2) of the g4l
dated 22-1-1976 Constitution —Rriles 13 of the Punjab
- Civil Services (Punishment and Appeat)
Rules, 1970—Satisfaction of the
Governor that in the interest of the
security of the State it is not expedient
fo hold an inguiry.
360, No. 383-GOI-3S11-76/3631, Foreign Assignment of Government 842
dated 4-2-1976 servants on dirget application in res-
ponse to ndverfisements in Newspapers
made by foreign Governments,
351. N». 8178-15(1-75/4300, dated Prodeedure for dealing with officials/ §43
5-2-1976 officars pliced on probation.
561, N, I570-2310-76/7793, dated  Premature retirement under the Punjab 845
15-3-1976 - Civil Services (Premature Retirement)
Rales, 1975—Clarification regarding
certain groundy of Writ Petitions.
533 U.0. N, IT45.IS10-76, dated  Finatisa of seniority of Government 850
2.4.1976 employees —principles to be followed,
564. 11.0. No. 4105-S11(5)-76, dated Proper defence of Court cuses on ser- 853
6-4-1976 vice matters.
365. No. 4060-8 SII-76, dated Grant of re-employment/extesision in 853
23.4-1976 service to Government employess on or
aflter their attaining the age superin-
nuation — Refusal of leave prepara-
tocy to retirement.
366. No. 124 (GOI)-2811-76, dated Verification of character snd antecedents §55

26-4-1976 of the persons appointed in the vari-
ous Public Sector Undertakings, Quasi-
Goveyament Organisations Autonomous
bodies ete, under the control of the
State Government,

367. No. ~4431-2511-76, dated Punjab ecivil Services (Premature Reti-
2B-4-1975 rement Rules), 1975 —Weeding out
corrupt, dishonest or ioeffcient offi-
ciali/officers from services—Quarterly
return—Submigsion of.
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568. Mo. 4503-ISII-76, dated Delegation of powe: s of Headof Depart- 859
30-4-1976 ment 1o subordinate authorities.

569. & 14708-2 W IT 76/18272 AUEE] Eed, wema MIATEE] HHEet  ase

=t 6-5-76 few awg/fmarge e €t Hedt |
$70. 3 : 4350-7 94 11-76[17321 URE 87 A= =hms w3 feIat o ee0
it 11-5-1976 gt fézafelmi-frzamdl=s raeieae
AEl FgE g |

STL. M». 5233-2300-74, dated 11-5- Ruleof20 of Punjab Government Emp- 861
1976 loyess(Conduct) Rules, 1966-Convass-
ing of noo-olficial or other influence
by Government employses—strict ob-

servance of.
572 N 1333-SIi(8)-76/19323, Grani of re-employment /extension in 862
Dated 19-5-1976 service to Government employess on or
after their attaining the age of supsra-
nnuption.
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575. U.0. No. 277(GOI)-STI(5)-76, Framing /Amendment of Sarvices rules 867
dated 27-5-1976 for each class of service/posts under the
Punjab Government—Revised Model
Service . Rules.
573. N». 172-GD1-2511-76, dated  Paajab Civil Servicas (Premature Reti- 868
31-5-19T76 remant) Rules, 19753—Clarifications
reg 7.
5§77. No. 5889-1S11-76/21511, dated Relaxation of age-limit for eatry 870
11-6-1976 into Government service for certain

categories of married woman.

57g. Mo, 6118-7801-76/22160, dated Institutional arrangements for deter- §72
11-6-1976 miniag traialng needs officersand re-
tlong for their placements—
Em to be co-related to trai-
‘t
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579. No. 6108-8SI1-76/22119, dated  Grant of permission for this commercial
14-6-1976 employment of Government scrvanis
within two vears of retijement.

580. Mo, 6229-IS11-76/23168, dated Demobiliced Armed FPorces Personnel
18-6-1976 (Reservation of Vacunciesin the Punjab
State Non-Technical Services ) Rules,

1968 —Amendment thereof,

581. 3 403-M 11-76, AEEl FaHwEtt § fedn e v
firgt 246 1976, URUEZ YUz da@5 92 feewm o
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583. No. 253-(GOI)-2SM1-76/23578. Rule 21 of the Punjab Civil Servi-
28-6-1976 ces (Punishment and Appeal) Rules,

1970—Clarification thereof.

5g4. U.O. No. SD72-2811-76, dated Expeditions finalisation of cases of
B-7-1976 Government employees in scrvice
matiers— Necessity therefor.

385, N, 5391-8S511-76/30188, dated Grant of re-employment /extension in
29.7-1976 service to ' Government employecson
or after their autaining onthe age of
superannuation— Refusal of leave pre-
paratory to retirement,

386, No.6785-2811-76/33543, dated Punjab Civil Services (Premature Retire-
12-8-1976 rement) Rules; 1975—civil Writ No.
5926 of 1975 Shri Harchand Singh,
AETO, versis State of Punjap and
others— Quashing of the order of pre-
mature retirement,

387. No. M4 GOI)-2811-76/34876, Assignment of Indian Personnel to in-
dated 13-8-1976 ternationa] organisations/foreign Goy-
eriments — acceptance of their resig-

nations while serving abroad.

388. U.0. No. 7737-ISII-76, dated Condition of expetience for promation
26-8-1976 and recruitment.

580, No. 6106-2(:5-76, dated The Punjab Civil Services (Prem®rure

27-8-1976 Retirement) Rules, 1975— Ques-

tion of consideration of representa-
tion againgt the premature retirement.
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Copy of letier No. 6890-G-38/28943, dated the 24th Angust, 1938,
from the Chief Secretary to Government, Punjab to All Heads
of Depariments ete.

Subject.—Prohibition of the grant of free passes for cinemas
to Government servants.

I am directed to inform you that the Governor of the Punjab
is pleased to order that no person serving under the Punjab Govern-
ment shall in any circumstances ask for or accept a free pass for
any cinema or other place of entertainment and to request that
this order may be brought to the notice of all Government servants
under your control.

LEGISLATIVE DEPARTMENT
Netification
Simla, the 13th December, 1947,
No. 43/Leg.-47.—The following Act of the Provincial
Legislature received the assent of His Excellency the Governor-

General of India on the 12th Decem cr, 1947, and is hereby publi-
shed for general information :

THE EAST PUNJAB ESSENTIAL SERVICES
(MAINTENANCE) ACT, 1947

EAST PUNJAB ACT XIII OF 1947
Am Act to make provisions for the maintenance of certain essential
services.

It is hereby enacted as follows —

1. Short title, extent and commencement:—(1) This Act may
Il:;ﬂn;nﬂed the East Punjab Essential Services (Maintenance) Aet,

(2) It extends to the whole of the Province of Fast Punjab.

(3) It shall come into foree at once.

2. Interpretation:—In this Act, unless there is anything

repugnant in the subject or context, “Employment” includes emp-
loymz=nt of any nature and whether paid or unpaid.
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3. Employment to which this Act applies:—This act shall
apply to all empioyment under the Provincial Government and to
any employment or class of employment which the Provincial
Government, being of opinion that such employment or class of
employment is essential for securing the public safety, the main-
tenance of pu lic order, health or sanitation, or for maintaining
supplies or services necessary for the life of the community, may,
by notification in the Official Gazette, declare to be an employment
or class of employment to which this Act applies.

4. Power to order persons engaged in certain employments
to remain in specified areas:—(1) The Provincial Government or an
afficer authorised in this behalf by the Provincial Government may,
in respect of any employment or class of employment to which
Section 3 applies, by general or special order, direct that any person
or persons engaged in such employment shall not depart out of such
area or areas as may be specified in such order.

(2) An order made under sub-section (1) shall be published
in such manner as the Government or officer making the order
considers best calculated to bring it to the notice of the persons
affected by the order.

B ﬂrg'e?mﬂ —Any ‘Eersqn engaged in any employment or
class of employment to which this Act applies who—

(a) disobeys any lawful order given to him in the course
of such employment, or
(b) withort reasonable excuse abandons such employ-
ment or absents himself from work, or
(c) departs from any arca specified in an order under
sub-section (1) of section 4 without the consent of
the authority making this order,
and any employer of a petson engaged in an employment or class of
employment declared under section 3 to ¢ an oyment to which
this Act applies, who without reasonable cavse—

(i) discontinues the employment of such person, or

(ii) by closing an establishment in which such person is
engaiged, causes the discontinmance of his employ~
men

is guilty of an offence under this Act.

Explanation 1:—The fact that a n apprehends that by
contimuing in his employment he be exposed to increased
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physical danger is not a reasonable excuse within the meaning of
clause (b).

Explanation 2:—A person abandons his employment within
the meaning of clause (b) who, notwithstanding that it is an eXpress
or implied term of his contract of cmplnﬁl_-neut that he may termi-
nate his employment on giving notice to his employer of his intent-
tion to do so, so terminates his emy Joyment without the previous
consent of his employer,

6. Regulation of wages and conditions of service—(1) The
Provincial Government may make rules regulating or cmpowering a
specified authority to regulate the wages and other conditions of
service of persons or of any class of persons engaged in any
employment declared under section 3 to be an employment or class
of employment to which this Act applies.

(2) When any such rules have been made or when any direc-
tions regulating wages or conditions of service have been given by
an authority empowered by such roles to give them, any person
failing to comply therewith is guilty of an offence under this Act.

1. Penalties and Procedure:—(1) Any person found guilty Amended

of an offence under this Act “shall on conviction by a competent

criminal court be punishable with imprisonment for a term
which may extend to three years and shall also be liable to fine.

(2) Where the person accused of an offence under this Act
IS & company or other body corporate, every director, manager,
secrelary or other officer thereof shall, unless he proves that the
offence was committed without his knowledge or that he exercised
due diligence to prevent the commission of the offence, be liable to
the punishment provided for the offence.

_ (3) No court shall tike cognizance of any offence under
this act except upon complaint in writing made .y a person autho-
rised in this behalf by the Proviricial Government.

.. (4) Notwithstanding anything contained in the Code of
Criminal Procedure, 1858 (V of 1898), an offence under this Act shall
he cognizable.

(3) Any magistrate or ench of magistrates empowered for
the time being to try in a summary way the offences specified in
sub-section (1) of section 260 of the Criminal Procedure Code,
1898, may, if such magistrate or bench of mugistrates think(s)

85 L a8
Lag /48,
17948,

Amended
s;ﬂr No.
oo
17-9.48
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fit, on application in this behalf made by the prosecution, try any
offence under this Act in accordance with the provisions contained
in sections 262 to 265 of the said Code.

8. Bar of legal Proceedings:—No suil, prosecution or other
legal proceedings shall lie against any person for anything which is
in good faith dome or intended to be done under this Act or the
rules made thereunder,

9. Effect of orders. rules, ete., made under this Act:—Any
declaration, order, rule or regulation made and any direction given
under this Act shall have effect notwithstanding anything contain-
ed in any law other than this Act.

10. Repeal of Ordinance No. VIII af 1947 :—The East Punjab

Essential Services (Maintenance) Ordinance, 1947, is hereby re-
pealed.

S.B. CAPOOR,
Secretary to Government, East Punjab,
Legislative Department.

Copy of Punjab Government Circular letter No. 3574-G-48/35863,
dated Sth July, 1948 from the Chief Secretary to (zovernment,
Punjab addressed to all Heads of Departments, etc. efc.

Subject:—Efficiency Bars.

Gazette:.
Home.

To ensure uniformity of action by different Departments in
the matter of stoppage of officers al eiTiciency bars, Government
consider it necessary to lay down cerlain general principles for
the guidance of all concerned.

2. The crossing of an efficiency bar is to be distinguished
from the earning of an annual increment. In the case of the annual
incrément, onus is on the authority to show cause why it should
be withheld ; in the case of crossing a bar the onus is on the official,
tacitly or otherwise, to show cause why he should cross it.

3. Crossing of an efficiency bar amounts to promotion ;
stoppage at one is a form of punishment under Rule 49 of the Civil
Service (Classification, Control and Appeal) Rules or Rule 14.10 of
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Civil Services Rules (Punjab) Volume I (Part I). 1tis, however, not
necessary, before it is decided to stop an officer at a bar, to inform
him in writing of the grounds on which it is Proposed to take such
action. The order is, however, appealable accordingly as the officer
concerned is & member of the All-India or Provincial and Subordi-
nate Service and it is desirable that every case should be serutinised
carefully by the Head of the Department and good reasons given in
support of an order of stoppage.

4. As the efficicney of a service depends to a great extent on
the quality of the officials at the top, it is essential that each case
is dealt with care and that the passing of an efficiency bar is not re-
garded as a mere matter of formality,

Broadly speaking, efficiency and honesty should, taken
together, be the deciding factors. These factors do not always
hang together, on the contrary, a dishonest officer is more often
efficient than otherwise while an honest officer may not necessarily
be elficient.

3. There are usually two bars in every time-scale, the first
at the stage when an officer may be considered as ceasing to be
a *Junior’ and as fit to perform sdtisfactorily the ordinary duties of
his service, and the second at the siage when he becomes a ‘senior’
and may be expected to be fit to perform any of the duties which the
service is called upon to undertake. No particular difficulty should
arise with regard to the first bar, and in respect of this bar. Govern-
ment only desire to lay down that no officer should be allowed to

58 this bar until he has proved himself competent to perform satis-
Faaéiuﬁly the ordinary duties of his service.

6. The second bar presents greater difficulty, and it is clear
that, in the absence of definite instructions as to fle standard requ-
ired, number of officers, who are not fit to perform the highest duties
that could be allotted to them in their service, have been nevertheless
allowed to rise 1o the highest pay in the ordinary scale. Govern-
ment consider that in future no officer should be allowed to CTOsS
the second and final bar unless he is ad'ﬁdgﬁd fit to be placed in
charge of the full duties atiaching to t heavier charges which
officers of his rank can be called upon to fiil. Heads of Depart-
ments will be able to fix in their minds the standard charge w%ﬂich
each grade of officer should be exﬁemcd to be able to fill before
passing the bar, but in each case it should be femembered that the
charge should be one which an officer can be Called upon to fill in

ordinary course of the duties of his grade.
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7. While Heads of Departments are required to exercise
their judgment and discretion in each case, the following instructions
will be helpful and should be kept in view:

(1) The efficiency bars must be real, and recommendations
for passing them should not be given as 2 mafter
of course to those Government servants who just
manage to avoid getting into trouble ;

(2) For the purpose of crossing the efficiency bars, Govern-
ment servants will broadly fall into three divisions
as below and their case will be dealt with as exp-
lained against each :

(a) Good—Are those who consistently earn good re-
ports and who will in the ordinary course be
permitted by competent authority to cross the
efficiency bars.

(b) Fair—Are those who secure at least 50 per cent good
reports. They should not be permitted to cross
the bar unless the head of department is satis-
fied, on a careful study of the record, that they
merit promotion and give promise of satisfac-
torily filling the heavier charges in the grade.

(c) Poor—Are the remainder, and they will not be per-
mitied to cross the bar.

8. Heads of Departmenis while considering each case on
the basis of the above classification should take into account the
severity or leniency of the officers whose reports are under consi-
deration and the nature of the work on which the Government ser-
vant was employed.

9. Stoppage at an efficiency bar should be for general bad
work and inefficiency continued over several years and not for one
or two lapses for which ordinary stoppage of increment (with o1
without future effect) should be the punishment.

~10. As theré is at present no definite provision for periodical
review of orders stopping Government servants at efficiencv bars,
Government consider that there should be such a provision and
have accordingly decided that cases of stoppage at efficiency bar
should be reviewed at the expiration of the peried of one year from
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the date of the order, and, il necessary, at the same interval
thereafter. In the case of an officer who is stopped at the
bar by the Provincial Government, the most convenient pro-
cedure would be at the time of the passing of the order, to
ask for a special report on his work at the end of one year or
to require his superior officers to deal with the matter” in the
annuzal confidential report on him.

1. The procedure for gi ing effect tc the orders regard -
ing the review of cases of officers or services other than the
provincial services is left to the Head of the Department to
settle.

- 12. 'These instructions supersede all previous instruc-
tions whether Departmental or general, on the subject.

Copy of letter No. 7307-G-50/1-4390, dated the 31st October:
1950, from the Chief Secretary to Government, Punjabs
to all Heads of Departments ete., ete,

Subject . Employment of Peons as private servants.

I am directed to refer to my letter No, 3825-C-50/1-2795,
dated the 26th June, 1950, on the subject of cmployment of
peons as private servants, and to say that Government have
received, in this shorl interval, numecrous representations
against the ban on privatc work preseribed therein, and also a
good number of applications from individual Class IV Govern-
ment servants for permission to engage in or undertuke private
work outside officc hours on payment of remuneration.

2. The matter has, therefore, been considered further
in the light of the communications referred to above and while
Government strictly adhere to their view as Frevitmsly expressed
that Class IV Government servanis should not be burdened
with “begar” of any kind, they, neverthcless, realise that the
emsmgn orders may operate harshly om certain individuals
belonging to this class of Government servants. They have,
therefore, decided to modify them to the extent that where an
individual Class IV employce applies for permission tocngage
in or undertake other work outside office hours on receipt of
remuneration and the head of department/office concerned is
satisfied that engagement on such duties will not interfere with
the ;ghﬂam's duties in office, such an application may be con-
sid on merits on the analogy of ruIepFE of the Government



servant’s Conduct Rules, 1945, under which it is permissible
for higher classes of Government servanis to undertake such
work and thereby to supplement their income, At the same
time, Government desire to make it clear that these employces
should not, behind the excuse of work outside officc hours, be
employed on menial household duties such as sweepingof
rooms, cleaning of utensils, and cooking of meals, ctc.

Copy of letter No. 8852-G-50/1-4952, dated the 23rd December,
1950 from the Chief Secretary to Government, Punjab, to
gll Heads of Departments, etc.

Subject : Instructions regarding Public Parties and Farcwell
Entertainments in honour of Government servants.

The attention of Government having becn drawn to ins-
tances in which provisions of rule 4 of the Government Ser-
vants’ Conduct Rules relating to attendance at entertainments
held in honour of a Government servant himself or in any other
Government servant or any person who had recently quitted the
services of Government had been disregarded, I am directed
to say that it appears that instructions in this behalf issued in
the prcgmitian Punjab are not being observed, presumably be-
cause they have not been re-issued in this State. The policy
of the State Government in this behalf continucs, however, to
be governed by those instructions and I am to enclose for your
own information and guidance and that of other Government
servants under your control, a copy of the Press communique,
dated the 4th May, 1937, on the subject.

2. I am to request you to ensure that these instructions
are understood by all concerned and strictly obeyed.

PRESS €COMMUNIQUE

The following communigue is issued for the information
of the general public :

1. The Government Servants’ Conduct Rules lay down
that a Government servant shall not-except with the previous
sanction of the Government, attend any public meetings or
entertainment held in his honour. This is the general rule but
at the same time, subject to the provisions of any general or
special order of Government a Government servant may attend
a farewell entertainment of a substantially private and informal
character held as a mark of regard to himself on the occasion




of his retircment or departure from a district or station. In
1927 Government issued a special order on the suhject, and
directed that no Government servant conld attend any farewell
entertainment held as a mark of repard to himself, unless the
previous sanction of Commissioner or Head of the Department
had been obtained lor the holding of the entertainment.

2. The position, therefore, is as follows:-

The prohibition against 4 Goyvernment servant attending
any public enlertainment in his honour is absolute,
Government itsell, and not & Commissioner or a
Head of Department can grant exemption from this
prohibition. Further, a Government servant may
not atlend any farewell entertainment held as a
mark of regard to himself, whatever its nature may be
withoul the previous sanction of his Commissioner
or the Head of Department.

3. There have been occasions lately when Government
has granted exemption from the generaf prohibition against
public entertainments. The position has been carefully review-
ed. 1If public partics are occasionally permitted, the result is
that when permission is refused, it is taken not only as a slight
on the Government servant concetned but as an affront to the
would-be-hosts. Government does not wish to be put in the
position of being accused of either slighting its officials or of
affronting members of the public, and on the other hand, has
no intention of giving general permission for public entertain-
ments in honour of its servants. It has, therefore, been decided
as a matter of praclice the sanction of Government will not be
given to Government servanis (o attend public entertainments
in their honour. Requests by Government servants for per-
mission to attend an entertainment, will, as formerly, be made
to Commissioner or the Head of the Department. The decision
of the Commissioner or the Head of the Department will be
final, and Government will not interfere.

Lahore, dated 4th May, 1937, J. D. PENNY,
C.S. to Govt., Pb.
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Copy of Punjab Government Circular Letter No. 1055-G-51/1308,
dated 23rd February, 1951 from the Chief Secrctary to
Government, Punjab, addressed to all Heads of Departments
etc., ete.

Subject : Efficiency Bars.

Sir.

[ am directed to invite a relerence to araph 3 of the
Punjab Government letter No. 35’?31-(3-4&?863, dated the
5th July, 1948, on the subject noted above, in which it was infer
alid pointed out that while stopping an officer at an efficiency
bar under rule 4 (ii) of the Punjab Civil Services (Punishment
and Appeal) Rules, published with Punjab Government notifi-
cation No. 6693-G-40/47845, dated the 26th November, 1940,
it was not necessary to inform him in writing of the grounds on
which it was proposed to take action against him. With the
promulgation of rule 7-A. published with Punjab Government
notification No. 7094-G-48/57326, dated the 25th October,
1948, the position has changed and it is now necessary before
withholding an increment or promotion including stoppage at
an efficiency bar, to afford an adequate opportunily to the
Government servant concerned of making any representation
that he may desirc to make and such representation, if any, has
to be taken into consideration before the order 1s passed. The
requirements of this rule may, for sufficient reasons to be re-
corded in writing, be waived where there is difficulty in obser-
ving them and where they can be waived without injustice to
the officer concerned. Government feel that the only cases in
which this rule may be waived is where the Government servant
absconds and cannot, therefore, be called upon to submit his
representation. I am, however, to make it clear that the
orders contained in paragraph 3 of Punjab Government letter
of the 5th July 1948, referred to above should be deemed to
have been modified by rule 7-A of the Punjab Civil Services
(Punishment and Appeal) Rules and every Governmenl ser-
vant upon whom it 1s proposed to impose any of the lties
referred to in clauses (i), (i) or (iv) of rule 4 ibid should be
afforded an opportunity to make a representation and such
representation, if any, should be taken into consideration before
passing orders in the matter.

Copy of letter No. 5803-G-51/1-4506, dated the 3rd September,
1951, from the Chief Secretary to Government, Punjab, to
all Heads of Departments, etc., etc. -

Subject : Policy regarding Government servants secking private

employment or employment in other departments of
Punjab Goveroment or under other Governments.
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I am directed to invite your attention to Punjab Govern-
ment Notification No. 32627, dated the 23rd November, 1934,
with which rules regarding Government setvants seeking private
employment or employment in other departments of Punjab
Government or under other Governments were promulgated.
Part IT of these rules contains rules regarding employment in
other departments of Government or with other Governments
and the question of clarifyingthe instruclions contained therein
has been engaging the attention of the Punjab Government for
some lime past.

It has now been dccided that the following procedure
should be observed in the types of cases mentioned below :

(a) Where another Governmenl or another Department
of the State Government advertises for a post or asks
for names through the Public Service Commission or
direct:~—In such a case, the rules contained in Part IT
in Punjab Government notification referred io
above should apply. The Department which for-
wirds the application should satisfy itself that—

(i) the applicant will be suitable for the post and
fultils the required qualifications, and

(ii) that his serviees can be spared without detriment
to work and a suitable substitute will be avai-
lable. When it is considered that the proposed
transfer would not be consistent with the inter-
ests of Public Service, the application should
be refused.

In a case where the application is forwarded and is accep-
ted by the other Government or the other department of the
same Government, the question of the retention of the officer’s
lien or otherwise shall be determined on the merits of cach indi-
vidual case. If the transfer or deputation is for a long period,
the lien could be suspended and later on cancelled on the
officer’s confimation, etc. In this connection the relevant
rules contained in the Fundamental Rules and the Civil Services
Rules (Punjab) should be followed :

(b) Where another Government or department of the
State Government asks the IHead of the Department
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ete., for the names of suitable officers for parti-
cular posts:-~In forwarding namcs, the following
considerations should be borne in mind—

(1) Tt should be considered whether an officer can be
spared with due regard to the requirements of
the State or the Department in which the officer
is serving. If not, there should be no hesita-
tion in giving a refusal to the “demanding” or
“borrowing” Government or department. In
this connection, it should be understood that
the interests of the Stite may require that our
officer should be allowed to go and similarly the
interests of another department in the same
State may be greater than the interests of the
department in which the officer may be serving,

(2) If an officer can be spared, his selection should be
carefully made and strictly on consideritions of
merit., No sifarish personal pull or other con-
siderations of that kind should be allowed to
intervene in the matter of selection of name or
names. The only eriterion should be fulfilment
of qualifications and suitability. It should
be remembered that considerable heartburning
may result, if the names are not selected on
consideration of merit and suitability, etc.

(3) Where two or more names have to be forwarded,
the same should be, wherever possible or desir-
able, arranged in order of merit. [t should be
understood in such a case that the department
forwarding the names should be prepared to
release any one of the persons recommended,
but the Head of the Department would be
entitled to call from the “demanding or borr-
owing Government or depariment”  their
reasons for selecting @ person other than the
one recommended as No, I. Such recasons
should not be demanded save in exceptional
cases, because the selecting Governmment or
Department hus the final voice in making their
selections, which are usually based on officers
rccord and qualifications and the selecting
Government or  department are in the best
position to judge their own requirements,
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(c) When the demanding or borrowing Government or
Department ask for an officer by name;—In a case
like this, it will be often found that the reference is
the result of “personal pull”, an uvnauthorised app-
roach, ‘sifarish® and considerations of that tyﬁ.
Unless it is obvious that no such pull or similar
consideration has found a Eiﬂj-', the Head of the
Depariment concerned should make a back reference

ask il there were special reasons for asking for
the individual by name. There are Government of
India’s orders contained in their office memoran-
dum, dated the 17th May, 1949 (copy enclosed), to
which the attention of the borrowing or demanding
Government might be invited. The depariment
should ask the demanding Government or depart-
men!t lo intimate qualifications, etc., for the post
and the department would itsell forward name or
names of suitable men. In other words, calling
for the services ol officers by name should be dis-
couraged, save in obvious cases, to countecract and
avoid what are understood to be ‘backdoor® influ-
ences. This is very necessary in the interest of dis-
cipline and good administration, and

(d) Where an officer has been trained abroad at Govern-
ment expense, he should not normally be permitted
to go in contravention of the terms of his agreement.

I am to request that the instructions mentioned above
should always be taken into consideration before an officer/
official is allowed to go on fransfer or deputation to another
department or another Government.

GOVERNMENT OF INDIA

MINISTRY OF HOME "AFFAIRS.
OFFICE OF THE ESTABLISHMEN1 OFFICER
New Delhi-3, the 17th May, 1949
OFFICE MEMORANDUM

Subject : Procedure to be followed in securing the services
cg' officers from provinces for employment at the
cntre.

The undersigned is dirccted to refer to the Ministry of
Home Affiars O.M. No. 48(15) E.O./48, dated the 3rd August,
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1948, and to say that the Government of India had occasion to
consider what changes, if any, should be made in the existing
system of securing officers fram the Provinees for employment
4t the Centre. As the Ministries are aware, the essential
features of the existing system as originally conceived are :(—

(#) An officer of Joint Secrelary’s status, designated as
Establishment Officer to the Government of India,
should facilitate the selection of officers for employ-
ment at the Centre, maintain personal contacts with
Central Departments and Provincial Governments,
negotiate with the latter and discuss with them
with complete confidence and frankness the
difficulties of Provinces and the Centre and the
merits of the officers in view and finally maintain
a list of officers considered suitable for service
under the Government of India,

(b) Whenever officers are required for servige at the
Centre, enquiries should be addressed by the
Establishment Officer to the Provincial Governments
indicating the terms, the seniority and qualifications
required for the incumbent of the post in question
and leaving il to them to recommend the names of
such officers as they could spare.

(¢) Requests for the services of efficers specificd by name
should not be made save in the case of officers who
had already served at the Centre and had, with the
consent of the Provincial Government concerned,
beﬁg Earmarked for further services, if and when
needed.

(d) All correspondence in such matters should be
chanelised throush the Establishment Officer.

2. This system worked well prior to the commencement of
the war when there was a sufficicnt number of capable olTicers in
Tndia both to meet the requirements of the Centre as well as the
Provinces. Asthe war progressed, the manpower requirements
of the Centre as well as of the Provinces increased rapidly. The
tenclency on the part of the Heads of Central Departments
directly to negotiate with Provinces in disregard of the established
system increased with the increase in demands for officers.
Even after the termination of the war there was no significan
diminution in the requirements of manpowet and the pract
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of obtaining officers by personal contacts or influences continued
to such an extent that in December, 1946, the then Viceroy had
to interyvene and direct that the practice ofuasking Provineial
Governments for officers by name should cease. The position
deteriorated further, however, owing to the serious manpower
shortage caused by the political changes that took place in
August, 1947. Owing to the departure of European and
Muslim officers very serious gaps were left in all the cadres.
Requests addressed by the Establishment Officer for the loan
of Provincial Officers have since met with scant success. In
the result the needs of the Centre have continued to be met to
a large extent by negotiations at Ministerial level.

3. Such negotiations involve. among others, the
following serious evils—

(1) they result in preferential treatment of particular
officers who happen to be known to particular
Ministers ;

(2) they lead to persomal approach and manoeuvring
by individual officersto the disadvantage of their
more serupulous colleagues ; and

(3) they put the Provineial Governments in a very
embarrassing position if an officer whose services
are asked for is not in the list.of officers whom they
consider as suitable for appointment at the Centre
while other officers who are actually so listed are
denied the chance of serving at the Centre on the
ground that they cannot be spared.

4. The Cabinet before whom the matter was placed has
now decided —

{a) that the regular system described in paragraph |
above should be adhered to save in the most
exceplienal circumslances ;

(b) that Hon'ble Ministers at the Centre should refrain
from negotiating directly with any Minister of a
Provincial Government for the loan of any particular
officer by pame ;

(c) that if any Minister has a preference in favour of any
particular individual this should be intimated to the
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Establishment Officer who can take the matter up
with the Province concerned

(d) that where exceptional circumstances exist, e.g.,
cases of extreme urgency ; where Ministries require
the services of specified officers because of their
special qualifications or experience which render
IEcm particularly suitable for particular posts ; and
¢ases in which the Establishment Officer's efforts
have proved unsuccessful ; and it is considercd
necessary to conduct negotiations at Ministerial
level, the matter should be left for decision by the
Home Minister.

5. The undersigned is directed to, request that this
procedure should invariably be followed by all the Ministries of
the Government of India.

S. B. BAPAT,
Establishment Officer.

———

Copy of Circular letter No. 9319-P-51/124, dated the 18th
January, 1952 from the Chief Secretary to Government,
Punjab to all Heads of Depariments ete.

Subject—Demobilised personnel or Retrenched Central/State
Government employees—Preferential treatment in
the matter of re-employment.

I am directed to say that with a view to affecting economy in
expenditure, the strength of Armed Forces and civilian establish-
ments under the Ministry of Defence as well as the establishments
under the Central/State Government are reviewed periodically
and a large number of Demobilised Defence Forces and retrench-
ed civilian personnel, both technical and non-technical, are
rendered surplus and the question of provision of alternative
employment for as many of them as possible has been engaging
the attention of Government. It is considered that the expen-
ence gained by the demohilised personnel or retrenched Govern-
ment employees may be of considerable value, if they are re-
employed in similar or suitable capacities. It has, therefore,
been decided that such persons should be given
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preferential treatment in the matter of employment, provided
that :—

(a) the person who claims to be a demohilised fretrenched
Government employee, produces a certificate from
the Defence Furuesfdcjua:mmm or office in which he
last served that he had had continuous service for a
period of not less than 6 months under that Defence
Forces department or office, and was discharged
because of demobilisation [reduction in establishment
not more than three years prior to the date of his
registration at an Employment Exchange or the

date of application for employment under the State
Government ;

(b) he produces satisfactory evidence that he is suitable
for re-employment under Goyernment :

(c) no gencral relaxation of educational and other
qualifications [excepting age, for which please sce
sub-clause (d) below| noimally prescribed for
recruitment is made ; and

(d) for appoiniments made otherwisc than on the basis of

open competitive tests held by the Punjab Public

icc  Commission, the period of service of a

Demobilised person/Retrenched Government emplo-

yee is deducted from his actual age and, if the

resultant age does not exceed the prescribed maxi-

mum age limit, he should be deemed to satisfy the

condition for appointment to the post in question in
respect of the maximum age.

2. In regards to the re-employment of the demobilised
personnel, Government fecl that they would be particularly
suitable for filling certain of posts for which their previous
training and experience makes them specially qualified. Such
posts will be se which inyolve security functioning and
which require proficiency in theluse of fire-arms, such gs those
in the Police Force, Home Guards and Watch and Ward

personnel.  These examples are merely illustrative and not
exhaustive.

HOME/GAZETTE
NOTIFICATON
The 12th February, 1952
(As amended up to Ist Fanuary, 1960)

No. 9369-G-51/1-681.—The following instructions for the
submission, receipt, and trangmission of memorials and petitions
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to His Excellenoy the Governor or Government of the Punjab
State are published for general information, in so far as they
relate to memorials and petitions from persons who are, or
have been, in the Civil Service of the Punjab State :——

PART [—PRELIMINARY

1. Definitions—In these instructions—

(1) “Head of Department” means the authority shown
in column 5 of Appendix D to the Punjab Budget
Manual (4th Edition), in respect of the Government
servants whose pay is charged to the corresponding
head of account in column 2 of that Appendix.

(2) “Memorial” includes petitions,letters and applica-
tions of the nature of memorials.

(3) E‘;Govmur“ means the Governor of the Punjab
tate.

(4) “Government” means the Punjab Government in
the Administrative Department.

2. Scope of Instructions.—
(1) These instructions shall apply to memorials addressed

to the Governor of Punjab or the Siate Government
by persons who are, or have been in the Civil Service
of the Punjab State in respect of matters arising
out of such employment or in respect of the termi-
nation of such employment and who are or were
subject to the rule-making power of the Governor.

(2) These instructions shall not affect any rules or
orders made by competent authority inrespect of
representations submitted by recognised associations
of Government servants and shall be in addition
to and not in derogation of the rules governing
the conditions of service of the memorialist,

"PART Il- -FORM AND MANNER OF SUBMISSION OF MEMORIALS
3. Form of memorial.—

(1) A memorial may be either in manuscript, typewritten
or in print.
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(2) Bvery memorial shall be authenticated by the
signatures of the memorialist and submitted by the
memorialist on his own behalf, or when the memo-
riaslists are numerous. every rson preferring
the memorial shall do so separate?eand in his own
name unless the subject-matter of the memorial is
with respect to or arises out of one and the same order
~at'f‘ec]ting them jointly, in which case it may be signed
jointly.

(3) Every memorial, and the papers connected therewith
shall be accompanied by a rendering of it in the
language for the time being authorised for use in the
State for official purposes duly authenticated in the
manner aforesaid.

4. Contents of memorial—

Every memorial shall— _
(a) contain all material statements and arguments relied
upon by the memorialist ;

(b) be complete in itself ;

(c) contain copies of the orders passed by the original as
well as the other appellate authority against which
the memorial has been preferred together with
copies of his applications andfor appeal to such
authorities ;

(d) mention in cases of dismissal, removal, or reduction
inrank or anyother penalty, whethera reasonable
opportunity was given lo show cause against the
action taken, as laid down in the Punjab Civil
Services (Punishment and Appeal) Rules, or such
other Rules which are applicable to the facts of the
case inregard to him ;and

(e) end with a specific prayer or relief sought,
3. Method of submission,—
(1) Every memorial shall be submitted to the Head of the
Department to which the memorialist belongs or last

belonged ; and through the authortity from whose
order the appeal or application for revision was
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preferred and rejected. It shall be accompanied by a
letter requesting the Head of the Departiment, or
the authority concerned to transmit the memorial
te the Government or the Governor, as the casc
may be;

(2) The Head of the Department,.on receipt of any
memorial submitted through him in accordance
with rule 5(I)—

(i) shallacknowledge its receipt ;

(ii) shall, as soon as may be, forward the memorial,
through the usual official channel, o the
Government and inform the memorialist. The
Government shall examine the same and submit
to the Governar, through the Minister concerned
if prayed for in the memorial, or if consi-
dered necessary.

(3) The memorialist may forward an advance copy of
the memorial to the Governor or Government.
The advance copy shall not be acknowledged.

PART HI—Withholding of memorials by Heads of
Departments

6. Circumstances in which memorials addressed to the
Governor or the Government may be withheld

If the Head of 2 Department to whom a memorial is present-
ed or forwarded decides to withhold it, he shall inform the
memorialist giving reasons therefor. A memorial may be
withheld only on any one or more of the following grounds -

(i) The memorialist has not complied in full with the
provisions of Part II of these instructions.

(ii) The memorial is illegible or unintelligible, or contains
language which is, in the opinion of the Head of the
Department disloyal, disrespectful, or improper.

(iii) A previous memorial from the memorialist on the
same subject has been disposed of by the Govern-
ment or Governor, and the memorial, in the opinion
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of the Head of the Department, discloses no new facts
or citcumstances which afford ground for g
reconsideration of the subject.

(iv) The memorial is—

(2) an application for employment in Government
service not made in pursuance of any rule or any
advertisement regarding applications for such
employment ; or

(b) a request for exemption from or relaxation of the
provisions of any law or rule prescribing the
qualifications to be possessed by persons in the
service of Government ; or

(c) the memorial relates to a subject on which the Head
of the Department is or was competent to pass
orders and no application for redress has or had
been made by the memorialist to the Head of the
Department, in which case the memorialist will
be informed as to his forum for redress

(v) The memorial is a representation against an order
communicated to the memorialist more than six
months before the submission of the memorial. and
no satisfactory explanation of the delay is given.

(vi) The memorial is a representition against the
discharge by competent authority of # person--

(a) appointed on probation, duiing or at the end of the
period of probation in accordance with the
terms of appointment and rules governing the
probationary service ; or

(b) who asa temporary Government servant is appoint-
ed otherwise than under contract, on the ex-
piration of period of the appointment ;or

(¢) engaged under contract in accordance with the
terms of such contract.

(vii) The memorial is a representation against an order
from which the memorialist possesses a right of
appeal under—-

(1) rules or orders regulating his conditions of serviee :
ar Y
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(2) the terms of his contract or service.

#(viii) The memorial isa representation against an order of
a competent duthority refusing fo grant or re-
commend—

(i) a special pension, of

(i) any pecuniary or other concession to which the
pelitioner is not entitled under any rules or
orders or contract regulating his "conditions of
service :

Provided that the memorial withheld on account of failure
to comply with the instructions provided in Part IT may be
resubmitted at any time within one month of the date on which
the memorialist has been informed of the reasons for withhold-
ing of the memorial, and il resubmitted in a form which com-
plies with instructions referred to above, shall not be withheld.

7. List of memorials withheld.—

The Heads of Departments shall send a quarterly return in
the form given at annexure on the 15th day of April, July,
October and January to Government specifying all memorials
withheld by t"em under instruction 6, during the preceding
quarter, and the reasons for withholding the same.

3. Nothwithstanding anything contained in the foregoing
rules, the Governor or the Government, as the case may be, may
of his or its own motion, or on application made, call for the
records of any proceedings or order relating to the memorial
withheld by a subordinate authority, for the purpose of satis-
fying himself or itsell as to the legality or Iﬁmpﬁeiy_nf such
order and may pass such order in reference thereto as he or it

may consider fil.

9. As soon as may be after a decision has been taken on
the memorial, the authority making the order therecon shall
commuunicate the same to the memorialist and forward a copy of
the same o the subordinate authority for such action as may be
considered appropriate in the circumstances of cach case,

#4 nnisd —vide Punjab Gowornment Nodification Wo. TO02.GII S7/T02528,
dated the 25th Movenber, 19357,
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ANNEXURE
(See Rule 7)

(1) List of memorials with-held during the quarter ending
the-

(b) Name of Department
FORM (See RULE T)

Serial Name and Brief Date of Head of Reasons

No. particulars subject the sub- Depart-  with dates
of Govern- of the mission ment who of order
ment servant memo- of the with-held with-hold-
who memo- rial memo- the memo- ing the
rialised il rial memoriil

Cu];_r‘)ysnf U. ©. letter No. 1276-G-52, dated the Sth March,
2, from the Chief Secretary to Government, Punjab. to all
Administrative Secretaries to Government, Punjab, ete.

According to rule 2.4(b) of the Civil Services Rules
(Punjab), Volume II, the employment of temporary Govern-
ment servants can be terminated by Government by giving then:
one month’s notice and by paying them wages for any period
by which such a notice falls short of a month. It has been
brought to the potice of Government that appointment letters
issued to persons in some departments of Government contain
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a clause to the effect that the officials/officers concerned will
have to give one month’s notice or deposit their pay etc. for
such a period, in case they intend to resign their posts, while in
some other departments such a stipulation is not made. After
carefully considering the matler, Government have decided
that with a view to having a uniformity of procedurs reciprocal
arrangements in this respect shounld exist between the employer,
i.c., Government and the cmployee. Will the Administrative
Secretaries to Government, Punjab, please ensure that the
procedure laid down above is followed invariably by all ap-
peinting authorities under their administrative control.

Copy of Punjab Government Circular letter No. 2112-G-52/1/
1303, dated 31st March, 1952, from the Chief to
Government, Punjab, addressed to all Heads of Depari-
meits, ete, eic,

Subject —Instruction to be  observed by controlling
authorities in the matter of the grant of increments
of pay or permission to cross the efficiency bar.

1 am directed to say that it has been reported to Govern-
ment that recently an official whose service record was bad
and whose case was to be considered for compulsory retirement
was allowed 1to cross the ‘efficiency bar’. On account of
this lapse on the part of the Head of the Department permitting
him to cross the cfficiency bar the official concerned escaped
the proposed action. Government consider that the action of
the Head of the Department in this case was very irregalar and
contrary to the instruction issued on this subject,— vide Punjab
Government letter No. 30793-Gaz., dated the 27th November,
1933, T am, therefore, to enclose a copy of this letter for in-
fcr;natmn and strict compliance by all controlling officers
in foture.

Copy of letter No. 12662-HM-52/34401, dated the 18th
December, 1952, from the Home Secretary to Government,
Punjab, to all Heads of Departments, efc. etc,

Subject.—Procedure for a changeof mname by Government
servant.
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I am directed to address you on the subject noted above and
te coglose a copy of Memorandum WNo. 60(274)-43-Ests,
dated the 3rd November, 1948, from the Goverament of India,
Ministry of Home Affairs, together with a copy of its enclosures
and to say that the procedure laid down therein should be
followed for the change of names by Government servants.
The execution of the deed referred to therein should be followed
by publication of change in a prominent newspaper as well as
the Punjab Government Gazette, such publication
being undertaken by a Government servant at hic own ex-
pense in both cases. As regards the publication in the official
gazelte, Government servants intending to change (heir names
should be directed to approach the Controller of Printing &
Stationery, Punjab, who will arrange for necessary publication
on payment.

Copy of office Memorandum No. 60274/48-Ests, dated
the 3rd November, 1948, from the Ministry of Home Affairs,
New Delhi, to all Ministers of Government of India, etc.

Subject—Procedure for a change of name by Govern-
ment servants.

The undersigned is directed to say (hat the Ministry
of Home Affairs receive from time to time references from
other Ministries and officers asking for advice as to the pro-
cedure to be followed in according recognition to a bopa fide
change of name by Government servants. As the position
in this respect is not too clear at present, the following pro-
cedure for the purpose has been decided upon in consultation
with the Ministry of Law and may be noted for future guidance.

2. A Government servant wishing to adopt a new name
or to affect any modification in his existing name shounld be
asked to adopt the change formally by a deed changing
his name. In order that the execution of the document may
not be in doubt it is desirable that it should be attested by two
witnesses preferably those known to the head of the Department
in which the Government servant is serving. A sample deed
form is enclosed herewith for reference, The execution of the
deed should be followed by publication of the change in a
promunent locul newspaper as well as the Gazette of India,
publication being undertaken by the Government servant
at his own expenses in both cases. For the publication of the
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advertisement in the Gazelte of India, Government servant
ehould be directed to approach Publication Branch, Civil
Lines, Delhi.

3. It is orly afier the formalities' described in  the
foregoing paragraph have been complied with and satisfactory
evidence of identify and exccution of the document adduced by
the Government servant that the adoeption of the new name or
change in the existing name should be recognised officially and
cnitries in Government records so far as may be necessary being
extended accordingly. The copies of the relevant documents
chould be retained by the Head of the Office concerned.

Deed of changing a Surpame

By this deed the undersigned A. B. C. (new name) of etc.
now lately called A. C. (old name) employed as (designation
of the post held at the time by the Government servamt

mncemcdz
(place where employed) do hereby

{. For and behalf of mysell and my wife and children
and temoter issue wholly renounee, relinquish and abandon
the use of my former surname of C (only) and in plage thereof
do assume from the date thercof the surname of B. C. and so
that T and my wife and children and remoter isste may here-
after be called, known und distinguished not by my former
surname of C (only) but by assumed surname of B. C.

2. For the purpose of evidencing such my determination
declare that I shall at all times hereafter in all records, deeds
and writings and inall proceedings dealings and transactions as
well private as public and upon all occasions whatsoever use
and sign the name of B and C my surname in place of and
in substitution for my former surname of C (only).

3. Expressly authorise and request all persons at all
times hereafter to designate and address me and my wife and
children and remoter issue by such assumed surname of
B. C. accordingly.

Tn witness whereof I have hercto subscribed my former and
adopted names of A. C. and A. B. C. and affixed my seal
this day of

Signed sealed and delivered by the above A.C.
name A. B, C. formerly A, C. in the presence
ef B. C.
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Copy of Circular letter No. 10208-G-52/5381, datcd the 25th
January, 1953, from the Chief Secretary to Government,
Punjab, fo allHeads of Departments, etc., ete,

Subject.— Secking redress in Courts of Law by Government
servants of grieyances arising out of their employ-
ment or conditions of service.

I am directed to say that the question of Government ser-
vants having recourse to Courts of Law in matters arising
out of their employment or conditions of service has been
engaging the attention of Goveriment for some time past and it
is considered necessary to lay down that in the matter of grie-
vances arising out of a Government servant’s employment or
conditions of service, the proper course is to seek redress from
the appropriate departmental and Governmental authorities.
Any attempt by a Government servant to seck a decision on such
issues in a Court of Law (even in cases where such a remedy
is legally admissible) without first exhausting the normal
offictal channels of redress, can only be regarded as contrary
to official propriety and subversive of good discipline and
may well justify ihe initiation of disciplinary action against
the Government servant, These instructions may, therefore, be
brought to the notice of all Government servants of your de-
partment [office.

Copy of Punjasb Government Circular letter No. 8638-
G-53/85910, dated the 28th October, 1953, from the
Chief Secretary to Government, Punjab, addressed to
all Heads of Departments, etc., eic.

Subject—Consultation with the Public Service Commission
in connection with officiating promoticns, ete.

Sir,

I am directed to invile a reference to clause (c)in regula-
tion 5 of the Punjab and WNorth-West Frontier Province Joint
Public Service Commission (Limitation of Functions) Regula-
tions which provides that consultation with the Comimission
shall not be necessary in lhe case of officiating promation of
transfers to any scrvice or post when at the time of making
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the promotion or transfer there is reason to suppose that the
officiating promotion or transfer will be for not more than
six months. In other words the Commission should be
consulted as soon as it becomes evident that the vacancy will
last for more than six months, or immediately after six months
are over. The Commission have reported that they have noticed
a tendency on the part of some depariments to make appoint-
ments without previous reference to the Commission even
where the vacancies are known from the beginning to be likely
to last for more than six months. They have further pointed
out that in some cases the advice of the Commission is not
sought at all, and in others after a year or so of the appointment.
In cases of sudden vacancies caused by unforeseen circumstan-
ces, such as the death or resignation of the previeus incumbent,
it may be necessary to make temporary arrangements for the
carrying out of the duties of the post vacated, before approa-
ching the Commission, but in normal cascs it should be pos-
sible for the departments fo anticipate their requirements
well in time so as to be able to ask the Commission to make
their recommendations. The appointment of an officer long
before a reference is made to the Commission may create an
erroneous and undesirable impression in the public mind that
selection has already been made and that the advertisement
is intended merely to comply with a formality. 1 am, there-
fore, to impress upon you the desirability of strict observance
of the regulations and, of timely references to the Public Service
Commission in matters of officiating premotions and transfer
and direct recruilment.

Copy of Punjab Government Circular letter No. 10918-G-53/
8033, dated 12th February, 1954, from the Chief Secretary
to Government, Punjab, to all Heads of Depariments,
ete., etc.

Subject —The first five year plan—assessment of methods
and procedure of recruitment and sclection by the
Public Service Commission for the different kinds
of posts, Administrative, Technical, Scientific, etc.,
annual departmental review during the first three
years of service on the work and guality of ofTicers
recruited through the Commission

! [ am directed to address you regurding the recommenda-
t1ons contained in the first Five Yeur Plan for Improvement in
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the methods of recruitment and selection of the officers at pre-
sent followed. Tt has been suggested that methods and proce-
dure adopted in (his behalf should be continually reassessed
and adapted to meet new recruitments. It has also been
suggested that there should be greater contact and exchange
of opinion hetween the Punjab Public Service Commission
and the depariment on whose behalll recruitment is under-
taken. These recommendations were referred to the Punjab
Public Service Commission for comments, TIn their view they
have so far not found any defeel in the methods of sclection
adopted by them, whether for Technical or non-Technical
posts. However with a view to secing hiow [or Lhe present mode
of selection particularly selection by interview has been suitable
in selecting the right type of material, the Commission propose
to “follow up” the eureerof the successful candidates for the
first two or three years. With this end in view they have sug-
gested that instructions should be issucd addressing  various
Depariments to send to the Commission for the 1st three years
and , if so, suggested by them for a longer period special assess-
ment reports, about the amount and quality of work done by
the candidates recruited through them. Government have
given careful consideration to the matter, and feel that any
defect that the present methods of selcction adopted by the
Commission possesses can only  become apparent by a system
of “follow up™ as suggested by them. Unless steps are taken
to ascertain how the officers recruited lo the various services
have shaped in actual practice, it is clearly not possible to say
anything. about the correctness or otherwise of methods
of the recruitment. Government have. therefore, accepled the
suggestions made by the Commission. I am accordingly, to
request thal each department should make a careful review
every year ‘of the work of officers recruited for that depart-
ment by the Public Service Commission. This review should
extend to hatches of officers recruited during the previous three
years and should give separale atiention 1o  each batch.
Within each batch such separate aftention as is called for should
be given to each individual officer. The Pepartmental review
should after receiving approval of Government be sent to

the Punjab Public Service Commission, for information.

I am to add that these reviews will be of vulue only if
the confidential remarks on the new recruits are not entered
in the same sketchy and superficial manner in which it is or-
dinarily done at present. Unless eich new officer is made a
subject of close and specinl study and observation, there is noy
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much that a reporting officer ecasily find to write about an
officer undergoing training. | am, therefore, to urge that
the officers entrusted with recording of remarks on newly
recruited officers under training, ete., during the first few years
of their service must attach greatest imporfance to the matler
and take personal and sustained interest in watching the trainees
at work so as to make o very careful assessment of their gualities,
their attitude and potentialities as well as their defects. Tt
is only if the annual reviews onthe work of newly recruited
officers are based on thorough and analytical reports on their
work, in the light of existing instructions of Government,
particularly, those contained in Punjab Government leiter
Na. 9026-G-51/16544, dated the 4th December, 1951, that
Government can beé in a position to assess the soundness or
otherwise of the method of selection adopted by the Public
Service Commission.

Copy of letter No. 1212-G-54/5973, dated the 13th February,
1954, from the Chiel Secretary to Government, Punjab, to
all Heads of Depariments, etc.

Subject.—Subordinate Services Selection Board.,

In continuation of Punjab Government letter
Np. 9348-G-53/94879, dated 16th December, 1953, on the
subject noted above, I am directed fo convey the following
decisions of Government for guidance and strict compli-
ance —

(i) The appointing authorities will be competent
to I EIF temporary vacancies which are not
expeeted to last for more than three months
and cven permanent vacancies on temporary
basis for the same period pending refercnces
to the Selection Bodrd.

{(ii) In cases of appointments to be made by pro-
motion or by transfer the Subordinate Services
Selection Board should be consulted regarding
the suitability of the official proposed for pro-
motion or appointment by transfer as in the
case of F‘ugic Service Commission. If any
appointment by promotion involyes superses-
sion the fact should be clearly pointed out in
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the reference lo the Board and the conli-
dential reports files of the officials proposed
to be superseded, should also be forwarded to
the Board.

(ii1) The Department proposing to exclude a post or
category of posts from the purview ol the Sub-
ordinate Services Selection Board should
make a reference to the Administrative Secre-
tary concerned giving [ull justification in
support of the propesal. The Administrative
Secretary after obtaining the orders of the
Minister in charge of the Department should
refer the case to the Chiel Secretary to Govern-
ment, Punjab, in the Gazette Branch, who
will obtain the orders of the Chief Minister.

Copy of Circalar letter No. 9868-G-54/8566, dated the 2nd
March, 1954, from the Chief Secretary to Government,
Punjab, Simla-2, to all the Heads of Departments,
ete., efc.

Subject.—Policy regarding Government Servants seeking
employment in other Governments, etc., etc

I am directed to invile attention to the instructions-
contained in Punjab Government letter No. 5803-G-51/14506,
dated the 3rd September, 1951, on this subject, the eondition laid
down in clause (a) (i) of which provides inter alia that the
department forwarding an application of an officer to another
Government or to the Public Service Commission should satisfy
itself that the applicant would be suitable for the post. On
further consideration, Government is of the view that the ques-
tion of suitability is really for the determination of 2 borrowing
Government or of the Public Service Commission, as the
case may be. It has, therefore, been decided that a Depart-
ment while forwarding an application of an officer to another
Government or Public Service Commission, etc., need not look
into the suitability of a candidate for the Ens.-t applied for, but
they must see whether the candidate fullils the required i-
fications and other conditions laid down for the post. I am,
therefore, to say that the instructions under reference should
be treated as modified to the extent indicated above.




32

Copy of U.O. Circular letter No. 3937-G-54, dated 1st July,
1954, from the Chief Secretary to Government, Punjab,
to all the Administrative Secretaries to Government,
Punjab.

Subject.—Procedure to  be adopted by Administrative
Depariments of the Punjab Goverament in
their dealing with the Punjab Public Service
Commission.

Reference  this Department un-official reference
No. 4095-G-49, dated the 18th July, 1949, on the subject
noted above.

2. In accordance with the instructions contained in this
reference the Punjub Public Service Commission are required to
give their views on the suitability of persons considered fit for
promotion by an Administrative Department and while doing
so, the Personal Files of oflicers, if any, whose supersession
is involved in the proposal are also forwarded to the Commis-
sion for reference. It has been noticed that the Commission
opined that some officers proposed to be superseded are also
fit for promotion, and since the advice of the Commission is
generally accepted this results in promotions of officers who in
the opinion of the Administrative Department are unfit. The
matter has been carefully considered and it has been decided
that the Administrative Departments should, while forwarding
such cases to the Punjab Public Service Commission, invariably
state all the reasons on the basis of which it is proposed that
a certain officer should be superseded. The Pu'gl?n Service
Commission would thus have before them not merely the
Personal File of the officer concerned but also all the other
considerations which may have been responsible for the Ad-
ministrative Department’s pm];i:caal. I am to request that these
instructions should be carefully followed in future.

Copy of letter No. 4174-P-54/17154, dated the 28th July,
1954 from the Chief Secretary to Government, lejn.i,
to all Heads of Depariments etc.

Subject :—Instructions relating to interviews with Ministers.

I am directed to refer to the instructions contained in
Punjab Government letter No. 6917-PG/7072, dated the
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18th July, 1950, in which it was directed that subordinate
officers should refrain from approaching Ministers directly,
or 1'11n:I1'n:cﬂ:‘.r through M.L.As. or others, in connéction with
personal grievances, and (o say thal Government have now
reconsidered the whole question of the accessibility of Ministers
to Officers, and have decided that if a subordinate officer
wishes to bring a grievance or any other matter to the notice
of the Minister-in-charge, he may sesk an interview with him
by a writlen request, to be addressed through proper channel,
Such an application must disclose the objeet of the
interview, and the superior officer, while forwarding the
application, may express his own view in  the matter. Per-
mission for interviews should normally be granted freely,
but if in any casc it is proposed (o refuse a request for an ine-
terview, the Minister should invariably be informed, and the
refusing authority should state the reasons for which the in-
terview is being refused. It is hoped that this procedure will
deter subordinate officers from resorting fo the irregular
ractice of approaching Ministers, directly, withont the know-
ge of their superior officers, or indirectly through M.L.As.
and others. It is proposed that, in futurs, if any case comes
to the notice of Government in which officers have acted
contrary to these instructions, suitable action will be taken
against him., This may kindly be brought to the notice of
all members of your staff,

Copy of circular letier No, 2581-ACC-54/664, dated 27th
September

' #
Subject:—Suspension of Government servants.

In continuation of Punjab  Government letter

No. 3455-ACC-32/14, dated the 23rd Janwary, 1953, on the sub-
Jeet noted above, I am directed to say that Government have
given further consideration to the question of suspension
of Government servants with a view to laying down a criteria
lo guide departmental officers in deciding when an order_of
suspension should be passed, Government is pleased to direct
that each case involving a proposal for suspension should be
carefully considered and suspension shnuldp?hxé ordered only
when the circumstances are found to justify it. Ordinarily
ion should not be ordered unless the allegations made
against the official concerned are of 4 serious nature and, on
the basis of the evidence available there is a Prima facie case
for his dismissal or removal or there is a reason to believe
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that his continmance in servies is likely to cause embariass-
ment or to hamper the investigation of the case. In other
cases, it should suffiee if steps are taken to transfer the person
concerned to another place to ensure that lic has no opportuni-
ty to interfere with the wilnesses or to tamper with the evi-
dence against him. I am to request that these instructions
chould be brought to the notice of all concerned for strict
compliance.

Copy of letter No. 8845-G-54/29154, dated 19th October,
1954, from the Chief Secretary to Government, Pumjab,
to all Heads of Departmenis, etc.

Subject:—Termination of employment of temporary Govern-
ment servants.

[ am directed to address you on the subject noted above
and to state that in most t rary Departments care is taken
to provide in terms of employment that cmployment is ter-
minable on one month’s notice on either side. In some cases,
the period of notice may, however, be longer than onc month.
In order to observe uniformity in this important matter, it
has now been decided to adoptitasa general rule that future
recruitment of temporary officers and staff, whether technical
or other, should take place on the basis that service of the
official concerned will be terminable on notice of one month
on cither side provided that i will be open to Government,
to pay, in lieu of notice, the official’s salary and allowances,
in respect of the period by which the notice given by him
falls short of one month. A specific provision in this behall
should, therefore, invariably be made, in future in the lerms
of appointment of temporary officials.

Copy of letter No. 8971-HR-54/66421, dated 2nd November,
1954, from the Home Secretary to Government, Punjab,
to the Chief Conservatory of Forests, Punjab, Simla.

Subject:—Procedure for a change of pame by Govern-
ment servant.

lam directed to invite a refercnce to your Memo.
No. 3442/199, dated the 19th October, 1954, on the subject
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noted above and to say that the official recognition to the
change innameof a Government servant is to be givén by the
Goveroment in the Administrative Department concerned
alter the formalitieslaid down in the Punjab Government letter
No. 12662-HM-52/34401, dated the 16ih December, 1952,
have been complied with,

No. 6071-HM-54/66422. dated Simla-2, the 2nd No-
vember, 1954

Copy forwarded to all Heads of Departments and High
Court (except the Chief Conservators of Forests, Punjab),
Commissioners of Divisions, Deputy Commissioners and Dis-
trict Sessions Judges in the Punjab for information and guidance
in continuation of the Punjab Government letter No. 12662-
HM-52/34401, dated the 18th December, 1952,

By order,
(8d) . . .,
SUPERNTENDENT,

Jor Chief Secretary to Covernment, Punjab.

Copy of letter No. 11029-G-54/67098, dated the 8th Drecember,
1954, from the Chief Secretary to Government, Punjab,
to all Heads of Departments, cic,, ete,

Subject,—Grant of pension under rule 5.32 of Punjab Ciwil
Services Rules. Volume II—Use of rule 6.4 ihid.

I am directed to invite a reference to rule 5.32 of the
Punjab Civil Scrvices Rules, Volume 11, under which a retiring
pension is allowed to a Government servant who is made
to tetire, in public interest, after he has completed 25
years qualifying service, and to say that Government have
considered the question whether under rule 6.4 ibid, accordin
to which full pension admissible under the rules 5 to be aﬂuwe&
only if the service of the Government servant concerned has
been really approved, 4 reduction in pepsion should be made
in cases where the Government servant concerned has been
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retired compulserily. There appears to be an impression that
a reduction in pension in such a case would involve double

ishment to the Government scrvant, but such #n impression
is erroneous. A Government servant is retired prematurely
because Government do not consider it in public interest
to allow him to continue in office. His pension, however, is 1o
be granted after applying the provisions of rule 6.4 jbid to his
casc and it may be reduced on the basis of the quality of work
done by him during the period he had been in office. Re-
duction in his pension, as a result of his poo1 record of service,
therefore, has nothing to do with the reduction in pension
which may automatically resnlt on account of his premature
retirement. The mere fact of compulsory retirement is no reason,
therefore, for not examining each case of grant of pension
on merits. In other words the Governmeni servanis who
are retired compulsorily from service under rule 532 should
not be considered to be exemypt from the application of the
Rule 6.4 ibid, the provisions of which are quite independent
of those of the forme:. [ am, therefore, to say that in
future the case of cvery government servant retired
compulsorily should be exemined on merits with reference o
the &pmvisinns of the rule 6.4 ibid and appropriate reduction
made when justificd by the record of his service,

Copy of U.O. Circular letter No. 7516-G-54, dated 17th De-
cember, 1954, from the Chief Secretary to Government,
Punjab, to all the Administrative Secretaries to Govern-
ment, Punjab.

Subject:—Consultation  with the Punjab Public Service
Commission on the methods of reeruitment to
various posts under the Administrative control
of Punjab Government.

It has been reported by the Punjab Public Service Com-
mission that instances are multiplying where departments of
Government have first Tequested the Commission to advertise
the posts with a view to their being filled by direct recruit-
ment but have subscquently withdrawn the requisitions on the
grounds that it had been decided to adopt an alternative method
of recruitment such as promotion or transfer from another

ent. In one case the change in the method of recruit-
ment was decided wupon after the Commission had actually
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recommznded certain candidates for appointment on the basis
of a written test and interview, Although technically there is
nothing constitutionally wrong with the adoption of such a
course of action it would seem to be wrong in principle and hound
to give the impression that the mode of recruitment had heen

changed fo sait a particular person.

2. It is accordingly directed that the question as to the
method of recruitment " to ba followed in any particular case
should be carefully considered in the First instance and that ongs
a referencs has been mads to the Commission to f il the post
by direot recruitment, it should not he withdrawn, save for
exceptional reasons. Further, in cases where in the absence of
any service rules, a reference to the Commission s required,
whenever il is found necessary fo change the mode of recryit-
ment the reasons justifying such a step should be fully explained
to the Commission, Where, however, the service rules provide
for different modes of recruitment without specifying any
rotation or proportion for the adoption of each such method
of recruitment if, in the opinion o Government, a change in
the mode of recruitment becomes quite essential, it is nol
necessary to furnish the reasons to the Commission for doing
s0.

3. Tt is requested that the above instructions should e
carefully compiled with in future,

Copy of Punjab Government Circular Ietter No., 12897-G-
S54/1775, dated 18th January, 1955 from the Chief
Secretary fo Government, Punjab, addressed to all
Heads of Departments etc., efo.

Subject —Prohibition of plutal marriages by Government
servanis.

I am directed to say that in the .A.S. (Recroitment)
Rules, 1954, recently published, the Government ol India
have provided that no person who has more than one wife
living shall be cligible for appointment to the service; provided
that the Central Government may if satisfied, that there ara
special grounds for doing so, €Xempt any person from the
operation of this provision. In the same way. it has been
laid down in the 1.A.S. (Conduct) Rules, 1954, that no Go-
vernment servant who has a wife living shall contract another
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marriage without first obtaining the permission of the Go-
vernment of India, notwithstanding that such marriage 1S
permissible under the persondl law for the time being zp-
plicable fo him. The Government of India have also de-
cided that the principles embodied in the above provisions con-
tained in the All India Service Rules should also govern
the recruitment and conditions of Service of other
Central Goyernment Servants and they propose to include a
provision similar to that in the L.A.S. (Conduct) Rules, 1954,
referred to above in their revised Government Servants Con-
duct Rules and the other provision in the various service rules.
Meanwhile they have decided that these prineciples should
be observed as if the relevant rules had in fact been amended
in this respect.

2. The Punjab Government have after due consideration
decided to make similar privision for governing the recrunt-
ment and conditions of service of State Government servants
and to amend the Government Servants Conduct Rules as
well as the relevant service rules in this behalf. Naturally, in
respect of such Government servants, the requisite permission
for remarriage would be of the State Government, Since
all this will take time, it has been decided that, pending formal
incorporation of these provisions in the relevant rules, the
principles thereof should be observed as if the relevant rules
had in fact been amended in this sense. The decision may
kindly be made known to all existing employees and effect may
bhe given to it forthwith.

Copy of Punjab Government Circuiar letter No. 1920-G-
55/19071, dated 9th April, 1955, from the Chief Secre-
tary to Government, Punjab, to all Heads of Depart-
ments, etc., ete.

Subject:—Prohibition of plural marriages by Government
servants in the Punjab State.

I am directed to invite a reference to Punjab Governmen,
letter WNo. 12897-G-54/1775, dated the 18th January, 1955
on the subject noted above @nd to say that the instructions
prohibiting the appointment of a person, who has more than
one wife living. to a service under Government, eXxcept
when exempted by the State Government from the operation
of this provision, apply also to cases when the appointment
is made by promotion.



39

Copy of letter No. 2727-G-55/31719, dated 4th June, 1955,
from Chief Secretary to Government, Punjab, to all
Heads of Departments in the Punjab, etc. eic,

Subject:—Termination of employment of temporary Govern-
ment servants,

I am directed to invite a reference to Punjub Government
letter No. B8B45-G-54/29154, dated the 19th October, 1934,
on the subject cited above and to say that enquiries have been
made from Government whether or not the instructions con-
tained in this letter over-ride the provisions made in some
service rules specifying the period of notice which a temporary
employee is required to.give before he intends to leave service.
I am to say that the essentiul point in the decision conveyed
in these 1astructions was that in case Government wished
to get rid ol any temporary employee, whether technical or
non-technical, it should be possible for them to do so after
issuing one month’s notice. What the notice should be in
case the temporary employee concerned wishes to leave service
isa point on which Government do not wan to Insist on any
uniformity. If the serviee rules in any department provide
for periods of notice other than one month, Government would
allow the provisions of such rules to prevail. I am accord-
ingly to inform you that the instructions already issued on the
subject muy be considered to have been amplified to this
extent.

Copy of P. G. Letter No. 6888-G-55/16642, dated the 15th
June, 1955, from the Chief Secretary to Government,
Punjab, to all Heads of Departments, etc,

Subject :—The Punjab Departmental Enquirics (Powers)
Act, 1955.

Lam directed to forward a copy of the Act cited as subject
for information and guidance and to say that one of the impor-
tant causes of delay in the conduet of departmental enguiries
against Government servants was the di culty in securing
the attendance of witnesses. The Enquiry Officer had no
authority under the Punjab Civil Services (Punishment and
Appeal) Rules, 1952, to compel the attendance of any
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witness and it frequently happened that witnesses were un-
willing 1o appear in départmental proceedings. This Act
empowers the enquiring officer or authority to compel the
attendance of witnesses and the production of documents 10
departmental proceedings on the lines of Section 8 of the
Public Servants (Inquiries) Act, 1850.

THE PUNJAB DEPARTMENTAL ENQUIRIES
(POWERS) ACT, 1955

AN
ACT

to confer certatn powers on th'?_g’}'r:ﬂrs conducting en-
quiries under the Punjob Civil Services (Punish-
miend and Appeal) Rules

Be it enacted by the Legislature of the State of Punjab in the
sixth year of the Republic of India as follows (—

1. (1) This Act may be called the Punjab Departmental
Enquiries (Powers) Act, 1955,

(2) It shall exicnd to the whole of the State of Punjab.
(3) It shall come into force at once.
2. For the purposes of an enquiry under the Punjab

Civil Services (Punishment and Appeal) Raules, for the time
being in force, the officer conducting such an enquiry shall be

~ competent (o exercise lhe same powers for the summoning

of wilnesses, and for compelling the production of documents
as are exerciscable by a commission appointed for an engui
under the Public Servants (Inquiries) Act, 1850 (Act mﬁﬁ
of 1850), and all persons disobeying any process issued by such
officer in this behalf shall be liable to the same penalties as if
the =zame had issued from a court.

Copy of letter No. 8562-G-55/16922, dated the 20th Juve,
1955, from the Chief Secretary to Government, Punjab,
to all Heads of Departments in the Punjab, etc., ete.

Subject :—Finding ways and means to deal with unsuitable
Officers in a more expeditious manner than at present.
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I am directed to invite a ref erence to Note Ito rule 5.32 of
the Punjab Civil Services Rules Volume Il, under which Goy-
trmment retiins an absolute right to retire any Government
servant after he has completed 25 years’ qualifying service
withoul giving #ny reasons, etc,, and to say that with o view
fo dealing with unsuitable Government servants in a more
expeditious manner than at present, it has been decided to
amend this rule so as to enable Government to exuming the
record of 4 Governmien! servant, first on completion of ten
years' qualifying scrvice, then ut the completion of [ilteen
years' qualifying service and thereafter at any time, with the
object ol retiring an  unsuitable Government servant com-
puisorily {rom scrvice, The powers, 1hus assumed by Go-
vernment  will not be excrciced, except when it is in public
mterest to dispense with the further scrvices of a Government
servant such as on gccount of inefficiency or dishonesty. Thus,
these powers are intended for use—

(1) agamst o Government servant whose efficiency s
mpaired but against whom it is not desirable to
make formal charges of incfliciency or who has
ceased to be fully efheient (i.c., when a Government
servant’s  value is clearly  incommensurate with
the pay he draws) bul not to such a degree as o
warrant his retiremient on & compassionate allow-
ence. 1L is not the intention to usc these powers
as o fingncial weapon, that is to say, the POWETS
should be used only in the case of Government
servants who are considered unfit for retention on
personal as opposed to financial grounds.

(i) in cases where reputation of corruption is clearly
established even though no specific instance is
likely to be proved under the Punjab Civil Ser-
vices (Punishment and Appeal) Rules. Appendix
24 of Volume I, Part I, or the Public ervice
(Inquiries) Act, XXXVII of 1850,

2. Comnpulsery retirement effected in pursuance of this
deeision dees not amount to “dismissal” or ‘removal” within
the meaning of Article 311(2) of the Constitution of India and
it is not, therefore, necessary to give the Government servant
concerned am opportunity o show cause against the proposed
action. No guzetted Governmeni servant shall, however,
be retired without the approval of the Council of Ministers.
Inall cases of compulsory retirement of gazetted Government
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servants belonging to the State Sevices, the Punjub Public Sevice
Commission shall be consulted. In the case of non-gazetied
Government serviints, the Heads of Departments might effect
such retirement with the previous approvitl of the State Govern-
ment.

3. This decision will apply 1o all employees under the
rule  making control of the Punjub Government, whether
existing or fulure.

4. Necessayy amendment (ojule 5.32 of the Punjab Civil
Services Rules, Volume 11, will issue in due course.

5., Tam to request thal these ipstiuctions may be brought
to the notice of all officers/officials working under you, and
necessary action may be tuken in appropriafe coscs.

s —

Copy of Punjab Government Circular letter No. 12693-G-54
37937, dated 30th June, 1955 from the Chiel Secretary
to Government, Punjab to all Heads of Departments,
etc,, efc.

Subject: Grant of pension lo retited Goyernment servants
and the application of rule 6.4 of the Punjab Civil
Serviees Rules, Volume I, in case of Governpent
ﬁ{:mnls whose tepulation for honesty has been

d.

Tam directed lo invite a reference 1o parugraph 32 of the
review on the action taken against corrupt officlals and other
measures adopted in the Siate lo rool oul corruption during
the year 1953, copy forwarded to you with Punjub Govern-
ment endorsement No. 3074-ACC-54/806, uuted the 20Uk
November, 1954, in which it was Fﬂinlcd ou! that a suitable
reduction in pension has, under rule 6.4 of the Punjub Civil
Qervices Rules, Volume II, to be made if the service ol the
Governmen! servant concerned was not thoroughly satisfac-
tory. I am also to draw Your attenlion to the instruc'ions
communicated to you in Punjub Government cireular letter
No. 11029-G-54/67098, dated the ®th December, 1954,
in which it was explained that Government servants who
are retired compulsorily from service under rule 532 of the
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Punjab Civil Services Rules, Volume I1, should not be consi-
dered to be exempt from the application of rule 6.4 bid. Go-
verament are anxious that the provisions of this rule should
not be lost sight of and a suitahle reduction in pension should
be made in appropriate cuses, They have recently ordered
reduction in the pension of two P.CS. officers. Rs  36.4.0
out of & pension of Rs 276,40 in the case of an officer who
has been retired compulsorily and Rs 53-4-0 out of a
pension of Rs 353-4-0 in the case of an officer who has rotired
on supcrannuation, and trust that each cise of pension will
be examined carefully with 4 viow to ordering a reduction if
Justified by the record of service of the Governmen! servant
concerned.

2. 1 am also 1o invite a reference fo the instructions

issued with the Joini Punjab Government letier No. 2124-G-
39/18878-(H-Gaz.), dated the 25th May, 1939 (copy enclosed),
mn which great emphasis has been laid on eflecting a reduction
m the pension of retired Government servants whose reputa-
tion for honesty during their, serviee had no been satisfac-
lory, by applying the provisions of Article 470(b) of Civil
Service Regulations, which are analogous to those of rule 6.4
of the Punjab Civil Services Rules, Volume I, referred to
above. These instructions should be followed carelully and
4 suitable reduction ordered in 1he pension of those Goyern-
meni servanls whose reputation for hontsty has not been
satisfactory.

Copy of a letter No. 2124-G-39/18878 (H.—Gaz.), dated the
2I5th May, 1939, from 7.C. Bourne, FEsquire, LC.S.,
Chiel Secretary to Government, Punjab to all Heads

of Departments and Commissioness of Divisions in
the Punjab.

Subject: Meusures to suppress corruption in the Govern-
ment seryiees,

Iam direcled to invite a reference 1o Punjab Government
circular No. 8957-G-38/10003 (H—Gnz)., dated the 15th
March, 1939, on the subject noted above, and to say that in
the form to be used for the annual statement appended to that
letter you have been asked 1o include therein cases in which
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the pension of a_retiring official has been reduced by an order
under Article 470(b) of the Civil Servies Regulations because
of his reputation for corruption. As has been expleined in
another circular No. 10476-Gaz., dated the 17th Miarch,
1939, the muatter has been further considercd by a conicrence
of officials convened in Simla last summer. The conlerence
among other things reconmmended that to eridicate coiruplion
the power ol reducing or withholding pensions where an
officer’s reputation has not been satisfaclory should be used
more freely, This as you are perhaps aware can be done
under Article 470(b) of the Civil Serviez Regulatiens, which
empowers the sanctioning authority to make such reduction
in the amount of pension as it may deem proper. The grant
of a pension is a malter of grace and ol of right and fhe full
pension admissible under the rules is not 1o be eranted as o
matter of course unless the service rendered has been really

approved.

2. Governmeni have considered this recommendation
and 1 am now to convey their decision in the matter. Govern-
ment consider that in order to suppress corruption Amiicle
470(b) of the Civil Service Regulations should be used more
freely in cases where the reputaiion of an officer has not been
satisfactory, and I am to impress upon you the desirabilily
of doing ~ this in future. In this connection the following
points should be borne in mind :—

*

(@) it should be a rule that no order sanctioning a pen-
sion should be passed by you without first examin-
ing the personil file or ciaraﬂtcr book of the official
and satisfying yourself that there are no entries
therein rendering it desirable to take action under
Article 470(b) ;

(b) in your review of the figures in the anpual return
you should also include a paragraph showing
that action has been taken by you to fulfil the inten-
tions of Government in regard to the use of this
Article. Al the same time you should also submit
a reporl every year showing how many pension-
sanctioning orders have been passed by you or by
officers under you during the year in question and
indicating whether the rule at (¢) above has been
observed in cvery case.
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(¢) every order sanclioning a pension should include
a paragraph certifying that the sanctioning authorily
has personally examined the character book of the
official und has satisfied himself, with reference to
Arll._iﬂlli: 470(b) that the pension ought to be adniiied
i {ull,

3. lam also to invite your atlention to Punjib Govern-
ment endorsement No. 8646-G-35/2098 (L
B file Mo, 146 Gaz.), dated the [Tih January, 1939, with
(H=Gazy, of ' Fps . -
193 which a copy of the notification amending (he
Civil Services  (Classification, Control and
Appeal) Rules was forwarded to you. Under these orders o
person whose pension has been reduced or withheld has been
given a right of appeal. Reference is also invited to Punjab
Government letfer No. 9222-G-38/1134 (H. Gaz), dated
the 10th January, 1939, in which reporting officers were request-
ed to make their remarks regarding the honesty of an officer
under them as detailed as possible.

Copy of Punjab Government Circular letter No.  2053-ACD-55/
753, dated 22nd August, 1955 from the Chief Secretary
to Government, Punjab addressed to all Iieads of
Departments, etc., ete.

Subfect: Fixation of the guantum of punishment in cases
relating to false drawal of Travelling Allowance.

It has been noticed that different punishments are awarded
to different officers for similar offences relating fo prepara-
tion and submission of wrong Travelling Allowance Bills which
arise in various departments of Government on the strength
of the recommendations made by their respective Depart-
ments. Thus while some Government servants are let off
with a warning or with the recovery of the amount charged
in excess, others are punished by stoppage of increments for a
certain period and some are ¢ven removed or dismissed. In
the circumstances, the question of evolving some uniform
policy regarding the nature and quanfum of punishment in
these cases has been under the consideration of Government
for some time past.
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2. It is the settled policy of Government that in all
proved cases of corruption, nmo punishment short of dismissal,
should be awarded,--vide Punjab Government letter No. 122-
ACC-48/38539, dated the 19th July, 1948. Government are,
therelore, ol the view (hul in the following culesory of cases
reluting 1o lalse drawal of muvelling  allowanee, the normgl
punishment should be dismissal

(i) Churging travelling allowance for a jourpey nol
actuully performed.

(i1} Charging by a higher class to which one is entitled
according to status for 1 journey performed in a
lower cliuss.

(i11) Charging  travelling  allowance on trunsfer by
submitting  false certificutes and bogus receipts
in respect ol trunsportation of luggage.

(iv) Charging travelling allowance for the carriage of
Camp equipment when actually it is not carried.

lam to request that these orders should be brought to the
the notice of ull concerned for strict compliance.

3. There is another cliss of cases relating to false drawal
of truvelling allowance, viz. charging conveyance or permanent
triavelling allowance withoul mainaining a conveyance as
prescribed under the rules. Government have considered this
matter also. They are of the view that the question whether
horses can be dispensed with altogether should be examined
by the departments concerned. Where this can be done, the
keeping of 1 horse and the horse allowance should both be
dispensed with. Where. however, it is considered that the
keeping of & horse is essential for the proper performance of
duties, the horse ullowanece should be mide adeguate. Go-
yernment would like to’know, in due course, the action taken
in the matter..

Copy of letter No. 7708-FR-55/8812, dated the 5th September,
1955 from N.N. Kashyap, LA.S., Secretary to Govern-
ment, Punjab, Finance Department to all Heads of De-
partments, etc., ete.

Subjeci. Grant of joining time, Pav and travelling allow-
ance to Temporary Government Servants retrenched
from Punjab Government office and selected for
appoiniment in another such office.

Lam directed to .say that the Governor of Punjabis pleased
to decide that the following concessions shall be granted to

el o e
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such len'ggmry Government servants as are discharged from
Punb vernment office on reduction of establishment
and re-employed in another office provided they had put in
not less than three years of continuous service on the date
of discharge.

!{:'j If the orders of appointinent to the new post are
received bY tlre Govermment service concerned while in s
old post, or while on terminal laeve -

Joifiing time and travelling allowance on transfer will be
admissible 1n all cascs, where the appointing nuthority eertilied
that the transfer is in the public interest and (hat the previous
service rendered under Government is one of the consideration
justifying his appoiniment to the new post. Where such a
certificate cannot be given, no joining time or travelling allow-
ance will be admissible but the period of break in service if
any may be condoned for purposes of reckoning continuous
serviee, If the period does not exceed 1he joining time which
woud be adnussible i Rule 9.1 of the Punjib Civil Services
Rules. Volume 1, Part | (First Edition) were applicable. For
the purpose of grant of joining time or condoning the break
in service equivitdent to the joining timc us the cuse may be, the
competent autherity may exercise the powers delegntcd under
Rule 9,19 of the Punjab Civil Services Rules.  Volume 1,
Purt, | of extending the normul joming 1ime upto v moximum
of 30 days anly. All cases in whien the break in service execeds
30 days and in which the break is to be condoned or joining
lime is to be pranted for that period. should be referred 1o
the Finance Depaitment thiough the Administrative Depart-
ment concerned for decision.

(1) If the orders of dppeintment to the new post gre
received by the Govermment servant concerned imniediately
dfter discharge from his old postor on the expiry of terminai
!:::r}w aidd the Government servant joins his new  post without
deldy,

No joining time or fravelling allowance will be udmissible
but the period of break in service may be condoned for
purposes of continuity of service under Government in
accordance with (i) above.
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(iii) In all cases in which the break in the service is con-
doned an entry will be made in the service book of the person
concerned quoting reference to the authonty conduning such
break. Where the break is so condoned there will be no
question of treating the period thereof as joining time.

(iv) Where the transfer is not in the public interest but
in the interest of the individual Government servant the past
service rendered by him will not count for seniority in the new
office and seniority in the new office will be reckoned only
from the date of Joining, Where, however, the transfer 1is
made in the public interest, past continous service will count
for seniority under the relevant rules and orders. When a
retrenched Government servant is re-employed and the break
in his serviee, if any, is condoned his past service (but no the
break itsell) will count for seniority in the new office, under
the normal rules or orders issued by Government from time
to time.

9. These orders will have effect from the date of issue.

Copy of letter No. 15003-G-55/75504, dated 23rd  November,
1955 from Shri Nawab Singh Esquire, 1.C.5., Chiel Secre-
tary to Government, Punjab to all Heads of Departments
in the Punjab, etc., etc.

Subject. Relaxation of age-limit for entry into Govern-
ment service for certain categorics of married
women.

T am directed to say that Government had for sometime
under consideration the question of relaxing age limit
for entry into service under the Punjab Government for married
women of the under-mentioned categories, provided theyare
otherwise cligible for the posts in question :

(i) Widows.

(ii) Women who are legally separated from their hus
bands or have been divorced.

(iii)) Women whose husbands have been ordered Iare Civil
or Criminal Courls to pay maintenance to them ;

(iv) Women who have, because of their deserticn,
been living separately from their husbands for more
than two years ; and
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(v) Women whose hushands have remarried.

Government consider that the lot of such women is
generally very hard in the present stage of our social develop-
ment. They should be specially provided for to enable them
lo earn  bread for themselves and their unfortunate childrerd
if any. As such, women may quite often be above the pres-
cribed minimum age for entry into Government service when
they find it necessary to seck employment under Government .
it has been decided that the maximum age limit in the case of
such women should be raised to 33 years.

9. Lam to add that a women falling in category (iv) above
will be required to submit with her application an affidavit to
the effect that she has been deserted by lier husband and has
been living separately from him for more than two years and
this affidavit should be countersigned by two respectable
persons such as members of the Legislature, Local Bodies
including Panchayats and the Bar. Where however, a' woman
has remarried on the relevant date she would not be cligible
for the above concession in the matter of age.

Copy of Punjab Government Circular letter No. 10062-G-55/
T7334, dated 1st December, 1955 from the Chief Sercretary
to Government, Punjab, addressed to all Heads of Depart-
ments, etc. ete.

Subject: Prohibition of plural marriages by Government
servanlis,

In continuation of Punjab Government letter No. 7190-G-
3544953, dated the 28th July, 1955, on the subject cited above,
[ am directed to say that Government have had under considera-
tion the question whether the permission for the re-marriage,
by a Government servant should be granted by Government
in the Administrative Department or central guidance should be
given 1o all Departments of Government to guard against
varying practices in the different Departments. After careful
consideration it has been decided that central - guidance is
necessary. Iam accordingly to request that all cases inyolv-
ing permission for re-marriage by Government servants should
be senl to the Chief Secretary in the Gazetle Branch for advice
before the requisite permission is actually granted.
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In supersession of the Regulations published with Punjib
Government notification No. 1760-G-37/18874, dated the 1st
May, 1937, as amended from time to time, the Governor of
Punjab in exercise of the powers conferred by the proviso
to clause (3) of Article 320 of the Constitution of India and
all powers enabling him in this behalf, is pleased to make the
following Regulations specifying the matters in which it shall
not be necessury for the Punjab Public Service Commission
to be consulted

Part I--Preliminary

1. These Regulations shall be called the Punjab Public
Slewiaa Commission (Limitation of Functions) Regulations,
955.

2, In these Regulations unless there is something repug-
nant in the subject or context :

(1) “Commission” means the Punjab Public Service
Commission ;

(ii) ‘Initial appointment” means an appoiniment in
the first instanee to a service or post which does
not mvolve the promotion or transfer of any one
already in the service of the Punjab Government.

Part ' If - -Limitations

3. Tt shall not benecessary to consult the Commission
on the suitability of candidates for-

(a) initial appointments to services or posts, carrying
an init:l%l salary of (wo hundred ninety-nine
rupees or less per mensem.

(b) initial appointments to services or posts enumerated
in the Schedule ‘A* hereto annexed ;

(c) appointments to a temporary post, for a period not
exceeding six months ;

(d) appointment to & permanent post of a person
temporarily for a period not exceeding six months,
if owing to an emergency having arisen, it is nece-
sary, in the public interest to fill the wvacancy
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immediately and there is likely to be undue delay

in making the appointment after  consultation
with the Commission :

(€) promotions or transfers from one service or post
to another unless the service or post to which the
promotion or transfer is made, is a service or post
an initial appointment to which must be referred
to the Commissien :

(f) officiating promotions or transfers to any service or
post, when at the time of making the promotion
or transfer there is reason to sup;'mse that the
officiating promotion or transfer wi [ be for not
mare than six months

() appeintment to uny service or post if such candidates
have Been Government servants who have retired
on pension from same service or from the same
post or frem a higher class of service or from a
higher, post of a similar “pature :

(h) absorption in a regular allied service of a person
who had been recruited inmitially on a temporary
basis in consultation with the Commission and
who has rendered satisfaclory service under the
Punjab Government for a period of at least 10
years and is considered suitable for permanent
appointment ;

(1) appointments by pmmutian‘_ or transfer from other
services or posts to the services or posts enumerated
in Schedule ‘C’ hereto anne »

(J) Omitred :
(k) Omitted :

(1) appointment of an T.A.S. Officer or a member of
the State Civil Service on the Select List as prepared
and maintained under the Indian Administrative
Service (Appointment by Promotion) Regulations,
1955, to an ex-cadre post :

Explanation—For the purpose of clause (1) an ex-cadre
post shall mean a temporary post created in the senior-scale
of LA.S, outside the LA.S. Cadre.
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(m) appointment to any service or post of any person
who may have been recommended for such appoint-
ment by the Subordinate Services Selection Board,
Punjab,

4. Tt shall not be necessary to consult the Commission
in respect of any of the maiters mentioned in clause (a) to (&)
of Article 320(3) of the Constitution of India in the case of
officers of Indian Defence Services other than the Indian Terri-
torial and Auxiliary Forces holding posts in connection with
the affairs of the State of Punjab.

5. Tt shall not be necessary to consult the Commission

(a) on any original or appellate order, connected with
a matter of discipline when such order is proposed
to be made by an authority subordinate to the
Punjab Government.

(b) on any original order proposed to be made by the
Punjab Government imposing any of the following
penalities :

(i) censure :

(i1) suspension for not more than one Year ;

(iii) withholding of increments or promotion, includ-
ing stoppage at an ecfficiency bar, for not
more than one¢ year with non-conlinuing

(¢) on any order proposed to be made by the Punjab
Go vernment on appeal other than an order en-
hancing the penalty to that for which consultation
with the Commission would have been necessary
in case the enhanced penalty had been imposed
in an original order when the order appealed
againsl is ome al—

(1) censure ;
(ii) suspension [er nol more than one year :
(iii) withholding of increments er promotion including

stoppage at an efficiency bar, for not more
than one year with non continuing effect.
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(d) on any petition or memorial connected with a
matter of discipline unless it is proposed to revise
a previous decision ;

() on any case—

(i) relating to the terminition of the probation of
any peérson ,

(ii) refating to the dischirge or reversion of an officer
otherwise than as a penalty ;

(iii) relating to the termination of the employment
ol any person in accordance with the terms
of the contract of his employment :

(iv) relating to the imposition of any penalty laid
- down in any rule or order for failure to pass
any test or examination within a specified

time ; or

(v) in which the Commission has al any previous

' stage given advice in regard to the orders to be
passed and no fresh question has thereafter
arisen for determination. unless it is proposed
lo reverse a previous decision ;

(f) on the methods of recruitment and the principles
lo be followed in making appointments to posts
which are not wholetime posts and to posts
enumerated in Schedule ‘B’ herclo annexed :

(g) Omiited

(Published with Punifab Government Notification No. 15230-G-
35/81632, dated 215t December, 1955).

SCEEDULE °A’
[ (See Regulation 3(b) |

(1) Work-charged appointments in the Public Works
Department.

(2) Any post which is not a whole-time post, Where
there is any doubt whether a post is or is not a whole-time
post the decision shall rest with the Governor.
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(3) Air Raid Precautions Officers.

(4) Appointments in connection with the Bhakra-Nangal
Project, which may be filled by foreign specialists and other
foreign personnel.

(5) Private Secretary (Political) to the Chief Minister.

(6) Specialist Officers, appointed in India, including
Indians recruited abroad, on contracts for periods not in excess
of five years, in connection with the Bhakra-Nangal Project.

(7) Chairman and Members of the Subordinate Services
Selectioa Board. 1

(8) 12-1/2 per cent of the post of Block Development
Officers under the National Extension Service Scheme.

(9) Assistant Demonstrators in the- Glancy Medical
College, Amritsar.

(10) Assistant Registrars of the V.J. Hospital, Amritsar.
provided these are tenure appointments and that the tenure
would in no case, exceed three years.

(11) Appointments to {emporary posts of Accounts
Officers, Forest Officers, and Telegraph Officers in the Punjab
Public Works Department. Irrigation Branch when filled by
deputation from the office of the Accountant-General, Punjab,
the Forest Department and the Telegraph Department. res-
pectively.

(12) Supervisors in the Public Relations Department,
Punjab.

(13) Consolidation Officers in the Consolidation of
Holding Department, Punjab, appointed up to 31st March,
1956 and thereafter.

(14) Chief Instructor and two Assistant Instructors for
the Home Economics Department, Punjab .

(15) Fire Officers in the Civil (Home) Defence Deparl.
ment.

(16) Assistant Registrars of the Medical College, Amrit-
sar, provided these are tenure appointments and that the tenure
would in no case exceed three years.
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(17) State Press Liaision Officer’'at Delhi, under the
Public Relations Department, Punjab

(18) Technical Organiser in the Industrics Depart-
ment .

(19). Officer Incharge, National Discipline Scheme in
the Education Department.

(20) Organisers in the Public Relations Department,
Punjab.

(21) Al posts of B.D.Os. created or to be created in the
ﬁhonal Extension Service Blocks In the Lahaul and Spiti
ea.

: (22) AIll posts in the Food and Supplies Department,
Punjab, when filled by the appointment of ex-employees of the
Civil Supplies Department.

(Note~—Orders in respect of these posts shall remain
operative until the 315t May, 1960).

(23) Additional Advocate-General, Punjab.

(24) Editor (Urdu) in the Public Relations Depart-
ment, Punjab.

(25) Youth Welfare Officer for Girls in the Education
t.

(26) All posts in all Departments with initial salary
of Rs 160 1-“pcr mensem and above created or to be created in
the Lahaul and Spiti area provided a resident of that area is
-appointed thereto.

. (27) Supervisor for the Cafeteria in the New Secretariat,
uilding.
(28) Staft Officer in the Civil (Home) Defence Depart-
ment,

(29) Advocate-General, Deputy Advocate-General and
Assistant Admuate-ﬁﬂnmai? 9

(30) Technician, Walout Wood Carving Training Centre
Kuln (Rs 200—10—300).
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(31) Technician, Paper Machine Training Centre,
Nagrota. (Rs 200—10—300).

(32) Technician, Tapestry Training Centre, Dharam-
sala (Rs 200—10—300).

(33) Sports Officers and sports Coaches in the Punjab
Sports Department.

(34) District Altorneys, Grade I and 7 District Attor-
neys, Grade IT in the Home (Judicial) Department.

(35) Junior and Senior Specialists appointed in India

inchiding Indians recruited abread, on contracts. for period
not in_excess of five ycars, in connection with the Beas Pro-

ject.
(36) (a) Six Class I Coaches,
(b) Six Class II Coaches.
(¢) Six Class TII Coaches.
(d) Three Divisional Sports Officers.
(¢) Nineteen District Sports Officers.
(f) One Depuly Dirccter, Sports.
(g) One Assistant Deputy Director, Sports (General).
(h) One Assistant Deputy Director (Women).

(i) One Director, Mountaineering (Men) Institute,
Manali.

(j) Four Imstructors for Mountaineering.

(k) One Organiser, Yoga Scheme.
(37)(a) One Pashmina Textile Expert in Weaving in
g’aﬁul}mmina Wool Tmining Cenire at Nurpur (Rs 200—10—

One Carpet Weaving Technician in Carpet Weaving
& Centre at Baijnath, District Kangra (Rs 200--10—300).
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(c) One Head Designer in Central Organisation and
Designing Centre at Dharamsala (Rs 200—10—300).

(d) One Hooking Technician in Hooking Rug Training
Centre at Kulu (Rs 200—10—300),

(e) One Felting Technician in Namda Training Cealtre
at Kulu (Rs 200-—-10—300).

(f) One Chain Stitch Embroidery Techuician in Chain

Stitch Embroidery on Namdas and Hussain Cloth Training
Centre, Kulu (Rs 200—10—300).

(38) Special Collector in the Stamp and Registration
Branch of the Revenue Department in the grade of Rs 270—
15—300/25--500/25—650.

(39) Twelve Class I Coaches in the Sports Department.

(40) Associate Proilessor of English, Language Teaching
Institute, Chandigarh.

(41) Temporary Assistant Engineers against which pre-
final and final year students of the Engineering Colleges in the
State of Punjab arc appointed on their  being granted
provisional Short Service Regular Commission.

(42) Field Publicity Assitants in the Public Relations
Department.

(43) Ioformation Assistants in the Public Relations
Department.

(44) District Farming Planning Education Officers.
(45) Health Educators.

(46) Social Scientist Irstructors.

(47) Health Education Extension Officers.

(48) Assistant District Attorneys in the Home Depart
ment,

(49) Director of Prosecution and Ex-Officio Joint
Secretary to Government, Punjab, Home Department.
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(50) The following posts in the Public Relations Depart-

ment—
() Public Relations Officer (Research and Reference).
(b) District Public Relations Officers.
(c) Photo and Cinema Officer.
(d) Art Executive.
(e) Technical Officer.
(i) Senior Photographer.
(g) Director, Cameramarn.
(h) Press Sceretary to the Chief Minister.
(i) Information Officers.
(7) Producer.
(k) Exhibition Officer.
(I) Senior Actor.
(m) Sound Recorder.
(n) Production/Stage Manager.

(51) Secretary, Punjab State Soldiers' Sailors’, and Air-
men's Board.

(52) Two wholetime Members of the Punjab Official
Language (Legislative) Commission.

SCHFDULE ‘B’
[ (See Regulation 5(f)) ]
1. Air-Raid Precautions Officers.
2. All appointments in connection with the Bhakra-
Nangal Project, which may be filled by foreign Specialists

and other foreign personnel.
3. Private Secretary (Political) to the Chief Minister.
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.4 Specialist Officers, appointed in India, includin g
Indians recruited abroad on contracts for periods not in excess
of five years, in connection with the Bhakra-Nangal Project.

5. Chairman and Members of the Subordinate Services
Selection Board.

6. 25 per cenl of the posts of Block Development Officers
under the National Extension Service Scheme.

7. Consolidation Officers in the Consolidation of
Holdings Department, Punjab, appointed up to 31st March,
1956 and thereafter.

|

8. Allpostsin the
Food and Supply

Department when

filled by the appoint-
ment of ex-employees
of the Civil Supplies |
Depariment, Punjab

9. One Accounts Offi-

cer |

10. One Assistant | inthe (Vote.—Orders

Director Food in respect  of

1. One Statistical ’ and Sup- | these posis shall

» plies De- l}‘ remain operative
i

12, One Administra- partment, ; wuptil 31st May,
tive Officer Punjab | 1960)

13. Four District Food | i

and Supplics -

Controllers f

14.  Three District
Food and Supplies
Officers

15. Two Superinten-
dents (Headquarters)
16. Three Superinten-
dents (District Officers)
17. Eight Senior Audi-
tors

18. Six or seven Assis-
tant Food and Supplics
Officers 4




19. All posts in the ]
Food and Supplies De-

partment, when filled L
by the transfer of offi- i
cials serving in other '
Departments. J

20. Additional Advocate-General, Punjah.

2i. Editor (Urdu) in the Public Relations Depariment,
Punjab.

22. Youth Welfare Officer for Girls in the Education
Department.

23. All posts in all Departments with initial salary of
Rs 160 per mensem and above, created or Lo be created in the
Lahaul and Spiti area, piovided a resident of that area 1s
appointed thereto.

_ 24, Supervisor for the Cafeteria in the New Secretariat
Building.

25. Staff Officr in the Civil Home Defence Depart-
ment,

26. Advocate-General, Deputy Advocate General and
Assistant Advocate-General, Punjab.

27. Sports Officers and Sports Coaches in the Punjab
Sports Department. i

28. District Attorneys, grade | and 7 District Attorneys.
grade 1. in the Home (Judicial) Department.

29, Junior and Senior Specialists, appointed in India
including Indians recruited abroad, on contracts for periods
not in excess of five years, in connection with the Beas Project.
30. (a) Six Class | Coaches.
(b) Nine Class II Coaches.

(c) 8ix Class Il Coaches.
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(d) Three Divisional Sports Officers.

(¢) Ninteen Distriet Sports Officers.

(f) One Deputy Director, Sports.

() One Assistant Director (General).

(h) One Assistanl Director (Women).

(1) One Director Mountaineering Institute, Manali.

(i) Four Instructors for Mountaincering.

(k) One Organiser, Yoga Scheme.

(31) Bpecial Collector inthe Stamp and Registration
Branch' of the Revenue Depariment in  the grade of
Rs 270—15--300/25—500/25—530.

(32) Twelve Class [l Coaches in the Sports. Department.

(33) Associate Professer of English, Lognuage Teaching
Institute, Chandigarh.

i 34) Temporary Assistant Engincers against  which
pre-final and final years students of the Engineering Colleges
in the State of Punjab are appointed on their being granted
provisional short-service Regular  Commission.

(35) Assistunt District Attorneys in the Home Depart-
ment.

(36) Director of Prosccution and ex officio Joint Secretary
to Government, Punjab, Hoine Deputtment.

(37) The following posts in the Public Relations Depart-
mient —

(4} Public Relations Officer (Rescarch and Reference).
(b) District Public Relations Officers.

(c) Photo and Cinema Officer.

(d) Art Exccutive.
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(e) Tech 1ical Officer.

(f) Senior Photographer,
(2) Director Cameramen
(h) Press Secretary to the Chief Minister.

(1) Information Officers.
(j) Producer.
(k) Exhibition Officer.
(T) Senior Actor.
(m) Sound Recorder.
(n) Production/Stage Manager,
(38) Secretary, Punjab Siate Soldiers’. Sailors’ and Air

men's Board.
SCHEDULE ‘C’
[See Regulation 3(1)]

I. Consolidation Officers in the Consolidation of Hold-
ings Department appointed up to the 31st March, 1956, and
Lherealier.

2. 12-1/2 per cent posts of B.D.Os. under the National
Exi¢nsion Service Scheme.

3. One Accounts Offi-

cer (Headquarters) |

4. One Assistant f

Director (Headguarters) i

5. One Statistical in the {Note.—Orders
Officer (Headquarters) « Food in respect of
6. One Administra- + and Sup- these posts shall
tive Officer (Head- plies De- remain o
quarters) \ riment,  tive up till 3]st
7. Four District Food unjab May, 1960)
and Supplies Controllers

8. Three District Food
and Supplies Officers

9. Two Superintendents
(Headquarters)
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10. Three Superinten-
dents (District Offices)

11. Eight Senior
Auditors

12. Six/Seven Assis- |
tants, Food and Supplies |
Officers |
13. All posts in the }
Food and Supplies
Department when filled |
by the transfer of offi- k
clals serving in other
Departments

J

Copy of letter No. 15386-G-55/83568, dated the 3rd January,
1956 from the Chief Secretary to Government, Punjab, to
all Heads of Departments, efc.

Subject—Instructions regarding public parties and farewell
entertainments in honour of Government servants.

With reference to the instructions confained in the press
communique dated the 4th May, 1937, circulated with Punjab
Government circular letter No. 8852-G-50/14952, dated the
23rd December, 1950 on the su!ﬁject_ noted above. [ am directed
to say that the question of allowing Government servants to
attend farewell entertainments has been considered and it has
been decided that a Government servant may attend a farewell
entertainment except by a non-official or a subordinate Goverg-
ment servant, of a substantially privafe and informal character
held in his honour of any person who has recently ceased to be
in the service of the Government or who has retired from service.
A suitable provision has been made in the Government Ser.
vants® Conduct Rules, 1955, which are being issued separately
vide Punjab Government letter No. 15229-G-55/78145, dated the
5th December, 1955. The instructions referred to above may
please be considered to have been modified to this extent.

Copy of letter No. 2319-P(C)-56/9324, dated the 2ud March,
1956 from the Chief Secretary to Government Punjab, to
all Heads of Departments, etc. ete.

Subject.—Government servants directly approaching Ministers
for the redress of their personal grievances ete,
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[ am directed to invite a reference to Punjab Government
letter No. 4174-P-54/17154, dated the 28th July, 1954, in which
Government servants were forbidden to approach Ministers for
the redress of their personal grievances, excepl by getting a
permission from superior officers. An instance has now come
to the notice of Government where a Goyernment servanl has
approached a Minister in connection with personal affairs,
without obtaining the prior approval of his Head of Depart-
ment. Such a practice is not only contrary to the instructions
issued by Government {rom time to time bul subveris discip-
line and should, therefore, be completely stopped. I am to
request that all Government servants serving under you should
be made to note these instructions carefully and told in express
terms that any breach thereof will render them liable to discip-
linary action.

Copy of Punjab Government Circular letter No. 16424-G-55/
19030, dated 16th March, 1956 from the Chief Secretary to
Government, Punjab, to all Heads of Departments, etc., ete.

Subject — Rceruitment through the Public Service Commission.

I am directed to invite a reference lo Punjab Government
endarsement No. 9804-G-55/50050, dated the 17th August, 1955,
on-the subject cited above and to say that ordinarily Masters/
Mistresses possessing B.A., B.T., qualifications are recruited
in the Punjab Educational Service (Non-gazetted) in the grade
of Rs 110—8—190/10—250 but M.As (I or II Class) B.T., are
given an initial start of Rs 150 in the same grade. A guestion
has arisen whether the recuritment of Masters/Mistresses poss-
sessing M.A. (Tor IT Class) B.T. qualifications on Rs 150 per
mensem in the grade of Rs 110—8—190/10—250 is to be made
through the Public Service Commission. The matter has been
examined carefully in consulfation with the Law Department
and Government are advised that the words “posts when carry-
ing an initial pay of Rs 150 or more™ used in Punjab Govern-
ment letter referred (o above refer to those posts whose grade
of pay in the time-scale starts from Rs 150 per mensem or above.
Asin the present case the grade starts from Rs 110 per
mensem reference to the Public Service Commission is not
necessary notwithstanding the faci that higher start at Rs 150
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per mensem in the same grade isto be given to persons posses-
sing higher qualifications. It is possidle that there may be
similar cases in other Departments where higher start at Rs 150
or above may have to be givenin a %adc the minimum of which
1s less than Rs 150 per mensem. all such cases, therefore,
recuritment will be made through the Subordinate Services
Selection Board and not through the Punjab Public Service
Commission. T am accordingly to request that the E;frmsitiuu
may be brought to the nolice of all concerned for guidancs,

Copy of Punjab Government Circular letter No, 1625-G-56/
19079, dated 16th March, 1956 from the Chief Secretary to
Government, Punjab, to all Heads of Department ete., etc.

Subject. Recruitment through the Subordinate Services Selec-
stion Board

{fam directed 1o say that it has'been brought (o the notice
of Goyvernment by the Subordinate Services Selection Board,
Punjab, thal as a rule they recommend candidates to depart-
ments in the order of merit obtained by them in the test/interview
conducted by the Board. Some departments, however, do not
appoint the candidates in the order prescribed by the Board
but adopt the policy of “pick and choose™ which is clearly
objectionable and hardly fair to the candidates who attain higher
positions. T am to add that the ordinary convention in such
cases is that the advice of the Board should normally be accep-
ted and the order of merit determined by them should nnt?&
disturbed. I am accordingly to request that this practice of
“pick and choose™ by the departments should cease and the
candidates should ordinarily be appointed in the order recom-
mended by the Subordinate Services Selection Board.

Copy of letter No. 2297-P-56/18382, dated the 4th May,
1956, from the Chief Secretary to Government, Punjah, to
All Heads of Departments in the Punjab.

Subject. Channel of Correspondence.

I am directed to refer to paragraph 37 of the Punjab Gov-
ernment Consolidated €ircular No. 5 which inter-afia lays
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down that subordinute officers should always address higher
authorities/Government through their superiors and any body
infringing this rule and writing cither to higher authorities or
attempling in other ways 1o bring his wishes to the notice of
Government will be linble to disciplinary action. Instances
have come fo the nolice of Governmeni where these instruclions
have not been observed by Government servants and where
higher authorities have been approached over the head of their
immediate superiors. This tendency shows indiscipline on the
part of Governmenl servants and is required to be firmly eurbed.
I am accordingly to request you to warn all Government ser-
vants working under you nol te write or approach, otherwise,
the higler authoritics or Gowvernment through the proper
channel viz.. the Head of Office, Head of Department, cte., as
the case may be, and that any Gevernment servant infringing
this rule will render himself liable to disciplinary action,

Copy of Circular letter No. 9129-G-56/3964, daved the 17th
September, 1956 from the Chief Secretary to Government,
Punjab, te all Heads of Departments etc., efc.

Sub ject —Procedure ta be followed in selection of officers/offi-
cials for promotion to higher posts—Greater empha-
sis on merit than on seniority.

I am directed to refer to the correspondence resting with
Punjab Government letter No. 2334-51/1-2152, dated the 6th
April, 1951, regarding the maintenance of Ranking lists for the
purpose of promotion and to state that the question of laying
greater emphasis on merit rather than seniority has been
engaging the attention of Government for sometime past.
Although theoretically, the principle is recognised that Fremn-
tion to selection posts mmplies a conscious act of selection,
Government are convinced that, in practice, promotion is pri-
marily made not on_the basis of merit but on the basis of seni-
ority-cum-fitness. It cannot be ignored thai selection for the

ose of promotion also affords chances of abuse and there-
ore some method has to be found which would safeguard against
this. Itisalso necessary to ensure that, in an cffort to widen the
scope¥ of eligibility for promotion to higher posts imma-
ture officers/officials are not included and due weight is given
to experience.
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_ Taking all the aboye mentioned points into consideration
it has been decided tu_ado?t the following revised procedure for
selecting officers/officials for promotion to sclection posts —

(i) A standard of required minimum eXperience in respect
of each kind of higher post should be laid down in
terms of years of service in consultation with the
Public Service Commission/Subordinate Services
Selection Board, excepl in cases, where a reference
to the Commission/Board i1$ not under the rules,
required for making such appointments.

(ii) A Tist should then be drawn up of officers/officials
possessing the requisite minimum length of service
as laid down above.

(iii) Out of the lists so prepared, sclection for filling the
vacancics which may have arisen, will be confined to
first three candidates for cach vacancy. For every
vacancy a slab of three suitable officers/officials is
to be formed and unless a4 junior among them hap-
pens to be of exceptional merit and suitability, the
senior -most will be sclected. This does not mean
that after sclection has been made the other two
become unsuitable. For the next vacancy another
slab of three will be formed and the two who were
not selected for the first vacancy will necessarily
have to be included in that slab. It is quite possible
that one of them may be seclected for the second
vacancy. In effect, therefore, after one slab has
been formed for the first vacancy, every subsequent
slab will necessarily’ contain two candidates of the
slab preceding it.

(iv) The criterid to be observed for making the final
selection of officers/officials for the vacancies in
question will be:—

(a) An officer known to be dishonest will not be pro-
moted. For the rest, each ufﬁmrjaﬂiuial would
have to be judged on the basis of ability, indus-
try, personality and bearing, experience and
aptitude. Tt is difficult to lay down gﬂnerag{
what importance should be attached to ea
of these qualities. This would have to depend
on the nature of the posts in question.
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(b) While making selection for purposes of promotion
to higher selection posts, out of the three suit -
able candidates for each post, seniority would
be ignored’only in favour of that junior candi-
date who is considered to be of exceptional
merit. No Selection Committee need be formed
or a written test or an interview need be intro-
duced for the purposes of selection.

3. Tn respect of selection to gazetted posts, appeals against
non-selection will be disposed of by the Council of Ministers,
if they lie to Government. In other cases, where no appeals lie,
or where the appeal lies to an authority subordinate to Govern-
ment, a representation against rejection of the appeal by the
latter authority for non-selection will also lie to the Council of
Ministers. The period for such appeals/representations to the
Council of the Ministers shall be one month from the date of
the receipt of the orders represented against. These appeals/
representations will normally be disposed of by the Council of
Ministers within two months of their receipt. It will not be
necessary for the Council of Ministers to consult the Public
Service Commission in these cases.

The following procedure in putting up the case to the
Council of Ministers would be followed. The memorandum,
will in addition to the facts of the case, describe the history of
service of the officers/officials concerned and nlso include
cummary of their personal files. The personal files of the offi-
cersfofficials concerned would also be made available to the
Council of Ministers for reference if necessary. The Adminis-
trative Secretary will put up such memoranda through the Chief
Secretary, in thc Gazelle Branch, who would examine the
case and make such revisions in the draft, as may be necessary,
with a view to easuring that the case of the representing officer
does not go by default.

4. Tt is intended that the new principles io be adopted for
the selection of officersjofficials should apply to all posts to be
filled by selection, whether within the cadre of the same service
or from one service to another even if consultation’with the
Public Service Commission/Subordinate Services Selection
Board, as the case may be, is required. Where a reference to
the Commission/Board is required under the rules, a list con-
taining the names of officers/officials with the requisite mini-
mum Iength of service, weeding out the upsmtabics, should be
prepared and forwarded to the Commission/Board keeping in




69

view the fact that if there is one vacancy, three names ; if two,
four names and if three, five names and so on are recommended.
In doing so, the character rolls of the officers recommended
and also of those with the preseribed minimum length of ser-
vice, who are not recommended, will be forwarded to the
Commission/Board.

5. These instructions supersede all previous instructions,
if any, on the subject and shall come into force with immediate
effect. They should be brought to the notice of all concerned
for informatien and guidance. :

Copy of Circular Letter No. 15574-G-1-56/8603, dated the 19th
November, 1956, from Shri Nakul Sen, L.C.S., Chief Secre-

tary to Government, Punjab to all Heads of Departments,
efe. ete.

Subjeci—Pay to be allowed to direet recruits to various
services during the period of probation.

I am directed to say that it has come to the notice of Go-
vernment that there is no uniform practice in allowing the pay
to candidates appointed to various services during the period
of probation and training inasmuch as in some departments
the new recruits start at the minimum of the time scale of pay
preseribed, while in others some sort of allowance is allowed
during the period of probation, which is much less than the
time scale anthc officers concerned. This state of affairs is unsatis-
factory and causes heart burning among the services. Accord:
ingly the matter has been considered at length by Government
and after a careful examination, it has been decided that a uni-
form policy should be followed in all departments and  that
the direct recruits should be given the minimum of the time
scale of pay of the post during the period of training and proba-
tion.. In order, however, to ensure successful c.mpletion of
training by the probationers within the prescribed period, it has
been urther decided that such candidates should not be allowed
to draw the first increment till they haye completed all trai nin
and passed the departmental examinations, whichever requir
under the existing rules.

2. The above decision will come into force immediately
and the existing direct recruits who are undergoing training
or are on probation should be allowed thie pay at a rate equal to



70

the minimum of the time scale of the service to which they
belong with effect from st November, 1956.

3. Iam to request that action may be taken in accordance
with these orders and the 'service mles may be amended
wherever necessary.

Copy of Punjab Government Circular letter No. 3992-G-II-56
3421, dated 15th January, 1957 from the Chief Secretary to
Government, Punjab addressed to all Heads of Departments,
etc. etc.

Subject :—Plural marriages— Government servants.

I am direcied to invite a reference to Punjab Government
letler No. 12897-G-54/1775, dated the [8th January, 1955,
and subsequent instructions issued by them on the matter of
prohibition of plural marriages by Government servants and
to intimate that the Government of India have amended the
Central Civil Services (Conduct) Rules, 1955, to provide therein
that no woman Government servant shall marry any person
who has a wife living, without first obtaining their permission.
The Government of India have further ordered similar amend-
ments to be incorporated in the rules or orders relating to
recruitment to services and posts with which they are concerned.

2. As heretofore the Punjab Government have decided
to follow the Government of India in this behalf inasmuch as
they have decided to order the mnecessary amendments also
being carried out in the corresponding rules and orders relating
to the services and posts under them. In respect of such
Government servants, naturally, the requisite permission, for
marriage with a person already having a wife living, would be
that of the State Government. Since incorporation of necessary
amendments in the relevant rules would take time, it has been
decided that pending formal incorporation, the principles
thereof should be observed as if the relevant rules h:;l.(iJ actually
been amended.

Copy of Circular letter No. 3863-G-1I-56/10417, dated Ist
February, 1957 from the Chiel Secretary to Government
Punjab to all Heads of Depariments, etc. etc.

Subject -—Medical Certificate of [itness on First Entry into
Government Service,
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I Am directed to invite a reference to Rule 3.1 of the Punjab
Civil Services Rules, Volume T, Part I, which inter alia lays
down that no person except as provided in Ruies 3.2 and 3.3
may be appointed in India to a post in Government service
without the production of a medical certificate of health in {he
preseribed form and to say that it has come to the notice of
Government that the provisions of this rule are not strictly
complied with in the various departments. Persons are ap-
pointed to pazetted and non-gazerted posts without obtaining
from them the necessary health certificates before hand. This
results in complications. Audit are not inclined to authorise
pay to gazetted Government servants unless they have pro-
duced a medical certificate of their fitness. Difficulty may also
be experienced by following this method if a person appointed
to a Government post is declared medically unfit after he has
put in service for a sufficiently long period. In order to avoid
such eventualities, I am to impress upon you that the provisions
of Rule 3.1 ibid should be enforeed rigidly and in future no
person should be appointed to a post in Government service
unless he produces a medical certificate of health.

Copy of U.O. Circular No. 1673-G-11-56, dated 22nd March,
1957 from Chief Secretary to Government, Punjab to all
Administrative Secretaries to Government, Punjab.

Subject :—Procedure to be observed by Administrative
Departments of the Punjub =~ Government in
their dealing with the Punjab Public Service
Commission.

Will the Administrative Secretaries to Government, Punjab,
kindly refer to the procedure noted above as subject, circulated
with Punjab Government letter No, EId—GS-S?jSEE?-S, dated
June, 1937 and subsequent correspondence contained in Punjab
Government letter No. 4596/1178-G.S.-37/9276, dated the
10th September, 1937 and letter No. 475 P.S.C. 37, dated the
12th July, 1937, from the Secretary, Punjab and North West
Frontier Province, Joint Public Service Commission, repro
duced on pages 29 to 35 of the booklet entitled ‘*Re%ulaﬁnn
and Instructions Governing the work of the Provincial Public
Service Commission in the Punjab."

2. In ?a:agra h 5 of the Public Service Commission
letter No. 475 P.S.C. 37, dated the 12th July, 1937, af page 35,
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a time limit of 6 months has been prescribed for filling up,
out of the name. recommended by the Public Service Commus-
sion, additional vacancies which were not intimated to the
Public Servicei Commission when inviting recommendations.
After the expiiy of six months a fresh reference to the Public
Service Commission will be necessary to fill up an additional
vacancy not intimated to the Commission earlier. Government
have noticed that there is no uniformity regarding the obser-
vance of this time limit. They desire that the procedure out-
lined above should be rigidly adhered to. The time limit of
six months will not, however, apply to a case where a"candidate
had declined to accept the post offered to him against a vacancy
which was intimated to the Public Service Commission. Such
a vacancy can be filled up even afier the expiry of six months
out of the approved list of candidates initially received from
the Commission.

Copy of Circular letter No. 1028-GII-57/27804, dated the
29th March, 1957 from Shri Nakul Sen, I.C.S., Chiefl
Secretary to Government, Punjab to all Heads of Depart-
ments, efc. etc.

Subject :--Counting of purely temporary service for
purposes of sepiority.

I Am directed to say that according to the instructions
contained in Finance Department letter No. 8398-FR-56/6165,
dated the 14th September, 1956, a Government servantappointed
locally in a purely temporary capacity when absorbed in a
regular post on the recommendation of the Subordinate Services
Selection Board, is allowed the benefit of previous temporary
service towards increment and leave. A question had arisen
whether such Government servants should also be given the
benefit of this t rary service for purposes of seniority.
It has been decided that a temporary appointment made without
the recommendation of the Board, is just a makeshift arrange-
ment and cannot, therefore, count for seniority which should,
in such cases, be determined with reference to the date on which
the recommendations of the Board are received.
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Copy of Punjab Government Circular letter No. 4060-G-11-
57/54997, dated 25th June, 1957 from the Chief Secre-
tary to Government, Punjab to all Heads of Departments
E‘c- ml

Subject —Filling up of vacancies (hrough Employment
Exchanges,

I aM directed to refer {o the instructions contained in
Punjab Government letier No. 132-G-TI-56/1118, dated the
2lst January, 1957 and all preceding correspondence on the
above subject and to state that a doubt has arisen whether
or not these instructions are also applicable to short term
vacancies. Government have given a careful thought to the
matier and have decided that all the vacancies including the
short term vacancies required to be filled through the

loyment Exchanges should be anticipated well in time
and notified fo the Exchanges. In case the Exchanges fail
to provide suitable candidates within three weeks of the
receipt of the requisitions made to them, it will be open to the
appointing authority to fill up the vacancies himself from the
open market,

—_—

Copy of Punjab Government Circular letter No. 4819-C-IL-
57/11919, dated Bth July, 1957 from the Chief Secre-
tary to Government, Punjab addressed to all Heads of

Departments etc, ete.

Subject —Dismissal of Government servants on con-
viction, '

I Am directed to address you on the subject noted above
-and to say that an instance has come to the notice of the State
Government in which a Government servant who had been
convicted by a court on a charge involving moral turpitude
was Jismissed from service nearly a year after the date of
his conviction. Consequently Government had to pay him
subsistence allowance for the whole of the intervening period.
The instructions already issued in Punjab Government letters
No. 1048-ACC-51/940, dated the 6th August, 1951 and
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No. 8789-51/1/8129, dated the 6th November, 1951 on the
subject are clear enough, If these had been carefully followed,
this unnecessary expenditure would have been avoided. For
the sake of clarilication, I am to issue detailed instructions
on the subject.

5 Rule 7.6 of the Punjab Civil Services Rules, Volume 1,
Part I, requires that a Goyernment servant againsl whom a
criminal charge is pending  should be placed under
suspension, if (1) the charge 15 connected with his position as
2 Crovernment servant or (ii) is likely to prove embarrassing
in the discharge of his duties as such, or (1ii) involves moral
turpitude. The implication of this rule is thal if the criminal
charee does not fall under any of these three calegories,
it will not be necessary to suspend the Government servant.
It follows that on conviclion in the case of such a charge, it
will also not be necessary that the Government servant
should be dismissed or removed from service. Thus rule
7.6 of the Punjab Civil Services Rules, Volume I, Part I had
the effect of dividing cases in which Government servants
have been convicted of criminal charges into two classes —

(i) cases in which dismissal or removal from seryice
should follow automatically

(ii) cases in which it need not so follow .

3. In cases falling under class (i) under proviso (b) to
sub tole (2) of Rule 7 of the Punjub Ciyil Services (Punish-
ment and Appeal) Rules, 1952, read with rule 7.6 of the Punjab
Civil Services Rules, Volume T, Part I, the convicted Govern-
ment servants should be dismissed or remoyved from service
immediately on receipt of intimation of conviction
without waiting for appealor revision. It will not be necessary
in such cases to follow the procedure laid down in Rule 7(1) of
the Punjab Civil Services (Punishment and Appeal) Rules;
1952 , regarding the holding of departmental enquiries. All
that the Administrative Department need examine is whether
the order passcd should be one of dismissal or.removal. If,
however, on appeal or revision, the conviction of the Govern-
metil servant, is set aside, he should be immediately reinstated.
In case it is decided to subject him to departmental pro-
ceedings after his acquittal or discharge by the appellate
court, such action could as well be taken after reinstating him
The mere factthat an appeal has been filed by the Go-
vernment Servant against his conviction should not deter the
punishing authority from infliction a suitable ishment

on him as provided in proviso (b) to Sub-rule (2) of Raule 7
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riig st;c Punjab Civil Services (Punishment and Appeal) Rules,

In cases falling under class (i) action should be taken on
the merits of each case. In some cases, it may not be neces-
sary Lo take any departmental action at all.

4, Under Rules 1to 3 of Chapter VLA of the High
Court Rules and Orders, a Mugistrate faking cognizance
of an alleged offence against a Government servant is bound
to report without delay to the District Magistrate about the
commencement of such proceedings together with brief details
of the case. On receipt of such a report the District Magis-
trate is required to forward a copy thercof to the local Head
of the Department to which the accused officer belongs. A
further report is required to be sent in the same way on the
termination of the proccedings stating whether they have
terminated in conviction, discharge or acquittal. In cases of
conviction a copy of the judgement must also be forwarded
to the Head of the Department concerned. Further, in Punjab
Government letter No. 8789-G-51/1/8/189, dated the 6th
Noventber, 1951, instructions were issued to all Heads of
Departments etc. that the prosecuting officers conducting
cases against Government officers in courts should be directed
to ensure that prompt intimation was sent {o the Adminis-
trative authorities concerned wherever orders convicting
any Government servant of a criminal offence were passed in
cases handled by them. It seems that these instructions are
not being carcfully observed by courts prosecuting officers
and District Magistrate and T am to request that the Head
of Departments concerned to wensure their compliance for
the fulure. Prompt intimation of conviction to the authority
empowered to dismiss the Government servant is an obvious
and essential pre-requisite to the prompt dismissal or removal
of that Government servant.

5. I am directed to cmphasise that the instructions
contained in this letter should be strictly followed in future.
They supersede all previous instructions issued on the subject.
Copy: of letter No. 4540-GII-57/12538, dated the 15th July, 1957

from the Chiel Secretary to Government, Punjab,
Chandigarh, to all Heads of Departments, ete. etc.

Subject :-Usck of Government servants  for privule
work.

_ Government frequently receive complaints against indi-
vidual officers alleging thal they take private work from
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Governoment servants under their control. I am directed to
address you in order to clarify policy of Government on
this subject. d

2. The extent to which Government servants are used for
private work wvaries in the different departments. The attitude
of the average officer is, however, more or less the
same in all departments, viz., that using Government servants
for private work is a practice which has the sanction ol wide-
spread and old usage. The possibility of this practice amount-
ing, in certain circumstances, to dishonesty is neither taken
into account by the officers indulging in it, nor by their
departmental heads. For dishonesty there is the firm rule that
dismissal is the only right punishment, and it is, therefore,
a matter of importance to clarify whether use of Gevernment
servants for private work does amount to dishonesty (meriting
dismissal) or not.

3. Since circumstances vary a great deal, it is difficult
to lay down a rigid policy thattaking private work from
Government servants should always be construed as dis-
honesty meriting dismissal. The circumstances attending each
case would always have to be gone into the severity of punish-
ment in a proved case left to be determined on the merits of
that particular case. On one extreme there cam be circum-
stances in which the practice may be totally innocent deserving
no notice from Government ¢.g, the use of & personal orderly
out of office hours, with his willingness and on payment for
duties not of a menial character. On the other extreme,
there can be circumstances in which the practice would amount
to dishonesty meriting dismissal e.g. the use of gangmen as
regular whole-time domestic scrvants. Since it is necessary
that the honest Governmen! servanls should know where
exactly he stands, and equally necessary that the dishonest
Government servants should have warning of Government’s
intention to treat certain form of this practice as acts of
corruption, this letter secks to analyse (he various types of
cises and to indicate the lines on which they should be
dealt with.

4. Broadly speaking, two kinds of cases arise:

(1) Where the Government servants from whom private
work is taken are on the personal staff of the officer
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coneerned, e.g. his Personal Assistant, Stenographer
or orderhlies.

(i1) Where the Government servants [rom whom private
work is taken are nol on the personal stafl of the
officer  concerned, though his subordinates
otherwise ;

5. Regarding (i) there is a widespread practice for personal
Assistants and Stenographers 1o be utilised for mainbining
some of private files of their officers und also for titking pri-
vale dictation of an oceasional » character. Within reasonable
limits and so leng as this does net effect Government work ad-
versely, there can be no objection to the practice. For order-
lies the nature of their duties is such that it is difTicult to draw
the line gs to where official work ceases and private work begins.
Here too, within reasonable limits, there can be no ohijection
lo some private work being taken from orderlies and peons.
These limits have been defined in a whole serics of policy
letters noted in the margin on the subject “Employment of
peons s private servants.™

The gist of these is that peons may with their consent on
payment and outside office hours be utilised for privite
work of a non-menial character. Sometime il is necessary

to make i peon do privale work of an
() to. TIHH. Genl),  occasionul character even during officc

dnted  th iy . F ’
- qumrg,rl[;zij : hours, and no scrious objection cin be
(if) qufﬁ? lh:f- ey tuken to this. Cuses falling in this category

November, 1934, are thus simple ones, the brief position in

e ?ﬁghuszﬁ,‘f&”ﬁm respect of them being that no notice need

3ist May, 1947, be laken unless reasonable limits are
{iv) Eqih ﬁﬂg-la-’?d-ﬂ"?{ht exceeded, in which event at worst there
: Ezndbﬂghar, 1945, would be an instance of irregular (not
v} Mo, TATG-s0

]l-ll.!li}. d’aru! {m SRLEEED 1} conduet.

3t October, 1950,
{vi) No. 1978-G-51/1/

3370, dated the

Bth Juneg, 1951,
{vii) No. 9566-0-53/

m:ﬂl da.'lﬂd e

351 Nov,, 1953,

6. Regarding (ii) a distinction necds to be made between
cases in which private work is taken from such Government
servants on rare occasions (e.g. at the time of packing-
up on transfer]) and when private work is taken on a regular
and more or less whole-time basis (e.z. casc of gungmen
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mentioned in para 3 of this letter), the former amounts
to imregular conduct if - the Government servants
concerned are utilised against their will or during
office hours. The Iatter is a serious type of case in which
dishonest conduct should normally be presumed. Facts
may differ widely in such cases, but the test for classifying a
particular case as a case of dishonesty is whether wilful dis-
honesty is actually present. Tfso, no quarter should be given.

7. The practice of using Governmenl servants for private
work has been a widespread and an old one, and uniill now
it has never been regarded with such severity, even when an
element of dishonest conduct wns present. For the future,
Government would like the new stundards of judgment laid
down in this letter to be applied to individual cases that may
come up. [amforequest you to bring these insiructions to
the notice of all concerned serving under you for strict com-
pliance. Past cases involving element of dishonesty should not
be ignored, but should receive lighter punishment (depending
on individual circumstiances) than the exireme one of dismissal
which normally goes with dishonesty.

Copy of letter No. 5096-GII-57/70813, dated 12th August, 1957,
from the Chief Secretary to Government, Punjab, to all
Heads of Departments, ete, -

Stlyject—Recruitment through Subordinate Services Selection
Board, Punjab.

~ In order to avoid unnecessary expenditure to Government,
inconvenience to candidates for different posts in the purview
of the Subordinate Services Selection Board, as also to meet
the demands of the Departments for staff promptly. the Board
have, in the end of each ealendar year, been Tequesting the
Departments to send in estimates of their requirements of staff
for the succceding financial year. The Departments, it has
been  observed, have not been giving due attention to such
requests from the Board and had either kept quiet, or given
too high or too low estimates of their demands, without visua-
lising the consequences, this laxity on their part entailed. The
Board had, in such cases either to readvertise the posts and
undergo the whole process of making selections with extra
expenses to the State and work to its staff or tell the selected
candidates that they had no appointments to offer to them,
thus puiting them to inconvenience and exposing themselves
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to avoidable public criticism.

2. I am to make it clear that Government take a strong
exception to such practices on the part of the Departments
and will hold the heads of the Departments personally res-
ponsible for such lapses in future. Goveroment do realise that
In somc Gises it may not be possible to anticipate the demands
correctly, but such cases cannot be many and they feel that if
the following two classes of anticipated vacancies are kept
in consideration. it would not be difficult to formulate exact
demands:—

(a) Vacancies duec to retirements in the year.
(b) Vacancies on account of approved schemes.

., The Depariments must also work out the number o
anticipated vacancies on account of schemes that are in the
process of sanclion and intimate to the Board, with clear
remarks that the posts are likely to be created and an intimation
aboutl their being created or turned down [ inally, will be sent
to the Board promptly.

Copy of Circular letter No. 6576-PI(C)-57/18892, dated the
~ 27th September, 1957, from the Chief Secretary to Go-
vernment, Punjab, (o all Heads of Departments, efe., etc.

Subject —Grant of overtime allowanes o peons who arc
called to duty after office hours and on holidays.

I am directed to address you on (he subject noted ahove,
and to state that the Governor of Punjab is pleased to enhance
the rate of overtime allowance from Rs 0,25 to Rs 0.37
day to cach of fhe peons inchuding Jumadars employed at
their headquariers when they are detained in office on official
duty after one hour of the usual office hours. The allowance
will also be admissible to those who may have to be called for
official duties to office or at the residence of officers at the
Secretariat headquarters on  Sundays and holidays. No over-
time allowance will be admissible o peons and jamadars when

ey accompany ‘officers on tour and to those working in the
offices of Deputy Commissioners and Commissioners in the
Divisions.
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2. Care should, however, be taken to see that this con-
cession is not abused and the peons are only detained on duly
in really genuine cases in the interest of Government work.
As a rule such use of ptons should be avoided in particular
by the officers who have more than one peon. The dutics of

peons in their case should be so arranged that one peon works
upto 4 P.M. and the other comes on duty from 12 noon and
works uplo 7 P.M. (6 P.M. in winter) if nced be office peons
must not be detained on duty except under express orders of
their Superintendent or any other Gazetted Officer. The
office who required his peon for such a duty shall certify before
payment is authorised. The drawing officers should furnish
the following certificates in support of all contingent bills re-
lating (o claim of overlime allowance granted to peons who ure
called fo duty after office hours: —

(1) *Certified that the peons and Jamadars for whom
overtime allowance has been claimed in the bill
were actually required for duly after one hour of
the usual office hours or on holidays".

(2) “"Certified that T have satisfied myself that the
requircments of the orders issued in Chief Secreta
to Government, Punjab's letter No. Ed?ﬁ-PI(Cﬁ'
18892, dated the 19th September, 1957, have been
complied with in case ol peons und jamadars for
tx:f_hﬁuﬂl overtime allowance ﬁs been claimed in this

il

3. The expenditure involved will be debited to the primary
unit ‘Contingencies’ of the office concerned.

4. This letter will supersede the instructions issued by
Hilc State Government on this subjeet [rom time to lime in
¢ past.

Copy of Punjab Government Circular letter No. 87/56-P1(C)-
57/21016, dated 18th October, 1957, from the Chief Secretary
to Governmeni, Punjab, addressed to all Heads of Depart-
ments, ete., ele.

Suhject :—War Service concessions to the Staff of the
erstwhile Pepsu Government,

The question of the grant of War Service concession to
those employees of erstwhile Pepsu Government who were not
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granted such benefits by the Government before the integration
of Punjab and Pepsu has been under consideration of this
State Government. It has been decided that no benefits in
respect of War Service should be given to such personnel.

2. Government  have, howsver,fdecided that in the matter
of dispute arising out’of the grant’of war ‘service concessions
in the past, whether in the erstwhile Punjab’or Pepsu these will
be examined in the light of the rules and ‘instructions under
which the concessions in point were{granted at that time, Such
of the disputes as were pending in erstwhile Pepsu, may be dis-
posed of in the New State, as they would have been had their
been no merger.

Cepy of Ciruclar letter No. T9T8-G{11)-57/21306, dated the 25th
October, 1957, from the Chief Secretary to Governmesnt,
Punjab, to all Heads of Departments, ete., efe.

Subject:-~Amendment of Service Rules so as to make
provision for probationery period at all stages of
promotion.

I Am directed o say that the procedure regarding the con-
firmation of the Chief Engineers in the three branches of
the P.W.D. has not been uniform. While in some cases, pro-
posals regarding the confirmation of a Chief Engineer are put
up to Government after, say one year of appointment of an
individual as such, in other cases, such proposals are put up
soon after a Superintending Engineer is promoted as Chief
Engineer,

2. To ensure unifannjl‘.}' of practice in the matter, the
estion has been examined n detail and it has been decided
that a probationery Fpﬁﬁod of one year should be provided in
the Service Rules of all the Departments under the b
Government at all stages of promotion. I am to request that
to give effeet to this decision of Government, immediately steps
should be taken to make necessary provision in the relevant
Service Rules.
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Copy of Punjab Government Circular letter No. 3604-GII(S)-57/
21982, dated 2nd November, 1957, fromthe Chief Secretary
to Government, Punjab, to all Heads ofDepartments, efc.,
ete.

Subject.—Procedure lo be observed by the depariments
in their dealings with the Subordinale Services
Selection Board, Punjab.

T am directed to refer to the instructions laid down in Punjab
Government letter No. 1155-GII-56/76600, dated the 16th/
24ih October, 1956, an the above subject, which were based on
similar instructions in respect of recruitment through the Punjab
Public Service Commission. Government have since wilthdrawn
such instructions relating to the Public Service Commission,
and on the anology thereof they have decided to do away with
the option of the Departments to ask the Board to recommend
double the number of candidates for appointment without
specifying the order of priority. I am accordingly to dircct
that henecforth the Board will invariably recommend precisely
the same number of candidates as are actually required to fill
the posts in the Departments/Offices of Government and the
names ol such candidates will be striclly in accordance with the
merit obiained by them at the time of seleclion by the Board.

Copy of letter No, 14102-G-1-57/22998, dated 15th November,
1957, from the Chief Secretary to Government, Punjab, to
all Heads of Depariments, etc., ete.

Subject.—Rclationship between the Depunty Comvmissioners
and the Departmental Officers in the District,

I am directed to address you on the subject noted above and
to say that after considering the question very carefully Govern-
ment have decided that jas far as relationship between the
Deputy Commissioners and the Departmental Officers in the
District is concerned, the Deputy Commissioner would be a
co-ordinator and he will have authority to call for advice and
assistance from all Departmental Officers posted in his District
Moreover, he will also be competent to write the annual con
fidential reports of District Officers of the other Department



83

posted in his district, but his remarks would he confined merely
o —

(i) reputation for honesty : and
(i) relationship with public.
So lar as Police Officers are concerned, it has, however,

been decided that no change is necessary in the present rules and
procedure.

Copy of letter No. 9136-G1I-57/11662, dated the Znd January,
1958, from the Chief Secretary to Government, Punjab, to the
Coutroller of Printing & Stationery, Punjab, Chandigarh,
and copy endorsed to all Heads of Departments etc.

Subject—Entty ol suspended Government servants in their
respective aflioes.

With reference o your communication on the subject
noted above, I am directed (o say that the matter
has been given due consideration in consultation with Legal
Remembrancer who has advised that where a Government
servant is suspended, the Department is within its rights to
serve hum with an order that he should not attend office
and therealter if he continues to do so, he may be dealt with as
committing an offence of trespass under section 447 or section
448 of thelin::ljan Penal Code.  His entry into the premises of
duty, during his suspension period, is not ordinarily banned.

Copy of Circnlar letter No. 10937-GI11-57/2306, dated the 20th
January, 1958, from the Chief Secretary to Government,
Punjab, to all Heads of Departments. ete.. ete.

Subject:--Grant of pensions to teliring Government _servants
and application of rule 6.4 of the Punjab Civil
Services Rules, Volume [1.

Government have had under consideration for sometime
as to whether it was possible or desirable to adopt a uniform
sel of rules and practice, applicable to nll Government servants
regarding any culs in pension to be made under the above
pension rule, and I um to convey Government’s decision on this
point. After careful consideration, Government is of the view
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that it is not desirable to apply a uniform set ol principles, as
the assessment as to whether a cut should be made must vary
with different cases. For example, one officer may have
several entries suspecting dishonesty. None of these entries
may, however, have come to a stage of a definite conclusion.
Obviously, this kind of case will hyve to be dealt with quite
differently from a case where an officer has even a single
instance where corruption had definitely been proved. The
application of a rigid sel of rules would, it 1s felt, lead to &
technical assessment of the position, rather than a real one.
It has, therefore, been decided that uniformity should not be
attempted in assessing anh officer’s career.

2. Never theless, Government are anxious that all Depari-
ments should exercise their responsibilities in respect of rule
6.4 carefully before passing a pension case,and I am to suggest
that all cases should be examined within the provisions of this
rule for smitable action, where necessary.

3. Government are also advised that it is open to the State
in respect of All India Services to scrutinise the record of
service of the officer concerned before recommending pension to
the sanctioning authority, which, in a case of these officers,
would be the Government of India. This should also be kept in
mind in respect of cases relating to this class of ofTicers.

Copy of letter No. 684-GI1I-58/13153, dated the 14th February,
1958, from the Chief Secretary to Government, Puanjab,
to all Heads of Departments, efc., efc.

Subject.—Grunt of special casuul leave to sporismen.

1 am directed to enclose a copy of Office Memo]No. 46/7/
50-Ests, dated 5th March, 1954, on the subject noted above
and to say that it has been decided by Government (o extend the
concession contained therein Muratis Mutgndis to the sportsmen,
who are in the service of State Government and are deputed by
Government to participate in National or International events
in India or abread,
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Copy of Office Memorandvm No. 46/7/50-Ests., dated the 5th
March, 1954, from the Under-Secretary to the Govern-
ment of India, Ministry of Home Affairs, New Delhi,
toall Ministries of the Government of Tndia, ete.

Subject.—Participation by Central Government servants in
sporting events and tourpaments of national or
international importance—Treatment of the period
of their absence from duty for the purpose.

The Government of India have had under consideration
lor sometime ‘Fasl the question of treatment of the period of
absence from duty of Central Government servants who are
sportsinen of All India repute and who take part in sporting
events, touriments and malches of national or international
importance held either in India or abroad. In view
of the important parl played by sports in the national
life of the country and in order that Gevernment
servants who have acquired proficiency in sports so us
to be invited to participate in events of National and
International importance may not be placed at a disadvantage
by such participation, the Government have decided that such
Government servants may be granted special casual leave,
extent indicaled in garagraph 2 and subject to the conditions
stated in paragraph 3.

2. Special casual leave under these orders may be allowed
lo a Government servant for a period not exceeding 30 days
In any one calendar year. The period of absence in excess of
30 days should be treated as regular leave of the kind admissible
under the relevant leave rules applicable to the persons concerned.
For this purpose Government servants may, as a special casc,
be permitted to combine special casual leave with regitlar leave,
Speoial casual leave should not, however, be granted in com-
bination with ordinary casual leave,

3. The speeinl casual leave may be allowad only —

(a) for participation in sporting events of nutional o
international importance ; and

(b) when the Gr:-wrmnup[ servant concerned is selected
for such participation—

(i) 1 respect of international sportingeventsby any
one of the following organisation as a member

e R,
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of team which is accepted as representative on
behalf of India;

(ii) The India Hockey Federation ;
(iii) The Board of Control for Cricket in India ;
(iv) The India Olympic Association :

(v) The All India Lawn Tennis Association :
(vi) The All India Badminton Association ;
(vii) The Table Tennis Federation of India : and
{viii) The All India Women’s Hockey Association ; or

(b) in respect of events of national importance when (h®
sporting event in which participation takes place, i
held on an inter-State, inter-Zonal or inter-circl®
basis, and the Government servant concerned takes
part in the event in a team as a duly nominated
representative on behalf of the State, Zone or cirole
a5 the case may be.

This concession is notto be allowed for participation either
in a national or international sporting event in which such
participation of the Government servant concerned takes place
in his personal capacity and not in a representative capacity.

4. The grant of special casual leave will be subject to
the general principles laid down in Section (V)(2)of the
Administrative Instructions in Appendix 3 to the P&T’s
Compilation of the Fundamental Rules and Supplementary
Rules Vol. IT except for the modification indicated in para-
graph 2 above. The power of granting special casual leave
under these orders will be cxercised by Heads of Depatt-
ments as defined in Supplementary Rules (2)(10) in the case of
Government servants under their administrative control and by
the Ministries of the Government of India in other cases. It
is requested that the above instructions may be noted and
communicated to all concerned.

5. ‘Past cases, i.e., cases whichthave already been decided
s hould not be reapened.

0. In %o fur as persons serving in the Indian Audit and
Accounts Departments are concerned these orders are issued
with the concurrence of the Comptroller and Auditor-General,
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3\

Copy of Punjab Government Circular letter No. 1707-G-1 1(C)-
58/9255 dated 1st April, 1958 from the Chief Secretary to
Government, Punjab addressed to all Heads of Depart-
ments ete. ete. :

SubjecL—Finding ways and means to deal with unsuitable
officers in a more expeditions manner than at present.

SR,

L am directed to refer o Punjab Government letter No.
3980-G-1I{C)-57/10/10778, dated the 10th June, 1957, on this
subject where it was decided that no one should be fipally retired
from service under the instructions contained in Punjib
Government letter, dated the 20th June, 1955, till the actual
amendment of rule 532 of the Punab Civil Seryices Rules,
Volume II, has been carried out. Ngne_ssary amendment of
rale 5.32 ibid has since been made,—vyide Punjab Government
notilication , dated the 30th September, 1957, a capy of which
was endorsed to all Heads of (he Departments,—yide
Punjab Government endorsement No.T 6755-FR-1-57/10285,
dated the 30th" tember, 1957. Action ean now, therefore,
be taken against officers/officials found unsuitable for retention
in service after considering their record of service and reputation
according to the | instructions contained in Punjab Governmient
fetter No, 8562-G-55/16922, dated the 20th June, 1955,

2. Goyernment have also decided that in oider to cnsure
fair and objective consideration of such cases, regular proce-
dure should be prescribed. Accordingly a  Committee,
to be called the Standing Committee for Compulsory Retire-
ment, to screen all cases of compulsory retirement has heen
set up, and orders will be found in Punjab Government notifica-
tion No. 1707-G-II(C)-58/9257, dated the 1st April, 1958,
which has been endorsed to all Heads of Departments separately.
Following procedure should be followed in refering cascs to
the Standing Committee -~

In the case of gazetted Government servants

(i) A case against a gazetted Governmenl servant
should first be thoroughly dealt with in the Adminis-
trative Department concerned. They will examine
the personal file of the officer concerned, conside
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his reputation and serve him with a notice and call
an cxplanation from him. In case they come
to a tentative decision that the compulsory retire-
ment of the officer is necessary, they will refer
the case to the Punjab Public Service Commission
for advice. On receipt of the Commission’s advice,
the case will then be put up to the Chief Secretary
for consideration by the Standing Committee for
Compulsory Retirement. After the Standing Com-
mittee have given their recommendation, the case
will be routed to the Cabinet through the Minister
concerned.

In the rcase of non-gezetied Government servanmis

(ii) The Head of Department and the administrative

Department should complete all preliminaries.

When a case is completed in all respects, eg., the

serving of a show cause notice, calling for an

explanation, etc., and the Administrative Department

proposes to take action wnder the amended rule,

the matter will be referred to the Standing Committec

for their advice. It will not be necessary in the

case of non-gazetted Government servants to refer

the matter to the Council of Ministers. In cas¢

where the case does not have to go the Minister

concerned, the decision of the Standing Committee

should be final, but where the case is required to

the Minister it should be submitted to him

with the recommendation of the Standing Committee

Instructions contained in Punjab Government letter Nu.

8562-G-55/16922, dated the 29th June, 1955, should be deemed

to have been modified to the extent indicated in this letter.

3. Iam to request that these instructions may be brought

to the notice of all officers/officials working under

you and necessary action may now be taken in appropriatc
cases.

Copy of Circular letter No. 2881-P-I(C) 58/36941, dated the 8th
May, 1958 from the Chief Secretary to Government, Punjab
to allaileads of Departments and Deputy Commissioners in the

Subject.—Certificate to be recorded by Gazetted Officers on

their pay Bills.
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In addressing you on the subject poted above, I am
dirceted lo say thatit has been pointed out by the Accountant-
General, Punjab that some Gazetted officers while on earned
leave or privilege leave do not send charge reports of making
over/relinquishing charge, and thus show themselyes
intentiouzﬂﬁ? on duty, so as to get duty pay and
allowances, without wuiting for the receipt of Leave Salary
Certificates from this office. As this practice is irregular and
creates unnccessary difficulties of adjustments both in the
Treasury and in his office, the Accountant-General, Punjab
has suggested that cach officer should record a certificate on hi<
pay bill every month to the effect that he was on duty during the
month.

2. It has been observed that the real cause of evasion
on the part of Gazetted officers, i.e. not submitting charge
reports and drawing salaries without awaiting the receipt of leave
Salary certificates from the office of the ccountant-General,
Punjab, is the delay which takes place in issuing the Salary
Certificates. 'The documents such as Last Pay Certificates,
Gazette Notification(s) and charges Reports are forwarded to
the office of the Accountant General, Punjab, as and when
finalised and take sufficient time but despite this the Salaries
Certificates are not issued promptly by the office of the
Accountant General, Punjab who on reminders inform that
they are not traceable and do not appear to have been received.
This results in delay not of days but months together to get
Salary Certificates from the office of the Accountant-General,
Punjab and during all this period officers have to continue
without pay and allowances. To improve the position
therefore, further efforts will be necessary both on thé part of
the office of the Accountant General, Punjab and on LE: part
of the Departments and Officers who should furnish the requisite
documents to the office of the Accountant General, Punjab
promptly and through registered post to eliminate chances of
their being lost in trangir.

3. Tam 1o add that even when there is delay in the leave
salary slips being issued either due to the non-receipt of requi-
site documents in the office of the Accountant General, Pun jab
or otherwise, the officer concerned cannot, under the rules: be
permitted to go on obtaining payments from the Treasury on the
basis of the previous pay slips, asif he were continuing on
duty. As an effective check against this irregularity, it has
been decided that every gazetted officer should record a certi-
ficate on his pay bill every month that he was on duty during
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the month or the period for which duty pay is claimed and this
certificate should be incorporated in [ﬁn printed form of the
y bills, T am to request that these instructions may be
rought to the notice of all gazstted officers, working under
your control for careful note and compliance.

Copy of Circular letter No. 2812-GII-58/49605, dated 27th June,
1958 from Chief Secretary to Government, Funjab, to the
Secretary, Subordinate Services Selection Board and copy
endorsed to all Heads of Departments etc. etc.

Sujbect.—Exclusion of posts from the purview of the Punjab
Public Service Commission/Subordinate Services

Sclection Board, Punjab.

1 am directed to refer to your létter No. 4543, dated the
7/9th May, 1958, on the above subjecl and to confirm that
the decision of Government contained in their letter No. 1774
GII-58/26107, dated the 3lst M:irch(EILh April, 1958 to the
address of the Secretary, Punjab Public Service Commission
will be applicable while taking posts out of the purview of the
Subordinate Services Selection Board, as well.

Copy of letter No. 1774-GI1-58/26107, dated 31st March/
9th April, 1958, from the Chief Secretary to Government,
I’m to the Secretary, Punjab Pyblic Service Commission,
Patiala.

Subject.~--Bxclusion of posts from the purview of the Punjb
Public Service Commission.

I am directed to refer to the proceedings of a discussion that
took plice between the undersigned and Shri Hardwari Lal,
Member, Punjab  Public Service Commission, on the 17th
December, 1957, in which it was infer.alia urged by the
Commission’s rcpresentative that:

(a) a post should not be taken out of the Commission’s
purvicw once a requisition had been placed with it
and the post was advertised ;and
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(b) before taking any post out of the jurisdiction of the
Commission, it should be consulted and its opinion
considered.

Government have given a careful thought to the implications of
the proposal and, in order to establish a better understanding
between them and the Commission, have decided to accept it
subject to the foll owing principles :

(a) The Commission would on their part ensure that
selection of personnel for posts is expedited ;
and

(b) The condition at (b) above, would be operative only,
if the views of the Commission are received within
one month of the request.

Copy of Circular letter No. 7686-G-58/19409, dated the 3Ist
June, 1958 from the Additional Chief Secretary to the
Government, Punjab, to all Heads of Departments etc. ete,

Subjeet.-—~Use of Government servants for private work.

I am directed to mvite your atlention to tne instructions
contained in Punjab Government’s circular letter No. 4540-
GII-57/12538, dated the 15th July, 1957, onthe above subject,
and to say that cases are still being reported to Government
regarding the misuse of Class IV Government servants, for
private work during office hours or when they are actually
suPposad to be on duty elsewhere and are shown as such in the
relevant record. In two such cases which came to the notice
recently, the officers concerned have been warned, and copies of
the warning issued to them have been placed on their personal
files. A lemient view was taken in these cases as these were
first to be reported, after the issue of instructions contained
in the above-mentioned letter, Tam desired to say that a more
serious view will be taken in cases involving contravention of
these instructions, and to reiterate that use of Government
servants as regular whole time domestic servants will, in future,
be treated as dishonesty meriting the severest punishment.

2. Iam to request you to bring these instructions to the
notice of all concerned serving under you.
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Copy of U.O. Circular letter No. 2751-GII-58, dated the 3rd
July, 1958, from the Additional Chief Secretary to Govern-
ment, Punjab, to all Administrative Secretaries to Govern-
ment, Punjab.

Subject ~-Qualifications of age for recruitment to Services/posts

under the State-Provision in Service Rules.

[n a4 number of service rules for recruitment the maximum
4ge limit is determined from the date of appointment Lo the
service concerned, with the result that cases have arisen where
a candidate, who at the time of applying for a post, was well
within the age limit had to be ignored as age-barred at the time
of actually appointing him. Such a provision, in such cases
canses unduc hardship to candidates. It has been considered
necessary, therefore, to cvelve a uniform procedure for the
choice of a reference date on which a candidate for services
should be considered to be within age limits, nnmindful of the
actual date of appointment.

2. Government, have in view of the above, decided that
all Rules of Recruitment to services under the State should be
so modified as to provide for the date of examination|interview|
selection as, the case may be,"as the date of reference with
e to the qualifications of age required of candidates. All
Administrative Departments are r:iu:sted to take immediate
necessary steps in this direction. As the examination is not
held on exactly the same date every year the rules may have a
fixed date which should be in the vicinity of the approximate
dates of the examination, Thus if the examination is normally
held in January early or late, or in the early February, there
would be no harmin fixingthe 1st January, asthe dateofre-
ference.

3. It would not be necessary to refer draft amendments
inn this behalf to the undersigned for sorutiny as required by
instructions embodied in U.O. reference No, 4886-G-52, dated
the 2Ist July, 1952, since they are being incorporated in the
relevant rules, already had the approval of this Department.

Copy of Punjab Government Circular letter No. 6613 GI-58/
20259 dated 7th July, 1958 from the Chief Secretary to
Government, Punjab addressed to all Heads of Departments
ete,, etc.

Subject - Treatment of cases of Governmenl servanls pol
fully exonerated in departmental enquiries,
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SIR,

T amdirected to say thut three Lypes of situations arise when
a4 Government servant is charge-sheeted and subjected to &
departmental enquiry, whether under the Punjab Civil Serviees
(Punishment and Appeal) Rules, 1952, or under any other rules
applicable to the Government servant concerned.

(i) Either the charge is lully proved :
(it) Or the Government servant 1 [ully exonerated :

(iii) Or, as most [requently happens, the case [falls in
the area between (i) and (n).

Cases coming under category (111) may be deseribed as ‘doubtful
cases’.

2. No difficulty is experienced in respecl of cases of cate-
gory (i). In case there is an element of corruption or dishonesty
in the charge, instructions already exist that the only right
penalty in such cases is dismissal. Punjub Government letter
No. 122-ACC-48/38539, dated 19th July, 1948 may be referred
lo in this connection.

3. Similarly, cases of category (ii) also present no difficulty.
If the Government servant was under suspension prior to the date
on which the competent authority holds him to have been fully
exonerated, he is immediately reinstated and under sub-rule
(2) of rule 7.3 of the Punjab Civil Services Rules, Volume 1,
Pari I, he is entitled to full pay and allowances for the period
of suspension. Further undersub-rule (4) of the same rule,
he is entitled to have the period of his absence from duty treated
as duty for all purposes.

4. Cases falling under category (11i) present certain difficul-
ties and it is the object of this leiter to clarify the policy of
Government about how such cases should be treated. Difficul-
ties arise 1n ‘doubtful cases’ for the following reasons:—

(a) It is not always clear from the Inquiry Officer’s report
that the case is a doubtful ene, and the tendency is
for punishing authorities to treat all unpioved cases
as cases of exoneration, unless there is specific
finding from the Inguiry Officer, in so many
words, that the case is ¢ doubtful one,
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(b) Where a case does get identified as doubtful whether
at the level of the Inquiry Officer or at the level of
the punishing authority, no attempt is made
to classify the degree of doubt, with the result that
when any action is taken, it tends to be somewhat
unjust in that no distinction is made between
cases in which there is a high degree of doubt and
cases in which this is not so.

(c) Generally, no action is taken in doubtful cases be-
cause of a mistaken impression that on the analogy
of criminal cases, where acguittal is the only
alternative to conviction. exoneration and conse-
guent reinstatement (if necessary) are the only
alternatives to a finding of guilty in departmental
enquiries.

(d) Where this impression is not present, the question
as to what action should be taken in doubtiul
cases not having been covered by amy specific
instructions of Government, the action actually
taken has tended to vary according fo how
strongly the particular punishing authority feels
about inflicting penalties in doubtful cases.

5. Reparding (a) and (b), I am to emphasise that it is the
duty of every punishing authority to satisfy himself on the
g}tl_?wjng issues while considering the report of an Inquiry

ceri—

(1) Whether the charge has been proved: )
(i1) IT not, whether there is case for fully exonerating
the Government servant concerned:

(iii) If not, wnut is the degree of doubt.

Tue effort should Le to arrive at definite conclusions ou these
1ssJes. Some dilficulty may be experienced about issue No.
(111), as there can obviously not be a mathematical evaluation
of the degree of doubt in any particular case. However, Govern-
ment are satisfied that, applying broad principles of judgment
some reasonable assessment can be made, On one extreme,
there would be cases in which the hypothesis of guilt is only
a possible one, On theother extreme there may be cases in
which it can be said that the hypothesis of guilt is a highly
probable one or that the conduct of the charge-sheeted officer
is highly suspicious.
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6. Rule 7(2) of the Punjab Civil Services (Punishment
and Appeal) Rules, 1952, 1equires Inquiry Officers to include
in the proceedings a statement of thei findings and the erounds
thereof. Similar provisions exist in other rules applicable to
special categories of Government servants who are not po-
verned by the Punjab Civil Services Rules. For the future
Government desire that, in ordet to assist punishing authoritics
in artiving at definite conclusions on the issues mentioned in
para 5, Inquity Officers should in respect of each chaige, express
their findiags and the grounds thereof clearly on the lines in-
dicated in the preceding paragraph.

7. Regarding (c) in pa:a 4, I am to olarify that the analogy
of criminal cases is not applicable to departmental enquiries.
The structure of the criminal law rests on the right o every
citizen to enjoy individual liberfy, and it follows from this
that, in the event of a case not being proved, the accused must
be immediately set at liberty. The principle on which the
concept of departmental enquiries rests is nof this. It is simply
the right of the public to have reliable persons in public service.
In departmental case., therefore, it is necessary for the punishing
authority to ensure justice not only to the charge-sheeted
Government servant but also to the public, who have a right to
se¢ that no officer continues in service in respect of whose
reliability there is serious doubi. It follows from (his that
all doubtful cases in which the degree of doubt is substantial
should result in some penalty being inflicted on the Govern-
ment servant concerned The assumption that has prevailed
that the only option with Government or other punishing
authorities in all doubtful cases is to reinstate the officer being
proceeded against is incorrect, and the principle that the “benefit
of doubt” must always go fo the charge-sheeted Government
servant does not hold good in the same manner in departmental
enquiries as it does in criminal trials. Government desite
that, in future, there should be no misunderstanding on this
point,

8. Regarding (d) in para 4, Government wish to lay down
certain broad principles indicating the action that should be
taken in ‘doubtful cases’. In this connection, I am first to
invite your attention to the provisions of sub-rules (3) and (5)
of Rule 7.3 of the Punjab Civil Services Rules, Volume I,
Part I, according to which, when a suspended Governmein
servant is reinstated following a departmental enquiry, in
which he has not been fully exonerated, ke is to be given such
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proportion of his pay und allowances foi the period of suspension
as the competent authority may prescribe. His period of
absence from duty is not to be freated as a period spent on
duty unless the competent authority specifically directs that
it shall be so {reated for any specified purposes. I am to point
out that these provisions only deal with such doubtful cases as
merit reinstatement, and there too, they deal only with the
question of pay and allowances during the;suspension period
and the nature of the service rendered during the same period.
It must not be assumed from this rule that in dovbtiul eases,
reinstatement is invariably to be ordered, or that where reinstate-
ment is justified on merit, no action other than the ome con-
templated in sub-rules (3) and (5) can be taken. Government
are of thé view that, where the punishing authority is satisfied
after going through the papersof the departmental enquiry,
that the hypothesis of guilt is a probable one or that the
conduct of the charge-sheeted officer is definitely suspicious
some penalty short of dismissal should be inflicted. Its severity
will depend on the facts of each case. In the worst cases, where
Jishonesty or corruption is involved, and the finding i1s on¢
of the hyg;lhesis of guilt being a highly probable one or the
mast probable one, or that the conduct of the charge-sheeted
officer is highly suspicious, the penalty should be as severe as
possible. No Government servant who has a bad reputation
and abundant suspicion against him has any right to be kept 11
service and in such cases, thercfore, the possibility of ordering
remaval should also be considered. In other cases, less severe
penalties should be considered, taking all the circumstances of
each case into account. When penalties other than removal
are inflicted, the Government servant concerned would be
reinstated (if under suspension) and the penalty to be imposed
would be over and above the action to be taken in pursuance
of sub-rules (3) and (5) of rule 7.3 ibid.

9. 1am to add that, although the policy cxplained in
this letter is a departure from the preseni praetice in some
departments, Government are advised that it is entirely within
the law and in accordance with the principles  governing
questions of punishment and discipline amongst Government
servants. 1 am to request that the instructions now being con-
veyed should be strictly followed by all concerned,
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Copy of Punjab Government Circalar letter No. 3206-GII-58/
54252, dated 18th July, 1958 from the Chief Secretary to
Goverpment, Punjab addressed to all Heads «f Departments,
efe. ete.

Subject—Penalty for late attendance.

[ am directed to address you on the subiect noted above
and to say that according to paragraph 17(3) of the Punjab
Civil Secretarial Instructions, one day’s casual leave is to be
forfeited for every three days late attendance provided the
official is not late for more than two hours on each occasion
and this practice is strictly followed in the Punjab Civil See-
refarial. An enguiry has now beenreceived as to whether
these instructions also apply to other Departments or not.
In order to maintain uniformity in all the Departments of
Government it is considered necessary to adopt the same pro-
cedure throughout the State. [ am, therefore, to request you
that in future the instructions ibid (copy enclosed) should” be
followed in all Departments of Punjab Government.

Capy of Para 17(3) of Secretariat Instructions, Punjab.

(3) Penalty for late attendance—One day’s casual leave
will be forfeited for every three davs late attendance. At the
end of cach month, the Heads of Branches should examine the
Attendance Registers and calculate the number of days on
which the members of their branches were marked lite and
forward the statement in the form given below to the Assistant
Seeretary (Administration) up to the 5th of each month following
the one to which it relates. TIn the last week of December
the Heads of Branches will prepare a consolidated statement
showing the tofal casual leave forfeifed on account of late
attendance and then examine whether the casual leave at the
credit of an official has been exceeded or not. Any excess
should be carried over asa debitentry to the next year's ac-
count. This consolidated statement ta%ethcr with . the material
on which it has been prepared should be submitted to the
Assistant Secretary (Administration) punctually by the 15th
Januarycach year. The Assistant crefary will then take
suchaction on these statements as he may deem suitable.

Permission to attend office late by one or two hours will
also be treated as late attendance for the above purpose.



98

showing names of

Statement for the month of-—-
lute comers of— —-—-—————Branch.

Qerial Name of Date Timeof No.of Tolal Total
No. official arrival dayste C.L.
be de- deduc-
ducted tions
from  of pre-
C.L. vious
A/C.  months

Remaks

Copy of Circular letter No. 4629-GII-58/67584, dated the 25th
August, 1958 from Shri E.N. Mangat Rai, LC.S., Chief
Secretary to Government, Punjab to all Heads of . Depart-
ments in the Punjab, etc. ete.

Subject~-Relaxation of age limit for entryinto Government
service forcertain calegories of married women.

In continuation of Punjab Government letter No. 15003-
G-55/75504, dated the 23rd November, 1955, on the subject
noted above, | am directed to say that the question of extending
the concession of maximum age limit to those married women
whose husbands have been incapacitated by serious ailments
or accidents and are not able to carn their livelihood and have
to look 1o their wives for treatment and bread, had been under
the consideration of Government for some time. After due
consideration of the matter Government have decided to raise
the maximum age limit in the case of such women to 35 yeurs.

2. Tam toadd that a woman falling in this category will
be required to submit with her application an affidavit to the’
effcet that her husband has become incapable of earning his
livelihood due to serious ailment or accident. The affidavit
will be further supported by a medical certificate from a regis-
teredd medical practitioner certifying the correctness of the
contents of the affidavit.
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Copy of Circular letter No. 4971-GII-58/74171, dated the 22nd
September. 1958 from Shri E.N. Mangat Rai, 1.CS.,
Chielf Secretary to Government, Punfab, to all Heads of
Departments, ete. etc,

Subject.—Resignation by Permanent  Government servants—
Period of notice,

I nm directed to invite your atlention to the subject of
resignation by permanent Government servants and the period
of notice required to be given by them when submitting their
resignation. Rule 5.9 of the Punjab Civil Services Rules, Yolume
IT, while laying down fhat a noticc of 3 months is to be given
to an officer in permanent employ before his  services are
dispensed with on the abelition of his office, is silent about the
notice that is to be given by a permanent Government servant
tendering resignation of his appointment. There is not
other rule that deals with the subject. This being the position
the resignation of a permanent Government servani becomes
legally effeclive only when it is accepted by the appropriate
authority. [In other words it is not open to the Goyernment
servant to tender his resignation and quit serviece forthwith
or at any time afterwards as he will continue to be in Govern-
ment service until his resignation is accepted and he is
relicved of his dulies, Tt is for fhe appropriate authority
to decide on receipt of a letter of resignation from a permanent
Government servant whether or not to accept the resigna-
tion.

2. While the legal position is as stated above, T am direct-
ed 1o add that resignations should normally be accepted and
unless there are specific reasons which would justify the
non-possible, as it would not be in the interest of Govern-
ment to conlinue to retain by force the services of a reluctant
employce, A resignalion must in any case be accepted within
three months of the date of the receipt of the letfer of resig-
nation. In the light of these instructions resignation of tem-
porary Government servants should be accepted even more
speedily than in other cases. Exceptions to this general
rule could be made in appropriite cases c.g, cases . in which
Government has already incurred expenditure on the higher edu-
cation or traiming of the Government servant is under lighility
lo serve Goyernment for a lixed term of years or cises in which
the conduct of a Government servant 18 under investigation
and there is likelihood of the instilution of a departmental
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enquiry against him. These exceptions are by no means
exchaustive. Such cases however, in which Government
decides to exercise its right to withhold a resignation or
refuse acceptance of it should be very rare and should invariably
be refrerred to the Cheif Secretary to Government, Punjab,
for orders. 1 am, therefore, to request that in future all cases
in which acceptance of resignation by a permancnl Govern-
ment servant is to be refused should be referred to Government
i.e, Chief Secretary to Government, Punjab, giving complete
justification for the recommended refusal.

3.These instructions do not take away the powers at
present enjoyed by an Administrative Department or other
competent authority under the Essential Services Act.

——

Copy of leter No. 4576-GII-58/34387, dated 12th November,
1958, from the Chief Secretary to Government, Punjab,
addressed to all Heads of Déepartments, etc. ete.

Subject—Punjab Public Service Commission (Limitation of
Functions) Regulations, 1955.

I am directed Lo address you on the subject noted above
and to say that some of the d nts had represented
to Government that the period of three months laid down in
Clause (d) of Regulation 3 of the Punjab Public Service
Commission (Limitation of Functions) Regulations, 1955 is
rather short as the Commission often take much longer to
recommend candidates for posts notified to them and that {his
period should be extended. The consensus of opinion of the
Administrative Departments favoured the extension of this
period to six months.

2. The Public Service Commission were consulted
in the matter and they have expressed the opinion that delay
occurs more often in the Government departments themselves
than with the Commission. The Commission ascribe this delay
10 (WO main reasons —

(a) The departments do not foward their requisitions
to the Commission immediately they make {fem-
porary appointments. In some cases even a
copy of the appointment order is not endorsed
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to the Commission for their informalicn. While in
some cases the term of three monfhs appointment
is aclually allowed to expire before a reference is
made to the Commission although the instructions
contained in  Punjab Government lettter No,
2039-G-54/21013, dated the 7th April, 1954, are
quite clear on this point :

(B) More often than not, incomplete or defective re-
quisitions are sent by (he departments with (he
result that the Commission are compelled to muke
back refcrences which again are not replied to
promplly by the departments. Somectimes replics
to these back references are delayed by as much
as two months.

3. The Commission have brought specilic instances to
the notice of the Government to support their view.

4. Goyernment haye considered the matter while
appreciating both poinis of view, Government observe that
Regulation 3 (d) is intended to cover those cases in which
vacancies arise suddenly and not these in which they occur on
account of normal incidence of service., e.g., retirement which
can always be foreseen. It is, therefore, of some importance
that this provision should bhc used only when it is really
necessary. Taking everything into account, Government have
decided that no change inthe present position need be
effected just yel. Even the presen! time limit may prove
workable if the depurtments take sulficient care. The depart-
ments are therefore, advisedto see :--

(i) that requisitions are senl to the Commission as
SODn ds 4 vacancy occurs or at the very latest
ds scon as a temporary appointment is made:

(if) that a copy of the appointment order is endorsed
to the Commission for their information,
whenever a temporary appointment takes place;

(iii) that requisitions sent fo the Commission are
complete in all respects and free from defects
so that no back reference becomes necessary ;

(v) that if and when a back reference is received
by them from the Commission it is promptly
attended to.
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5. Much delay will be cut down if these instructions are
complied with,

6. These instructions should be strictly carried out and
results watched. If necessary the position will be reviewed
afier a suitable interval

7. These instructions will also cover recruitment
through the Subordinate Scrvices Selection Board

Copy of letter No. 5747-GII-58/37663, dated the 19th December,
1958, from the Chief Secretary to Government, Punjab,

Chandigarh, to all Heads of Departments, etc. efc.

Subject :—Re-appointment of Temporary Government Servants
when their services are terminated under terms
of their employment.

While considering cerfain memoriuls to the Governor,
Government have come across a case in which the services of
a temporary Government servanl Wwere terminated wupon
reduction in staff. Thereafler on a representation made by
{hat official the department concerned passed orders reins-
tating him with retrospective effect to his original post after a
period of more than three years. At that time the official was.
not given any benefit of the period during which he remained
out of service. He represented that the intervening period—
hetween the date of termination of his services and the date of
reinstatement—should be trented as a period spent on duty and
{hat he should consequently be given full benefit of pay and
seniority. The representation of the official had to be accept-
ed after taking into consideration various aspects of the case,
particularly the legal one and Government have conscquently
had to pay a heavy sum in respect of arrears claimed.

2. Tt will beseen that the services of a temporary Govern-
ment servant were termimated and that he wus taken back
after three years. He had, however, to be paid for all these
three years for which he did not do any work. There would
normally have been no compulsion fo make this payment as
his post was temporary and accordingto his terms of appoint-
ment his services could have been terminated without notice.
The compulsion in this case arose from the fact thatl the
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official was reinstated instead of being appointed afresh.
When he was again absorbed after a period of three years
his letter of appointment should not have stated that he had
been ‘reinstated’. The word “reinstatement” which was quite
unnccessary gave a different complexion to the whole ecase
resulting in substantial loss to the Government, The con-
clusion obviously is that the order of reinstatement was carelessly
passed and carclessly drafied and that the department did not
choose to examine the financial implications of its order.

3, This case is being brought to your notice as an ins-
tance of careless handling, I am to request youto see that such
instances o not recur and that orders are passed after eareful
scrutiny, T am directed to request you lo bring these instruc-
tions o the notice of your subordinates nlso.

e el

Copy of Punjab Government Circular lefter No. 55-GI1-59/1344,
dated 3rd January, 1959 from the Chief Sccretary to
Government, Punjab to all Heads of Departmens, etc. ete.

Subject;—-Finding ways and means to deal with unsuitable
officers in a more expeditious manncr than  at
present.

I am directed to refer 1o Punjab Government letter
No. 1707-GII(C)-58/9255, dated the lst April, 1958, on the
subject cited above, where the procedure for referring cases of
unsuitable officers intended to be compulsorily retired, to the
the Standing Committee was laid down and to say that whenever
an Administrative Department sends up n case of nomﬁgllnr}'
retiroment to the Standing Committee of nunﬁr_lllnry retirement
for consideration, the Administrative Departmeni oconcerned
should send n complete sell-contained memorandum nlon
with the show-cause notlee, Lthe explanation of the offleer/olfie
concerned, u compleie statement showlng the full service
reeord of the officer, his personal file and ull other relevant
documents, e.g., advice of Public Service Commission, efc.,
which have a bearing on the subject. Six sets ol all these
documents (except the actual pesonal file which may be for-
warded in original) will be required for the members of the
Standing Committee and the Secretary of the Commiliec,
hdpjnislratiw'ﬂ Department’s own memorandum as [inalized
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by them, with the relevant documents will be puot up to the
Stunding Commitiee for consideération along with the comments
of the Sccretary to the Commities, il necissary.

(2) Tts receipl may please be acknowleged.

Copy of U.O. Circular No. H718-G-II-59, dated 12th January,
1959 from the Chief Secrefary to Government Punjab, to
all Administrative Secretaries to Government Punjab.

Subject=—Exclusion of post from the purview of the Punjub
Public Seérviee Commission.

Under tegulition 3(a) of the Punjub Public Service Com-
mission (Limitation of Functions) Regulations, 1955, as amend-
ed, initial appointments Lo services or posts eartying initial
salary of Rs 16l per mensem or above are relcruble
to the Commniission. Where it is considered desirable to take
any speeific appointment out of the purview of the Commission,
il is necessury that the proposal should be sont to the Chief
Secretury [ in Gazette I Branch) who is the Administrative
Secretyry lor the Public Service Commission, for taking neces-
sary aclion. A convention has been established according to
which il is obligutory for Government to consult the Commis-
sion before uny posl is taken out of their puryview. Accordingly
on receipl of a proposal for the exchision of 4 post from the
Commission’s pacview, the Chiel Seeretary invariably invites the
comments of the Commission.  The matter is then 1aken to the
Council of Ministers and the views of the Commission are
inmm‘nmteai in the memeorandum for the Council.

2, Instances have c<ome to the npotice where some
Administrative Departments fook proposals for the excluston
of cortain postsin their depariments from the Commission's pur-
view, to the Council of Ministers direct, over the head of the
Chief Secretary. In these <ases the convention referred
to above could not be observed with the result that
the Commission had fto sirongly protest against the non-
observance of the convention. Governmient was thus placed in
an awlkward position as & result of the irregular procedure
followed by the Administrative Departments concerned. In
some cases the Chief Sceretary had to take the matters to the
Council of Ministers again to regulirise the aclions of the
the Administrative Departmenis.



[OS

3. In the circumstances it is urged thar o luluee  eup-
rect procedure should be followed by the Administrative Depart-
ments in such matters and all proposals for the exclusion of
vosts from the purview of the Public Service Commission shiould
invatiably be referred to the Chiel’ Secretary (in  Gazeite TI
Branch), They are requesied to ensure that no such  proposal
is tiuken {o the Council of Ministers direct.

4. Kindly acknowleidged receipr.

Copy of letter No. 7414-GI11-58/3853, dated 14th/17th Feb-
ruary, 1959 from the Chief Secretary o0 Government.
Punjab to all Heads of Departments.

Subjevi-—=Recruitment  through the Punjab  Public
Service Commuission and the Subordinate Services
Selection Board.

[ am directed to address you on the subject noted above
and to say that according fo sub-para I (i) of Punjab Govern-
ment letter No. 1212-G-34/5973, dated the 13th February,
1954, the appointing authorities are competent to fill tem-
porary vacancies which are not expected fo last for more
than three months and cven permanent posts en a temporary
basis for a Eeriad not exceeding three months pending refer-
ence to the Subordinate Services Selection Board. Tt has been
brought io the notice of Government by the Bouard that these
powers, which are intended to enable to these authorities to
make immediafe lemporary arrahgements in cases of emer-
geney are being misused by some of them to circumyent (he
authaoritics of the Board in the matter of appointment. I
is reported that the appointing authorities have adopted a
practice whereby they appoint candidates of their own choice
on three months basis and on the expiry of this period their
services are terminated for a day or lwo after which they are re-
employed lor unother term. Thusa candidate continues in service
for a long time withou! the Board c¢ver being consulted. This
practice it is reported by the Punjub Public Service Commission
is also being followed in the case of posts thal fall within the
jurisdiction of the Commission, Such a practice on the parl
of appointing authoritics is undesirable and defeats the object
for whigh the centralised system of recruitment through the
Board/Commission was adopted. Government desire  thst
this practice should be discontimued forthwith.
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2. Tt may be pointed out that Government have more
than once emphasised the desirability of carefully complying
both in spirit and letter, with the rules prescribed and ins-
tructions issued by the Government from time to time on the
subject of recruitment through the Board and the Commission.
You are again requested (o extend your complete and un-
reserved co-operation lo the Board and Commission in your
dealings with them. Government will take serious notice
of any deliberate attempt to circumvent the authority of the
Board /Commission or to flout Government instructions on

the subject,
3. Iam to request you to acknowledge receipt.

——— e

Copy of Punjab Government letter No. 7464-GTI-58/8003,
dated the 3rd il, 1959, from Chief Secretary
to Government, Punjab, to all Heads of Departments,
ete. ete.

Subject—Termination of Employment of temporary Govern-
ment  Servants-—Requirement  of one month’s
notice,

I am directed to refer to Punjub Government letter
No. 8845-G-34/2954, dated the 19th October, 1954 on the
subject noted above and to say that the condition of one month's
notice on either side shall operate in all cases where a temporary
employee serving in Punjab State either wishes to resign his
post or to join & new appointment under the Government
of India/ b State/or any where else irrespective of the fact
that he applied for the new appointment through the depart-
ment in which he (s serving or that e hus been appointad fo the
new post on the recommendation of the Union Publio Service
Commlssion, Punjub Public Service Commission/Subordinite
Services Selection Board/uny other such body.

2. A temporary employee who is appointed o & new
‘B:ﬂ within the department in which he is serving may however

exempted from the operation of this condition at the dis-
cretion of the competent deparimental authority.
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Copy of Punjab Government Letter No. 533-GII-59/11327,
dated the 15th/18th April, 1959, to all Heads of
Departments the Punjab.

Subject—Holding  of Combined  Examinations for
Recruitment to similar posts/services.

I am directed to address you on the subject noted above
and to say that on the anology of the practice obtaining in the
Union Public Service Commission and some other State Pub-
lic Service Commissions a proposal for the holding of com-
bined examinations for recruitment to similar Lﬁaats{smim
under the Punjab Government had been under the considera-
tion of Government for a long time. A scheme has now been
apﬁmvcd under which the Punjab Public Service Commission
will hold combined examinations for wvarious posts. For
this purpose the Commission have divided about 40 Categories
of posts into the following 10 groups :—

Name of Name of post included in the group
Group

Group | P.C.S. (Executive Branch).
Excise and Taxation Officers.

Assistant Excise and Taxation Officers
Tehsildars.

Block Development Officers.
Assistant Regisirars, Co-operative So-
cieties, Punjab.

Secretaries of Municipalities and Dis-.
trict Boards. ‘

Assistant Employment Officers.
Lady Organiser, Public  Relations
Depariments.

District Public Relations Officers.

L B Bl L

,._
e




MName ol
Grroup

Nameol post included in Lhe group

Group I

Group Il

Group IV

Group V

Group VI

I1.
12

.
2.

i i

1

Public Relations Officer, Capital Ad-
ministration. ‘ .
Assistant Public Relations Officers in
the Public Relations Department.

P.C.S. (Judictal Branch). -
Legal Assistant in L.R.s Office, In-

dustries and other offices.

Superintendents Jails.

Deputy Superintendent Julls.
Deputy Superinten dent Police.
Inspector of Police.

Engineering Services : ull Branches,

‘Class T and  Class 1I, Temporary En-
gsineers, Apprentice Engincers; Design
Acssistants and Municipal Engineers.

Bl

Lo

sk

Excise  and Taxation Inspectors.
Labour ectors,

Assistants (Direct recruitment).
Statistical Assistants in the Public
Relations Department, Financial Com-
missionor's Office amd other offices.
Inspectors. Cooperittive Societies.

Lecturers for Government Colleges in
P.E.S., Class IIL

Senior Leciurers in -P.E.S.. Class II
(Colleges Cadre).

Headmasters and other similar posts
in P.E.S., Class Il

Hend masters under Local Bodies.

e e — o —————————,
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Name of Name of post included in the group
Ciroup

e — e ———————— ———

Stenographers (Enghish, Hindi, Punjahl,

Group VIE ..
Reporters (English, Hindi Punjabi).

a3 =

Group VIIT . Assistants of all elass T OlTices (by
promotion mmul transfer from  other
ol tees),

Group IX Treasury Officcrs,

Assistunt Treusury Olficers

Accountants in Government Offices

and Municipalities.

Auditors in Co-opernlive Societios.

Lk v ==

s

Labour Ollicers.
Panchayat Officers.
Welfdre Offtoers,

District Tndustries OITicers.

Group X

e il |d
P Wy

The posts in cuch group have been placed 1o the order of (heir
superiority und will he offered to the successful cundidates
in'the order of their positions in the merit lists. keeping in
view the preference given By then.

2. For the holding of combined examination lhe Comv
mission considers it cssentinl to draw up o common svilabus
for all posts incvery group, and for that purposcs it may be
necussary to sumend any rule thal may exist regarding syllabt,
The Comumission have already addressed (he Departments
concerned in this Behall. 0t s accordibgly roguested thal
necessaty amendments should be made in the rules when
necessary Lo provide for recruitment to the services concerndd
on the basis of & combined examination and common syllabus
in comSultation with rhe Commission. This commun:icilion
nity please be lteated as urgent, sothat no delay in recuit-
ment ocour o this agcaunl. I no ameadment 1o any ol the
service rules is necessary. Lhe department concerned may inli-
mate  (hat alse e the Commission,
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Copy of Punjab Government Circular letter No. 1611-GII-
59/5697, dated 5th May, 1959, from the Chief
Secretary to Government, Punjab, addressed to all

Heads of Departments ete. ete.

Subject: —Speedy disposal of cases against Govern:
ment servants under suspension—Instructions
regarding,

I am directed to say that a perusal of the lists of
suspended Government servants received in response to
Punjab Government circular letter No, 5432-B&C-58/13819,
dated the 10th September, 1958 has revealed tha; the
number of Government servants under suspension is very
large and that many of them have been under suspension
for a long time (as much as four or five years in some
cases). Government feel that this state of affairs
requires to be remedied with speed. I have been directed
to ask you to see that all pending cases of this nature in
your department are disposed of within three months. as
far as possible. Tf there are cases in which departmental
enquiries have not yet started these should be started
forthwith. Where they have begun enquiry officers
should be instruected to complete them expeditiously

2. In order to ensure that =atisfactory progress is
made by the departments eoncerned it has been decided
that each department should submit a quarterly report
showing the progress made in such cases to the Adminis-
trative Department concerned. The Anti-Corruption
Department will separately be supplied information ask-
ed for by them in their letter No 818-ACC-50/353. dated
the 4th April, 1950 (copy enclosed). Tt will be the res-
ponsibility of the Administrative Department concerned
fo scrutinize the guarterly reports snd to bring fo the
notice of the Minister in charse of the deparfment cases
which are not registering sulficient progress.

3. Tt isnoticed that a major cause of undue prolonga-
tion of period of suspension is that a suspected official is very
often suspended before the charge-sheet is served on him
and that the charge-sheet Is very often not prepared until
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long after his suspension has been ordered. It should, there-
fore be made a matter of firm principle, to be deviated from
only in cases of rare urgency, that no official is suspended until
a proper charge-sheet 1s served upon him and his explanation
obtained and found unsatisfactory. A departmental encuiry
can only begin at this stage and at this stage should be started
forthwith. The enquiry officer should ordinarily complete all
the proceedings and submit his report within a period of three
months and the punishing authority should not take much
longer to decide the case (obtaining the advice of the P.S.C,,
where required, expeditiously). If this precedure is observed
it will be possible to curfail to a large extent long and unjustified
periods of suspension. In no case should the period between
suspension and final orders exceed six months. Long periods
of suspension are unfair to the official concerned and can often
prove uneconomical to Government.

4, The cases of Government servants involved in criminal
cases should be dealt with in accordance with the provision
of rules 7.5 and 7.6 of the Punjab Civil Services Rules, Volume
L, Part L

5. These instructions may be brought to the notice of
all working under you and the receipt of this letter may be
acknowledged.

No. 919-ACC-50/353
From

M.R. SACHDEV, EsQuirg, L.CS., i
Chiefl Secretary to Government, Punjab.

To

Dated Simla-2, the 4th April, 1950,

Subject—Disposal of cases against Governmen!
servants under suspension.



b2
S,

WITH vefercive to the wformalion  supplicd by you in
response to the Punjab Goverament circular lefler No. H51-
ACC-49/1692, dated the [0th 'December, 1949, on the subject
noted -above, ! am directed to sajy that several of the ofljoers/
officuls shown in the sinlemeni have been under suspension
since long. This is due to the'fact that enquiries inte the
nlegations of misconduct, earruption. elo., made against them
have nol yel been completed or their cases are pending in
criminal courts. Afier an officer has been placed under sus-
pension, Governmient  consider that steps should be taken 1o
ensure that the enquiry against him is completed without any
avoidable delay. T am aceordingly 1o request you to  sec
thut the cases pending in the courls ol law are disposed of
s early as possible and the cases in which enguiries are being
conducied by the poliee or other departmental officars. are
disposed  of as expeditiously as possible.

2. 1 am to add that you should furnish Governmenl
with guarterly reports showing the progress made in the
disposul of cases shewn in the attached statement. The
livst report which should rcach Governmeni by the st May
it the latest, should show the position in respect of each case
shown in the statement as it existed on the Ist April. 1950,

Yours faithfully,
‘ MR. SACHDEY,
Chiefl Secretary to Goverament, Puniib

Copiks, with copies ol enclosures, are forwaried (oshe
Administrative Secretarics 1o Government, Punjh, for in-
formation and sueh aclion as they may deem necessary for the
carly disposal of cases pending  against officials under sus-
pension.

_ M.R. SACHDEV,
Chiel Seeretary to Government, Punjah,

To :
All  Administrative Secretaries to Governmenl.
Funjab.

Uu.0. I}'gﬁl?-ﬁﬂﬂ-sﬂ. dated Simla-2, the 4th April,
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Frowm
M.R, SACHDEV, Esqoumre, IOS,,

Chiel Seeretary to Government, Punjab.

TO
ALL HEADS OF DEPARTMENTS AND THE
REGISTRAR, HIGH COURT, COMMIS-
SIONERS OF DIVISIONS, DEPUTY
COMMISSIONERS AND DISTRICT AND
SESSIONS JUDGES IN EAST PUNIAB.

Memoraidum No. 4451-ACCAY1692. dawed Simla-2, the
10th Pecembper, 1949,

Subject—List of Governmenl servints who are under
suspension.

Please forward for the information of Government in
the Anli-Corruption Department, a list of all Government
servanls of your Department who are al presemt, under
suspension on charges of corruption, ete. The list should
include information under the following headings (—

(1) Name.

(2) Designalion.

(3) Reasons for suspension.
(4) Date of suspension.

Remarks (the action being taken or proposed to be
taken should be given in this eolumn).

2. The statements in question should reach me by the
315t December, 1949, without fail.

R.D. CHADHA,
_ SUPERINTENBENT, GAZETTE,
Jfor Chael Secretary to Government, Punjab.
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Copy of Punjab Government letter No. 3672-GII-59/248, dated
the 11th May, 1959 from the Chief Secretary to
Government Punjab, to all Heads of Departments etc.

Subject.—Approach to Members of the Staie Legis-
lature, ]

Lam directed to say that in spite of repeated instructions
issued on the subject, from time to time, Government have
noticed with regret an increasing tendency on the part of Go-
vernment servants to approach members of the State Legisla-
ture for the redress of their grievances connected with their
conditions of service ete. In this connection I am also to
inyite your atiention to rule 20 of the Government Servants
Conduct Rules, 1955, which interalia lays down that no
Goverment servant shall approach any member of the State
Legislature or of Parliament with a view to get his grievances
removed or to furthering any object. Tt has come to the notice
of Government that neither the executive instructions issued
on the subject nor the statutory provisions of rule 20 ibid
are being adhered to by the Government servants. Such
a practice is not only contrary to the rules but subverts
discipline and should, therefore, be completely stopped. I
am o request that all Government servants serving under you
should be made to note these instructions carefully and told
in express terms that any breach thereof will render them liable
to disciplinary action.

Copy of Punjab Government Circular letter No. 4376-GII-59/
27671, dated 28th May, 1959, from the Chief S
to Government, Punjab, addressed to all Heads of Depart-
ments, ete. ete.

Subject.--Revised  system of Earned Leave, Holidays and
Working Hours.

I. INTRODUCTION 2.3

1. The Need for revision. The question of rationalisin
the system of holidays and working hours at t nbsenreg
by the Punjab Government, and of the leave emjoyed by
Punjab Government servants has been examined af some
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length. The present system is defective in many ways. The
incidence of olidays in eccentric and often disturbs the conti-
nuity of work. Possibly because of their eccentric incidence
holidays are in fact nol always allowed to be treated as such,
and miscellancous work is often required {o be done on these
days. A system in which neither work nor leisme is undisturb-
ed obviously needs reform so that both are more effective.
Leave rules are not realistic in that although leave, both privi-
lege and casual, is admissible to Government servants at a
liberal scale, it is seldom possible to take it in full in actual
practice, Government are, therefore, of the view that a
reform in the present organisation of work and leisure is neces-
sary so that work is done and leisure enjoyved on a more rational
basis. Government are conyineed that with a better and more
effective organisation of leisure it will be possible for Govern-
ment servants to work longer and harder, particularly in the
cooler months. Harder work from the Government servants
is required in the context of the country’s present economic
struggle, and should be well within their capacity if they re
given adequate and systematic rest and leisure.

2. Aims of Revised System. Government have, therefore,
deojded to increase working hours during the cooler months so
that more work is done, to re-ofgunise holidays so that ade-
quate rest is given and the continuity of work is not disturbed,
and to mationalise leave rules sothat an official without
being entitled {o inordinately long periods of absence can,
and in fact generally does, take the leave duesto him. The
object i5 to introduce a system which combines hard work with
real leisure.

I, DATE OF COMMENCEMENT
The revisecd system will come into force on the Ist July,

oI, WORKING HOURS
3. (1) Hours af werk will be-=

(a) September Ist to April 30th--9.00 a.m. to 5.30
p.m. with half an hour’s break for food.

(b) May Ist to August 31st—7.00 am. to 1.30
p.m.
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(2) Exceptions—

(a) The High Court have decided that subject to the
~ provision for hill stations at (b) below, Districl
Courts and Subordinate Courts shall observe these
hours also except that these Courts shall work 11
the cooler months from 930 am. to 400 p.m.
Offices attached to Courts will, however, work (y0m
900 am, to 530 p.m. The decision regard!ng

Courts is experimential for one year to begin with.

(b) In the hill stations ol Simly, Kasauli, Kandaghat,
Dharamsala, Dalhousie, Dagshai, Kulu Sub-
Division and Palumpur hours of work will be—

Miarch 15t to October 31st .. asat (1 Ma) above.

November Ist to the end of .. 9.30 a.m. to 4.00 pim.
Februnry

Offices attached to Couris will work as above and District
and Subordinate Courts frem 9.30 a.m. to 4.00 p.m. throughout

the vear.
1V. HOLIDAYS
4. (1) Genera] Hofidays will be as follows :
All Sundays.

All Saturdays during the period September Ist (o
April 30th.

Republic Day (January 26th).

Independence Day (August [5th).

Mahatma Gandhi's Birthday (October 2nd).

A midsummer break of three days Thursday to Saturday
(inclusive) nearesi (o June 21st (o be fixed each
year by Governmeni——for example for 1960, this
will be June 23rd to 25th inclusive).

(2} Opriona] Heliduvs. --Six in the year.

z‘hs._ Government will not now be allowing any holidays
on festive and religious occasions, and as Government is
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nevertheless anxious that each employee should get the fullest
opportunity of celebrating and observing such occasions as
are important to him a Government servant will be able lo
take, at his option, six holidays in a year. He may, if he so
chooses, take two half days off work insteuad of un entire day.
No particular days for this purpese will be preseribed and
he will be able to take off any six days he likes. He should
normally not be refused permission to take these davs nor
questioned about his choice, unless [ere are circumstances
of urgency or crisis which require some adjustment, For
cach Government Servant an account of such holidays similur
to his casual leave account will be maintained.

In the half year, July 1 to December 31, 1959, four such
optional holidays will be permitted.

5. Courts.~-The High Courl has decided that as an ex-
perimental measure for an year to begin with, these holiduys
will also be observed by Courts and optiopal helidays will
likewise be given to the officials working in the Courts and
Offices attached to them.

6. Notifying Holidays—(1) The notilication issued by
Government declaring the holidays te be observed by Govern-
ment for the second half of 1959, is at Enclosure 1. A notilica-
tion for Courts is being issued by the High Court containing
an identical list of holidays.

_(2) This list of holidays does no aflect the list of holidays
‘which are observed by banking and commercial institutions and
which are notified under the Negotiable Instruments Act.

V. EARNED LEAVE
7. (1) Seaje. Earned leave will be admigsible as follows ;

To employees with ten years | 24tk of the period
Service or less spent an duty.

To employees with above ten and  1/18th of the period
up to twenty Vears service spend on duty.

To employees with over lwenty  1/12th of the period
years Sservice spent on duty,
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(2) Assessing lengih”of service.--For purposes of deciding
the leave due to an employee, under the above slab system,
length of service shall be determined as follows :

() Generally length of service will be counted from the
date of appointment of the employee in continuous
service ; but

(b) where an employee has been retrenched from a pre-
views Jjob in the Punjab Government, and then
again appointed continuously, his period of seryice
in the previous ijob shall be considered in determin-
ing the slab of leave to which he is entitled. For
example, X has worked for 3 years as an assistant
in the Rehabilitation Department, been retrenched,
and after a gap of two years, been appointed conti-
nuously for seven years in the Excise Depariment,
He will be considered to have 10 years service for
purposes of caleulating the leave due to him.

(¢) In the case of women, if an employee resigned a
previous job on grounds of having to look after
her children, and is then appointed again, any
service rendered before resignation shall be included
in determining her “length of Service.”

(3) Contingent paid and allied Employees. - No leave will be
admissible to temﬁscralg' establishment paid from Contingencies
an Contingent bills. Such establishment may, as hitherto be
allowed extraordinary leave under;Rule 8.137 of the Punjab
C.S.R. VYolume I, Part I,

8. Accomujation of earned leave will be permitted to any
extent but the leave actually given at a time will be subject to
the following limits :

(1) In India oo 120 days
(ii) Abrond o 240 day)
(iil) Where an officinl goes on leave prepara-

tery to retirement, whether in Indla or
abroad 180 days

Provided that the limit of refused leave prepara-
fory to retirement, allowed to an em-
ployee by way ol extension In service
shall be limited to 120 days.
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(iv)"If an official goes on a course of studies To any
ot rescarch or work which in the view  extent
of the Government in ¥ the Administra-" NECessary
tive Department in consultation with
Finance Department, increases his com-
petence, knowledge or efficiency or
adds to technical knowledge

9. Notification. A copy of the notification No. 3691-
FRII-59/5176, dated Changig:a:h, the 26th May, 1959, amend
ing rules 821, 8.116, 8.117(b), 8.117(c), 8.133, 8.134, 8.69,
8.73, is at Enclosure 2 [These are the main rules affected.
Some minor amendments in some other rules of comparatively
rare applicability (e.g., rules 8.92, 8.97. 8.129 ete) will also
be necessary .and will be notified in due course].

10. Other Leave. The existing rules regulating other
kinds of leave, i.;, leave on half average pay [rule 8.73 Punjab
C.SR.,; Vol. I, Part I, leave on half average pay (rule 8.119),
leave on medical grounds, Special Disability’ Leave (rules
8.82 and 8.124), Study Leave Fn‘:le 8.85 and 8.126), read with
appendix 20, of Punjab C.8.R., Yol. I, Part I1] and Maternity
and Hospital leave (rules 8.127 and 8.128), will stand as they
are and no change in them is contemplated.

11. Leave accumulated prior fto New System. As the
revised system will be brought into foree from the Ist July,
1959, the leave accumulated up to the 30th June, 1959, at the
existing scalc will not lapse but will be counted. From the
Ist July, 1959, onwards, the earned leave will be counted and
added at the new scale given above. In adding earned leave
accumulated up to 30th June, 1959, fractions will be resolved
into whole numbers. Half a day or more will be counted as a
full day and less than half a day will e ignored.

12. Exception—-These leave rules will be aiplicahfe to all
Government servants whose leave is regulated by the Punjab
Government whether they were appointed before the issue of
these instructions or are pointed afterwards, with the follow-
ing exceptions :

() Members of the Punjab Public Service Comymission—
Holding office prior to the issue of these instructions
and the enclosed amendments, will confinue to be
governed by the leave rules applicable to them at the
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time of their appointment. Members of the Com-
mission appointed after the issue of these instruc-
tions will, however, be governed by the new leave
rules contained in this letter.

(ii) Members of the ex-Secretary of State Services and
of All-India Services.—The jab Government
is not competent to amend rules regulating their
leave.

(ili) Employees appointed on contract will be governed
by the terms of their contract. In future contracts,
terms of leave should conform to the revised scales.

(iv) Employees in a Vacation Depariment.—To whom
the existing rules 8.74 and 8.117 of C.5.R., Vol.
I, Part I, apply will not be entitled to any earned
leave except at the scale and in the manner provided
for in these rules. These rulkes have also been
amended to provide for leave at the revised scale
to those who are prevented from availing of the
vacation, The notification amending these rules
is at Enclosure 2.

VI—CASUAL LEAVE

13. (1) Scale. Casual leave will be admissible as fol-
lows :

(i) To employees with 10 years service or less — 10 days

(ii) To employees with more than 10 years — 15 days
yeats service but less than 20 years
service

(iii) To employees with over 20 years service — 20 days

(2) How calculated —From the date on which an employee
completes his 10th or 20th year of service, as the case
may be, he will be given leaye in that year according to the next
higher scale. Thus if an employee completes 10 years service
on the 30th April, 1960, he will entitled to 15 days casual leave
for the entire year 1960. Length of service will be assessed as

at paragraph 7(2).

R o e gt i ) e
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(3) Accounting of Casual Leave—The casual leave account
will be mainfained annually from the Ist of January to 31st
of December. All casual leave accounts will be closed on the
31st December and new accounts opened on the Ist of January,
following, irrespective of the fact that an official takes a spell
of casual leave which includes the last few days of December,
and the first few days of January. Thus if an official takes
leave from the 26th December, 1959 to 5th January, 1960,
the period 26th December to 315t December will be debited to
his leave account for the year 1959 and the period 1st January
to the 5th January, 1960, will be-debited ta his leave account for
the year 1960.

(4) Arrangements for half year of 1959 —As casual leave
is not accumulated and as the revised scales will come into
force ifrom the Ist July, 1959, ie., in the middle of the year,
leave admissible to an employee during 1959 will be calculated
as follows —

Ten days (i.e., half of the leave due for the half year from
Ist January to 30th June, 1959), plus half the
leave that would be due tohim in a year according
to the revised scale. Thus an official with ten
years® service or less will be entitled to a maximum
of ten days plus five days, ie., fifteen days, and
an official with above 10 and up to 20 years service
to 10 plus 74, ie., 173 days leave during
the year 1959. Those who have already availed of
some leave will be given the balance which would be
caleculated according to the maximum limits
arrived at in this manner.

However, as the new ruies arc being introduced in mid-
yeur and without long notice, and as some employees may already
have exhausted their leave as calculated in this manner, it has
been decided as a matter of grace, to allow during the half year
beginning Ist July, 1959, a maximum of 3 days’ casual leave
to those who have exhausied their casual leave (whether accord-
ing to the revised caloulations or according to the old scale)
and to those who according to the revised calculations will
have less than 3 days’ leave due to them.

(5) Length of Leave and Combination of Leave—In taking
casual leave, within the limits admissible above, an employee
may remain continuously absent [rom duty for a maximum
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of 16 days. TIn this spell he will be permitted to include holi-
days which will not be debited to his casual leave account.
The total spell, however, should in no case exceed 16 days.
The balance of the casual leave cun be taken in driblets. It
may be emphasised that it is desirable, bul not compulsory
for Government servants to take such a spell. Where a Go-
vernment servant desires to fuke such a spell, permission should
not ordinarily be refused although of course the competent
authority may adjust the dates on which the spell is taken for
administrative convenience.

Casual leave may, at the option of the sanctioning authority,
be combined with optional holidays provided that the limit of a
continuous absence of 16 days’ is not exceeded. Casual leave
should not, exeept in hard circumstances to be.determined
by ;if sanetioning autherity, be combined with the midsummer
break.,

ﬁﬁ Caution—Heads of Departments and Heads of Offices
should ensure generally that the issue of these instructions does
not lead to a general tendency on the part of their employees to
take all the casual leave due before the 30th June, 1959, Casual
leave up to the 30th June, 1959, should, therefore, be sanction
ed with care.

VII—CONCLUSION

(14) (1) Net effect of New System.—The following charl
shows the comparative position under the existing and revised
systems —

Frem Existing Position Rirvised System
Daya

{a) Earned leave .. 33days .. Upto 10 years® Sesvice .. 15
1120 years' Service .. 20 }-Av;zmge

Above 20 years' Service .. 30}

(b). Casual leave .. 20 days .+ Upto 10 years' Service .. 107

11—20 yoars” Sorvice .. 15 r-Awllssragu

Above 20 years' Service .. 20

B Ol N s -
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ftem ~ Existing Pogition Revised System
. Days
(1) Sundays . o
(¢) Public (1) Sunduys .. 527 (?) Saturdays (during §
Holiays— cooler months) v 34
(2) Last Saturdmys 12| (3) Natfonal days (Republic 92
- 87 Day) Independence and
(3) Religious and Guandhi's Birthday e
National Holidays 30

(4) Local Halidays JJ (4) Midsummer holidays .. 3 J

(d) Optional Holidays for religious, ¥ B
National and festive oceasions

(e) Total No. of off days 150 % 135

(f) Total No. of working doys 215 = 230

(8) Working Hoyrs
4 Summer moenths from 7 ams to 4 Summer months 7 amte  6f hrs

1.30 p.m. 1.30 p.m. net

8 vooler months from 10 a.m. to & cooler months 2 a,m. Lo 8 hos.
5.00 p.m. with half an hour 5.30 p.m. with half an nel
lunch interval, i.¢., 63 hours hiour tunch interval

net throughout the yeur

(h) Total No. of working hours por
year o 1,398 o= 1,700

2. Guidance regarding Emphasis—It is hoped thal the
new system will result in better and more work and better
and mor:iaisum. Officers at all levels are requested to conduct
their activitics in the spirit of the new system and in particular
to respect the sanctity of holidays. The emphasis should not be
to ask or permit employees to work on holidays or to work
outide office hours excepl in emergéncy or crisis. Hxocep-
tions will of course have to be made in the case of specialised
types of institutions and work such as those which deal with
emergencies nursing in hospitals ete., but barring these special
cases the success of the new system will depend substantially
on its strict observance. It is also the intention of Govern-
ment that at all levels leave, applied for, particularly
earned leave should be considered favourably, unless there
are special circumstances which do not permit this.
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ENCLOSURE 1
HOME DEPARTMENT
(GAZETTE)

Notification
Holidays

The 28th May, 1959

No. 4376-GII-59/2777.— In partial modification of nolif-
cation No. 6784-GII-58/34912, dated the 19th November,
1958, it is hereby notified that the holidays enumerated in
the annexed schedule shall be observed as helidays in public
offices under the Stiate Government during the second half
of the year, 1959, i.e., Ist July, 1959 to 31st December, 1959,

In addition, all Government servants will be entiiled fo
4 optional holidays to celebrate festive or religious occasions
according to their choice. A Government servant may at his
discretion take two half holidays instead of a complete holiday.

This notification does not apply to holidays to be observed
by the High Court and Civil Courts, subordinate thereto or to
Government servants in educational and industrial institutions
which are governed by special instructions.

SCHEDULE
List of closed holidays for the second half of the
year 1959
Dates Saka Day or Number
) on which era days of
Names of Holidays they 1880-81 of the holidays
fall week
All Saturdays after [st X -] =3 17
Scptember, 1959
All Sundays A b . - 26
Independence Day = J5th 24th Satur- 1
August Sravan day
Mahatma Gandhi's Birth- 2nd 10th Friday 1

day October Asvin
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ENCLOSURE 11
FINANCE DEPARTMENT
(REGULATION)
Notification

The 26th May, 1959

No. 3691-FRII-59/5176.—In exercise of the powers con-
ferred by the proviso to Arlicle 309 of the Constitution of India
and all other powers enabling him in this behalf, the Governor
of Punjab is pleased to make the following amendments in the
Punjab Civil Services Rules, Volume [, Part I, namely :

AMENDMENTS

A—Leave beyond the date of compulsory retirement
(1) Rule 8.21,—

(i) in sub-rule (a)(2), for the words six months’ in the
7th line, the words “four months”, shall be substi-
tuted.

(ii) in sub-rule (a)(2) the words ‘subject to a maximum
of 120 days’ shall be inserted after the word ‘leave’
in the penullimate line.

(iii) in sub-rule (b) the figures and words ‘1/12th” shall
be substituted for °“1/11th".

B—Modification of the Old Leave Rules—Admissibility of
Leave om Average Pay

(2) In Rule 8.69 the words and figures **5/22nds, 2/11th
and 1/11th" wherever they occur, shall be replaced by “5/24ths,
1/6th and 1/12ths"”, respectively.

(3) In clause (a), Rule 873 after the words “plus one-
eleventh of the period spent on duty subsequent to that date™
the words “‘up to 30th June, 1959, and one-twelfth of the period
spent on duty thereafter”™, shall be added.
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(4 Inclause (b)(i), Rule 8.73 after the words “one-eleventh
of the period 'Sp-::nt on duty after that date” the words “up to
30th June, 1959, and one-twelfth of the period spent on duty
thereafter” shall be added.

(5) TIn clause (b)(ii) of Rulc 8.73, after the words “four
months”, the words “or six months in the case of leave prepa-
ratory to retirement” shall be inserted.

(6) Tn clause (b)(ii) of Rule 8.73, the following shall be
added at the end before the proviso :

“up to 30th June, 1959, and 1/12th of the period spent
on duty thereafter.”

C—Muodification of the Revised Leave Rules
(@) Earned Leave, its admissidility and accummulation.
(b) Grant of extra-study leave.

(7) The following shall be substituted for Rule 8.116 of
the said rules —

“8.116. (1) The carned leave admissible to a Govern-
ment servant in permanent employ is -

(@) 1/24 of the period spent on duty, during the
first 10 years of his service,

(b) 1/18 of the period spent on duty, during the
next 10 years of his service, and

(¢) 1/12 of the period spent on duty thereafter.

Note,—For the purpose of assessing The ‘length of service® under this sub-rule, break
in service caused as a result of retrenchment shall not entail forfeftore of
previous service. Furiher in the case of women Govermuent Servants  break
i gervice due Lo Tesignation as a result of family circumstances of the
Governmonl servant concerned, shall also be condoned by the re-appointing
authority, provided the durntion of break  docy not cxcced 10 yoars,

(2) Accumulation of earned leave shall be permissible
to any extent bul the maximum earned leave that
may be granted at a time to a Government servant
shall be (a) 120 days if spent in India, (b) 240 days,
if the entire leave so granted or any portion thereof
is spent outside India, Burma, Ceylon, Daman, Dien,
Nepal and Pakistan, provided that where earned
leave exceeding 120 days is granted under this
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sub-rule the period of such leave spent in India shall
not in the aggregate exceed 120 days.

Provided furfher that except as provided in the Study
Leave Rules contained in Appendix 20 to the
Punjab Civil Services Rules, Volume I, Part II,
if a Government servant goes on a course of sludly
or research or work which in the Government’s
view increases his competence, knowledge or
efficiency or adds to the technical knowledge, he
may be granted earned leave to the extent it is
due to him and not limited to 120 to 240 days.

Nte.—The consant of the Fipanee Depariment in not presumed 1o the grant
of sach study leave.

(3) Leave preparatory to retirement may be allowed
up to 180 days on full pay provided it is due.”

(cy Earned Leave admissible to Vacation Departments.

(8) The following shall be substituted for clause (b) of
Rule 8.117 of the said rules :—

“(b) The earned leave admissible to such Government
servant in respect of any year in which he is prevented
from availing himself of the full vacation is such
proportion of the following periods as the numper
of days of vacation not taken bears to the full
vacation :

(i) to a Goyernment servanl with

10 years’ service or less .. 15 days
(ii) to a Government seryvant with

more than ten years’ service

but not exceeding 20 years'

service . .. 20 days
(iii) to a Government servant with
over 20 years' service .. 30 days

If in any year he does not avail himself of the vacation,
earned leave will be admissible in respect of that year in
accordance with the provisions of Rule 8.116".

(®) In clause (c) of Rule 8.117, the words “or under the
exception thereto as the case may be™ shall be deleted.
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D—Earned Leave. ete., to Government servants ngt in
permanent employ

(10) The following shall be substituted for Rule 8.133:—

“8.133. The provisions of rules 8.116 to 8.119 apply
also to a Government servant not in permanent
employ, provided that—

(a) no half pay leave shall b¢ pgranted unless the
authority competent to sanction leave has
reason to believe that the officer will return
to duty on its expiry ; and

(6) no leave not due shall be granted.”

(11) Rule 8.134 of the rules shall be deleted.
E—Date of effect

These amendments shall come into force on the Ist of
July, 1959.

J. 8. BASUR,

Secrctary to Government, Punjab,
Finance Department.

Copy of Circular letter No. 4198-GI1-59/5323, dated the 20th
June, 1959 from the Chief Secretary to Government,
Punjab to all Heads of Departments, etc. ete.

Subject—-Seeking redress in Courts of Law, by Govern-
ment servants of grievances arising out of their

& employment or cenditions of service.
1T,

In supersession of the instructions contained in Punjab
Government letter No. 10208-G-52/5381, dated the 25th Jan-
uary, 1953, on the subject noted above, T am directed to com-
municate the following revised instructions in this respect
for your information and guidance —

(a) Government servants sceking redress of their
gricvances arising out of their employment or
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conditions ol service should in their own interesi
and alse consistently with official propriety and
discipline, First exhaust the normal official channels
of redress hefore they take the issue to'a court of
law

(b) Where, however, permission to sue Government in &
court of law for the redress of such grievances is
asked for by any 'Government servant cither before
exhausting the normal official ‘channels of re-
dress or after exhausting them,” he may be informed
that such a permission is not necessary and that if
he decides to have recourse to a court of law. he
may do so on his own responsibility.

Copy of letter No. 5290-7GII-59/6949, dated the 10th July, 1959,
from the Chief Sccretary to Government, Punjab. to all
Heads of Departments, etc, efc.

Subject-—Employment  of handicapped persons in  the
public service.

[ am dirested to enclose a copy cach of Government of
India, Ministry of Home Affairs’ letter No. 60/137/50-Ests..
dated the 28th July, 1950, and No. F 20/29/57-RPS, dated the
15th January, 1958, on the subject noted above and to say that
the Punjab Governmeat have decided to follow the Govern-
ment of India in the matter. Tt is accordingly requested that
in the cases of class Il or class TV posts of the artisan class or
those involving manual or skilled labour or a routine
type of work, deaf-muteness or deafness by itself need not he
regarded as a disqualification against appointment provided
that the person concerned is otherwise fit and qualified to hold
the post and that subject to the condition mentioned and
subject to other rules and orders in force the possibility of
affording avenues of employment to deaf and deaf-mute persons

should be examined at the time of making recruitment to such
posts.

Copy of letter No. 60/137/50-Ests., dated the 28th July, 1950,
from the Government of India, Ministry of Home AfTairs,
New Delhi, to all Ministries of Government of India,

Subject*—Employment of deaf persons in Government
Service.
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The undersigned is directed to say that the convention of
the Teachers of the Deaf in India has approached the Govern-
ment of India with the request that the disqualification against
employment in Government service of deaf persons or deaf-
mmutes, who are otherwise fit, might be removed so that such
persons may be given an opportunity of leading as full and
useful a life as their disablement permits.

2. The standards of physical fitness prescribed for re-
cruitment to superior Central Service require that in order to
be passed fit a candidate must be free from deafness. While
itis nntﬁnpused to make any change in this respect, il is con-
sidered that there are certain kinds of employments, especially
of the artisan class and those involving manual labour, which
might be held b[}- deaf or deaf-mute persons without much loss
of efficicney, if not actually on an equal footing.

3. It has accordingly been decided that in the cases of
the kinds of employments referred to, viz. class IIT or class IV
osts of the artisan class or those involying manual or skilled
abour or a routine type of work, deaf-muteness or deafness
by itself need not be regarded as a disqualification against
appointment provided that the person concerned is otherwise
fit and qualified to hold the post, and that subject to the con-
dition mentioned and subject {o any other rules and orders in
force the possibility of affording avenues of employment to
deaf or dear-mute persons should be examined at the time of
making recruitment to any service.

Copy of Office Memorandum No. F.20/29/57-RPS, dated
15th Januoary, 1958, from the Government of India,
Ministry of Home Affairs, to all Ministries of the
Government of India, etc, efe.

Subject.—Employment of handicapped persons in the public
service.

As the Ministry of Finance, etc. are aware, the Govern-
ment of India have ueen taking special interest in the educa-
tion, employment and welfarc, in general, of persons suffering
from physical handicaps. In accordance with this olicy
instructions were issued under Ministry of Home airs
Office Memorandum No. 60/137/50-Ests, dated the 28th July,
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1950 (copy enclosed) that deafness or deaf-muteness should not
by itsell be regarded as a disqualification and that the

ossibility of afferding avenues of employment to persons so
gand.icappcd should be examined at the time of recruitment to
posts in Class T or Class IV. The Minisiry of Education
and Scientific Research have a scheme for setting up a special
organisation to render employment assistance, to all categories
of handicapped persons in the course of the Second Five-Year
Plan period and a beginning in this direction will be made
shortly. That Ministry are also conducting & sample survey of
handicapped persons requiring employment assistance, and the
special organisation itself will corry out analysis of jobs avail-
able in the public services and the public and private under-
takings so as to locate the types of employment most suitable
for them. Eventuslly, legislation may be necessary, as in
other countries, to ensure certain quotas of appointments for
the handicapped in the public services and public and private
enterprises. Meanwhile, it is desirable that the cases of handi-
capped persons seeking employment in the public scrvices
that may be referred to the appointing and medical authorities
should be viewed with the uimost sympathy.

Copy of U.0O. Circular No. 4730-GI-59, dated 25th August, 1959,
from the Chiel Secretary to Government, Punjub, to all
Administrative Secretaries to Government, Punjab.

Subject—Transmission of cases to the Chief Secretary for
advice,

It has been observed that there is a tendency in  some De-
partments to refer cases to the Chicl Secretary for advice
without [lirst examining the issues involved fully on their
own side. Al times, cases which are quite ~clear and
straight and should be decided by the Administrative
Departments concerned are also referred to the Chief Seore-
tary. Quile often, the issues on which advice is sought are not
even made specilic which necessitate the detailed examination
of departmental cases on the Chief Scceretary’s side resulting in
avoidable delay because, after examination in the Chief Scere-
tary’s organisation, back references have to bz made to the
departments concerned for further informiition on several
essential points. The Administrative Scercturies are accord-
ingly requested to ensure before any cases are sent to the
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Chiel Secretary [for advice that they are properly examined
in the departments bringing oul clearly the specific points an
which the Chief Secretary’s advice is needed. Consequently, it is
ulso necessary that references are made to the Chief Secretary
for advice through the Administrative Secretaries and not
direct by officers subordinate to them.

Copy of Circular letter No. 8260-GII-59/13735, dated d4th
September, 1959, from Chief Secretary to Government,
Punjab, to all Heads of Departments efc., etc.

Subject.—Recruitment through the Subordinate Services Selec-
tion Board.

I am directed to address you on the subject noted above
and to say that recruitment to posts carrying an initial salary
of Rs 50 to Rs 149 is made on the recommendations of the
Subordinate Services Seclection Board. In certain cases, it
so happened that after the Heads of Departments had placed
requisitions on the Board, the scales of the posts in question
were revised with the result that these posts came within the
purview of Public Service Commission before the Board could
make final selection although they had made a substantial
headway in the matier by way of advertising the posts and
scrutinising applications ete. In such cases Government have
every nowand then been confronted with the question as to
which of the two bodiss should make final selection. [ am
directed to bring to your notics that recruitment in such cases
will be made by the Public Service Commission and the
Subordinate Services Selection Board will have no jurisdiction
over them provided the Board had not by that time made
final selection. This is constitutionally the only correct course.

2. Departmenis ase requested Lo nole these instructions

and to take immediale steps to get the recruitment through the
proper bedy as soon as such @ case occurs,
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Copy of Punjab Government Circular letter No. 5222-GIII-59/
15305, dated 17th September, 1959, from the Chief Secre-

tary to Government, Punjab. addressed to all Heads of
Departments, ete,, etc.

Suhjw-f.—Rein_lbursnguwp.l to Government servants of the cast
of investigation into their conduct,

[l am directed to say that Government have reviewed the
proctdure detailed in—

([} Mr. Emerson’s letier No. S881(H-Gaz,), dated
February, 1928 ;

(2) Punjab Government letter No. 1202-G-56;21130,
*dated the 20th/22nd March, 1956 : and

(3) Punjab Government letter No. 4319-GI-58/16255,
dated the 30th May, 1958,

regarding reimbursement to Government servants of the cost
of investigation when their conduct has been the subject of
inquiry cither by an authority appointed under the Public
Servants (Inquiries) Act (XXXVIT of 1850) or by a depart-
mental agency (including that of the Vigilance Department)
under the Punjab Civil Services (Punishment and Appeal) Rules,
1952, and the Deparmental Enguiries (Powers) Act, [955.

2. Government consider that in this matier of reimburse-
ment there should be no discrimination between Government
servants whose conduct is the subject of investigation under
the Public Servanis (Inquiries) Act, 1830, and those whose
conduct is being investigated onder the Punjab Civil Services
(Punishment and Appeal) Rules. 1952, and the Department
Enquiries (Powers) Act, 1955,

According Lo the existing instructions the cost of defence
witnesses is to be met by the Government in the case of in-
vestigation only under the Public Servants fInquiries) Act,
1850, whether the officer or official under suspicion succceds
In clearing himscll or not, provided that the charges of those
witnesses only dre 10 be paid whom the commission declares
lo be necessary witnesses. But in the casc.of enquiries under
the Punjab Civil Services (Punishment and Appeal) Rules, 1952,
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Government have the discretion of granting or with holdin
sanction lo these charges. In this connection, it is observe
that when an Inquiry Officer is appointed. his duties are,
as an agent of Government to assist them in arriving at
the truth regarding various allegations. The rules do not
necessarily requite an Inguiry Officer to be appointed. Tt
isonly a convenience and has to be resorted toin complicated
cases. Moreover, the Inquiry Officer has discretion to refuse
the summoning of a particular defence witness though he
has to record his reasons for doing so. In other words,
the control rests with him and he can exercise it to prevent
wasteful evidence. Tn these circumstances, it seems only fair
that Government should bear {he cost of defence witnesses in
the case of investigation under the Punjab Civil Services
(Punishment and Appeal) Rules, 1952, alse.

Keeping these factors in view Government hereby pres-
cribe the following procedure in the matter :

(1) Expenses of defence witnesses whether in connection
with investigation by an authority under the Public Servants
(Inquirics) Act, 1850 oran inguiry undef the Punjab Civil
Services (Punishment and Appeal) Rules, 1952, The expenses
of defenceé witnesses should be met by Government in accor-
dance with the prescrincd scales as explained in_clauses (a)
and (b) of sub-paragraph 3 below whether the Government
servant under suspicion succeeds in clearing himself or not,
provided that the charges of those witnesses only should be
paid whom the Commission or the Inquiry Officer declares
to be necessary witnesses. Further the witnesses should be
directly paid by the Commission/Inquiry Officer.

(2) Request for reimbursement of the fees of the counsel
whether in the matter of investigation by an authority under the
Public Servants (Inquiries) Act, 1850, or in the matter of an
inquiry under the Punjab Civil Services (Punishment and
Appzal) Rules, 1952. Wien the officer or official is allowed to
be represented by a counsel, reimbursement of the fees of the
counsel should be allowed in cases where the officer or official
under suspicion is successful in clearing himself. In other
cases the request for the reimbursement of the fees of the
counsel should be considered on its merits. Reimbursement
of fees of the counsel should be done at the rates laid down in
chapter II of the Punjab Law Department Manual for pay-
ment of fees to counselin criminal cases.
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(3) (a) Payment of expenses lo non-official witnesses,
summoned for the Prosecution or Defence should be made
according lo therates specified in Chapter 5-Cof Volume 1
of the High Court Rules and Orders in respect of witnesses
attending Civil Courts,

(b) Government servants summoned as witnesses should be
given the usual certificates of attendance to enable them to
draw their normal Travelling Allowance and the Daily
Allowance to which they are entitled in accordace with the
provisions of the Punjab Civil Services Rules, Volume Ir,
Travelling Allowance Rules.

(c) The expenditure on non-olficial witnesses should be
debited to the same head of account to which the pay of the
officer/official concerned is debitable when an enquiry is pro-
ceeding against him.

(d) Payment to non-official witnesses should be made out
of the contingent grants of the offices/departments concerned.

3. The three letters quoted in the first paragraph of this
communication are hereby cancelled.

Copy of letter No. B605-GITI-59/17447, dated the 13th Octo-
ber, 1959, from the Chief Secretary to Gavermment,
Punjab, to all Heads of Departments, Commissioners,
of Divisions, Deputy Commissioners ete,

Stubject—Pay to be allowed to Direct Reeruits to various
Services during the period of probation and
Training.

I am directed to invite a reference to Punjab Governmen!
letter No. 15574-GI-56/8603, dated the 19th November, 1956,
allowing the direet recruits to various services/posts (he
minimum of the time scile of pay of the post during the period
of training and probation. The last sentence of paragraph [
of this letter said that “in order, however, to ensure successful
completion of training by the probationers within the pres-
cribed period, it has further been decided that such candidates
should not be allowed to draw the first increment till they
have completed all training and passed the departmental
examination, wherever required under the existing rules,”
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2. It has been  brought to the notice of Government
that the condition of completion of training for drawing the
first increment is causing considerable hardship to direct re-
cruits because training is arranged by Government and some-
times Government are unable to provide within reasonable
time the prescribed training to™officers/officials for various
reasons. It is, therefore, unfair to direcr reciuitsto be dep-
rived of their increments for non-completion of training.
Government have reconsidered the matter and decided that
the first increment should be allowed even if the preseribed
training has not been undergone by direet reeruits, unless the
relevant service rules on this point have specially made the
grant of the first increment ocontingent on completion ol
certain trainings. The condition regarding the completion of
training for the grant of the first increment occurring in Punjah
Government letter dated the 19th November, 1956, should,
therefore, be deemed (o have been dropped with retrospective
effect from the Ist Novemoper, 1956, Direct recruits should
accordingly be allowed the [irst ineremeni on completion of
the deparfmental examipation, if' any, prescribed under Lhe
rules, and after one years' service, whichever is later. The
future increments should normally be admissible on the
anniversary of the date on which the first increment is drawn.

3. Tam to advise you to bring the service rules in
uccordance with the above insiructions with such modifica-
tions as may be considered necessary in the light of the cir-
cumstances of any particular post or service. For example,
if & department has laid down certain cxaminations for its
officers/officials but has not made grant of an increment con-
tingent on passing the examination the department will have
Lo revise its service rules to accord with these instructions. But
where no departmental examination is preseribed, the depari-
ments are not required, under these instructions, to prescribe
4 new examination.

Copy of Circular letter No. 8522-GI-59/19157, dated the 26th
October, 1959, from the Chief Secretary to Government,
Punjab, to all Heads of Departments, etc. etc.

Subject.—Leave on medical certificate af the 1ime of posting/
transfer of a Government servunt.
Sir,
I am directed to say that Government have had under
onsideration for sometime past the question of taking suit-
ble steps to eliminate the possihility of a Government
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servant applying for leave on medical certificate after receiv-
ing orders of his transfer from a particular place merely to
avoid an inconvenienl posting. After careful consideration,
it has been decided to lay down the following procedare in
supersession of the instructions issued in Punjab Government
letters No. 9825-GI-57/13993, dated the [iltl"lll1 August, 1957
a;.;d No. 3076-GI-58/11202, dated the 18th/22nd April,
58 —

(1) The Medical Certificate issued by a Civil Assig-
tant Surgeon, Class I (Gazetted), or a Civil Surgeon
to a gazetted officer recommending him Feiove
for a period not cxceeding one month, when he
is under transfer orders, should be got counter-
signed from the Director of Health Services, Punjab.
If the leave applied for exceeds ome month, the
Medical Certificate is to be issued by a Medical
Board or a Medical Commitiee and in that case
it would not be nccessary to get the Certificate
countersigned by the Director of Health Services.

(2) Simularly the Medical Certificate issued by a
Medical Officer to a non-gazetted official drawing
pay more than Rs. 80 per mecnsem should be
countersigned by the Civil Surgeon of the district.
In this connection it may be made clear that in
such cases it will be necessary to have a° Medical
Certificate from a Government Medical Officer
and the Medical Certificate issued by a private
medical practitioner will not be entertained.

(3) It shall be the duty of the Government servant
concerned to send telegraphic infimation to his
Head of Officc/Head of Department, if he
proceeds on medical leave at the time of his transfer
orders.

(4) On receipt of telegraphic intimation of Government
servanl’s intention ol proceeding on medical leave,
the authority issuing the transfer orders, if it has
reasons o suspect the bona fides of the officer,
will make a telegraphic request to the Director,
Health Services, Punjab, for enquiring whether
the Medical Certificate granted to the Government
servant is genuine. The Director, Health Services,
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will find out the truth promptly and intimate the
result to the authority concerned.

9. These orders are not intended to be made applicable
to Government servants drawing pay at Rs. 80 per mensem or
less.

Copy of Pumjab Government Circular letter No. 9091-GII-

59/19223, dated the 27th October, 1959, from Shri E. N.

angat Rai, 1CS, Chief Secretarv to Government, Punjab,
addressed to all Heads of Departments, ete. etc.

Subject.—Grant of casual leave to Government employees

In continuation of Punjab Government letter No. 4376-
GI1-59/2767, dated the 2Bth May, 1959, on the subject noted
above, T am directed to say that the question of the number of
spells of casual leave which should be allowed to a Government
scrvant during a calendar year and their duration has been
under consideration of Government. It has been decided that
there should be no restriction in regard to the duration and
number of spells. Henceforth, it would be within the compe-
tence of the sanctioning authorities to sanction any amount
of casual leave without any limit of spells, within the amount
of casual leave admissible subject to the condition that one
spell at a time will not exceed 16 days as already proyided
in sub-para (5) of para 13 of Punjab Government letter
referred to above.

Copy of Circular letter No. 8924-GII-59/21613, dated 28th
October, 1959, from the Chief Secretary to Government,
Punjab, to all Heads of Departments, cte. etc.

Subject.—Counting of purely temporary service for purpose
of seniority.

I am directed to invite a reference to Punjab Government
letter No. 1028-GI1-57/27804, dated the 29th March, 1957,
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on the subject noted above and to say that cases have comte
to the notice of Government wherein, before Ist Novembet,
1956, certain Departments confirmed some officials who
were appointed locally in a purely temporary capacity, bt
were subsequently recommended by the Subordinate Services
Selection Board, after granting them the benefit of ‘their
purely temporary service for purposes of seniority with the
result that they were assigned preferential poesitions in the
joint seniority lists, which were later on approved by the Integra-
tion Council. Government having been presente with a fait

accompli in such cases, have considered the matter at length.
The action of the Departments concerned was undoubtedly
irregular but it was presumably based on faulty interpretation
of instructions contained in Punjab Government  letter
No. 1212-G-54/59723, dated the 13th February, 1954. Keeping
in view this aspect and the legal implications involved, it has
been decided that the imstructions, dated the 29th March,
1957, referred to above and issued in clarification of previous
instructions will be deemed to have come into opération with
effect from 1st November, 1956, and that cases of coafirmation
irregularly decided prior to this date should not be re-opencd
and should be deemed to have been regularised.

2. As regards the cases of officials who were confirmed
after lst November, 1956, seniority should be determined in
accordance with Government instructions, dated the 29th
March, 1957. Confirmation in itself will not affect the seniority
of those officials whose service rules provide for counting
seniority from the date of continuous approved a ointment.
It will only affect the seniority listsin those cadres where
seniority is counted from the date of confirmaticn. In such
cases, the seniority of the officials irregularly confirmed can
be fixed on an ad hoc basis by invoking ihe relaxability
clause. If* there be no such clause in the service rules, a provi-
sion in this behalf should be made in the rufes immediately
to implement this decision.

-————

Copy of letter No. 10711-GIL-59/24455, dated the 30th
November, 1959, from the Chief Secretary to Government
Punjab, Chandigarh,-fo all Heads of Departments, ete, etc.

Subject: - Grant of special casual leave lo sportsman

1 am directed 1o addréss you on the subject noled above
and to say that according to the instructions contained in
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Punjab Government circular letter No 684-GII-58/13153,
dated the 14th/20th February, 1958, special casual leave not
exceeding 30 days in one calendar year can be granted to
Government Servants who are sportsmen and take part in
sporting evemts, tournaments and matches of national or
international importance held cither in India or abroad. The
uestion of extending this concession to employees who parti-
cipate in inter-district maiches and in preliminary tests for
selection to Punjab teams for inter-State, i.c., All India Sports
events has been engaging the attention of Government for
sometime past. After carcful consideration, it has been
decided that in principle there should be no objection to
giving the special casual leave to such employees, but each
case should be dealt with on its merits by the authorities compe-
tent to grant leave, keeping in view the type of tournament
ete.

—_—

Copy of circular letter No. 12277-V(1)-59/13470, dated the
10th December, 1959, from the Secretary to Government,
Punjab, Vigilance Department, addressed to all Heads of
Departments, Registrar, Punjab High Court, ete.

Subject—Departmental enquiries—time-limit.

I am directed fo say, that the question of preseribing
some time-limit to complete processes of investigation and
enquiry in departmental procesdings came up for discussion in
the Conference of Commissioners and Deputy Commissioners
etc. held at Simla in September, 1959.

2. Government fecls that officials are often harassed
by the length of time taken to complete the processes of in-
vestigation and enquiry even in cases, which do not eventually
result in a charge-sheet, often the official concerned is
subjected to anxiety by the knowledge that an investigation
is proceeding against him. Government accordingly realise
that there should be a very striet limit to the time an official is
subjected to such process.

3. In this background, keeping in view practical con-
siderations, as far as possible, Government have taken the
following decisions -

(I) The whole process of investigation and enquiry
should be completed within six months (excluding
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period of reference to the Public Service ;Commis-
sion and period where proceedings are stopped
owing to a reference to a court of law).

(2) An extension of the period by another three months
may be obtained under the orders of the Minister-
in-charge.

(3) If extension beyond nine months [i.e. period (i) and
(ii) above] is needed, full facts and justification
must be placed before the Cabinet and their approval
taken.

4. I am to request that these instructions may be
kept in view by all concerned for strict observance.

5. This supersedes all the previous instructions on the
subject.

Copy of Punjab Government Circalar letter No. 10343-GII-59/
24150, dated 16th December, 1959, from the Chief Secre-
tary to Government, Punjab, addressed to all Heads of

Departments, efc, efc.
Subject.-—Casual leave.

With the introduction of the revised system of Earned
Leave, Holidays and Working hours with effect from the Ist
July, 1959, some doubis have arisen and certain departments
have sought clarification as to how the amount of casual leave
admissible to an employee, who has less than two years service
is to be calculated in the presence of the instructions conlained
in paragraph 20 of the Seccrctarial Instructions. The whole
matier has been considered at length and it has been decided
not to impose any further restrictions in this behalf because the
amount of casual leave hasalready been reduced considerably.
In future no discrimination will thus bs made in the case of those
who have less than two years service and all employees having
less than 10 years service will be entitled to 10 days’ casual
léave in a year as laid down in the policy No. 4376- GII-59/2767,
dated _the 28th May, 1959. :
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2. Paragraph 20 of the Secretariat Instructions is being
amended suitably so as to bring i in line with the instructions
issued with the above-mentioned letter.

Copy of letter No. 10542-GIII-59/26741, dated the 17th
December, 1959, from the Chief Secretary to Government,
Punjab, Chandigarh, to all Heads of Departments, etc. etc.

Subject~-Relationship between the ' Commissioners/Deputy
Commissioner and Divisional Officers/District
Officers in Divisions/Districts.

I am directed to refer to the instructions contained in
Punjab Government letters No, [4102-GI-57/22998, dated the
15th November, 1957 and No., 9180-GIII-59/22659, dated the
20th November, 1959, regarding the relationship between
Deputy Commissioners and Departmental Officers in the
districts and to state that after careful consideration, Govern-
ment have decided that these instructions should apply mutatis
mutandis to the Commissioners of Divisions vis-g-vig Divisional
Heads of Departments. Tam also to state that besides record-
ing remarks with regard to (i) reputation for honesty and
(i) relationship with public, of distriet and divisional officers
of various departments, the Commissioners and Deputy
Commissioners will also record remarks in regard to their
work in the matter of implementing development schemes and
policy of Government.

Copy of letter No. 8348-GII1-59/3051, dated the 12th January,
1960, from the Chief Secretary to Government, Punjab,
to all Heads of Departments, etc., etc,

Suﬁjecf.—tfs pointments made by the departments on temporary
asis,

I am directed to invite a reference o suu-para 4(ii) of
Punjab Government letter No. 4576-GII-58/34387, dated the
Ith/12th November, 1958, according to which the Depart-
ments dace required to endotse a copy of the appointment order
to the Public Service Commission/Suberdinate Services Selection
Board, for their information whenever a temporary appointment
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ismade. Tt has, howeyer, been brought to the notice of Govern-
ment that these instructions are not being complied with in
their letter and spirit and the Lepartments continue to retain
ungualified/unapproved candidates even on receipt of the
recommendations from the Commission/Board. Government
view this state of affairs as seriously irregular and take this
opportunily to make it clear to the Departments that they are
authorised to make temporary appointments so that the Govern-
ment work does not suffer, This course cannot be resorted
to when suitable candidates are available with the Commission/
Board. In future effective steps should, therefore, be taken
1o ensure that nngualified hands are not retained when suitable

mniii[dates have been recommended by the Commission/
Board.

2. Further to ensure that all cases of temporary appoini-
ments are brought to the notice of the Commission/Board,
I am fo request you to furnish them with menthly returns, in
addition to normal intimation, in the enclosed proforma
indicating all temporary appoiniments made without their
approval. Returns for a particular month should be for-
warded to the Commission/Board by the 7th of the following
month. Any omission on the part on the Department will be
treated a serious irregularity.
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Copy of letter No. 12545-GII-60/2339, dated the 20th/25th
January, 1960 from the Chief Secretary to Government,
FPunjab to all the Heads of Departments, etc., efc.

Subject—Termination of employment of temporary Govern-
ment servants—Requirement of one month’s notice.

I am directed fo invite a reference to the instructions issu-
ed,—vide Punjab Govvernment circular letter'No.  7464-GII-58/
8003, dated 3rd April, 1959 on the subject cited above and
to say that the question whether or not the notice to be given
by a temporary éovernﬂmnt servant to enable him to join a new
appointment under another depariment/State, should be treated
as resignation, which will entail forfeiture of his past service.
has been under consideration of thisdepartment. After careful
consideration of the matter, it has been decided that in cases
where a temporary Governmen! servant applies for a new
appointment {hrough the Head of his Department in which he
15 serving and the new appointment is within the State Govern-
ment the notice to be given by him in accordance with the
instructions under reference should not operate a5 a prehude
to resignation.

Copy of Circular letter No, 1116-GII-60/6152, dated 18th Februy-
ary, 1960 from the Chief Secretary to Government, Punjab
to all Heads of Departments, etc., etc.

Subject—Scrutiny of property returns submitted under rule
10 of the Government Servants Conduct Rules,
1955.

. Lam directed to invite your atfention to para 1(4) of the
Punjab Government letter No. 637-G-56/19033, dated the
16th March, 1956, which enjoins that the property returns
should be scrutinised when these are received, so that particu-
lar enquiries, if considered necessary, may be made from the
Government servant concerncd. If has been noticed of late
that ncither proper and regular scrutiny of such returns is
cairied out by the authoritics concerned nor suspected cases of
cofruption are being enquired into. In order to achieve this
object Government have decided that all properly statements
when received should be scrutinised carefully by the depart-
ments eoncerned and in case of such Government servants,
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whose assets appear to be, prima fucie, in excess of their status
and emoluments, their statement should be forwarded to the
Vigilance Department for further scrutiny. It has further
been decided that the Vigilance Department on the basis of
such information as it has, should have the right to call for the
return of any employee for purposes of scrutiny and enquiry.

2. Iamto add that for the present this procedure has been
introduced for two years and the position may be reviewed
after the expiry of this period to see whether it requires further
elaboration.

3. The receipt of this letter may be acknowledged.

Copy of Circular letter No. 671-GII-60/7882, dated the 11th
1960 from the Chief Secretary to Government
Punjab to all Heads of Departments, etc., efc.

Subject.—Holding of combined exmination for recruitment to
similar posts/services.

I am directed to refer to Punjab Government letter No.
533-GII-39/11327, dated the 15th/18th April, 1959, on the
subject noted above and to say that Government have received
representations from certain Departments claiming superior
positions, in different groups, for posts in their Departments,
for various reasons. Government have carefully examined the
matter in consultation with the Commission. The latter have
informed Government that the posts in each Group or the
Groups havenot beenarranged in the order of their superiority,
and that posts in each Group will be offered to the qualified
candidates in order of their positions in the merit list, keeping
in view the preference given by them. The: words ‘have
been placed in the order of their superiority and’ occurring in
the concluding sentence of Punjub Government letter, dated the
15th;18th April, 1959, referred to above may, therefore, be
deemed to have been deleted.
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Copy of letter No. 2073-GI1-60/9530, dated the 24th March,
1960 from Shri E.N. Mangat Rai, ILC.S., Chiel Secretary

to Government, Punjab, to all Heads of Departments, etc.,
ete.

Subject.—Termination of employment of temporary Govern-
ment Servants—Requirement of one month's notice,

I am directed to invite your attention to the instructions
contained in Punjab Government circular letter No. 12545-GIl-
60/2339, dated the 20th/25th January, 1960 on the subject cited
above and to clarify further that, as a temporary Government
servant, who has given one month’s notice to take up another
appointment under the Punjab Government, is not treated
as having resigned his post ; similarly, in cases where a tempo-
rary Government servant applies for a new appointment
through the Head of his department in which he is serving and
the new appointment is under the State Government the
payment of one month’s pay and allowances made by him in
lieu of notice or for the “period by which the notice falls short
of one month should also not be treated as resignation.

2. The receipt of this communication may please be
acknowledged.

Copy of Punjab Government Circular letter No. 2202-GII-
60/8429, dated the 24th March, 1960 from the Chief
Secretary to Government, Punjab addressed to all Heads of
Departments, ete,, etc.

Subject.—Grant of spagial casual leave to Government servants

who undergo sterilization operation under the
“Family Planning Scheme™.

I am directed to address you an the subject noted above
and to say that the State Government have had under consider-
ration the question of grant of special casual leave to their
employees who undergo sterilization operation under the Family
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Planning Stheme. To enable Government servants to under-
go this operation and to take some rest which is considered
necessary immediately after the operation. it has been decided
to grant special casual leave not excecding  six working days
te such Government servants.

2. These orders will come into force from the date of
1ssue,

Copy of Circular letter No. 1070-GIII-60/11995, dated the
Ist April, 1960 from the Chief Secretary to Government,
Punjab te all Heads of Departments, efe,, etc.

Subject.—Pay to be allowed to direct recruits to various services
during the period of probation and training.

-

I Am directed to invite a reference to the instructions
contained in Punjab Government letter No. [5574-G-I-56/8603,
dated the 19th November, 1956, as subsequently amplified,
particularly in Punjab Government ietter No. 8603-GITI-59/
411“44?, dated the 13th October, 1959, on the subject noted
above.

2. The question whether the concession allowed under
these instructions is admissible only to new recruits, appointed
againat temporary vacancies has been considered by Govern-
ment and it has been decided that:

(i) all direct recruits appointed to Government service,
whether against (emporary or permanent posts,
should receive the minimgm of the preseribed
pay scale ; and

(11) this concession will not be admissible lo personnel
recruited as apprentices, who will reccive the pay
applicable to apprentices.

3. These instructions will take effect from the Ist November,
1956, i.e., the date when the original instructions, referred
to above became operative.
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Copy of Circular letter No. 159-GII-60/11007, dated 1lth
April, 1960 from the Chief Secretary to Government,
Pypujab te all Heads of Departments, etc., ete.

Subject,— Recruitment  through the Punjab Public Service
Commission.

I am directed to address you on this subject and to point
out that a case has been brought to the notice of Government
where a Department sent a requisition to the Punjab Public
Service Commission on the 20th August, 1959, for recruitment to
Class I posts and desired the Commission to recommend suit-
able candidates before the 30th September, 1959, as the selected
candidates had to join an institute for training on that date
after completing all formalities including the medical examina-
tion. As the selection had to be made affer holding a written and
physical test, it was not possible for the Commission to make
selection in such a short time. The Commisiom have urged that
requisitions should be sent to them in sufficient time. Govern-
ment have given consideration to this matter and feel that there
should be a time limit which should normally be allowed to
the Commission for making their recommendations in ordinary
as well as in emergent cases. It has, therefore, been decided
that in the case of ordinary requisitions, the Commission should
be allowed a minimum of 10 weeks period where selection is to
be made by interview only and of 20 wecks period where select-
tion is to be made by written examinaion-cum~Viva Voge test,
In emergent cases, the Commission may be allowed a minimum
period of 5 weeks and 15 weeks respectively. These limits
will be reckoned from the date of receipt of requisition b
the Commission, complete in all respects, involving no bac
reference.

2. Tam to request, therefore, that requisitions should
be sent to the Commission sufficiently in advance so as to allow
them to have the necessary minimum periods for making their
recommendations in ordinary as well as in emergent demands.
While forwarding their requisitions the Department should
ensure that these are complete in all respect and free from any
kind of defect so that there should be no back reference,
involving delay in making recommendations by the Commission
within the prescribed period.

3. Kindly acknowledge receipt.
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Copy of Circular letter No. 3161-GITI-60/12446, dated the 13th,
April, 1960 from Shri E. N. Mangat Rai, L C §,
Chief Secretary to Government, Punjab addressed to all
Heads of Departments, etc., efc.

Subject.-~Permission to leave the headquarters during suspen-
sion,

I AMm directed to say that it has been observed that while
placing a Government servant under suspension and fixing
his headquarters, the authority competent to grant him station
leave is not specified which sometimes creates confusion.
You are advised that in f{uture in all such cases the authority
competent to granl station [eave to a Government servant
during the suspension period should invariably be specified.

Copy of Circular letter No. 1929-GII-60/12089, dated the 14th

April, 1960 from the Chief Secretary to Government, Punjab,
to all Heads of Departments, efc, ete.

Subjeci—Assessing of length of service for caleulating earned
leave/casual leave under the revised system.
Sir,

I Am directed to invite a refecence to sub-para 7(2) of
Punjab Government Circular letter No. 4376-GII-59/2767, dated
the 28th May, 1939, on this subject and to inform you that a
clarification has been sought from Government as to whether
the service rendered by an employee under the Government
of India or another State Government or in a semi- Government
budy prior to his joining service under the Punjab Government
will count for assessing length of service for calculating earned
leave/casual leave under the revised system of Earned [eave,
Holiduys and working hours. After careful consideration
it has been decided that such service should not be taken
into account for the aforesaid purpose. However, once a person
has joined the Punjab Government service, his service, if any
on deputation with the Central Government or other
organisations such as Cerporations, municipalities ete. will

count for the purpose of determining the extent of casual
leave Privilege Leave due.

. 2. I am accordingly to request you to settle all such cases
in the light of the decision confained in the preceding para.
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Copy of Punjab Government 'Circular letter No. 2334-ASl-
60/15708, dated 3rd May, 1960, from the Chief Secretary
to Goyernment, Punjab, to all Heads of Departments ctc. ete.

Su bject—Confidential Reports.

| am directed to invite attention to Punjab Govern-
ment Circular letter No. 15851-GI-56/1643, dated the 28th
fanuary, 1957, on the subject of confidential reports, and to
point out that since its issue a number of further instruc-
tions onthe subject have boen sent to you. It seems suitable,
therefore, to isste a consolidated revised circular and tois
letter embodies all instructions on the subject brought up-to-date

2. The need Jor regular and punctugl recording of reports
in personal file—It 15 essential that ail officers write their
reports in the personal files of their subordinates regularly
and punctually. Not only should every official, whether gazetied
or non-gazetted, except Class IV Government servants, possess
a personal file or character rell, but it should be kept up to date
and not allowed to remain without remarks for over a period
of 12 months, otherwise its utility as a confidential record dis-
appears. When an official is placed under suspension as a
result of disciplinary proceedings, the fact should be recorded
in the personal file. }Similarly, the final result of the disciplinary
proceedings should also be duly rccerded. As [during the
period of suspension an officer frequently has no immediate
superior, there tend to be gaps in Personai Files, and it is the
responsibility of the anthority which keeps the file to ensure
that entries regarding such periods are invarinbly made. It
must be remembered that the personal file of an official is
used for various purposes, e.g., promotion, punishment, appeals,
memorials or in dealing with the question whether his service is
approved for the purpose of full pension. IFf, therefore, it is
not carefully maintained it is robbed of much of its value.
Indeed, the very purpose for which it is maintained will be
defeated. There zare diiferent instructions in different de-
partments regarding tie dates on which confidential remarks
sre to be recorded and the frequency of these remarks. In
some cases, confidential reports are wrilten twice a year and
in others once a year. Whatever the frequency laid down, 1t is
necessary that this should be adhered 1o rigidly and the reports
recorded on or by the due dates. A certificate should: be
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furnished by all Heads of Departments to the Administrative
Secretaries concerned within one month to show that all con-
fidential reports have been recorded in their respective depart-
ments by the due date.

Note—The confidential reports should be recorded
without delay. Further in the event of heavy delay
occurring in isolated cases, it should be possible
for the higher authorities to discount to the extent
necessary such reports as had been written after a
lapse of a very long period and as were attended
with suspicious features on one ground or another.
The assessment of the record as a whole of the
officer concerned would thus not be affected unduly
by such a report.

3. What the reports should contain—~—Forms have been
prescribed by different departments for different officers but
it is not possible for Government to prescribe any standard
form for all departments on which reports should be recorded.
While, therefore, every department is free to obtain the reports
in forms which may have been laid down or which it may con-
sider most suitable, it is felt that the balance of advantage would
definitely be in favour of prescribing a simple form (specimen
enclosed as annexure C) insteag of providing a muslptiplis:ity
of columns and items on which assessment is to be made. Too
¢laborate and lengthy a form would only lead to complications.
Generally speaking, the reporting officer should state whether
the officer or official concerned has been able satisfactorily
to discharge the duties of his office. It should aiso be stated
whether the person is able, conscientious and hardworking and
the degree of his qualities in these directions should be
indicated, If the officer or official reported on has to control
an establishment under him,it should be stated whether
he is capable of supervising their work and whether his relations
with his subordinates are satisfactory. It is important to
mention whether the officer or o cial is punctual and, has
maintained discipline. It should also be stated (if he comes
into contact with the fﬂbliﬂ} whether he 15 accessible and hears
and deals with complaints properly and is also courteous in
his behaviour. In the case of touring officers, it should be
stated whether their touring is systematic and adequate. The
report should also specifically bring out any defects, remediable
or otherwise, so that a complete picture of the official’s work
including the favourable and unfavourzble points is available.
If any particular incident has occurred during the period under
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veport which shows Up the officer in good wr bud Hght, this
should be mentioned.  Lellers of appréciation Ssued by wiriows
authoritics or persons and any major event of swerk done or
special contribution made by the offistr lowards implementation
of a particular scheme or successful conclusion of a special
Campaign will nuturally be taken into consideration by the
reporting authority while recording the annual remarls on
the work of the o cer il he considers them relevant in an
annval assessment ol the officer’s work.

Explanatory MNotes:---

(i) Some reporting offiesrs lend Lo make 'mention of
very slight defects in a  subordinate, Government is
ol the view thiatl very slight defects should be hrought
1o un officer’s notice verbally in the way of advice and

uidance uand need not [ind mention in annual con-

tidential report unless they are of & type which have
béen more than once brought to the subordinate’s
attention but which he nevertheless persiste  in,
Likewise, remediable defeels should also be pointed
out dwming the veur so that the official concerned
may make an effort to improve and to remove
those defects.

(i) Quite often it is more convenient to get an overall
assessment of an officer by pointing out some defects
against one of the other columns in relationship lo
remarks made reparding his work with reference to
that column. It is not the intention that all defects
should be enumerated against the column ‘Defects, if
any,” if their mention againsl some other column per-
mits & more rounded and balanced judgment of the
officer. in these circumstancesit is betier to mention
the defects against the column where they scem rele-
vant and merely state against 1* column “"Defects,
il any™ the fact that these huve been pointed out
already.

(iii) Generally against the colump “Defects™ ifany, should
be mentioned any significant generul or particulor de-
fectin the subordinate which 15 part of his method
of work or manner, persopality or reputation and
minor matters can either be ignored or dealt with as
indicated in note (i) above.
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(iv) Where a pending enguiry [inds mention 1 the
confidentinl veport ol an = officer, it is incumbent
upon the authority miintaining the personal file of that
officer to ensure that the result of the enguiry is also
recorded in the personal Tile.

(v) Normally the reporting authoritics should “give their
remarks in the confidential reports on the basis of their
personal knowledge or assessment. There can, how-
ever, be occasions when @ reporting authority receives
compliints against an officer. 1t will not be appro-
priate for a reporting authority to mike mention of
such complaints in the confidentidl reports without
trying to sift the truth. In such a case, he should
give an indication whether he believes the complainty
to be true or false or that it is premature for him o
form a definite opinien.

4. Report regarding integrity —A special mention should
invarigbly be made regarding the integrity of the officer to
which Government attached the greatest impertance. It
should be cleatly stated if the officer is suspected of cormuption
or is believed to be corrupt and this opinion should generally be
fortified by reasons, which may be in the ];nss%sian of the
reporting officer. Any ill-considered remarks in this respect
may do a lot of mischicf and harm. On the other hand, the
reporting officer must be guiie honest and frank and discuss
an officer's worth from the;point of view of his integrity -openly
and frankly in the! column *‘Defects, if any’™ or elsewhere,
Government observel thatfreporting officers are} still following
the practice of ; making non-committal remarks like no
complaints. Government view this with disfivour and desire
that the practice of making non-eommittal entries in the column
relating to integrity should cease. Re orling officers should give
4 definite opinion on the integrity of their subordinates 1 while
writing their confidential reports. Further, instances have
come to the notice of Government in which even though, Yoffi-
cers are being proceeded aFajnsl for serious forms of: corruption
their confidential reportsfor the, same, periods certify 'their
integrity to be good. _ 1115 felt that contradictions of this type
arise only because reporting officers are failing in their duty to
muke entries in the column relating to integrity forthrightly
and without hesitation, In case an officer has been’ givena
good report for integrity which is later proved to be wrong,
the reparting officer, will run the risk of eurning Government
displeasure. Ordinarily, the inference would be that either he

did not exercisc proper supervision or he was in dishonest
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collusion with his subordinate. The intention of Government is
that the truth aboul subordinates should be known to reporting
-officers and brought o the notice of higher authorities. This
would not, however, justifly the entering of ill-considered
remarks based on inadequate observittion.

3. Writing of Anmual Confidential Reports on the Secre-
faries, Joint Secretaries, Heads of Departments, and other
Officers, working under the State Government—(i) The Ad-
minisirative Sceretaries to Government will write confidential
reports on the Additional Secretaries, Joint Secretaries, Deputy
Secrctarics and Heads of Depurtments, included in their sphere
of work. If the work of a Depuly Sceretary or below passes
through an Additional Scerctary or Joint Secretary, the report
on the work of the Deputy Secrelury or other officer concerned
will be initiated by the Additionul Secretary/Joint Secretary as
the case may be, and will thereafter be put up to the Administra-
tive Secretary for his remarks. in regard to Heads of Depart-
menis the Secretary will write the initial remarks though if much
work has seen by un Additional or Jeint Secrelary, the former
will consull him before doing so.

The Confidential Report on the work and conduct of the
Inspector-General of Police will be initiated by the Home
Secretary if he is of the rank of Commissioner. Thereafter, it

No. S74-GI.
s0/3924,
dated 3rd
1959,

Mo, 285-501-
(5)-6R/3454,
dated 8th
Febriary,

will be recorded by the Chief Secretury, Minister-in-Charge of 190

Home (Police) Department and the Chief Minister. In case,
the Home Sceretary is not of the rank of Commissioner, the
Confidential Report of the Inspeclor-General of Police will be
initiated by the Chiel Sccretary, who will consult the Home
Sccretary, informally or olherwise, before recording his
remarks. Therealter, the remarks will be reconded by the Home
Minister and the Chiel Minister.

(if) The Minister-in-charge will be the recording authority
inrespect of Secretaries to Government.

(iii) The Minister-in-charge will be the accepting authority
in regard to Additional Secreturies, Joint Sceretaries, Deputy
Secretaries and Heads of Departments. [n the case of other
officers, the Minister-in-charge would normally be neither a
recording mor an accepting authority. He would be competent,
however, inany particular case, il he so chaoses, to send for the
personal file of an officer and record such remarks therein as
ke ccnsidars cheula be made on the basis of his personal
knowledge.
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tiv) A Depuly Minister will hinve the same rights regarding
‘recordingfaccepling ol remarks in the confidential reports as the
Ntinister-in-chirge

No. 59-ASI- Explanatory Notes —A Mimister or o Deputy -of the Chief

Parliamentary  Seeretary who has guit  office, will not be
competent to record remarks in the confidential reports of
officers warking in the Depurtments, which worked under him
or on his personal stall. The reports of officers for whom the
Minisiers or Deputy Minislers ure the only réporting authority,
shill be recorded by the Chiel Minister,

6. Number of Reporting Officers and powers of Admf;:.[;—

QL-3326589, trative Secretaries to record remarks in the Confidential Reports

on the staff under the Heads of Departmenis.—The work and
+ conduct of an officer working under a Head of Department,
whether in- the office or inthe field, should ke reported on by
at least two officers. Thus, reports which are initiated by the
Head of the Department himself should be put up to the
Administrafive Secretary for the recording of his remarks.

Explanaiory Nole—These instructions do not apply to

-6 A :
ted 2nd Calegormies of Government servints such as clerks, stenographers,

drivers, etc.. who exclusively work under one officer.

1. Mininnan perivd for whick a Reporiing Officer should

356 mﬂ‘:’" heve seen the work of a subordinute before recording remarks

on hm.—In future no rc?m'ﬂng officer should record his
remarks in the Confidential Report of an officer under him
unless he hasseen his work and conduet for at lzast three months.
If the officer hus served under the reporting authority for less
than three months, the opinion of the officer under whom he
has  previeusly served fer al least three months should be
obtiined.

Lxplanetory Notex—(1) A reporting oflicer while recording

* annual remarks may request "his predecessor who has seen

the work of the suberdinate cone2rned for 2 period of more than

3 months o tecord his remurks but these Iater remarks should

ke submitied by the recording ofTicer direet to the next higher

authority who belore adding his own remarks will 1ake both

sets ol remarks, (hat/is, those tecorded by the present reporling

officer as well as those reeorded hy his predecessor. inlto consi-
deration.
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(i) In the case of & subordinate whose work has been seen
by the reporting ofTicér for a period of less than six months in
the year (and of course more than 3 months), il there is another
officer who has seen (he work for more than six months during
the same vear. the Ettermust invariably be ealled upon to record
his remarks and submit — (hem direel to the next higher authority
hefare the present superior records his own remarks.

(iii) The period of tlirec months referred toin this patugraph gﬁ*;gﬁiﬁ'“"
means the period for which the reporting authority has actually dated 17
seen the work of 1he officerjollicil reported on.  Be- Febiuiry,
sides regular leave (casuul leave 1s treated us duty), the period 7
of suspension when a Government servant does not attend Lo
his dutics is not to be tounted in caleulating this period, nor
the leave and suspension periods of the reporting authority if
any, when it does not see the work of the subordinate:

8. Recording of remurks on these occasion of relinguishment No. $9-ASl-
of charge by Reporting Authoriry —(i) An officer may, i he 23040
lsad not done so previously within six months, record remarks February, i
for the confidential files of officers subordinate to him within 1%

six months of his relinguishing the charge of his post.

(ii) In conseyuenceol change ol portfolios, u Minister or 4 Na. $9-ASL.
Deputy Minister or the Chief Purliuimentary Secretary may also mﬂrﬁh
il he had nol done so.previously within six monihs. record Febmary.
remarks on the confidentiul files of offivers subordinate to him '™
within six menths of his relinguishing the charge of his previous
portfolio.

Explanatory Notes—(1) II un olficer wishes to record his  piwe
remarks either on aceount of his own transfer or because of the
transfer of the subordinate in the middie of the year, there is
no objection ta his doing so and he may be supplied blank
forms for the purposc il he usks for them but these remarks
should nut Te laken inlo consideration for any purposc
whatsoever. excepl al the end of the year, or other reporting
period prescribuld. Such a report wili. however, he processed
in the same munner as other normal report s.

(i) Anolficer under suspension is not competent 1o record ng. 279-A51-
canfidential reports on the work of his previous subardinnies, gﬂ!ﬁgﬁﬁd
ated 2
f
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fﬁ:_.;i:gg'r' Y. lssue of Jetters of appreciation—The practice of recogni-
duied 4in  Sing the good work ol an oflicer by a letter of appreciation is
ﬁ“{f}‘“’h" + sound and should be adopted by all depariments. It is import-

'y tant that such letters should not be Issued indiscriminately butl
this should be sent in really deserving cases to encourage good
work and at the end of the preseribed reporting period, on an
overall assessment of the officer’s whole work during the period .
The criterion for granting such commendatory letters should be
based on a record of exceptionally good work and not merely
on the performance of routine duties with more than average
ability and industry : and since commendation will lose much
of its value if it is 100 easily won, it is essential that the greatest
care should be taken to limit the number of commendatory
letters und to grant them only in cases really deserving of notice.

No. 8965- Explanatory Notes—(i) (a) At least two authorities when
A7 Liatea there are two or more such competent authorities, should make
Lﬁﬂ ?Imm- the recommendation in clear terms ; and

Eer, "

(b) the work proposed for commendation should be clearly
indicated.

(ii) The intention is that, as a rule, such letters of appre-
ciation should where necessary, be issued by the appointing
authority or at least by the authority competent to receive
confidential reports, conyey adverse remarks and maintain
the personal file of the officer concerned as defined in paragraph
17 and not by offictrs lower than that. Officers below the level
of the authorily competent to maintain the personal file of the
officer concerned are nol competent to issue letters of appre-
ciation or commendation on the basis of generally good work
done over a period oftime. Their remarks inrespect of
generally good work done by subordinates should appropriately
be recorded in annual confidential reports.

(ii1) Oceasions do arise when an executive officer in the
lield feels the need of encouraging his subordinates by issuing
them letters of commendation particularly after good work
done in connection with some specific incident, e.g. flood
relief, locusts, visit of some V.IP. etc. and it is not the
intention of Government to place this method of extracting
good work out of the subordinate beyond the reach of excsutive
officers in the field. In such cases letters of appreciation may
be issued even by officerslower than the appointing suthority
the authorily competent to receive confidential reports, convey
adverse remarks' and maintain personal files. Such letters
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‘ will not, however be placed on personal files and should be
issued very sparingly.

10. Communication of adverse  remarks—-Attention No. 9026-G-
is invited to paragraph 7 of Punjab Government Consoli- jiies ih
| dated circular No. 1 which is reproduced below — Debamixr,
“The attention of Government of India having been

directed to the diversity of procedure followed

in different provinces in regard to the communication

to subordinate officers in civil er ploy of unfavour-

L able remarks made by their seperiers in annual
or other reports of a periodical nature, the Governor-
General in Council has, with the approval of the
Secretary of State, laid down the following general
principles to which effect has 1o be given in all
departments in all provinces :—

(a) when report is built up on the individual opinions
as noted of different departmental superiors
in gradation it is only the opinion as accepted

by the highest authority which need be
|' considered from the point of communication

(b) an officer should not at any time be keptignorant of
reporting officer’s opinion where his service is
not considered satislactory; criticism should be

. con.municaled promptly and should inaicate

j in suitable language the nature of the defects

in guestion ;

{c) the practice of discriminating between a remedia-
ble and irremediable defects should be abandoned
as far as practicable, except that a certain depree
of discretion should be regarded as permissible
in communicating reported defects of an
irremediable nature. For instance, it might
do more harm than good to inform an officer
year after year thal his brains are below
average or that he is unduly sensitive ;

(d) the reporting officer should specifically state
whether the defeclts reported have already
been brought in any other communication
to the notice of the officer concerned:
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{e) remarks in cases in which the Gnvcl'qmenl or
head of a department or other officer sus-
pends  Judgment showuld not be communicat-
ed ;

(f) great attention should be paid to the manner
and method of communication in order to
ensure that the advice given or the warning
or ccnsure administered, whether orally or
in writing, shall having regard to the tempera-
ment of the officer Fconcerned, be] most
beneficial to him ; and

(g) uny .remarks on an officer’s report which show
that he has taken steps to remedy defects to
which his attention has been drawn in a pre-
vious year, should be communicated to him,
s0 that he may know that his efforts to improve
have not passed unnoticed.

Soits, ~  The above instructions should continue to be followed
gued [ with the modification that adverse remarks in ll cases should
% be communicated. Further the existing practice of conveying
only adverse remarks is rather discouraging and leaves the
officer concerned guessing as to the general total purport of
his report. To avoid anxiety on this amount Government
have also decided to lct the officer knmow briefly (in a
sentence or part-sentence) the general total impression of his
report. For example, it could be said, ‘while your work
has been assessed as of a good standard of efficiency and com-
petence, it has been pointed that you tend to delay cases; or
though your work is generally asssessed as out satisfactory
during the year, you show a communal tendency which is
brought to your notice for correction’ ; or, ‘while you are
a hard working officer, you sometimes losc your temper in
dealings with the public.”.

Explanatory Notes.—

g} It is not the intention that even those adverse
remarks which have been washed out by the
remarks of some superior aulhority including
Ministers should be conveyed. The correct po-
sition is that only the adverse remarks recorded
or cndorsed by the Highest authority reporting
on an officer should be communicated. Where,
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however, #n adverse remark has not been speci-
fically denicd by a higher authority, it should be
conveyed, Ti is, however open to that authority
to decide thal any adverse remarks nced not be
communicaled. Where il is so decided, a specific
order lo this effect should be recorded. The
criterion for such a decision should be based
on paragraph 7(c) of Punjab Government Con-
solidated Circular No. 1 reproduced above.

(h). The reporting officer, while mentioning uny

defects in the report, should as far as possible also

ive indication of what efforts have been made

¥y way of guidance, admonition, etc,, to get the
defects removed and with what results.

(iii) It has been noticed that instructions that adverse
remarks in all cases should be communicated to
the officer are not being strictly observed with
the result that officers are deprived of the right
of representation. It has, therefore, been decided
that all departments should make it a regular form
of routine discipline and procedure to invariably
convey adverse remarks to the officer concerned.
All competent authorities should make an occasional
check of confidentinl reports entrusted to their =
custody in order to ensurc that adverse remarks Nei¢y)
are in fact conveyed to the officers concerncd. 25297, date
No notice should he taken in future of adverse L] VI
remarks if they have not been conveyed. Where
a compeient authority does nol convey adverse
remarks to the officer concerned, the ~omission
will be treated as discriminatory action on its
part and due notice will be taken of i, In
redga.rﬂ lo past entries in the personal files, any
adverse remarks that have not been conveyed or
shown, except (hose nol conveved or shown \when
Government’s practice of conveying adverse re-
marks was not as striet as it is now. shall also not
be taken inlo consideration.

_Although it was provided in Punjab Government Mo 3SASI-
circular leiter No., 9026-G-51/16544, dated the s

d 17
4th December, 1951, that an officer should i%:!h?uult'-"‘“

not be kept in the dark about reporting officer’s 1%~



No. 10835-
G-57213%8352,
dafed 21st

Mo, T3-Gl-
SE{R250,
dated 7ih

A pril, 1958,
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opinion ‘where his service was not considered
satisfactcry and that criticism shonld be communi-
cated prompltly, vet all Depariments do not in-
variably convey adverse remarks to the officers
concerned. Fresh insiructions were issued in
Punjab Government letter No. 3916-GI-57/9867,
dated the 5th June, 1957, that all adveise remarks
should be conveyed. The practice of conveying
adverse remarks can, therelore, be said to have
become strict only on receipt of the letter dated
the 5th June, 1957. The uncommunicated ad-
verse remarks relating to the previous period,
however, need not be communicaied now.

(iv) The highest reporting authority should be con-
sulted at the time of communication of any
adverse remarks if at the time of writing the report
his views werenotby any chanceé recorded therein.

(v) Except to the exient indicated .above, confidential

reports are not to be communicated or shown
to the officer concerned.

(vi) While communicating the adverse remarks io the
Government servants the identity of the superior
officer making such remarks should not normally
be disclosed. If however, in a particular cage,
it is considered necessary to disclose the identity
of the superior officer, the authority dealing with
the ‘representation may at- his discretion allow the
identity to be communicated.

1. Representations against adverse remarks —Govern-
ment have noticed a strong tendency among  officers/offi-
cials at all levels not to take adverse remarks in the spirit in
which they are intended and as part of the normal incidents
of a whole carcer of service but to indulge in all kinds of
pressure to get such remarks expunged. Such tendency pro-
duces ill-effects in regard to the recording of remarks, without
fear or favour, by reporting officers, and such practice must
be strictly and firmly discouraged and climinated, if possible,
[t is often forgotten that the primary purpose of maintaining
a4 record of annuaal remarks in regard to an officer’s work is to
accumulate over a period of years a varied assessment regard-
ing the performance, charucter, ability and integrity of the
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officer in discharging the responsibilities to which he is called.
This record is meant to enable Government to assess the total
worth of an individual officer with a view to utilising him in
the best way possible for the public service. Primarily, there-
fore, the record of an officer is a document internal to Govetn-
ment to be utilised for ‘promotions, postings, transfers, en-
couragement, caution, etc.’. This main purpose of the record
must, therefore, be bornc in mind, namely, that it 15 a cumula-
tive assessment of an officer’s worth to be util'sed for Go-
vernment parposes and for public ends and it is only inci-
dentally a means of bringing to the officer's notice defects
which he should consciously endeavour to remedy. Or-
dinarily, therefore, departments should not enter into any
controversy with officers in the matter of adverse remarks
communicated to them on the basis of their conlidential reports,
Oocasionally, however cases arise where the adverse remarks
are not made bona fide, or are based on a patent error of fact.
An examination of the representations is, therefore, called for,
and these should not be turned down automatically. Where
the preliminary examination of the representation does not
primd facie establish that the adverse remarks are mala
fide or based on a patent error of fact, there should be
no hesitation in disposing of the representation on the basis
of the general policy referred to above. Where, however,
it appears prima facie that the remarks are not bona fide or
that these arc bascd on a clear error of fact, the representation
should be examined on merits. If as a result, it is found that
the adverse remarks werc mot justified, after obtaining the

Mo, 2356-G-
$5/18471,
dated st
March, 1955

M- 15172-
G-53, dated
the 22nd

orders of the highest administrative authority, a note should be Deember,

recorded on the confidential report expunging the remarks
and the officer concerned should be informed of the action taken.
The reporting officer may also be informed and suitably
warned where mala fide intent is indicated. Recourse to
expunction of remarks may be had only in cases of exceptional
character after observing the procedure laid down abowe.
There may also be border Jine cases in which there may e
some substance in the adverse remarks conveyed to the officer
and also some justification for the representation made by the
officer against the adverse remarks. In such cases, the pioper
course to adopt would be to piace the 1epresentation on the
personal file after obtaining the orders of the highest adminis-
rrative authority.

1955,
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Explanatory Notes.—

(r) Betore passing f'inal orders on a representation against

AS T/ A5 NET
gt ot adverse iemarks. the comments of the reporting
' authority/authorities should invariably be ob-
tained.

(1) It a reprcsentation is made by any officer against
the remarks commmunicated to him such represen-
tation shonld be brought to the notice of the high-

’ est administrative authority and his order should
be obtaimed. Tt would be very undesirable that
un officer against whose adverse remarks repre-
sentations are submitted should himself dispose
of such representations.

Mo, 12241 The intention is that both for purpuses of rejection and
ﬁ'ﬁfzﬁf‘- acceptance of rql:rmntaﬁans, against advetse re-
Janunty . marks, there should be one authomty and it should
1vse. be the highest administrative authority.

The ‘highest administartive, authority’ means ‘the
appointing authority’ or the authority to whom
represeniation ageinst the punishment of censure
lies under the existing rules of the department
concerned  for a particular officer, whichever is
higher. If such authority is himself the authority
whose adverse remarks are communicated, the
term ‘highest administrative authority’ should
mean the next higher authority.

No. S9-A81- For members of the All India Services serving under
ok the Punjab Government, the ‘highest administra-
b tive authority” will mean the State Government.
1962.

No. §815- 12. Time limit for filing representation against the ad-
Moy dareq YTS¢ remarks and the authorities to whom the representations
1ithJuly, are to be addressed.—(i) As stated above, Government do not
1361 epcourage representations agninst adverse remarks. But

if a representation is made, it should not be entertained unless
it is received within three months from the date of the letter
communicating adverse remarks 10 the officer/official concerned
Government wish to make it clear that this time-limit should
he followed rigidly and that fime-barred representations should
be rejected, T is dangerous to allow officers to go on putting
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u]l: representations whenever they think the situation is favour-
able to them, and post facto atlempts (o clean up personal
files must be resisled.

(ii) The representation againsl adverse remuarks may be
addressed direct to the authority conveying the adverse remarks.

Remurks recorded in the Annual Confidential Reports J0- 370
agninst which representation has not been filed within the 14587, dated
gt:ﬁuribed period or, if so filed, has been rejected, should not 337 Ma%

expunged in spite of the fact that al some later date a
succeeding authority has a different view. The succeeding
Minister or officer may record his own remarks and get the
same also placed on the personal file of the employee re-
ported npon where he has a different view in regard to the
remarks in the Confidential Report recorded by a previous
Minister [Officer.

Explanatory Note—

in the case of officers posted in Lahaul and Spiti on fgiﬁﬂﬂajgl
account of difficult communications the time-limit for :-:.ubljnit-dnl;d Zod
ting representations against adverse remarks will be cight el
months.

13. Nature of doecuments/communicarions which need be
placed on personal files—(i) Besides the confidential reporls
on the work and conduct of an offiver, copies of documents/
communications specified below should also be placed on the
personal files—

{a) all orders imposing 4ny of the penalties prescribed
under Rule 4 of the Punjab Civil Services (Punish-
ment and A;élzcal} Rules, 1952 [now rule 5 of
Punjab Civil Services (Punishment and Appeal)
Rules, 1970] or rule 3 of the All-India Services
(Discipline and Appeai) Rules, 1954, as amended
from time o time

(b) all communications conveying adverse remarks |

(e) those letters of appreciation which deal with the
~utstanding nature of performance of un officer
on an averall assessment on his work and conduct
during the year in the light of the remarks recorded
in his confidential reports,




ASLA4 |
35707, dated
16ith Janusmry,
1964,
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(d) A copy of the orders granting advance increments).

(i) As regards warnings which are not the direet outcome

of annual confidential reports (excepting those emanating from
Government), these shall not be placed on the personal files
without the previous approval of the ‘appointing authority’.

(ii1) In regard lo other communications of the natare of

advice or conveying displeasure of Government, orders of
the competent authority whether or nol a copy should be
placed in the personal file should be obtained in cach indi-
'&du&l casc, “'‘Competent aunthority” referrcd to above will

(a) Government in cases where advice given to a Go-
vernment servant is from Governmient or the dis-
pleasure of Government is conveyed or Govern-
ment is the authority competent to impose the
punishment of cemsure ; and

(b) the authority competent to hear appesls from an
order imposing the pumishment of censure, 1 other
cases, except when the advic: given is that of a
higher authority in which case such higher authority
should be the ““competent authority™.

(iv) Whenever an officer has attended un  approved
course of study or training in India or abroad—

(1) the fact of his having donc s¢ should be entered in
his character roll;

(b) the report received from the head of the institution
of the aforesaid study or training should -either
placed in original with the character rell or the
substance of it entered therein:

(¢) an entry about the report submitted by the officer
on his work should also find mention in the churac-
ter roll if it is outstandingly good, or is of poor
quality indicating that the officer had not made
good use of his period of study or training,

Explanatory Note—Approved courses of (raining
may be defined to include courses sponsored by



167

the Government or in which the cost or part of the
most is borne by Government as also courses
attended with the permission of Governmeni
or for which Government grant study leave. In
respect of some of these courses it may not be
possible or necessary to oktain reports which
could be mcorprated in the “eharacter rolls, For
instance there are part-time courses and refresher
courses where an assessment of the candidate
15 mot made. In such cases, however, entry in
the character roll of the fact of the officer having
attended the course would nevertheless be useful
in giving a more complete picture of the officer’s
experience and accomplishments.

Explanatory Netes.--

(i) As a result of delays detected by the Assessment

Units, the officials responsible fordelays are some-
times warned and in certain cases the Chief Secrefary
decides that a copy of the wamning be placed
on the personal file of the official concerned. In
such cases it is not necessary to obtain the orders of
the competent authority as defined in this para-
graph for placing a copy of the warning on the
personal file. The Chief Sceretary will be the
competent authority for this purpose.

the personal files to ensure that all documents re-
quired under the instructions of the Government to be
placed on the personal files, are placed thereon.

(iii) The term ‘personal file’ means in this context the

collection of periodical or apnual confidential reports
on the work and conduct of a Government employee
and copies of orders of punishment and apprecia-
tion lelters, elc., that may, in accordance with the

foregoing instructions, form a part of this collec-
tion,

14. Documents which are not to be placed on personal files.

The personal files should not be burdened with copies of perso-

nal

letters or certificates iscued by superior officers to their

subordigates or letters of commendation jssued by Government
in recognition of any special help that might have becn

Mo, 1485
ASL-61/
7762, dated
1st March,
1961 .

(ii) Tt is the responsibility of the authorities maintaining

I%ﬁ-
ASI-64
2377, dated
17th Junia.
ry, 1964,

Mo. 124
AST-64
2377, duted
17th Janua-
Ty, 1964,

HWo. 5929

G(C)-56/
21 E’!’!
dated 30(h
May, 1256,
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tendered by the officer on a particular occasion, ¢. g.. a local
exhibition, visit of a V.LP., etc.

Letters of appreciation issued by various uuthoritlies or
persons on any major event of work done or special contribu-
tion made by the officem towdrds the implementation of a parti-
cular scheme or successful conclusion of special campaign
will not, therefore, be placed on personal files.

Explanatory Note.—Enquiry reports of 1he Vigilance
Department sometimes contain mention of unsubstantiated
allegations. Ip any case these are in the nature of investiga-
tions. Such enquiry reports shall not be placed on the personal
files.

15. Procedure to be followed where a Reporting Authority
is related to the officer to be reported on.—(i) When the repori-
ing officer is the first reporting authority, he should be compe-
tent to record his remarks, but, while doing so, he should
clearly mention that he is related to the officer reported on and
bring out the exact nature of relationship.

(i1) When the reporting officer is not the original reporting
authority he need not normally write any remarks. [If, however,
he feels that for some reasons he must enter some remarks, he
should, while doing so, act as under (i) above.

16. Sal’.r‘ﬂlfng of remarks to be discouraged —Government

No. S8d45.
d"},‘,’a”}ﬁ,‘:f" have noticed an undesirable tendency among officers/officials
May. 1938 to approach the highet auvthorities for geiting remarks out of

the way on iheir personal files. The confidential remarks on
the work of Government servants are recorded by the compe-
tent authority in the normal course when due. The officers/
officials should, on no account, solicit for remarks in personal
files whether from Ministers or their other superiors.

17. Custody of personal files and Authorities competens
fo convey adverse remarks in Confidential Reports.—In regard
to the general question as to which authorities should be com-
petent to receive and convey confidential reports and maintain
personal files (character rolls) of different categories of Govern-
ment servants it is considered that, in principle, all this work
should normally be the responsibility of the “appointing
authority”. = However, in view of practical d Ities
involved, this does not appear to be feasible in all cages.
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Therefore, without prejudice to the right of the ‘appointing
authority’ to issue any special instructions to meet adminis-
trative exigencies, it has been decided to lay down the following
ptocedure :—
(i) The personal files of all officers of the 1.C.S./LA.S.
and the P.C.S. (Execulive-Branch and non-I.C.S./
P.CS. (Executive Branch). Adminisirative Sec-
retaries will remain with the Chicf Sceretary, exoept
that the personal file of the General Manager and
Secretary, Bhakra Dam, will continue to be main-
tained by the Secretary, Irrigution and Power.

(i1) The personal files of Additional Secretaries/Joint~
Secretarics/Heads of Departments, who ate mot
members of the I.C.S./LAS.[P.CS. (Executive
Branch), will remain in the custody of their Ad-
ministrative Secretaries.

(iii) The personal file of all Class I and Class IT Officers,
except those covered by (1) amd (ii) above,
will remain with their Heads of Departments.

(iv) The personal files of non-gazetted staff will remain
in the custody of their Heads of Departments/Heads
of Offices according to the existing practice, which
may be modified, if circumstances so warrant, at
the discretion of the Head of Department concerned.

The authorities mentioned at (i) to (iv) above will receive
confidential reports and convey adverse remarks contained
therein in 1espect of the Government servants whose personal
files are maintained by them.

To facilitate the assessing of an officer’s worth, on the basis 3% 215
of his personal file, the good and bad remarks should be sidelined dated 14th°
with red and blue pencils respectively while putting up the Mrh 1956.
personal files in cases of promotion, disciplinary aclion,
pension etc-

18. Index to Personal Files.—Governmeni observe {hat ;‘;;;‘é-,??'“f*
very often annual confidential reports arc not written promplly dased
by the recording authorities, nor is due importance attached to 13t January,
the proper maintenance of personal files, which are a valuable
service record of Government servants. To remedy this
state of affairs, it has been decided that an index in the attached
pro forma (Annexure A) should form part of each personal
file and entries therein completed before any new documents
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are filed. To ensure proper upkeep of personal files, it would
also be desirable that the appointing authorities/Heads of
Departments/Heads of Offices have the personal files in their
own custody and those in the custody of their subordinate ofTices

inspected by a responsible officer once every year between the
months of July and Sépiember. i

No. 1485~ Explanatory Note—Where the personal file is in the shape
AS1-$11176% of a bound register, it is not necessary to prepare an indexto it.
gl

i AR 19. Summary of personal files.—Government have decided

&2/s640,  that a summary in the attached pro formd (Annexure B) should
duted ITh  form part of each personal file to facilitate the judping of rela-
192, ' tive merits of officers by the competent authorities making

appointments, promotions, etc. To facilitate this task the

grading should be done by the rcporting officers. A column
osir A5 for “overall assessment’ should be prepared in the form so that
dateq I'mh  the years” work is assessed and graded in the recognised cate-
loesa»  gories namely ‘A plus’ (outstanding); ‘A’ (Very good); ‘B plus’

: (good) ; ‘B’ (Average) and ‘C’ (Below average).

20. T am to urge again that the officers recording confi-
dential reports sh realise the value and the importance of
such reports in making or adversely affecting the careers of
officers reported upon. While superior officers have the fullest
freedom and the right to record their opinion about the work
and conduct of their subordinates, in doing so they should be
guided solely by considerations of merit, justice and fair lplay.
No personal considerations, approaches or sifarish of any
kind should be allowed to supervene and their conscience alone
should be their guide in this matter.

21. Tam to request that these instructions should be
strictly followed.
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ANNEXURE ‘A’
DEPARTMENT OF

Index to Annmal Confidential Report and other Documents
placed in the Personal File (Cl:i:m:tqr'ltoll) of-

Serial | Date on| Nature of] Page Nos. [Signature,
No.| which document] of the date and
placed on| placed documents |designation

personal | showing | filed f atiest-
file period to ing autho-
which it rity of the
relates 1cntry
1 Z 3 4 5 6

N.B.—(1} The Index Form should be printed on both sides of a
thick coloured folder.

(2) Each Index Sheet should have a printed Serial No.
embossed in print in the right and top corner.

(3) Printed Index Sheets are available from the Controller
Printing and Stationery, Punjab, Chandigarh.

(4) Proper  account of Index Sheet should be
maintained by each office.
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ANNEXURE ‘B’

(1) Name of the Officer with an indication
of the service to which he belongs

(2) Date of entry imte.the service

Period | Post(s) Namefs)l Whether the report

covered | held  fwith is, on the whole.
by the designa-| outstanding, very
report onfs) ﬁood, good, satis-
f the actory or poor
cport- --~Refer-
el I‘cnuf:
flicer{(s §Out- tis~ Poor |to
stand- jffactory/ pages|
g/ [Fair )
ery
good/
Good
1 2 3 4 5 6

(@) (b) (©)

el ——— i — el —
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ANNEXURE ‘C
Confidential reports on the work of the Officers of  the

Indian Civil Sarvme;[ndiun Aulmmstratwe Service for the
L N A R S T T T O g

Name

Designation

Period spent in the post

Remarks

Overall Assessment
(Outstanding, very good,
good, average or below
average).
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Copy of Letter No. 1036-P-60/12434, dated the 19th May, 1960
to the all Heads of Depurtments, etc.

Subject.—Participation of Government Servanis in Political
aclivitics and agitations.

I am direcled lgti'iivite your attention to rule 22(1) of the
Government servants’ Conduct Rules, 1955, which lays down
that no Government servant shall take part in, subscribe
in aid of or assist, in any way, any political movement in India
or abroad relating to Indian affairs. Tt has been explained in
the rule that the expression “Political Movement” includes any
movement or activitics tending dircetly or indirectly to excite
dis-uffection against, or to embarrass, the Government as by
law established, and to promete feelings of hatred or cnmity
between different clusses of subjects of the Indian Union, or to
disturb the public peace. Inthis connection, I am to point out
that a rigid and strict line will be taken in regard to employees
who associate themselves or take part in politics and that
Government will not make any concession regarding re-employ-
ment where employecs are dismissed or discharged because of
nssociation with politics or any political movement. This
may kindly be brought to the notice of all Government Ser-
vants working under vou.

2. The receipt of this letter may please be acknowledged.

Copy of Punjab Government Circular [ etter No. 4091-ASTI-60/
20836, dated 8th June, 1960 from the Chief Secretary to
Government, Punjab to all Heads of Departments, etc. etc.

Subject —Efficiency Bars.
Sir,

_ T am directed to point out that doubt had arisen asto the
pelicy to be followed in deciding the question of allowing &
Government servant to cross the eff iciency bar when he is sub-
ject to an enquiry or some other departmental proceedings. The
point at issue was whether at the time of examining the question
of allowing an officer/official to cross the efficiency bar :

(a) his conduct and record upto the date on which he
was due to cross the bar should be kept in view :
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or

(b) whether subsequent developments are alio to be
taken into account.

2. The yuestion hus been considered and it has been decided
that in a case where the question of crossing the eff icieney har
has not been decided before the due date the decision on it should
Le bused on  consideration of the off reerfafficial’s record and
conduet up to the date on which the erossing of the elTiciency
bar became due. Tt may be added that allowing the officer to
cross the efficiency bar with effect from the due date, nolwith-
slanding his subscqueni conduct, will not have uny effect
on the punishment which may have to. be awarded to him for
any misconduct after the date from which he is allowed to cross
the bar, Tt would, however, be advisable to inform the officer
at the time when he is allowed to cross the cfficiency bar, should
this be the decision, that the fact that he has been allowed to
crots the bar 15 independent of the actin which may be
taken against hin on the basis of discipliniry proceedings.

3. Theanulogy of this deeision will not ipso facto apply lo
cises of confirmations or promotions. In Yuch a cise, where
an officer/official is due for confirmation or prometion from a
particular date, his work and eondnel subsequent to that dale
and prior to 1l date of deciston miy alse for good rensons,
constitute an important relevant fuctor in deciding or deferring
the matier,

Copy of Punjab Government letier No. 6468-G S-60/ 20806, dated
Chandigarh, the 17th June, 1960 feom Chief Secrctary to
Government, Punjab, addressed to all Heads of Depart-
ments,

Sutlfect—Procedure Lo be [ollowed i selection of  officers!

officials for promotion o higher posts —
Greater emphisis on merit than on seniority.

1 amdirected 10 refer to letter No. 9129-G-56/3964, dated
the 17th September, 1956, lram the Chiel Secretary to Govern-
ment, Punjub to your address on this subject and fo infarm you
that o question hos been put to Government as to whether the
executive instructions, conveyed in this letter overiide the
provisions of Service Rules, where these exist, laying down that
prometions to a particular class of posts shall be striclly on
merits and seniority alone shall conler no ciaim to & particular
promotion. I am 1o clarify (e position inthis matter.
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2. The executive instructions referred to above provide
procedure for considering names for promotion, the general
rule being that three names should be considered for each post.
Where a service rule lays down that within a particular service,
promotion shall be made by selection, on the basis of merit and
suitability in all respects and no member of the Service shall
have any claim to such promotion as a matter of right or mere
seniority or has provision somewhat to this effect, namely, mak-
ing it quite clear that promotions are a matter of merit and not
merely of seniority, Government is advised that the Depart-
ment making the selection is not limited to choosing between
three fit ns for a single post. It may apply such criteria
for suitable competitive selection as it wishes and considers
fair and appropriate and in doing so need not limit itself to
three names for each post. In other words, the executive instruc-
tions do not override or restrict the provisions of a statutory
service rules which distinctly provides for selection on merit
without necessary reference to senlorify,

3. I might add also that the above clarification is within
terms of Government policy in which the emphasis increasingly
must be towards selection on merit rather than merely on senio-
rity.This does not mean that seniority will not be a considera-
tion at all in assessing the suitability and merits of candidates
because other things being equal or near equal, a person who
is senior has certainly to be'regarded as more suitable from the
point of view of experience and maturity. It would follow
therefore, that even where Service Rules categorically provide
for selection entirely on merits, seniority would still be one of
the considerations in making an assessement on merits regard-
ing a particular case, though in the final selection, it will not
necessarily be the determining factor.

Copy of U.O. Circular Letter No. 6029-GS-60, dated 21st June,
1960 from the Chief Secretary to Government, Punjab, to
all Administrative Secretaries to Government, Punjab.

Subject —-Recruitment and conditions of Service Rules
relating to various Departments of the Punjab
SRtafc—Pmcedum for finalization of Services

ules.

‘Wil All Administrative Secretarics to Government,
Punjab, please refer to Punjab Government U, O. reference
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No. 4886-G-52, dated the 2Ist July, 1952 on the subject
noted above 7

2. The procedure Jaid down in this reference for the con-
sideration, amendment, etc. of Servioe Rules of the various
Departments has been found to be extremely cumbrous and it
takes a very long time to change as set of rules. The question
of simplifying this procedure with a view to reduce the time
factor has been engaging the attention of Government. After
careful consideration it has been decided that in future, the
existing procedure should be replaced by the following :—

(i) After the Service Rules have been drafted by a De-
partment, the draft should be sent for comments
to the Finance Department, Chief Secretary (In
General Services Branch) and the Public Service
Commission simultaneously instead of referring to
them one after the other as at present. The Finance
Department will consult the Accountant-General,
Punjab as and when considered necessary. The
authorities mentioned above shall return the draft
rules with their comments within a period of twenty-
one days from the date of receipt. This period
shall be adhered to rigidly by these authorities
except in cases where the changes are complicated
and extensive in which event it will be the duty of
the referring Department to extend the peried of
21 days to a definite number of days above this.
This period should be indicated when the first
reference is made ; otherwise it must be assumed
that the period is 21 days. If comments are not
furnished within the prescribed period, it may be
presumed that the organisations referred to do not
have any comments to offer,

(i) In the event of the comments received from the
authorities concerned, being contradictory to each
other apart from being coniradictory to the original
proposals, the Administrative Department, instead
of referring back the points ol difference to the
authorities concerned, shall make up its mind as to
how to resolve these differences and put up proposals
finally to the Council of Ministers after the Legal
Remembrancer to Government, Punjab, has done
the necessary vetting. While submitting its final



178

proposals 1o the Council of Ministers for their
approval, it shall point out in a tabulated statement
where its propesals run counter to the advice received
(rom the various authorities referred to above.

(i11) After the draft rules have been approved by the
Council ol Ministers these shall be notified in the
Government Gazelte. Ten ies of the rules/
amendments when printed s be supplied to
Chiel Secretary (In General Services Branch) for
recond.

Copy of Punjub Government Circular Letter No. 64 23--TGS—6(0/
25338, dated 26th July, 1960 from the Chief Secretary
to Government, Punjab addressed to all Heads of Depart-
ments. ete., ete.

Suhject —Termination of Employment of Temporary Govern-
ment Servanis—Reguirement of one month's
Notice.

With reference (o the instructions issued under Punjab
Governmen! cireular letters No. 12545-GII-60/2339, dated the
20th January, 1960 and No. 2073-7GII-60/9530, dated the 24th
March, 1960, on the subject cited above, I am directed to say
that 4 question has arisen as to the date from which these instruc-
tions should be operative. In this connection, I am to say
that these instructions were issued by way of clarification of the
vriginal insiructions contained in Punjab Government Circular
letter No. 7464-GII-538/8003, dated the 3rd April, 1959 and as
such, would ulsd take effect from the 3rd April, 1959,

Copy of Punjab Government Circular Letter No. 8 770-GS-60/
31537, dated 3lst ust, 1960 from the Chief Secretary
to Goyernment, Punjab to all Heads of Departments, etc.,
ele.

Subject—Amendment to the form of requisition to be sent

by the departments to the Punjab Public Servic:

o Commission for recruitment to various posts.
‘r.

I am directed to address you on the subject cited abowve
ond to say that against column 3(B) of the form of requisition
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to be sent by the Depariments to the Punjab Public Scrvice
Commission for recruitment to various pests, the following
information is required to be given. if the postio be advertised
is temporary:—

(a) When 1t was sanctioned
(b) The period for which it has been sanctioned.

2. Itis, however, nol possible to furnish this information
in respect of posis which are included in the Schedule of New
Expenditure for the next financial year and requisition for the
filling up of which is sent-to the Commission before the voting
of the Budget Estimates. The reason is that at the time of
sending such a requisition, the number and date of the Govern-
ment order containing the sanclion and the period of this
sanction are not available and it is not known whether the pro-
vision made in the Schedule of New Expenditure will be voted
by the Legislature. The result is that in such cases the Depart-
ments have to wait till the necessary provisions included in the
Budget Estimates is voted by the Legislature and the grant is
communicated to them. This causes unnecessary delay in
filling the post(s) and undertaking the Scheme(s) from the very
beginning of the financial year.

3. 'The matter has been examined in consultation with the
Punjab Public Service Commission with & view to overcoming
the difficulty. According to the revised budgetary procedure,
provision for creation/continuance of temporary posts 15 made
in the Schedule of New Expenditure after adminisirative appro-
val to that effect has been issued with the concurrence of the
Finance Department. This is treated as financial sanction
to the extent the funds are voted by the Legislature. In view
of this it has been decided that once provision for any post(s)
has been admitted for inclusion in the Schedule of New Ex-
penditure, it should not be necessary for the departments con-
cerned to wait till the passing of the Budget to communicate
their requirements of staff to the Punjab Public Service Com-
mission. Instead it will be sufficient for the purposes of the
Commission if the following statement is made by the depart-
ments concerned against item 3(B)a) and (b) —

“Administrative approval/financial sanctionin regard to
the post(s) in question has been accorded”.
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4. I am accordingly, to request that the above proce-
dure should invariably be followed while sending requisitions
to the Commission in respect of temporary posts, if it is desired
to initiate action to fill up such posts in advance of the passing
of the Budget by the State Legislature.

Copy of letter No. 4832-GS-60/34308, dated the 16th September,
1960, from the Chief ¥ to Government, Punjab
to all Heads of Departments, etc.

Subjeci— Recruitment through the Subordinate Services
Selection Board.

In partial modification of orders contained in sub-para
(1) of Punjab Government letter No. 1212-G-54/5973, dated the
13th February, 1954, on the subject noted above it has been
decided that the appointing authorities will henceforth be
competent to fill in permanent vacancies on temporary basis
for a period of six months in emergent cases, A requisition
in such cases will also be placed with the Board simultaneously.

2. Copies of orders making appoiniments on temporary
basis should invariably be forwarded to the Subordinate
Services Selection Board for their information.

Copy of Circolar letter No. 7833-7GS-60/33698, dated the 21st
September, 1960, from Shri E.N. Mangat Ral, L.C.S., Chief
Secretary to Government, Punjab, to All Heads
of Departments, etc., ete.

Subject.—Employment of Handicapped persons in the
Public Service,

I am directed to invite a reference to the instructions con-
tained in the Punjab Government letter No. 5290-7GII-59]
6949, dated the 7th/t1th July, 1959, on the subject cited above,
which inter-alia lay down that in the cases of Class IIl or class
IV posts of the artisan class or those involving manual or
skilled labour or a routine type of work, deaf-muteness or deaf-
ness by itself need not be regarded as a disqualification against
appointment provided that the person concerned is otherwise,
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fit and qualificd to hold the post. Ever-since the issuc of these
instructions, the question of extending the scope of absorption
of the physically handicapped persons, e.g., the Blind, Deaf and
Dumb in the national economy, after their completion of train-
ing in the institutions established for them or otherwise, has
been engaging the attention of Government. It has now been
decided that they may be considered for employment against
the categories of the posts listed at Annexure I, provided they
are not otherwise ungualified and unfit to discharge the
duties of the posts, against which they can be suitably emp-
loyed. Whenever there is a vacancy or vacancies of the type
mentioned at Annexure I, the appointing authority will cir-
culate the vacancy or vacancies to the institutions mentioned
at Annexure Il and others and also to the Director of National
Employment Service, Punjab.

2. In this connectiop, T am to add that the criterion of
‘anfitness’ because of a bodily defect, ete., should be assessed
very carefully and actually with reference to the nature of
duties of the particular post or service against which the physi-
cally handicapped persons are to be appointed. The recruit-
ment rules should be interpreted liberally whenever it is neces-
sary and as far aspossible, the physically handicapped person-
nel should be given preference over other persons in filling
up posts in various services and departments in which they
can be suitably employed without serious detriment to effi-
ciency.

3. It is requested that receipt of this communication may
be acknowledged and these instructions brought to the notice
of all concerned.

ANNEXURE 1

List of categories of jobs for absorbing persons who are
physically handicapped :

Blind Deaf Dumb
1. Weaving. 1. Bench Fitting. 1. Cane Work.
2. Toy Making. 2. Electricians. 2. Poultry Farming.

3. Basket Making. 3. Wiremen. 3. Bangle Making.
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Blind Deal Dumb
4. Cane Work. 4. Carpentlry. 4. Bee Keeping.
5. Newar Making. 5. Blacksmithy. 5. Dairy Farming.
6. Hand Spinning 6. Moulding. 6. Book Binding.
(Charkha Work) 4 !
7. Hund Pump 4 7. Tin and Copper 7. Composing.
Operators. Smithing

8. Toy Making. 8. Leather Work.
Y. Tailoring und
Cautting,
ANNEXURE U

I. Government Institute for the Blind, Panipat.

2. Home for the Blind, Ferozepore City.

3. Institute for the Blind, Ambala Cantt.

4. Institute for the Blind, Andh Vidyala, Durgiana,

: -- Amritsar,

. Deaf and Dumb School, Jullundur.

Siket (Home for the Orthopaedically Handicapped),
Chandi Mandir.

-

/. Khilsi Dewan Andh Vidyala, Amritsar,

——— —

Copy of letter No. 8954-5G5-60/36687, dated the 5th October,
1960, from the Chief Secretary to Government, Punjab, to
all Heads of Departments, etc., ete.

Subject~- Posting ol father and son and very close relatives
in the same office~-policy regarding.

1 am directed to address you on the above subject and to
say that the question whether a father and his son or very close
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relations among whom there is either matetial or substantial
dependence should be posted in the same office, has been consi-
dered by Government. It has been decided that as a general
principle, as far as possible, futher and son or very close relatives
should not work in the same office as this may lead to various
kinds of abuse or at least various kinds of accusation or sus-
picion. However, in respect of lower grade employees or in
smaller offices e.g., the establishment of a Deputy Cgmmissinncr.
where it is not practical ta enforce this principle rigidly, ap
effort should be made to appoint persons in relationship of this
kind to work in different branches of the same office.

2. The receipt of this letter may be acknowledged.

Copy of C?.bi;.cnllr letlge No. #ﬂg}&i}fs—ﬁﬂﬂﬂﬂ, dated the 26th
October, 1960 m Secretary to Government,
Punjab, to all Heads of Departments, etc., efe.

Subject.-- Assessing the length of service for calculating
carned leave/casual leave under the revised system.

Sir,

[ am directed to invite a reference to the Punjab Govern-
ment letter No. 1929-GIT-60/12689, dated the 14th April, 1960,
on this subject and to say that a question has arisen whether the
instructions contained therein apply to f:mpicc:—iyecs, who come
to the Punjab Government for a short period of service but
continue to hold lien on their substantive posts under the C entral
or other State Governments and have the right to return to
them. In this connection, I am to inform you that the instruc-
tions contained in the letter under reference are only meant to
cover persons enlering the Punjab Government service as emp-
loyees, who may have worked earlier for the Central or other
State Governments, but who, after joining the Punjab Govern-
ment, have no connection with their parent offices. T am fur-
ther to clarify that the employees who are permanent and conti-
nue to hold liens or the right to return to Central or other State
Governments or are allotted to any Service cadre of the Punjab
State afier rendering service under the Central Government or
other State Government, shall carry the rights of the previous
service to the extent recognised in their parent offices, in assess-
ing the length of service for calculating earned leave/casual
leave under the revised system,
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Copy of letter No, 13083-5GS-60/39681, dated the 31st
October, 1960, from the Chief Secretary to Government,
Punjab, addressed fo all Heads of Departments etc. ete.

Subject,—Revised System of earned leave, holidays and
working hours.

I am directed to invite a reference to paragraphs 7 and 13
of the Punjab Government letter No. 4376-GII-39/2769, dated
the 2nd May, 1959, on the above subject and to say that a doubt
has arisen whether the previous service of a re-employed pen-
sioner is to be taken into account for calculating the amount of
earned leave/casual leave admissible to him under the revised
Leave System. The matter has been considered and it has been
decided that the previous service of officers/officials re-employed
after superannuation, shall be taken into account for assessing
the length of service for determining the amount of casual leave
only due to them. As regards earned leave, they shall be treat-
ed us temporary Government servants and their length of
service for this purpose shall count from the date of their re-
employment.

Copy of Circular letter No. 7441-5GS-60/41343, dated the
10th November, 1960, from the Chief Secretary to Govern-
ment, Punjab, to all Heads of Depariments etc. efe.

Su&_,‘eé.'r.—hbsgrptian of Government employees whose
services arc terminated for want of vacancies.

I am directed to address you on the subject noted above
and to say that it has been brought to the notice of Government
that whenever services ol candidates recruited through the
Subordinate Servises Selection Board are terminated for want
of vacancies, intimation to thateffect is not sent in time to the
Board with the result that arrangements to absorb them in
other Departments cannot be made by the due date and it causes
break in their service. In this connection, it is pointed out that
it is regarded as very essential that full particulars of such candi-
datcs should be supplied to the Board, well in advance and the
Departments should feel no difficulty in following this practice
as they can visualize the dates of retrenchment of such officials
much before the crucial date. TIn view of this, T am to request
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you kindly 1o ensure that in fulure adequate steps in this behalf
are taken so that unnecessary hardship is not caused to the
officials concerned, and proper arrangements are made by the
Board in time for their absorption in other Departments if
possible without any break in their service.

2. The receipt of this communication may please be
acknowledged.

Copy of Punjab Government Circular letter No. 8886-ASII-60/
41451, dated 23rd November, 1960, from the Chief Secre-

tary to Government, Punjab, to all Heads of Departments
eic, elc,

Subject.—Policy regarding Government servants seeking
Private Employment or Employment in other

Departments of Punjab Government or under
other Governments.

I am directed to invite a reference to Punjab Government
letter No. 9869-G-54/8566, dated the 2nd March, 1954, on the
subject noted above, and to state that Government have further
decided to amend the instructions contained in Punjab Govern-
ment letter No. 5803-G-351 ﬁl -4506, dated the 3rd ~September,
1951, 1o the extent that when considering applications for per-
mission 1o appear ia higher competitive examinations, the
applicants’ past performance if any, in such examinations be
also taken into consideration before according permission.

Copy of U.O. No. 9138-P-60, dated the 28th November, 1960,
from the Chief Secretary to Government, Punjab, to all

Administrative Secretaries to Government, Punjab, and
others.

Subject.—Procedure for the selection of Candidates for Post-

Graduate Training or Technical Training in India
or Abroad.

Will the Administrative Secrctaries to  Government,
Punjab, kindly refer to the Political Department U.Q.

Efggﬂ?ce No. 8162-P-1(C)-57, dated the 22nd/23rd January,
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2: One of the conditions for sponsoring Government
Servants for training is that in the event of selection of an
officer for training, the work in his absence should be carried
on from within the sanctioned personnel of the Department.
Experience has, however, shown that in some departments it
is mecessary to post a substitute in place of the official/officials
sent for training, in order fo carry on the work smoothly in
tgeir absence on training. M has, therefore, been decided
that:—

(I) a substitute shall be allowed for an officer of district
level and above,

(2) in the case of officers at the Secretariatia substitute

headquarters,
shall be allowed for a Deputy Secretary
and above: Director

(3) in the case of offices which are neither Secretariat
Departments nor Directorates, a substitute shall
be allowed when the highest or the next highest
authority at the headquarters is sent on deputation
for training:

Provided that the period of fraining exceeds two months

and an existing post at lower level in the relevant line is kept
vacant. -

3. The term “ officer of the District level and above”

will mean the highest officer of the Department concerned
posted in the district.

Copy of Circular letter No. 15948-GS-60/44659, dated the 8th
December, 1960, from the Chief Secretary to Government
Punjab to all Heads of Departments etc. etc.

Sulbjfect.—Attendance of Government servants at the meetings
conventions etc. of the Bharat Sewak Samaj.
.

ITam directed to suy that according to the instructions
contained in Punjab Government letter No. 994-P-53/11881,
dated the 2nd March, 1953, Governement servants can asso-
ciate  themselves with the activities of the Bharat Sewak
Samaj without obtaining the prior permission of Government
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subject to the condition that such association is not permitted
to interfere with the due discharge of their official duties
and does not absolve them from the observance of rules and
instructions relating to their conduct and hehaviour. In
this connection, enquiries have, however, been made by various
departments on the following two points :(—

(i) Whether or not the period spent by Government

servants in attending the meetings and conven-
tions of the Bharat Sewak Samaj, is to be treated
as period spent on duty.

(ii) Whether, or not the Government servants who

participate in annual conventions and other meet-
ings arranged by the Bharat Sewak Samaj should
be paid T.A. and D.A. by the Government.

After careful cnns_iderali?n of the matter, the Government
have taken the following decisions —

(i) The period of absence, which normally does not

(i)

exceed three days at a time, should be treated as
duty in the case of those Government servants who
are required exclusively to attend conventions and
meetings of the Bharat Sewak Samajas ex-officio
members of the Managing Body of the Punjab
Branch of the Bharat Sewak Samaj, subject to
other conditions laid down in the Punjab Government
letter referred to above.

These Government servants should receive T. A.
and D. A. from the funds of the Samaj.

(iii) In cases, where the officers/efficials attend the

meetings/conventions of the Bharat Sewak Samaj,
while they are officially on tours which are under-
taken with the prior approval of the competent
authority and include attendance of the meetings/
conventions of the Samaj, they shall be all along
treated as on duty and draw T. A/D. A. from the
Government funds in the normal manner.

2.1 am to request you that these decisions may be brought
to the mnotice of all Government servants working under

your control.

3. The receipt of this letter may be acknowledged.
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Copy of Circular letter No. 15905-2GS-60/46567, dated 19th
December, 1960, from the Chief Secretary to Governmen
Punjab, to all Heads of Departments etc. etc. )

Subject.—Implementation of decisions taken at the Confe-

rence of Commissioners and Deputy Commis-
siomers held at Simla in  October, 1960, —
Restrictions on the posting of officials in their
Home Tehsils.

_ I'amdirected to say thatin the Conference of Commis-
sioners and Deputy Commissioners held at Simla in October,
1960, it has been recommended to Government that for practi-
cal considerations and because opportunities of misbehaviour
resulfing (here from are negligible, the ministerial and peon
staff of District and Sub-Divisional offices should be exempt-
ed from the rule that an official may not be posted in his
home fchsil and that in their case posting in the home
tehsil should be permissible.

2, From the instructions contained in Punjab Govern-
ment Fatter No. 9508-GI-58/25184, dated the 16th August,
1958, it is clear that these do not apply to the ministerial and
peon staff and there is no bar to their being posted in their
home tehsils. However, il is understood that some depart-
ments have issued orders placing restrictions on the posting
of such staff in their home tehsils. Government have care-
fully considered this matter and it has been decided that as
recommended by the Conference, there should be no restriction

o h‘;h]f: ministerial and peon stalf being posted in their home
tehsils.

3. The receipt of this letter may please be acknowledged.

Copy of Circular letter No. 14602-7GS-60/46745, dated the
22nd December, 1960, from the Chief Secretary to Go-
vernment, Punjab, to all Heads of Departments etec. efc.

Subject—Amendment of Service Rules so as to make provision
for probationary period at al|l stages of promotion.

I am directed to invite a reference to the Punjab Government
letter No. 7978-G(I1)-57/21306, dated the 25th October, 1957,
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which indicates that at all stages of promotion a probationary
period of one year should be provided in the Service Rules of
all the Departments under the Punjab Government. In this
context, itis clarified that one year should be treated asthe
minimum period of probation. Tn cases, where the Depart-
ment considers necessary, a probationary period may be

cribed for more than one year. For instance, in the case
of Chief Engineers, a period of probation of two ycars instead
of one year has been fixed. As already requested in the letter
mentioned above, necessary provision should be made in the
relevant Service Rules for the purpose of prescribing a suit-
able probationary period at all stages of promotion.

Copy of Punjab Government Circular letter No. 11158-5GS-60/
46200, dated Gth January, 1961, from the Chief Secretary
to Government, Punjab, to all Heads of Departments
etc. ele.

Subject—~-Detaining  of Stenographers{Personal Assistants
outside office hours.

I am directed to address you on the above subject und to
point out that it has been brought Lo the notice of Government
that in certain cases officers require their Stenographers/
Personal Assistants to work after office hours, sometimes
late in the evening and/or on holidays. Government cdoes nol
approve of this practicc and has decided that normally the
" Stenographers/Persona] Assistants should not be required (o
work ~ outside office hours except when il is essential in the
interest of Government work, or when there is an emergency.
In fact, the work should be so adjusted that they ire not
unnecessarily detained at cdd hours.

2. These insiructions may pleasc be brought to the
notice of all concerned for strict compliance.

3. The receipt of this letter may ﬁluasfe be acknowledged.
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Copy of letter No. 16935-GS-60/1295, dated the 23rd January,
1961, irom the Chiel Secretary to Government, Punjab,
to all Heads of Departments, etc,, etc.

Subject —Celebration of marriages—Permission for.

I am directed to bring to your nolice that complaints
have been made to Government that some officers, while
celebrating the marriage of sons or daughters at the place of
their posting, take undue advantage of their pogition in
collecting material and arranging amenities. This practice
brings a bad name to the official machine andto Government
and it has now been decided that an officer who wants to
celebrate the marriage of his son or daughter or other relation
at the place of his posting should invariably obtain the prior
permision of the appointing authority and where the appointing
authority happeas to be Government, then of the Adminis.
trative Sccretary conccrned. Such permission will not be
required if the marriage is to be celebrated at the headguarters
‘of the Government, i.e. Chandigarh or in the village or the
town to which the officer himself belongs. In the case of
displaced officers, who do not possess property anywhere in
the Punjab, permission (o celebrate the marriage in any parli-
cular place will still be necessary.

2. Asregards leave for the celebration of the marriage,
Government have decided that it should he applied for by the
officer concerned if he thinks it necessary, and will be granted
to the extent administratively feasible.

3. Tam also directed to emphasize that in ardar to avoid
public criticism. officers should when performing the marriage
of their sons or daughters or other dependents, scrupulously
avoid the use of their official position in the collection of ma-
terial or arranging amenities through their staff or members
of the public with whom they are direetlyor indirectly concerned
in the discharge of their duties as Government  gervants,
Officers should also not dccept gifts and presents from such
persons. In this connection, attention is invited to the pro-
visions contained in tule 3 of the Government Servants Con-
duct Rules, 1955, and rule 10 of the All India Services (Con-

duct) Rules, 1954, which should he observed scrupulously by
all the officers,

4. 1 am to réquest that these instructions be brought
to the notice of all persons working under You for compliance.
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Copy of Circular letter No. 643-ASIT-61/8010, dated the 6th
March, 1961 from the Chief Secretary to Government
Punjab, to All Heads of Departments, ete., ete.

Subject—Fixation of pay of new entrants.

It has come to the notice of Government that at times the
question of fixation of pay of new persons appointed to various
services/posts is decided long after the appointment. The
short-time involved in making references and back reference
is understandable but the delay of several months is neither
Just mnor desira le. This not only causes considerable
hardship to the persons concerned but also places the
Finance Department in a difficult situation as they are some-
times forced to agree to fixing pay at higher rates when a
reference is made to them after several months of the appoint-
ment.

2. Iam, therefore, to request you (o impress on all
concerned that the cases relating to pay fixalion should not
be allowed to drag on at a leisurely pace and that due pro-
mptitude and despatch should be shown in dealing with such
matters at all levels.

Copy of Circular letter No. 277-1GS-61/8679, dated 17th March,
1961 from the Chief Secretary to Government, Punjah,
to all Heads of Departments, ctc., cte.

Subject—Grant of pensions to retiring Government servants
and application of rule 6.4 of the Punjab Civil
Services Rules, Volume II—Observance of procedure
and criteria therefor.

I am directed to invite a reference to Punjab Government
letter No. 10937-GII-57/2306, dated the 22nd January, 1958,
on the subject cited above, in which it was considered desirable
not to adopt a rigid set of rules and practice while assessing
a Government servant’s service record for the purpose of
reduction in ﬁ“:naion under rule 6.4 of the Civil Services
Rales, Volume IT, as that would lead to technical assessment
of the position rather than a real one. Tt was also stated
that the assessment as to whether a cut should be made will
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vary with different cases and that no uniformity should be
atlempted in  assessing an  officer’s career. Government
have , however, observed that too many different standards
in regard to cuis in pension are being followed in the depart-
ments. Whereas some departments are very sirict in imposing
these cuts for bad reputation and poor record of service,
other departments are noi so strict and are in fact quite lenient..
Thus the real object of the Government that all departments
should carefully exercise their reslpnnsihilities in respect of
rule 6.4 of the Punjab C. 8. R., Volume IT, before sanctioning
a pension case, has not been achieved.

2. After careful consideration, Government have decided
that in order to ensure fair and objective consideration of
such cases and to accummulate specialised experience in deali
with them, a procedure should be prescribed. As re
Gazetted Government servants, a Committee to be called the
Standing Commitiee for cuts in pensions consisting of the
Chief Secretary, the Finance Secratary and the Administrative
Secretary of the Department concerned in each case has been
sel up to screen cases of reduction in pension,-—vide Punjab
Government Notificalion No. 277-1GS-61/8675, dated the
16th/17th March, 1961, a copy of which has been endorsed to
all Heads of Departments. The following Sprocadum 18 pres-
cribed for referring these cases to the Standing Commit-
fee :—

(1) Cases of nominal cuts in pension may continue
to be decided fmally by the competent authority as
at present. Nominal col may be defined as a cut
up to Rs 5 per month in pension and/or a lump sum
deduction E-om his death-cum-retirement gratuity
up to Rs 500.

(2) Imcasesnotcovered by (I)above, the Administrative
Department should first come to an independent
conclusion on the merits of the case and then refer
it to the Chief Secretary for consideration by the
Standing Commitice. The pension cut proposed
in such cases should be mainly on the ground
of corruption, doubtful integrity, bad entries
regarding moral turpitude and protracted poor
performance through the officer’s career or
grossly umnsatisfactory performance at important
positions relevant to the officer’s career.
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(3) The Commiitee will consider the merits of the
case taking into account the Administrative De-
partment’s view and make a suitable recommenda-
ll;::-nf_to]the Chief Minister whose orders will be

inal.

3. So far as non-gazetted Government servants are con-
cerned, Government have decided that.—

(1) the competent authority shall decide the cases
of cuts in pension in the light of any general in-
structions which may be formulated as experience
is gained by the Standing Committee.

(2) where (he competent authority decides to impose
cuts in pensions on grounds of corruption or/and
doubiful integrity, the cases shall be referred to the
Staunding Committee for approval. If {he pension
cuts are imposed by the competen! authority on
account of inefficiency, or loss of Government
funds, these will merely be reported to the Com-
mittee for information.

4. 1 am further to state that for the submission of the
cases to the Standing Commitiee, the Administrative Department
concerned should send a complete self-contained memorandum,
summary of service record along with the personal file of the
officer, the clearance certificate from Vigilance Department
and other relevant documents which have a bearing on the
subject., Five scts of all these documents (except the personal
file) will be required for this purpose.

5. I am to request that these instructions should be
followedTearefully and brought to the notice of all officers/
officials.

6. ‘The receipt of this letter may pleaseibe acknowledged.

HOME DEPARTMENT
Nofification
The 16th/17th March, 1961

No. 277-1GS5-6/18675.—The Governor of Punjab is
pleased to constitute a Standing Committee to consider
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cuts in pension consisting of the following members and
Secretary with a view to introducing an element of uniformity
in imposing such cuts —

(1) Chief Secretary .. Chairman
(2) Finance Secretary .. Member
(3) Administrative Secretary

concerned .. Member
(4) Deputy Secretary, General

Administration .. Secretary

2. The function of the committee will be

(1) to_draw up tules of proocedure for the impositio®
of outs in pension,

(2) to make recommendations to the Chief Ministe-
for final decision in cases of Gazetted Government
Servants

(3) to grant approval in cases of non-gazetted Go-
vernment servants, where it has been decided
to impose cuts in pension for reasons of corruption
and doubtful integrity.

E. N. MANGAT RALI

Chief Secretary to Government, Punjab.

Copy of Punjab Government Circular letter No. 1493-ASII-
61/9905, dated 27th March, 1961 from the Chief Secretary

to Government, Punjab, to all Heads of Departments, efe.,
efc.

Subject—Policy regarding Government servants seeking
private employment or employment in other depart-
ments of Punjab Government or wunder other
Goverments.

I am directed to invite a reference to Punjab Government
letter No. 9868-G-54/8566, dated the 2nd/12th March, 1954
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conveying the decision that a  department, while
forwarding an application of an officer/official to another
Government or jab Public Service Commission, cte., need
not look into the suitability of the candidate for the post applied
for but it must see that the candidate fulfils the required quali-
fications and other conditions laid down for the post. On further
consideration it is felt that occasionally there may be a case
where despite a candidate fulfilling all the conditions, it is
considered necessary to with-hold his application on grounds of
unsuitability. In such a case, the matter should pe considered
joinily by the Minister concerned in a meeting with the Ad-
ministrative Secretary and the Chief Secrctary before taking
a final decision, Where a Head of Department 1s the competent
authority for forwarding an application, the cases, where it
is proposed to withhold the application on account ol un-
suitability should be referred to Government in the Administra-
tive Department for decision.

Copy of Punjab Government Circular letter No. 3321-
GS-61/14042, dated 19th April, 1961 from the Chief Secretary
tn:c Government, Punjab, to all Heads of Departments, etc.,
ete.

Subject—~ Purchase of articles from subordinates-Instruc-

tions regarding.

I am directed to inform you that an instance has come to
the notice of Government where an officer of the Revenue
Deparfment purchased a cow from a parwari who was working
under him. Subse:.‘l:lueat]y a complaint was received that the
officer had accepted the cow by way of illegal gratification.
Although on investigation, it was revealed that he had actually
purchased it, it could not be proved whether or not the bargain
was really a genuine one. With a view to check such {ransac-
tions between the officers and their subordinates which give
rise to chances of misunderstanding in the minds of the
general public, it has been decided by Government that officers
should not as a matter of principle buy from their subordinates
any article or thing even though at the market price, particularly
cows, buffaloes, foodgrains, etc. Tt will be in their own interest
to buy such articles or things direct from the market or through
other pn:ﬁ sources. [ am to request you that these instruc-
tions should be brought to the notice of all Government servants
for strict compliance.

2. The receipt of this letter may please be acknowledged.
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Copy of letter No. 4175-7GS-61/13942, dated 17th/20th April,
1961, from Shri E.N. Mangat Rai, I.C.S., Chief Secretary
to Government, Punjab, to all Heads of Departments, etc.
ete.

Subject,—Premalure promotions to higher selection posts—

starting salary.

I am directed to address you on the subject noted above
and to say that in Punjab Government letter No. 9129-G-56/
3964, dated the 17th September, 1956, the departments were
asked to lay down a standard of reguired minimum experience
in terms of years of service on a lower post, for purposes of
eligibility to promotion to the next higher selection post, with a
view tu ensure that due weight is given to experience and imma-
ture officers/officials are not promoted to such posts. Accor-
dingly in most of the departmental rules, governing promotion
of officers from one rank to the other, service for a minimum
number of years in the lower rank has been provided. In
some cases where this condition is not fulfilled, relaxation
from the rule 1s sought to be given.

2. A question has arisen as to what salary should be
given to an officer, who is promoted to a higher post, but does
not fulfil the condition regarding the minimum number of years
of service in the lower rank. It scems reasonable that in such
a case the officer concerned should not be piven the full benefit
of the salaryattached to the higher post till he has completed
grescribed minimum length of qualifying service. Government

as given careful thought to the whole matter and decided that
the starting salary in such cases should be the minimum of the
grade of the higher post, less the amount due from increments
which have not been earned by the officer concerned in the
lower grade for the period he is short of the minimum
prescribed. As a concrete case, if an Executive Engineer in
the PWD B&R Branch who according to the rules, can be
promoted as a Superintending Engineer only after minimum
1 years of service as an Executive Engineer, is actually promoted
after 5 years’ service, he should be given a starting salary of
Rs. 1,500 the minimum of Superintending Engineer’s grade,
less Rs. 80 representing two  increments of Rs. 40 each of the
Executive Engineer’s scale. The point in this illustration is
that whereas the sudden in the salary on account of promotion
remains intacl, the officer, with less than minimum number
of years of qualified service in the lower grade, does not start
with the same starting salary in the higher grade, as the officer,
who satisfied the rule in respect of the minimum period.
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3. I am to request that in future the pay in the type of
cases mentioned above may be suitably fixed below the mini-
mom of the relevant scales according to the formuja above.
All the pending cases should also be decided accordingly. For
the sake of-uniformity, such cases of fixation of pay be channeli-
sed to Finance Department through Chief Secretary in the
General Services Branch. These instructions would be appli-
cable to superior posts, e.g. those of district or Deputy Secretary
level or Deputy Director level and above and not to ordinary
ministerial posts and the like. I am to add that in all cases of
premature promotions, lhe written comsent of the promoted
officers to receive a particular pay to be fixed according to the
above formula should be oblamed before-hand and stipulation
also laid down in the promotion order which should not be
passed in his favour if he is unwilling to give such consent.

4. These instructions do not apply to the All India
Services, and the staffs of the Secretariats of the Punjab Vidhan
Sabha/Punjab Legislative Council, the Punjab High Court,
Punjab Public Service Commission,

5. The receipt of this letter may please be acknowledged

Copy of Punjab Government Circular letter No. 3624-G5-61/
14507, dated 2Ist April, 1961, from the Chief Secretary to
Government, Punjab, {o all Heads of Departments, ete. ete.

Subject.—Speedy Disposal of cases of Government servants
ander suspension—Instractions regarding.

[ am directed to invite attention to Punjab Government
letter No, 1611-GII-59/5697, dated the 5th May, 1959, on the
subject noted above and to point out that in spite of the fact
that since its issue, further instructions have also been sent to
you by the Vigilance Department, it has been noticed that these
instructions arc not being scrupulously followed by the de-
partments concerned with the result that the number of Govern-
ment servantsunder suspension continues to be very large and
many of them remain under suspension for a very long time,
thereby causing great loss to Government on account of the
payment of subsistence allowances. In addition to financial
loss, such a state of affairs brings discredit 1o Government.
The whole position has, therefore, been reviewed and with
a view to remedy it and to ensure uniformity of procedure and
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overall co-ordination, Government have considered it necessary
to issae a consolidated revised circular, and this letter accordingly
embudies all instructions and fresh decisions taken on the
subject.

2. Conduct of Departmental proceedings in disciplinary
cases—1) In all cases, the immediate superior authority,
on whom rests the responsibility for initiating formal

ed disciplinary proceedings, should decide at the earliest

possible moment, whether investipation is likely to be so
complicated as to require a special investigating agency, either
of the police or of the department itself, and should, thronghout
the investigation keep a close watch on ils progress to ensure
that no undue delay occurs at any stage, When formal dis-
ciplinary proceedings are ondertaken in 2!l big and complicated
cases, t];gl following time schedule should be observed as closely
as possible :—

(a) The charge or charges should be handed over io the
charged Government servant within 15 days from
the date of taking the decision to start formal pro-
ceedings.

(At the same time, a decision should be taken whether
the Government servant should be placed under

suspension, pending enquiry.)

(b) The chafged Government servanls written state*
ment of defence should ordinarily be required to be
submitted within a period of a fortnight and in no
case should a period of more than a month be allow-
ed for the purpose,

(¢) The inquiry including oral examination of the witnesses
should be completed within a month of the submis-
sion of the written statement.

(d) The report of the inguiring officer where he is not
himself the ponishing authority should be submitted
as expeditiously as possible and ordinarily within a
fortnight of the closing of the enquiry.

(¢) When the punishing aunthority is different from the
inquiring officer, the punishing authority should pass
final orders without delay. The following time
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schedule is suggested for variouns stages to be gone
through before the passing of the final orders —

(I) Calling upon the Govermment servant concerned {to
show cause against the proposed punishment where
necessary.—One week from the date of the receipt
of the inquiring officer’s report. -

(I) Time to be allowed to the Government servant to show
cause.—A fortnight to a month according to the
nature of the case. '

() Final orders—(i) Where teference to the Public
Service Commission is necessary : Sixwecks from
the date of the receipt of the final explanation of
the Government servant.

(ii) Where no such reference is necessary : A fortmight
from the date of the receipt of the final explana-
tion of the Government servant concerned.

(ii) It should be a matter of firm principle, 1o be deviated punjab
from, only in cases of rare urgency, that no official is suspended G0t
until a proper charge-sheet is served upon him and his explanation No. 1611-
obtained and found unsatisfactory. A departmental enquiry St
can only begin at this stage and at this stage should be started ated sih
forthwith. Since it may not be possible to complete the inquiry May, 195%.
in all cases in one month, Government has decided that the
enquiry officer should complete all the proceedings and submit
his report within a period of three months and the punishing
anthority should not take much longer to decide the case
(obtaining the advice of the Punjab Public Service Commission
where required, expeditiously). In no case should the period
between suspension, if ordered and final order exceed six
months.

iii) Government feel that officials are often harassed by the punjab
length of time it takes to complete the processes of preliminary Soveit,.
investigation and inquiry. Evenin cases, whichdo noteventually No. 12277
result in a charge-sheet, the official concerned is often subjected }3{05*% g
to anxiety by the knowledge that an investigation is proceeding 10th Decem-
against him. Government have, therefore, decided that the b 1%
whole process of investigation and inquiry should be completed
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within six months (excluding any period during which proceedings
are stopped owing to a reference to a Court of Law). An extension
of the period by another three months may be obtained under
the orders of the Minister-in-charge. If extenmsion beyond
nine months is needed, full facts and justification must be
placed before the Cabinet and their approval taken.

Punjab (iv) The cases of Government servant involved in criminal
E";.,H“H”'.,, cases should be dealt with in accordance with the provisions of
1611-GII- rules 7-5 and 7'6 of the Puniab Civil Services Rules, Yolume
595697,
dated 5th 1, Part 1.

May, 1959.

Punjab 3. Cases under investigation or pending in Courts —Sub-
o eer mission of reports to the Vigilance Department.--The cases of
No. M42-V- Government servants under suspension which are under
R investigation or pending in Courts should not be
ﬁ.gﬁhaﬂuwcd to drag on for inordinately long periods.
Govern- A monthly progress report showing the disposal of the
ment letter ding cases shounld be forwarded to Government in the
3";;;"5:-;” igilance Dgartmemin the two enclosed statements regolarly
g{;lﬁ‘;{wd so as to reach in the first week of the following 'month. The
ember, 1960, quarterly statements prescribed in Punjab Government letter
No. 919-ACC-50/353, dated the 4th April, 1950, have been
discontinued and should no longer be sent to the Vigilance
Department,

Punjab 4. Tt has been decided that the monthly reports as
Soneiies indicated in para 3 should be examined in the Vigilance
No. 1880-V- Department, They would review theposition of the out-
D6l standing cases and put continued pressure on the Depart-
16th March, ments concerned fo gei those cases "‘expedited. In other
G words, the Vigilance artment would play the role of the

co-ordinating authority for that purpose. In order to ensure

satisfactory progress, cases more than 18 months old would

be reviewed and placed by the Vigilance Departmeat before
the Council of Ministers once a month.

The copies of these monthly reports should also be fur-
nished to the Administrative Dega:iment concerned. It is
their responsibility as well to scrufinize these reports and to
bring to the notice of the Minister-in-charge cases which are
not registering sufficient progress.
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5. Itis needless to emphasise again that these instruc-.
tions should be strictly followed. You are reguested to
pay personal attention to such cases and take every possible
step to speed wup their disposal within the preseribed time-
limit, Proper care should be taken to ensure that the monthly
progress report 15 punctually sent to the Vigilance Depart-
ment as also to the Administrative Department by the 7th
of the month following at the latest so that review by the
Ministei-in-Charge and the Council of Ministers is not held
up. Government will take serious notice of any default in
this regard.

6. The receipt of this letter may please be acknowledged.

Yours faithfully,
P. L. CHHABRA,

Dipury SECREFARY, GENERAL ADMINISTRATION,
Jor Chiefl Secretary to Govemment, Punjab.

Copy is forwarded for information and necessary action
to the—

(1) Financial Commissioner, Development, Punjab.
(2) Financial Corhmissioner, Punjab.
(3) Financial Commissioner, Revenue, Punjab.

(4) All Adminisirative Secretaries to Government’
Punjab.

2. 1Tt is reiterated that the Administrative Department
concerned should scrutinize the monthly reports received
by them from their Heads of Departments in this connection
very carefully and bring to the notice of Minister-in-Charge
of the Department the cases which are not making adequate
progress so that he may be in a pasition to discass those cases
in the Council of Ministers when they come up there for
m!
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3. For Secretary to Government, Punjab, Vigilance
Department.

_ He should please note para 4 of these instructions for
strict compliance.
Bd) - < 55

Deputy Secretary, Genernl Administration,
for Chief Secretary to Government, Punjab.
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Copy of Circolar letter No. 3591-G S-61/14511, dated the 24th
April, 1961 from the Chief Secretary to Government,
Punjab, to all Heads of Departments, efc. efc.

Subject:—Departmertal action in cases referable to Law
®ourts.

1 am directed to inform vou that instances have come
to the notice of Government where Government servants, held
ilty in departmental proceedings, succeed in Courts of
w on technical grounds and thus escape punishment of
dismissal, etc., and consequently are also given full pay and
allowances due to them under the orders of the Courts. Gov-
ernment feel that this is mainly due to the fact that these
cases are dealt with in the Departments concerned by officials
who were not fully acquainted with rules and procedure
on the subject. Such cases not only bring a bad name to
Government but also epable the guilty persons to escape
proper punishment. With a view to avoid recurrence of
such cases in future, Government have decided that when-
ever a new official comes into a Department and occupies a
position where he has to deal with these cases, he should be
specifically asked to make himself fully acquainted with rules
and procedures relating to these cases. It has further been
I that the senior officers should occasionally collect
officials of the Department and make them aware of the
relevant rules. Tt is hoped that if this system is strictly
adhered to, it will save Government from bad name and at
the same time make escape for a guilty person on mere
technical grounds impossible. These instructions may be
brought to the notice of all Government servants working
under you for strict compliance.

Copy of Punjab Government Circular letter No. 5281-4GS-
61/21179, dated 19th June, 1961, from the Chief Secretary
to Government, Punjab, to all Heads of Departments,
efe., etc.

Subject: —Recruitment by sclection—Defects  generally
observed by the Commission in the Requisition
Forms.

1 am directed to invite a reference on the subject noted
abovée and to inform you that the Punjab Public Service
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Commission have brought to the notice of the State Govern-
ment certain defects which are generally observed by them
in the requisition form. A copy of those defects is enclosed
for your information.

2. Government observe thata good deal of labour and
time will be saved if the requisitions sent to the Commission
are filled in by the Departments with care. It is accordingly
requested that efforts should be made to ensure that the
requisition forms are sent to the Commission complete in all
respects, carefully avoiding the defects particularly pointed
out by them.

Defects generally met with in the references to the Punjab
Public Service Commission

1. Recruitment by Selection.
(A) Form of reguisition :—

(1) Item No. 3 .. In cases of temporary posts, which are
sanctioned upio the end of the
financial year, and where the reference
to the Commission is being made
only a few months before the termi-
nation of the sanction, the depart-
ments do notl generally make it clear
whether further sanction has been
applied for, and/for what are the
prc?ccts of the posts being conti-
nucd beyond their exXisting term.

This information i necessary for
incorporation in the advertisement
ete. for the information of the intend-
ing candidates, as it looks incongrunous
that the term of a post should be
supposed to come to an end by the
time the Commission are in a position
to make their recommendations.

(2) Ttems 3(A) and Very often no entries are made against
3 these. Clear, and to the point,
replies should be given.

(3) Ttem 4 .. No ly is genmerally given to sub-
item (b)




(4) Item 6

(5) Item 14

(6) Item 15

(B) Service Rules ..
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In furnishing an answer to it no dis-
tinction is drawn between the termu-
nation of appoiniment during proba-
tion, and after confirmation.

The qualifications required are not
stulef, according to the sub-items;
and it is also not made quite clear as to
which of them are to be strictly
adhered to. Moreover where train-
ing andfor experience arc laid down
as essential conditions the minimum
period of training/experience is not
stated. It is imperative that the
qualfications demanded are stated
categorically, so that they are not
susceptible of any doubt, and can
be readily incorporated in the adver-
tisement. Sometimes the qualifications
laid down are noi the same as, or
similar to, those prescribed on a
previous oceasion, or required under
the relevant rules ; and no reasons
arc given for this departure.

Exact answers to the various sub-
items are generally nol given, parti-
cularly to sub-item 3(if). Further con-
cessions in age allowed to Scheduled
Casles etc. candidates, retrenched/
likely to be retrenched personnel of
the Civil Supplies and other tempo-
rary departments, and persons who
have rendered natiopal or social
service before independence, are not
mentioned.

In cases where there are no published
rules for the service/post concerned
the departmen! forwarding the re-
guisition confimes” itsell to mer ly
giving a negalive answer 1o item 2(b)
of the requisition. No information is
furnished on the point as to why
no rules have been framed or what
steps are being taken to frame them,
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Nor are the Commission asked to
first approve of the proposed method
of recrnitment and qualifications
though this is obligatory wunder
Article 320(3) of the Constitution,
in the absence of service rules already
framed in consultation with the Com-
ission.

Copy of Punjab Government Circular No. 5078-GS-61/21489,
dated the 20th June, 1961, from the Chief Secretary to
Government, Punjab, to all Heads of Departments etc., etc.

Subject :—Distinction between ‘Warning ’ and ‘Censure’.

T am directed to say that certain doubts and misappre-
hensions have been raised regarding distinction between
‘Warning’ and ‘Censure’ as these have nowhere been defined
in clear terms. The position, therefore, has been examined and
is explained in the following paragraphs for the guidance of all

Departments.

2. The foremost aspect to bear in mind is the funda-
mental and formal distinction between the two terms. An
order of ‘Censure’ is a formal and public act intended to convey
that the person concerned has been held guilty of some blame-
worthy act or omission for whichit hasbeen found necessary
to award him a formal punishment, Nothing can amount to a
"Censure’ unless it is intended to be such a formal punishment
and imposed for ‘good and sufficient reasons’ after following
the prescribed procedure. A record of the ishment so
imposed is kept on the officer’s confidential roll and the
fact that he has been ‘censured’ will have its bearing on the
assessment of his merit or suitability for  promotion to higher
posts.

3. There may be occasions, on the other hand, when a
superior officer may find it necessary to criticise adversely
the work of an officer working under him (e.g. point out
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negligence, carelessness, lack of thoroughness, delays ,etc.)
or he may call for an explanation for some act or omission and
taking all circumstances into consideration, it may be felt that,
while the matter is not serious enough to justify the imposition
of the formal punishment of “Censure’, it calls for some in-
formal action, such as the communication of a written warning,
admonition or reprimand. If the circumstances justify it,
aimention may also be made of such a warning cte, in. the
officer’s confidential roll. However, the mere fact that it is
so mentioned in the character roll does not convert the warning
etc. into a_ 'Censure’. Although such comments, remarks,
warning etc. also would have the effect of making it apparent
or known to the person concerned that he has done something
blame worthy and, to some extent, may also affcct the assess-
ment_of his merit and suitability for promotion, they do not
amount to the imposition of the penalty of ‘Censure’ because it
H?s ldmt intended that any formal punishment should be in-
cled.

4. The fact that 2 mere informal ‘warning’ cannot be
equated to a formal ‘censure’ should not, however, be taken
as tantamount to suggesting that a written warning may be
freely given without caring whether or not it is really justified.
It is a matter of simple natural justice that written warnings,
reprimands etc. should notbe administered or placed on an
officer’s confidential record unless the authority doing so is
satisfied that there is good and sufficient reason to do so. It
may be reiterated here that in the discharge of the responsible
task of reco.ding the confidential reports, every reporting
officer should be conscious of the fact that it is his duty not
only to make an objective assessment of his subordinates’
work and qualities but also to see that he gives to his subor-
dinates at all times the advice, guidance and assistance to
correct their faults and deficiencies. If this part of the reporting
officers’ duty has been properly performed there should be no
difficulty aboutirecording adverse entries becauselthey, 'would
normally’ refer to the defects which have persisted in spite of
the reporting officers’ efforts to have been corrected. If
after having taken such care the reporling officer finds that
for the purpose 'of a truly objective assessment mention should
be made "of any warning admonition etc. issued especially
those which have not produced the desired improvement, it is
his right and duty to so mention them.
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5. @ am to request that these instructions may be brought

to the notice of all Government servants working under you.
The receipt of this letter may please be acknowledged.

Copy of Punjab Government Circular letter No. 4044-5GS-61/
23179, dated the 28th June, 1961, from the Chiel Secretary
to Government, Punjab, to all Heads of Departments
ete., ete.

Subject: ~ Procedure lo be followed in selection of officers/
officials for promotion to higher posts—Greater
emphasis on merit than on seniority.

I am directed to invile a reference to Punjab Government
letter No. 9129-G-56/3964, dated Lhe 17th September, 1956,
on the subject noted above, and to say that some doubts have
arisen and Government have been approached to clarify as to
whether in accordance with sub-para  2(iii) of these instructions,
the officers/officials who are prima facie unsuitable for pro-
motion are to be included in the slab of 3 in making selection
for promotion to higher posts. It has also been enquired as
to what is the corrzct interpretation of the word “suitable”
occurring in that sub-paragraph. In this connection, T am to
make it clear that, in fact, in the first instance, a list of eligible
officers/officials who fulfil the prescribed experience ete. for
promotion is to be drawn up in accordance with sub-paras
2(i) and (ii) of the letter referred to abave. Then out of this
list, such officers/officials as are considered unsuitable for
promotion are to be weeded out and a list of only those who
are Suifable for promotion has to be drawn up. Selection
thereafter is to be confined to the 3 suitable officers/officials
of the latter list if there is one post, 4 if there are two posts.
and 5 if there are three posts and so on. Unsuitable officers/
officials are those who on the basis of their service record,
general reputation etc, are definitely not considered fit for
promotion by the department. Selection for every vacancy
has, therefore, to be made from the slab of 3 officers/officials
who are considered fit for promotion and unless a junior among

them happens to be of exceptional merit and suitability the
semior-most will be selected.

2. Iam to request that the above clarification may please

be brought te the notice of all concerned for information and
guidance.
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Copy of letter No. 6831-6GS-61/23653, dated the 3rd July,
1961, from the Chief Secretary to Government, Punjab, to
all Heads of Departments ete., ete.

Subject:—Grant of Pension to Retiring Government Servants
and application of Rules 6.4 of the Punjab
Civil Services Rules, Volume II, observance of
procedure and criteria thereof.

I am directed to refer to the Punjab Government letter
No. 277-1GS-61/8679, dated the 16th/17th March, 1961, on
the subject cited above, according to which all the departments
are required to consider a particular proposal for cut in pension
and when they feel that a maore than nominal cut is necessary, to
send the case to the Standing Committee forcuts in pensions
which will then make suitable recommendations to the Chief
Minister whose orders willbe final. A point has been raised
as to what procedure should be followed where the Chief
Minister himself is the Minister-in-charge of the Department.
It is felt that any orders passed by the Chief Minister on any
dcpartmental file as fo reduction in pension may embarrass
the Standing Committee inits deliberationsand even the Chief
Minister at the final stage. The matter has been considered
by Government and it has been decided that where Chief
Minister is the Minister-in-charge of a Department, he would
at the initial stage merely commit himself to accept in principle
that a more than nominal cut is justified, and not to any parti-
cular figure. A similar procedure shall be followed where he
has fo pass such orders on any other departmental file. The
case would thereafter go to the Standing Committee which
would propose a definile cut and after this stage, the Chicf
Minister shall pass final orders regarding acceptance of the
proposal or its modification. 1 am to request that these ins-
tructions may kindly be kept in view while dealing with cases
relating to cufs in pension.

Copy of Circular letier No. 6375-GS-61/23734, dated the Gth
July, 1961, fromthe Chief Secretary to Government, Punjab,
to all Heads of Departments, ete. ete,

Subject:—Formation of Co-operative Societies by Government
Servants,

I am directed to say that the proviso to rule 12 of the
Government Servants Conduct Rules, 1955, enjoins that a
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Government servant may in accordance with the provisions of
any general or special order of the Government take part in
promotion, registration or management of a Co-operative
Society registered under the Co-operative Societies Act, 1912
(IT of 1912), or under any similar State Law. No general or
special order as envisaged in the above rule has so far been
issued, On the other hand, Thrift and Credit Societies of
Government servants are in existence and functioning in various
Departments without such Government servants having obtained
previous sanction of the Government. Government has been
advised that in the absence of any general or special order in
this behalf, it is necessary for a Government servant to take
previous sanction of Government to join a Co-operative
Society. This positicn should, therefore, be brought to the
notice of all Government servants working under your
control.

2. It has, however, been represented to the Government
that i formal sanction is taken in individual cases, the enrolmient
of members of Co-operative Societics, Canteens and Stores will
receive a set-back and this will not be desirable in view of
Government policy lo encourage such Co-operative Societies
among Government servants to enable them to derive benefit
from the Co-operative movement. Government have carefully
considered this proposition and decided fo exempt all Govern-
ment servants generally from the operation of rule 12 of the
Government Servant Conduct Rules, 1955, in so far as the
following types of Co-operative Societies lormed by Govern-
ment servants aré concerped —

(1) Service Co-operatives.

(i1) Salary-carners Co-operative Thrift and Credit
Soceilies.

(i1i) House Building Societies.
(iv) Co-operative Stores and Canteens,

(v) Co-operative Societies connected with social welfare
or educational work.

These orders may as well be brought to the notice of all
Governmen! servants working under vou.
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Copy of Punjab Government Ciccular letter Nec. 3482-ASI-61/
25298, dated 11th July, 1961, from the Chief Secretary
to Government, Punjab, to all Heads of Departments, etc.

-

Subject:—Relationship beween  the . Commissioners/Deputy
Commissioners and Divisional Officers/District
Officers in Divisions/Districts.

I am directed to refer to the instructions contained in Punjalb
Government eircular letters No. 14102-GI-57/22998, dated the
15th November, 1957, No. 9180-GIT[-59 226359, dated the 20th

November, 1959 and No. 10542-GIT1-59/26741, dated the 17th
December, 1959, on this subject.

It has been laid down in paragraph 10 of Punjab
Government  circular lettter No.  2334-ASI-61/15708, dated
the 3rd May, 1960, regarding confidential reports that adverse
remarks in all cases should be communicated. It has further
been amplified in explanatory note (i) under this paragraph that
only the adverse remarks recorded or endorsed by the highest
atthority reporting cn an officer should be communicated. In
the ordinary departmental hierarchy it is casy to determine
who is the highest autherity reporting on an officer, but it is
difficzlt to do so where the Beputy Commissicner and the Com-
missioner are the additicnal reperting authorities on Divi-
sional/District level departmental officers. A question has arisen
as to what weight should be attached 1o the remarks recorded by
the Deputy Commissioner/Commissioner vis-a-vis those re-
corded by the departmental reporting authoriteis. After careful
consideration, Government have decided that where an adverse
remark has been recorded by the Deputy Commissioner/Com-
missioner, it should invariably be copveyed even though the
deparimental reporting authorities have disagrced with it,
Where however, the Commissiner disagrees with the Deputy

Commissioner, the Deputy Commisioner’s remarks need not
be conveyed.

Copy of Circular letter No. 8522-GS-61/27256, dated the
Ist August, 1961, from the Additional Chief Secretary to
Government, Punjab, to all Heads of Departments, ete.
elc.

Subject:—Training of clerks—Initial recruitment of clerks
on an apprenticeship basis.
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I am directed to state that Government have for some time
past been considering the question regarding the training of
clerks on their initial appointment to various offices of the
State Government. The matter came up for discussion in the
Conference of Commissioners and Deputy Commissioners
held in September, 1959, at Simla, which favoured the system of
apprenticeship. Government have now decided that pending
the establishing of a diploma of Secretariat Training by the
Panjab University, which is under active consideration, re-
cruitment to the posts of Clerks should be made on an appren-
ticeship basis, requiring the person selected by the Subordinate
Services Selection Board, Punjab, to undergo two months’
training in the office of appointment on a sfipend of Rs 40 per
mensem. The recruit will receive training as an apprentice
through the senior office hands available in the particular
office and be appointed asa Clerk on regular basis if the appoint-
ing authority is satisfied that he has acquired the necessary
preliminary knowledge to work as such. If he is not considered
suitable at the end of this period of two months, he will not be
appointed as a regnlar Clerk.

2. The following procedure is prescribed in this context:— -

{a) Recruitment to all posts of Clerks in the seale of
Rs 60—4—80/5—120)5—175 will continue to be
made through the Subordinate Services Selec-
tion Board, Punjab, as wuswal. The approved
candidates will be taken against rcgular vacancies
but they will initially join as apprentices for a
period of two months on purely temporary basis
on a fixed stipend of Rs 40 per mensem only.
A condition should be laid down in the appointment
letter of a recruit to the effect that his services will
be liable to be terminated during for after the
apprenticeship  period on account of his unsatis-
factory work or conduct without any notice or pay
in lien of notice. The general condition of one
month’s notice will, however, be applicable after
the rcgular appointment.

(b) The apprenticeship period of two months will be
in addition to the normal probationary period
prescribed in the service rules of the depariment
concerned. After completing the apprenticeship
period to the satisfaction of the appointing au-
thority, the recruit will be appointed as a regular
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clerk and thence entitled to the pay-scale attached
to the post. Thereafter, he will complete the normal
probatidnary period as prescribed in the relevant
service rules.

(¢) There will be no departmental test on the expiry
of the apprenticeship period. In order to watch the
daily progress of the apprentice clerk during this
period, a progress report should be drawn u
in the enclosed pro forma. The assessment shoul
be broad and practical and reasonably strict.
It would not be merely formal and procedural.
After two months, the Head of Office or the Depart-
ment, as the case may be, should certify that the
work and conduct of the apprentice concerned has
been found to be satifactory during that period.
The asscssment of the appointing authority should be
made and conveyed in the form of orders of regular
appointment or termination of services, as the case
may be, positively in the last week of the 2nd
month, so that if pecessary, it may be possible to
terminate the services of an apprentice within the
period of apprenticeship to avoid any financial im-
plications.

3. These clerks will not be strictly taken as apprentices
within the meaning of rule 2.6 of the Punjab Civil Services
Rules, Volume I, Part I, The-Punjab Government letter No. 1070-
GII-60/1995, dated the 1st April, 1960, which provides that
all direct recruits appointed to Government service, whether
against lemporary or permanent posts, should réceive the
minimum of the prescribed pay-scale, shall not be applicable to
these personnel. The service rules should beamended in the
light of above instructions. These orders will come into effect
immediately, and apgly also to clerks who may be appointed
on lemporary basis by the Departments themselves,

4. The receipt of this letter may please be acknowledged
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Period

From io

Name of Apprentice
Section/Branch in which working

Date Details of work Initials of Remarks,
done Superintendent if any
Head of Branch
| 2 3 -4
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Copy of Circular letter No. 8372-4GS-61/32040, dated the 7th
September, 1961 from Shri E. N. Mangat Rai, ICS,
Chief Secretary to Government, Punjab to all Heads
of Departments, ete. ete.

Subject.—Grant of special casual leave to internal agents,
appoinied under the Small Savings Scheme.

1 am directed to address you on the subject noted above
and to say that the question of treating the period of absence
of Government Servants working as Internal Agents under the
Small Savings Scheme when required to attend Shivirs organis-
ed by the Department, has been carefully consideted by the
Government. It has been decided that such period of absence
which should not exceed 3 days in a year might be treated as
special casual leave.

2. These orders will come inte force from the current
year, ie., from the Ist January, 1961,

- —— —

Copy of letter No. 8401-4GS-61/33117, dated Chandigarh, the
8th/11th September, 1961, from the Chief Secretary to
Government, Punjab to all Heads of Departments, ete. efc.

Subject.—Procedure to be followed in selection of officers/
officials for promotion to higher posts— Greater
emphasis on merit than on seniority.

i am directed to invite a reference to Punjab Government
letter No. 9129-G-56/3964, dated the 17th September, 1956,
aad No. 4014-5GS-61/23179, dated the 28th June, 1961, on this

subject, and to clarify the following points about which donbts

have been expressed :—

Point | — Officials A, B, C and D are eligible for promotion.

B, C and D are suitable : but A is not quite suitable.

Can A be provisionally promoted subject to a

subsequent sgema]' report on hit performance on the
higher post

Clarification.~ It would be wrong to provisionally pro-
mote an official about whose sunitability doubt is
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entertained by the appointing authority. Only
those officials are reqnired to be considered for pro-
motion who are suifable ar the time of selcotion.
There is, therefore, no justification to promote ‘A’
with the stipulation indicated.

Point J1—Officials A, B,C, D, E, Fand G are ﬂ]gihlﬂ
for promotion. A is unsuitable and only B, C, D,
and E are apgmved for promotion. B., € and D
are promoted but before E can be promoted a
satisfactory report is received about the work of A.

(i) Will the next vacancy go to E or wili he be
considered afresh along with A and Fior it ?

(ii) How many annual good reports should A earn
before Bﬁ? can be considered suitable for
promotion ?

Ctanl'ﬂcm‘iaﬂ.—(i) As B established his suitablity earlier,
lhe next vacancy should go to him, 1|1::11$-:!l a fairly
ong period (say two years or more passed
simpﬂ Brig}nﬂl list was made in which case the
matier should be considered on over all merits as
to whether A has established his competence so
clearly as to take precedence over E.

(ii) The number of annual reports cannot be fixed
for universal application but in any case normally
at least one fresh annual report should come in
before’, the'question of an ignored officials’s snitabi-
lity is reopened.

Point []I.—Official A is considered unsuitable and offi-
cial B is suitable for promotion. * B is promoted
but later on, has to revert for want of a Vacancy.
By the time a vacancy arises again, A too has

become suitable. Will this vacancy go to B ?

Clarification.—As the claim of B for the vaca has been
cstablished earlier and he has also nf]‘ig?tred in the
higher post for some time, B should normally get
the vacancy in preference to A,
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Point 1V. Official A is promoted from a lower to a
higher post. His performance on the higher post
is adjudged unsatisfactory and he is reverted to the
lower post. '

(i) For how long should A put in satisfactory work
in the lower post before he can be considered
suitable for promotion ?

(ii) By the time A is considered suitable for promotion,
B and C have been promoted. Will A on pro-
motion rank senior or junior to Band Cin the
higher post ?

Clarification.— (i) Allthough no hard and fast policy
as to the period for which official A should wait for
being considered for promotion toa higher post
agalg, can be laid down il is necessary to exercise
caution on each oecasion. It will be necessary to
first of all decide whether he is at the particular time
fit for promotion or not. I he is considered fit by
the competent authority, his name should be consi-
dered in a panel of three for one post.

(if) Jt wovld be manifestly wrong to reassign A
his old senority in the higher post. The fact of
his reversion on account of unsatisfactory work will
decidedly go apainst him. A should, therefore,
rank jupior to B and Cin the higher post on his re-
appointment, unless there are specific rules to the
contrary fo: the particular service.

2. I amto request that these clarifications may please be
brought to the notice of all concerned.

Copy of Circular letter No. 10019-6GS-61/32534, dated 13th
September, 1961, Irom the Chief Secretary to Govern-
nent, Punjab, to all Heads of Departments, etc. etc.

Subject :—Grant of pension to retiting Government servants
and application of rule 64 of the Punjab Civil
Services Rules, Volume I1—Observance - of proce-
dure and Criteria therefor,
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I am directed to invite reference to Punjab Government
letter No. 277-1GS-61/8679, dated the 16th/17th March,
1961, on the subject cited above, wherein the procedure for
referring cases of cuts in pensionfgratuity to the Standing
Committee set up for this purpose was Liid down and to say
that doubt has arisen whether or not the cases of nominal cuts in
pension/gratuity of non-gazetted officers, are referable to the
Standing Committee. With a view to clarify the position,
I am to state that as is the case in respect of gazetted officers,
the cases of nominal cuts in peasion/gratuity of non-gazetted
officers are not referable to the Standing Commiitee. [ am
further to clarify that the procedure laid down in paragraph
3(2) of the instructions referred to above, is required to be
followed only in cases where a cut exceeding the nominal
cut is to be imposed.

2. These instruclions may please be brought to the
notice of all concerned.

3. The receipt of this letter may please be acknowledged.

Copy of Circular letter No. 11057-4GS5-61/34501, dated the
25th September, 1961 from the Chicf Secretary to Government,
Panjab to all Heads of Departments, etc. ete.

Subject —Procedure to be followed in selection of officers;
officials for promolion to higher posts—Grealer
emphasis on merit than on seniority,

I am dircoted to refer to the correspondence resting with
Punpb Government lctier No. 85697-4GS-61/29364, dated
the 11th August, 1961 on the subject noted above and to say
that it has been reporled by some of the Departments that the
standard  of required minmmum experiencs for promotion to
higher posts in terms of years of service will be provided in the
Service Rules when formulated. As it may entail consider-
able delay, it 1s suggested that minimum experience for promo-
tion to higher pocis in ternis of years of service may be laid
down immediately, in consultation with the Public Serviee
Commussion and the decision in this respect may later on be
incorporated in the Service Rules as and when finalised.

2. The action taken in this regard may kindly be reported

to Government within a month at the latest.



220

Copy of Ponjab Government Circular letter No. 10893-4GS-
61/37545, dated 20th October, 1961 from the Chief
Secretary to  Government, Pumjab, to all Heads of
Departments, ete. etc.

Subject .—Grant of special casual leave to Government ser-
vants for attending annual general meetings of
their recognised associations and meeting  with
the Governmenl representatives or the Head of
Depariment.

Iam directed to address you on the subject noted above
and to say that the question as to whether the office bearers
of recognised Service Associations should be given some kind of

| gasual leave to enable them fo participate in the acli-
vities of the Associations has been engaging the attention
of Government for sometime past, After careful considera-
tion of the whole matter, it has been decided that casual leave
up to a maximum of ten days in a calendar year may be allowed
to office bearers of the recognised Service Associations for
participating in cXecutive meetings, conferences and other
activities of their respective Associations subject, however,
to the condition that half of the leave enjoyed in this manner
will be debited to the ordinary casual leave account of the
official concerned and the remaining half to his special casual
leave account for the aforesaid purpose. The maximum
number of specinl casual leave allowed in this matter shall,
therefore, be five daysin a year.

2. These instructions may be brought to the notice of all
concerned for information and guidance.

Copy of Punjab Government Cireular letier No. 13531-1GS-61,
dated 20th November, 1961, from the Chiel Secretary
to Gnt:arnmmt, Punjab to all Heads of Departments,
ete. ete.

Subject (— Conversion of temporary Fasls{dﬁp&rtmﬂnﬁ into
permanent ones—Gen Policy relating to.

Ever since the last World War there has been a huge
expansion in the femporary siaffs employed by Government,
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This process has been further accelerated since Independence,
when apart from the Rehabilitation problem which required
special and at times gigantic organisation, the State has been
interesting itself in bigger and bigger programmes of develop-
ment and many special projects. The result is that todaya
large pumber of employees are employed on a temporary basis.
This situation naturally is the cause of pressure on the part
of the employees lo have their posts made permanent and
occasions marked difference of opinion between Adminis-
tration and Finance. Therefore, there is need to get the
the matter on to a firm policy footing. On the other
hand, Government’s long-term need for particular posts
must depend on the duties of these posts and the future pro-
grammes connected with the particular type of experience
mvolved. Any rigid policy may well mean that Government
commits itsell to carrying large staffs some of which 1t may,
in fact, not require.

2. In these circumstances, whereas a fairly well defined
policy is desirable, it is also believed that it must provide some
degree of safeguard to meet with particular unsoal circume
tances. Instead of piecemeal cases coming np to Govern-
ment with regard to making staffs of particular departments

permanent, the following general procedure has been decided
upon —

4. Temporary posts in permanent Departments.

3. (1) There should be a review with regard to all posts
which have existed for three years or over, every year between
the months of May—July when there is relatively lcss pressure
of Budget work. The Administrative Seeretary will make
a list of temporary posts which have existed for three years
and send proposals for their permanence by the end of May
to the Chief Seeretary who may depute one of his Deputy
Secretaries to deal with these cases. The proposals will then
be processed through a Commiitece of officers comprising
the senior Financial Commissioner as Chairman, the Chiefl
Secretary, the Planning Sccretary, the Finance Secretary
and the Secretary of the Administrative Department concerned.
This Commiftee will mect during June according to the needs
of the situation. The Deputy Secretary concerned will act as
Secretary of this Comunittee. Where technical posts are
involved, the Secretary of the Administrative Department
will be at liberty to pget the assistance and presence of such
technical officers as the wishes. This Committee of officers
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will afier discussion make recommendutions as te which posts
should be made permancnt. These recommendations  will
then be put up to the Council of Ministers during the July
for final decision.

(2) Where o post has existed for [1ve years or more the
general practice will be thal these posts should be made per-
manent automatically, The Administrative Secrétaty coj-
cerned would, therefore, lake necessary action in consulta-
tion with the Finance Department. In erder, however, to
provide seme safeguard where the Finunce Depuriment spe-
cifically objects to making posts permancnt, the matter should
be referred to the same Commitiee as is mentioned al (1) above,
through the Chiel Secretary to Government, Punjab by the
end of May euch year. The Commiltec will apain make
suitable recommendations to the Cabinet whose decisions
will be final.

B.—Temporary Departmenis

4. In these departments all posts will be temporary
unless the Government has speeifically made certain posts
permancnt, os has been done in the Civil Supplies and Rcha-
bilitation Departments. The problem of temporary depart-
ments is much more difficult then that of merely temporary
posts, since it is debatable whether the whole activity in
which the department is involved is to continue or noct. Here
also, the following procedure has been provided for review —

(1) The same Commitiee of officers as has been mentioned
above should review the position of all temporary
departments which have been in existance for five
vears or above and should make appropriate re-
commendalions to the Cabinet whose decision
would be final. The Administrative Department
will Initiate this review by the end of May, each
year with justification as to making the organisa-
tion permanent or a part of it permanent.

(2) Where a temgorﬂry organisation has existed for
ten years or above it should automatically be made
permanent. Here apgain, however, where the
Finance Department has special reasons against
followiug this practice in regard to a particular
organisation, the matter should be considered by the
Committee of officers at the initiative of the Finance
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Dcpartment, who will send 1ts proposal by the end
of May each year and appropriate recommenda-
tions made to the Cabinet whose decisions would
be final.

To cnable the Finance Department to send up its pro-
posal in time, the Departments should, on demand
by the Finance Department, make available to
the Finance Department a detailed note
giving  the lustory of the Department
eversinee iis inception and a justification for its
being made permanent.

5. The above uarrangements represent an ad hoe solu-
tion which is not too grave in risks to Government and at the
same time would offer reasonable chances of long-term security
to employees. The recent decision of Government, following
the recommendation of the Puy Commissiow, that all temporary
service followed by conlirmation should be counted towards
pension will eertainly help emplovees, as ene of the difficultics
previously was that temporary service counted towards pen-
sion only to the extent of 5075, The new rules plus the arrange-
ments mentioned above would substaatially meet the em-
ployees needs and demands.

6. As thesc arrangements provide for review during
May—July ecach year, they will not interfere with current
practice in regard to posts suggested for permanence through
the Budget 1962-63. The usual procedure will apply to such
Cases.

Copy of Punjab Government Circular letter No. 13178-4GS-
61/41501, dated 23rd November, 1961 from the Chief
Secrelary to Government, Punjab, to all Heads of De-
partments, etc., etc.

Subject—Fixation of period for joining appointments in the
cuse of candidates recruited through the Punjab
Public Service Commission/S.8.8. Board, Punjab.

I am directed to address you on this subject and to inform
you that the question of fixation a period for joining appoint-
menls or training coarses in the case of candidates recruited
through the Punjab Public Services Commission/Subordinate
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Services Selection Board, Punjab, has been considered by
Government. After obtaining the views of the P.P.S.C.
and the §.5.5. Board and in the background of the practice
prevalent in the Government of India, it has been decided
that all such candidates should be given a maximum period of a
fortnight to join their appointments or the training courses,
if any, where preliminary training is prescribed. It is consi-
dered that this period should ordinarily be sufficient to enable
them to make necessaty preparations for journeys ete. to take
up their posts/courses. In case a candidate is unable to
join the g::st within the time lumit preseribed for any bona fide
reasons the competent authority may allow suitable extension
of time which should not however exceed a total period of two
months provided administrative requirements permit such
extension.

2. These instructions may please be brought to the .
notice of all concerned for strict compliance in future.

Copy of Circular letter No. 14195-4G5-61/42457, dated the 28th
November , 1961 from the Chief Secretary to Government,
Punjab to all Heads of Departments etc., etc.

Subject.—Deletion of religion, caste, etc, from all Govern-
ment records.

1 am directed to address you on the subject noted above
and to inform you that the question of omitting from all Go-
vernment records including application forms of Punjab
Public Service Commision, Subordinate Services Selection
Board snd Employment Exchanges as also of Schools, Colleges
and Imstitutions technical and non-technical, gradation lists,
etc, any mention abont religion, namely, Hindu, Sikh,
Christian, Muslim ete. as zlso of caste/sub-caste has been
considered by Government. In the interests of national
integration, it has been decided that all catries rclating to
religion, caste or sub-caste should be omitted from all Go-
vernment records with effect from Ist Janaury, 1962. In order,
however, lo ensure that no complications arise at a later stage
in the case of persons having the same name in the cadre of the
same service, the practice of adding figures 1,2, 3, and so on
against their names should be introduced.

2. Exceptions. (1) _In the case of persons belonging to
Scheduled Castes/Scheduled Tribes and other Backward
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classce. it will, however, be necessary to mention their
castes in the application forms for the reason thal they are
entitled to certain specified privileges in matters of recrnitment
to Government serviee and for admission into schools and
colleges. This practice will of course continue fill such time as
Slil:h reservations are allowed to members of these castes and
classes.

2. Where acaste orsub-caste is part of the regular name
of a person and he or his family calls himself by this it may
of course be included as his name or part of it.

3. As these instructions will come into operation with
effect from lIst January, 1962, Iam to request you to make
arrangements to ensure that in gradation list to be published
for the next year and in all other records, applications forms
ctc. the use of religion, caste and sub-caste is omitted
except where it is necessary in the case of scheduled castes, ete.

4, The receipt of this letter should be acknowledged.

Copy of Punjab Government Circular letter No. 13951-8GS-
61/42227, dated 1st December, 1961, from the Chief
Secretary to Government, Punjab, to all Heads of Depart-
ments, eto. etc.

Subject.—Departmental Ezaminations fo be conducted by
the Commission[Board for Promotion lo higher
posts.

L am directed to invite a reference to!Punjab Goverminent
letter No. 5568-GI1-58/78736, dated the 6th Oclober, 1938, with
which the candidates required to appear in the tests to be con-
ducted by the Punjab Public Service Commission/Subordinate
Services Selection Board, for promotion to the posts of Assistauts
were, in view of the deparimental nature of the examinations,
exempted from the payment of examination fee. This con-
cession was further extended to the candidates required by
the Departments to ];Fﬂss similar tests to be conducted by the
Commission or promotion to other higher seleclion
posts—vide Pupjab Government letter No. 6550-GS-60/26233,
dated the 25th July, 1960. A question has arisen whether
this concession should also be allowed to Departmental candi-
dates from Sub-offices who may be required to pass the compe-
titive /qualifying tests conducted by the Commission/Board
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for promotion to higher posts in their Head Offices. After careful

consideration, it has been decided that such candidates should

be exempted from the payment of cxamination fees where deparl-

ﬂcnta.l rules or Government instructions provide for such
Sts.

Copy of Punjab Government Circular letter No. 13987-5GS-
61/43369, dated 4th  December, 1961, from the Chief
Secretary to Government, Punjab, to all Heads of De-

partments, ete. efe.

Subject. —Acquisition of Higher Qualifications—Permissicn
to Government servants.

. Government has observed that in the absence of any general
mstructions governing the grant of permission to Government
servants for acquisition of qualifications the practice followed
varies, For the sake of uniformity in the matter and with a view
to enicouraging Government servants to improve their education-
al qualifications, I am directed to inform you that the question
of granting general permission to all Government servants to
appear in University and other Examinations has been care-
fully considered by Government. For the reasons that ihe
acquisition of higher qualifications is always beneficial and
broadens the outlook of an individual who should naturally
give better work to Government, it has been decided that per-
mission may be granted normally to all Government servants
for study in any subject they like, even though the
qualification sought to be achieved is not directly con-
nected with the routine duties of the post or service to which
that employee is appointed. The only condition that may be
imposed should be that such a course of sindies should not
interfere with his official duties as such.

2. As regards grant of leave, it has been decided that
unless there be very exceptional circumstances, it should in-
variably be allowed for the actual days of examination and
also for upto a period of fortnight in advance for preparation,
if the administrative circumstances permit.

3. The receipt of this letter may be acknowledged,



227

Copy of Punjab Government Circular letter No. 13928-4GS-
61/44512, dated 18th December, 1961, from the Chief
Secretary to Government, Punjab, to all Heads of
Departments, etc. etc.

Supject, --Employment of inmates of Homes/Infirmaries in
Government Offices in lhe Punjab State.

I am directed to address you on the subject moted above
and to inform you that the question of employment of inmates
of Homes/Infirmaries controlled by the Social Welfare De-
Barl_mcnt (Relief Organisation) in Government Offices in the

unjab State, has been engaging the attention of Government
for some time past. After careful consideration, it has been
decided that in future other things being equal preference for
appointment to Govertment posts, should be given to the trained
inmates from these Homes|Infirmaries, I am accordingly to
request you kindly to keep in mmd these instructions while
making appointments to Government posts,

[Published in the Punjab Government Gazelle, Legislative
Supplement, Ordinary, dated the 29th December, [1961]

Part 111
HOME DEPARTMENT
Notification
The 26lh December, 1961

No. G.5.R. 10/Const/Art. 309/61.—In exercise of the
powers conferred by the provise to Article 309 of the Consti-
tution of India, the Governor of Punjah is pleased to make the
fellowing rules regulating the promotion of Stenographers
and Stenotypists, in the civil services of the State to higher
posls on clerical side, pamely —

1. (1) These rules may be called the Punjab Civil Services Siont titk,

(Promotion of Sicnographers and Stepo-typists) Rales, 1961,  commence-
memt,

2) Thuir shall upply to all Stenographers and Sieno-
typists of all the Depattments of the State excepting those of
the Punjab Civil Secretariat, the Punjab Legislative Council
Seeretariat aud the Punjb High Court.

(3) They shall come into force at once.
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plghbility 2. Stenographers and Steno-lypists shall be eligible for
dom, " promotion to the post of Assistant, Head Assistant, Deputy

Superintendent or Superintendent as the case may be, in
accordance with the provisions hereinafter appearing.

el 3. (1) In offices where the scale of pay of Stenographers
L‘rﬁtﬁ;ﬂ'in 15 identical to that of Assistants, the Stenographers shall,
oifices where before  becoming eligible for promotion to a higher post on the
ofpayn  clerical side, have to—

ilentical (o
}[‘;‘,ﬂm (i) qualify in the departmental test prescribed for the post

of Assistant, and

(ii) work as Assistant for a period of two years on some
existing vacancy or by sharing the work of an
Assistant

Provided that—

(a) no Stenographer shall be allowed to take the test
unless he has pulin ome year’s service as Steno-
grapher,

(b) nothing in this sub-ruie shall be deemed to require
the Stenographers, who stand exempted from
passing the test by virtue of the instructions
already issued by the Government from time 1o
time to pass the Assistant’s test prescribed in this
sub-rule,

(¢) no Stenographer will be put to work as an Assistant
for the required period of two vears unless he has
gualilied in the test.

Explanation. 1.—The period during which a Steno-
grapher has, before the date of issue of these rules,
performed the duties of Assistant whether in addi-
tion to his own duties or otherwise will be taken into
consideration in computing the period of his
training as Assistant.

Explanation 2.—Where there is no available vacancy
of the post of Assistant for imparting training to
the Stenographer he shall be given at least one-third
of the work of some Assistant in addition to his
own duties, The assistant who is thus relieved
of some of his work will in turn help the Stenogra-
pher in his routine duties,
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(2) The seniority of the Stenographers, who successfully
complete the period of two years' training specified in sub-
rule (1), vis-a-vis Assistants, shall be determined by the dates
of their continuous appointment against the post of Steno-
grapher or Assisiant, as the case may be and if the dates of their
appointment be the same, the one drawing higher pay shall be
senior 1o the other and if the rates of pay drawn by them be
also the same the older shall be senior to the younger.

4. (1) In offices, where the scale of pay of Stenogra- Fomotion
phers is lower than that of Assistants, the Stenographers shall phemin -
be cligible along with Clerks for promotion to the past of ﬂi;“;ﬂrii
Assistant, after they have qualified in the departmental Jo ooy
test prescribed for the post of Assistant. On their appoint- mmrm
ment as Assistants they shall, like other Assistants be eligible Anisines.
for promotion to higher posts on the clerical gdc on the basis
of their seniority in the Assistants cadre. :

(2) The inter-se seniority of such Stenographers vis-a-vis
Clerks shall be determined by the dates of their continuous
appointment against the post of Stenographer or Clerk, as
the case may be, and if the dates of their appointment be the
same, the older shall be senior to the younger.

5. (I) The Junior Scale-Stenographers and Steno-typists Brcicton
shall, along with Clerks, be eligible for promotion to (he POSt Scaie Steno.
-of Assistant, after they have qualified i the test prescribed grahers and
for the post of Assistants. On their appointment as Assistants Se" Ulsts.
they shall, like other Assistants be eligible for promotion to
higher posts on the clerical side on the basis of their seniority

n the Assistants cadre.

(?) The inter-se senmiority of such Junior Scale Steno-
graphers and Stenc-typists vis-a-vis Clerks shall be determined
by the dates of their continuous appointment aguinst the post
of Junior Seale Stenographer or Steno-typist or Clerk, as the
case may be, and if the dates of their appointment be the same,
the older shall be senior to the younger.

6. (1) In officcs where thewe is no g;sl of Assistanc the E;"g:‘i‘f
Stepograpiiers shall along with Clerks,

_ eligible for Fromo- anhers in
tion to higher post on the clerical side : officed where

thers fa oo
post of
Assigtant.

Provided that if the Clerks before being eligible for pro-
motion to higher posts are required to qualily in any depart-
mental test the Stenograpliers will also be required to guality
that test before becoming eligible for promotion.
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(2) The infer-se seniority of Stengotaphers vis-a-vis Clerks
shall be determined by the dates of their continuous appoint-
ments as Stenographers or Clerks, as the case may be, and if
the dates of their appointment be the same the older shall be
senior to the younger.

7. Except for the purpose of promotion to higher posts on
clerical side, the infer-se seniority determined wnder sub-rule {2?
of rule 4, sub-rule (2) of 1ule 5 and sub-tule (2) of rule 6, wil
not affect the seniority of persons in their respective cadres.

8. The provisions of these rules shall have effect not-
withstanding anything to the contrary contained inany rules
for the time being in force regulating the recruitment and
conditions of scrvice of persons appointed to public service
and posts, in connection with the affairs of the State.

E.N. MANGAT RAI

Chief Secretary to Government,
Punjab.

Copy of Circular letter No. 9074-ASI-61/45279, dated the
28th December, 1961, from the Chief Secretary to Govern-
ment, Punjab, to all Heads of Departments, efe. etc,

Subject.—Verificaion of character and antecedents of
persons before their first appoiniment (o Government
service.

[ am directed to invite o reference to the mstructions
contained in Punjab Government letter No. 2502-G-51/3389,
dated the lith June, 1951, on the subject noted above.
Government have been considering the question of deter-
mining the suitability of such persons for appointment 1o
Governmept  service Who are reported 10 have indulged mn
anti-social vices including communalism and acts of vio-
lemce. 1t has been decided that normally such persois should
not be taken mto Government service. Each case should,
however, be examined and decided on its merits before
taking a final decision. The Home Department will wefer
to the Chief Secretary for overall policy guidance.
These instructions may be brought to the notice of all con-
cerned for information and puidance.

2. The receipl of this communication may please b€
acknowledged.
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Copy of D.O. letter No. 13036-3GS-61, dated 3rd January,
1962, from Shri E. N. Mangat Rai, ICS, Chiel Secretary
to Government, P unjab, to all Heads of Departments etc. eic,

Subject,—Need  for employment of more women, parti-
cularly in ministerial posts.

It inviting your personal attention to this subject, I am
to state that the National Committee on Women's Edacation
appointed by the Government of India, while examining the
possibility and methods of encoutaging a larger number of
women to go inlo different  vocations and trades
observed ‘that in this vast country there is an enormous
number of men educated as well as uneducated who are not
gainfully occupicd. Whenever any vacancy occurs, men
usually get it and this trend has made the employment posi-
tion of women extremely difficult. This also explains why
there are only 7 per cent of women in industries as against 93
per cent of men and 11.4 per cent of women in services as
against BB.6 per cent of men. Individual oceupations like
nursing that spell opportunities for women because they are
women's exclasively, are only very few in this country. The
number and rangé of opportunities in Central and Siate Gov-
crnments, semi-Government  services are growing materially,
depending on the needs of an expanding economy and
increased responsibiliy. © They, therefore, recommended that
the Governmenl should take necessary steps to ensure the entry
of an increasing number of women into all suitable occupations.
It was also recommended that the maximum age requirement
be relaxed 1o 35 years and that for women entering into
service ata latter stage, the age of retirement be extended up to
60 years. The State Government have carefully considered
these recommendations. While it is not possible to grant special
concessions by way of relaxing the upper age limit for entry
into Government service for women candidates nor by
extending the retirement age for them nor even by lowering
the standard of examinations in their case, nevertheless it is
the earnest desire of Government that a larger number of
women should be employed in the services.

2. Al present even though the Constitution permits equal
opporiunities for weomen, they are in fact substant-
tially confined to particular professions such as teaching,
nursing etc. These professions are often exposed to all sorts
of hazards and asa result there are not only unpleasant incidents
at times, but the wholeidea of women’s employment in Govern-
ment services receives a setback, It is felt that women should
also suitably be employed without danger of any insecurity in
Government offices. They can be recruited to ministerial
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posts of diarist, despatcher, recorder, receipt clerk, etc. or typists
and steno-typists and they should be particularly useful in
reception, library, cafeteria, etc. In order to get sufficient qugnber
of women candidates for such posts, it may be specifically
stated in the advertisements that women candidates are alsor
eligible. In the requisitions to the Subordinate Services Selection
Board /Punjab Public Service Commission, it should be clearly
tioned thal particular posts are specially suitable for women.

3. T am desired to request you that the Government policy
regarding cmployment of more women, particularly in ministe-
rial posts should be fully implemented in its letter and spirit.

4. This letter may kindly be acknowledged.

Copy of letter No. 10266-5GS-61/1134, daied the 11th
January, 1962, from the Chief Secretary to Government,
Punjab, to all Heads of Departments, efc. etc.

Subject—Reservation of seats for Outstanding Sportsmen in
Technical/Medical Institutions and in service of the
State Government,

I amdirected to inform you that with a view to encourage
sports talent Government have been considering the question
of reserving certain percentage of seats for them for—

(i) admission to technical/medical institutions in the
State; and

(i1) recruitment to services under the State, through the
_Punjab  Public Service Commission/Subordinate
Services Selection Board,

2. After careful consideration, Government have
decided in regard to (i) above that 2 per of the seats in technical/
medical institutions in the State should be reserved for out-
standing sportsmen provided that they possess the minimum
cducational gualifications preseribed for admission to such
institutions.

As for (ii) above, Government have been adwvised that-
any reservation for sporismen in services would offend the
provisions of the_Constitution except where the [ character
of the postis such thal an abilily in sports is considered a
direot preferential gualifications for the kind of work invol-
ved. Forexample proficiency in sports may be considered a pre-
ferential directly connecled qualification for posts in the Police
Department, where physical courage and balance of body and
mind are necessary for the performance of dutics . Similarly
such posts in the Education Department which involve contact
with cluldren and youth ecan be suitably considered
as directly benefitting from such a qualification. Government
heve, therefore, decided that for these posts where the
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natore of duty may be such that persons who are good athletes
or sportsmen may prove moare useful, the qualifications should
be so modified 2s to give them preference. As regards posts
in Departments, other than the Police and the Education,
the Education Department should consider with a liberal
emphasis whether parlicular posts justifiably attract the quali-
fications mentioned and if they do, adopt similar procedure
subject to the condition that the minimum educational gealifi-
cations prescribed for the posts are fulfilled. Steps may
also betaken to amend the relevant Service Rules, where
necessary.

3. Inso far as the question of judging whether a person
18 4 sportsman of requisite standard for the concessions referred
to above, it has been deeided that the sportsmen should be
graded as follows -—

(1) Grade A—Sports of international standing, i.e., those
who have represented India in international
tournaments, meets, events, competitions ete.

(ii) Grade B—Sportsmen of national standing, ie.,
those who have represented their State, University,
Service, School ete. in  recognised National
tournaments, Contests, Competitions etc. who
hold National Records in any event,

(iii) Grade C—Sportsmen who have achieved State
status by represenling their College, School,

Service Contests ete. or hold State Records in any
event.

(iv) Grade D—Sportsmen who claim to have played for
their College, School, Institution etc, without achie-
ving State status.

Rating within a particular grade will depend on a number
of considerations, the more important of which would be—
(a) the number of events in which distinction has
been achieved ;

(b) the number of recards held ;

(¢} the number of times the Country, State, college
etc. has been represented, and

(d) the positions or places secured. For instance,
one who got a first place may be rated above one
who secuted a second or third place only. Undue
weightage will not be given to this factor as Gov-
ernment arc more concerned with ‘Sportsmen’ and
not ‘winners'.

4. As regards the award of marks to *Sportsmen’ can-
didates, by the Punjab Public Service Commission or the
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Punjab Subordinate Services Selection Board or other
body responsible for selection, it" is considered that where
a system of marking is followed by the Selection
Authority, each department while placing a requisition to
such authority, should specify therein the quantum of maxi-
mum marks which should not exceed 25 of the total marks,
which may be awarded to a candidate, who is a sporisman.
This quantum will, however, vary from Service to Service at
the discretion of the recruiting department.

5. To achieve the object in view, it has been decided
by Government that the persons concerned should obtain a
certificate from the Sports Department. Only such persons
as are in possession of the certificates issued by the Sports
Department, will be eligible for these concessions.

6. The Director of Public Relations, Punjab, is re-
quested kindly to give wide publicity to these decisions.

7. The receipt of this letter may be acknowledged.

= e

Copy of Circular letter No. 391-3GS-62/1443, dated 11th
Janoary, 1962 from Chief Secretary to Government,
Punjab, addressed to Heads of Departments, ete. etc.

Subject.—Holding of combined examinations for recruitment
to similar  posts/services—Procedure regarding
allocation of candidates to various services.

I am directed to invite a reference to Punjab Government
letter No. 533-GII-59/11327, dated the 15th/18th April, 1959,
on the subject noted above and to say that as you are no
doubt aware the system of holding combined examina-
tions for recruitment to similar posts/services ima group
has been adopted in the Punjab. In order to ratiopalise
allocation of candidates selected on the results of such exa-
minations and for the sake of uniformity and speedy decision
the following procedure has been evolved :—

(i) The Departments while intimating to the Punjab
Public Service Commission the number of vacan-
cies to be filled on the basis of a combined exami-
nation in a year shall endorse a copy of the re-
quisition to the Chief Secretary (in General
Services Branch).
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(11) The Commission, while forwarding (to the Chief
Secretary in the General Services Branch) names
of competitioners in  the order of merit, shall
clearly indicate the choice made by candidates
in regard to preference of service. The list shall
also include the names of candidates belonging
to the Scheduled Castes/Tribes and other Back-
ward Classes in order of merit, The Commission
would simultancously send to the Government
the original applications of all the candidates
equal to the number of vacancies including those
reserved  for Scheduled Castes/Tribes/ other
Buckward Classcs, plus five extra in each case to
cover any additional vacancies. When ad-
vertising for these posts, Commission will make
it clear that the choice indicated by the candi-
date is final and he will not be  permitted to
indicate 2 new choice after the result of the
examination is made available.

(iif) On the basis of the Commission’s list a meeting
of the Departments conceried will be called and
candidates ecarmarked in the order of merit
imcluding reservation for the Scheduled Castes
ete. for the various services aceording to the
vacancies indicated by the Departments. If at
this stage the Depariments can indicate addi-
tional number of firm vacancies, these will also be
provided for.

(iv) Having earmarked the candidates as above,
the Departments should proceed with the appoint-
ments  after the formalities are completed.
If by chance any candidate ‘falls out as a
resull of verification of character and antece-
cents, medical cxamination, etc., a new appoint-
ment should not be made in place thereof as
that would involve a revision of the whole list,
but this vacancy should be carried forward as an
additional vacancy to the mext year. It is
believed that the number of candidates who fail
in the medical examination or whose antecedents
are found to be unsatisfactory will be very
small and the risk of ignoring this number can be
casily taken, han running the risks of delays
involved in reallocating the whole list.

2. 1 am to request that the procedure outlined above
may be strictly adhered to in future. The receipt of this
letter should be acknowledged.
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Copy of Punjab Government Circolar letter’ No. 728-8G5-62/
1501, dated 15th January, 1962 from the Chief Secretary

to Government, Punjab to all Heads of Departments, ete.
etc.

Subject—Allegations against individual Government ser-
vants in the Press—action to be taken in the case
of Government servan's involved in lega]l pro-
ceedings—provision for legal and financial
assistance.

I am directed to say that Governmenl have for some
time past been considering the question of adopting a suitable
procedure in regard to the action to be taken in the case of
allegations against individual Government Servants in the
Press and to provide legal and financial assistance to the
Government servant involved 1o legal proceedings and have
decided as follows :—,

2. When allegations are made n the Press or by in-
dividuals against a Government servant in  respect of
his conduct in the discharge of his public function a pre-
limmary confidential enquiry by a senior officer may be
ordered by Government, depending on the nature of the case.

3. If such an enguiry leads to the conclusion that the
allegations are based on ignorance, insufficient informa-
tiop or even malice it should be further considered whether,
having repard to the mnature and circumstances of the
case, any action in a Court of Law is mecessary to indicate
the conduct of the Government servant concerned. for in some
cases, mere publication of the result of enquiry may not always
carry conviction with the public. Tf il is decided to have resort
1o a Courl of Law, it should alse be considered whether Go-
vernment should themselves initiate proceeding in a Court of
Law against the party which made the allegations or whether
the Government servant should be reguired to iniliate such
proceedings if on the other hand, it is considered as a result
of the enquiry thail there are reasonable grounds to doubt
the propriety and correctness of the conduet of the Govern-
ment servant, or if the enguiry is not conclusive Government
may entrust the case to the Vigilance Department for in-
vestigation or order a lull departmental enguiry under
the Punjab Civil Serviees Rules, or require the officer 1o
vindicate his conduct by resorting to a Court of Law.
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4. TIn case where Government decide to intiate Cri-
minal  Procesdings themselves the provisions of Section
198-B of the Criminal Procedure Code should be made use
of. According to these provisions the complaint can be
filed within six months of the date of the alleged offence, by
the Public Prosccutor directly in a Court of Sessions with
previous sanction of the Government and the case will
thereafter be pursued by Goveroment, Where the Go-
vernment decide to institute civil proceedings the usual pro-
cedure for institution of civil proceedings by Government
may be followed.

5. In cases where the Government servani is required
to vindicate his conduct in 2 courl of law. Government will
give financial assistance as laid down in this letter.

6. When a Government servant desires to institute
proceedings suo motu 1o vindicale his conduct in  the
course of the dischage of his official duties, he will have
to obtain the previous sapction of the Government as
required in rule 23 of the Government servants Conduct
Rules, 1955.

If Govermment decide to grant  Such sanction no
question of reimbursement of any expenses to the Govern-
ment servant will arise, but advances may be granted as
laid down in the following paragraphs. '

7. The approprale authority for taking deaisions
in each case will be the administrative Department  coti-
cerned who will consult the Fimance Department and the
Legal Remembrancer to Government, Punjab where neces-
sary.

8(a) Proccedings initiated by f_&avcrumentpip respect
of matters connected  with the official duties
or position of the Goverament servant.

Government will not give any assistanee 1o a Government
Seprvant for his defence inany proceedings, civil of criminal
instituted against him by the State in respect of matter arising
oul of the or connected with his officia duties or his official
position. Should, however, ihe proceedings, conchude in
favour of the Government servant, Government will enter-

tain his claim for reimbursement of COstS incurred by him for

his defence, and if Goyernment a1¢ satisfied from the facts and
circnmstances of the case that the Government servanl was
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subjected to the strain of the proceedings without proper
Justification, they will consider whether the whole or any rea-
sonable proportion of the expenses incurred by the Government
servant for his defence would be reimbursed.

(b) Proceeding in respect of matters conmected with
official duties or positicn of the Government
servant.

Government will not give any assistance to a Government
Servant or reimburse the expenditure incurred by himi in the
conduct of proceedings in respect of matters not arising out
of or connected with his official duties or his official position
irrespective or whether the proceedings were instituted by a
private party against the Government secvant or vice yersa.

(c) Proceedings imstituted by private party against a
Government servant In respect of matiers con-
nected with his official duties or position.

(i) If the Government on consideration of the facts and
circumstances of the case comsider that it will be in the
public interest that Government should themselves undertake
the defence of the Government servant in such proceedings
and if the Government Servant agrees lo such a course. the
Goverament servant should be reguired to make a statement
in writing as in Annexure ‘A’ and thereaflter Government
should make artangements for the conduct of the procecdings,
as if the proceedings had been instituted apainst Government.

(i} If the Government Servant proposes lo conduct his
defence in such proceedings himself, the question of reim-
bursement of reasonable costs incurred by him for his defence
may be cousidered in case of the psoceedings conclude in his
favour in determining the amount or ¢osts (o he so reimbursed.
Government will consider how fir the courl has vindicated
the acts of the Government servant. The conclosion of the
proceedings in favour of the Government servant will not by
itself mstify reimbursement.

To cnable the Government servant to meet the CXpenses
of his defence Government may sanction at their discretion an
interest-free advance not exceeding Rs 500 or the Ga vernment
servant’s substantive pay for three months whichever is ereater
after obtaining from the Government servant a bond in the
form reproduced #s Annexure B. The amount advanced
would be subject to adjustment against the amount, il any,
to be reimbursed as above,
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(d) Proceedings ipstituted by a Government servant
on his being required by Government to vindicate
his official conduect.

A Government servant may be required to vindicate his
conduet in a court of law in certain circumstances. The gues-
tion whether costs incurred by the Government servant in such
cases should be reimbursed by the Government, and if so,
to what extent, should be left over for consideration in the
light of the result of the proceedings. Government may, how-
¢ver, sanction an interest-free advanee, a suitable instalments
of an amount to be determined by them in each case on the
execution of a bond by the Government servant in the form
reproduced in Annpexure ‘B’

In determining the amount of copsts to be reimbursed on
the conclusion of the proceedings, the Government will con-
sider to what extent the court vindicated the acts of Govern-
ment servant in the proceedings. Conclosion of the proceed-
ings in favour of the Government servant will not itself justify
reimbursement but will be a strong consideration in favour
of doing so.

(e) Proceedings  instituted by a Government servant
suo motu with previous sanction of Government
to vindicate his conduct arising out of or connected
with his official duties or position.

If a Government servant resorts to a Court of Law with
the previous sanction of Government to vindicate his conduct
arising out of or comnected with his official duties or position
though not required to do so by Government, he will not ordi-
narily be entitfed to pay any assistance but Government may
in deserving cases, sanction advances in the manner indicated
in sub-para C(ii) above, but no part of the expenses incurred
by the Government servant will be reimbursed to him, even if
he succeeds in the procecdings.

Clause (d) of article 320(3) of the Constitution requires
consultation with the Public Service Commission on any claim
by 2 Government servant for the reimbursement of the costs
incurred by him in defending legal proceedings instituted
against him 1n respect of acts done or purporting to be done in
the execation of his duty. In other cases consultation with the
Public Service Commission is not obligatory, but it will be
open to Goyernment to scek the Commission’s advice, if consi-
dered necessary. The question whether a case falls under
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article 320(3)(d) of the Constitution so as to require consul-
tation with the Commission may at times be difficult o deter-
mine. It may be stated generally that *he consnltation is obli-
gatory in a case where a reasonable connectjon exist between
the act of the Government servant and the discharge of his
official duties, the act must bear such relation to the official
duties that the Government servant could lay a reasonable but
not a pretended or a fanciful claim that he did it in the course
of the performance of his duties.

9. The recovery of advance will be made in not less than
twelve and not more than twenty-four equal instalments, the
exact number being determined by the sanctioning authority.

The advance will be debitable to the head “P—Loans and
Advances by State Government Loans to Government Ser-
vants—M—Other  Advances—Advances for legal proceed-
ings™ for expenditure connected with the interest-free advances
to Government servants involved in legal proceedings.

10. These instructions are being issned with the concur-
rence of the Finance ent,—vide their U.0. No. 5447-
FGI-(DS)-61, dated the 21st December, 1961. I am to request
that these instructions may be brought to the notice of all
Government servants under your control.

I1. The receipt of this letter may please be acknowledged.

ANNEXURE ‘A’
(Here enter description of the proceedings)

The Government of Punjub having been Fleased to under-
take my defence in the above proceedings, [ hereby agree to
render such assistance to Government as may be required for
my defence and further agree that I shall not hold Government
In any way responsible if the proceedings end in the decision
adverse to me,

Dated : Signature of the
Government Servant.
ANNEXURE ‘B’
By this Bond, I (here give

the name and other particulars of the Government servant
including post held by him) acknowledge myself bound to the
Government of Punjab in the sum of Rs (here
enter & sum representing double the amount advanced) to the
said Government.
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Now the above written Bond is conditioned to be void
in case the above bounden (Government servant), his personal
representatives or any person acting for and on behalf of the
above bounden (Government servant) shall, on demand, pay
to the said Government or its representatives of assigns or their
attorney authorised to receive the same, the said sum of
Rs. but in the event of the above bounden
(Government servant) or his personal representatives or any
person acting for and on his behalf failing to pay the said sum
on éierﬁl‘and, the above written Bond shall remain in full force
and effect,

Dated this the day of 19

g Signature of the Government Servant
Witnesses :—

[ Published in the Punjab Government Gazelte, Legislative
Supplement Ordinary, dated the 26th January, 1962]

PART II1
HOME DEPARTMENT
Notification
The 20th January, 1962
No. G.5.R.19-Const./Art. 309/62.—In exercise of the
powers conferred by the proviso to Article 309 of the Con-
stitution of India, the Governor of Punjab is pleased to make

the following rules regulating the recruitment by promotion
to certain postsin the Civil Services of the States, namely :—

RULES

1. Short title—These rules may be called the Punjub
Services -(Appointment by Promotion) Rules, 1962.

2. Defnitions.—In these rules —

(a) “Scheduled Post” means a post specified in the
Schedule appended to these rules ; and

(b) “Service Rules” means the rules made or deemed to
be made under Article 309 of the Constitution of
India in relation to any Scheduled Post or the Ser-
vice in which any such post is included.
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3. Appointment by promotion to be by merit.— Where
appoiniment to any Scheduled post is required under the
Service Rules to be made by promotion, then, notwilhstanding
anything to the contrary contained in such rules, the appoint-
ment by promotion to such post shall be made by sclection on
merit and no person shall be entitled to claim as of right pro-
motion to such post on the basis of seniority.

SCHEDULE

Serial Name of the List of posis
No. Department

1 Administration of 1. Administralor-General and
Justice (Office of Official Trustee, Punjab.
Administrator 2. Advocate-General, Punjab.
General and Official 3. Deputy Advocate-Generals.
Trustee, Punjab) 4. Assistant Advocate-General.

2  Administration of District and Sessions Judges.
Justice (Punjab
High Court)

3 Agriculture Director, Agriculture, Punjab

Joint Director (Extension).

Deputy Directors  of Agri-

culture. o St

Deputy irector, e

Seed Farm),
ty Director (R. and E.).
District Agriculture Officers.

4 Agriculture {(Animal Director, Animal Hushandry
Husbandry) and Warden of Fisheries,
Punjab.
Joint Director, Fisheries,
Punjab. _
Deputy Director, Fisheries,
Punjab.
Decputy Director, Key Vil-
lage Scheme, Punjab.
‘.[%I’Imégmcﬁy %ﬂiner Animal
ushan epartment.
Pouliry Development Officer,
Punja

b.
Rinderpest Eradication Offi-
cer, Punjab.

i alae

-
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No.

Ndme of the
Department
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List of post

4 Agriculturc (Animal 8. Deputy Directors, Animal
Husbandry)—concld

Zation)
Architecture

Cansolidaticn Ay

Co-operation

9.
10,
Ief,
12.

13.
14.

[5.
Agriculture (Coloni- The Colonization Officer, Punjab.

it

=

b

N e oA oW

2

Husbandry.

Gaushala Development Offi-
cer, Punjub.

Deputy Wardens of
Fisheries,

Cattle Development Officer,
Patiala Division.

Discase Investigation Officer,
Punjab, Livestock Farm,
Hissar.

District Animal Husbandry
Officers.

Assistant of
Fisheries.

Dairy Inspectors.

Wardens

Chief Architect.
Senior Archifcet,
Architect.
Assistant Architect.

Assistant Directors, Conso-
lidation of Heldings.
Settlement Officers.

Assistant  Registrars,
operative  Socicties.
Joint Registrar, Co-opera-
tive Societies, Punjab.
Chief Auditor, Co-operative
Socictics, Punjab.
Deputy  Registrar, Co-
operative Societies, Punjub.
- Statistical Officer.
"Officer Incharge, Co-opera-
tive Farmiag, Punjab.

Co-

Officer on Special Duty
(Fertilizer), Co-operative
Socielies,

Information Officer, Co-
operative Department, Punjab.
Education  Officer, Co-
operative Department,
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Serial Name of the
No. Department

9 Development and 1.
Panchayat

2
3
4
=7t
6.
-
1

10 Development (Office
of the Economic and
Statistical Adviser to

Government, 2.
Punjab)

3.

4.

5.

a.

11 Education S5 ¥

2

3.

4.

5.

6.

1.

8.

9.

10,

List of Posts

Assistant Directors of

Panchayats.

Physical Panchayat Officers.

(P:;ducatiﬂnal Panchayat
i

Assistant District Develop-

" ment Panchayat Officers.

Deputy Director, Evaluation
Deputy Director, Panchayat.
Planning Officers.

Economic and Statistical
Adviser to Government,
Punjab.

Depufy Economic and Sta-
tistical Advisers to Govern-
ment, Punjab.

Inquiry Officer.

Research Officers.

Officer on Special Duty
(Training).

Distriet Statistical Officers.

Director of Public Instruc-
tion, Punjab.
Administrative Officer.
State Social Education Orga-
niser.

Harijan Welfare Officer.
Co-ordinator, Secondary
Education.

Officer Tncharge, WNational
Discipline Scheme.

Youth Welfare Officer
(Girls).

District/Additional District/
Inspectors/Inspectresses  of
Schools.

Inspetors/Inspectresses/
Additional ~ Inspectors/Ins-
pectresses  of Schools.

Circle Social Educatiom
Officers.

e oo i e B PR RS e
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Serial
N,

Name of the
Depdriment

11—
coneld

12 Excise & Tazation

I3 Finance (Treasury &
Accounts Branch)

14 Food & Supplies

Education—eoneld 11.

12,
13.
14.

5.

1.

—
"

L.

i e ke

List of Post

Special - Officer,
Education.

Deputy Directors.
Assistant D:rcctnrs.

Primary

Depul nspector of
Pﬂ{\; f-::u- Agriculture,

Panjab.

Assistant Inspectresses of

Schools for Domestic

Secience.

Deputy Excise & Taxation
Commissioners, Punjab.
Additional Depuly Excise
& Taxation Commissioner,
Punjab.

Assistant  Excise & Taxa-
tion Commissioner, Punjab.
Additional Assistant Excise
& Taxation Commis-
siomer, Punjab.

Senior Excise & Taxafion
Officer, Amritsar.

Excise & Taxation Officer.

Assistant Excise & Taxa-
tion Officers.

Chief Accounts Officer,
Bhakra-Nangal Project,
Nangal.
““Chief Accounts Officer,

Capilal Project, Chandigarh.

Examiner, Local Fund
Accounts, Pupjab.,
Accounts Officer, Finance
Department.

Treasury Officers.
Superintendent (T, and A.
Branch).

Ditector, Food & Supplies
and Deputy Secretary to
Government, Punjab.
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Serial ~ Name of the

No. Department
14—  Food & Supply— 2.
concld  concld
3.
4.
5.
6.
T
8.
9.
10.
1
[2.
15 Forests 1.
2
<
4

16 General Administea- 1.
tion (Public Relations
and Tourism) o
3.
3,

17 General Adminis- 1.
tration (Welfare of
Scheduled Castes
and Backward 2.
Classes)

Listof Peosts

Joint Director, Food &
Supplics and Under-
Secretary to  Government,
Punjab.

Controller of Food
Accounts.

Deputy Director (Food).
Deputy Contioller of Food
Accounts.

Administrative Officer.
Distriet  Organiser, Food
& Supplies. _

District Food & Sopplies
Controller.

District Food & Supplies
Officer.

District Food & Supplies
Controller (H.Q.)
Fumigation Officer.
Accounts Officer, Procure-
ment and Stores.

Chief  Conservator of
Foiests, Punjab.

Deputy Chief Conservator
of Forests, Punjab.
Conservator of  Forests,
Punjab.

Divisiopal Forest Officers.

Director, Public Relations,
Punjab.

Deputy Directors.
Technical Officer.
District Puhlic Relations
Officers.

Director, Wellare of Sche-
duled Castes and Backward
Classes, Punjab.

Deputy .Director, Welfare
of Scheduled Castes and
Backward Classes. Punjab.
Lady Welfare Officer (Non-
Gazetted).




Serial
No.

17—
concld

16

19

20

Name of the
Department

Ganeral Adminis-
tration (Welfare of
Scheduled Castes
and Backward
Classes—concld

Health

Health (Office of the 1.
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4.

Director, Research &

Medical Education) 2.

Housing

List of Posts

District Welfare Olficers of
Scheduled Castes and Back-
ward Classes in each District
(Except Kapurthala District)
(Non-Gazetted Posts).

Director of Health Services,
Punjub.

Depuly Director, Health
Services (M), Punjab.
Deputy Director, Health
Services, Punjab.

Civil Surgeons.

Director of Ayurveda.
Assistant  Director of
Avyurveda,

Assistant Director, Health
Services,

Public Analyst, Punjab.
Assistant  Director, Mater-
pity and Child Welfare.
Assistant Director, Health
Services (Nursing).
Transport Officers.
Deputy Director, Malaria,
Punjab. '
Deputy Public Analyst,
Punjub.

Statistical Officer, Punjab.
Bpidemiologist.

Provincial Leprosy Officer.
Zonal Officer.

Malaria  Officers.
District  Medical Officers
of Health.

Director, Research and Medi-
cal Fducation, Punjab.
Deputy Director, Research,
and Medical Eduecation
Punjab.

Executive Engineer.



Serial Name of the
No. Depariment

21 Tndustries

248

22 TIrrigation and Power 1.

23 TIrrigation and Power 1.

ectricity)

24 Jails (Office of the

2.
l.

Inspector-General 2,
of Prisons, Punjab) .

25 Labour and Em-
ployment

bt T T

List af posts

Controller, Weights and
Measures, Punjab.
Assistant Controller, Weights
and Measures, Punjab,
Inspectors, Weights and
Measures, Punjab.

Director, Irrigation and
Power Research Tnstitute,
Punjab.

Deputy Director, Land
Reclamation.

Research Officers.
Exeentive  Engineers.
Chief Engineers.

Director, Central Design.
General Managers, Bhakra
Dam and Beas Projects.
Superintending Engineers.
Secretary, Bhokra Control
Board.

Land Reclamation Officers.
Director, Land Reclamation.
Deputy  Director,  Beas
Project.

Chief Electrical Inspectorate.
Eicetrical Inspectors.

Superintendents of Jails.
Inspector-General of Prisons
G) and (I), Punjab.
flicer on Special Duty (Jail
Agriculture).

Presiding Officer, Tndustrial
Tribunal, Punjab, Patiala.
Presiding Officer, Labour
Court, Rohtak.
Presiding Officer, Labour
Court, Jullundur,

bour Commissioner.
Joint Labour Commissioner,
Deputy Labour Commis-
sioner.




Serial
No.
25—

concld

27

28

29

30

249

Name of the

Departiment

Labour and Em- 7.

ployment— concld g
10.
11.
12,

Labour and Emgloy-
men! (Employees
State Insurance
Scheme)

Labour and Employ- 1.

ment (Netiomal
Employment Ser-
vice Employment

Exchanges) 3.
4.

o

Langua ge —
2.

3.

4.

Law and Order 1.
(Elections) 5
3

Law and Order 1.

(Police)

EE S

. Assistant

List of Posts

Officer on Special Duty.
Field Investigalor.
Factory Inspeclors.
Labour Officers.
Medical  Inspectors
Factories.
Deputy Chief
of Shops.
Assistant Direclor, Health,
Services, (Social Insurance)
Punjab.

of
Inspectors

Director, National Employ-
ment Services, Punjab.
Employment Market Infor-
mation Officer.

State Vocational Guidance
Officer.
Regional
Officers.
Distriet Employment Officers

Employment

Director-General, Language
Department.

Director, Hindi
ment. )
Director, Punmjab Depart-
ment. ]
Assistant Directors, Hindi
and Punjabi Departments.

Electoral

Depart-

Deputy  Chief
Officer, Punjab. |
Electoral Officer, Punjab.
Chief Electoral
Officer. Punjab.
Superintendents of Police
on Non-I.P.S. Cadre Posts.
Deputy Superintendent of
Police.
Deputy Superintendent of
Deputy

Police, Lahaul and Spiti.
Prosccuting .
Superintendent of Police,



Serial
No.

30.

Name af the
Deparitment

Law and order
(Police)—concld

31 Miscellancous

32

33

34

35

36

(Charitable Fndow-
ments, Punjb)

Legislative

Loecal Government

Public Works (Buil-
dings and Roads)

250
List of posts

Lk

Deputy Superintendent of
Police, C.LD.

Inspector of Police, C.LD.
District Inspector of Police.
. Inspector of Police, C.IA.
. Inspactor of Pulice,Vigilance.
Treasurer, Charitable Endow-
ments, Punjab.

T

I. Legal Remembrancer and
Secretary to  Government
Legislative Department

2. Assistant Legal Remenibran-
cers and  Under-Secretaries
Legislative Department.

3. District Attorpeys Grades 1
and II.

4. Assistant District Attorneys.

1. Divisional Inspeciors, Locl
Badies,

2. Assistant  Director of Elec-
tions (Local Bodies), Punjab.

1. Chief Engineer.

2. Superintending Engineer.
3. Executive Engincer.

4. Sub-Divisional Officer.

Public Works (Public |. Chief Engineer.

Health)

Technical Education

2. Superintending Engineer.
3. Executive Engineer.
4. Sub-Divisional Officer.

|. Director.

2. Deputy Director.

3. Principal, Punjab Engineering
College, Chandigarh.

4. Professor, Punjub FEnginece-
ring College, Chandigarh.

5. Associate Professor, Punjub
Engincering College, Chandi-
garh.

6. Assistaul  Professor, Punjab
Engineering College, Chandi-
garh.

7. Principal of Polytechnic.
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Serial
No.

36

37

38

39

4]

Name of the
Department

Technical Educa-
tion—contd

Rehabilitation

Revenue Department

Social Welfare

Sports

Transport

251

8.
. Principal, College of Archi-

List of Posts

Head of Department in a
Polytechnic.

tecture, Chandigarh.

1. Inspectors Rehabilitation.
2,
3. Managing Officers.

Tehsildars Sales.

Inspector-General of Registra-

tion.

Director Social Welfare and
Deputy Secretary to Go-
erument, Punjab.

2. Social Welfare Officer (Ins-
pection).

3. Research Officer.

4. Divisional Social Welfare

e

SEEOGN e HN RO

Officers.

. Director of Sports, Youth

Progranune, Punjab.

Deputy Director of Sports,
Punjab.

Assistant Director Sports,
Punjab.

Sports Officers.

Deputy Transport Conlroller,
Motor Accidents Claims
Tribanal.

Secrctary  Regional Trans-
port Authorities.

Deputy Transport Contro-
ller (T. and C.).

General Managers.

Works Managers,

Traffic Managers.

E.N. MANGAT RAI, .
Chief Secretary {o Government, Punjab.
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Copy of Punjab Government Circular letter No. 1497-4GS-62/
4059, dated 13th Februvary, 1962 from the Chiefl Secretary
to Government, Punjab to all Heads of Departmenis etc. etc.

Subject.—Procedure to be followed in cases where the turn of
an officer, whose conduct is the subjeot of an enquiry,
comes up for retirement or promotion to higher
posts.

T AM directed to refer you to the subjecl cited above and
to state that at present there are no clear instructions as to
how the cases ol officials/officers whose conduct is suhbject
of any enguiry, should be dealt with when they become
due for promotion fo higher posts or reach the date of
superannuation.

2. It has Been noticed by Government that when emp-
loyees are about to retire or are due for prometion, quite often
a number of complaints are received against them which are
presumably ipspired by interested persons and more often than
not, on enquiry, are found baseless. With a view o ensure that
honest and diligent officers are not unnecessarily harassed, it
has been considered desirable thaut ways and means should be
devised 1o safegonard their interests, After careful considera-
tion of the whole matter, it has been decided by Government
that the following procedure should be followed henceforth in
dealing with complaints against officers/officials who are due
for promotionfretirement —

(a) Complaints under consideration at the time of
promotion.

(1) Where anooymous and unsignedc omplaints are
received against an officer on the eve of his
promotion, they should be jgnored.

(i1) Promotion should not be withheld if no prima
Jacie case has been established by the date the
official/officer iy due for promotion.

(iii) Where it is suspecied (hat an enquiry has been
initiated mala fide because it is likely to affect
the promotion of an officer, such an enquiry
should be dropped and should not affect the
promotion.

(iv) Where a prima facie case has been established, ie.,
on a preliminary investigation of the complaint,
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acticnable material vnder 1ule 7 or B of the
Punishment and Appeal Rules, er any other
relevant punishment rules applicable to the
official/officer concerned has been brought out
and it is intended to take action against him
under the abovementioned rules, he should
not be promoted. However, if’ on the comple-
tion of the enquiry he is found not guilty and
is exonerited of all the charges, he should be
given promotion with retrospective effect (ie.,
the date from which he was due for promotion)
and where there 15 no vacancy, a Iemporary
post may be created for that period in consul-
tation with Finance Departmient and the junior-
most promoted officiul should be reverted, if
necessary.

(Note —The above instructions assume that the officer
concerned is otherwise considered in every way
fit for promotion).

(b) Complaints under consideration before retirement of
officials/officers.—

(i) All complaints should be seftled as fur as possible
one month before the retirement of the Govern-
ment scrvant Goncerned,

(ii) In cases where minar ¢ ompleints are pending at
prelimitary investigation stuge and no final
decision Jias been lonken to procced against the
officialjofficer 1ill the date of his retirement, he
may be allowed lo retire. His pension case,
however, should he decided after taking inlo
account the result of the investigatiom, and if
an¥ actionable material of minor nature comes
to light, the question of cut in pension according
{o the gravity of the established default may be
considered.

(iii) In cases, where complaints alleging grave charges,
which if established, wonld expose the official/
officer to the penalty of dismissul, removal or
reduction are pending in @ preliminary investi-
gation stage on the date of retirement the official
should not be retired. He will be continued
in service on extension till the setting of the
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investigntion and luter cnquiry, if necessary and
niy be placed under suspension.

(iv) In cases where a peeliminary investigation  has
estublished a prinm facie case, i.e., the material
brought oul in the investigation is such as is
considered damaging enough 1o expose the offi-
cialfofiicer 10 the penalty of dismissal, removal
or reduction, but it is not pcsible to complete
the enquiry before the date of his retirement,
hHe should neot be allowed to retire till the
completion of the enguiry and an allowt effort
should be made to complete it as early as
possible. If he is pot already under snspen-
sion, he may be suspended and not permitted
to retire as provided in rule 326 (a) of
the Puaninb Civil Services Rules, Yolume I,
Part 1.

3. 1 amto request that the above instruclions may please
be brought to the notice of all concerned for strict compliance.
The receipt of (his letter may also be acknowledged.

Copy of Punjab Government Circular letter No, 961-4GS-62/
5593, dated 16th February, 1962 from the Chiel Secretary
to Government, Punjab to all Heads of Departments ete. ete.

Subject—Grunt of advance increments/rapid promotions to
officers who go abroad to improve their qualifica-
tions.

I am directed to inform you that the question of evolving a
uniform pelicy as regards granting advance increments and
adequate promotion 1o such officers as go abroad for training
or to improve their gualifications has been considercd by
Government. At present these cases are decided individually
and no uniform practice is lollowed. The officers ure generally
allowed the grades for which they hold prescribed gualifications
or at best a few advance increments and this too after consi-
derable waste of time and effort. On (he other hand, on their
return from abroad, they are sometimes offered much more
alluring terms by private firms and concerns and therefore in
most cases they prefer to join private service rather than ernter
inte Government serviee. Some of them even return to the
foreign countries where they have had their training as they
cam gel more lucrative employmients there. With a view to
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make full use of the valuable training and technical education
received by them in foreign lands for public purposes, it is
felt that they should be provided adeguate incentive to continue

or join service under the State Government and ensured, within

our limited resourcss, a8 much satisfaclion.as possible so that

tEI:ley give their bast to the Government and the people of the
tate.

2. It has now been decided to lay down the following
procedure for deciding cases of grant of advance increments
and promotions lo such personnel :(—

I. Whete an officer has been abroad and improved his
qualifications, Government will consider on the
merits of the individual case the grant of up to ten
increments to him on his return. The claimant,
however, shoula fulfil the following conditions —

(i) His work with Government must be from good to
very good : and

(i) the additional qualification or experience achieved
must be considered by Government as directly
beneficial to his efficiency or competency in his
partieular line or job.

Il. While taking a final decision, consideration will also
be given to the following factors —

(i) whether the officer has improved his qualifications
of experience at personal sacrifice or substan-
tially at Government expense. In the former
case, he would merit more consideration than
in the latter ; and

(ii) whether the officer during the period of his training
and experience has given a good account of
himsell or not. In the former case, he would
merit more consideration.

I, To cover a few rather exceptional cases which may
arise where the officer concerned has achieved some
degree of unique distinction or where his previous
record and experience with Government has been
altogether unusual and he has added to this some
further degree of unusual gualification or experience
abroad, he will be considered for promotion to a
higher grade of the service or a special post,
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IV. In order to ensure that such cases are decided
without delay and the officers are not left in suspense
for a long periad, the Administrative Secretary con-
cerned will put up a considered proposal within
one month of the return of the officers and after
abtaining the approval of the Minister concerned
will refer the matter to a Committee comprising of
the Chiel Secretary, the Finance Secretary and the
Administrative Secretary concerned, who will make
their recommendation to a Cabinet Sub-Committee
consisting of the Chief Minister, the Finance Minis-
ter and the Minister incharge of the department
to which the officer whose case is under examination
belongs, within one month of the receipt of the
proposal from the Administrative Department. The
Cabinet Sub-Commitiee will also take final decision
in the matter within one month at the latest from
the receipt of the recommendation.

V. Similar procedure will also be observed in regard to
cases of grant of unusval and rapid promotion
mentioned at IIT above ; but the Secretarial Com-
mittee in that case will comprise besides the officers
mentioned already, the Senior Financial Commis-
sioner, the Planning Scerelary and the Chief Engineer
of the P.W.D., most mnearly concerned with the

type of work involved or the other technical head
concerned.

VI. In the interest of uniformity and quick dispusal, the
Sccrctarial Committee will, in due course, endea-
vour to fix norms for each department separately
laying down quulifications, etc,, to be recognised
and the number of increments to be allowed for
acquirning such qualifications. 3

3. I am further to state that for submission of such cases
to the Committees referred to above, the Administrative Depart-
ment should send a complete self-contained memorandum,
summary of service record along with the personal file of the

officer and other relevant documents which have a beariog on
the subject.

4. This issues in consultation with the Finance Depart-
ment,—vide their U.O. advice No. 459-FRII-62. dated the 16th
January, 1962,

3. The receipt of this letter may please be acknowledged
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Copy of Circular letter No. 3231-8GS-62/7571, dated 7th March,
1962 from the Chief Secretary to Government, Punjab, ads
dressed to all Heads of Departments, ete. ete. “

Subject.—Grant of special casual leave to Government servants
who undergo sterilisalion  operntion [under the
‘Family Planning Scheme’.

I am directed to invite a reference to the instructions con-
tained in Punjab Government letter No, 2202-GI-60/8429,
dated the 24th March, 1960, in which the concession of special
casunl leave not exceeding six working days has been granted
to Government servants whu undergo stertlisation operation
under the ‘Family Planning Scheme’. Government have now
decided to extend this concession (o the personnel of the ‘Work-
Charged Bstablishment’ and the ‘Tndusirial Employees’ of the
Punjab Government.

2. These orders will come into force from the date of
issue and may kindly be brought to the notice of all the concern-
ed employees under your control. The receipt of this com-
munication may be acknowledged.

Copy of Punjab Circular letter No. 3497-1GS-62/7965, dated
9th March, 1962 from the Chief Secretary to
Government, Punjab to all Heads of Departments,
etc. ete.

Subject.—Termination of employment of temporary Govern-
menl Servants—Reguircment  of oné months,
notice.

[ am directed to refer to the instruections issued with
Punjab Government cirenlar letters Nos, 7464-GII-58/8003,
dated the 3rd April, 1959, 12545-G11 -60/2339, dated the 20th
January, 1960 and 2073-7GII-60/9530, dated the 24th,
March. 1960, on the subject noted above, and to say thal
after careful consideration, Government have decided thal
temporary Government employees seeking employment within
the State Government with the proper permission of the
Head of the Department in which they are serving need not
be asked either to give one month’s notice or surrender
one month's pay in lieu thereof before Joining the new
Department.
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2. These orders are effective from the date of issue and
the pending cases may be disposed of in accordunce with
thesce instructions.

Copy of Punjab Government Circular letter No. 821-6GS-62/
7587, dated 13th March, 1962 from the Chiel Secretary
to Government, Panjab to all Heads of Departments
ete. ete.

Subject—Grant of pensions to retiring Government Servants
and application of Rule 6.4 of the Punjab Civil
Services Rules, Veolune II— Observance of
procedure and critenia therefor,

1 am directed to invite a reference to Punjab Government
letter No. 277-1GS-61/8679, dated the I6th/17th March, 1961,
on the sabject stating imter alia that the competent authority
shall itself decide the cises of cuts in pension of the non-
gazetled Government Servants and shall merely report those
cases (o the Standing Committee where the cuis are imposed
on accounl of inefficicncy or loss of Government funds. Ou
reconsideration, it has been decided that while reporting these
cases for the information of the Standing Commitiee, the
competent authority should also furnish a brief bul compre-
hensive statement of the facts of each case,

2. T am to request that these instructions shonld be
followed carefully. The receipt of this letter may please he
acknowledged.

Copy of letter No. 9464 GS-62/8282, dated the 15th March,
1962 from Shri ENN. Mangat Rai, LC.S., Chiel
Secretary to Govemment, Punjab to all Heads of
Departments, ete. efe.

Subject—Determination of senicrity of the candidates
recruited by the Board.

I am directed to invite a reference to  Punjab Government
letter No. 1028-GII-57/27804, dated the 29th March, 1957,
stating that a temporary appoiniment made withont the
recommendation of (he uburd:;?]ate Services Selection Board
i5 just a make-shift arrangement and cannot, therefore, count
for seniority, which should, in such cases, be determined with
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reference to the date on which the recommendations of the
Board are received. It has been represented to Government
that the seniority of the candidates recommended by the Board
should be determined with reference to the date of issue of the
Board’s letter and not from the receipt of their recommends-
tion as in the latter case the letters arc liable to be delayed in
transit or mis-sent and diarised very late at destination thereby
causing undue hardship to the candidates concerned. After
carefully considering the matter it has been decided that the
seniority of the candidates should be determined with reference
to the date of 1ssuec of the Board’s recommendations.

2. It has also been decided that in the case of such
officials as are recommended to another office for regular
absorption ; but are allowed to remain in their parent office in
the interest of work or on the request of the official concerned,
their scoiority will be determined with reference to the date of
the Board's original recommendations for their regular
absorption 1 other offices.

3. These mmstructions may be brought to the notice of
all concerned. The receipt of this letter may also please be
acknowledged.

Copy of Punjab Government Circular letter No. 2572-GS-62/
8884, dated 2ist March, 1962 from the Chief
Secretary to Government, Punjab to all Heads of
Departments ete, ctc.

Subfect —iNeed for employment ol niore women particularly
in Ministerial posis.

I am direeted to invite a reference to the marginally

noted communication onthe subject cited above and to clarify

that these instructions do not over-ride

Do No. LMOEIGS01L  the instructions contained in  Punjub

S, EN. Muangut Roi, Government letter No.  15003-G-53f

BE&"L“ all Heads of - 75504, dated the 23rd November, [955,
s, r . oo e

by which the maximum age limit for

entry into Government service im the

case al the following citegories of women was raised to

35 yours —
(i) Widows ;

(i) Women who are legally separated from their
husbands or have been divoreed ;
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(i) Women whose husband’s  haye been ordered by
Civil or Criminal Courls to pay maintenance to
them ;

(iv) women who have, because of their desertion, been
living separately from their husbands for more than
iwo years ; and

(v) women whose hushands have re-married,

2, Its receipt may be acknowledged.

Copy of Punjab Government Circular letter No, 3446-8GS-62/
9556, dated 26th March, 1962 from the Chief
Secretary to Government, Punjab, to all Heads of
Departments efc. ete.

Supject.—Grant of special casual leave 1o Government
servants for aticnding unnual general meetings of
their recognised associations and meeting  with
the Governmen! represcntatives or the Hcad of
Department,

[ am directed lo invite a reference to the instroctions
coptained in Punjab Government letier No. 10892-4GS-61/
37545, dated the 20th Octoher, 1961, according to which the
concession of grant of special casual leave upto 8 maximum
of ten days in 4 calendar year has been allowed to ofTice
bearers of the recognised Service Associations for participating
in execulive meetings. conferences and other activities of their
respective Associations subject to the condition that half of
the leave enjoyed in Lhis manner will be debited to the ordinary
casual leave account of the uificial concerned and the remaining
half to his special casval leave account for the aforesaid
purpose. The maximum number of special casual leave
allowed In this manner is to be five days in a year. [ am 1o
inform you that Government after careful consideration
have decided to extend this facility of granl of special casual
leave to the olfice bearers of (he recognised associations;
trade,unions formed by the employees of the Government-run
undertakings in the manner laid down above.

2. These instructions may kindly be brought to the notice
of all concerned fo_r information and guidance. The receipt
of this communication may be acknowledged.
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Copy of Punjab Government Circular letter No, 2703-3GS-62/
9950, dated 20th March, 1962 from the Chief Secretary
to Government, Punjab to all Heads of Departments
etc. etc.

Subject.— Refusal of Leave Preparatory to Retirement under
Rule 821 of C.S.R., Volume I, Part I.

1 am dirceted to invite a reference to Punjab Government
letter No. S818-GII-58/33161, dated the 13th November, 1958,
on the subject noted above, wherein it was emphasised that
all cases of refusal of Leave Preparatory to Retirement should
be sent fo the Chief Secretary to Government, Punjab well
in time. A question has arisen whethier, as a resalt of the
amendment of Note 4 under clause (d) of Rule 3.26 of C.S.R.,
Volume 1, Part 1. contained in the Finance Department
Notification No. 9750-I(5)-FRII-61/13524, dated the 28th
Oclober, 1961 according to which the period of refused
Leave Preparatory to Retirement will not reckon as automatic
extension In service, it is still necessary to send such cases to
him. In this connection, I am to clarily that all these cases
should continue to be routed through the Chief Secretary to
Government, Punjab (in the General Services Branch) for

the sake of uniformity of action.

2. The receipt of this letter may kindly be acknowledged.

Copy of Circular letter No. 2393-8GS-62/11431, dated ihe
9th April, 1962 from Shri E.N. Mangat Rai, L.C.8,,
Chief Secretary to Government, Punjab addressed to
all Heads of Departments ete. ete.

Subject.—Grant of special casual leave lo sportsmen.

1 am directed to address you on the subject noted ahove
and to say that according to the instructions contained in
Punjab Government Circular letter No. 684-GII-58/13153,
dated the 14(h/20th Febrnary, 1958, special casual leave for a
period not exceeding 30 days in a calendar year can be granted
to Government Servinis who are sperismen and take part
in sporting events, tournaments and matches of natiopal or
international importance held either in India or abroad,
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Vide Punjab Government letter No, 10711-G11-59/24455,
dated the 30th November, 19359, this concession has also been
extended to the employees who participated in inter-distriot
Mmatches and in preliminary tests for selection to Punjab teams
for inter-State, i.e. All India Sports events. The question of
cxtending this comcession to such lemporary Government
Servants, as are employed on six/three months basis, has been
engaging the attention of Government for sometime past. 1
am to inform you that aflter careful consideration, it has been
decided that special casualleave to the extent of 15 days to
Government Servants employed on six months basis and 7
ditys to those employed on three months basis may be granteds
but each case should be dealt with on its merits by the autho-
rities competent to grant leave, keeping in view the type of
sporting-event, tournament, eic.

. 2. These instructions may kindly be brought 1o the notice
ol all concerned for information and guidance and the receipt

of this communication be acknowledged.

Copy of Circalar letter No. 5201-8GS- 62/12393, dated the
24th April, 1962, from Shri . N, Mangat Rai, 1.C.S.
Chief Secretary to Government, Punjab, to all Heads of
Departments, et.c. ete,

Subject—Representations from wives/parents of Offcers/
officials.

L um directed to say that there is fairly widely current
practice that a large pumber of lettersjrepresentations  are
addressed to the higher authorities by the wives or members
of the families of  Government servants for redressing their
gricvances, thus short circuiting all usmil channels through
which & cise should normally pass. Government consider
that it is not correct on the part of Government employees 1¢
forward representations under the cloak of wives or members
of their family and not come out directly themselves to their
departmental authorities. Therefore, T am to inform you that
it has been decided that all such letters/representations
should be ignored, unless there are unusual circumslances such
a5 illness of an acute 1ype where the officizl cannot normally
be expected to write a letter or explain the position himself.

. 2. These instructions may kindly be brought to the notice
of all Gayemmen_t Servahts under your confrol for mformation.
The receipt of this communication may also be acknowledged.
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Copy of Punjab Government Circular letter No. 3028-3GS-
62/19037, dated 11th June, 1962 from the Chief Secre-
tary to Government, Punjab, to all Heads of Depart-
ments ete. elc,

Subject—Principles to be followed in making Appoint-
ments to Civil Services and Posts in  Consultation
with the Puoblic Service Commission under Article
320 (3) (b) of the Constifotion of India.

I am directed fo address you on the above subject and to
say that in accordance with the provisions contained in sub-
clause (b) of clause (3) of Article 320 of the Constilution of
India, the Pupblic Service Commission are to be consulted on
the ‘principles’ to be followed in making appointments to Givil
Services and posts, in making promotions and transfers from
one service to another and on the suitability of candidates for
such appoinfments, promotions or transfers. The expression
“principles to be followed™ occurring in that sub-clavse are
those ncorporated in the recruitment rules of the particular
service/post. Such rules in respect of the service/posts which
are within the purview of the Commission are required to be
framed in consoltation with them. The Commission, when
consulted about these rules, can express their views in regard
to the qualifications and experience 1o be prescribed for the
service/post. Any subsequent change in qualifications and/
or experience has also to be referred to the Commission for
approval and this shoeld precede the making of recruitment
proposals to the Commission.

2. The Commission have brooght to the notice of Govern-
ment thal quite often no formal proposal suggesting qualifica-
tions and for experience for particular posts 15 made by the
Departments and whenever such a proposal is made, it is onlyas
apart of the requisition asking for recruitment. This practice.
defeats the very purpose of Article 320 (3) (b) referred to above.
1 am, therefore, to request you kindly to ensure thal in cascs
where qualifications/experience for a service post are proposed
to be prescribed for the first time or where a variation from
those dy preseribad in the rules is desired, consultation with
the Commission should precede the placing of the requisition on
the Commission.

3. It may be clarified that the term ‘principles’ in the
context of Article 320 (3) (b) of the Constitution in relation to
app ointments would not include scales of pay prescribed or to
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be prescribed for the Service/post. The scales of pay are
approved by the Government and the Commission do not,
normally, comment on such matters.

4. The receipt of this letter may be ackuowlcdged and the
instructions brought to the notice of all concerned.

Copy of Punjab Government Circular letier No. 9676-8GS-62/
23655, dated 19th July, 1962 from the ChiefS
to Government, Punjab, to all Heads of Departments etc.
ete.

Subjecr.—Observance of punciualily in office-attendance.

1 am directed to say that it has come to the notice of Govern-
ment that officers serving in non-judicial or ezecutive courts
do not observe the office timings laid down by the Government
in asmuch as they nsually come late inthe morning, observe
a break for lunch sometimes for 2 to 3 hours and sit late after
office hours, thereby cavsing unnecessary harassment and in-
convenience to the litigants gnd the bar. This casls a poor
reflection on the officers and also brings a bad pame to the
administration. [ am, therefore, 1o request you to point this
out to all the officers concerned and to loak into  the matter
persomally to ensure puncutal attendance of the officers in
future,

2. The receipt of this communication may kindly be
acknowledged.

Copy of Punjab Government Circular letter No. 9393-3GS-62/
23720, dated [9th July, 1962 from the Chief Secretary to
Government, Panjab to all Heads of Departments ete. ete.

Subject.—Demobilised personnel or retrenched E‘:cntra.l{
State  Governmenl  employees—Preferentia
treatment in the matter of re-employment.

1 am directed to invite a refersnce to Punjab Government
letter No. 9319-P-51/124, dated the 18th January, 1952 on the
above noted subject and to say that in partial modification
of the instructions contained in sub-para (d) of para | thereof
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it s been decided that in case of ex-servicemen secking,
appointments under the State Government made otherwise than
on the basis of open competitive test held by the Punjab Public
Service Commission the perivd of previous service tendered by
a particular candidate should be deducted from his actusl
age and if the resultant age does not exceed the prescribed age
lmit for the post applicd for by him by mere than 3 years
lie should be deemed to satisty the conditions for appointment
to the post in question in respect of the maximem age.

Copy of Circular letter No. 9388-4GS-62/24631, dated the 1st
August, 1962 from the Chief Secretary to Govermment,
Punjab to all Heads of Departments ete. ete.

Subjec t.—Fixation of period for joining appointments in the
case of candidates recruited through the Punjal
Public Service Commission/Subordinate Services
Selection Board.

Lam directed to invite a reference to Punjab Government cir-
cular letter No. 13178-4GS-61/41501, dated the 23rd Noveniber,
1961 on the subject noted above and to inform you thali on
further consideration it has been decided that in the case ol
women candidates who are declared temporarily unfit by the
medical authorities on account of being enceinte, the maximuam
time limit of two months prescribed for Joining appointments
or {raining courses may be treated as tela xed by such priod
as is considered necessary, provided that it will not exfend
six weeks beyond the date of confinement.

Copy of letter No. 11083-8GS-62/26744, dated the 7th August,
1962 from the Chief Secretary to Government, Punjab to
all Heads of Departments etc, ete.

Subject.—Grant of special casual Jdeave to  Government
servants who undergo sterilisalion operation ander
the Family Planning Scheme.

] am directed to invite a reference to the instructions con-
tained in Punjab Government Circular letter No. 2202-GII-60/
5429, dated the 24th March, 1960, and No. 3231-8GS-62/
7571, dated the Tth Muarch, 1962, on the suh{eul noted above,
Government have further decided that special leave should be
granted on satis[ying that the operation will be performed on the
same or the next day of the commencement of leave.
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2. These instructions may kindly be brought to the notice
of all Government Servants under your control. The receipt
of this communication may also be acknowledged.

Copy of Circular letter No. 10839-4GS-62/26792, dated the 20th
Apguost, 1962 from Sirdar Gyan Singh Kahlon, 1CS, Chief
Secretury to Government, Pumjab to all Heads of
Departments efe. ete.

. Subject.— Deletion of religion, caste, etc., from all Govern-
ment records.

. I am directed (o invite a reference to Punjab Government
Circular  Jetter No, 141954GS-61/42457, dated the 28th
November, 1961, on the subject noted above and to say that in
gi:'lial modification of the instructions contained therein it has

n decided to delete Exception (1) appearing in para 2. In
the case of persons belonging to Scheduled Castes/Schedulad
Tribes and other Backward Classes, where special reservations
have been made according to the Constitution of India in
matters of recruitment to Government service and for admission
into Schools and Colleges, however, they may be asked to give
special certificate  alongwith their applications.

Copy of Punjab Government Circular letter No. 9872-5GS-62;
29821, dated 28th August, 1962 from the Chief Secretary
to Government, Punjab to all Heads of Departments,
ete, efe,

Subject.—Submission of representations and advance coples
thercof by Government servants in respect of
matters eonnected with their conditions of service.

I am directed to point oul that rules 10 and 12 of the
Punjab Civil Services (Punishment and Appeal) Rules, 1952
provide fora restricled pumber of appeals in case; which are
appealable under these rules. There are, however no specific
tnstructions to govern the represemfations and petitions
sabmitted by Governmment servants in cases which are not
covered by the Punishmentand Appeal Rules. Asa result,
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it has been noticed that whenever any officer in a key position
is trunsferred, certain  Government servants think that it is a
good oppotiunity to recpen finally settled cases connected
with their conditions of service or disciplinary matters, which
may be even several yearsold. There is also a growing ten-
dency among Government servants to send advance copies of
representations to all higher anthoritics without giving an
opportunity to the officers to whom these are addressed to
cxamine the cases and without wailing for their reply. All
this leads to unnecessary increase in work at all Im‘eg, which
could be eut down. But it is realised that whereas it is
necessary to ensure a check on the creation of unnecessary extra
work in all departments, it is also necessary to ensare a fair
chance of representation to Government employees. To meet
this sitvation, it has been considerced necessary to lay down
clenr instructions governing (he submission of representations
and pefitions and the sending of advance copics thereof,
by Government servants. After careful consideration the
following procedure is laid down for the guidance of all
departments (—

(8) Whenever inany matter connected with his service
rights or conditions, a Government servant wishes
to press his claim or fo seek redress of a grievance,
the proper course for him is to address his immediate
official superior, or the Head of office or such
other authority at the lowest level, as is competent
to deal with the matter. When a case has thus been
decided by the lowest competent authority, _one
representation should be allowed to the next higher
authorily. Where the lowest competent authority
is Government itself, one representation should
be allowed, asking for a revicw of Government
orders.

(b) If an official sends up a representation in addition
1o those permilted under (E} above, on the ground
that certain new fuels huve come 1o light, that
representation  will be considercd by the otiginal
deciding authority, who will Be competent to with-
hold it and reject it if e finds that in fact no new
data has been given which would brovide any mate-
rial ground for reconsideration.

(€) Every representation should be submitted within
six months of the order against which it represents,
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(d) In addition to the representation allowed under (2)

above one memorial shall be allowed as at present.
which shall be decided at Government level as
lajd down in the memorial instructions published
with the Punjab Government mnotification
No. 9369-G-51/1-681, dated the 12th February,
1952.

(¢) According 1o instruction 6 of the said memorial

instructions, a sccond memorial can be submitted
if it furnishes new material grounds which urge
reconsideration. The second memorial can be
withheld by the Head of a Department if he consi-
ders that in fact no new grounds have been fur-
nithed which eall for reconmsideration. These ins-
fructions may continne because an official who has
been unjustly dealt with under clause (b) above.
can seek relief here.

(f) An advance copy of a representation can only be

(2)

sent to the authority to whom it is addressed.” An
official can, however, send an advance capy of
a representation to the next higher authority if
he does not hear from the authority originally
addressed about the disposal of his representation
for a period of 4 months. This would imply that
no action need be taken by an authority normally
not expected to deal with a representalion as the
original authority, on a representation which does
nol conlain a specific statement that the official
concerned has not heard for 4 months from the
zuthority to whom he had made his representation.
If the Government servant persists in prematurely
addressing the next higher autherity, snituble
disciplinary action should be taken against him.

If the advance copy of repersentation contains 2
specilic  statemen!  that  four month  have
clapsed from the sebmission of representation 1o
the original suihority, it should be c¢xamincd by
the mnext higher suthority to ascertain whether
on the faets as stated, some grounds appear o
exist prima facie for interference or for further
consideration. Where no such grounds appear to
exist, the advance copy of therepresentation may
be ignored or summarily rejected and the reasons
communicated briefly to the Government servant
through the original authority.
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(h) Even where some grounds for interference or further
cansideration appear to exist to the higher autho-
rity referred to o (g) above, the anthority ori-
ginally addressed about the disposal of the re-
presentation should be asked within o reasonable
time to forward the original representation, with
ils report and comments oo the points urged.
Thete should ordinarily be no justification for
the passing of uny orders on an advance copy of the
represeniation without  thus ascertaining  the
comments of the original authority,

2. Some Government servants, it has been noticed send
copies of their representations to eulside anthoritics, i.c. antho-
rities which are not dircetly concetned with the consideration
thereof (e.g. unother Minister, Secertary ete.). In some cases
Government  servants have ewven addressed  their fe-
presentations to such other quarters not dircetly concerned.
This is a most objeclionable practice contrary to official
propriety and subversive of good diseipline, and all Govern-
ment servants are expected scropulously to eschew it

3. T am 1o request That the instructions detailed above
should be brought to the notice ol all State Government servants
under you, for siriot compliance and a certificate to that effect
should be forwarded 10 Goveroment in due course. T am to
add that these instructions do not apply to All India Seivices
who are governed by separate insteruclions relating to them.

Copy of Circular letter No. 12685-8GS-62/29614, dated the 29th
August, 1962 from the Chief Secretary to Govt., Punjab,
to all Heads of Departments. ete. ete.

Subject —Inlerview Hours.

I am divected 1o say that it heys came to Government’s
nc ice thatl altheugh he Distriet Officers have fixed interview
hours yet eurtadn officers slill hesitife 1o see people during these
Fours. I am, twrelore, to  ask you to allow everybody
wishing Lo see you dwring interview hours. lo come in for the
purpose and to see him or her duly,

2. The receipt of this communication may kindly be

acknowledged.
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Copy of letter No. 10405-4GS-62/30948, dated the 24th September,
1962 from Sirdar Gyan Singh Kahlon, I.C.S., Chiel Sec-
retary o Government, Punjab, to all Heads of Departments,
efc. ete.

Subject:—Procedure to pe followed in cancelling the erroncous
confirmation of Junior Officers.

I am directed to address you on the subject cited above
and to say that there may be instances of some competent
authorities having issued orders confirming temporary or
officiating employees in permanent posts even though fhe
employeces concerned were not qualified in all respects for
such confirmation under the relevent statutory rules, execu-
tive orders or administrative instruetions. In all such cases
the confirmation so made would have the effect of withholding
or postponing confirmation of other employees, who may be
otherwise qualified in all respecis for confirmation. Govern-
ment take serious notice of such erroneous orders of con-
firmation which need to be regularized without delay. It is,
however, felt that there being no clear instructions issued on
the subjecl so far, authoritics concerned, might be confronted
with procedural difficulties in cancelling the orders already
passed even though erronecusly.

2. After careful consideration of the whole matter it
has been deeidid on the analogy of instructions issted by the
Government of India in the Ministry of Home Affairs, that

the following procedure should be observed in cancelling the
erroncous orders of confirmation —

(1) An order of confirmation which is clearly contrary lo

the relevant statutory rules may be cancelled by the competent
authority siraightaway ; far,

. Where the order of confirmition was ab initio void as
It was wltra vires of the relevunt rules and cancellation of the
order would be justified on the ground that there was no valid
subsisting order at all and the act of cancellation is a mere
formality. The éffcet of eancellation would be to put the
;grupln&yﬂes concerned ina position of never having been con-
irmed.

(2) An order of confirmation which is contrary to executive
orders or administrative instructions may be cancelled hy the
competent authority, if such cironcous order of confinmation
has operated tothe prejudice of some identifiable person who
would otherwise have been confirmed if the orders had been
correctly applied for.
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Where the order of cancellation would be just and equi-
table as the confirmation of the employee conceined, operates
unfairly to the deiriment of ancﬂzcr employee who waonld
have otherwise been confirmed. Such canecellaiion will not
have the effect of doing any injustice tothe employee whose
confirmation is cancelled since he was nnder the execntive order
or administeative instructions in force not ecatitled to
confirmation.

3. The question of the applicability of Article 311 of the
Constitutionof India to such casesis not free fromdoubt, Tt is
however, safer io comply with these provisiuns. In a case
of this nature, the provisions of Article 311 can be complied
with by coming fo a conclusion and then communicating the
conclusion and documents ete. to the officer and asking him to
show canse why he should not be deconfirmed or the orders
of his conrfirmation should not be cancelled. The competent
authority would, if the officer so desires, have to hear him and
let him place any material he may like before it. The Go-
vernment of India have also observed that before deconfir-
ming persons in such cases a motice fo show cause shonld be
given to them in consonance with the principles of natural
Justice.

4. Iam 1o request that the above instructions may please
be brouaght to the notice of all concerned for sirict compliance.

5. The receipt of this letter may please be acknowledged,
S

Copy of Punjab Governmeni Circular letter No. 11034-3GS-62/
34530, dated 26th September, 1962 from the Chief S
;ﬂ& Government, Punjab, to all Heads of Departments, ete.,

Subject:—Principles to be followed in making appointments to
Civil Serviecs and posts in consnltation with the
Publie Service Commission under article 320(3) (b)
of the Constitntion of Fadia,

1 am directed to invite a reference to Punjab Government
Circolar No. 3028-3GS-62/19037, dated the 1lth June, 1962,
on the subject noted above and o say that the words *“‘Such
rules in respect of the services/posts which are within the purview
of the Commission are required to be framed in consaltation
with them” ocearring in 11 to 13 lines in paragraph 1 therein
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should be considered to have been deleted and replaced by
the following words —

“Such rules inrespect of all Services/posts are required
to. be framed in consultution with the Commission
exeept those covered by regulation 5(F) of the Punjab
Pablic Service Conunission (Limitation of Functions)
Regulations, 1955."

Copy of Circular letter No. 14663-4GS-62/34732, dated the
10th October, 1962 from the Chief Seeretary to Government,
Punjab, to =il Heads of Departments, ete. etc.

Subject :—Grant of advance incrementsjrapid _promotiions to
officers who go abroad to improve their gualification.

I am direcled to invile a reference to Punjub Government
circular letter No. 961-4GS-62/5593, dated the 6th February,
1962 an the subject noted above and to inform you, for the sake
of clarification, that the concession allowed thercunder would
be admissible to ull officers m the employ of the State Govern-
ment who have been abroad and improved their qualifications
irrespective of the fact that they did so cither hefore or ufter
the issue of the imstructions in question. It may, however,
incidentally be added that no officer will Rave any claim to the
grant of this concession from a back dile.

2. This issues with the concurrence of the Finapce De-

partment conveyed.—vide their eommunieation noted in ihe
Margm.

Copy of Punjab Government Circular Ieiter No, 16781-3G5-62/

» dated the Sth November, 1962 from the Chiof Secretary
to Government, Punjab to all Heads of Departments, ete. etc.

Subject ‘—Minimum age for entry into Governnient service—
Fixation of.

I am directed to address you on the subject cited above

and fo say that the question regarding fixation of minimum age

foreutry into Government service has been engaging the attention




273

of the Government for sometime pasl. After careful considera-
tion it has been decided Lo fix the minimum age limit for eatry
inlo Government service at 16 years in (he case of class IV
service and 17 years for Class [l scrviee and other superior
services subject lo the conditicn that 1he service rendeéved by
4ny person before, the age of 18 years will no! qualify for pension,
ete. as provided in rules 3.9 of the Punjab C.S.R., Volume 1T,

2, The Departments may amead their seivice rules
accordingly uonless exigencics of service in (heir parlicnlar
field require a higher age limit.

Copy of letter No. 16110-8GS-62/39005, dated 6th November,
1962 from the Chief Secretary to Goyernment, Punjab fto
all Heads of Departments, ¢tc. eole.

Subject :—Approaching Ministers and other higher officers.

I am direcled to say that the Goyernment has obServed
that the tendency on the part of oflicials lo approach higher
officers and ministess by ways other than (iose indicated throngh
‘proper channel’ Is ou the increase. THhis practice is contrary
to tﬁgrinslrur:tiuns issued by the Goyernment from time to
time and subverts discipline. In this confext, attention is
invited to the instructions cemtaiped in Punjub Governmemt
letter No. 4174-P-34/17154, dated the 28th July, 1954 which
may be brought to the notice of all Government servants under
your controel for sirict compliance, They may be told 1n express
terms that vou will take strict disciplinary action against them
for any infringement of these instructions.

2. The receipt of this communication may kindly be
acknowledged.

Copy of Circular letter No. 15837-7GS-62/39797, dated the
8th November, 1962 from the Chief Secretary to Government,
Punjab to all Heads of Departments, ete. efe.

Subject —Eradication of cottupt practices among officials.

Government is of the opinion that the Establishment clerks
in all the Departments have great scope for resorting o corrup-
tion. You arc accordingly desired 1o post officials of proved
integrily to such posts.

2. The receipt of this letter may be ackuowledged.
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Copy of Circular lettor No. 14939-8GS-62/39028, dated the

th November, 1962 from the Chief Seeretary to Government,
Puonjab to all Heads of Departments, ete. ete.

Subject :—Revised system of Eurned leave, Holidays and
working hours.

I am directed to refer to para 7(2)(b) of Punjab Government
letter No. 4376-GI1-59/2767, daled the 28th May, 1959 on
the subject noted above and to clarify that for the }:’Drpnse: of
deciding the title of leave tu ersiwhile Pepsu employees, the
service rendered by them in the erstwhile Pepsu State shall also
be taken in account. This clarification shall be deemed to
have taken effect from the 28th May, 1959, the date on which
these instruclions were originally issued. This may please be
brought to the notice of all concerned for information and
guidance and its receipt may be acknowledged.

Copy of letter No. 16355-8GS-62/42251, dated the 24th Novem-
ber, 1962 from Sirdar Gyan Singh Kahlon, 1CS. Chief
Secretary to Government, Punjab to the address of all Heads
of Departments, in the P unjab.

Subject :—Determination of seniotity of candidates appointed
through the Punjub Public Service Commission,

I am directed o invite o reference to Puniah Gover
letters No. 1028-GII-57/27804, dated the 2’9’:1]-1 March,n?gsn;
and No. 946-4GS-62 /8282, dated thie 16tk March, 1962, which
lay down that the seniority of candidates should be determined
with reference to the date of issue of (he Subordinate Services
Selection Boards recommendaticns, Many references have
been received from time to time from the various
departments to ascertain the procedure to  he followed in
case of rccommendations of the Punjab Public Service
Commission. I am to reaffirm that the same procedure
applies to the recommendations of the P.P. §. C. as
far as inter-se semiority is concsrned. The date of recommen-
dation by the Punjab Public Service Commission will determine
seniority for direct recrnits as well as appointments by tiansfer
As far as infer-se seniority among direct recruits is Cnﬂﬂcmaci
the order of merit suggested by the PP.S.C. will he maintained,

2. The receipt of this letter may kindly be acknowledged,
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Copy of Punjabh Government Circular Jetter No. 17999-3GS-62/
42246, dated 24th November, 1962, from the Chief Secretary
to Government, Punjab, to all Heads of Departments, etc.ete.

Subject —Holding of combined examination for recruitment to
similar posts/services.

I am direeted to refer to Punjab Government letter No.
533-GI-59/11327, dated the 15thji18th April, 1959, and subse-
quent letter No. 671-GI11-60/7882, dated the 11th March, 1960,
on the subject nofed above, and to say that Government has
reviewed the whole scheme of combined examinations for
recruitment to similar posts servicesin the light of the suggestions
made by the varioos Depariments and their past experience,
and in consultation with the Punjab Public Service Commission.
It has been decided that for the future, the Punjab Public
Service Commission will hold the combined examinations for
recruitment o the various posts shownin the following groups
only +—

Name of Group Name of posts included in the Group

Group | .. 1. P.C.S. (Executive Branch).

2. Excise and Taxation Officer.

3, Assistant Excise and Taxation
Officer.

4. Tahsildar.

5. Assistant Registrar, Co-operafive
Societies, Punjab.

6. Assistant Employment Officer.

7. Excise and Taxation Inspector,

Group II .. 1. PLCS. (Judicial Branch).

2. Legal Assistant in the Legal Re-
membrancer's Office, Indusiries and
other offices.

Group I .~ 1. Deputy Superintendent, Jail.

2. Decputy Superintendent of Police.

3. Inspector of Police.

Group 1V .. 1, Engineering Services Class T and
Class II of all branches of the
P.W.D.

2. Temporaty Engincer.

Group V .. 1. Labour Officer.
2. Welfare Officer.
3. Labour Inspector.



