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2. These instructions which supersede Punjab Govern-
ment letter No. 3228-SI1(2)-71, dated the 3rd June, 1871, shall
be deemed to have come into force with effect from 3rd June,
1971, and decisions taken in pursuance thereofl should be
reviewed in the light of the revised policy of the Government.

3. Asg in the case of original order, these instructions are
applicable to all Departments of Government and may be noted
for careful compliance,

4, The receipt of this letter may please be acknowledg-
ed,

Copy of letter No. 4156-SI1(3)-71/20918, dated the 6th
Angust, 1971, from the Chief Secretary to Government,
Punjab, fo all Heads of Departments, efe., ete.

Subjeet : Punciuality in Government Offices.

I am directed to invite your attention to the Punjab Gov-
ernment Circular letter No. 2197-SII(3)-7T1/7821, dated the
22nd Mareh, 1971, wherein you were requested to ensure that
punctuality in offices is  fully observed by adopting suitable
measures, i.e., periodic checking of attendance by supervisory
officers ‘and by their setting personal example of punctuality.
It ‘has been obsérved that the desired standards of punctuality
are vet to be achieved in Government offices. It is, therefore,
requested that necessary and energetic steps be taken to en-
sure punctuality among the staff-working under your adminis-
trative control by organising surprise checks once a fortnight

as before and by taking action wherever mnecessary against
habitual defaulters.

Copy of Pimjab Governmeni Circular letter No. 3808-SH
(3)-71/20988, dated the 12ih August, 1971, from the Chief

Secretary to Government, Punjab, to all Heads of
Departments, ete., ete.

Subjeet : Re-employment of Ex-Servicemen against the Re-
served vacancies,

1 am directed to invite your atiention to the Punjab Gov- No- 2407

ernment instructions econtained in Circular letters noted in the ;?fﬁ{'ﬂ:{m
margin. According to these instructions in the case of non- the 22ndf

availability of the Demobilished Army Personnel for appoint- jap 7"

ment against reserved posts/vacaneies in terms of ‘the statutory e
(2)69/21135,
dated the 3rd

Seprember,
1964,
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rules notified in 1968, second preference is to be given to Ex-
Servicemen who are otherwise fit and suitable for employment
by fulfilling the prescribed qualifications for the pest in ques-
tion, but who are not covered by the term “Demoblished/
Releazsed Army Personnel”.

2. It has come to the notice of Government that the above
mentioned instructions are not being ebserved by the Depart-
ments as they do not mention the provisions about the second
preference to the Ex-servicemen against the reserved vacan-
cies in the advertiscements. Conseqguently, the reserved
vacancies left out on account of non-availability of Demobi-
lised ‘Released Army Personnel, either remain unfilled or are
given to general candidates.

3. You are, therefore, requested to emphasise upon all
concerned that Government instructions referred above
should be meticulously observed and necessary indication

given in the advertisement ag also to the Selecting Authori-
ties,

Copy of Punjah Government Circular letter No. 5848-SII
(2)-71/23655, dated the 6th September, 1971, from the
Chief Secretary to Government, Punjab, to all Heads of
Departments, ete., ete.

Subject : Entrustment of the work of recruitment to subordi-
nate services 1o the Departmenial Committees—
Procedure regarding.

I am directed to address you on the subject cited above
and to say that consequent upon the abelition of the Subordi-
nate Services Selection Board, Punjab on the 12th August,
1971, Government have decided that the recruitment to sub-
ordinate services excepting the common categories of clerks,
typists, steno-typists and stenographers requirements in res-
pect of which will, for the time being, be met from out of the
candidates to be selected by a Central Committoe after pro-
cessing the large number of applications already invited by
the defunct Board, earrying initial pay within the range of
Rs. 91 P.M. and Rs. 208 P.M. (both inclusive) should be made
by the Departmental Committees which should be constituted
for this purpose with the approval of the Administrative
Secretary concerned. The Chairman of the Departmental
Committee should be the Head of the Department or the ap-
pointing authority with two members of the appropriate
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status to be taken from other Departments. one out of whom
should belong to a Scheduled Caste. The Chairman of the
Committee may, if he considers it eoxpedient, associate an
expert for conducting the seleetion. The following procedure
has been laid down for the funclioning of the Deparfmental
Committees:—

(1)

(2)

(3)

(4)

Wide publicity should be given through the press
on a fixed date say the 15th of each month so that
the people in the far-flung areas come to know
about the available vacancies by reading the news-
papers of that particular date only. The advertise-
ments should clearly indicate the number of posts
available, gualifications and other -conditions pres-
cribed for eligibility, the scale of pay attached to
the post, whether the post is permanent or tem-
porary, whether the mode of selection is through
an interview or a written test, or both. Where
the number of applications is large, say five time
the number of posts advertfised, the interview
should be preceded by a written test.

Requisition sent to the Employment Exchanges
should alse provide complete information as stated
in (1) above alongwith copies of the relevant Ser-
vice Rules governing the class of posts to be adver-
tised.

I order to maintain uniformity for reeruitment
to the various posts, it would be necessary to lay-
down the mode and standard of written test. For
instance, for the ministerial posts, the candidates may
be required to writ a short essay, perpare a pre-
cis from a given paragraph, translate a piece from
the regional language into English so that working
knowledge may be tested, to answer a few ques-
tions of General Enowledge, ete, In addition, a
simple test in Arithmetic may also be presecribed,
where considered necessary. Similarly, for techni-
cal posts, test may be prescribed to suit the require-
ment of the job. (The Government in the Ser-
vices Department may be consulted where neces-

sary).

The number of vacancios to be reserved for the
Scheduled. Castes/Scheduled  Tribes/Backward

Classes and Released Military Personnel should
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be indicated separately, subject to the maximum
limip of 45 per cent (hoth for Scheduled Castes/
Released Indian Armed Forces Personnel, ete,), in
a year. The Departmental Committees will ensure
that the percentage of reservation prescribed by
the Government from time to time is strictly
maintained in the Department.

5) The interview should form an essential feature
in erder to test the mental alertness and general
aptitude of the candidates.

(6) On receipt of applications direct from the candi-
dates or through the Employment Exchanges, a list
of the candidates found eligible for the posts would
be drawn up for the test interview.

(7) The list of successful candidates should be drawn
on the basis of the merit secured by them and ap-
pointments offered according to the merit. Educa-
tional qualifications, experience and other basic
requirements as prescribed in the respective Ser-
vice Rules or by way of service conditions for any
post/service concerned should be adhered to
s;rictljr and no attempt should be made to pick and
choose,

(8) Seniority of the selected candidates should be deter-
mined on the basis of the merit determined by the

Departmental Committees in the course of tabulat-
ing the results,

(9) The Departmental candidates who may be working
against leave vacancies or on a regular basis against
lower posts should be encouraged to take the test
for absorption against a regular or higher post, if
otherwise eligible according to the Service Rules
ete,

The Departments are requested to watch and keep a note
about the functioning of the Departmental Committees on the
lines set out above and may bring to the notice of the Govern-
ment, as and when any difficulties are experienced in the mat-
ter of recruitment.

3. Some of the departments are indeed very small and
it may not be worth-while to constitute separate Departmental
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Committes in those cases. It is, therefore, left to the discre-
tion of the Administrative Secretary concerned to have a com-
mon Committee for more than one department under his
charge depending upon the size of the departments.

4. There may be special circumstances in some depart-
ments, because of which it may not be possible for them to
rigidly and strictly adhere to the guide lines laid down above.
In such cases, the appointing authority should move the Ser-
vices Department through proper channel for relaxation, giv-
ihg adequate justification.

5. Tam fo request that these instructions may be brought
to the notice of all concerned, and the receipt of this letter may
be acknowledped.

Copy of Punjab Goverment Circular letter No. 6428-SII
(2)-71/24659, dated the 15th September, 1971, from the
Chief Secretary to Government, Punjab, to all Heads
of Departments ete., ete.

Subjeet : Entrustinent of the work of recruitment to subordi-
nate Services to the Departmental Committees—
Procedure regarding.

I am directed to invite 2 reference to. Punjab Govern-
ment Circular letter No, 5848-SI1(2)-71/2365, dated 6th Sep-
tember, 1971, on the subject noted above, and to say that Gov-
ernment have decided to entrust the residuary work of the
Subordinate Services Selection Board including the work of
requirdment to the common categories of posts of Clerks,
typists, Steno-lypists and Stenographers., applications in res-
pect of which had already been invited by the said Board, to
the Depuly Secretary to Government, Punjab, Administrative
Reforms. It has further been decided that recruitment to
these posts will be made on the basis of written test/type test/
Stenography test or any other kind of test, the standard and
details of which will be decided by the said Officer.

2. Tt is, therefore, requested that as already indicated
in the earlier letter under reference, recruitment to the posts
falling under any of these common categories should not be
made through the Departmental Committess irrespective of
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the fact whether a requisition in this behalf had already been
sent to the defunct Board or not and your latest demand with
regard to these posts should be intimated to the above named
officer, immediately who will recommend suitable selected

candidates for the same,

3. The receipt of this communication may please be
acknowledged.

Copy of Circular letter No, 6220-SII (3)-71, dated the 16th
September, 1971, from the Chief Secretary to Govern-
eTcent, Punjab addressed to all Heads of Departments,

., ete.

Subject : Relaxation of age limit for entry into Government
service for the wives of serving military personnel.

T am directed to invite vour attention to the Punjab Gov-
ernment Circular letter No. 2010-3I1(3)-71, dated 25th May,
1971 —wvide which the maximum age limit of 45 years for
entry.into Government serviee in the case of widows of the
military personnel and wives of these who are disabled while
in Military Service, was reduced to 35 years. It is hereby fur-
ther clarified that the wives of the serving military personnel
will also be entitled to the said age concession, ie., upto 35
yearg only for entry inty State Government Service. Punjab
Government Circular letter No. 19982-3GS-62/45907, dated
27th December, 1862, should be considered fo have been modi-
fied to that extent.

Copy of Punjab Government Circular letter No. 6332-SH
(3)-71/26195, dated the 29th September, 1971, from the
Chief Secretary to Government, Punjab, to all Heads of
Departments, ete., ete.

Subject : Benefit of Military Service rendered during the

Emergency towsrds seniority.

I am directed to address you on the subject noted above
and to retrace, as follows, the wvarious statutory provisions
made from time to time with regard te grant of the benefit of
Military Service rendered during Emergency for purpose of
seniority, ete, —

I. RULE 4 OF THE PUNJAB GOVERNMENT NATIONAL
EMERGENCY (CONCESSION) RULES, 1965, NOTIFI-
ED ON 20TH JULY, 1865 (APPLICABLE TO ALL
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CLASSES OF SERVICES AND POSTS IN' CONNEC-
TION WITH THE AFFAIRS OF THE STATE OF PUN-
JAB EXCEPT MEDICAL AND HEALTH SERVICES.

4. TIncrements, seniority, and pension:—Period of military

service shall count for increments, seniorily and pension as
under;—

1.

(i) Imcrements.—The period spent by a person on mili-
tary service, after attaining the minimum age
prescribed for appointment to any service or post,
to which he is appointed shall count for increments.
Where no such minimum age is prescribed the
minimum age shall be as laid down in rules 3.9,

* 3.10, and 3.11 of the Punjab Civil Services Rules,
Volume II. This concession shall, however, be ad-
missible only on first appointment.

(ii) Seniority—The period of military service men-
tioned in clause (i) shall be taken into considera-
tion for the purpose of determining the seniority
of a person who has rendered military service.

(i) RULE 5 OF THE DEMOBILISED ARMED FORCES
PERSONNEL (Reservation of Vacancies in the Punjab
State Non-Technical Services) Rules, 1968, notified on 17th
June, 1968, 'applicable to all Punjab State Services ex-

cepting P.C.S., (Executive and Tudicial Branches), Medi-

cal and Engineering Services.]

(ii) Rule 5 of the Demobilised Indizn Armed Torces per-
sonnel Reservation of Vacancies in the Punjab State
Technical (Medical and Engineering) Services Rules
1968, notified on 19th Sepiember, 1968,

Rule 5. (1) Seniority and pay of the candidates who are

appointed against the wvacancies reserved under rule 3
shall be determined on the assumption that they joined
the service or the post, as the case may be, under the
State Government at the first opportunity they had after
they joined the military service or training prior to the
Commission,

(2) Seniority inter se of candidates who are appointed

against the vacancies reserved under rule 3 and allotted
to a particular vear shall be determined on the basis of
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their dates of birth, the candidate older in age be placed
senior to the one younger in age:

Provided that in the case of candidates having the same date
of birth seniority shall be determined according to the
merit list prepared by the recruiting authority on the basis
of the result of the test or examination.

(3) All candidates appointed against the reserved vacancies
under rule 3 shall rank below the candidates appointed
by direct recruitment in the year to. which the former
candidates are allotted.

III. Rule 4.1 of the Demobilised Indian Armed Forces PEl‘ﬂgn—
nel (Reservation of Vacancies in the Punjab Civil Service

Judicial Branch) Rules, 1969, notified on 15th September,
1969,

4. (1) The period of approved military service rendered
after attaining the minimum age prescribeq for appoint-
ment to the Punjab Civil Service (Judicial Branch) by
the candidates appointed against reserved vacancies under
rule 2 above, shall count towards fixation of pay and
seniority in that service.

2. As is clear from the Rules quoted above, the Military
Service, with effect from the 1st of November, 1962, is to be
taken into account for assigning seniority to the Released
Indian Armed Forces Personnel on  their appointment in the
Civil Service. While under the 1965 Rules, the whole period
of this Military Service was to count for seniority, it is not so
under the Rules notified on 17th June, 1968, and 19th Septem-
ber, 1968, for different sets of services as  clarified above.
Under the latter rules seniority is to be determined on the
basis of the presumptive date on which the Released Army
Personnel concerned could avail himself of the first opportuni-
ty for entering into services, after the date he had joined the
Military Service or the Training prior to the Commission in
Military. This date should be caleulated on  the basis of the
date on which the first direet recruitment to the Civil Service
concerned was made in that category of the Service in which

the Released Army Personnel was offered a reserved vacancy
after his release from the Army.

3. In the light of the various provisions of the Rules as
explained above, the Rules enforced after ihe Reorganisation
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of the State in 1966 do not contain any provisions which may
be termed as dis-advantageous than those operative prior to
the Reorganisation, ie., under the 1965 Rules. As such the
giving of benefit of military serviee towards seniority under
Lthe rules enforced after the Reorganisation, notwithstanding
anything to the contrary contained in the 1965 Rules, would
not attract the provisions of section 82 of the Punjab Reorgani-
sation Act, 1966 and it would be possible to grant the benefit
without prior approval of the Government of India. As the
assumed date of seniority will not be earlier than the promul-
gation of emergency, the provisiong of the State Reorganisa-
tion Act, 1956 would also be hardly attracted.

4. In the above circumstances, I am directed to request
you to give effect to the various provisicns of the Rules in an
ippropriate manner as explained above.

_(FOR MEDICAL AND HEALTH DEPARTMENT
ONLY) —The above position is not applicable to Medical and
Health Services and suitable instructions in thig behalf are
being issued separately.

Copy of Punjab Government Circular letter No. 6256-SII
(3)-71/29750, dated the 12th November, 1971, from
the Chief Secretary (o Government, Punjab, to all
Heads of Departments etc.. ele

Subject : Premature promotions to higher selections posts—
initial salary,

I am directed to invite your attention to instructiong con-
tained in Punjab Government Circular letter No. 4175-7GS-
61713942, dated the 17th/18th April, 1861,—vide which it was
provided that initial salary in the case of an officer who does
not fulfil the condition regarding the minimum number of
years of service in the lower rank but is promoted to a higher
post of Distriet or Deputy secretary level or Deputy Director
level, should be the minimum of the grade of the higher post,
less fhe amount due for increments which have not been earn-
eéd by the officer concerned in the lower grade for the period
he is short of the minimum preseribed period. After thorough
vonsideration of the implications involved in such cases and
keeping in view the statutory  provisions in various service
rules in this behalf, Government have decided to withdraw the
aforesaid instructions with immediate effect.
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2. Consequent upon the withdrawal of the instructions
referred to above in such cases the person concerned would be
entitled to only the minimum of the pest, to which he is pro-
moted/appointed till he completes the prescribed minimum
period of service. The first annual increment in such cases
will be granted after one year of the date of the completion
the minimum length of qualifving service/experience as is
necessary for appointment to the service, cadre or the post
concerned. In other words for the purpose of grant of first
inerement only, appointment of a person shall be deemed to
have started on the date on which he completes minimum quali-
fying service/experience, A stipulation to this effect should
invariably be incorporated in the appointment order of the
employee concerned,

3. All the Departments may kindly amend the relevant
service rules on the analogy of LAS/LPS. (Pay) Rules so
as to lay down that in such cases the persons concerned would
continue to get only the minimum of the post till he completes
the preseribed minimum period of service,

(This issues with the concurrence of Finance Department
0.0. No. 5975-1FR-T1, dated the 1st September, 1971.)

4. The receipt of this letter may please be aknowledg-
ed,
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Copy of Punjab Government Circular letter No. 7028-SII
(3)-71/30619, dated the 24th November, 1971. from
the Chief Secre to Government, Punjab, to all
Heads of Departments, ete, ete.

Subject : Proceedings under Rule 10 of the Punjab Civil Ser-
vices (Punishment and Appeal) Rules 1970—Indi-
cation of a specific penalty,

I am directed fo invite your attention to the following
portion of rule 10 of the Punjab Civil Services (Punishment
and Appeal) Rules, 1970:—

“10. Procedure for impoesing minor penalties.—(1)

Subjeet to the provision of sub-rule ¢3) of rule 9,

no order imposing on a Government employes any
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of the penalties specified in clauses (i) to (iv) of
rule 5 shall be made except affer:—

(a) informing the Government employee in writing
of the proposal to take action against him and
of the imputations of misconduct or mis-
behaviour on which il is proposed to be taken,
and giving him a reasonable opportunity of
making such representation as he may wish
to make against the praposali™.

2. A guestion has arisen whether it is necessary to coms-
municate the specific punishment/penalty proposed to be im-
posed upen the defauliing Government employees while pro-
ceeding under rule 10 ibid, as was the practice prior to the en-
forcement of the said rules.

3. TUnder 1970 rules the position has changed and an
exhaustive procedure has been indicated both for imposing
major penalties and the minor ones in rules 8 to 10. In res-
pect of major penalties it is categorically stated in rule 9(4)
(b) ibid that specific penalty proposed to be imposed on the
employee concerned is also to be intimated to him but there
is no such requirement under rule 10 relating to minor penal-
Hies. T am, therefore, directed to clarify in consulfation with
1egislative Department that it is not necessary to mention
the specific minor penalty in the proposal and it will suffice
and be in accordance with the provisions of rule 10(1)(a) if
it is intimated to the deliquent official that it is proposed to im-
pose one of the penalties enumerated in ¢lauses (i) to (iv) of
rule 5 of the Punjab Civil Services (Punishment and Appeal)
Rules, 1970.

Copy of Circular letiter No. 7543-SI0(3)-71/30893. dated
26th November, 1971, from Chief Secretary to Govern-
ment, Punjab, to all Heads of Departments. etc., efe.

Subject : Expeditious finalisation of departmental enguiries

apainst Government emplovees—Furnishing of
quarterly Statements to Administrative Secre-
taries and Chief Secretary.

1 am directed to invite your attention to Punjab Govern-
ment Circular letter No. 12277-V(1)/59/13470, dated 10th
December, 1959, wherein it was laid down that the whole pro-
cess of investigation and enquiry should be completed within
six maonths, It has, however, been observed that departmental
enquiries against Government employees are inordinately
delayed for one reason ot the other. As Government take
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serious view of this delay, I am directed o request you to en-
sure, personally the completion of the departmental enguiries
within the prescribed period.

2. 1 am further direcied Lo request you o send to your
Administrative Secretary a quarterly statement at the end of
each quarter in respect of Class 11 and Class IV Government
employers indiceling the number of enguiries initiated, the num-
ber of those completed and those which are pending, together
with reasons of delay,

8. Reeceipt of this letter may kindly be acknowledged.

A copy is forwarded to all the Financial Commissioners
and the Administrative Secrefaries to Government, Punjab,
for compliance.

2. They may kindly send guarterly statements of the type
referred to above to the Chief Seecretary (in Services II
Branch) in respect of Gazetted Officers of Class 1 & 1II

3." The statements furnished by the Heads-of Depart-
ments to them in the light of paragraph 2 above may be
examined eritically and particular attention of the Heads of
Departments concerned may be drawn to the cases being
delayed at their end.

Copy of Punjab Government Circular letter No. 7496-SH
(2)-71, dated the 30th November, 1971, from
the Chief Secretary to Government, Punjab, to all
Heads of Deparfments, ele, efc.

Subject : Compulsory retirement of Government employees—

Grant of leave.

I am directed to invite a reference to Punjab Government
letter No. 14089-3G3-64/35196, dated 13th/16th September,
1963, on the subject noted above wherein it is laid down that
a Government employee who is required to retire or who him-
self chooges 1o retire under para 6 of the Punjab Govern-
ment letter No. 5410-3GS-63/11926, dated 28th March, 1962
may be allowed the leave due and admissible to him provided
it does not extend beyond the date on which he attains the age
of 58 years. In this respect a question has arisen as to what
amount of leave can be granted to such a Government em-
ployee as leave preparatory to retirement and as to whether
L.P.R, can be granted in combination with or in continuation
of any other kind of leave. In this connection, it is clarified
that in such ecases, the Government emplovee concerned may
be granted leave as under according to his own choice:—

(i) either Leave Preparatory to Retirement upto 180
days on full pay if it is due under rule 8.116 of the
Punjab Civil Services Rules, Volume I, Part I; or
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(ii) earned leave upto 120 days with permission to
combine it with any other kind of leave if due.

In both these cases the condition laid down in para 3 of
the instructions contained in letter WNo. 14089-3GS5-63/35196,
dated the 13th/16th September, 1963, that the leave so avail-
ed should not extend beyond the date on which the employee
concerned attained the age of 58 vears, would apply.

2. The receipt of this communication may please be
acknowledged.

Copy of Punjab Government Circular Letter No. 76%8-
SI(3)-71, dated the 8ith December. 1971, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments. etc., efe.

Subject : Consideration of Work and Conduet in the cases of
Confirmation or Promotions.

I am directed to invite your attention to the instructions
contained in Punjah Government eircular No. 4091-ASTI-60/
20836, dated 8th June, 1960, which inter alin lay down that
where an officer/official is due for confirmation or promotion
from a parhcular date, his work and conduct subsequent to
that date and prior to the date of decision may also for good
reasons, constitute an important relevant factor in deciding or
deferring the matter. Tn this connection 1 am directed to
clarify that when a right of being considered for promotion
accrues to a person as a result of promotion of his junior, then
his work and conduct/annual confidential recnr-:l only upto
the date of his supersession, should be kept in view while de-
ciding the matter relating to his promotion with retrﬂspectwe
effect. In other cases the principle enunciated in the above
mentioned instructions, ie., taking into account the work and
conduet subsequent to the date on  which the officer/official
had become due for promotion and prior to the date of deci-
sion, would hold good.

Copvy of Puniab Government Cireulayr letter No.
7398-STL(3)-71, dafed the 15th December. 1971, from
the Chief Secretary to Government, Punjab. to all
Heaids of Departments, ete., ete.

Subject - Puniab Government emplovees (Conduct) Rules,
1966—Canvassing of nen-official or other influence
by Government employees—Instructions regard-
ing,

1 am directed to invite your attention to rule 20 of the
Punjab Government Emplovees (Conduct) Rules, 1966, repro-
duced below:—

“20. Canvassing of non-official or other influence.
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No Government employee shall bring or atiempl to
bring any political or other influence to bear upon
any superior authority to further his interests in
respect of matler pertaining to his service under
the Government,'”

In this connection attention is also invited to Punjab Gov-
ernment circular letter No, 5847-S11(6)-69/17995, dated the
30th June, 1969, wherein il was made clear that any viola-
tion of the instructions would henceforth be met with punish-
men{ which should be sufficiently severe to act us a delerrent
to others also.

2. Despite the statutory provisions and the instructions
cited above it has been observed that the tendency of can-
vassing non-official and other influence by the Government
employees to further their interests in respeet of maftters per-
taining to their service under the Government has not been
checked, Leaders of political parties are approached by Gov-
ernment employees to oblain support for their representations,
appeals, ete., perfaining to their conditions of service. As
already brought to the notice of all Government employees—
vide instructions dated 230th June, 1969, Governmenl con-
sider such an act as a serious lapse on the conduct of the Pun-
jab Government employvees and it has been decided that in
future when such instances come to the notice of the Govern-
ment or Departments, as the case may be, aclion against the
defaulting employees should be taken in the following man-
ner;—

(i) A Government employee violating the above pro-
vision of conduct rules/instructions for the first
time after the issue of these instructions should be
advised as in the standard draft at Annexure 1 by
the Appropriate Authority. A copy of the advice
so sent to him need not be placed in the Character
roll/Confidential Report file of the employee con-
cerned. However, a copy thereof should be endors-
ed to the-Department, office/Organisation concern-
ed if the Government employee is borne on a
cadre different than the one in which he would be
working at the time of the issue of the advice.

(ii) If a Government employee is found puilty of violat-
ing the above provisions/instructions second time,
despite the issue of the advice on the earlier occa-
sion a written warning should be issued to him as
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in the standard draft at Annexure II. A copy
thereof should also be placed in his character roll/
Annual Confidential Report file and an authenti-
cated copy thereof should be sent to the Depart-
ment, office or cadre on which the Government
employee muy be borne, as the case may be. As
the placing of such a warning on the character roll
of the Government employee concerned may en-
tail evil effect on the general assessment of his
work and conduet, he should be informed of the
imputation of misconduet and given a reasonable
opporiunity of making a representation as he may
wish to make, as required by the instructions con-
tained in Punjab Government circular letter No.
1724-ST1(3)-71, dated 8th June, 1971.

(ili) If a Government employee is found guilty of
violating the above provisions of the conduct
Rules/Instructions despite the warning issued to
him as at item (ii) above. disciplinary action
should be initiated against him under the provi-
sions of the Punjab Civil Services (Punishment
and Appeal) Rules, 1970.

3. The receipt of this lefter may please be acknowledg-
ed.
ANNEXURE T
DEPARTMENT .
NAME AND ADDRESS OF THE GOVT., EMPFLOYEE ———

It has come to the notice of the Government that you have
violated the provisions of Rule 20 of the Punjab Government
Employees (Conduct) Rules, 1966, by bringing outside influ-
ence to bear upon the Government in support of your request/
representation regarding (give particulars of the case) under
consideration of the Government/Department/office. You are
advised to refrain from resorting to such practices in future.
A copy of this letter is not being placed on your confidential
roll. If, however, you are found guilty of a further violation
of the provisions of the Conduct Rules, a suitable entry will
be made in your Confidential Holl.

Yours sincerely,

(Appropriate Authority.)
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ANNEXURE I

DEPARTMENT

NAME AND ADDRESS OF GOVT. EMPLOYEE

MEMORANDUM

Shri (give name and designa-
tion of the officer) is hereby informed that, inspite of the fact
that he was advised not to bring political or other outside in-
fluence tu bear spon the Government/Department/Office to
obtain support for his representation/appeal. regarding (give
details of the case,—uvide letter No. dated ————
it has been observed that he has again violated the provisions
of Rule 20 of the Punjab Government Employees (Conduet)
Rules, 1966, Shri . ig, therefore,
warned to be careful in future and observe the provisions of
the Ruleg cited above, failing which Govertment will con-
sider the desirability of initiating action sgainst him wunder
the provisions of the Punjab Civil Services (Punishment and
Appeal Rules), 1970. Shri , may also
note that a copy of this Memorandum is being placed in his
confidential Roll after giving him due opportunity.

Yours sincerely,
( Appropriate Authority.)

Copy of Punjab Governmeni Circular letter No. 8548-SII-
(3)-71/1167, dated the 11th January, 192, from
the Chief Secretary to Govermment, Punjab. to all
Heads of Depariments, g'c_, ete.

Subject : Ex-gratia grants and other facilities for families of
Government employees who die while in service—
Clarification of some points.

I am directed to invite your attention to instructions con-
tained in Punjab Government Circular letter No. 3906-STT
(3)-T1/17723, dated the 8th July, 1971 and to say that the
Accoumtant-General, Punjab, had raised certain points for
clarification in regard to the Government pelicy on the subject
noted above. The clarifications which have been made in
reply thereto and are considered essential for dealing with the
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individual cases before final orders are

passed thereon by

various departments, are detailed as under:—

ST,

Point raised by
No.

A.G., Punjab

1. Whether these conces-
sions/facilities will be
admissible to all the
categorics of Govern-
ment employees includ-
ing the work charged
esatblishments.

2. What should be the emo-
luments for calculating
the exr-gratia granis in
the case of persons on
leave or suspension be-
fore death.

3. In the absence of the
widow/hushand, how
should the share of ex-
gratia grant payable fo
the dependent sons/
daughters/others be ap-
portioned and upto what
age a son/daughter/bro-
ther/sister of the deceas-
ed is to be treated as
dependent.

4. 'The minor/detailed head
of account subordinate to
the Major Head "865—
Pension and Other retire-
ment henefits”, under

Clarification given by
Government

The grant of these facili-
ties may be allowed to all
regular employees. The
work-charged employees and
ad hoc employees will not be
entitled to these facilities as
they are not entitled fo pen-
sionary benefits.

The emoluments for the
purpose of ex-gratia grants
should be what an employee
would have drawn had he
not been absent from duty or
under suspension as defined
in rule 2.44 of Punjab C.5.R.,
Volume I, Part L

Ad hoe Ex-gratia grant will
be admissible to widow/hus-
band but to other dependents
only if they are unemployed
and are entirely dependent on
the deceased Government em-
ployee, if so certified by the
Deputy Commissioner of the
Distriet, Thus the actual fac-
tor of dependence to be certi-
fied by the Deputy Commis-
sioner concerned would deter-
mine eligibility /title for the
ex-gratia grant and there is
no need to specify any age for

the purpose.

The entire expenditure on
ex-gratia grant and other
facilities should be debited to
the head to which pensions of
Government employees are
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Sr. Point raised by Clarification given by
No. A.G., Punjab Government
4 —caoneld,

which the charges on this  debited. The details of major
aceount are to be debit- fﬂd minor heads are as be-
ed. owW'i—

Major Head “85—Pen.
sions and other retire-
ment Benefits.”

Minor Head “Compas-
sionate Allowance.”

5. Necessary authorisations  The authorisation for the
for all payments of ex- disbursement of ex-gratia
gratin grants including prants should be issued by
other facilities, the appointing authority as

in the case of anticipatory
pensions and honoured by the
T.O. This will give relief to
the bereaveq families when
they need help the most.

Copy of U.0O. Circular letter No. 138-5SI1(3)-72,
dated the 20th January, 1972, from the Chief Secretary
fo Government, Punjab. to all the Administrative
Secretaries to Government, Punjab., and Heads of
Departments, ete., ele.

Subject : Concessions {o released army personnel and ex-ger-
vicemen in State Services—Question of extending
the same concessions by the Corporate Bodies in
Punjab.

Will the Finaneial Commissionevs and Administrative
Secretaries to Government, Punjab, kindly refer to the sub-
ject noted above?

2. With a view to facilitating the resettlement of releas-
ed Indian Armed Forces Personnel who joined army service
or were commissioned on or after the 1st November, 1962, and
are released at any time thereafter, Government have reserv-
ed 20 per cent posts to be filled through direct recruitment for
such personnel and have also been extending the benefit of
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seniority and pay in lieu of the military service as also age
concession, For details about this reservation and conces-
sions, the Rules notified —vide No. GSR-63 'Const/Art. 309/
68, dated 17th June, 1968 (these were circulated among
them,—wvide U.0. No. 5052-SI1(5)-68, dated 17th June, 1968)
may kindly be seen.

3. The ex-servicemen who do not fall in the category of
released army personnel referred to above by virtue of their
having rendered military service prior to 1st November, 1962,
are given second preference for recruitment against the resery-
ed vacancies primarily meant for the released army personnel,
In this connection Punjab Government letter No. 2407-4GS-
66/9736, dated 22nd/25th April, 1966, mav be referred to.

4. The Committee for the Welfure of Personnel of Armed
Forces and Ex-Servicemen in their meeting held on 22nd
December, 1971, have recommended that the above mention-
ed reservation/concessions may be extended by various Cor-
parate Bodies functioning in Punjab State wviz., Universities,
School Eduecation Board and similar other undertakings. As
the call of the hour demands, the released army personnel
should be looked after and provided necessary chances of re-
settlement by recruiting them in civil services. It is also
desirable that the policy of the Government in this behalf as
mentioned above should be reflecteq in  the working of the
autonomous bodies as far as possible in public interest. Tt is,
therefore, requested that the Corporations/Autonomous
bodies and other similar undertakings under their control
may be advised to consider the question of adopting Govern-
ment policy in so far as recruitment to services under such
bodies is concerned.

Copy of Punjab Government Circular letter No. 4741-SII-
(3)-71, dated the 11th Febroarv., 1972, from
the Chief Secretary to Government., Punjab. to all
Heads of Depariments. ete . atc

Subject : Implementation of judgments containing principles
of general nature in regard to service matters.

I am directed to address you on the subject noted above
and to say that the policy relating to service matters in res-
pect of State Services is framed by the Services Department
and instructions in this connection are issued by them from
time to time. Although generally whenever the rules or
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general instructions framed by the Services Department are
challenged in a Court of Law, the Chief Secretary is made a
party yet the chances of any judicial decision affecting the
general conditions of service of the State Government em-
ployees going unnoticed cannot be ruled out. It is, therefore,
considered necessary that whenever such a judicial decision
ig pronounced in respect of any service matter, a copy of the
judgment should be sent to the Services Department for en-
abling them to examine their policy in proper perspective as
well as to review i, if considered expedient in the light of the
judicial pronouncement,

Copy of Punjah Goverrment Circular letter No, 27-S11-
(3)-72/5186, dated the 15th Febroary, 1972, from
the Chief Secretary to Governmeni, Puniah, to all
Heads of Departments, ele.. ete.

Subject : Earmarking of vacancies for the Released Army Per-
sonnel,

I am directed to address you on the subject noted abave
and to say that Government have decided that while giving
effect to the statutory provisions of reservation to the extent
of 20 per cent post to be filled through direct recruitment for
the Released Indian Armed Forces Personnel ag provided in
the Rules notified on 17th June, 1968, the last vacancy in the
block of five vacancies may be earmarked for them. Conse-
quently the 5th, 10th, 15th and so on vacanecies to be filled by
direct recruitment shall go to the Released Indian Armed
Forceg Personnel,

2. It may here be clarified that according to the existing
policy of reservation for Scheduled Castes/Tribes and Back-
ward Classes, the 1st, 6th and 11th vacancies, (i.e, the first
vacancy in each block of five vacancies) is earmarked for them.,
After taking into account the earmarking of vacancies for the
Released Armed Torces Personnel as stated in the preceding
paragraph, first and the last vacancy in each black shall stand
reserved for Scheduled Castes/Tribes and Backward Classes
and Released Tndian Armed Forces Personnel, respectively.
This is, however, subject to the overall limitation imposed —
vide Punjab Government instructions contained in circular lot-
ter No,  220-SII(8)-71, dated 19th January, 1971, to the
effect that total reservation for hoth the eategories of persons
referred to above shall not exceed 45 per cent of the vacancies
filled in a year. 'This restriction shall have to be kept in view
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particularly while filling 5th and 6th vacancies simultaneously
by way of reservation (5th for Released Indian Armed Forces
Personnel and 6th for Scheduled Castes/Tribes and Backward
Classes) in a year.

(For PWD and Health Departments)

3. They will keep these instructions in view while giv-
ing effect to 20 per cent reservation in Medical and Engineer-
ing Services as advised in Services Department U.0. No.
8360-SI1(3)-T1, dated 21st December, 1971, in antici-
pation of finalisation of separate Rules of reservation for the
Released Indian Armed Forces Personnel in Medical and

Engineering Services for a period of 3 years from 10th January,
1971.

4, The receipt of this letter may kindly be acknowledged.

Copy of Punjab Government Circular letter No. 611-SII-
(3)-72/5112, dated the 15th February, 1972, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments, ete., ete.

Subject ; Concessions to released army personnel and Ex-Ser-
vicemen in State Services—Question of meticulous
observance of instructions.

T am directed to address you on the subject noted above
and to say that with a view to facilitating the resettlement of
released Indian Armed Forces Personnel who joined army or
were commissioned on aor after the 1st November, 1962, and
are released at any time thereafter, Government have reserv-
ed 20 per cent posts to be filled through direct recruitment for
such personnel in addition to extending the benefit of seniority
and pay in lien of the military service as also age concession.
For details about this reservation and concessions, the Rules
notified,—uvide No. GSR /63/Const/Art. 309/68. dated 17th June,
1968, (these were circulated among them.—uwide No 5052-ST1-
(5)-68/16912, dated 17th June, 1968), may kindly be seen.

2. The ex-servicemen who do not fall in the category of
released Indian Armed Forees personnel referred to above by
virtue of their having rendered military service prior to 1st
Novemher, 1962, are given second preference for recruitment
against the reserved vacancies primarily meant for the releas-
ed army personnel. In this connection, Punjab Government
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letter No. 2407-4GS-66/9736, dated 22nd/25th April, 1966 may
kindly be referred to.

3. Vide instructions No, (U.0.) 138-SII(3)-72, dated
20th January, 1972, the Administrative Departments were
requested to advise the Corporations/Autonomous bodies and
other similar undertakings under their contral to consider the
question of adopting Government policy in so far as recrhit-
ment to services under such bodies is concerned.

4. It has come tfo the notice of Government that the
above rules/instructions are not being observed meticulously
with the result that the progress about resettlement of the
released Army Personnel is not upto the expectation. Govern-
ment view this ommission/laxity with concern and desires

that the instructions may please be observed in letter and
spirit,

5. The receipt of this letter may kindly be acknowledg-

y of Punjab Government Circular letter No.
1278-28101-72/5831, dated the 21st February, 1972, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments ete.. ete.

Subject : Grant of special casual leave to Government servants
for participation in eultural programmes of national/
international importance,

I am directed to say that it has been represented to Gov-
ernment that such employees, as are sometimes selected by
the Information and Publicity Department to take part in im-
portant cultural programmes of national/international impor-
tance, find it difficult to participate therein, on account of the
limited amount of casual leave at their disposal. The matter
has been considered by Government and it has been decided
that employees drawn from various Government Department
(other than those of the Information and Publicity Depart-
ment who will be treated as on duty) will be allowed a conces-
sion of speeial casual leave upto 10 days at a time for partici-
pation in any of the following cultural events or programmes,
subject to the condition that an overall limit of such special
casual leave in a year will not exceed 30 days:—

(i) Republic Day Celebrations at Delhi.
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(2) Visit of Cultural troupes to border areas.

{3) Visit of Cultural troupes io other Slates during
Nationa] Celebrations.

(4) All-India Drama Festivals organised by the Minis-
try of Information and Broadcasting,

2. 'These instructions may please be brought to the notice
of all employees in your departments/offices.

3. These instructions issue with the concurrence of
Finance Department,—uvide their U.0, No. 46854FR-71, dated
the 1st October, 1971.

Copy of Punjab Government Circular letter No. 325-
SII(3)-72/5866, duated the 24ih February, 1972, from
the Chief Seeretary (o Government. Punjab. to all
Heads of Departmenis ele,, ete,

Subject : Retention of lien in civil posts of those civil em-
ployees who joined Armed Forces during the pre-
sent Emergency and regulation of their seniority,
confirmation and promotion during their absence
on military service.

1 am directed to address you on the subject noted above-
and to say that Instructions were issued during the previous
Emergency proclaimed on 26th October, 1962, in the country,
laying down benefits and concessions which the released Mili-
tary Personnel were to be enfitled on their appointment to
State Services. The instructions also covered the serving em-
ployees who offered to go to the Milifary. In their case bene-
fits of retaining lien, counting military service towards seni-
ority, promotion, ete, were extended. These instructions
were followed by statutory Rules called the Punjab Govern-
ment National Emergency (Concessions) Rules, 1965. These
Rules took into account the service rendered during the period
of operation of Emergency declared on 26th October, 1962 or
such other service as might thereafter be declared as Military
Service for the purpose of those Rules. On 17th June, 1968
and 19th September, 1968, specific Rules of Reservation were
enforced which entirely related to the grant of benefits of senio-
rity and pay, etc., to the Released Military Personnel who
were recruited against the reserved vacancies by direct appoint-
ment. The net effect of the Rules of 1968 which had an over-
riding effect is that while they are applicable for direct
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~ recruitment, quota of reservation and benefit of seniority and
pay to those appointed against the reserved vacancies, the
Rules of 1065 remain in force regarding the rest of the mat-
ters, viz., benefits to those who were appointed in civil service
on rciurn from Military Service prior to the enforcement of
Rules of 1968 (enforced with effect from 1st November, 1966)
and to those civil employees who had  offered to go to the
military during the Emergency.

2. The Government of India have now issued a circular
letter for the facility of Central Government offices making it
clear that their previous instructions for the retention of
liens of eivil government servants who were permitted to take
up military service during the last Emergency and other allied
benefits such as seniority, confirmation, promotion during
their absence in military service, shall apply mutatis mutandis
to the released Emergency Commissioned Officers, who were
serving in the civil service under the Central Government and
who now rejoin the Army during the present Emergency.

3, The Punjab Government have decided that the civil
Government employees who are/have been called for military
service during the present Emergency shall be eligible to the
concessions: enjoined in the Punjab Government National Em-
ergency (Concessions) Rules, 1865 read with the Demobilised
Armed Forces Personnel (Reservation of Vacancies in the
Punjab Non-Technical Services) Rules, 1968, ;

4. The receipt of this letter may kindly be acknowledg-

y of Punjab Government Circular letter No, 712-SII-
(2)-12/7097, dated the Tth March, 1972, frem
‘the Chief Secretary to Government, Punjab, to all
Heads of Departments ele., ete.

Subject : Entrustment of the work of recruitment to subordi-
nate services to the Departmental Committees—
Procedure regarding.

1 am directed to invite a reference to the Punjab Govern-
ment letter No. 5848-SI1(2)-71/23655, dated the 6th Septem-
ber, 1971, on the subject noted above and to say that prior to
the setfing up of the Subordinate Services Selection Board on
16t April, 1971, the-Departmental Committees ‘were authoris-
ed to make recruitmént to posts/services carrying an initial
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salary from Rs. 91 to Rs. 299 per mensem, by adopting any of
the mode of recruitment, viz., through an interview or a writ-
ten test or both, Those Committees had, in certain cases, fina-
lised the selections and made recommendations to the appoint-
ing authorities. In some cases the appointing authorifies had
made recruitment from the merit list while in otherg the ap-
pointment orders were yet to be issued. In other cases the
Departmental Committees had called for applications for cer-
tain categories of posts and had to complete certain formali-
ties preceding final selection.

2. Normally a merit list framed by a recruiting authority
is utilised not only for filling up vacancies, then available but
also for filling up those wvacancies occuring in the next six
months, But as the Subordinate Services Selection Board had
been constituted with effect from 1st April, 1971, instructions
were issued,—wide Punjab Government Circular letter No:-
2235-SI1(2)-7T1/  , dated the 16th April, 1971, that the merit
lists framed by those Departmental Committees should be
utilised for filling up vacancies which had occurred upto 31st
March, 1971, only and those cases in which the process of
recruitment had not been finalised, -should be sent to the Board
for further action in the matter of making selection. It has,
however, been observed that during the period for which the
Board remained in existence, no concrete steps were taken to
make recruitment to a number of categories of posts, in respect
of which those Departmental Committees had drawn up merit
lists nor had any progress been made in some of those cases
which were transferred to the defunct Board for further pro-

Departmental Committees, which have again been con-
stituted in the wake of abolition of the Board in September,
1971, have yet to start functioning and it would take pretty
long time if recruitment to existing vacancies (excepting
those of Clerks, Typists, Steno-typists and Stenographers)
which had occurred after 1st April, 1971, were to be made
after inviting applications afresh. Moreover, some of the
candidates who were selected by those Departmental Commit-
tees might have become over-age in the meantime and would,
thus become ineligible if the existing vacancies were to be
readvertised.

3. As the selections o the post/serviees had been made
on merits by the Departmental Committees after a good deal
of expense and labour, it hag been decided that merit list/
waiting list drawn up by the old Departmental Committees,
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If available with the Departments, may be utilised for pur-
poses of making recruitment on regular basis to vacancies
which are available at present and had not been advertised by
the defunct Board or may oceur upto 31st March, 1972. In
case the posts had been advertised by the said Board, then
selections may be made by the newly constituted Depart-
mental Committees from the applications received by the
Board. Similarly recruitment to the vacancies occurring on
or after 1st April, 1972, may also be made after inviting fresh
applications in the prescribed manner.

4. It has further been decided that in case the defunct
Board had not made gelections in those cases which were
transferred fo it and those cases have again been entusted to
the Departmental Committees, the latter may not invite ap-
plications afresh. The Departmental Committees may pick
up the thread where it was left by the old Departmental Com-
mittees and finalise the selection after observing/completing
the remaining formalities straightway.

Copy of Punjab Government Circular letter No.
702-8SI(3)-72/7832, dated the 15th March, 1972, from
the Chief Secretary to Government, Puniab, to all
Heads of Departments ete., efe.

Subject : Ex-gratia granis and other facilities for families of
Government employees who die while in service—

Clarification with regard to admissibility of House
Rent Allowances.

I am directed to invite your attention to para 1(c) re-
garding accommodation of Punjab Government ecircular let-
ter No. B906-STI(3)-71/17723, dated the Sth July, 1871, on the
subject noted ahove and to clarify in consultation with the
Finance Department, the position regarding the admissibility
of House Rent Allowance in various types of cases as mention-
ed below:—

(1) If the family of a deceased Government employee
vacates the residential accommodation retained by
it before the expiry of one year of its own accord,
then the benefit of house-rent allowance will not
be admissible for the remaining period.

(2) If the family leaves the place of posting of, the
deceased Government employee before the expiry
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of one year which automatically amounts to sur-
render of Government accommodation at that
place, then the house-rent allowance for the re-
maining period will not be admissible.

(3) If the residential accommodation allotted to the
deceased Government employee, is got vacated by
the Government from his family due to certain
special circumstances, then, alternative accommo-
dation, if available should be allotted to such a
family.

(4) If no sccommodation is available as referred to in
item (3) @bove then house-rent allowance for the
remaining period shall be granted provided the
family lives at that station.

Copy of U.0. Circular letter No. 2091-SH(3)-72. dated
the 7th April, 1972, from the Chief Secretary to
Government, Puniab, to all the Administrative Secre-
taries to Government, Puonjab, and Heads of Depart-
ments,

Subject : Transmission of cases to the Chief Secretary for
advice.

Will all the Finanecial Commissioners and Administrative
Secretaries to Government, Punjab, kindly refer to U.0. No.
4730-GI-59, dated the 25th August, 1959, on the subject noted
above ?

2. Tt was emphasised in the instructions referred to
above that:—

(a) cases should be referred to the Chief Secretary for
advice if any, only after fully examining the issues -
involved therein:

(b)) casesiwhich ave clear and. straight should be decid-
ed by the Administrative Department themselves
s0'a% to avoid - unnecessary references)i!

(c) specific pui_nt{ 5) on which the advice of the Chief
E;;retary is needed should be clearly brought out;
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(d) the cases for advice should be referred to the Chief
Secretary through the Administrative Secretary
concerned and not directly by the Officers subordi-
nate to them.

3. It has been notlced that these instructions are not
being observed strictly and consequently stray and incomplete
references/cases are received in  the Services Department.
Obviously m lhe absence of the proper appreciation of the
facts, the Services Department cannot tender their advice in
the first instance and have to ask for complete information/
papers.

4. It is, therefore, requested that in future, where it is
considered necessary to seek - guidancefadvice of the Chief
Seecretary, it may kindly be ensured that the cases/references
are sent complete in all respects as mentioned in para 2 above
alomgwith o duplicate copy of their self-contained note for
record in Services Department,
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Copy of letter No. 13/3/71-Ests (SCT), dated New Delhi-1,
the 10th September, 1971, from the Under Secretary to
the Government of India Cabinet Secretariat Depart-
meni of Personnel to All the Ministries/Departments of
the Government of India ete. and copy forwarded to
Lok Sabha Secretariat (SCT Branch) and the Commis-
sloner for Scheduled Castes and Scheduled Tribes.

Subject : Employees belonging to Scheduled Castes—Intima-
ﬁmgard'mg change of Religion to administrative
au ties.

The undersigned is directed to say that according to para
3 of the Constitution (Scheduled Casteg) Order 1950 as amend-
ed by the Scheduled Castes and Scheduled Tribes Orders
(Amendment) Act, 1956, no person who professes a religion
different from the Hindu or Sikh religion can be deemed to be
a member of Scheduled Castes. The rights of a person belong-
inF to a Scheduled Tribes are, however, independent of his/her
religions faith. Instances have come to the notice where Schedul-
ed Castes candidates on adopting a religion other than Hinduism
and Sikhism, did not intimate the change in religion to the
appointing/administrative authorities and continued claiming/
enjoying concession/benefits admissible to Scheduled Castes,
This necessitated withdrawal retrospectively of the conces-
sions enjoyed by them., It has now been decided that in order
to avoid such instances, hﬁnistriegf[}epm'tments. ete., of Gov-
ernments of India may in future stipulate in the lstier of ap-
pointment issued to Scheduled Castes candidates that they
should inform about the change of their religion to their Ap-
pointing/Administrative autherity immediately after such a
change. Similarly, the serving Scheduled Castes employees
should be instructed to intimate change, if any, in their reli-
gion immediately, to their Appointing/Administrative Autho-
rities. Ministry of Finance, ete., are requested to bring these
instruetions to the notice of all concerned.

Copy of Punjab Government Cireular letter No., 2188-
SI(3)-72, dated the 19ih April, 1972, from
the Chief Secretary to Government, Puniab, to all
Heads of Departments ete.. ete.

Subject Discip!inary_prweedings—-Cases of alleged vietimi-
sation relating to the office bearers of Punjab Sub-
ordinate Services Federation and other employvees
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in connection with the agitation for fulfilment of
their demands.

I am directed to invite attention to Punjab Government
Order No. 1823-SII(8)-72, dated the 24th March, 1972, and to
say that one of the items on which the 7-Member Committee
set up,—vide orders contained in the above communication
hag to deliberate, relates to the general principles for dealing
with cases of alleged victimisation on merits. On receipt of
recommendation of the said Committee in this behalf Govern.
ment will consider the matter further and issue suitable ins-
tructions for the guidance of the various Departments to deal
with such IEE.EEH. It is, therefore, considered appropriate that
any disciplinary proceedings in cases of this type presently
going on in various Departments should not be processed fur-
ther and action therein be stayed till the instructions are issu-
ed as referred o above. This would avold any over-lapping
and would ensure uniformity in the matter.

Copy of Panjab Governmeng Cireular letter No. 2253-SII
(3)-72, dated the 24th April, 1972, from the Chief Sec-
refary to Government, Punjab, to all Heads of Depart-
ments, ete,, ete.

Subject : Questions of initiating fresh proceedings of enquiry
on which the Government employee is acquitted
by the competent authority in the first instance.

I am directed to address you on the subject noted abave
and to say that in a case which came up before the Punjab
and Haryana High Court, in the form of Letter Patent Appeal
(No. 209 of 1971) it was observed that the Government em-
ployee concerned had been acquitted on certain charges after
due process of enquiry by a competent authority while some
punishment was awarded to him on other charges. Against
the later charges, a writ petition was filed in the High Court
and the proceedings initiateq against the employee were set
aside with the following observations:—

“This will, however, not mean that it debars the Gov-
ernment from instifuting a fresh enquiry and it
would Be necessarly in the present case to do so
becauge there are serioug charges of carruption
against the a}{gflﬂnt. It is also in the interest of
the appellant that he clears himself of these charges
in a proper enquiry,”




640

2. Unwittingly the above ohservations were stretched
to start a denove examination of those charges also on which
the employee concerned had been acquitted after due process
of law, in the first instance,

3. It is an acknowledged principle of law that no person
can be punished or put in peril twice for the same matter.
The dropping of certain charges against a public servant mean-
ing exoneration therefrom, is an act of quasi-judicial nature
and is not liable to be varied at the will of the authority un-
less the relevant statute or the Rule empowered the authority
coneerned to make a review. Accordingly I am directed to
reiterate for your guidance that no denovo proceedings can
be initiated with respect to those charges against the Govern-
ment employee on which he stands already exonerated by
the competent authority after due consideration of the matter.

Copy of Punjab Governmeny Circular letter
No. 1173-SII(3)-72, dated the 25th April, 1972, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments ete., ete.

Subject : Rednstatement of suspended Government em-

ployees—Question of regularisation of the period
of suspension.

I am directed to address you on the subject noted above
and to say that though suspension is not included in the list
of penalties enumerated in Rule 5 of the Punjab Civil Services
(Punishment and Appeal) Rules, 1970, vet it can be resorted
to as a prelude to disciplinary proceedings against the default-
ing Government employee. It is, however, necessary that
there should be full justification warranting suspension or any
other disciplinary measure against the employee concerned.
On the finalization of the disciplinary proceedings, when a
Government employee is re instated either on his exoneration
of the charges or after inflicting a punishment on him, the

c?‘a.;petent authority has to consider and make a specific
order:—

(a) regarding the pay and allowances to be paid to the
Government servant for the period of his absenee
from duty, or for the period of suspension ending

with the date of his refivement on superannuation,
as the case may be,
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(b) Whether or not the said period shall be treated as
a period spent on duty.

2. In this connection the Punjab and Haryana High
Court has made certain observations on the legal procedure
to be observed while regularising the period of suspension of
a Government employee which are quoted below:—

“Qubrule (2) of rule 7.3 (of Punjab Civil Services
Rules, Volume 1, Part 1), specifically provides that
in the case of suspension, full pay and allowances
to which the Government servant, would have
been entitled, if he had not been suspended are to
be allowed to him if the authority mentioned in
sub-rule (1) is of the opinion that his suspension
was wholly unjustified. From this language it is
clear that the competent authority had to come to
a conclusion that the suspension of the Government
servant was not wholly unjustified in order to
clothe it with the jurisdiction of passing an order
for not allowing the Government servant concern-
ed full pay and allowances to which he would have
have been entitled had he not been suspended. On
such determination alse depends whether the
period of suspension is to be counted as period
spent on duty or not. The competent authority
has. thersfore, to apply its judicial mind to deter-
mine whether the suspension of the Government
servant concerned was wholly justified or not and
that determination has to be made in a quasi-
judicial manner after giving notice to the Govern-
ment servant concerned and affording him an op-
portunity of hearing.”

3. T am, therefore, to request that the following two
essential requirements of procedure which emerge from the
above Ruling should invariably be kept in view while dealing
with such cases:—

(a) application of judicial mind (as quasi-judicial
authority) to determine whether suspension of a
Government servant was wholly justified er not;
and

(h) while changing the nature of the ordgr once passed,
to the disadvantage of the employee concerned, he
should be given an opportunity of hearing.



642

Copy of Punjab Government Cireular letter No. 148%-
spmsnmman'. dated the 25th April, 1972, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments ete., ete

Subject : Provision of promotional avenues for Class IV

employees educationally qualified for Class I
posts,

I am directed to address you on the subject noted
above and to say that according to the existing policy the
Class IV emplovees, workin in various Punjab Govern-
ment Offices, who hold the ﬁ!llatricu]atinn or such other
qualifieations as are prescribed for direct recruitment to
Class I1I posts, have no independent source of appoint-
ment to these pests and they are considered only for tem-
porary appointment on ad hoe basis for shott intervals till
the candidates seleeted on regular basis by the Subordinate
Services Selection Board or any alternative Selection
Authority, for Class 117 Posts, join.  Obviously this avenye
of promotion is not adequate and does not  satisfy the
genuine aspirations of such Class [V employes, who have
shown initiative, and deligenee in improving their quali-

fications with a view to bettering their chances for future
promotion.

2. After detailed consideration of the matter, Govern-
men; have decided to intraduce the following measures, on
experimental basis, to be fallowed in due course by a suit-
f‘i?’ e statulory provision, for promotional avenues of Class

employees, educationally qualified and otherwise suit-
able, for Class I11 postg :—

(1) For temporary reeruitment on ad hee basis,
which is made in anticipation of regular selee-
tion against Class 111 clerical posts ie., Clerks
ete, (through the Departmentg) Committees or
S5.5.5, Board) Class IV employees shall be eligi-
ble for consideration after getting no objection




643
of service rendered by them in Class IV Serviee.

(i) The appuinting authorities shall have the disere-
tion to prefer their Class TV emplovees, subject
to their suitability. to the other candidates, re-
commended by employment Exchanges ag a
measure of temporary arrangement of the nature
referred to above.

(ili) The 5.5.S. Board or in its absence that recruit-
ing agency as may be prescribed by the Govern-
ment for filling common categories of posts viz.
Clerks etc. shall pool 10 per cent of the require-
ment of vacancies oceurring in a particular year
in various offices in the State for holding an
Examination specifically confined to such Class
IV employees, who fulfil the requirements of
minimum qualifications preseribed for wvarious
services and who are borne on resular establish-
ment in the offices concerned. The selection
list prepared after condueting this examination
will be utilised for the promotion of Class IV
employees in such offices in which theyv appro-
priately fit in (for example in Secretariai only
First Class Matriculates or Graduates from the
Select List shall be recommended because the
Secretariat Rules vreseribed these minimum
qualifications). Unflled vacancies would not
be carried over {o the next year.

(iv) The maximum age for appearing in this exami-
nation would be 40 years (45 vears for SC/ST
and BC employees).

(v) Atleast three vears of service would be essential
for making a Class TV emplovee eligible to take
the Examination.

3 At the moment when 5.8.8. Board is not function-
fng and there is no regular centralised agency for recruit-
ment to the common categories of posts. the Department.
goart from making ad hoe appointment in terms of item
(i) mentioned in para 2 above may make regular appaint-
ment of eligible and suitable Class IV emplovees asainst
Class TIT posts through their respective Departmental Selec-
tion Committees within the ambit of the above scheme so
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that there is no stalemate in the implementation of the
scheme. As far as practicable the Departments should
provide an epportunity of making application for regular
appointment to Class IV employees working in other De-
partments as well, because the intention is not to restrict
the state-wide feature of the scheme to a particular Depart-
ment. This would enable the Class IV employees working
in A or B Class Departments/offices as the case may be, to
avail themselves of the opportunity of appeintment against
Class II1 posts according to the standard of qualifications
possessed by them.

The receipt of this letter may please be acknowledged.
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Copy of Circular letter No. 3223-SI1(3)-72/12800, dated
the 26th/31st May, 1972, from the Chief Secretary to
Government, Punjab to all Heads of Depariments, ete.
ete,

Subject : Maintenance of up to date policy mstructions of
Government on different subjecis so as to facili-
tale correct implementation thereof

I am directed to address vou an the subject noted above
and to say that for proper appreciation of the Government
policy and due implementation of the instructions issued
in connection therewith, it is very essential for all the
Departments and the employees concerned  wilh various
subjects to keep themselves abreast of the instructions of
Government, tge relevant rules ang regulations issued/
notified by Government from time to time. But it has
been noticed that proper care is not taken to maintain the
instruetions so as to be readily available as and when they
are needed to deal with the cases pertajning thereto. Con-
sequently the policy instructions, howsdever laudable the
purpose thereof may be. are lost sight of, just after a lapse
of short period from the date of the issye. and gradually
the important policy instruetions shp out of ‘the memory,
which results not only in wrong processing of the cases but
unnecessury tossing thereof, leaving apart the erroneous
decisions, which this slipshod method ultimately results
into. This is a serious matter to which all the employees
concerned are required to bay attention $o that delays are
avoided in dealing with the cases and there is no difficulty
in taking correct decision according to the policy of the
Government already well defined.

2. It has also been noticed that as soomn as any fresh
Instructions are issued on a subject, innumerable demands
for the supply of copies of previpus instructions are re-
celved, which could very wel] be dvoided, had the instuc-
tions been properly maintained. Still unfortunate posi-
tion is that when these copies are supplied, the poliey
instructions are again allowed fo go into oblivion.  This
is another tendency which needs 1o be checked.

4. In the above circumstances, I am directed to re-
quest you to pay special attention o the matter and en-
dure that :—

(2) The policy instructions issued by Government

2.

from time to time are maintained by the
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officials concerned with the said subject in 4n
up to date form and they are properly relerred
to at the time of considering any case connecled
therewith.  Any lapse on this account should
be seriously wviewed.

(b) The instructions issued by Government from
time to time got noted from all concerned and
properly maintained,

(¢) The tendency of usurping copies of the instruc-
tions originally issued as a personal property
should be discouraged so that unnecessary
placememt of requisitions thereof every time
when the need arises or when new policy instrue-
tions are issued on the subiject, is avoided.

4. The receipt of this communication may be
acknowledged.

Copy of Punjab Government Circular letter No. 2179-SII
(3)-72. dated the 9th June 1972, from the Chief
Secretary to Government, Punjab to all Heads of
Departments, ete, efe.

Mubjeet : Regularisation of the perind of suspension of the
employees suspended in conneetion with the
strike on 12th, 13th and 14th January, 1971.

I am directed to invite your attention to Punjab
Government Circular letter No, 1437-S11(3)-72, dated 1he
9th March, 1972, —vide which it has been elarified tha; the
absence from duty on account of strike for 3 days from
12th (o 14th January, 1971 may be treated leave of the
kind due at the time. The said letter does not directly
refer to the cases of employees suspended in  connection
with the strike.  Since the order of suspension in  such
cases might have preceded the actual dates of strike and
orders of reinstatement might have been passed after the
14th of January, 1971 according to the circumstances in
each case, the period of suspension in such cases mav.
therefore, vary from one case to another, Obviously
under the rules, the competent authority ordered sus-
pension after being convicted of its justification and re-
instated the employees concerned when the threat of
strike or ohjectionable activities eceased. Thus, even
though the suspension being justified, the reinstatement
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followed the policy of good will adopled by Government,
For this very reason, no formal punishment specified in
the Punjab Civil Services (Punishment and Appeal)
Rules might have been awarded by the competent
authority, but they cannot in all propriety be treated
better than those Government employees, who simply
went on strike and in whose case suspension was not con-
sidered necessary. At the same time it js not intended
that the general policy instructions of the Government
issued —vide Circular letter, dated the 8th March, 1972 for
treating three days period of strike as leave of the kind
due should in any case become an obstruction in treating
the rest of the period of suspension as on dutv.

In the above circumstances 1 am directed to clarify
;gﬁ policy of the Government in such cases precisely as
OWS I—

(i) The justification of suspension and subsequent
reinstatement fell entirely within the competen-
ce of the punishing authority concerned ;

(ii) The period of three days for strike i.e., 12th to
14th January, 1971 should in all cases be treated
as leave of the kind due according to the uni-
form policy of Government :

(iii) the period of nsion other than the three
days of strike referred to above whether pre-
ceeding or subsequent thereto may be treated
as duty.

In order to mitigate any hardship to the employees
concerned, Government desire that the cases of suspension
of the nature referred to above should be regularised
immediately in terms of Government's policy as clarified
in the preceding paragraph. The cases of Government
employees against whom some charges were levelled or
who were accused of violence or damaging Government
property will, however, be decided on merits.

=g —
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Copy of Punjab Government Circular letter No. 3973-Sii
(3)-72/16816, dated 1ihe 18th July, 1972, from
the Chief Secretary to Government, Punjab to all
Heads of Departments ete., ele,

Subject : Need for issuing speaking orders in matters
affecting rights of the parties concerned or Go-
vernment servants as the case may be,

I am directed to address you on the subject noted
above and to say thai it has been noticed that reasons/
grounds on which orders are issued in matters which
aiTect the rights of certain parties or Government em-
ployees, as the case may be, are not generally indicated in
the orders. Such orders are some times questioned
through proceedings in law courts and, in some cases, set
aside on the ground of being non-speaking orders. This
leads to avoidable complications and also hampers quicker
disposal of cases. Apart from this principles of natural
justice also require that such orders should contain
reasons.

2. This matter came up before the High Courts'
Arrears Committee, 1972 and the committee observed as
follows : —

“The Committee has expressed its ‘strong’ view
that Tribunals and Heads of Departments exer-
cising quasi-judicial functions should make
‘'speaking orders’ i.e., that they should indicate in
their orders the grounds on which the orders
are made. Presumably, it considers that if
speaking orders are made, it might facilitate
quicker disposal of cases. The need for making
speaking orders in matters affecting rights of
parties has been repeatedly pointed out by the
Supreme Court and the High Courts in a num-
ber of cases. In fact it is now being regarded
as a principle of natural justice that such orders
should contain reasons. The Government are
fequested to take note of these observations.

3. Keeping in view the dbove observations, T am
directed to request you that in order to avoid unnecessary
expense on litigation in such cases and to facilitate quick-
er disposal of cases. it may kindly be ensured that where
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orders affecting rights of the parties concerned (including
Government employees) are issued, reasons thereof are
indicated invariably so as to give them the form of speak-
ing orders.

4 The receipt of this letter may kindly be acknow-
ledged.

Copy of Punjab Government Cireular letter No. 123
(GOI)-SII(3)-72/18828. dated the 28th J uly, 1972, from
the Chief Seecretary to Government, Punjab, to all
Heads of Departments ete. et

Subject : Measures to meet the problem of unemploy-
ment—Counting of ad hoc service for purpose
afas Iil;ppEr age limit for reeruitment on regular

T am directed fo invite your atlention to Punijab
Government circular letter No. S10-5GS-T1-66 /4597, dated
8th March, 1966 —wide which a decision was communicat-
ed that the ad hoc appointees should not be eligible for
any concession in the upper age limit for entry into
Government service on account of the ad hoe service
rendered by them when they apply for regular recruit-
ment to the Public Service Commission or Subordinate
Services Selection Board. The matter has been consider-
ed in the changed circumstances and keeping in view the
situation of unemployment in the State and Governrent
of India’s poliey it has now been decided in modification
of the instructions referred to above that :—

(2) If in the Recruitment Rules for a post filled by
direct recruitment, there is a provision for re-
laxation of the prescribed age limits in favour
of Government servants. and the person hold-
ing that post on an ad hoc basis in one of the
applicants for that post, when advertised by
the Puniab Public Serviee Commission, Subor-
dinate Services Selection Board op any other
Recruiting /Selecting Agencv. he is also entitled
to age relaxation. like other Government ser-
vants, who apply for that pest : and

(b) A person who is appointed on an ad hoe basis
and who is later retrenched after having ren-
dered continuous service for a veriod of not less
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than six months under the Punjab Government
is entitled to an age concession 1o the extent the
period of his service rendered under the Punjab
Government plug three years, for appointments
made otherwise than on the basis of open com-
petitive tests held by Punjab Public Service
Commission, Subordinate Services Selection
Board or any other Recruiting/Selecting
Agency.

Copy of Punjab Government Circular ietter No. 3746-
SII(2)-72/18760, dated the 8th August, 1972, from
the Chief Secretary to Government. Punjab, to all
Heads of Departments ete.. e'c.

Subject : Grant of Honeravium to the Inquiry Officers
appointed to conduct departmental enquiries
against Government servants.

1 am directed to address vou on the subject noted
above and to say that although it is always desirable to
avail of the services of the Inquiry Officers of the Vigilan-
ce Department in the matter of conducting departmental
inquiries against Govenment employees as laid down in
the instructions issued —vide Vigilance Department letter
No. 10598-V(12)-69/4032, dated the 31st December, 1969
vet there may be cases where the departmental enquiries
have tn be entrusted to other officers either within or out-
side the Department to which the Government employee
belongs. The question of granting honorarium to the
Inquiry Officers other than those posted in the Vigilance
Department has been under consideration of the Govern-
ment for sometime past. Fven in their case too, a distine-
tion can be made between the enquiries conducted by
officers in respect of the Govenment employees woking in
their own Departments and those working in other Depart-
ments. Whereas in the case of the former category. it
can reasonably be assumed that condueting of depart-
mental enquiries falls in the normal line of work and
duties of such officers. but in the case of the latter category.
this assumption may not be wholly correct. Apart from
this. some enquiries may be of a routine nature consistine
of the examination of one or two charges of alleged irve-
gularities or indiscipline, in others the number of charges
mav be large and the nature of some of them may be highly
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complicated, involving sifting of complicated data. The
conduct of latter type of enquiries does involve expense of
lot of extra time, energy and effort on the part of the In-
quiry Officer and all this makes such enquiries a job of
arduous nature.

2. Asg provided in Rules 555 of the Punjab Civil
Services Rules, Volume I, Part I, an honorarium ean be
sanctioned as remuneration for work perfermed by Govern-
ment employee, which is occasional or intermittent in
character and either so laborious or of such a special merit
as to justify reward. It is felt that an Inquiry Officer,
who is appointed to conduet a departmental enquiry, which
does not fall in the normal line of his functions, performs
a special duty on behalf of the punishing authority and
this work is covered by these provisions of the said rule.
It has, therefore, been decided in consultation with Finance
Department that the officers appointed as Inquiry Officers
for condueting those enguiries outside their own depart-
ments may be sanctioned honorarium by the competent
authority upto the maximum limit of Rs. 500 keeping in
view the amount of labour spent and other relevant aspects
involved in a particular case.

~ Endst. No. 3746-SI1(2)-72/18761, dated the Chandigarh
' the 8th August, 1872

A copy is forwarded Lo Aceountant General, Punjab.
Simla, for information.

2. F.D. have concurred —vide their 7.0 No. 3812-
4FR-T72. dated the 30th May, 1972

Copy of Punjab Government Circular letter No. 4637-
SII(3)-72/19939, dated the 10th August, 1972, from
the Chief Secretary to Government. Puniab, to all
Heads of Departments etc.. etc

Subject : Raising of upper age limit for recruitment to the
various services under the Punjab Governmment.

1 am directed to address you on the subject noted
above and to say that at present the general upper age-

i R e
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limit for recruitment to various services under the Punjab
Government is 25 years. In this connection Rule 3.6 of
Punjab Civil Services Rules, Volume 1. Part I, is as
under :—

"3.6. A person whose age exceeds 25 years may not
ordinarily be admitted into pensionable service
under Government.”

The provision of the above rule is however subject to
the relevant service rules wherein even higher upper age
limit is preseribed on special grounds,

2. The question of enhancing the upper age limit has
been considered by Government keeping in view the in-
creasing unemployment, the general aptitude to acquire
higher qualifications (e.g. post graduate) and the enhance-
ment of upper age limit by the Government of India in
respect of their services. Aeccordingly it has been decided
that the existing upper age limit for enfry into State
Government service, notwithstanding the different pro-
vision if any in the respective service rules. may be raised
to 27 years in the case of all non-technical serviees and
30 years in the case of technical services subieet to the
following conditions —

(a) The relaxation of 5 vears in the upper age limit
for recruitment in respect of Scheduled Castes/
Scheduled Tribes and Backward Classes will
continue as heretofore. In  other words the
candidates of these classes mav be reernited
upto the age of 32 vears (27+5) in non-techni-
cal Services and 35 vears in technical services.

(b) If for recruitment in any service, a_competitive
examination is prescribed and for appearing in
such examination certain number of chances
have been fixed, then they will continue as such.

3. In order to ensure thay Lhe above decision is
appropriately acted upon so as to make available the
apportunity of employment within the admissible range
to all concerned. suitable stens including amendment to
Rules may be taken as are considered necessary according
to the circumstances/conditions pertaining to each service
under your control.

4. The reccipt of this letter may kindly be acknow-
ledged.
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Copy of Punjab Government Circular letter No. 5416-
2SII-72/20290, dated the 16th Aungust, 1992, from
the Chief Secretary to Government. Punjab, to all
Heads of Departments ete., ete.

Subject : Grant of special casual leave to Government
servants under Family Planning Scheme.

In continuation of Punjab Government eircular letter
No, 4087-451-67/32084, dated the oth/7th October, 1967, 1
am directed to say that the question whether a male Go-
vernment servant whose wife undergoes a non-puerperal
Tubectomy Operation should be granted any special casual
leave for looking after his wife, has been engaging the
attention of Punjab Government for some time. It has
now been decided that a regular Punjab Government em-
ployee, whose wife undergoes such an opeération, may be

anted special casual leave upto seven days to look after

is wife. This will, however, be subjeet to the condition
that the concerned male employee produces a certificate
from the doector, who performs the operation, to the effect
that the presence of the Government employee is essen-
tial for the period of leave to look afer his wile during her
convalescence after operation.

2. This issues with the concurrence of Finanee
Department,—vide their U.0. No. 4457-4FR-72, dated the
1st August, 1972,

Copy of letter No. 4205-SI1(3)-72/21093. dated the 21st
August, 1972, from the Chief Secretary to Government,

Punjab, to all Heads of Departments, Commissioners of
Divisions etc,, efe.

Subjeet : Ex gratia grants and other facilities for families
of Government employees, who dic while in
servi uestion of waiving off the recovery of
house building advance.

I am directed to invite your attention to the instrue-
tions contained in Punjab Government circular  letter
No. 3906-SI1(3)-71 /17723, dated the 9th July, 1971, —vide
which certain concessions regarding ad hoe ex gratia
grant, medical aid and accommodation and free education-

facilities were allowed to the widows/dependents of
the deceased Government employees. In addition to
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these facilities, Government have considered the question
of extending the eoncession of waiving off the recovery of
some of the loans outstanding against the deceased Govern-
ment employee concerned and keeping in view the extreme
hardship in which the sudden demise of the employee con-
cerned places his family, it has been decided that (—

(i) Where 2 Government employee dies while in
service and without repaying the loan obtained
by him or any part of it for construction/pur-
chase/repair of house and/or interest accrued
thereon, such loan, or part thereof which remains
unpaid, and the interest unpaid, may be adjusted
towards the death-cum-retirement gratuity ad-
mizssible. If the amount due i greater than
the death-cum-retitement gratuity, the differen-
ce between the two may be written off,

(ii) Powers to write off house building loans would
vest in the Administrative Secretary concerned
in consultation with the Finance Department.

(iii) Recovery of loang obtained by employees for
higher education of their children may be post-
poned till the child for whom the loan is obtain-
ed starts earning. No interest shall be charged
on the loan for the period of postponement.

(iv) These concessions shall take effeet from 1st
November, 1970,

2 The concurrence of the Finance Department has
been obtained —wvide their U.O. No. 4753-FD—Loans-3(4)-
72, dated the 12th July, 1872

Copy of Circular letter No_ 3747-SII(3)-12 / dated the 27th
September, 1972, from the Chief Secretary to Govern-
ment, Punjab, to the Heads of Departments, Commis-
sioners of Divisions ete., ete.

Subject : Ex gratia grant and other facilities for families
' aof Government emplovees. who die while in
service.

1 am directed to refer to Punjab Government Circular
letter No, 3906-SI1(3)-71/17723. dated the 9th July, 1971 on
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the subject noted above,—vide which it wis inter-alia pro-
vided that in case where the deceased Government em-
ployee was in possession of Governmeng accommodation,
his family will be allowed to retain the accormmodation for
one year after his death, the rate of rent being the same as
was applicable to him at the time of his death and in other
cases, the house rent allowance admissible 1o the deceased
employee would continue to be given to the family for
one year after his/her death. In this connection a ques-
tion has arisen whether this House Rent Allowance
for one year would be admissible even in case in which
the Governmeni employee concerned was on leave exceed-
ing 4 months (may be half pay leave, or extraordinary
leave) at the time of his death and was not in receipt of
any house rent allowance. The matter has been consider-
ed and it has been decided that since the concession of
the grant of house rent allowance for a period of one
year in the type of the cases referred to above, is of an
extraordinary nature, it should not be subject to the normal
?rnvisinns of Punjab Civil Services Rules, Volume I, Part
. Accordingly it has been decided that members of the
bereaved family should be granted the benefiy of house
rent allowance on the basis of his emoluments which the
Government employee would have received but for his
proceeding on leave.

Copy of Punjab Government Cireular letter No. 4213-
SII(3)-72/26696, dated the 9th Oectober, 1992, from
the Chief Secretary to Government, Punjab, to all
Heads of Departments efe., ete.

Sobject : Grant of special casual leave to ex-servicemen
in civil posts, who stay in hospital for replace-
ment/treatment of their artificial limbs;

I am directed (o say that disabled ex-servicemen, who
have been provided with artificial limbs as a resul{ of
injuries sustained in operations and re-employed in civil
capacity and who have to report to Artificial Limbs Centre
and siay in-hospital as and when their artificial limbs ro-
guire replacement/treatment, do not get any speecial
casual leave for such purposes. When no leave is due to
their credit, they have to be granted leave without pay
and allowances resulting in financial hardship to them.
The matter has been considered by the Government and
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it has been decided that special casual leave for a maximum
period of 15 days admissible to ex-servicemen for appear-
ing before the Medical Re-Survey Board for reassessment
of their disability under the Government instructions
issued,—vide letter No. 10147-SI1(2)-69/586, dated the 8th
February, 1970 will also be applicable to the categories of
ex-servicemen mentioned above, in a calendar year, who
go to hospital in connection with the replacement/treat-
ment of their artificial limbs.

Copy of Circular letter No. 5746-SI1(3)-72, dated the 16th
October, 1972, from the Chief Seeretary to Government,
Punjab, to all Heads of Departments, Commissioners of
Divisions ete., efe.

Subject : Supplies of copies of documents to the delin-
quent officials in departmental enquiries.

I am directed to invite your attention to the mnote
below sub-item (ii) of rule 8(11) of the Punjab Civil
Services (Punishment and Appeal) Rules, 1970, wherein
it is laid down that if the Government employes applies
orally or in writing for the supply of copies of the state-
ments of witnesses mentioned in the list referred to in
sub-rule (3) the inquiring authority shall furnish® him
with such copies as early as possible and in any case not
later than three days before the commencement of the
examination of the witnesses on behalf of the punishing
authority.

2. In the recent judgment of the Punjab and
Haryana High Court in Civil LPA 209 of 1971 read with
the judgment in Civil Regular second appeal No. 1374, of
1960 in the case of Shri Parkash Nath vs. the State of
Punjab, it has been inter-alia observed —

“If in a preliminary enquiry to ascertain whether
action should be taken againsy the delinquent
or not stalements of witnesses are recorded and
thereafter an enquiry is initiated, the delin-
quent is entitled to the copies of the previous
statements of those witnesses.”

In this connection it is observed/clarified that the
deliquent Government employee need not be given access




659

to the statements of all the witnesses examined during the
preliminary enquiry or investigation but{ access should be
given to the statements of only those witnesses on which
reliance is proposed to be made by the punishing authority.
By observing this rule which is based on the rules of
natural justice, copies of the statement made by witnesses
prior to the regular enquiry should be furnished to the
delinquent Government employee at least three days before
the commencement of the examination uf witnesses on
behalf of the punishing authority, If for any reason it
is impossible to furnish him with the copies, he should
be allowed to make out the copies for himself. These
instructions may please be kept in view while observing
the procedure/requirements of rule 8(11) of the Punjab
Civil Servives (Punishment and Appeal) Rules, 1970
referred to above.
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Copy of letter No. 7026-SII(3)-72/3104, dated the 29th
January, 1973, from the Chief Secretary to Government,
Punjab, Chandigarh, addressed to all Heads of Depart-
ments etc., ele.

Subject : Grant of pensions to retiring Government
servants and application of rule 64 of the
Punjab Civil Services Rules, Volume II—
observance of procedure and criteria therefor—
requirement of giving reasonable opportunity
to show cause against the proposed cut in
pension.

I am directed to invile your attention to Punjab
Government circular letter No. 277-1GS-61/8679. dated
16th/17th March, 1961, in which the need to ensure fair
and objeclive consideration of the cases of cut in pension
was inter-alia stressed.

2. ‘Under rules the jurisdiction and authority /com-
petence lo issue an order for applying a cut in pension
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in the case of a retiring Governmen! eniployee vests with
pension sanctioning authority which is invariably the
appointing authorily. As such, it is legally desirable
that such an authority should apply its mind objectively
before imposing a cut on the pension or gratuity or both,
in the case of a Government employee in the prescribed
manner. In such cases the following ratio decidendi in
the Supreme Court’s judgment in the case of the State
of Punjab versus K. R. Erry-1972-SLR-836 is required to
be kept in view —

“Held right of a Government servanl to receive
pension is property under Article 31(I) of the
Constitution of India and by a mere executive
arder, the State did not have the power to with-
hold the same, The e¢laim to pension was
property under Article 19(I) of the Constitu-
tion of India and was not saved hy sub-Artiele 5
of Article 18 of the Constitution. Though the
State Government may have had some material
before it for imposing a penalty by way of a
cut in the pension, it had failed lo give a
reasonahle opportunity to the officers concerned
to put forward their defence or fact in extenua-
tion before the cut was imposed. Where the
officers were deprived of a part of their pro-
perty by applying a cut to the pension, it was
quite essential in all fairness and elementary
justice that they should have bern given
reasonable opportunity to show cause agamnst
the proposed action™

3. Keeping in view the above important legal pro-
notncement, 1 am directed to request yvou that a reason-
able opportunity should invariably be afforded to the
Government employee concerned in whose case cut in
pension /gratuity is proposed to be imposed, to show cuuse
against the proposed action.

4. The above instructions may be brought to the
notice of all concerned for careful compliance and the
receipt of this letter be acknowledged.

5. In regard to past vases, instructions will be issued
separately after sorting out legal implications,
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Copy of lebter No. 279-SII(3)-73/3046, dated the 29th
January, 1973, from the Chief Seeretary to Govern-
ment, Punjab, to all Heads of Depariments ete., ete. -

Subject :—Regularisation of the appointments of the. em-
ployees recruited on ad hoc basis.

I am directed to address you on the subject noted
above and to say that a large number of employees had
to be appointed on adhoc basis against posts mot falling
within the purview of the Public Service Commission, in
anticipation of the regular selection of candidates through
the Departmental Selection Committees or the Subordi-
nate Services Selection Board, as the case may be. Such
employees have been continuing in service on adhoc basis
for a considerable period. Government have decided
that measures as noted below, be adopted to reqularise the
appointments of such employees -

(1) The cases of all the adhoe employees of the
category referred to above who completed a
minimum of one year’s service op the lst
January, 1973 will be screened by the Depart-
mental Selection Committees of the respective
Departments who will' condone notional break/
breaks in service of such employees.

Those employees whose services have been termi-
nated between the period from 1st January,
1973 to the issue of these instructions, but who
had completed a minimum of one year's
service on Ist January, 1973, should also be.
considered for regularisation if they have not

been already selected for regular appointments
against some other posts.

(2) The appointments of the adhoe employees
whose work and . conduct is found satisfactory
will be regularised if they gatisfy the follow-
ing conditions : —

(2) They fulfil academic qualifications including
cxperience prescribed for the job /post
agamst which they were appointed an
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adhoe basis including the condition of age
at the time of their first appointment as
such.

(b) Their names had been recommended for
such appointment by the Employment
Exchanges or their applications had been
received in response to the advertisement
made for filling of such  posts, or their
appointments were made on compassion-
ate grounds in specific cases on account of
their being dependents of deceased
Government employees.

(3) While calculating the period of service in terms
of item (1) above, the following types of breaks
in service rendered on adhoc basis may be
ignored :—

(i) Where the break was of notional nature falling
between adhoc appointments in same cale-
gory of posts in the same Depariment.

(ii) Where the break was on account of some
administrative conditions, such as, the
summer vacations during which the service
of teachers are terminated so as to avoid
the liability of payment for the said
period.

In other words the breaks in adhoc service would
not be ignored in cases where:—

(i) the employee concerned left service of his
own volition either to join some other
department or for some other reasons; or

(ii) the adhoc appointment was against a post/
vacancy for which no regular recruitment
was intended/required to be made, eg,
Jeave arrangements or filling of other short
term wvacancies.

9 The seniority of the adhoc employees whose ap-
pointments are regularised in terms of the above policy
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shall be determined in the follc:—w:ing manner :—

(a) After approval by the Departmental Com-
mittee, the , regularisation of their oppoint-
ments shall date back to 1st January, 1973
from which date their seniority shall be
determined vis-g-vis eandidates appointed on
regular basis affer selection through the pres-
cribed agencies.

(b) The service rendered on ad hoc basis shall not
be taken into account for purposes of seniority
except to-determine inter-se seniority among
the ad hoc employees themselves whose services
are regularised withieffect from 1st January,
1973.

3. If any point of doubt arises to deal with a parti-
cular case tiot covered by the above instruétions, the
matter should be referred to the Services Department for
clarifieation with full facts of the case and with clear re-
commendations of the Administrative Secretary
comeerngd.

4. In order to,alleviate any further hardship to the
ad hoe employees, the process of regularisation of their
appointments be completed within a month under inti-
mation to the Services Department.

5. Receipt of this' letter may be acknowledged.
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DEPARTMENT/OFFICE
N Dated =
Shri/Shrimati _has
worked as a __in this

(designation)

department;Office from to
His/Her seryices  were lerminated on account
of L and at the time of discharge he/she
was drawing pay Rs. ___p.m, in the scale of

Rs.

His/Her work and conduet was
Signature
(Designation of Officer and Official’s stamp)

Copy of Punjab Governmeni Cireular letter No, 495-
SII(3)-73, dated the 13th February, 1973, from
the Chief BSecretary (o Government, Punjab, to all
Heads of Depariments ete., efc.

Subject: Speedy disposal of cases of Government
servants under suspension—Number of Govern-
ment employees under suspension—Collection
of data.

1 am directed to invite a reference (o paragraph
2(e)(II)(iil) of Punjab Government instructions, con-
tained in Circular letter No. 3624-GS-61/14507, dated the
2lst April, 1961, which inter alia provides that to avoid
unnecessary harassment of Government employees, the
whole process of investigation and inquiry against such
an E_mpl-:}_‘;ree should be completed within § months (ex-
clu.dmg any period during which proceedings are stopped
owing to a reference to a Court of Law. Paragraph 2(1)
of these instructions further provides that the charge or
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charges should be handed over to the Government em-
ployee within 15 days from the date of taking the decision
to start formal proceedings. It has, however, been ob-
served that in a number of cases charge-sheet is not
served on the suspended employee for a pretty long time,
with the result that either the employee manages to get out
of the enquiry or starts putting pressure on the Govern-
ment to stop it. Even otherwise, it is not conducive to keep
a Government employee under suspension without speci-
fically telling him the allegations on account of which he
has been suspended. I am, therefore, to emphasize again
that the time schedule fixed in the instructions referred
to above should be followed strictly and the whole pro-
cess of investigation and inquiry completed within the
prescribed period.

2. 1 am also to request you to intimate with reasons
the number of such Government employees as are under
suspension and have not been served with charge-sheets
for a period of three months or more. This information
in the enclosed proforma, should be sent through the
Administrative Secretary concerned so as to reach the
Serviees Department by the 20th February, 1973.

LIST OF GOVERNMENT EMPLOYEES AS ARE
UNDER SUSPENSION AND HAVE NOT BEEN
SERVED WITH CHARGE SHEETS FOR A
PERIOD OF THREE MONTHS OR MORE

——————Department

St. MName and Imputation Date of Reasons for
No. designation of misconduct suspension not serving

of the or mishchaviour the eharge
Government sheet
employee
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Copy of Punjab Government Circular letter No. 29
(GOI)-SIH{3)-73/7752, dated the 28th February, 1973
from the Chief Secretary to Government, Punjab, to all
Heads of Departments ete,, ete. _

Subject: Rehabilitation of Released Indian Armed Forces

Personnel-Grant of concessions—Benefit o be
given only on first appointment,

I am directed to address you on the subject noted
above and to say that in connection with the gram of
benefits of military sarvice within the framework of
relevant statutory rules and instructions issued by
Government from time to time, a question hag arisen
whether the benefit of military service, viz., seniority and
pay, etc, should be admissible on the first apointment of
the Released Army Personnel concerned in al eivil post
or even on subsequent appointments, Thig question has
been considered by Government in consultation with the
Government of India and it has been decided that the
concessions/benefits  admissible to ex-servicemen /or
Released Army Personnel in respect of their past service
in the Armed Forces are to be restricted only to their
first civil appointment after their release from the Army
and not for further appointments, This decision is based
on the principle that only against first appointment on
regular basis after release from the army that a person
can be considered a candidate in his capacity as released
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Army personnel and Ex-Servicemen as the case may be,
but as soon as he joins first appointment he ceases to be
so and cannol be freated as such for his subsequent
appointment. For later appointments his entity in rela-
tion to the previous appointment only is to be kept in
view.

2. I am further directed to request you that the
above decision may be kept in view at the time of ex-
tending concessions/benefits of the military service to the
Released Indian Armed Forces Personnel/Ex-Servicemen
absorbed in State Government Service.

Copy of Punjab Government  Cirenlar letter
(0. 1469-SII(IN)-73/7690. dated the T7th March, 1973,
from the Chief Secretary to Government, Punjab. to
all Heads of Departments ele., ete

Subject: Grant of re-employment/extension in service fo
Government employees on or after their
attaining the age of superannuation—Review
of policy in the case of Dociors and Para-
medical staff.

I am directed to invite a reference to the Punjab
Government Circular letter No. T27-SI1(4)-67/4841, dated
the 17th February, 1967, wherein it is stated that ordi-
narily no employee should be offered re-employment be-
yond the date of his superannuation unless it is necessary
on grounds of overriding public interests in which case
a retired Government employee may be re-employed up
to the age of 60 years. This policy was liberalised in the
case of doctors in PCMS IT and PJMS and Paramedical
staff in order to provide medical facilities in rural areas
and to give a fillip to Family Planning Programme and
accordingly it was laid down,—wide Punjab Government
Circular letter No. 5167-SII-4(1)-60/19273, dated the 17th
July, 1969 that in their case extension in service may be
granted upto the age of 60 years and re-employment upilo
the age of 65 years,

2. In the context of the present circumstances and
keeping in view the improvement in the availability of
doctors and paramedical staff, the Government have re-
considered the matter and have come to the conclusion
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that the extraordinary concession of grant of extension/
re-employment in service in their case as a general rule,
should be withdrawn and they should be treated like
other Government employees. The following provisions
are, accordingly, deleted with immediate effect from
the policy circular letters as indicated below :—

(i) Paragraph 4-A(a) and 8-A(a) as inserted —wide
Punjab Government Circular letter, dated the
17th July, 1969.

(ii) The last sentence of these condition No. (iv) in
paragraph No. 3 of the Punjab Government
circular letter, dated the 17th February, 1967,
viz,, “Doctors may also be re-employed upto
the age of 65 years”

Copy of Punjab Government Circular letter
No. 1217-SI1(3)-73/9133, dated the 17th March, 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Depariments ete.. ete.

Subject : —Expeditious finalisation of departmental en-
quiries against Government employees—delay
on account of change of Enquiry Officers—
avoidance thereof.

I am directed to invite your attention to Punjab
Government Circular letter No. T543-51I1(3)-71 /30893,
dated the 26th November, 1971, wherein it was requested
that completion of departmental enquiries should ‘be en-
sured within the prescribed period. It has been. observed
that the enquiry/departmental proceedings in certain
cases including those in which the Government employee
concerned is under suspension, are unduly prolonged
sometimes because of a number of changes of the Enguiry
Officers on account of their transfers, etec., Government
desire that like all other avoidable causes of delay in the
enquiry /disciplinary proceedings, this factor of delay
should also be avoided and as far as possible no change
of Enquiry Officer entrusted with departmental enquiry
against a Government employee should be effected on
grounds of former's (Enquiry Officer) transfer or other
reasons that are not so overwhelming as to come in the
way of the officer completing the enquiry.
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9. These instructions may be brought to the notice
of all concerned.
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Copy of Punjab Government Circular  letter

| No. 1876-2SII-73/10920, dated the 4th April, 1973,

| from the Chief Secretary to Government, Punjab, to
all Heads of Deparimentis, ete., elc.

Subject: Affixing of restricted holidays to regular leave/
gazetted holidays, ete.

I am directed to say that, commencing from the year
1973, Government have introduced the system of allowing
to Government employees two restricted holidays which
can be availed of by them on certain specified festivals.
The festivals/occasions have been enumerated in Note (1)
below the list of gazetted holidays for the year 1973. A
question arose whether a restricted holiday can be affixed
{o earned leave like other holidays. The matter has been
considered by Governmeni and it is clarified that, like
other gazetted holidays, a restricted holiday, when avail-
ed, can also be prefixed/suffixed 1o earned leave or com-
bined with casual leave or a gazcited holiday.
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Copy of Punjab Government Circular letter
No. 2449-SIII-73/11861, dated the 17lh Jﬂ.]zu'ilE 1993,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, etc., ete,

Subject: Grant of Special Casual I.eave to Government
servants for participation in sports events.

In continuation of Punjab Government eircular letter
No. 1461-25111-69/11361, dated the 1st May. 1969, on the
subject noted above, I am directed to say that Punjab
Government have decided that the concession of Special
Casual Leave allowed to Government servants for parti-
cipation in sports events of national and international
character will also be admissible to those Government
servants who participate in such events to act as Umpires/
Refrees /Judges:

Copy of O.M. No. 25/6/73-Ests (A), dated the 9th March,
1973, from the Under Secretary to the Government of
India, Cabinet Seeretariat, Department of Personnel and
Administrative Reforms to all Ministries etc.

Subject: Demonstrations in the vieinity /neighbourhood
of Government Offices.

It has been noticed that when some demonstrations
organised by political parties were held in or passed
through the vicinity of Government offices, the Govern-
ment emplc; ees working in these affices came out to wit-
ness the demonstration. In this process the Government
employees sometimes got mixed up with the demonstra-
tors and it became difficult to sesregate the demonstrators
from the Government employees. In order to avoid such
situations in future, Ministry of Finance. ete., are re-
quested to impress upon the employees working under
them that it is desirable on such occasions that they stay
ingide their offices and keep away from the demonstrators
or the crowd near the place of demonstiration.
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PUNJAB GOVERNMENT

No. 50(GOI)-SI1(3)-73/11516, dated Chandigarh, the 17th
April, 1973.

A copy is forwarded to All Heads of Departments,
Commissioners of Divisions, - Deputy Commissioners,
District and Sessions Judges. Registrar, Punjab and
Haryana High Court and Sub-Divisional Officers (Civil)
in the State for information and similar action.

M. S. SODHI,
Section Officer Services 11,
for Chief Secretary fo Government,
Punjab.

A copy is forwarded to all Financial Commissioners
and Administrative Secretaries to the Government,
Punjab, for information and similar action.

M. §. SODHI,
Section Officer Services Il
for Chief Secretary to Government,
Punjab.
To
All Financial Commissioners and Administrative
Secretaries, U.0. No. 50(GOI)-S11(3)-73, dated Chandi-
garh, the 17th April, 1973.

of Punjab Government Circular  letter
No. 1097-2SI11-73/11863, dated the 17th April, 1973,
from the Chief Secretary to Government, Punjab, fo
all Heads of Departments, ete.. efe.

Subject: Grant of casual leave to Punjab Government
employees.

It has come to the notice of Government that there is
a growing tendency among Government employees to
exhaust whatever casual leave is left in their account,
during the month of December in a calendar year. As a
result, Government work suffers during this period due to
thin attendance in offices. In the public interest, this
practice needs to be discouraged effectively and casual
leave should be allowed during the month of December
as in other months of the year only when its need is
genuine. 1 am, therefore, {o request you that, while
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sanctioning casual leave towards the close of a calendar
year, il should be ensured that it is allowed only to meet
genuine requirements of the Government employees and
not if the intention is to consume the balance casual leave
left in their accounts, I am, further to request that
these instructions may also be brought to the notice of all
employees working under you for guidance and com-
pliance,

Copy of Punjab  Government Circular  letter
No. B0(GOI)-SI1(3)-73/12092, dated the 18th April, 19493,
from the Chief Secrefary to Government, Punjab, to
all Heads of Departments. etc., ete.

Subject: Priority list for various categories of persons
for employment in State Services—Rehabilita-
tion of disabled ex-servicemen and widows/
dependents of the deceased Government em-
ployees and defence Services personnel killed
or disabled severely in action.

I am directed to address you on the subject noted
above and to say that at present there is no uniform
policy for according preferential treatment in the matter
of absorption in State Services of various categories of
persons placed in difficult/unfortunate circumstances such
as surplus employees, disabled ex-servicemen., members
of family of deceased Government employees and Defence
Services personnel killed or severely disabled in action
and physically handicapped persons. Being considerate
to the need for providing relief to such persons and with
a view to expediting the process of rehabilitation of such
families, Government have considered this matter in the
light of the bread policy followed by the Government of
India in this regard and have decided that the following
priority list be adopted for recruitment {o the State
Services of Clasg III and IV ;—

Priority Number Categories of candidates

1. ... Employees declared surplus on
account of abolition of organisa-
tion or some other reason consi-
dered fit by Government inter
alia on account of assessment
made by staff Inspection Units.
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Priority Number Categories of Candidates

2. ... Disabled Ex-Servicemen (not
unfit for civil service).

3. ... A member of the family of the de-
ceased Government employee,
or of a Government employee,
who is retired from service on
medical grounds.

4. ... A member of the family of the
Defence Services Personnel 1 —

(1) killed in actian; or

(ii) who are severely disabled
and totally unfit for re-
employment.

5. ... Physically handicapped persons,

2. While making appointments to State Servites out
of the priority list mentioned above, the following condi-
_.tions shall have ta be observed :—

(i) The basic gualifications and conditions of ex-
perience prescribed for respective posts shall
have to be fulfilled:

(i) The age-limit in the case of widows seeking
employment under item 3 or 4 of the priority
list may be relaxed upto 45 years to cover real
cases of hardships.

3 The suitability of the persons may be adjudged
by the appointing authority and it shall not be necessary
to get the approval of the Subordinate Services Selection
Board or the Departmental Selection Committees, as the
case may be, nor would the registration at the Employ-
ment Exchanges be reguired for making appeointments on
the basis of the above priority list against the posts, the
initial monthly pay of which is Rs 299 or less As
regards those class III posts, the initial monthly basic pay
of which exceeds Rs. 299 and recruitment against which



678

is made through the Punjab Public Service Commission,
the prescribed priority shall be extended by the Punjab
Public Service Commission to the candidates concerned,
other things being equal.

4. While giving effect to the above policy, it has to
be ensured meticulously that the claims of the persons
who want to take benefit under the priority list are
checked carefully and bona fides duly verified as per
annexure.

Kindly acknowledge veceipt of this letter
ANNEXURE

Information to be supplied by the ecandidate seeking employ-
ment under Priority List laid down—vide Punjab Government Cir-
cular letier No. 80(GOI)-ST1(3)-73, dated the 18th April, 1973,

Sr. Catbgory Reguiremenits
No.

1. Surplus employee .. (a) Rank, pay and nature of appoint-
mt from which declared sur-

(b) No. and date and if possible a
mbuf Government order—uide

; 1 declared surplug and re-
quired to be ahsorbed,

(c) Certificate of experience, if any.
2. Dizabled Ex-Serviee- Proof from Military authorities of

men s being disabled and not being unfit
for civil service.

3. A member of family of (a) Certificate of death and full par-

& deceased Government Heulars of rank, pay, nature of
employee or of 8 Gov- post (pensionable or not) held by
crnment employee whao the deceased Government em-
is retired from service plovee, from the Department con-
on medical grounds |, cerned.

(b) An aflidavit duly attested to cor-
raborate the facl of heing widow
or husband or depondent of de-
ceased Government -employes.
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Sr' Cﬂl’.‘.‘gﬂr_!f Rﬂqﬂ;’femrg

(c) If the candidate is a dependent of
the deceased Govwernmen! em-
Ployer, then the following detsil
may also be furnished:—

(i) Names of all dependents, their

age, their oceupation, reaspns

ip support of clasim vis-g-vis
other dependents,

(i) An affidavit from the applicant
and the other dependents that
none of them has already ob-
tained appointment under this
Priority List.

(d) If a dependent or wife/husband
of a Govarnment servant retired
fromy service on medieal grounds:

(i) No. and date and preferably a
copy of order of retirement of
the government servant con-
cerned, on medical grounds;

(i) & (iii) as at C(i) and (ii).

4. A member of the fami- (a) A certificate from the Military
ly of the Defence Ser- Autherities about the fact that

vices personnel L the Defence Services Personnel
1. killed in achon; or concerned was killed in action; or
2. who aore ‘severely dis- was severely disabled and is total-
abled and are totally ly unfit for re-employment;
unfit for re-employ-
ment :

(b) An affidavit duly attested to cor-
roborate the fact of being widow
or dependent of a Defence Ser-
viees Personnel concerned.

{c) I the candidate {5 & dependent of
a Defence Bervices Personmel kil-
lad in action or severely dizsabled
in the army then the following
details may also be furnished: —

(i) Names of all dependents, th‘m;

age, their ocoupation, reasons
support of c¢laim vis-a-vis other

dependents.
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Sr, Category Requirements

Na.

(ii) An Affidavit from the appli-
cant and the other dependents
that none of them have already
dbtained appointment under
this Priority List.

Physically handi A medical certificate of being disabl-
;- perﬂ-ﬂnr g Y i ed handicapped but otherwise fit
for civil employment sgainst the
post applied for from the PMO,
CMO/Civil Surgeon, 15 the case
may be, of the District or place of
which the applicant is a perma-
nent resident,

Copy of Punjab Government Circnlar  letter
No. 1753-SI1(2)-73/1206%7, dated the 19th April, 1973,
from the Chief Secrelary to Government, Punjab, to
all Heads of Departments efe,, ete

Subject: Hegularisation of the appointments of the

employees recruited on adhoe basis.

I am directed to invite a reference to Punjab Govern-
ment letter No. 279-SI0(3)-73/2046. dated the 20th
January, 1973, on the subject nated above and to say that
a doubt has arisen whether the benefit of regularisation
of service is to be extended to the regular  Government
employees who had been appointed by promotion on ad
hoe basig against such higher posts which were to he
filled by direct recruitment. For example, a persen al-
ready recruited as Clerk on regular hasis had been
promoted as a Steno-typist on adhoe basis, pending
regular recruitment, whether his services as Steno-Lvpist
can also be repularised in the light of the instructions
mentioned above.

2. In this connection, i} is hereby clarified that the
concession of regularisation of services extended.—uvide
Punjab Government letier No. 279-5I1(3)-73/3046, dated
29th January, 1973 is confined to those cases only wherp
the reecruitment in any service was made on adhoe basis
against posts to be filled by direct recruitment at the
lowest level and not to the promotion made on adhoe
basis as a stop-gap arrangement.
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d. The receipt of this communication may please e
acknowledged.
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Copy of Punjab Government Cireular  letter
No. 1966-SIX(3)-73/14271. dated the 8th May, 1973
from the Chief Secretary to Government, Punjab, to

all Heads of Departments ete., ; Ble,

Subject: Earmarking of vacancies for the Released Army
Personnel, ete.

I am directed to invite vowy attention to instructions
contained in Punjab Government circular  letter
No. 27-8I1(3)-72 /5186, dated the 15th February, 1972 inter-
alia far earmarking 5th, 10th and 15th vacancies in each
block of five vacancies for the Released Army Personnel
as a matter of first preference and the Ex-servicemen as

O Lilm=e
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a second preference. According to the said instructions,
the 15th and the 75th vacancy is to be reserved for the
Released Army Personnel or Ex-servicemen as the case
may be, but as is obvious from Punjab Government ins-
tructipng contained in circular letter No. 3180-SWI-70/
893, dated the 11th January, 1971, the vacancies at serial
No. 15 and 75 in the rosler are to be reserved for members
of Backward Classes. To avoid this anomalous position
it has been decided that instead of 15th and 75th vacancies,
the vacancies at serial No. 14 and 74 in the roster be
reserved far the Released Army Personnel/Ex-Servicemen
as the case may be, as stated above but this will not have
any adverse effect on the earmarking of vacancies in
blocks preceding and subsequent thereto, Nor would the
manner of filling reserved vacancies within overal]l limi-
tation of 45 per cent in a year, ecarrying farward or the
approved percentage, wviz, 20 per cent for Scheduled
Castes, 2 per cent for Backward Classes and 20 per cent
for the Released Army Personnel/Ex-servicemen will 1
any way be infringed.

Copy of Punjab Government Circular letter
No. 2760-SI1(3)-73, dated the I5th Ma}r;, 19%3

Subject: Negularisation of the appointments of the
employees recruiled on ad hoe basis,

1 am directed to invite your attention to para 4 of
Punjab Government pireular letter No. 270-SI1(3)-75/
4046, dated 20th January, 1373, —wide which it was desired
that in order to alleviate any further hardship to the
ai foc employees, the process of regularisation of their
appgintments be completed within a month under inti-
mation to the Services Department. No progress in this
behatl has, however, heen reported as was requested. On
the other hand it has been brought to the notice of
Government that ad hoe employees are experiencing
hardships firstly on account of delay in taking up their
cases for regularisation of their appointments and second-
ly because of ihe lermination, including that for a
temporary periad, of their appointments on six  months
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basis. It is, therefore, reiterated that the process of
regularisation of the appointments of ad hoe employees
regularisation of the appointments of ad hoc emplovecs
site information be sent to the Services Department
without any further delay,

Copy of Punjab Government  Cireular letler
No. 3409-ZSI11-73/15403. dated the 19%h May. 1973,
from the Chief Secretary to Government. Punjab, to
all Heads of Departments, ete., efe.

Subject: Grant of special casual leave to Government
servanis under Family Planning Scheme—
Extension of the facility to Industrial Fm-
ploveés of State Government.

In continuation 'of Punjab Government letter
No. 5416-28111-72/20200, dated the 16tk August, 1972, an
the subject noted above, T am direeted to say that Govern-
ment have decided to extend the concession of special
casual leave, up to seven days, to a male industrial em-
ployee of the SBtate Government whose wile undergoes
a non-pueperal Tubeclomy operation, to look after his
wife, subject to the condition that the concerned male
employee produces a certificate from the doctor, perform-
ing the operation, to the effect that the presence of the
employee is essential for the period of leave to look after
his wife during her convalescence after operation.

2. The eoncurrence of Finance Department has heen
obtained, —vide their U.0. No. 2723-4FR-T3, dated 11th
May, 1873.
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Copy of Punjab Government Circular letter
No. 29&3-511(3}-’?3;1755!}, dated the 11th June, 1973,
from the Chief Seeretary to Government. Punjab, to
ull Heads of Departments, efc,, ete,

Subject: Grant of free educational facilities to the
children of deceased Government employees.

I am directed to invite y¥our attention to instructions
tontained In Punjab Government cireular letter No. 462-
6FR-70/12752, dated 15th June, 1970 and item {d) of
Punjab Government circular letter No. 3806-SII(3)-71/
17723, dated Oth July, 1971 regarding free educational
facilities to the children of the deceased Government
employees. In terms of item 5 of Punjab Government
circular letter No. 8548-SI1(3)-71 /1167, dated 11th J anuary,
1972, the authorisation for the disbursement of tuition fee
in such cases is also to be issued by the Appointing
Authority ag is issued in the ease of anticipatory pension.
Keeping in view the administrative difficulty which may
arise in referring each such case invariably to the
Appointing Authority and to expedite the process of re-
imbursement of tuition fee it has been decided that the
authority eoncerned may delegate its power to any Class [
Officer working under it.

Copy  of Punjab Government  Cireular letter
No. 3181-SII(3)-73. dated the 15th June 1973
from the Chief Secrefary to Government, Punjab to
all Heads of Departments ete | ete

Subject: Participation by Government servants in politi-
cal activities, wviz meetings /demonstrations
organised by political parties,

I am directed to invite your atiention to Rule 5 of the
Punjab Government Emplovess (Conduct) Rules. 1966,
which inter alia provides that no  Government Servant
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shall be a member of, or be ptherwise associated with any
political party or any organisation which takes part in
politics nor shall he take part in, subscribe in aid of, or
assist in any other manner, any political movement or
activity. Attention is also invited to the instructions con-
tained in Punjab Government circular letter No. T653-
6GSI-65 /40644, dated 18th December, 1865, wherein it
was emphasised that all Government employees should
conduct themselves in such a way that they leave no
scope for any feeling that they are alipned with any poli-
tical party, group or person or that privately or informal-
ly they take interest in a particular section.

2. A question has been raised as to whether partici-
pation by a Government servant in a public meeting or
demonstration organised by a poelitical party would
amount to participation in a political movement or
activity within the meaning of Rule 5 of the Punjab
(}ﬁzwemment Emplovees (Conduct) Rules, 1966 mentioned
above.

3. This question has been considered, and it is felt
that, in the light of the existing provisions of the Conduct
Rules and the instructions already issued on the subject
taking any active part by a Government servant in a
meeting or demonstration organised by a political party
might give cause for an impression which may well be
construed as assisting a political movement. For example,
if a Government servant takes active or prominent part in
organising or conducting such a meeting or demonstra-
tion or speaks himself therein, or attends regularly or
even frequently any such meetings, etc.. such action on
his part is likely to create an impression that he is taking
part in or assisting a political movement or activity. In
order, therefore, to avoid any doubts about their political
neutrality, it would be in the interest of the Government
servants themselves not to participate in such meetings
or demonstrations.

4. It is requested that the above instructions mav
please be brought to the notice of all the employees
working under vou.
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Copy of Circular letter No. 3520-S11(3)-73, dated 26th
- June, 1973 from the Chief Secretary to Government
Punjab, to all Heads of DBepartments etc., etc.
Subjeet: Speedy disposal of cases of Government em-
ployees under suspension.

I am directed fo invite your attention to the insfrie-
tions contained in Punjab Government letter No, 495-
SI1(3)-73, dated the 13th TFebruary. 1973 wherein it
has been observed that delay in serving charge-sheet to a
suspended Government employee is not only apainst the
administrative interest but also eauses undue hardship
to the employee coneerned. Tt has. therefore. been
emphasised in the said instructions that time-schedule
(copy enclosed for ready reference) fixed by Government
for expediting the cases of suspended emplovess need to
be strietly followed and the whole process of investigation /
enquiry eompleted within the said period

2. From the scrutinv of the data collected in resard
te the reasons of delay due to which eharge-sheet is not
served for a period of three months or more on the S1I5-
pended Government emplovees. it has been ohserved that
the delay is, inter alia. due tn avnidable reasons, e.g.,
unnecessary correspondence between certain offices and
Heads of Departmentz, incomplete references to Govern-
ment and lack of full serutiny of the cases so as to detor-
mine whether the suspension of the emplovees concerned
is really called for. Government takes serious view of
these Japses and expresses concern with regard to avoid-
able delay which takes place in disposal of cases of
Government employees under suspension. T am. therefore,
to request you to ensure that - —

(a) Charge-sheet is served on the suspended
Government employees within a period of one
mﬂnth from the date of suspension without
fail.

(b) In case there are unaveidable reasons of delay
and it is not possible to serve the charge-sheet
within a period of one month as required
above, an infimation may be sent to the Ad-
ministrative Secretary concerned explaining
the reasons of such a delay with a copy to the
Chief Secretary (in Services Department).
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(c) A detailed statement in the enclosed proforma
of cases of suspension/enquiry which have
been pending over three months, over 6 months
and over a year old be also sent to the Ad-
minisirative Secretary concerned with a copy
to the Chief Secretary (in Services Depart-
ment) by the filth of every month. These
statements should™include information as at the
close of previous months with reasons of
delay.

3. The above instruclions may kindly be strietiy
fullowed.
4. The receipt of this letter is to be acknowledged.

Time Schedule for the disposal of cases of Departmental
proceedings, ete., in disciplinary cases against
Government employees asg preseribed in  Punjab
Government Cirvcular letter No. 3624-GS-61/14607,
dated 21st April, 1961.

(a) The charge or charges should be handed over
to the charged Government servani within 15
days from the date of taking the decision to
start formal procesdings,

(At the same time, a decision should be taken
whether the Government servant should be
placed under suspension, pending enquiry)

(b) The charged Government servant's written
statement of defence should ordinarily be re-
gquired to be submitted within a period of a
fortnight and in no case should a period of
maore than a month be allowed for the purpose.

(e} The inquiry including oral examination of the
witnesses should be completed within a month
of the submission of the written statement,

(d) The report of the inquiring officer where he is
not himself the punishing authority should be
submitied as expeditiously as possible and
ordinarily within 4 fortnight of the closing of
the inquiry. '
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(e) When the punishing authority is different from
the inquiring officer, the punishing authority
should pass final orders without delay. The
following time schedule is suggested for various
stages to be gone through before the passing of
the final orders : —

(i) Calling upon the Government servant con-
cerned to show cause against the proposed
punishment where necessary : One week {rom
the date of the reeeipt of the inquiring officer’s
report.

(if) Time to be allowed to the Government
servant to show cause:—A fortnight to a
month according to the nature of the case.

(iii) Final orders :—

(a) where reference to the Public Service
Commission is necessary:—Six weeks
from the date of the receipt of the final
explanation of the Government servant.

(b) Where no such reference is necessary:—
A forinight from the date of the receipt
of the fina] explanation of the Govern-
ment servant concerned.

2, It should be 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 is served
upon him and his explanation obtained and found un-
satisfactory. A departmental enquiry can only begin at
this stage and at this sta%e should be started forthwith.
Since it may not be possible to complete the inquiry in all
cases in one month, Government has decided that the
inquiry officer should eomplete 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 Punjab
Public Service Commission where required expeditiously).
In no case should the period between suspension, if
ordered and final order exceed six months.
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3. Government feel that officials are often harassed
by the length of time it takes to complete the processes of
preliminary investigation and inquiry. Even in cases,
which do not eventually result in a charge-sheet, the
official concerned is often subjected to anxiety by the
knowledge that an investigation is proceeding against
him. Government have, therefore, decided that the whole
process of investigation and inquiry should be compieted
within six months (excluding any period during which
proceedings are stopped owing o 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. Tf extension beyond nine months is needed,
full faets and justification must be placed before the
Cabinet and their approval taken.
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Copy of Punjab Government Circnlar letter
No. Hﬂ-ﬁ[!{.’il)-'la, dated the 13th July, 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete. etc.

Subject : Use of Government employees for private
work—instructions to prohibit it.

I am directed to invite your attention to the instruc-
tions contained in Punjab Government circular letter
No. 4540-GII-57/12538, dated 15th July, 1957 on the
subject noted above, and to say that it has been brought
to the notice of Government that private work is still
being taken from Government employees in violation of
the instructions despite the fact that these were reiterated
in the years 1858 and 1970.

Government have taken a very serious view of this
and desire that you should advise all the Government
employees working under your control to strictly observe
these instructions. I am, therefore, directed to reguest
you to ensure that the instructions are carried out in
letter and spirit and strict action is taken where the alle-
gations are substantiated.

2. For convenience the salient features of these
instructions are given below :1—

(a) The circumstances in each case of allegation af
use of Government servant for private work
should be looked into so as to determine :—

(i) the seriousness of the case; and
(ify the nature of punishment to be awarded
where the allegation is substantiated.

(b) In cases where private work is taken from a
Government employee as a regular whole time
domestic servant without his consent and pay-
ment; it should be considered to be a case of
serious nature involving wilful dishonesty
and dealt with accordingly.

(¢} There may be no objection to take some private
work of non-menial nature within reasgnable
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limits, from orderlies and peons with their
consent and on payment. This should, how-
ever, be outside the office hours or on rare
occasions, e.g., packing of luggage, ete. at the
time of transfer of an officer.

3. In case any complaint is received by you it should
be looked into expeditiously and the 'action taken,
reported to the Administrative Secretary with a copy to
the Chief Secretary (in the Services Department).

4. Kindly acknowledge the receipt of this letter.

Copy of Punjab Government Cireular letfer
No. 4150-SII(I)-73/22501, dated the 2ist July, 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete. etc.

Subject : Regularisation of services of ad hoc employees—
Absorption of qualified candidates as Clerks/

Typists
1 am directed to invite vour attention to the instruc-
tions contained in Punjab Government letter No. SSSB-
2E-T3/898. dated the 26th May, 1973, on the subject noted
above, wherein it was inter-alia laid down that the
salary for the month of June, 1973, should not be released
by the Treasury Officers/Assistant Treasury Officers in
the case of ad hoe employees unless certificate specified
in the instructions were furnished by the Drawing and
Disbursing Officers concerned. Government have re-
considered the whole matter keeping in view the anxiety
for regularisation of servieces of ad hoe employees on the
one hand, and to ensure on the other. that the candidates
selected by Subordinate Services Selection Board
(defunct) are absorbed as Clerks/Typists without any
avoidable delay, and have decided that the following
course of action should be adopted immediately by all the

departments : —

(1) Since the Subordinate oervices  Selection
Board's office has already started recommend-
ing names of qualified candidates toghe depart-
ments, any further appointment on ad hoe
basis by them should be stopped,
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(ii) The departments should intimate to the
Subordinate Services Selection Board (de-
funct) all the vacancies which they can visualise
for reeruitment through it (Board) after taking
into account the vacancies which they would
need to regularise the services of ad hoec em-
ployees strictly in terms of Punjab Government
circular letter No, 279-S11(3)-73 /30486, dated 29th
January, 1973. Of course, - the process of
regularisation should not necessarily be delay-
ed. Any avoidable delay that takes place in
this behalf would be viewed seriously by the
Government and Heads of Departments would
be held personally responsible for the same.
The actfual process of regularisation of services
of ad hoe employees should be completed in the
shortest possible time.

2. Since it is the responsibility of the Heads of
Departments to ensure complianee of both the instruections
regarding regularisation of services of ad hoc employees,
strictly in terms of Punjab Government letter, dated 29th
January, 1973, referred to above, and to facilitate absorp-
tion of the candidates recommended by Subordinate
Services Selection Board (defunct) without delay, the
instructions in regard to withhelding of salary of ad hoe
employees contained in paragraphs 2(3) and 3 of Punjab
Government letter No. SSSB-(2E)-73/898, dated 26th
May, 1973 are hereby withdrawn. This may please be
brought to the notice of the Drawing and Disbursing
Officers under your administrative control for infi nation
and immediate necessary action.

3. As already made clear—vide paragraph 3 of
Punjab Government letter No. 279-511(3)-73 /3046, dated
29th January, 1973, cases involving any point of doubt
should be referred to Services Department for clarifica-
tion with full facts and with clear recommendations of
the Administrative Department concerned and not
direetly, so that no delay occurs in the finalisation of even
such category of cases.
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4 Action taken in the light of instructions under
items No. (i) and (ii) of paragraph I above may please be
intimated to Services Department.

Copy of Punjab Government  Circular letter
No. 4807-SII(3)-73/23556, dated the 30th July, 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete. ete.

Subject: Speedy disposal of cases of Government em-
ployees under suspension.

I am directed to say that in spite of repeated instruc-
tions, it has been noticed that employees remain under
suspension for long periods before the disciplinary pro-
ceedings against them are finalised. It has been decided
by the Government that in future the Heads of Depart-
ments or the other authority concerned will be held res-
ponsible for aveidable delays in completion of these
proceedings. The instructions contained in ecircular
letter No. 3520-SII(3)-73, dated 23rd June, 1973 may be
considered to be amplified to this extent and a particular
note thereof may please be kept by all concerned.

2. Action taken on this circular letter may be
intimated to the Services Department.

Copy of Punjab Government Circular  letfer
No. 4828-5S11(2)-73/24416, dated the Tth August 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments. ete. ete.

Subject: Cut in pension of Government emplovees who
are retired compulsorily from service under
Rule 532 of Punjab Civil Services Rules,
Volume II.

I am directed to invite a reference to the Punjah
Government letter No. 3578-2GS-66/15840, dated the 24th
June, 1966 on the subject noted above wherein it was laid
down that ne cut in pension should be impesed in the
case of a Government employee who is retired compul-
sorily under Rule 532 of Punjab Civil Services Rules,
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Volume II, The Government have now been advised that
where a Government employee is retired by the appoint-
ing authority under Rule 5.32(c)(i) or he himself seeks
rétirement under Rule 5.32(e)(ii) of the Punjab CS.R.,
Volume II, it is possible to impose a cut in his pension
under the normal rules. It is, however, made clear that
as already pointed out in Punjab Government letter
No. 7026-SII(3)-72/3104, dated 29th January, 1973, a
reasonable opportunity shall invariably have to be
afforded to the Government emplovee concerned in whose
case cut in pension/gratuity is proposed to be imposed to
show cause against the proposal action.

2. The above instructions may be brought to the
notice of all concerned for information and necessary
action,

3. The receipt of this letter may please be
acknowledged.

Copy of Punjab Government  Circular letter
No. 5245-SII(3)-73, dated the 22nd Awgust, 1973,
from the Chief Secretary to Government, Punjab, (o
all Heads of Departments ete., ete.

Subject: Grant of pensions to retiring Government
Servants and application of rule 64 of the
Punjab Civil Services Rules, Volume II—
Observance of procedure and criteria therefor—
requirment of giving reasonable opportunity to
show cause against the proposed eut in pension.

I am directed to invite your attention to Punjab
Government cireular letter No, TO26-SI1(3)-72/3104, dated
20th January, 1973, In para 5 of the said circular letter
1t was mentioned that instructions in vegard to past cases
will be issued separately. In this behalf it is now made
clear that any claims preferred by the persons concerned
against cut in pension in their case in the light of the
judgment of the Supreme Court relating to the period
prior to the judgment referred to, in the aforementioned
instructions, viz., 1972 SLR-836—844, should be referred
to the Finance Department, after examining the position
in each case on merits and with specific recommendations
of the Administrative Secretary concerned.
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Copy of Punjab Government Circular letter
No. 4285-SII(3)-73/27201, dated the 31st August, 1973,
from the Chiel Secretary to Government, FPunjab, to
all Heads of Depariments ete,, ete.

Subject: Grant of maternity leave to female Government
employees—admissibility of leave in the case
of those recruited on temporary/adhoc basis
for a limited period.

I am directed to address vou on the subject noted
above and to say thset the question as to whether
rule 8.137-A of the Punjab Civil Services Rules Volume I,
Part I, is applicable in  the case of female Government
emplovees who have been recruited on adhoc basis for a
limited period, has been consideéred in consultation with
the Government of India and it is now eclarified that the
tule referred to above is uniformly applicable to perma-
nent and temporary Government employees within  the
limitations mentioned in Chapter 1 of the Punjab Civil
Services Rules, Volume I, Part I, particularly Rule 1.2 and
14 ibid. Accordingly, maternity leave may also be
granted to such female Government emplovees as have
been recruited on adhoc basis for a limited period.

It may, however, be mentioned that the question of
grant of maternity leave to a female Government employee
during the first 6 months of the employment would not
arise because womén candidates for recruitment to State
Services who at the time of medical examination on first
entry into Government Service are found to be pregnant
of 12 weeks' standing or over, are to be declarved
temporarily unfit until the confinement is over. In other
words such temporarily unfit persons will not be recruited
to service even on adhoc basis till they are fit for duty
after the confinement. This limitation from medical
point of view needs to be kept in view and dulv observed

gl uwe mewa @Est USF & sys3-mll (3) -73/27202, G4l 31 waR3,
1973 TH WY AF3Y, UFA RaFE, 98 ndleaa @ udl mfe |
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Wis nife & ga3 fauwede |
Budas W8 Iwu o s Jsra s ot amEl UST & 2880-
RIT (3)71, st ;1 o), 1971 2 =om oofesi &5 oo@@ 38 05 fey
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Copy of Pumjab Governmenl  Circular letter
No. 5970-SII(3)-73, dated the 18th September, 1973,
from the Chief Secretary (o Government, Punjab, to
all Heads of Departments ete.. ete.

Subject: Permission to Government employee to Engage
a legal practitioner to present his case hefore
the Enquiry Officer in connection with depart-
mental inquiries/disciplinary proceedings.

I am directed to invite your attention to rule 8(8) of
the Punjab Civil Services (Punishment and Appeal) Rules,
1970 and to say that while dealing with the cases relating
to this rule the principle decided by the Supreme Court in
its judgment reported in 1873 (2)-SL.R. (Page 415) ex- -
tract given below may please be kept in wview for
guidance :—

Extract from 1973(2) SLR-CL. Subramaniam
Collector of Customs (S.6) page 415.

SUPREME COURT OF INDIA
Before K. S Hegde and K. K. Mathew, JJ.
Civil Appeal No. 11 of 1971
Decided on 15th February, 1972
C. L. Subramaniam —(Appellant)
versug

The Colleetor of Customs, Coshin,—Respondent.

A. Central Civil Services (Classification Control
and Appeal) Rules, 1967, Rules 15(5)—Depart-
mental Enquiry—Disciplinary authority ap-
pointing a legally trained officer, though not a
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legal practitioner, to present the case in
support of charges—Delinguent officer not per-
mitted to engage a legal practitioner—It
amounts to denial of reasonable opportunity.

The appellant was pitted against a trained prosecutor
who though not was a legal practitioner. The discipli-
nary authority did not consider the reguest of appellant
to engage a legal practiticner fo assist him on the %uu_nd
that the person appointed by the Disciplinary Authority
to present the charges was not a legal practitioner. The
grounds urged by the appellant in support of his request
for pemission to engage a legal practitioner were by no
means irrelevant. The fact that the case against the
appellant was being handled by trained prosecutor was
a good ground for allowing the appellant to engage a legal
practitioner to defend him lest the scales should be
weighed against him. The Disciplinary Authority com-
pletely ignored that circumstance. Therefore, that
authority clearly failed to exercise the power conferred
on it under the rule. It is not unlikely that the Discipli-
nary Authority refused to permit the appellant to engage
a legal practitioner in the circumstances mentioned
earlier had caused serious prejudice to the appellant and
had amounted to a denial of reasonable opportunity to
defend himself.

The receipt of this letter may kindly be acknowledged.

Copy of Punjab Government Circular letier
No. 6180-SII(3)-73, dated the 26th September, 1973,
from the Chief Secretary to Government, Punjab, fo
all Heads of Departmenis elc., etc.

Subject: Regularisation of the appointment of the em-
ployees recruited on ad hoc basis—Absorption
of qualified candidates as Clerks/Typists by
the Defunct Boeard—Clarification regarding,
eontinuous of ex-servicemen appointed on
ad hoc basis,

I am directed to invite wyour attention to letter
No. 273-2E(125)-73/936, dated Tth June, 1973 from the

R
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Secretary, Subordinate Services Selection Board (De-
funct) Punjab to your address on the subject noted above
and to say that lest there should be mis-understanding
ahout the such ad hoc employees as belong to the category
of ex-servicemen, the following points may please be
kept in view as a matter of clarification :—

(1)

In so far as the with-holding of pay is concerned
it has already heen released —uvide P.G,
Circular letter No, 4150-SII(II)-73/22501, dated
21st July, 1973.

(2) Continuance of ex-servicemen in ad hoc service

(3)

iz suhject to the Demobilized Armed Forces
Personnel (Reservafion of vacancies in Punjab
State—Non technical services), Rules, 1968 ac-
cording to which 20 per cent posts are to be
reserved for those released army personnel who
joined service or were commissioned on or after
the 1st November, 1962 and are released at any
time, thereafter. Ex-servicemen not falling in
thig category are entitled to only second pre-
ference to be considered for aPpointment
against the 20 per cent reserved posts in terms
of Punjab Government circular  letter
No. 3808-SII(3)-71/20988, dated 12th Angust,
1971.

According to rule 3(3) of the Rules ibid where
in any year, any vacancies reserved for the
Released Armed Foreces Personnel have been
filled-up temporarily, in accordance with the
provisions of sub-rule (2) above, the number of
vacancies so filled-up shall be carried forward
to the next succeeding year, provided that no
such vacancies shall be carried forward for
more than four years,

2. In the light of ahove, it should be obvious that the
eontinuance in service of ex-servicemen on ad hoc basis is
subject to various limitations stated above.

Receipt of this letter may please be acknowledged.
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Co of Punjab  Government Circular  letter
IIE_ 6522-DSSI(2)-73/30700, dated the 8th October. 1973,

from the Chief Secretary to Government, FPunjab, to
all Heads of Departments, ete. ete.

Subject: Punjab Government Employees (Condnet)
Rules, 1966—Proviso o sub-rules (2) and (3)
of Rule 18 thereof—Clarification.

I am directed to say thal a question has arisen
whether :(—

(a) Clauses (i) and (il) of the provisa to sub-
ruleg (2) and (3) of Rule 18 of Punjab Govern-
ment Fmplovees (Conduct) Rules. 1966 are
mutually exclusive; and

(b) 1t is in order if a Government employee submits
an er-post-facto report of a transaction in im-
movable property conducted through or with a
regular or reputed dealer.

2. In this connection the correct position in regard fo
(a) above is that clauses (i) and (ii) of proviso to sub-
rules (2) and (3) of rule 18, ibid are not mutually exclu-
sive. The proviso is attracted if the transactions in
movable and immeovable properties come under either of
the clauses thereof. Thus, a Government employee has
to obtain the previous sanction of the Government in the
following types of fransaclions :—

(i) transaction with a person having official deal-
ings with the Government employee; even
though it is through a regular or reputed
dealer;

(ii) transaction with a person having no official
dealings with the Government employee, if it
is not through a regular or reputed dealer; and

(iii) transaction with a regular or reputed dealer
having official dealings with the Government
employae
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When a Government employee reports to the Government,
or seelks permission of the Government for a transaction,
he has to indicate whether he has had any official deal-
ings with the person with whom he has entered into or
proposes to enter into transactions in movable or im-
movable property.

3. As regards the question at (b) above, it is pointed
out that sub-rule (2) of Rule 18, ibid provides that no
Government employvee shall enter into a transaction in
immovable property without the previous knowledge of
the Government. That is to say that in eases, where a
Government employee is not required to obtain previous
sanction of the Government for entering inlo a transaction
in immovable property, he has to give prior intimation tn
the Governmoent about the transaction, In view of this
requirement submitting an ex-post-facto report to the
Government about a transaction in immovable property
conducted through a regular or reputed dealer is not in
accordance with the provisions of the rules.

4 These instructions may please be brought to the
notice of all the employees working in the Departments/
Offices under their control.

Receipt of this letter may alse please be
acknowledged.

Copy of Punjab Government Circular Jetter
No. 3805-SII(3)-73. daled the 26th Ociober, 1973
from the Chief Secrefary to Government. Punjab. fto
all Heads of Departments ete., ele

Subject: Crossing of efficiency bar—policy /rules regard-
ing—up-fo-date position.

T am dirvected to invite wvour attention to Punjah
Government Memo No. 3574-G-48/35863. dated the 5th
February. 1948, on the subject noted above and to say that
keeping in view the fact that the instructions contained
therein were issued long ago and many changes have
taken place since then, in relation te the crossing of
efficioney bars, it is necessary to outline the up-tm-&ate
nasition in ¢onnection therewith,
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g 2. Rule 47 of the Rules quoted in the margin, inter

under Ph, . r

CSk, Vol 1, alia, lays down that an increment shall be drawn as a

i 28 matter of course, unless it is withheld whereas under
Rule 48, ibid when an efficiency bar is prescribed in a
time scale, the increment next above efficiency bar shall
not be given to a Government employee without the
specific sanction of the authority empowered to withhold

inerements.
iy phstly 3. Under the Punjab Civil Services (Punishment
gt and Appeal) Rules. 1852, withholding of increment or

tPuni bment Promotion ircluding stoppage at efficiency bar, if any,

& Appll) was a penalty without any exception whether the

7 stoppage of efficiency bar be on ground of unfitness or

otherwise. However, under the Punjab Civil Services

(Punishment and Appeal) Rules, 1970, stoppage of a

Government emploves at the efficiency bar in the time

scale of pay on the ground of  his unfitness zhall, inter

alin. not amount to penalty —vide Explanation given

under rule 5 of the Rules, ihid. Under rule 15 of the

Rules ibid, an erder stopping a Government employee at

the efficiency bar including stoppage on grounds of his
unfitness to cross the bar, is appealable,

Pasition 4. In terms of Regulation 5(b) and (e) of the Regu-
PSC (1o lations guoted in the margin. cases of the following
l:;;llr:]'ll,vl' nature are referable to the Punjab Public Service Com-
ff_ggu[.{mﬂ mission befora imposing the specified penalty :—

3.

(i) any original order proposed to be issued by the
Funjab  Government  imposing, inter alia,
penalty of withholding of increment or pro-
motion. including stoppage at an efficiency bar,
with continuing effect, or with non-confinuing

EeﬁEﬂ for more than one year, as the case may

(i) any order propesed to be issued by the Punjab
Government on appeal. amounting to enhance-
ment of the penaltv to that extent for which
conspltation with the Commission is necessary
under the Heeoulations, ibid,
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5. (i) In the light of Rules quoted in para 2 and dm;
above the crossing of efficiency bar is to be distinguished i seeird
from the normal admissibility of an annual increment. A jo stliamcs
Government employee may be allowed to cross the effi-
ciency bar when there is good reason to show that he is
fit to cross it, ie., he has acquired the requisite standard

of efficiency.

(ii) As the efficiency 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 crossing of an efficiency bar is not regarded as a mere
- matter of form.

(iii) There are usually two bars in every time scale
of pay, the first at the stage when the Government em-
ployee concerned acquires a certain seniority in his cadre
after having rendered a few years' service and is fit to
perform satisfactorily the ordinary duties of his service
and the second at the time when certain higher standards
of responsibilities are expected from him.

(iv) 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 or without future effect)
should be adequate.

6. Cases of stoppage of efficiency bar on grounds of o AREeng
unfitness should be reviewed at the ex iry of one year o
from the date of the order and if necessary at the same -
interval thereafter. In order to make such a review-
realistic a special report on the work and conduct of the
employee concerned should he obtained from the officer
under whose control he may be working but such a special
report is not necessary to be obtained in cases in which
the annual confidential report of the emplovee concerned
was written less than three months ago as in such cases
the question of allowing to cross the efficiency bar should
be decided on the basis of annual confidential reports
already written,
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Bt o 7. Where it is proposed to stop a Government em-
epportunity Ployee at the efficiency bar in the time scale of pay as
tothe  penalty, ie, on grounds other than unfitness, the pro-
emplosees cedure laid down under rule 10 of the Punjab Civil
nauresf  Services (Punishment and Appeal) Rules, 1970 should
odertobe  he observed. As regards the stoppage at efficiency bar
: on grounds of unfitness, although it would not be a
penalty as stated in para 3 above, yet keeping in view the
principles of natural justice and the fact that the order of

stopping the Government employee concerned, at the
efficiency bar “entails evil consequences” for hlm it is
considered desirable to give him an nppcnrtumty to ex-

plain his position, before such an order is passed.

In terms of instructions contained in Punjab Govern-
ment Circular Letter No. 3873-SI1(3)-72/16816, dated the
18th July, 1972 where an order is issued stopping an em-
ployee at the ‘efficiency bar for reasons other than um-
fitness, it should be a speaking order but where it is solely
on grm.mda of unfitness, it would be enough te indicate in
the order that the stoppage at the efficiency bar is on
grounds of unfitness.

|
J‘
8. The receipt of this letter may please be ‘
acknowledged. ‘

Copy of Punjab Government Circular letter
No. 6936-SI1(33)-713, dated the 22nd Oectober, 1973,
from the Chief Seeretary to Government, Punjab, to
all Heads of Departments etc., ete.

Subject: Submission of representations and advance
copies, thereof by Government servants in res-
pect of matters connected with their conditions
of service.

I am directed to invite a reference to Punjab Govern- ,
ment Circular letter No 9872-5GS-62/29821, dated the i
28th August, 1962, laying down procedure for the submis--
sion of representations and advance copies, thereof, by
Government servants in respect of matters connected with
their conditions of service, In order to give a fair chance
of representation to Government employees in service
matters not specifically covered by a separate provision

Lol
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of appeal/revision or review under the Punjab Civil
Services (Punishment and Appeal) Rules, 1970 and to
check the growing tendency among them to send advance
copies of representations o higher authorities without
giving an opportunity to the officers at the appropriate
level to examing the case, the matter has again been
considered and in the light of the poliey prevalent in
Government of India in this behalf, the following proce-
dure is laid down for the guidance of all departments :—

(a) Whenever in any matter connected with BiS geope ar
service rights or conditions, a Government em- Resineents-
ployee wishes to press his eclaim or to geek "™
redress of a grievance, the proper course for
him is to adiiess his immediate official superior,
or the Head of office or such other authority
al the lowest level, as is competent to deal with
the matter. When a case has thug been decided
by the lowest compelent authority, one repre-
sentation should be allowed to the next higher
authority. Where the lowest competent
authority is Government itgelf, one representa-
tion should be allowed asking for a review
of Government orders.

(b) If an official sends up a representation in addi- represen-
tion fo those permitted under (a) above. on the il
ground that certain new facts have come {0 Pucts
light, that representation will be considered by 97
the original deciding authority, who will be
competent to withhold it and reject it, under

intimation to the next higher authority if it
finds that in fact no new data has been given
which would provide any material ground for
reconsideration.

(¢) Every representation should be submitted Limitation,
within six months of the order against which it
represents. Notwithstanding the limitation of
6 months, the representations submitted beyond
6 months should be serutinized by the authori-
ties concerned and if they find {hat a palpable
wrong and clear injustice done to the repre-
sentationist can be redressed without any ad-
ministrative implications or jeopardising the
genuine rights of others, lawfully earned, then
the limitation of time should not be a bar to
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consider the case. In any case the representa-
tionist should come up with a convineing case
from point of view of time as well, beyond 6
months, The waiver of six months limitation
should be clearly justified for reasons to be
recorded.

(d) An advance copy of a representation can only be

sent to thée authority to whom it is addressed.
An official can, however, send an advance copy
of a representation to the next higher authorily
if he does not hear from the authority origi-
nally addressed aboul the disposal of his repre-
sentation for & period of one month. This
period of one month would be applicable for
submitting representation to the next higher
authority if the representationist has not re-
coived even an interim reply. In cases in
which an interim reply is sent, a period of one
month more is to be allowed for decision by
the original authority after the expiry of
which a representation may lie to the next
higher authority.

This would imply that no action need be taken by

an authority normally not expected to deal
with a representation as the original authority.
on a representation which does not contain a
specific statement that the offieial eoncerned
has not heard for one month or two months
as the case may be, as explained above, from
the authority to—whom he had made his repre-
sentation. If the Government employee per-
sists in prematurely addressing the next higher
authority, suitable disciplinary action should be
taken against him.

(e) If the advance copy of & representation con-

tains a specific statemen{ that 2 months have
elapsed from the submission of representation
to the original authority, it should be examined
by the next higher authority to ascertain
whether on the facts stated, some grounds
appear to exist prima facie for interference or
for further consideration. Where no such
grounds appear to exisi, the advance Copy
of the represenfation may be ignored or
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summarily rejected, and the  reasons
communicated briefly to the Government
employee through the original authority.

In cases in which the advance copy of re-
presentation is received by the next higher
authority after one meonth of the submission of
the representation to the lower authority (on
account of non-receipt of even an inierim
replv), the higher authority may enquire the
progress of the case from the lower authority
and direct the latter to finalise ifs decision
within one month.

(f) Even where some grounds for interference or
further consideration appear to exist to the
higher authority referred to in (e) above, the
authority originally addressed about the dis-
posal of the representation should be asked
within a reasonable time to forward the origi-
nal representation, with its report and com-
ments on the points urged. There should
ordinarily be no justification for the passing of
any orders on an advance copy of the repre-
sentation without thus ascertaining the com-
ments of the original authority.

(g) Government employees should not send copies
of their representations to outside authorities,
ie., authorities which are not directly con-
cerned with the consideration, thereof (e.g.
Governor, another Minister, Secretary, M.I.A.
or any other political or administrative guarter,
etc.) as it is most objectionable practice, com-
trary to official propriety and subversive of
good discipline. Government emplovees who
do not observe these instructions would be
liable to diseiplinary action in ferms of Punjab
Government circular letter No. 7398-SI11(3)-72.
dated 15th December, 1971.

(h) Letlers/Representations addressed to higher
authorities by the wives or members of the
families of Government employees for re-
dressing their prievances should be ignored
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unless there are unusual circumstances such
as illness of an acute type, inter alia, where the
official cannot normally be expected to write a
letter or explain the position himself,

These instructions may be brought 1o the notice of
all concerned for striet compliance. These instructions,
hawever, do not apply to All-India Services officers, who
are governed by separate instructions relating to them.

Copy of U.0. Circular letfer No. 6780-DSSII(2)-73, dated
the 5{h November, 1973. from the Chief Secretary fo
Government, Punjab to all Administrative Seecretaries
to Government ete., ete.

Subject: Framing/Amendment of service rules for each
clags of service/posts under the Punjab
Government—Revised Model Service Rules.

Will the Financial Commissioners and all the Ad-
ministrative Secretaries to Government, Punjab, kindly
refer to the subject noted above ?

2. The Model Service Rules, 1965 regulating the
recruitment and the conditions of service of persons
appointed to services and posts, except class IV, under the
Punjab Government were circulated to all Administra-
tive Departments in 1866 to serve as guiding principles for
framing /amending the Service Rules in terms of Consti-
tutional provisions. Taking note of the new factors
which have taken place since 1966 and in appreciation of
the latest law as enunciated by wvarious courts, the J
Maodel Service Rules referred to above, have been revised |
in consultation with the Law Department. A copy of |
the revised Model Service Rules, is enclosed

3. It need not be emphasised that the Medel Service
Rules should invariably be adopted for purposes of fram-
ing various service rules by the departments except with
such variations as may be called for in view of the nature,
pecularities and the special requirements of the service
concerned. This would ensure a uniform approach in
service matters and avoid infirmities in various rules as

e L BRI
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Model Service Rules reflect uniform policy of Govern-
ment on various aspects of services. Further the pro-
cedure laid down,—wvide U.O. civcular letter No. 6029-GS-
60, dated 2Ist June, 1960, the essential parts of which are
reproduced below for facility of reference, needs to be
followed meticulously while processing the cases of
framing/amending the service rules at various levels :—

(1) After the Service Rules have been drafted by a
Department, the draft should be sent for com-
menits to Finance Department, Chiel Secretary
(in Services 1T Branch) and the Public Service
Commission simultaneously. The Finance
Department will consult the Accountant-
General, Punjab a: and when considered
necessary.

(2) The authorities mentioned ahove shall return
the draft rules with their comments within a
period of twenty-one days from the date of
receipt unless this period is extended to a
definite number of days in view of the compli-
cated and extensive nature of ruless ¥ com-
ments are not furnished within the preseribed
period referred to, it may be presumed that the
organization concerned does not have any
comments fo offer.

(3) On the receipt of comments the Administrative
Department instead of referring back the points
of difference, if any, to the authorities concern-
ed, shall make up its mind as to how fo resolye
these differences and send proposals in the form
of a draft rules to the Legal Remembrancer to
Government, Punjab, for necessary vetting,

(4) After Legal Remembrancer has vetted draft
rules as stated above the Administrative Secre-
tary concerned should pul up the proposal along
with the final vetted draft rules to the Council of
Ministers for their approval in terms of item 2
of Schedule to Rules 5 and 11 of the Rules of
Business of Government of Punjab and while
doing so he shall point out with reasons in
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brief, in a tabular statement where the pro-
posals of the AD., run counter to the advice
received from various authorities referred to
ahove.

(5) After the draft rules have been approved by
the Council of Ministers, these shall be notified
in the Government Gazette. Ten copies of the
rules/amendments when printed shall be
supplied to Chief Secretary (in Services Il
Branch) for record.

4 1t is also brought to their notice that despite
repeated instructions to the Departments in regard to
early revision of old rules and finalisation of new in res-
pect of all such services/posts, as are not presently
covered by any rules, the progress made in this regard
has not been satisfactory. It is, therefore, requested that
necessary instructions may be issued to the departments
under their control (under intimation to Services II
Department) to finalise the framing of service rules for
each class of service/posts without any further delay.
Progress in this behalf may kindly be watched by main-
taining a liaison at the Secretariat/Administrative
Department level.

5. The receipt of this letter may please be
acknowledged.

MODEL SERVICE RULES, 1973 REFLECTING
GENERAI POLICY OF GOVERNMENT

(name)

Department
Notification
The 11

No. GSR/Const./Art. 309, 187, 234/19.—In exercise of
the powers conferred by the proviso to Article 308 of the
Constitution of India, the Governor of Punjab is pleased
to make the following rules regulating the recruitment,
and the conditions of service of persons appointed
to (name of the Service), namely :—

1. (1) These rules may be called the
(name of Service) Rules, 197
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(2) These ghall come into force at once.

(3) These shall apply to all the posts specified in
Appendix "A” to these rules,

2. (1) In these rules, unless the context otherwise Defisitons.
requires,—

*(a) ‘Board' means the Subordinate Services
Selection Board, Punjab;

*(b) ‘Commission’ means the Punjab Public Service
Commission;

(*To be retained according to requirement of
the Service).

(c) ‘direct appointment'’ means an appointment
made otherwise than by promotion or by
transfer of a person already in the service of
Government of India or of a State Government;

(d) 'Government’ means the Government of the
State of Punjab in the— (name)
Department:

(¢) ‘Servite' means the (name of the Service).

(2) Words and expressions used in these rules but
not defined shall have the meaning assigned to them in the
Punjab General Clauses Act. 1898,

3. The Service shall comprise the posts shown {n Humber and
Appendix ‘A’ to these rules < of posts.

Provided that nothing in these rules shall affect the
inherent right of Government to add to or reduce the
number of such posts or to create new posts with different
designations and scales of pay, whether permanently or

temporarily.
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4. (1) No candidate shall be appointed to the Service
unless he is—

appointed i

Sarvice.

(a) a cltizen of India: or

(b) a citizen of Nepal; or
(c) a subject of Bhutan; or

(d) a Tibetan refugee who came over to India
before the 1st January. 1962 with the intention
of permanently seitling in India; or

(e) a person of Indian origin who has migrated
from Pakistan, Burma, Shri Lanka and East
African countrieg of Kenya, Uganda and the
United Republic of Tanzania (formerly
Tanganuike and Zanvzibar) with the intention
of permanently settling in India:

Provided that a candidate belonging to cate-
gories (b), (c), (d) and (e) shall be a person in
whose favour a certificate of eligibility has
been issued by the Government of India.

(2) A candidate in whose case, a certificate of eligi-
bility is necessary may be admitted to an examination or
interview conducted by the Commission or the Board or
other recruiting authority of the Government and he may
also provisionally be appointed subject to the necessary
certificate being given t0 him by the Government of
India.

(3) No person shall be recruited to any Service by
direct appointment, unless he produces a certificate of
character from the prinecipal academic officer of the
university, college, school, or institution last attended,
if any; and similar certificates from two responsible
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persons, not being his relatives who are well-acquainted
with him in his private life and are unconnected with his
university, college, school or institution.

5. No person—

(a) who has entered into or contracted a marriage
with a person having a spouse living, or

(b) who having a spouse living, has entered into or
contracted a marriage with any person, shall
be eligible for appointment to the service:

Provided that the Government may, if
satisfied that such marriage is permissible
under the personal law applicable to such
person and the other party to the marriage and
that there are other grounds for so doing, ex-
e.Ept any person from the operation of this
rule.

6. (1) No person shall be recruited to the Service age
by direct appointment if he is less than seventeen years
old or is more than twenty-seven years of age on the date
of—————or unless he is within such range of minimum
and maximum age as may be specifically fixed by Govern-
ment from time fo time :

Provided that the condition of upper age limit may
be relaxed up to 45 years in the case of a person already
in employment of the Punjab Government, other State
Governments, or the Government of India:

Provided further that the appointing authorily may
for reasons to be recorded in writing, relax the upper age
limit for a category or class of persons :

Provided further that in the case of candidates be-
longing to Scheduled Castes and other Backward Classes,
the upper age-limit shall be such as may be fixed by the
Government from time to time.

(2) In the case of Demobilized Armed Forces
Personnel, the upper age-limit shall be such as has been
prescribed in the (name of the rule) Rules.
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Areinsee M. The appointment to the Service shall be made
* by (Authority to be indicated in respect
of each post or Service, as the case may be).

Method of 8. Appointment to the Service shall be made in the
Appointment ¢ lowing manner, namely :—

(i) per cent by direct recruitment;
(ii) ———per cent by promotion from amongst

(ifi) hy transfer if a suitable candidate is not avail-
%le by the afore-mentioned two methods.

A i ol 0. (1) Persons appointed to any Service shall remain
uﬁ'?:?dlu on probation for a period of two years, if recruited by
sorvice.  direct appointment and one year if recruited otherwise :

Provided that—

{a) any period, after such appointment, spent on
deputation on a corresponding or a higher post
shall count towards the period of probation;

(h) in the case of an appointment by transfer, any
period of work in equivalent or higher rank,
prior to appointment to the Service may, in the
discretion of the appeinting authority, be
allowed to count towards the period of proba-
tion; and

(c} any period of officiating appointment to the
Service shall be reckoned as period spent on
probation, but no person who has so officiated
shall, on the completion of the prescribed
period of probation, be entitled to be con-
firmed, unless he is appointed against a
permanent vacancy.

(2) If, in the opinion of the appointing authority, the
work or conduct of a person during the period of proba-
tion is not satisfactory, it may—

(a) if such person is recruited by direct appoint-
ment, dispense with his services, or revert him
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to a post on which he held lien prior to his
appointment to the Service by direct appoint-
ment; and

(b) if such person is recruited otherwise,
(i) revert him to his former post; or

(ii) deal with him in such other manner as the
terms and conditions of the previous ap-
pointment permit.

(3) On the completion of the period of probation of
a person, the appointing authority may—

(a) if his work or conduct has, in its opinion been
satisfactory,

(i) confirm such person from the date of his ap-
pointment if appointed against a perma-
nent vacancy; or

(i) confirm such person from the date from
which a permanent wvacancy oceurs, if
appointed against a temporary vacancy; or

(ili) declare that he has completed his probation
satisfactorily, if there is no permanent
vacancy; or

(b) If his work or conduct has not been, in its
opinion, satisfactory—

(i) dispense with his services, if appointed by
direct appointment or if appointed other-
wise, revert him to his former post, or
deal with him in such other manner as the
terms and conditions of his previous ap-
pointment may permit; or

(ii) extend his period of probation and thereafter
pass such orders as it could have passed on
the expiry of the first period of probation:

Provided that the fotal period of probation, in-
cluding extension, if any, shall not exceed

three years.
10. The seniority inter-se of members of the Service Senlority of
shall be determined by the length of continuous service on Serviee,
a post in the Service :
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Provided that where there are different cadres in a
Service the senfority shall be determined separately for
each cadre;

Provided further that in the case of members recruited
by direct appointment, the order of merit determined by
the Commission, the Board or other recruiting authority,
as the case mav be, shall not be disturbed in fixing the
seniority:

Provided further that in the ecase of two members
appointed on the same date, their seniority shall be deter-
mined as follows :—

(a) a member recruited hy direct appointmoent
shall be senior to 8 member recruited other-
wise;

(b) 2 member appointed by promotion shall be
senior to a member appointed by {ransfer:

(¢) in the case of members appointed by promotion
or transfer. seniority shall be determined ac-
carding to the seniority of such members in the
appointments from which they were promoted
or transferred; and

(d) in the case of members appointed by transfer
from different cadres. their seniority shall be
determined according to pay, preference being
given fo a memhber who was drawing a higher
rate of pay in his previous anpointment: and if
the rates of pav drawn are also the same: then
by their length of service in those apvoint-
ments: and if the length of such service is also
the same, an older member shall he senior to a
vounger member.

Note :—Seniarity of members appointed on purely
provisional basis, shall be determined as and when thev
are regularly appointed Keeping in view the date of such
regular apnpointment.
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11. A member of the Service may be transferred by I-inblé[:t;r ot
the Government to any post, whether included in any Seviee o
other Service or not, on the same terms and conditions as tremer.
are specified in rule 317 of the Punjab Civil Services

Rules, Volume I, Part L

19. A member of the Service shall be Hable to serve yumiiy o
at any place, whether within or out of the State of Punjalb =ene.
on being ordered to do se by the appointing anthority.

13. In respect of pay. leave, pension and all other teave,
matters not expressly provided for in these rules, the Ia"" =0
members of the Service shall be governed by such rules matters.
and regulations as may have been or may hereafter be
adopted or made by the competent authority under the
Constitution of India or under any law for the time heing
in force made by the State Legislature and the rules

made thersunder.

14. (1) In the matter of discipline, punishment and Dlsipline,
appeals, members of the Service ghall be governed by the IShale.
Punjab Civil Services (Punishment and Appeal) Rules,

1970 as amended from time to time.

(IT) The authority, empowered to impose renalties
under the Punjab Civil Services (Punishment and
Appeal) Rules, 1970 and the appellate authority there-
under in respect of the members of the Service shall be
as specified in appendix ‘B’ to these rules,

15. Every member of the Service shall et himself Listility for
vaccinated or re-vaccinated when Government so divects ang e

hY a SPE{‘.'LE] ar general arder. vacpination,

16, Every member of the Service, unless he has Gahof
already done so. shall be required to take oath of alle- %
giance to India and to' the Constitution of India as by law
established.

17. Where the Government ig of opinion that it is pawenie
necessary or expedient so to do, it may by order, for reasons """
to be recorded in writing, relax anv of the provisions of
these rules with respect to any class or category of
Persons,
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(TR ans 18, (Name of the rules to be repealed) are hereby
repealed

Provided that any order issued or any action taken
under the rules so repealed shall be deemed to have been

issued or taken under the corresponding provision of these
rules.

18, If any question arises as to the interpretation of
the rules, the Chief Secretary shall decide the same.

Secretary to Government,

Punjab,
........................ Department.

(Revisod ©Model Serviee Rules, 1973)
APPENDIX ‘A’

(See rule 3)

Serial  Designation Number of posts Scale of
No. of the post S y

Pérmanent Temporary  Totnl




719

(Revised Maodern Service Rules, 1975)
APPENDIN ‘B
(See rulc 14)

Serial  Designation.  Nature of

Auﬂmria &].'r_ptliu.lé_
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Copy of Punjab Government Circular letter
No. 7683-DSSII-(1)-73, dated the 16th November, 1973,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments ete., ete.

Subjeet: — Rehabilitation of ex-servicemen—Exemption
from payment of examination/application fee.

I am directed to refer to the subject noted above and
to say that for sometime past Government have had under
consideration the question of exempting the released
Emergency Commissioned Officers/Short Service Com-
missioned Officers and other ex-gervicemen from the
payment of prescribed application/examination fees in
respect of the applications for recruitment to State
Services. It has now been decided that in future all
released Emergeeny Commissioned Officers/Short Service
Commissioned Officers and other ex-servicemen may be
exempted from the payment of application/examination
fees in respect of competitive examinations to be held by
the Punjab Public Service Commission, Subordinate
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Services Selection Board or any other recruiting agency
provided they were not releived from service on their own
request before the ecompletion of their normal tenure of
service under the Gevernment of India. The cost of the
application form will, however. continue to be charged
from them.

2. This issues with the concurrence of the Finance
Department obtained —vide U.O, No. 3541-6F.G.II-73,
dated 11th September, 1973.

Copy of Punjab Government Cireular letter
No. 7560-28II-73 /35080, dated the 17th November, 1973,
from the Chief Secretary to Government, Puniah, to
all Heads of Departments, efe, ete.

Subject: Grant of special casual leave to Government
servanis under Family Planning Scheme—
Extension of facility to work-charged estab-
lishment{ in Punjab.

I am directed, to say thal in Punjab Government
letter No. 5416-2SI11-72/20290 dated the 168th Auvgust.
1972, a concession of special casual leave, up to seven days,
was granted to a Punjab Government emplnvee whose
wife undergoes a non-pueperal Tubectomy operation, to
look after his wife, subject to the condition that the con-
cerned male emplovee produces a eerfificate from the
doctor, performing the operation, o the effect that the
prosence of the employee is essenfial for the period of
leave to look after his wife during her convalescence after
oberation. It has now been decided bv Government to
extend this concession to employvess borne on  work-
charged establishment with immediate effeet

2. Concurrence of Finance Department has been nb-
tained, —upide their UU.0. No. 7383-4FR-75, dated 2nd
November, 1973,

Copy of Puniab Government Circular  letter
No. 8037-511(3)-73/33638. dafed the 20th November, 1973,
from the Chief Secrefury to Governmenit, Punjab. to
all Heads of Depariments, ete, ele.

Subject : Resularisation of the appointments of the em-
plovees recruited nn adhoe basis,

I am directed to invite your aitention to: Punjab
Government instructions contained in circular letter
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No. 279-SI1(3)-73/3046, dated the 29th January. 1973 and
to say that taking note of the hardship in the case of
those adhoe emplovess who had completed one Yyear
service, prior to Ist January, 1973 but whose services were
terminated in normal course before the said date Govern-
ment have decided that the question of regularising the
appointments of such employees whose services were
terminated during the period from 17th March, 1972 to
$1st December, 1972 may also be considered within the
framework of the policy laid down in Punjab Govern-
ment circular letter, dated 28th January, 1973 referred to
above. In other words, the adhoc employees whose
services were terminated between the period from 17th
March, 1972 to 31st December, 1972 and who before their
termination had rendered a year’s service shall be treated
at par in every respect with those who were terminated
between the period from Ist January, 1973 to 28th
January, 1973 provided that other conditions stipulated
in tha Government instructions referred to above are
fulfilled. In terms of sub-para (1) of the instructions,
dated 29th January, 1973, therefore, they are also to be
considered for regularisation if they have not already been
selected for regular appointment against some other
post.

Copy of Punjab Government Cireular Iletter
No. B326-DSSII(2)-73/35524. dated the 23rd November,
1973. from the Chief Secretary to Government, Punjah,
to all Heads of Departments ete,, ete.

Subject: Need to curb tendeney to leave station of

posting on week-ends—particularly in the
case of officers owning farms,

1 am directed to invite yvour aitention to instructions
contained in Punjak Government letter No. 1327-SI1(3)-
70. dated 3rd March, 1970 and endorsement No, 1743-
SII(3)-70/5411. dated 11th March, 1970 —wide which
Government had expressed strong exception to officers
leaving station on week-ends and attending office late on
Mondavs. It has been brought to the notice of Govern-
ment that some officers owning farms have defaulted in
observing meticulously the Government instructions
referred to above. Kovernment takes serious view of
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this lapse on the part of the officers concerned and desire
that such a tendency should be discouraged nd suitable
action be taken against defaulters,

2. The receipt of this letter may please be
acknowledged,

Copy of Punjab Government Circular lettér
No. 8330-SII(2)-73/36811, dated the 1st December, 1973,
from the Chief Secretary to Government, Punijab. te
all Heads of Departments, ete, etc.

Subject: Regularisation of appointments of employees
recruited on adhoc basis.

I am directed to invite your atiention to Punjab
Government instructions contained in letter No. 279-
SII(3)-73 /3046, dated the 29th January, 1973 and No. BU3T-
SII(3)-73/33658, dated the 20th November, 1473, on the
subject noted above and to clarify the extent of notional
break to be condoned as under :— 3

(a) As normally a posting can continue on adhoc
basis for a period of six months only, a revised
notification of vacancies to the EmpRyment
Exchange or some other preseribed selection
agency becomes necessary on the expiry of the
six months period. The period intervening
between the termination of services and subse-
quent selection as a result of the said re-
notification is to be considered a notional break.
Since such a révised notification under any
reasonable circumstances should not take
more than a month, the peripd of one month
should be the outer limit to be reckoned as
such notional break. If there are any indi-
vidual cases in which the breal exceeds this
limit under some special/justified ecircum-
stances, such cases can be examined on merits
in consultation with the Services Department.
In short, the notional break may be taken upto
a period of one month, where the vacancies have
to be renotified to the Employment Exchange/
other preseribed Selection Agencies.
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(b) Since it-is clear from the original instructions,
dated the 29th January, 1973, referred to above,
that the cases of regularisation of appointments
of adhoc employees are to be screened by the
departmental selection commitiees, there should
be uniformity of approach in such cases and
irrespective of the fact that a person is working
in leave grrangement short-term vacancy or
deputation the persons placed at the tail end in
the list of adhoc employees in a particular
cadre should be excluded from regularisation,
taking into account the number of vacancies of
the nature referred to above. This would en-
sure that a mere wrong adjustment in a cadre
does not stand in the way of regularisation of
the appointment of such adhoc employees who
have rendered more service in the cadre and
who according to the principle of natural
justice deserve priority for adjustment against
regular vacancies over others who entered the
cadre later on adhoc basis. In other words,
service rendered against a leave vacancy, a
short-term vacancy, or caused by the proceed-
ing of another employee on deputation/train-
ing, ete., may be taken into consideration to

e the total service rendered: the em-
ployee who has rendered more service (total)
should be preferred for regularisation of ap-
pointment against normal vacancies aver those
who have put in less service,

2. The receipt of this lstter may be please be
acknowledged. ¥

y of Punjab Government Circular Jetfer

frova the Chist Secetary £ oot Jamises, 197,
Gover t j

all Beads of Departments ete., ete. N, e

Subject : Placing a copy of the simple warning on the
personal file.

In continuation of the Puniab Government cireular
IE'ttgr No. 1724-ST1(3)-71, dated the 8th J une, 1971, on the
subject noted above, I am directed to clarify that a copy
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of the simple warning, when placed on the Personal file
of the Government employee would amount to censure and
would accordingly require the procedure prescribed in
the Punishment and Appeal Rules, 1970, to be followed.
In view of this pesition, a copy of the simple warning
should not be placed on the personal file of a Government
employee unless the prescribed procedure for punishment
is tollowed.

Copy of Punjub Govermment Circular Jleiter
No. 337-DSSII(1)-74/3061, dated the 28th Jannary, 19724,
from the Chief Secretary lo Government, FPunjab, o
all Heads of Departments ete. eic,

Subject : Ex-gratia grants and other facilities for families
of Government employees, who die while in
service—Clarification regarding admissibility.

I am direcled to invite your attenfion to the Punjab
Government circular letter No. 3906-SII(3)-T1/17723,
dated the 9th July, 1971, inter alia laying down the con-
cessions admissible to the families/dependents of the
deceased Government employees. It was clarified,—vide
Punjab Government circular letter No. 8548-SI1(3)-71/
1167, dated the 11th January, 1972, portion quoted below,
as to which type of cases of the Government employees
would be covered by the aforesaid instructions —

“The grant of these facilities may be allowed to all
regular employees. The work-charged em-
ployees and the ad hoc employees will not be
entitled to these facilities as they are not en-
titled to pensicnary benefits,”

2. From certain quarters clarification was sought
whether those employees, who die while in service, but
whose posts are not declared pensionable or who were yet
to be confirmed, would also be entitled to the concessions
referred to.

3. After considering the matter in consultation with
the Finance Department it is clarified that the scope of the
instructions particularly those quoted above is to be deter-
mined with reference to Rule 3.17-A of the Punjab Civil
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Services Rules, Volume II, viz. the cases of all those em-
ployees, who have rendered service qualifying for pension,
as specified therein, shall be covered for the grant of con-
cessions extended Lo the families and dependents of the
deceased Governmeni employees,

4. The receipt of this letter may please be acknow- '

ledged,

Copy of U.O. Circular letter No, 615-SI1(3)-74, dated the
3ist January, 1974, from the Chief Secretary to Govern-
ment, Punjab to all the Administrative Secretaries to
Government, Punjab.

Subject : Cases relating to wvarious Corporations/Semi-
Government Institutions/Apex Co-operative
Institutions — Approval of Chief Minister,

Will the Financial Commissioners, Punjab and the
Administrative Secretaries to Government, Punjab kindly
refer to the subject noted above ?

2. In the interest of a co-ordinated approach, it is
considered desirable that the approval of the Chief
Minister, Punjab should be obtained on the following
types of cases relating to wvarious Corporations/Semi-
Government Institutions/Apex Co-operative Institutions
in the State :—

1. Appointment of Chairman, Managing Director
and Directors.

2. Purchase Policy.
3. Sales Poliey.

4. Recruitment of personnel carrying salary of
Rs 500 and above, >

0. Budget and financial matters.

6. All other major policy matfers where Govern-
ment approval is necessary.

3. Accordingly it is requested that it may please be
ensured that approval of the Chief Minister is obtained in
matters enumerated above. A copy of each order issued
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in such matters may also please be sent to the Principal
Secretary to Chief Minister, for the information of Chief
Minister.

Copy of Puonjab Government Circular letter
No. 6790-SII(3)-13, dated the Bth TFebruarv, 1974,
from the Chief Secretary to Government, Punjab, ¢o
all Heads of Departments ete., ete.

Subject : Disciplinary proceedings—Cases of alleged
vietimisation relating to the office bearers of
Punjab Subordinafe Services Federafion and
other employees in connection with the agita-
tion for fulfilment of their demands.

I am directed to invite your attention to Puniab
Government circular letter No, 2180-SII(3)-72. dated 10th
April, 1972, on the subject noted above and fo say that it
has come fo the notice of Government that even those
cases which do not involve any victimisation on account
of participation in the strike, agitation etc, to press the
demands by the Government employees, have also been
held in abeyance so as to await further instructions from
Government,

2. It may be mentioned in thig behalf that a case in
which an employee was guilty of any indiscipline or
otherwise objectionable/penal = activity, such as beating
of a colleague not willing to participate in the strike, does
not come within the ambit of those caseg in which the
employee concerned might himself have participated in’
the strike, agitation, or any other desirable activity to
press for the demands, Such cases, obviously being not
covered by the instructions dated 19th April, 1972, should
not. in any case, have been kept pending so as to await
further instructions. Instead, such cases should have
been/should be examined on merits in accordance with
normal rules, viz, the Punjab Government Employees
(Conduct) Rules, 1066: Punjab Civil Services (Punish-
ment and Apdpi:gill Rules, 1970; and tl‘ﬁ in:ﬁrﬂmtions witl;l
regard to plinary proceedings/inquiries agains
Government employees,
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3. Government have been emphasising by issuing
instructions from time to time that the cases of the em-
ployees placed under suspension should be disposed of
speedily. With this end in view and keeping in view the
position stated in para 2, it will not be in fitness of things
if the decision on cases of the alleged victimisation is not
taken for a long time. When it is the policy of the
Government not fo vietimise any employee it should Ee
possible for the various competent authorities to examine
each such case on merits within the {framework of
Government policy/rules and instructions and take
suitable decision without any aveidable delay.

4, The provision with regard to appeals contained in
Rule 15 of the Punjab Civil Services (Punishment and
Appeal) Rules, 1970 against various types of orders in-
cluding suspension, provides adeguate opportunity to the
employee concerned fo prefer appeal to the next higher
authority. In accordante with this provision if any
appeal is made to the next higher authority, Government
desire that such higher authority should examine the case
of alleged victimisation with due care so as to give full
justice to the employee concerned. Keeping this princi-
ple in view, you are requested to dispose of the cases in
question at an early date

Copy of Punjab Government U.O. Circular letter No. 965-
S1I{2)-74, dated the €th March, 1974, from the Chief
Secretary to Government, Punjab, to all Administrative
Secretaries to Government Punjab and Heads of Depart-
ments etc., eic.

Subject : Schemes formulated under “Half a Million

Jobs Programme, 1973-74".

Will the Financial Commissioners and Administrative
Secretaries to Government, Punjab, kindly refer to the
subject cited above ?

2. As they are aware the Planning Commission,
Government of India, prepared ‘Half a Million Jobs Pro-
gramme’ setting apart a handsome amount for the pur-
pose. While allocating funds to various States wunder
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this programme, the Government of India laid emphasis
upon the following features thereof:—

(i) The employment schemes under this pro-
gramme should be such as could be dovetailed
in the 5th Five-Year Plan, to assure continued
employment of those, who are given jobs under
this programme;

(ii) Emphasis on self-employment schemes and
utilization of institutional finance;

(iif) Efforts to employ the educated unemployed in
the first year of the programme;

(iv) To give first priority to Engineers and highly
technical unemployed nersons from a family
which has no means of income: and

(v) Special attention in providing employment to
the graduates from the scheduled castes and
scheduled trikes, as also from the minorities,
war widows and seavangers,

The Planning Department is already in touch with the
Departments concerned so as to allocate funds and to draw
up schemes to be carried out in this behalf,

3. The objectives of the programme as outlined
above, make it clear that it is an ambitious and extra-
ordinary venture to meet the unemployment problem. A
speedy mode of recruitment is, therefore, a sine-qua-non
of the programme. As such extraordinary measures are
required to be taken without saerificing merit and indis-
pensable procedure. ;

4. The Planning Department proposed that the posts
to be filled in this programme may be taken out of the
purview of the Punjab Public Service Commission so as
to expediie the process of reeruitment. The Punjab
Publie Service Commission has been consulted in this
behalf. The Commission has assured Geyernment that
extraordinary measures would be taken by it to make re-
cruitment acecording to the requisition of the Departments

iyl
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concerned and would ensure that no delay would occur
in this behalf,

5. Various aspects of the matter, viz. expediency
recruitment, timely utilization of the funds provided
" under this programme and selection of appropriate per-
sonnel including the question of their absorption on regu-
lar basis have been considered and it has been decided that
for the present the following steps should be taken im-
mediately : —

(1) The Administrative Departments should ensure
that the question of recruitment under this
programme is considered on top-priority basis
and by personal contact with the quarters con-
cerned including the Punjab Public Service
Commission;

(2) According to their necessity the Administra-
tive Departments may employ suitable per-
sonnel under this Programme on 6 months
basis as is permissible under the Punjab Public
Service Commission (Limitation of Functions)

Regulations and Government instructiong in
this behalf:

(3) For purposes of regular recruitment a special
programme be drawn up by arrangement with
the Punjab Public Service Commission by
making immediate personal efforts:

(4) In cases where it is not considered feasible 1o
make arrangement on the above lines and in
respect of which it is considered in public in-
terest to exclude the posts concerned from the
purview of the Punjab Public Service Com-
mission, the Administrative Departments may
send sclf-contained proposals with their defi-
nite recommendations giving full justification
for exclusion of specific posts from the purview
of the commission so that necessary action in ‘

individual cases can be taken.
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(5) The Planning Department should keep liaison
and ensure speedy implementation of the pro-
gramme within the limit of funds allotted to
various Departments. In cases in  which the
Planning Department find any boitle-necks in
the implementation of the programme, they
may intimate the same to the Services Depart-
ment together with their suggestion to meet
the problem.

6. Top priority should be given to thesp measures of
generation of employment, Necessary steps taken in this
behalf may also please be intimated to the Services

Department,

Copy of Punjab Government Circular  letter
No. B617-SII(1)-3, dated the 27th March, 1974,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments etc. etc.

Subject : Writing of annual confidential reports—
recording of remarks about Small Savings
work by the reporting officers.

I am directed to invite your attention to the Punjab
Government circular letter No, 3582-A51-64 /24104, dated
the 15th July, 1964 —vide which it was provided that
Commissioners of Divisions/Deputy Commissioners will
record remarks on the work of all the Divisional Otfficers
of various Departments with regard to implementation
of development schemes and policy of the Government.
It was further laid down thersin that to enable the Com-
missioners to express Proper opinion the Divisional
Officers should see the Commissioners of their Divisions
as and when they find it feasible and convenient but
at least once in six months.

2. It ig felt that the Small Savfngs movement forms
one of the essential and basie source of funds for develop-
ment schemes and welfare policies of the Government.
Thus the achievements of the development schemes ave
dependent upon the success of the Small Savings move-
ment. District Officers who have to raise funds an
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voluntary basis, by mobilizing public opinion, by pursua-
sion and all other laudable methods, play an important
part to give fillip to the development schemes.

3. Although the momentum for the schemes should
spontaneously come from the officers concerned in the
national interest, yet it is felt thal recognition of the per-
formance of officers by the Government would further
help in more enthusiastic efforts for mobilising Small
Savings.

4, Accordingly, Government have decided that per-
formance in the field of Small Savings Schemes, like per-
formance in the field of developmental schemes, should
also be kept in view while recording the Annual Confi-
dential Reports of the Officers concerned. The Deputy
Commissioners of the respective Distriets who allocate
targets of Small Savings to various officers should, there-
fore, keep in view the local conditions of the area and
other allied factors at the time of recording their remarks
on the performance of the officers concerned.

As regards the performance of the Deputy Com-
missioners, the Commissioners of Divisions may kindly
keep in view the achievements of various districts in the
same manner while recording remarks in the Annual
Caniégential Reports of the Deputy Commissioners con-
cernead.

5. Kindly acknowledge receipt of this letter.

Copy of Punjab Government Circular letter
No. 632-25I1-74/11607, dated the 11th April 1974,
from the Chief Secretary to Governmeni, Punjab, to
all Heads of Departments ete,, elc

Subject : Overstaygl abroad of Government employees
on study leave beyond a period of five years—
Disciplinary action against.

I am directed to address you on the subject noted
above and to say that it has been noticed that some
Government emplovees proceed abroad for higher studies
either by taking Study Leave under the Study Leave
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Rules or leave of the kind due/extraordinary leave etc.
for a year or two and then keep on staying there even
beyond a period of five years without the sanction of the
extension of leave by the competent authority. On
their return, they apply for permission to resume duty
and the Departments generally allow this even thnuﬁ]:
they are not competent to do so. In certain cases, t
employees concerned also seek employment abroad.
These are certainly unhealthy practices which tend to
create indiscipline in services, much to the detriment of
Government work. It is, therefore, necessary to curb
these practices.

2. Government has considered the matter in the
light of the provisiong of Rule 3.25 of CS.R.,, Volume I,
Part 1 and Rule 15 of Punjab Government Employees
(Conduct) Rules, 1966. It has been decided that:—

(a) All such employees, who proceed abroad on
leave of any kind and overstay for more than
five years, should not be permitted to resume
duty except in cases in which eircumstances
permit to do so with the prior approval of the
competent authority (A.D, aecting in consulta-
tion with F, D. ags defined in Rule 214 of
Punjab CS.R., Volume I Part I);

(b) Action for the termination of services where
called for should also be taken as provided
under Rule 3.25 of Punjab C.SR., Volume I,
Part 1 by following the procedure laid down in
the Punjab Civil Services (Punishment and
Appeal Rules, 1970; and

(c) Action against the Government employees who
seek employment abroad while on Study Leave,
may be taken under Rule 15 of Punjab Govern-
ment Employees (Conduct) Rules, 1966 under

+ intimation to Services Department. The fact
that a particular Government employee has
sought employment abroad can he verified
from the Embassy concerned

Kindly acknowledge receipt,
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|
C?y of Puonjab Government Cireular letier
0. 2568-2811-74, dated the 15th April, 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, efc., ete

Subject : Speedy disposal of cases of officials placed
under suspension.

I am directed to invite your attention t{o paragraph
2(ili) of Punjab Government circular letter No. 3624-GS-
61, dated 21st April, 1961 which inter alia provides that
the whole process of investigation and inquiry against
& Government employee should be completed within 6
months (excluding any period during which proceedings
are stopped owing to a reference to a Court of
Law) and an extension of the period by another three
months may be obtained under the orders of the Minister-
in-charge. If extension beyond nine months is needed,
full facts and justification have to be placed before the
Cabinet and their approval taken. It has. however, been
observed that in a number of cases these instructions are
not being followed strictly with the result that suspension
period prolongs unnecessarily. This involves hardship
to the suspended employees on the one hand and goes
against the administrative interest on the other. Non-
observance of the preseribed procedure for seeking ex-
tension in the suspension period where it is so essential.
amounts to a very objectionable irregularity. It has,
therefore, been decided that to ensure that cases of
officers /officials under suspension are decided imme-
diately and in any case within six months unless this
period is extended due to unavoidable reasons by seeking
extension in above prescribed manner, suitable discip-
linary action may be taken against those responsible for
delaying action in such cases.

Kindly acknowledge receipt.

Copy of Punjab Government Cirenlar letter
No. 2764-25II-74, dated ¢the 22nd April, 1974
from the Chief Secretary to Government, Punjab. to
all Heads of Departments ete., ete.

Sibject : Crossing of efficiency bar—policy/rules regard-
ing—efifect on promotions, punishments/com-
pulsory retirement,

I am directed to invite your attention to detailed
instructions issued,—wvide Punjab Government eircular



739

letter No. 3805-SIL(3)-73, dated the 16th October, 1973 on
various aspects of cases relating to crossing of efficiency har
and fo say that the question as to what would be the im-
pact of adverse eniries in the annuyal Confidential Report
ete., which are duly considered before allowing an emplo-
yee to cross the E%cienq.r bar, or his cases of promotion,
punishments, compulsory retirement, as the case may,
which arise subsequent to the crossing of efficiency bar,
has been considered by law courts. The essential parts of
the observation made by the courts are quoted below :—

State of Punjab vs. Dewan Chuni Lal
1970 S1.R, 375 (Supreme Court).

“The Subordinate Judge quashed the order bein
violative of Article 311 of the Constitution n?
India. The order was upheld by the High Court
on the ground that dismissal violated the princi-
ples of natural justice. The State Government
went in appeal before the Supreme Court against
the said orders. Held, reports earlier fo 1042
should not have been considered at all inas-
much as the respondent was allowed to cross
the efficiency bar in that year”.

S. R. Jain vs, Union of India

1873 S.I.R. 309 (Delhi High Court)

“By certifying him as fit for crossing the efficiency
bar, the conclusion was that he was efficlent
enough to claim the higher pay. These facts
could not later on be taken inte consideration for
the purpose of taking decision under Funda-
mental Rule 56(j) (Fundamental Rule 56(j)
relates to order of compulsory retirement. )"

Shadi Lal vs. Deputy Cn:}tlﬂr;fmi-saianer, Gurgaon and
Dthery
1974 SLR 217 (High Cowrf of Punjab and
Haryana),

“Constitution of India. Article 16—Crossing of effi-
ciency bar condones all previous adverse entries—
Such entries should not be taken into consi-
deration at the time of promoticn.
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“The learned Counsel for the petitioner submits
that in view of the decision of their Lord-
ships of the Supreme Court in the State of
Punjab vs. Dewan Chuni Lal, 1970 SLR 375,
any adverse entries in the service record of
the petitioner prior to November 1, 1964,
could not be taken into consideration as the
determining of efficiency bar due on Novem-
ber 1, 1964 condones all the previous adverse
entries.”

2. In the light of the above observations, the cross-
ing of efficiency bar becomes an imporiant land work in
the official career of an employee as it would be tanta-
mount to condonation of or making redundant the
previous adverse entries, if any, in the ACRs. This fact
necessitates that the cases of crossing of efficiency bars
should be carefully scrutinized, in the light of the imstruc-
tions, dated 16th October, 1973 referred to above as well as
the above observations. After having examined all cases
in this manner if an employee is allowed to cross the effi-
ciency bar then while considering the cases of promotion.
punishment, or compulsory retirement, ete., it would not
be legally tenable to again tely upon the previous adverse
entries in the A.C.Rs. in the context of which the matter
was considered and the efficiency bar was allowed to be
crossed.

2 The above instructions may be brought to the
notice of all concerned. particularly those dealing with the
establishment cases.

4. Kindly acknowledge receipt.
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Copy of Punjab Government  Circular letter
No. 3173-SH(ASO)-74,17435, dated the 29th May. 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Departments ete, ete.

Subject :  “Hall a Million Jobs Programmes.”

l am directed Lo address you on the subject noted above
and to say that the Industrial Training Department,
Punjab has formulated the following two schemes for im-
parting training to the unemployed persons. in the Indus-
trial Training Institutes. under the “Half a Million Jobs
Programme” : —

5. Mame ol the schene Dugition of Numiber of eandidates to
Mo, training be imparted training
I: Stenogruphy trade for & months 520
praduntes
2. [ntensive {aining to b months 520

I.T.1. aoalificd girls

With a view to achieving the objective of the scheme
for meeting the unemployment problem, in has been decid-
ed by the Government that the candidates who complet
the training successfully under the above mentioned
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schemes, may be censidered at the time of selection for
appointment on ad hoc basis alongwith the candidates re-
commended by the Employment Exchange and those who
apply in response to direct advertisement. It is, therefore,
requested that while placing requisitions with the Employ-
ment Exchange or advertising the posts, the source of
Directorate of Industrial Training may also be made use
of by the appointing authorities.

2. The receipt of this communication mayv please be
acknowledged.

Copy of Punjab Government Cireular letter
No. 3585-SIF(ASQ0)-74/19093, dated the 17th June, 1974
from the Chief Secretary to Governmeni. Pumjab, to
all Heads of Departments. eic. ete.

Subject : Recruitment to the posts of Clerks.

I am directed to invite a reference to Punjab Govern-
ment letter No. 0420-ST1(2)-71/24659, dated the 15th
September. 1971 on the subject noted above wherein it wax
laid down that the residuary work of the Subordinate
Services Selection Board including the work of recruitment
to the cammon categories of posts of clerks, tvpists steno-
typists and stenographers had been entrusted to the Depuly
Secretary to Government, Punjab, Administrative Re-
forms and recruitment to these services/posts should be
made by appointing suitable candidates recommended
by the said officer. The Deputy Secrefary to Govern-
ment. Punjab, Administrative Relorms arrauged an
examination for selection of suitable candidales inter
alia, for the posts of clerks and the names of the candi-
dates were recommended to the various offices of the
State Government by the Secretarv Subordinate Services
Selech{inn Board (Defunel) against the requisitions placed
bv them.

Some clerks appointed on ad hoe basis challenged in
the High Court of Punjab and Harvana the selection mads
by the Deputy Secretiary to Government, Punjab Adminis-
trative Reforms. The Hish Court. inter alia, held that no
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sueh selected candidate could be thrust upon the authori-
ties competent to make appointment on the posts of clerks
and they were at liberty to reconsider the matter without
being influenced by the fact that they had to accommodate
the persons selected by the Deputy Secretary to Govern-
ment, Punjab, Administrative Reforms,

d. Government have gone in for appeal against the
judgement of the High Court, referred to above. Mean-
while it has been decided that the candidates recommended
by the Deputy Secretary to Government, Punjab, Adminis-
trative Reforms may be considered for appointment on
vacant posts of clerks.

4, In the light of the above decision, it is requested
that yvour latest demand in regard to these posts be inti-
mated to the Secretary, Subordinate Services Selection
Board (Defunct) urgently who will recommend names of
suitable selected candidates for the same, The particulars
of such candidates who are already working on posts under
their control on ed hoc basis, whose names on merit list are
within the range of selection and who are otherwise fit for
regular recruitment may also be supplied to the Secretary,
S.5.83.B.(D), so that they may be considered for appoint-
ment against their present posts, if possible, on their turn.

5. The receipt of this communication may please be
acknowledged.

Copy of Punjab Government U.0. Cireular letter No.
4286-2SI1-74, dated the 21st June, 1574 from the Chief
Secretary to Government, Punjab, to all Administrative
Seeretarieg to Government, Punjab and Heads of Depart-
ments, ete, efe.

Subject : Expeditious disposal of cases of officials placed
under suspension—Strict observance of the pro-
cedure—regarding,

Will the Financial Commissioners and all Administra-
tive Secretaries to Government, Punjab, kindly refer to the
subject noted above ?

2. Government have issued detailed instructions em-
phasising upon the speedy disposal of cases of officials
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placed under suspension from time to time. In this con-
nection attention is invited to Punjab Government circu-
lar letter No. 3520-5I1(3)-73, dated the 23rd/26th June,
1973, copies sent to them—wide 17.0. No, 3520-SIL(3)-T3,
dated 23rd /26th June, 1973, which precisely reiterateg the
procedure to be observed in this behalf, and .0, No. 4807-
SII(3)-73. dated the 30th July, 1973 enjoining that in future
the Heads of Departments or the other authority concerned
will be held responsible for avoidable delays in completion
of the proceedings in suspension cases.

3. The desirability of completing the cases within
the stipulated time viz. six months and seeking the exten-
sion of the period of suspension by three months enly under
the orders of Minister-in-charge and subsequently for
placement of the matter before the Council of Ministers
was again emphasised —vide circular letter No. 2568-
2SI1-74, dated 15th April. 1974, with clear instructions that
suitable disciplinary action may be taken against those
:'leﬂpumihle for non-observance ol the preseribed proce-

ure,

4. From the adequate instructions already issued in
the matter as stated above and the various provision of the
Punjab Civil Services (Punishment and Appeal) Rules.
1970 it is evident that if the preseribed procedure is ob-
served meticulously, the cases of the employees placed
under suspension can be finalised wilthout avoidable delay.
It is, however, observed that apart from the general lapses
in the observance of the instructions and Rules at the
lower level, lapses take place at other levels as well. Some
of the Inquiry Officers did not pay desired attention to this
important work and similarly some of the Heads of De-
partments did not review the disposal of the work of
Inquiry Officers with firmness. Many enquiries therefore
fell through because of such procedural defects.

5. After reviewing the whole position as stated above
in the meeting of the Administrative Secretaries held on
3rd May, 1974 under the Chairmanship of the Chiel
Minister, it has been decided that the Administrative
Secrelaries would periodically review the cases of suspen-
sion of employees in their Departments and would hold the
Heads of Departments responsible for unjustified delay
and lapses ete,
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6. The peyiew made as above should form the basis of
detailed statement reguired to be sent to the Administra-
tive Department and Chief Secretary (in Services Depart-
ment) by the 5th of every month in terms of para 2(c) of
the instructions contained in Circular letter No, 3520-SII
(3)-73, dated 23rd/26th June, 1973. In addition to this it is
desired that this periodical review should also be submit-
ted to the Minister-in-charge of the Department.

7. Strict observance of these instructions may kindly
be ensured and steps taken in this direction be intimated
to the Chief Secretary to Government, Punjab (in Services
Department).

Copy of Punjab Government Cireular letter
No. 4487-1SI1-74, dated the 11th July, 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete., ete.

Subject : Reservation of vacancies for Scheduled Castes,
Backward Classes and Released Army Person-
nel—Total reservation not to exceed 50 per cent
in a year.

I am diregjed to inyite a reference to jab Govern-
ment circular letter No. 220-SII(3)-71, dated the 19th
January, 1971 providing for a maximum limit of 45 per cent
reservation for Scheduled Castes, Scheduled Tribes. Back-
ward Classes and Released Armed Forces Personnel taken
together in a particular year and to say that as a result of
erthancement of reservation percentage for Scheduled
Casdtes and Backward Classes from 20 per cent and 2 per
cent'to 25 per cent and 5 per cent respectively,—vide Social
Welfare Department’s Circular ' letter No. 890-SWI-74/
10619, dated the 6th June, 1974, it has become necessary to
revise the above limit. The rhatter has been considered
and it has been decided that all types of reservalion in
services in a particular year should not, as mentioned
above, exceed 50 per cent. You are, therefore, requested
to bring this to the notice of all concerned and ensure com-
pliance of this decision, inter alia by amendment to Rules
where necessary.

The receipt of this communication may also be acknow-

ledged.
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Copy of Punjab Government Cirenlar letter
No. 4225-2SI1-74/21500, dated the 15th July, 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Departments etc., etc.

Subject : Writing of Annual Confidential Reports—
Recording of remarks by the Reporting
Authority/Reviewing Authority—Avoiding of
dela;

y.

I am directed to addresg you on the subject noted

above and to invite your attention to the following extracts

from the instructions contained in Punjab Government

Circular letter No. 2334-ASI-60/15708, dated the 3rd May,
1960 :

“Para 2: It is essential that all officers write their
reports in the personal files of their subordinates
regularly and punctually. Not only should
every ai%cial, whether gazetted or non-gazetted,
possess a personal file or character roll, 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 disappears,

- o L L

In some cases, confidential reports are written twice
a year and in other once a year. Whatever the
frequency laid down, it is necessary that this
should be adhered to rigidly and the reports re-
corded on or by the due dates. A certificate
should be furnished by all Heads of Departments
to the Administrative Secretaries concerned
within one month to show that all confidential
reports have been recorded in their respective
departments by the due date.

*Note:—The confidential reports should be record-
ed 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 afteér a lapse of a very long period and
as were attended with suspicious features on
one ground or another. The assessment of the
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record as a whole of the officer concerned would
thus not be affected unduly by such a report.”

@"“Para 8:—Recording of remarks on the occasion e
of relinquishment of charge by Reporting T;ﬁ'm.
Authority: —(i) An officer may, if he had not st i
done so previously within six months, record Februsr.y
remarks for the confidential files of officers sub- %%
ordinate to him within six months of his relin-
quishing the charge of his post.

(ii) In consequence of change of portfolios. a Minister
or.a Deputy Minister or the Chief Parliamentary
Secretary, may also, if he had not done so pre-
viously within six months, record remarks for
the confidential files of officers subordinate to
him within six months of his relinquishing the
charge of his previous portfolio,”

2. The above policy was laid down, inter-alia on the
following grounds:—

(a) There should be no undue delay in writing of the
Leparts;

(b) Delay in writing of xeports especially by the
officers relinquishing charge of the post is not
administratively desirable because by the
pﬁg& of time, the assessment becomes un-
realistic;

(c) The possibility of the reports being biased on
account of delay in writing can also noi be
ruled out; and

(d) If representation agajnst adyerse remarks so re-
corded at later stage comes, the officey concern-
ed will pot be in a position to give proper ap-
preciation to the basis of remarks.

3. It hag been observed by Government that the
@ uve instructions are npt complied within letter and
gparit with the result that confidential reports on the work
of officials/officers continue to be recorded very late. In
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some cases the reporting/reviewing authorities have re-
corded their remarks even long after 6 months of relin-
quishing the charge, in viclation of the instructions re-
ferred to above, The cases involving the consideration of
the latest report for deciding several matters such as cros-
sing of efficiency bar, grant of annual increment etc. have
to be kept pending. Delay in recording the reports also
creates an atmosphere which is not conducive to the effi-
cient working of the Government,

4 Government view this tendency of late-recording/
non-recording of confidential reports on the part of the
various reporting authorities with coneern. Government,
therefore, desire that you should ensure strict compliance
of the Government instructions. Where unreasonable and-
unjustified delay takes place and the Government policy
is infringed, responsibility may be fixed so as to take suit-
able disciplinary action where warranted,.

5. The receipt of this letter may also be acknow-
ledged.

Copy of Puonjab Govermmenf Circular letter
No, 5357-25I1-74/22787, dated the 24th July, 1974
from the Chief Secretary fo Government. Punjab, to
all Heads ef Departments etc., efe.

Subject : Steps to ensure gquick glfﬁpos&! of cases against
Government employees in trial courts.

I am directed fo address you on the subject noted above
and to say that it has been observed that the cases apainst
suspended Government employees prolong beyond limit
which is not conducive to the publie interest on the one
hand and which ereate undue hardship for the emplovees
concerned on the other. Taking note of this situation
Government have already requested you in separate
instructions to take a number of measures for the ex-
peditious disposal of such cases.

2. On the scrutiny of the periodical statements re-
ceived from the Departments relating to cases referred to
above, it has been revealed that most of cases against

Government employees have not been finalised due to the
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prolonged proceedings in the trial courts. No doubt the
essentia] legal procedure in such cases has to be observed
but Government are keen to ensure that wherever pro-
cedural and avoidable delay can be cut short, the same
should be done.

3. In the light of the above the Registrar, Punjab
and Haryana High Court was requested to take notice of
avoidable delay in the trial courts, in the disposal of the
cases against Government employees. The High Court,
inter-alia have intimated that if some specific cases of in-
ordinate delay are brought to the notice of the High Court,
the same would be looked into carefully for further neces-
sary action to remedy the situation.

4. Government in its anxiety to ensure expeditious
disposal of cases against Government employees in the
Departments as well as in the law courts only to the extent,
the delay is dispensable from administrative/legal point
of view, desire that you may bring to the notice of
Registrar, Punjab and Haryana High Court in confiden-
tial cover cases in which:

(a) there has been inordinate delay in the disposal
thereof not on account of essential legal pro-
cedure but because of avoidable delay hy the
judicial officers;

(b) there is sufficient material to come to the con-
clusion as at (a) above; and

(c) any request already made to the trial court
through prosecution to expedite the process of
cases has been of no effect. (In case no such
request has already been made, the same may
be made before reporting the matter to the
Registrar, Punjab and Haryana High Court).

5. In view of the fact that reporting of such cases to
the High Court may ultimately reflect upon the perform-
ance of some of the officers, it is requested that utmost
care may be taken while sending the above report to the
High Court,
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6. The report to the High Court should be sent
through the Administrative Secretaries concerned, with a
copy to the Services (II) Department.

7. Kindly acknowledge receipt of this letter.

Copy of Punjab Government Circular letter
No. 4792-18I1-74/23532, dated the 25ih July, 19714
from the Chief Secretary to Government, Punjab, to
all Heads of Departments etc., ete.

Subject : Earmarking of vacancies for the Released
Army Petsonnel—Revision of roster.

I am directed to invite a reference to Punjab Govern-
ment letter No, 27-SI1(3)-72/5186, dated the 15th Febru-
ary, 1972 providing for earmarking of 5th, 10th, 15th and
so on, vacancies to be filled by direct recruitment for the
Released Indian Armed Forces Personnel and to say that
a result of enhancement of reservation percentage for
scheduled castes and backward classes from 20 per cent and
2 per cent to 25 per cent and 5 per cent respectively and con-
sequent change in the roster for reserved vacancies—yide
Social Welfare Department's Circular letter No. 800-SWI-
74/10619, dated the 6th June, 1974, it has become neces-
sary to revise the roster meant for Released Indian Armed
Forces Personnel. The matter has been considered and
it has been decided to earmark the following points in

a bloe of 100 vacancies, for the Released Indian Armed
Forces Personnel : —

3, 7, 11, 19, 23, 27, 31, 39, 43, 47, 51, 59, 63, 67, 71, 79,
83, 87, 91 and 99, and so on

The above Roster will be effective from the 6th
March, 1974, subject to the following conditions:

(i) The operation of the roster will stop the mo-
ment reservation percentage is achieved:

(ii) Total reservation for all categories including
Released Indian Armed Forces Personnel is

not to exceed 50 per cent of the vacancieg filled
in a year;
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(iii) The above roster will not apply to small cadres

i.e, where the sanctioned strength is less than
5 posts.

(iv) The roster already existing would not be abon-
doned, but would now be maintained in conti-
nuation from the vacancy in the existing
Roster last filled up according to the new

pattern of reservation that has been described

above. For example if according to the present
Roster 13 vacancies have been filled before 6th
March, 1974 and the 10th was filled by reser-
vation for Released Army Personnel, the next
vacancy that will fall to the share of Released
Army Personnel would be 19th,

You are requested to bring these instructions to the
notice of all concerned and ensure compliance thereof.

2. The receipt of this communication may also be
acknowledged.
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Copy of Puonjab Government Circular letter
No. 4099-SII(ASQ)-74/24403, dated the 31st July, 1974
from the Chief Seeretary to Government, Punjab, to
all Heads of Departments efc., ete.

Subject : Grant of re-employment/extension in service to
Government employees on or afier their attain-
ing the age of superannuation.

I am directed to invite attention to para 6 of the
Punjab Government circular letter No. 727-SI1(4)-67/4841,
dated 17th February, 1967 on the subject noted ahove
wherein the powers to sanction re-employment to class IV
employees have been delegated to the appointing authority
concerned. Since a class IV employee retires from Gov-
ernment service on attaining the age of superannuation
viz. at the age of 60 years, the question of re-employing
him does not arise in terms of para 6 read with para 3 (iv)
of the circular letter, dated 17th February, 1967 ibid viz.
“the age of the employee proposed to be re-employed must
be below 60 years except in the case of Patwaris who may
be re-employed up to the age of 70 years”. It has, there-
fore, been decided to delete the provision of delegation of
powers Lo the appointing authority in respect of class IV
employees, and amend para 6 of the policy letter as indi-
cated below:;—

“6i. In cases in which the conditions mentionad in
paragraph 3 are satisfied and it is proposed to
offer the terms and conditions mentioned in
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baragraph 5, the authority competent to sanction
re-employment shall be as follows:—

Class of emloyees Competent Authority
Class 1 ... The Administrative Department

concerned in consultation with
the Services Department

Class 11 ... The Administrative Depariment
concerned.
Class ITI ... 'The appointing autherity.”

The cases necessitating re-employvment of Class 1V
employees beyond the age of 60 years in extraordinary cir-
cumstances may, however, if at all taken up, be referred to
the Services Department giving full justification and
making definite recornmendations therefor

of Punjab Government Cireular letter
No. 5613-28I1-%4, dated the 8th August, 1974
from the Chief Secretary to Government. Punjab, to
all Heads of Departments etc., ete.

Subject : Consumption of intoxicating drinks and drugs
by Government employees —Restrictions en.

I am directed to address you on the subject noted
above and to invite your attention to Rule 22 of the Goy-
ernment Employees (Conduct) Rules, 1866 which lays down
as under:—

“A Government employee shall—

(a) strictly abide by any law relating 1o intoxi-
cating drinks or drugs in force in any area
in which he may happen to be for the time
being;

(b) not be under the influence of any intoxicating
drink or drug during the course of his duty
and shall also take due care that the per-
formance of his duty at any time is not
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affected in any way by the influence cf such
drink or drug;

(¢) not appear in bpublic place in a state of intoxi-
cation; and

(d) not use any intoxicating drink or drug to
excess (P, G. Notification No. GSR 92/
Const./ Art. 309 and 318/Amd. (4)70, dated
21st September, 1870)."

Similar provision exists in All India Services (Conduct)
Rules, 1968 (Rule 20 thereof).

2. It has been decided that any contravention of the
provisions of these Rules on the part of any Government
employee should be taken serious notice of, and strict
disciplinary action initiated and completed immediately
against any official found under the influence of an
alecholic or other intoxicating drink or drug during the
course of duty, or who has used any such drink or drug to
excess or appears in a public place in a state of intoxication.

It has also been. decided that drinking of alcoholic
beverages or intoxicating drugs in Government offices,
schools, hospitals, or other such government buildings or
public places even after working hours should be com-
pletely banned. Any contravention of these instructions
should be treated and dealt with as misconduct and severe
punishment imposed on any employee found guilty of such
misconduct.

3. ‘Kindly impress upon all Government employees
under your control and all concerned the need for strict
compliance of these instructions and the consequences of
any breach thereof.

Kindly acknowledge receipt.

Copy of D.O. Circular No. 6458-25II-74, dated the 22nd
August, 1974 from Shri B S, Talwar. IAS, Chief Secre-
tary to Government, Punjab, to all Financial Commis-
sioners and Administrative Secretaries to Government,
Funjab and copies endorsed fo all Heads of Depart-
ments efe., ete.

~ As you are aware standing Government instructions
require that the whole process of investigation and enquiry
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of a case against a Government employee, especially those
under suspension, should be completed within six months
and an extension of the period by another three months
may be obtained under the orders of the Minister-in-charge.
1f extension beyond nine months is needed, full facts and
justification have to be placed before the Council of
Ministers and their approval taken. Whenever a case like
that comes up before the Council of Ministers, great con-
cern is expressed at the prevailing state of affairs where
a large number of Government officials remain under sus-
pension for long periods without any effective steps being
taken to finalise enquiries against them. Apart from
causihg avoidahle hardship to the employees concerned, it
creates an adverse impression about the functioning ol
departments of Government and detracts from their image
as an employer. Repeated instructions have been issued
to all departments to ensure that cases against Government
employees are finalised within the prescribed period but
these do not appear to have had much effect. In our letter
No. 2568-2S11-74, dated 15th April, 1974, you had been re-
quested to ensure that cases of all employees under suspen-
sion are decided immediately and to ensure that suitable
disciplinary action is taken against those responsible for
delaying action in such cases. The Chief Minister also
drew attention to this matter in the meeting of Adminis-
trative Secretaries held on 3rd May, 1974 and c¢ircular in-
structions were issued,—vide our U.O. No. 4286-2SI1-74,
dated 21st June, 1974, requesting you to periodically review
the cases of employees under suspension in your depart-
ments and take necessary action against the Heads of De-
partments and other officers responsible for unjustified
delay and lapses in such cases.

2. This matter came up again at the meeting of the
Council of Ministers held yesterday and great concern was
expressed by the Chief Minister and other Ministers at the
lack of any improvement in this important matter. It was
decided that the Administrative Secretaries should examine
the cases of all officers and officials under suspension in
the departments within their charge and submit by 30th
September, 1974 to the Minister-incharge a detailed report
indicating the position in respect of each case. Necessary
disciplinary action should also be taken against the officers
who have been responsible in causing inordinate delays in
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completing enquiries against employees under suspension
and Heads of Departments told that it is their personal
responsibility to see that no avoidable delay occurs in
finalising proceedings in such cases.
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Copy of Punjab Government Circular letter
No, 6490-28I01-74, dafted the 30th August, 197
from the Chief Secretary to Government, Punjab, to
all Heads of Departments efc., efe.

Subject : Ban on the smoking in Government offices,
Courts and Government Institutions ete.

It has been decided by Government that in future no
smoking will be permitted in Government offices, Courts
and Government Institutions. You are requested to ensure
that Gov ernment employees and public alike comply with
this decision. A notice to the effect that smoking is pro-
hibited may be displayed at prominent places in all
Government offices, Courts and Government institutions.

2. These instructions override the instructions con-
tained in Punjab Government Circular letter No. 9591-SI1
(3)-69/10444, dated the 19th/22nd May, 1970,

3. Kindly acknowledge receipt.

Copy of U.0. Circular letter No. 6756-1SII-74 , dated the
16th September, 1974 from the Chief Secretary to
Government, Punjab to all the Administrative Secre-
taries to Government, Puniab. ete.

Subject : Determination of principles to be [followed for
appointment to eivil posts under Article 320 of
the Constitution.

Will all the Financial Commissioners, Punjab and
Administrative Secretaries to Government, Punjab, kindly
refer to the subject noted above ?

2. In terms of provisions of Article 309 of the Con-
stitution read with instructions No. 6029-GS-60, dated the
21st June, 1960, every Service/Cadre/Post under the State
Government is required to be regulated by Service Rules.
This is a constitutional obligation upon all the Administra-
tive Departments, which should be discharged in an un-
exceplional manner as emphasized by repeated instructions
issued from fime to time.
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3. Finalisation of Service Rules, of course takes its
own time as it requires observance of procedure specilied
in Punjab Government instructions dated 21st June, 1960
referred to above, This, however, does not mean that till
the finalisation of the rules, the mode and prineiples of
recruitment/appointment/promotion eg. qualifications,
experience etc. should remain vague and undecided in res-
pect of services/posts which are newly created and which
do not stand regulated by any Service Rules.

4. In this connection attention is invited to the extract
(copy enclosed) from the book regarding Regulation of
Instructions governing the work of the Punjab Public
Service Commission.

9. It needs no clarification that the competence of
various Administrative Departments and Appointing
Authorities in regard to appointments emanates from the
Service Rules, if framed by the Governor under Article
309 of the Constitution. In the absence thereof to avoid
any legal implications, the principles of recruitment should
be got approved from the Punjab Public Service Com-
mission in terms of Article 320 of the Constitution. The
principles so approved may later on form the basis of
Rules to be framed under Article 309 of the Constitution.
As policy regarding promotion, seniority, confirmation and
condition of services ig allocated to the Services Depart-
ment in terms of Business of the Punjab Gevernment
Allocation Rules, 1972 and the various Service Rules are
requirgd to be sent to Services Department for comments
before finalisation in terms of instructions dated 21st June,
1960, it would also be necessary to have the views of
Services Department, while determining the principles of
recruitment as stated above, These would ultimately
from the basis of the Service Rules.

6. It has, however, been observed that the Depart-
ments make appointments without completing the essen-
tial formalities as referred 1o above. The appointments so
made continue for long period, which later on create ad-
ministrative and legal complications. In order to avoid
such eventualities as also to comply with the constitutionsal
provisions and the Government instructions, it is requested
that in future whenever a new post or a service id created.
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before making any appointment thereto, the principles to
be followed in making appointment as also explained in
the extract enclosed, may first be determined in consulta-
tion with the Punjab Publi¢ Service Commission and the
Services Deparlment. According lo the urgency of the
situation it may be ensured that these principles are got
determined on lop priority basis,

[Extracts taken from the Book regarding Regulations and
instruetions governing the work of the Punjab Public
Service Commission].

PART IV-K

(Principles to be followed in making Appointment to Civil

Services and posts in consultation with the Publie Service

Commission under Article 320(3)(b) of the Constitution
of India)

43, In accordance with the provisions contained in
sub-clause (b) of clause (3) of Article 320 of the Constitu-
tion of India, the Publie Service Commission are to be
consulted on the ‘Principles’ to be followed in making ap-
pointments to Civil Services and posts, in making promo-
tions and transfers from one serviece to another and on the
smtability of candidates for such appointments, promotions
or transfers. The expression “principles to be followed"
oceurring in that sub-clause are those incorporated in the
recruitment rules of the particular service/post. Such
rules of all services/posts are required to.be [ramed in
consultation with the Commission except those covered by
regulation 5(f) of the Punjab Public Service Comrmiission
(Limitation of Functions) Regulations, 1955. The Com-
mission, when consulted about these rules, san express
their views in regard to the gualifications and e¢xperience
to be prescribed for the sorvice/post. Any subSequent
change in qualifications and/or experience has also to be
referred to the Commission for approval and this should
precede the making of recruitment proposals to the Com-
mission,

44 The Commissien have brought to the notice of
Government that quite often no formal proposal suggest-
ing qualifications and/or experience for particular posts
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is made by the Departments and whenever such a proposal
is made, it is only as a part of the requisition asking for re-
cruitment. This practice defeats the very purpose of
Article 320(3)(b) referred to above. It may, therefore, be
ensured that in cases where gualifications/experience for
a service /post are proposed to be prescribed for the first
time or where a variation from those already prescribed
in rules is desired, consultation with the Commission
should precede the placing of the requisition on the Com-
mission,

45, It may be clarified that the term ‘Principles’ in
the context of Article 320(3)(b) of the Constitution in re-
lation to appointments would not include scales of pay
prescribed or to be prescribed for the Service/post. The
scales of Pay are approved by the Government and the
Commission do not noermally ecomment on such matters.
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Copy of Punjab Government  Circular letter
No. 8042-SII(AS0)-74/38357, dated the 20th November,
1974 from the Chief Secretary to Government, Punjab,
to all Heads of Departments ete., ete.

Subject : Regularisation of the appointments of the
employees recruited on adhoc basis,

I am directed to invite a reference to instructions con-
tained in the Punjab Government circular letter No. 279-
SI1(3)-73/3046, dated the 20th January, 1973, on the subject
noted above, and to say that the process of regularisation
of services of ad hoc employees in terms of the said instruc-
tions was to be completed within a period of one month
and an intimation to this effect was required to be sent to
the Services Department. The need for expeditious com-
pletion of the process of regularisation of the appointments
of the ad hoc employees was further stressed in the Punjab
CGovernment circular letter No. 2760-SI1(3)-73, dated the
15th May, 1973, and it was again desired therein that the
requisite information should be sent to the Services De-
partment without delay. Fina] clearance report about
such cases is, however, still awaited from various De-
partments, Although it is hoped that a bulk of such cases
would have been settled by now, vet there may be cases
not decided so far, inter-alia involving any point of doubt.

In accordance with the instructions dated 20th January,
1973 referred to above, cases of ad hoc employees were
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required to be screened by the respective Departmental
Selection Committees. With the constitution of the
Punjab Subordinate Services Selection Board, the Depart-
mental Committees have ceased to function with effect from
the 15th October, 1974 Therefore, the pending cases of the
nature mentioned above may be referred to the Services
Departments for advice. In referring such cases, com-
plete defails, viz. the prescribed qualification, with re-
ference to the provisions in the relevant rules or instruc-
tions, the date and mode of recruitment, experience of the
employees and the report of their work and conduct during
the period of ad hoc employment and reasons of delay in
the finalisation of the case, may be clearly indicated. Al
such pending cases may be referred to the Services De-
partment within fifteen days so as to ensure that no case
of adhoc employee remain un-decided by the 31st Decem-
ber, 1974, at the latest.

Copy of Punjab Government Circular letter
No. T832-1SIE-74/40507, dated the 4th December, 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Depariments ete.. ete.

Subject : Appointment of persons on ad hoe basis not
possessing qualifications/experience prescribed
in the Rules.

I am directed to refer to the subject noted ahove and
to say that it has been brought to the notice of Government
by the Punjab Public Service Commission that the various
departments are appointing such persons on ad hoe basis
who do not possess the minimum qualifications /experience
prescribed in the respective rules

2. Rule 3(c) of the Punjab Publie Service Commission
(Limitation of Funetions) Regulations, 1955 and Govern-
ment instructions issued from time to time only empower
the appointing authorities to make appointments for a
period not exceeding 6 months, which is to be exercised in
exigency of circumstances. This is, however, to ke done
within the approved principles including qualifications
preseribed for the post and no relaxation of the basie
qualifications/experience etc. can be made therein. You
are, therefore, requested to ensure that no person with
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gualifications/experience lower than those prescribed in
the respective rules, is appointed even on ad hoc basis,

3. The receipt of this communication may also be
acknowledged.

Copy of Punjab Governmeni Circular letter
No. 5905-6511-74,/39479, dated the 4th December, 1874
from the Chief Secretary to Govermment, Punjab, to
all Heads of Departments ete., ete.

Subject : Ex-gratia grants and other facilities for families
of Government employees, who die while in
Service—Clarification with regard to issuing of
authority letters for the payment of ex-gratia
grants,

I am directed to invite vour attention to item No. 5
of the Punjab Government Circular letter No. 8548-5I1
(3)71/1167, dated the 11th January, 1972 wherein it was
mentioned that the authorisation for the disbursement of
ex-gratia grants should be issued by the Appointing
Authority as in the case of antficipatory pension. The
authorisation for disbursement of anticipatory pensions in
respect of Gazetted officers is, however, issued by the
Accountant General, Punjab, and not by the Appointing
Authority. Consequently the Depariments/quarters
concerned have been making references lo the A.G.,
Punjab, for issuing authority letters for the paymenis of
the ex-gratia grants to the members of the families of the
deceased gazetted Governmeng employees.

2. With a view to avoid delay in such cases, the
matter has been examined further in consultation with
the Accountant General, Punjab and the Finance Depart-
ment, and it has been decided that the payment of ex-
gratia granis to the families/ dependents of the deceased
Government employee was gazetted or non-gazetted.
the necessary sanctions issued by the Appointing
Authorities, regardless of the fact whether the concerned
Government employee was gazetted or non-gazetted,
The Treasury Officers concerned shall also facilitate the
payment of the exr-gratia grants accordingly on the basis
of the sanctions issued by the Appointing Authority.
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3. Since ex-gratia grant is to be calculated on the
basis of the emoluments last drawn by the Government
employee concerned, a verification to this effect in the
case of a deceased gazetted employee may invariably be
got made from the office of the Accountani General,
Punjab, before the sanction is issued by the Appointing
Authority for the payment of the ex-gratia grant.

4. In any case all these steps should be taken ex-
peditiously, so hat the payment of ex-gratia grants to the
families/dependents of the deceased Government em-
ployees is not un-necessarily delaved.

9. This issues with the concurrence of the Finance
Department,—wvide their U.0. Nos. 3934-6FR-73 /31474,
dated the 7th March, 1974 and 4805-6FR-74. dated the 5th
August, 1974,

Copy of U.0. Circular letter No. 7563-5811-74, dated the 5th
December, 1974 from the Chief Secretary to Govern-
ment, Punjab to all the Administrative Secretaries to
Government, Punjab, etc.: ete.

Subject : Framing/amendment of service rules for each
class of service/posts under the Punjab Govern-
ment — Revised Model Service Rules, 1973.

Will the Financial Commissioners and all the Adminis-
trative Secretaries to Government, Punjab, kindly refer to
Serviees Department 1.0, commumnication No. 6780-DSSIT
(2)-73, dated the Gth November, 1973, on the subject noted
above ?

2. Rule 19 of the Mode]l Service Rules, 1973, regard-
ing interpretation of Service Rules reads as under—
l

“If any question arises as {o the interpretation of any
of the provisions of (hese rules, the Lame shall be
referred to the Chief Secretary whose decision
thereon shall be fnal "

.. The rule is so worded as to give an impression that the
right of interpretation of rules, which should normally
vest in the courts, had been taken by the Executive. It
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has, therefore, been decided on the analogy of Government
of India's policy to amend Rule 19 of the Model Service
Rules, 1973 quoted above, as under —

“If any question arises as to the interpretation of
the rules. the Chief Secretary shall decide the
same’’, =

It is requested that the rule, as revised above, may be
kept in view while incorporating the rule regarding inter-
pretation in various Service Rules relating to their Depart-
ments. Necessary amendment may please be made where
called for.

i s woErE WRST US 3 s403 290074/ 20168, Rt 6 SiEm, 1974 =5
WY WEg9, Ve Aowre, 965 B9 fegan @ il onfa

fem: =95l @ 3 faw e 89 Aw ahos i s feaes 2 aavs
B feg 3wz wd)

Quias [98 3 vy o foors Wire g @ A 3 & 9365-RT -4
(1)-67/1301, Tt 24 womal, 1068 =® fewf? 39 HE fea fow= €
wfamn 3€1 & far Wvms 8% A whios 8 Aeas 2 dfen fes Moo @is feoied
dfa Gwdwm ol & fofds farat =8 wmer wit &3 55 =0t S0
a@aﬁ.fmémunﬁwzm@ﬁ slvez feune Bfez &4t I 9
fen 39t 37 Aer @i @ Taw fedl v Tefes @ o 4(8) 2 4w
15 & @Bus T 3

2. REETdl SeHErein § 3de @ wnfen & fagt few 3w aerabms
vawraat < fowmit sms SSteiddl 9,5 29 foued= @ wi o wy
mﬁhﬂﬁmiﬂa‘!#ﬂ&hwm»@zm; walal gud=
Eﬂmmg’ﬁ'ﬁ——

(1) 3 A= ahms & wanfed w3 Toles! @ uisT s @
T 15 hamuimma@m!ufﬂmgw
w3 J9 miEl 3% Aw albms § 3 wlewr a3

(2) sdmr 2am alims § 3we T ufost 39w 3w 793
3F wlen T35 w3 wrawe dasht M oy I3 b wed
st FE I A fan @0 g als T T w9 @ a3 @
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w2 | waa faf wewe & fad me € o a9 A &, [5iee fed
& @l 9% 3 Aduzm fesw wifao Aedieide maus wicad
T loye @wraasuzdl feg ous @9 8= fa fenail' fes
ot/ wilgaret & fodge w0t fedl ot Miwtan 3 aal 3,
w3 Gne wwes 3 feoe anetew faor 3

3. 7 Budas wanw sla e Es weEElEl we s far fa 83 A9
aiwas 3 sow fewfenr 3, @5 =& Stdl waasal 3-4 gafan 3 wive
wied maus f[eFa & Gussu J RAal | E Sa Ae afies 96 wadles
fes @51 o€l 32 @5 wulemi miml fewi fesra § s st o3

4 Bugas oefes @ ml ROl UBE T3 A4T REOT IdE
wifwdbt § leo oelest &2 sas fedby we )

5. fen 3w & ude el 3F w2

Copy of Punjab Government Circular letter
No. 3092-ASO(SII)-74, dated the 9th December, 1974
from the Chief Secretary to Government, Punjab, to
all Heads of Depariments etc., ete.

Subject : Ensuring prompt issue qf salary slips and letters
authorising other payments to officers,

I am directed to address you on the subject cited above
and to say that the Accountant General, Punjab was
requested to devise some method for more prompt action

in the issue of the salary slips and in issue of authority
letters for other payments.

2. The Accountant General, Punjab has agreed to
take action in all such cases promptly, provided that
specified instances of unwarranted delay in his office are
brought to his notice. I am, therefore, to advise, you to
bring to the notice of the Accountant General, Punjab
any such specific cases.

3. It has also been pointed out by the Accountant
General that complete papers including the sanctions of
the posts etc. are not sent by the various Departments to
his office complete in all respects. You are, therefore,
requested kindly to ensure that these papers are sent to the
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Accountant General’s office complete in all respects so that
the authority letters for the issue of the salary slips can be
issued by the Accountant-General's office promptly,

Copy of Punjab Government Circular letier
No. 8946-2SI1-74/43784. dated the 1st January, 1975
from the Chief Secretary to Government, Punjab, to
all Heads of Departmenis etc. ete.

Subject : Speedy disposal of cases of Government em:
ployees under suspension.

I am directed to invite your attention to Punjab
Government Circular letter No. 3520-5II(3)-73/, dated the
23rd/26th June, 1974, on the subject noted &above and
Inspector General of Police, Punjab’s letter No. 19661-710/
E-3, dated the 25th November, 1974 (Copy enclosed)
addressed to all Heads of Police offices in Punjab, preserib-
ing the time limits within which the police investigation of
eriminal cases registered against Government employees
should be completed viz. 4 months for ordinary criminal
cases and 6 months for complicated cases. You are re-
quested to keep this time limit in view while making a
review of the suspension cases in your departments. In
cases in which it is found that action has not been taken
by the Police within the prescribed schedule, resulting
into avoidable delay, the matter may be brought to the
notice of Inspector General of Police, Punjab for necessary
action at his end because ultimately it is the Department
concerned which has to keep a watch over the progress of
the cases,

2. Kindly acknowledge receipt.

Copy of letter No. 19661-710/E-3, dated the 25th November,
1974, from the Inspector-General of Police to All Heads
of Police Officers in Punjab and copy to the Chief Secre-
tary to Government, Punjab (in Services Department).

Subject : Speedy disposal of cases of Government employees
under suspension,

Memorandum :

Continuation this office endorsement No. 12300-12340/
B-5. dated the 12th July. 1973, on the above subject.

2. The State Government have observed that a large
number of its employees remain under suspension for
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very long periods as the criminal cases in which they are
arrested/suspended, drag on under police investigation
indefinetly. This results in not only a good deal of
harassment to the officials under suspension, but also
results in considerable loss to the State, when they are
exonerated and reinstated after long periods of suspen-
gsion. With a view to minimise these adverse
affeets, it has been decided that investigations of criminal
cases registered against Government employees be com-
pleted with utmost speed and the following outer limits
of the periods allowed for such investigations be ensured
at all levels :—

(a) for all types of ordinary eriminal cases—
4 months.

(b) for complicated eriminal cases—8 months with
the approval of DIG,

(¢) for extraordinary complicated cases—over &
months with the approval of 1.G.P,

3. The time limils as prescribed in para 2 above are
the outer limits and efforts shall be made to complete the
investigations even ecarlier than these limits. 1In cases,
where extension in the time limit is warranted, the Distri-
ct S.P. /Investigating officer shall apply 15 days in advance
with cogent reasons for such extension to the appropriate
authority. Officers not complying with these instructions
shall render themselves liable for striet disciplinary action
against them. The District Superintendents of Police and
the Range Deputy Inspectors General of Police shall en-
sure that these instructions are followed in letter and
spirit,

4. The receipt of this communication be acknow-
ledged.

Copy of Punjab Government Circular letter
No. 196-(GOI)-2ST1-74 /44174, dated the 9th January, 1975
from the Chie? Secretary to Government, Punjab, to
all Heads of Departments ete. ete,

Subjeef : Resignation from service—procedure in respect
of.

I am directed to invite your attention to the subject
noted above and to say that it ig felt that the policy on
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various aspects of resignation from service by the Punjah
Government employees needs to be laid down in a consoli-
dated form taking into account the instructions issued in
this behalf from time to time, the policy of the Govern-
ment of India and the uptodate circumstances. The
following instruetions, are therefore, issued for deciding
such cases :

2. (a) In regard fo permanent Government em- Refevant
ployee—Rule 5.9 of the Punjab Civil Services Rules Rilelos.
Volume II lays down that normally g notice of three
months is o be given to a permanent government em-
ployee before his services are dispensed with on the
abolition of his post. There is, however, no corresponding
rule laying down the period of notice to be given by a
permaneni government employee tendering his resigna-
tion from servicee Thus, the resignation of a permanent
. Bovernment employee becomes legally effective only when

it is accepted by the competent authority, It is, there-
fore, not open to a permanent government employee to
tender his resignation and quit service forthwith or at any
time afterwards till his resignation is accepted and he is
relieved of his duties. It is for the competent authority
to decide, on receipt of a letter of resignation from a per-
manent government employee, whether or not to accept
the resignation.

(b) regard to temporary government employees—
In the case of temporary government emplovees, Govern-
ment are generally in favour of a reciprocal relationship
between themselves and their employees in the matter of
notice period. Rule 2.4(b) of the Punjab Civil Services
Rules Volume II. lays down that a notice of one month is
to be given to a femporary government employves before
his services are dispensed with. Similarly, a temporary
government employee shall be required to give one
month’s notice, while submitting his resignation. In either
case, if the notice perind falls short of one month, the gap
is to be made good by the payment of pay and allowances

for the period by which the notice period falls short of one
maonth.

3. Within the ambif of Rules referred to above yhe tisuntae
decision to accept the resignation should be taken as early which rei-
as possible and in any case not later than three months in e 8
the case of permanent Governmen{ emplovees, and one Accepted.
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month in the case of temporary government employees,
both from the date of receipt of letter of resignation by the
competent authority. . The ralionale of this policy is that
it will not be in the interest of Government to retain by
compulsion the services of a reluctant employee.

~ Exceptions to the above general principles especially
in relation to permanent government employees will have
to be made in special circumstances, e.g —

(i) In cases in which the Government have incurred
expenditure on the higher education or training of the
government employee concerned, with a clear commitment
on his part to serve the Government for a fixed term of
vears on the completion of the educational course or train-
ing as the case may be ;

(ii) In cases in which the conduct of a Government
employee is under investigation and there is a likelihood of
of the institution of a departmental enquiry against him :
and

(iii) (in the case of permanent government em-
ployees only).—Where the government employee concern-
ed is engaged on work of importance and it would take
time to make alternative arrangements for filling the post,
the resignation should not be accepted straightaway, but
only whe; alternative arrangement for filling the post have
been made.

The above instances are merely illustrative and are not
exhaustive. In a case where the Department concerned
is of the opinion that Government should exercise their
right to withhold or to refuse acceptance of the resignation
a decision should be taken after careful consideration of
all aspects. If there is a doubt the case be referred to the
Services Department through the Administrative Secre-
tary with complete justification for the proposed course of
action.

S o 4- In order to have a safeguard against possible

ent employes €vasion by employees of enquiry proceedings by the

i, Strategem of submission of resignation it i necessary to

undor observe the following policy :—

mquirg;‘m,' .

Or YHEpan-

son. Where an enquiry or investigation, whether preli-
minary or regular, is pending against a Govern-
ment emploves (whether he has been placed
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under suspension or not) and he submits his
resignation, such resignation should not normally
be accepted until he is cleared of the charges.
Where, however, the acceptance of resignation
in such a case is considered necessary in public
interest, because one or more of the conditions
stated below are fulfilled, the resignation may
be accepted with the prior approval of the Head
of the Department in the case of holders of Class
III and IV posts and that of the Government in
respect of holders of Class I and II posts :—

(i) where the allegation/charges do not involve
moral turpitude ; or

(ii) where the evidence against the delinquent
Government employee is not strong enough
to raise the presumplion that if the depart-
mental proceedings were continued the Go-
vernment employvee would likely to be re-
moved or dismissed from service : or

(iit) where the departmental proceedings are likely
to be so protracted that it would be in the
public interest to accept the resignation.

5. Except as otherwise staled above, the appointing Mlhuﬁ?‘fl
authority in respect of the service or post in question s siept the
the authority competent to aceept the tesignation of the resisaation,

Government employee concerned.

6. In the case of permanent Governmenl Empinyeesfﬂr::lﬁm
the resignation will take effect from the date it is accepled becomes
by the competent authority and the emplayee is relieved of #fetive.
his duties, while in the case of temporary government em-
ployee it would take effect from the dale on which one
month's notice expires or earlier from the date to be deter-
mined by the Department keeping in view the number of
days for which the employee deposits the salary in lieu of
notice period,

7. No temporary government employee, who has inti- Efetof |
mated his intention of resigning from service shall be notice peri
granted leave during the notice period. In case he avails{®=*o
of leave during the notice period, the natice period shall be Govenment

deemed to have been extended by or to have fallen short ™#loyes.
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of, the period for which he remains on leave. Recovery

of pay and allowances, as may be necessary, shall be effected
accordingly.

8. A resignalion becomes effective when it is accepted
and Government employee is relieved of his duties, Where
a resignation has not become effective and the Govern-
ment employee wishes to withdraw it, it is open to the
authorify which accepted the resignation to refuse the
request for such withdrawal,

9. The above instructions do not take away the powers
af present enjoyed by the Administrative Departments or
other competent authority under the East Punjab Essen-
tial Services (Maintenance) Act, 1947,

10. The above instructions do not cover the ad hoe
employees or such employees appointed on contract basis
where services are terminable without any notice,

11. You are requested to kindly ensure that the above
instructions are brought to the notice of all concerned for
mediculous observance,

e e

Ul Uae Roae @REt UEe & 1203-2011-75 fit 17 Emed), 1075 S M
WeTe, UAe Aeard, ¥ ma fegrar @ bl wfe

fomr: meardl w=as), wesst wE peadl fhew few 3w /fmeee Uiz 3
el |

Buigs 96 3 Jame Aoae 2 UE9 &: &o0-28T1-74 W 30 niEms,
1974 ¥5 »my il @ fows fer@@ @@ 43 feo fewe o wrdm dfewr d
fz woars 2 fows fes feo fewie foon & fa oofesi wamm wesei w3
(el fmast mrfe few w3 fraez &0 udl 39 51 =t o @ 1 fem et
wry & fea Gaal &1 vt dfa onufsst Sa3wmi@ wdls aW a9 99 Tau-
wrdhivewa 25 freme & diz o oofes A AT e wiwaes
dlgm wfe oot udl vee qa@ |

fer U@ ¥ udw @dle &F s
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™ Uww o awel O : 20728 T1-78/0438, Bedd 24 Wae, 1975 wE
WY mEw, e mears, ¥ i fewa @ o wifa g

fem:—faswad wowe 3= e ATl ssHardtyt Wit niraes Ui fg
E 8

ﬂ’tﬁnhﬂ!ﬁﬁ'mmmmmﬂmm & 174-

RIK(3)-71, hialt s g%, 1071, ¥ fewrBe & wifon 360 D fim vt lew wume
gz foon M), fa

T mEew woverd § fodt feswel (meEl m e au
fw), Ve e Aewt (& w3 wits) fsmres, 1070,
mﬁ!hmmmuﬂ#mhﬁfﬂwﬁﬁ
fea &=n fait wowrs) aawest o s ovis feg ol ot
Hm@@ﬁa?mmauwawramﬂ
o RT3 FovEd @ e amilent 2 53w @ Reer 3
fer =¥l wiwil fezw) mivs aovwst o a3l higs feg
e 3 ufest feafrfeofer 35 3 wa milew st 3 (7
M § v mfest mueaws o Gay i fesr s ("

2. fen mim few ¥ire meara @ ams a9 & gevs-n T1(1)-73/573, hieh
A wEwdl, 1974 gt few e fewr faon o) fa 7@ oras e far
amawﬂnmiﬁﬁﬂmﬁn?mﬂnﬁﬁﬁﬂm{mnsure]
mq‘mﬂmﬁhsﬂdwhnﬁﬂ[ﬁiuﬂm} asw, 1970 (g9
mwﬂmmmmmmam femdtz 3
fea fewrfann fomn 1 fer vl el wosma ey B —

“It cannot be said that every warning placed on the
personal file amounts to censure. A distine-
tion will have to be drawn between the warn-
ing issued on account of any general lapse on
the part of a Government employee and a
warning issued as a result of the employee being
held guilgﬂnf misconduct. The correct view
would be that a warning with a copy on personal
file will become censure only when it is iseued
as a result of disciplinary action by the discipli-
nary authority under the Punishment and
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Appeal Rules holding the employee concerned
guilty of misconduct, Therefore, it is not neces-
sary to observe the procedure laid down in the
Punishment and Appeal Rules in every case
where a warning is to be administered.”

3. Quiwa wawe 1ifuuz faw Afe=sl (en yaaa g=dt A fa .

(@) we’ faR Fowodl § Afvade 3 & foudl dules, w wal
firs 3 fast, oo 2 32 3 fen =6l ufosi a6 Har
gz @l 97 3 Wl wt

(w) 7&' fad =oedt 3 weoe B @ TwE Iwn fad
8 ©On & fex am wdl s 3 @t wa 9t QA 4 Quiws
TS TEPA 8 75, 1971 oot Torfest wmAe @ws ufost 3
W AUESlEgs @2 SEl far &= (prior opportunity of
explanation) wget 3, 385 €n & w3l s 2 it aw)
Fa5 @ Jengu 8n 3 few o9 wean uw dwe fes fAee
(€% 3 »nils) fsw, 1970 fes el fadl & weer & d3 Wl ;

() we fan wowedl § im-dwwe @ woe 3 &8 W@ @n § dws
FEg e v yarE T 3wl saw € 595 R o e
2 du= o Enm dizvae o Gudes ler 2 few feop murdtass
mzag feu fem fwinm €l redeel, = Wre foes
Ao (29 3 wdts) famM, 170 few Bt fedt & yse!
agnl WoGl d9ul| vazZ fad aEs! W yEHodl w8 §° we=
Bl few 2w 3% fx wivl oEe © 5y Neiwe' @ @
fez w21 7= feq fa fim-doae @ semgy fout fee ean
minor penalty &% ag & ufusl penalty ‘Audwe’ @
et
4. fen Tefest mio . Favedit @ fows e fon i mr=
7 fen wiE madt a9 TS GwvE O=us W OR)
5. fem 39 & wiw wWle e

—— e,
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adl wiR oy & agz-arll-zs/isses, fst a8 wdm, 1975 B i
s afwy, fieel, €. %R, AEEE Faog, AR 2 aWiIE T8 MY 991
afimss w3 yeudl rdFe, yie Fews w3 fed ol 79 femal @ W
wfe wfe & |
fem-—zafoa auz foleei § @3] fewe aw
faawr wga Qudas fed 2 ot feu (@3 win newdl U=9l 35 fows 1 mAS:
o= ¥ uvs FgE ssa7-zall-
~ 74, =
20-7-74
1 HY w38l Wl ® arem wEwa i Al F feo fefen famn A fa- 2. & 5637-
m -1,
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(1) TRE WuEE HOTE ¥ wied vied (EUEet feve ® au 3 wdns 3 & 6710~
ah Afen 3 w3 O7 3 359 s M afes a3 AL,
w3l Al 391
(2) A8 107074 w2 ufus it fadee! @@ wy W 95wy wdls 4 3: 31
fewart @y i@ R FmAETEeT Bu few weelfeRe fom  2AHLTS
7 fa Pzt fodbwt 7 dabat 05 | N
Tt fwe =en USet @ wdl J= Rowse feo o feen D fa Guias
wifezu (2) @ vl RS gs A el 98° w0 Yus 96 & difen @8
femw B8 oeEl »AT5 Ml e TR T2 T5)
3. wedh wERT Ehit gus felaet ot (A9 feve = waEw feo
3 fx fen gt Bt @R wiE mit* fre Yol @fess s afie o mas
o5, fm &8 m fauss Twel 7 mael 31 fon Wl § RvE du@ 98 WU
il § S59 qe ot fla wu fem vRE <5 f5W) fons o6 w2 feo oo lel o=@
fa amrerdtut [ wemst Shii s 1973-74 Fa obyi auF falsel waHe 9
od Sute Aedfededl Haat Al § izt fesuram 2ot &30 o W
fern o § < odtSivefewn @ f@ A 197475 Ot falee’ & wuis
WIS @ view wfea fodbil e w3 B3t nodtfede fé e
4. famwr 35% Quias war@ 3318 vl Wy B wals M fesmri @

vahmﬁ fegs mioz wee 295 w3 vl 03 58 A w3 03 fen aaee)
padl Afes dt e

Copy of U.0. Circular letter No. 803-18I1-75, dated the 25th
April, 1975 from the Chief Seecretary to Government,
Punjab, to all the Administrative Secretaries to Govern-

Subject : Confirmation of Heads of Departments—Sub-

misgsion of cases to the Chief Minister.
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Will the Financial Commissioners, Punjab and Admi-
nistrative Secretaries to Government, Punjab kindly
refer to the subject noted above ?

2. Government instructions  contained in Circular
letter No. 8892-4GS(I)-65/32042, dated the 22nd Septem-
ber, 1865 inter alia, require that apart from the proposals
for the creation of the posts of Heads of Departments or
for the declaration of any post as Head of De tment,
proposals for posting and transfers of Heads o Depart-
ments should be submitted to the Chief Minister, through
the Chief Secretary. With the amendment of Rule 28 of
the Rules of Business of the Government of Punjab, as
circulated —vide U.0. No. 3727-4GA-T4, dated the 8th
January, 1975, it has now become necessary for all the
--Departments to submit to the Chief Minister proposals for
the confirmation of Heads'of Departments ag well, before
the issue of orders. In order to ensure uniformity of
practice, it has been decided that such proposals should
also be routed through the Chief Secretary (in Services II
Branch) as iu the case of posting and transfers of Heads
of Departments. These instructions may be brought to
the notice of all concerned for compliance.

Copy of Punjab Government Circular  letter
No. 504-2SI1-75/15048, dated the 15th May, 1975
from the Chief Secretary to Government, Punjab to
all Heads of Departments, ete,, ete.

Subject : Crossing of efficiency bar—policy /rules regard-
ing upto date position.

I am directed to invite your attention to Punjab
Government circular letter No, 3805-S11(3)-73, dated the
16th October, 1973, on the subject noted above and to say
that following points have been raised for clarification :—

(i) Should there be a time-limit for initiating cases
regarding crossing of efficiency bar ?

(ii) Whether it isg necessary to indicate the period
for which the efficiency bar may be stopped in
cases where stoppage of efficiency bar is on
grounds other than unfitness ?




77

(iii) To what extent 1 penalty awarded under the
provisions of the Puniab Civil Services (Punish-
ment and Appeal) Rules, 1970, to an employee
before his efficiency bar was due to be vrossed,
should be taken into aceount while considering
the question of erassing of efficiency bay ?

2, The position 15 eclarified seriatim as follows —

(1) In paragraph 2 of the instructions referred to
above it has heen stated that the increment
next above efficiency. bar shall not be given to
a Government Employes without the specific
sanction of the authority empowered to with
hold the inerement, 1t is neither desirable
and nor conducive o administrative efficiency
to prolong the decision in such cases I is
therefore, incumbent upon the competent
authority to take up the case of crossing of
efficiency bar of a Government employvee well
in time so that a decision to allow or not to
allow a Government emplovee to cross the
efficiency bar is taken and orders issued hefore
the date it falls due or if unavoidable, within
reasonable time after due dato

In order to ensure that action in such caseg is
initiated well in time and a decision is taken
without any avoidable delay, it would be
appropriate to make it c¢lear to the concerned
officials /officers that it will be theip personal
responsibility to take up such cases well in time
and without anv delay. Suitable disciplinary
action may be taken where such cases are
delayed. |

(if) Paragraph 6 of the instructions referred  to
above provide for a review in cases where
stoppage of efficienevy bar is on grounds of
unfitness. In other ecases where stoppage of
efficiency bar iz on grounds other than unfitness,
it is necessary that nerind for which an efficien-
cy bar is stopped should be indicated in the
order and after the expiry of the period so
specified the Government employee concerned
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should be allowed jo cross the efficiency bar by
issuing another order unless some other factor
has intervened to justily stoppage of efficiency
bar according to rules for a further pent}d: In
that case a clear order may be passed within
time. :

(iii) In paragraph 5 of the instructions quoted above.
it has, inter alia. been provided that stoppdge
at an efficiency bar should be for gencral bad
work and inefficiency continued over several

" years and not for one or two lapses for which
ordinary stoppage of increment (with or with-
out future effect) should be adequate. In view
of this position it would not be proper to order
stoppage of efficiency bar merely by taking into
account a penalty already awarded. As a
matter of principle of natural justice and fair-
ness the record as a whole prior to the date of
efficiency bar should be taken into consideration
by the eompetent authority so as to determine
the wavdstick of ecrossing the efficiency bar as
laid down in paragraph 5(iii) of the instructions
ibid. But in the scales of pay in which there
are two or more efficiency bars, the record sub-
sequent to crossing of the earlier efficiency bar
should be kept in view.

Copy of Circular lettey No.  1442-28I1-75/8009, dated the
2Znd May. 1975 from the Chief Secretary to Government.
Punjab {o all Heads of Departments. etc.. ete.

Subject : Grant of leave to civil employees, who are wives
of Defence Services Personnel

[ am directed to refer to Punjab Governmeny cireular
letter No. 2295-9GS. (IT)-64/13551, dated the 22nd/27th
April, 1964, on the above subject—uvide which it was
inter alia provided that the wives of Defence Services
Personnel, in temporary civil employment might be grant-
ed extraordinary leave, in relaxation of rules, for the
period during which their husbands remained posted to
tamily stations and such emplovees could rejoin ecivil

post on the expiry of the period of their husband's posting
to family stations
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2, The instructions referred to above are deficient
about the limit on the duration of extraordinary leave at
a time. The malter has further been considered and in
order to check uncertainty as well as to avoid any mis-
use of this facility it has been decided that in such cases
not more than six months’ leave may be granted at a time
as admissible under rule 8.137 of the Punjak Civil Services
fules, Volume 1. Part 1.

3. You are veguested to note these instructions ana
to bring them to the notice of all concerned for informa-
tion and necessary action.

Copy of Punjab Government Circular letter
No. 3565-1SI1-75/20396, dated the 5th June, 1875
from the Chief Secretary to Government, Punjab to
all Heads of Departments. ete. ete,

Subject : Condilion of experience for promotion and
recruitment.

I am directed to address vou on the subject noted
above and to say that to ensure that the promotion posts
are manned by mature/experienced persons, a standatd
of experience was required to be laid down—vide Punjab
Government Circular letter No. 9129-G-56/3964. dated the
17th September, 1956. It has been observed that firstly
necessary experience is vet to be preseribed for a number
of posts, secondly the experience prescribed for certain
posts does not meet full requirements of the job, and
thirdly recourse to relaxation in the condition of
cxperience is frequently taken.

9 In such caseg in which relaxation ol the condition
of experience was made in accordance with Circular lette
No, 6256-SI1(3)-71/29750, dated the 12th November, 1971.
the employees concerned were not entitled to the regular
scale of the higher post and were to be given the minimum
?illti];fedwe till such time the requisite experience was
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3. Not prescribing any experience for promotion
posts or for recruitment to higher posts, where reguired
or prescribing inadequate experience, or taking
resort to relaxation after having prescribed an experience,
all these aspects retard the administrative efliciency.
Moreover relaxation of experience preseribed in Service
Rules is not legally pérmissible. This fact was also made
clear in the instructions issued —vpide Circular letter
No. 2122-DSGS-63/38118, dated the 27th November, 1964,
wherein it was stressed thai the basic conditions of recruit-
ment (which includes prometions) viz. qualifications and
experience ete. cannot be relaxed and that in case where
the exigency of administration permits, the relaxed
standard of gualifications and experience can be adopted
only by making an amendment to relevant service rules.

4. The legal position in regard to the relaxation of
gqualification/experience has once again been examined in
consulfation with the Legal Remembrancer and Secretary
to Government, Punjab, Legislative Department, Govern-
ment has been advised that the relaxation in question is
permissible ohly in terms of the provisions in the relevant
service rules and that any relaxation of the gualifications/
experience by means of executive instructions would not
be legally walid to the extent such z relaxation is in con-
flict with the basic rules. Where the relevant provision in
the service rules enables the Government to relax any
rule regulating the conditions of service, such a rule will
not empower Government to relax the rules relating 1o
recruitment /promotion.

5. In the above circumstances and keeping in view
the fact that maintenance of efficiency of administration
is of paramount importance, Government desire that all
Departments should review the position of all the services
under their control so as to—

(a) prescribe an adequate experience for all cate-
pories of posts and make a provision in Serviee
Rules in this behalf :

(b) recast realistically., where so necessary, the
existing service rules in respect of posts for
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which a condition of experience is already
prescribed ; and

(¢) lay down, if considered fit, in the relevant Rule
itself the categories of posts for which and the
extent upto which the basic condition of ex-
perience could be relaxed according to the
exigency of circumstances. While making
such a provision of relaxation of experience, the
alternative higher qualifications, if any, in con-
sideration of which relaxation would be per-
missible may also be indicated.

The basic and important consideration in the lixation
of quantum, the nature of experience and the extent of its
relaxation ag required above should in all cases be to
secure maximum efliciency in the manning of the  post
concerned. The period spent on the lower post before
one could get next promotion. could realistically be taken
into account as one of the basis of the conditions of ex-
perience to be preseribed. The condition of experience
once prescribed should apply uniformly.

6. In cases in which a person takes advantage of the
relaxtition, as laid down in the rules, as mentioned in
item (e) above, the first annual inerement in the new pay
scale could be granted to such beneficiary only one year
alter the date on which he hus completed the minimum
experience as laid down in Punjab Government Circular
lgeetteimﬁla. 6256-SI1(3)-71/29750, dated the 12th Novem-

r, .

i

. You are requested to take immediate steps 1o
amend the service rules of the department on the above
lines, wherever ealled for.

The receipt of this communication may also be
acknowledged.
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Copy of Circular letter No. 2358-SI1(6)-75/20274, dated
the 19th June, 1975 addressed to All Heads of Depart-
ments stationed at Chandigarh, Registrar, Punjab and
Haryana High Court, Chandigarh, Accouniant-General,
Punjab, All Financial Commissioners, Punjab and the
Administrative Secretaries to Government, Punjab.

Subject : Ex gratia grants and other facilities for

families of Government emplovees, who die
while in service.
I am directed to invite your attention fo Punjab

Government circular letter No. 39068-SII(6)-T71/17723,
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dated the 9th July, 1971. 1t was provided therein that
in a case where the deceased Government employee was
in possession of Government accommodation his/her
family would be allowed to retain the accommodation for
one year after his/her death, the rate of rent being the
same as was chargeable from him/her at the time of his/
her death. In other cases, the house rent allowance ad-
missible to the deceased employvee would confinue to be
given to the family for one year after his/her death.

2. In accordance with the provision of Rule Sr. AM.
12 of Government Residence (Chandigarh Administra-
tion Pool) Allotment Rules, 1972, the family of a deceased
Government employee is allowed to retain at the normal
rate of house rent the accommodation at Chandigarh for
a period of four months only whereafter the Chandigarh
Administration insists upon the payment of monthly rent
at a rate which is twice the Standard Licence Fee. It
creates hardship for the family of a deceased Government
employee to have {o pay rent at this exorbitant rate: It has
been decided that those Chandigarh based families of
deceased Government employees, who are in possession of
Government accommodation, may be granted monthly
house rent allowance at the rate of 121 per cent of the
last pay drawn by the deceased Government employee for
a period of eight months from the date on which they are
required to pay the increased rent. The house rent
allpwance will be paid by the Department/office in which
the concerned Government employee was serving before
his /her death.

3. This issues with the concurrence of the Finance
Department conveyed —vide their U.O. No. 2083-FICW
(5)-75, dated 3rd April, 1975.
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Copy of Punjab Government Circular letter
No. 1454-SI1(6)-75/213%6, dated the 27th June, 1975

from the Chief Secretary to Government, Pmnjab; to
all Heads of Departments etc., ete.

Subject : Ex grdtia grants and other facilities for families
of Government employees, who die while in
Service—Clarification with regard to issuing of
Au{;thority letiers for the payment of ex gratia
grants.

I am directed to invite a reference to instructions con-
tained in the Punjab Government Circular letter No,
5905-65I1-74 /39479, dated the 2Tth November/4th Decem-
ber, 1974, on the subject cited above, wherein it was laid
down that the payment of ex gratia graats to the families/
dependents of the deceased Government employees shall
be disbursed on the basis of necessary sanctions issued by
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the Appointing Authorities, regardless of the fact whether
the concerned Government employee was gazetted or
non-gazetted and the Treasury Olficers concerned shall
also facilitate the payment of the ex-gratia grants accord-
ingly on the basis of the sanctions issued by the Appoint-
ing Authority. It has been noticed that the payments in
such cases have been delayed especially in the ecase of
gazetted officers for the reason that the position regarding
the source through which the disbursement of ex .gratia
grants and other cash benefits was to be made is not
clearly lald down. Ordinarily such payments were
desired to be made by the authority and in accordance
with the procedure, normally applicable. However to
make things clear with a view to removing any doubt
about the procedure of disbursement to be actually follow-
ed, it is intimated that the disbursement of ex-gratia
grant and other facilities ete. in such ecases would be
arranged as follows :—

(a) In the case of Gazetted Officers, the amount
will be drawn and disbursed by the concerned
Head of the Department. The sanction to be
issued by the Appointing Authority will also
normally contain the name(s) and full address-
es of the dependent(s) to whom the payment is
to be made as also the name of the Treasury at
which the payment is fo be made. The emulu-
ments last drawn and admissible to the deceas-
ed gazetted officer may invariably be got veri-
fied from the office of the Accountant-General,
Punjab, before the sanction is issued by the
Appointing Authority.

(b) In the case of non-gazetted officials, the amount
will be drawn and disbursed by the Drawing
and Disbursing Officer of the office where the
deceased employee last served. The sanction
to be issued by the Appointing Authority will
contain the name(s) and full addresses of the
dependent(s) to whom the payment is to be
made as also the name of the Treasury at which
the payment is to be made. The last pay
drawn and admissible in the case of non-
gazetted officials wil be got verified by the
sanctioning authority from the Drawing and
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Disbursing Officer of the office where the
deceased employee last served.

(¢) In cases where the sanction is issued by the
Government by virtue of ity being Appointing
Authority, the co of the sanction will be
endorsed to the following :—

(i) Head of the Department concerned :

(ii) Widow /husband /dependents ete, of the
employee, as the case may be;

(iii) Accountant-General, Punijab: and

(iv) Secretary to Government, Punjab, Finance
Department (in FG Br).

(d) in cases, whers the sanction is issued by an
authority other than the Government, the copy
of sanction will be endorsed to the following:—

(i) Drawing and Disbursing Officer of the office,
where the deceased employee last served ;

(ii) Widow /husband /dependents ete. of the de-
ceased employee, as the case may be;

(iii) Accountant-General, Punjab: and

(iv) Secretary to Government, Punjab, Finance
Department (in FG Br).

2. Tt is observed that some of the Departments draw
the ex gratia grants of gazetted officers and non-gazetted
officials on pay bill forms whereas some Departments
draw the amount on simple receipt form, in thé absence
of a standard form of the bill for this purpose. Since
the Death-cum-Retirement-Gratuity in respect of all re-
tired Officers/Officials is drawn on simple receint form
irrespective of the status, it has been decided that the
exr gratic grants and other cash benefits etc. should also be
drawn on simple receipt form.
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3. The expenditure on ex gratia grants and other
facilities ete. will be booked under head, Major Head “288—
Social Security and Welfare—E—Other Social Security and
Welfare Programmes (b) Other Programmes (9) ex

ratic payments to Families of Ministers and Government
ervants ete. dying in harness”

4. These instructions will apply to cases which aruse
an or after 1sit November, 1970 and in which the payment
has not been made so far, '

5. This issues with the concurrence of the Finance
Department conveyed,—vide their U O. No. 3469-6FR-75,
dated the 29th May, 1975.

Copy of Punjab Government  Circular letier
No. 3082-2SII-75/22713, dated the 2nd July, 1975
from the Chiel Secrelary to Governmeni, Punjab, to
all Heads of Departments etc,, ete.

Subject : Confideniial Reports—Issue of Letters of
Appreciation.

1';&,;2,3:{‘55"‘51' I am directed to address wou on the subject noted
ﬁﬂid ]31:550 above and to say that instructions as per ecircular letters
#1990 noted in the margin were issued in regard to the issue of
3. 4712.451- letters of appreciation on the basis of Annual Confidential
E:{H%ﬁ- Report. The circumstances in which such letters of appreci-
April, 1964, ation should be issued, as explained in the instructions re-
ferred to above, have not been appreciated completely in
Ysiitae St various cases which have come to the notice of Government.
duted 4th  The basie requirements for the issue of letiers of appreci-
March, 1365 ation ave, therefore, reiferated below —

(1) The letters of appreciation should be recommend-
ed and issued only “in really deserv-
ing cases on the basis of exceptionally good
work and not merely on the verformance of
routine duties with more than average ability
and industry".

(i) At least two authorities, when there are two or
more siich competent authorities, should make
the recommendation in clear terms.
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(iii) The work proposed for commendation should

be elearly indieated.

(iv) Where there is only one reporting authority

w)

(vi)

(vii)

it recommends clearly the issue of an
appreciation letter and also indicates the work
;irmpnsed for commendation, an appreciation
etter may be issued in such cases,

In cases where the first reporting authority re-
commends an appreciation letier in clear terms
indicating the work proposed for commendation
and the second authority simply endorsed it by
saying-T agree’, an appreciation letter may be
issued as the words ‘T agree' amount to endorsing
the recommendation of the first reporting
authority notwithstanding the fact that the
second reporting authority did not clearly say
in so many words that an appreciation letter
may be issued.

Where two reporting authorities recommend
the issue of an appreciation letter and the
highest authority does not contradict that re-
commendation biif records the words ‘Seen’ or
‘No remarks’ or simply appends his signature.
an appreciation letter mav be issued. Where.
however, the final authority controverts the re-
commendations of the lower authority, no letter
of appreciation should be jssued

Where the two lower reporting authorities do
not recommend the issue of an appreciation
lIetter but the highest authority makes the re-
commendation for such a letter in clear terms,
a letter of appreciation should not be issued
straightway, In such cases, 2 reference to the
two lower reporting authorities where there
are itwo or more such authorities should be
made asking for their views on the issue of a
letter of appreciation. A letter of appreciation
should be issued only if at least one u? the lower
reporting authorities is also of the view that an
appreciation letter should be issued.
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2. Keeping in view the importance of the letteérs of
appreciation and {p make them really objective, it is re-
quested that the basic points as stated above should be
brought to the pointed notice of all concerned so that the
instructions are nbserved carefully. It may be especially
kept in view that apart {rom other conditions, it is essen-
tial that the recommendation for the issue of letters of
appreciation,” whenever made, must in every case be
supported by clearly indicating the work proposed for
commendation, If the above instructions are not com-
plied with in the desived manner, it will not be permissible
to issue the letter of appreciation.

9. The receipt of this jetter may kindly be acknow-
ledged.

Copy of Punjab Government  Circular  letter
No. 2482-4GA-15/24182, diuted the d4th July, 1975
from the Chief Secretary to Governmeni, Punjab, to
all Heads of Departments ete. ete.

Subject : Role of Government Servants during Emergency.

In addressing you on the subject noted above, I am
direeted to invite your attention to Rule 5%cf the Punjab
Government Employees (Conduct) Rules, 1066 which inter
alia provides that no Government employee shall be a
member of. or be otherwise associated with any political
party or any organisation which takes part in politics nor
shall he fake part in, subseribe in aid of or assist in any
other manner, any political movement or activity. It has
been noticed that some Government employees indulge ‘in
loose talk and criticise the policies and programmes of
Government established by law at the Cenire and in the
States. It is reiterated that no Government employee
should indulge in loose talk, gossip or pive currency to
rumours ot indulge in ¢ritivism of Government or its poli-
cies and programmes. In fact nothing should be said or
done by a Government servant which may be prejudicial
to Government or its activities. On the other hand they
should conduct themselves in such a way that thev leave
no scope for any feeling that they are aligned with or even
privately or informally take interest in any particular
political party. group or person.  The Government servants
should set high standards of conduct which should be an
example for others to follow. In all their dealings they



792

Should keep the interests of the people and that of the
State paramount.

2. Similarly no consideration, personal, party, poli-
tical or communal should have any play in any Adminis-
trative neld like; appointments, promotions, postings,
iransfers, investigations of crimes, issues of permits,
quotas and licences, Impartially, fairplay and integrity
should be the watchword of Administrative Conduect in
spheres referred to above, both in Districts and at Head-
quarters,

3. Insiances have also come {o notice where official
secrets have leaked out from Government Offices. In
terms of Rule 11 of Punjab Government Employees
(Conduct) Rules, 1966, this constitutes gross misconduct
and complete lack of discipline on the part of officials
concerried. The gravity of this misconduet/lack of dis-
cipline increases manifold in an emergency. 1 am, there-
fore, to request you (o keep a elose watch on the activities
of your subordinates and if you suspeet any particular in-
dividual, it shall be your duty and responsibility to report
the matter to Government and initiate suitable discipli-
nary action against the defaulting Government servant,

4. Government attach the greatest importance to
these instructions and expect full compliance in both
letter and spivit by all its employees. These instruetions,
should, therefore, be brought to the personal notice of
all Government employaes working under your control
for careful note and strict compliance.

9. The receipt of this communiecation may please be
acknowledged.

Copy of Punjab Government Circular letter
No. 4558-1ST1-75/24127, dated the 4th July, 1975,
from the Chief Secretary to Government. Punjab, to
all Heads of Departments ete. efe.

Subject : Restriction on grant of leave to Government

employees in the context of the present Emer-
gency in the country

[ am directed to address vou on the subject noted
above and to suy that in view of the present Emergency

Ty e 1w - T e
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the administrative work on many fronts has to be dis-
charged with more promptness. The immediate enforce-
ment of the economic measures announced by Government
requires all the more vigorous functioning of the State
administration. With this object in view, it has to be
ensured that al] the Government employees and function-
arieg devote their maximum attention to their duties. For
this their uninterrupted presence is very essential

2. In the above circumstances, vou are requested to
ensure tha{ in order to discharge the additional responsi-
bilities consequent upon the present Emergeney, leaye
should be sanctioned {o Government employees only for
unavoidable and pressing reasons. [n this context it
need not be repeated that in terms of Rule 815 of the
Punjab Civil Services Rules Volume . Part I, leave cannot

be claimed as of right.

3. Kindly gei these instructions noted by all con-
cerned and acknowledge receipt.

Copy of Punjab Government Circular letter
No. 4623-3SHI-75, dated the 4th July, I85
from the Chief Secretary o Government. Punjab, to
all Heads of Departments ete., etc.

Subject : Punctuality in Government offices.

I am directed 1o address you on the subject noted
above and to say that from time to time instructions have
been issued by the Government to the effect that punctua-
lity in attendance at the place of the duty by Govern-
ment employees should be ensured by surprise checks, hy
establishing example of punctuality by the oflicers and
by disciplinary action in eases in which the punctuality

has not been observed.

2. In this connection instructions were also issued
that the tendeney on the part of the Government em-
plovees to leave office early on the davs preceding holidays
and arrive late on the davs subsequent to the holidays
should be strictly discouraged. To curb truancy
amongst Government emplovees periodical checks were
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also required to be made and suitable action taken against
the truants aiter obtaining their explanation.

3. It needs no repetition that punctuality, complete
devotion to duty and uninterrupted presence in the offices
are the basie requirements of the Government service
apart from being the requirement under the Conduct
Rules and the discipline expected of Government em-
ployees.  In the presony eircumstances when there is a
statp of emergency 1n the couniry and certain measures
for the maintenance of law and order and for the economic
upliftment of the countrymen have to be enforced with
maximum prompiness and vigour, the sense of punctuality
ag a matter of habit and uninterrupted presence in the
offices or plaves of duty are the paramount needs of the
hour. All the Government employees are, therefore,
called upon tu appreciate the situation explained above,
give maximum co-operation, ensure punciuality and un-
interrupted presence in the offices and at the places of
duty, as the case may be.

In the light of above it may be ensured (i) that all
the emplovees should reach office or the place of duty in
time (ii) that they do not Jeave office before the closing

hours. and (iii) that they do not indulge in truancy during
duty hours.

Serious notice may. please be taken of the lapses in
this behalf for disciplinary action where called for.

4. In erder to ensure that the employees who stick to
their duty till the close of the working hours do not face
any inconvenience in  the matter ol getling any con-
vevance Lo leave for home, wherever there is arrange-
ment of Government buses for carrving employees to
offices /places of duty and back to home, the organisation
vunning  such buses should be asked to make arrange-
. ment in such a wav that the buses do not move from the
“ Place of the duty with undue haste and thev move only

‘after 10-15 minutes of the closing hours of the institutions
ol offices concerned.

A The above instructions mav be noted by all  con-
cerned.  Receipt of this letter may please be acknow-
ledged. .
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Copy of U.O. Gircular letter No. 4659-1811-75, dated the
Sth July, 1975, from t(he Chief Secretary to Govern-

ment, Punjab, to all the Administrative Secretaries to
Government, Punjab.

Subject : Protection of service conditions of Civil Govern-
ment employees, who are permitted to take up
military service during the present emergency—
Question of extending the same concessions by
the Corporate Bodies in Punijab.

With a view to encouraging State Government em-
ployees to join military service during emerdgency, the
Rules called the Punjab Government National Emergen-
¢y (Concession) Rules, 1965 were framed by Govern-
ment which, inter alig, provided for the protection of
service conditions e.g. seniority, promotion, confirmation
of all such civil employees joining military service. In
addition to this 20 per cent posts to be filled by direct pe-
cruitment were also reserved for those released armed
forces personnel who joined army service or were cam-
missioned on or after the 1st November, 1062, and were
released any time thereafter.—vide notification No, GSR-
63/Const./Arl. 300/68, dated the 1Tth June 1968 The
eonecessions envisaged in the Rules mentioned above were
also extended to those civil emplovees, who joined or
were recalled for militarv service during the present
emergency. —wvide Circular letter No. 325-SI1(3)-72/5866.
dated the 24th February. 1972

2. In order that the Government policy in such
matters be also reflected in the various Corporate bodies
funectioning in Punjab State. the Financial Commissioners/
Administrative Becretaries 10 Government. Punjab, were
requested —wide .0, No. 138-811(3)-72, dated the 20th
January. 1872 to advise the Corperatinns/Aulonomous
bodies and other similar undertakings under their contrel
to consider the guestion of adonting Government poliey in
so far as recruitment to services under such bodies was
concerned. Tt is presumed that necessary action in this
behalf would have been taken bv them.

3. The emplovees of the Corparate bodies showld alse
be encouraged to take un military service. This is. how-
ever, only possible if their scrvice interests, as in the case
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of State Government emplovees, are sateguarded. It is.
therefore, requested that necessary steps may be taken in
this behalf and the Corporations/Autonomous bodies under
Lheir contirol may be advised and persuaded to adopt
Government policy with regard {o safeguarding of service
interests of their employees, who come forward to join
military sorvice or have already joined military service, as
provided in the Punjab Government National FEmergency
(Concessions) Rules. 1985.

Copy of Punjab  Government Circular letter
No. 4748-3SI1-75/251%3. dated the 10th July. 1975
from the Chief Secretary to Government. Puonjab. to
all Hends of Depariments ete.. efc.

Subjeer : Use of Government employees for private werk
Instruetions to prohibit it

1 am directed to address vou on the subject noted
above and to say that from time (o ime instruelions have
been issued by Governmenl! to the effect that the practice
of taking private work in differeny forms from Govern-
ment servants. especially from Class TV employees, should
be stopped as it amounts tu misconduct and misuse of
official position. Tt wag alsp reiferated thay the use of
Government servants as regular whole-time domestic
servants would be treated as an act of dishonesty meriting
the severest punighment

2. Despite the instruetions, referred to above, it has
been observed that the practice in guestion continues in
one form or other. There is a4 peneral grievance that the
services of subordinute emolovees are put to g2rave misuse
by some officers for personal works

3. Government lakes wvery sepious view of  this
matter and desire that vou should advise all the Govern-
ment emplovees working under vour control to bring to an
ond the corrupl practice of misusine the services of the
subordinales, because this practice culs af the very roof.
of the righls given o the emplovees under the lahour
lesislation. Yon arve, therefore, requested to ensure that
these instructions are carried out in letter and spirit and
striet action is taken against defaulters
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Copy of Punjab Governmenl  Circular letter
No. 216(GOI)-2SI1-75. dated the 22nd July, 1975
from the Chief Secretary to Governmeni. Punjab, (o
all Heads of Departments ete.. ete.

Subject : Strengthening of administration—Weeding out
corrupt, dishonest or inefficient officers/officials
from services

It needs no emphasis that etlicieney and integrity of
Government servants are the basie reguirements of  good
administration. At the present time of emergency, when
time-bound economic programmes are at hand, it is im-
perative to root out inefficiency and dishonestv in what-
ever form they are observed. The relevant provisions of
varipug rules; instructions already empower Government
to weed oul employees whose continuanee in  service is
undesirable. Although there are adequate and exhaustive
provisions for dealing with inefficient and dishonest em
ployees, the real necessity is for proper sereening of cases
for action. Some of the relevant provisions are discussed in
the succeeding paragraphs for purposes of tacility

2. Rule 3 of the Government Emplovees (Conduct)
Rules. 1966 reads as follows —

"3, General—(1) Every Government employee
shall at all times—

(i) maintain absoluty integrity :
{11} mamtain devotion to duty : and

(i11) do nothing which i1s unbeeoming ol a Govern-
ment employer .

For weeding oul the inetieieni digshonest plement and those
with doubtful integrity, the fdllowing measures
are lald down in various instruclions and Rules (—

(i) Rule 532 and 5.32-A of C.S.R. Volume H—In this

Rule a specific provision is made that the
appointing authority can retire a Government
employee when he attains the age of 55 vears by
giving him three months notice Similarly a

Ruletgsds
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Government employee; who has not attained the
age of 55 vears can be retired after his complet-
ing 25 years ov more of qualifving service.

It is also clarified in the note given under Rule 5.2

(ii)

that when it is in the public interest to dispense
with the services of a Guvernment employee on
account of his inefliciency, dishonesty, corrup-
tion or infamous conduct, it vould be done by
following the provisions of the Rules.

Vide various circulars issued by the Govern.
ment. detailed instructions were issued as
regards the manner in which the cases of
retirement under the Ruley referred to above
should be processed. The broad features of the
instructions are reiterated below for facility of
reference :—

{a) The record of a Government employee should

be carefully examined by the appainting
authority and a provisional judgement form-
ed as to whether he should be retired on
attaining the age of 55 years. This should
be done § months prior to thi date on which
the employee attains the ape of 55 years
The decision should he taken well in
advance so that in the event of retirement of
the employee at the age of 55 being finally
decided upon a notice could be given to the
employee concerned 3 months before the
date on which he is tn atfain the age of 55
Vears,

(b) When the appointing authority has reasenable

cause to believe that a Government employee
is lacking in integrity. it should be appro-
priate to consider him for premature
retirement irrespective of his ability and
efficiency. For this purpose even a single
adverse remark about the integrity of a
Government employee should be sufficient
to retire him prematurely; the only excep-
tion being when the entrv is of a distance
past and if he had already been promoted on
the next post on which his honestv has been
hevand douhf
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(¢) In case a Government employee’s integrity I8
not in doubt but his physical or mental con-
dition is such as to make him inefficient for
further service, it should be appropriate to
consider him for pre-mature retirement.

(d) A Government employee, who has been
assessed as ‘Average’ should not be retired
at the ageol 55 years. In considering
whether an officer/official falls below the
average standard, the question may some-
times arise as to whether he should be judg-
ed with reference to the requirements of his
substantive grade or those of the grade in
which he hag been officiating. It is not un-
usual for a Government emiployee, who has
earned good reports in his substantive grade
to prove inadequate in his officiating grade.
Ordinarily his fitness to continue in service
up to the age of 58 years may be judged in

ation to his substantive grade, and if he
is good enough for that grade but not for
the higher grade in which he has been
officiating, he may be reverted to his sub-
stantive grade but retained in service

(iii) Vide Circular letter No. 2468-S11(6)-67/32057.
dated the 29th November, 1987 while accepting
the recommendations of the Punjab Administra-
tive Reforms Commission (para 4.27 of the
Report of the Commission), Government had
issued instructions that _inefficiency should be
recognised as g ground for major punishment.
It was considered, when this decision was taken.
that in order to improve efficiency there is need
for curative measures not only at the commence-
ment of the carrier of an employee, ie at the
time of recruitment /training etc. but also at
any time during the course of service if the
employee is then found inefficient.

(iv) Vide Circular letter No. 2314-ST1(3)-72 /12580,
dated the 30th May, 1072, Government have
issued instuctions emphasising the heed ol
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thorvugh serutiny of the property returns ot
Government employees, which they are required
to submit in eompliance with the provisions of
Punjab Government Employees (Conduct)
Rules, 1966, in order to ensure that the parti-
culars mentioned in the property returns
correspond with the kmown sources of income
of Government employee. It is also further
provided that if as a result of the serutiny it is
found that the employee concerned could be
impeached or suitably proceeded against, neces-
sary action should be initiated by the
punishing authority in terms of the Punjab
Civil Service (Punishmeni and Appeal) Rules
That punishing authority is required to send
yuarterly progress reporis (o the concerned
Administrative Seeretary

(v) In the Punjab Civil:Services (Punishment and
Appeal) Rules, 1970 also, there are adequate
provisions for Government to deal with in-
efficient, dishonest or other unsuitable Govern-
ment employees. Penalties such as.those of
compulsory retirement, reduction in rank men-
tioned in Rule 5 of the Rules ibid are specifically
referred to in this behalf.

(a) In the explanation 1o Rule 5 ibid, it is inter alia
clarified that the following shall not amount to a penalty:

(i) reversion of a Government employee officiating
in a higher service, grade or post to a lower
service grade or post, on the ground that he is
considered to be unsuitable for such higher
service, grade or post or any administrative
uround unconnected with his eonduct :

(ii) reversion of a Government employee appointed
on probation to any other service, grade or post,
to his permanent service, grade or post during
or at the end of the period of probation in aceord-
ance with the terms of his appointment or the
rules and orders governing such probation :
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(iii) compulsory retirement oi a Government ems
ployee in accordance with the provisions relat-
ing to his superannuation or retirement;

(iv) termination of the services—

(a) of a Government employee appointed on pro-
bation. during or at the end of the period of
his probation in accordance with the terms
of his appointment or rules and orders
governing such probation : or

(b) of a temporary Government employee appoint-
ed otherwise than under contract. on the
expiration of the period of the appoint-
ment, or on the abolition of the post or
before the due time in accordance with the
terms of his appointment : or

(e) of a Government emplayvee employed under
an agreement, in accordance with the
terms of such agrecment.

(b) Attention is also invited in this  behalf to the
following provision in Rule 13 of the Rules ihid.

‘Special procedure in certain cases —Notwithstand- -
ing anything contained in rules 8, 9, 10, 11 and
12—

(1) where any penalty is imposed on a Govern-
ment employes on the ground of conduct
which has led to his convietion on a crimi-
nal charge; or

(ii) where the punishing authority is satisfied for
reasons to be recorded by it in writing
that it is not reasonahly bracticable to hold
80 Inquiry in the manner provided in these
rules : or

(ii* where the Governor is satisfied that in  the
interest of the seeurity of the State. it is not
expedient to hald any inquiry in the
manner  provided in  these rules the
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punishing authority may consider the
circumstances of the case and make such
orders thereon as it deems fit :

Provided that the Commission shall be consulted
where such consultation is necessary,
before any orders are made in any case
under this rule.

3. In the light of the above, you are requested to
take all steps to improve the administrative efficiency and
to root out graft or lack of integrity in whatever form
they may be noticed. Any of the mehods mentioned
above can, according to the requirements of the situation,
be made use of {o deal with a particular case. It may be
added that primary responsibility of checking the corrup-
tion where it exists and also plugging all the loop holes
rests with the Administrative Departments concerned in
terms of the Vigilance Manual.

4. For ensuring definite improvement in the officien-
cy and establishing clean administration, Government
would expect immediate and serious consideration at your
end.  Steps taken in this direction may kindly be inti-
mated to the Administrative Department, with a copy to
the Services Department,

Copy of Punjab Government Cireular letler
No. 5248-2SII-75, dated the 23rd July, 1975
from the Chief Seeretary to Government, Punjab, to
all Heads of Departments, ete. ete.

Subject : Strengthening of administration — Weeding
out corrupt, dishonest or inefficient officers/
officials from services—Provision of retirement
at the age of 50 years.

I am directed to invite your attention tp the instruc-
tions issued,—vide P.G. Circular letter No. 218 (GOI)-25711-
75, dated the 22nd July, 1975, on the subject noted above
and to say that the question of retiring Government em-
ployees at the age of 50 vears in cases in which it is con-
sidered necessary to do so in the public interest. on the
lines of the general policy of the Government of India, has
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been considered and it has been decided that on the
analogy of the provisions in Rules 532 and 532-A of
Punjab Civil Services Rules, Velume II, any Govern-
ment employee may be considered for retirement in the
following manner —

If he is in Class I service or Class II service or Class
IIT service or post and had entered Government
service before attaining the age of 35 years
after he has attained the age of 50 vears.

2. While considering the guestion of retirement of a
Government employee on the above lines, the¢ criteria
and the general principles as laid down in the instructions
dated 22nd July, 1975 referred to above may kindly be

kept in view.

3. Where it is necessary in the public interest to
make the pre-mature retirement effective immediately. and
where three months' notice is not given or notice for a
period less than three months is given. the employee shall
be entitled to get pay and allowances for three months or
the period by which the notice falls short of three months,
as the case may be.

4 The receipt of this letter may kindly be acknow-
ledged.

[Extract from Puniab Govt, Gaz (Extra.) July 28, 1975)]
{Sryn. 6. 1897 Saka)

PUNJAB GOVERNMENT

GENERAL ADMINISTRATION (SERVICES)
DEPARTMENT

Notification
The 28th July. 1975

No GSR 76/Const. /Art. 309/75—1In exercise of the
powers conferred by the oroviso to  Article 309 of the
Caonstifution of India and all other nowers enabling there-
unto and with the oprevious approval of the Central
Covernment upder sub-section (7) of section 115 of the
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States Reorganisation Act, 1956 and sub-section (6) of
section 82 of the Punjab Reorpanisalion Aect, 1966, the
Guvezrlnor of Punjab hereby makes the [ollowing rules,
namely —

1. (1) These rules may be called the Punjab Civil
Services (Premature Retirement) Rules. 1975.

(2) They shall come in to force at once.

2. In these rules. unless the context otherwise re-
quires, the following expressions have the meanings here-
by respectively assigned to them, that is to sav—

(1) “appropriate authority” means the authority
which has the power to make substantive
appointments to the post or service from which
the Government employee Is required or wants
to retire or anv other authority to which it is
subordinate.

(2) “employee" means any person appointed to
public services and posts in connection with the
affairs of the State of Punjab. excluding those
listed in rule 7. -~

(3) “qualifying service” means service qualifying
for pension.

3. (1) (a) The appropriate authority shall if it is of
the opinion that it is in public interest to do so, have the
absolute right. by giving an emplovee prior notice in writ-
ing, to retire that employvee on the date on which he com-
pletes twenty-five years of gualifying service or attains
fifty vears of age or on any date thereafter to be specified
in the notice.

(b) The period of such notice shall not be less than
three months :

Provided that where at least three months' notice is
not given or notice for a period less than tiree months is
given. the pmployvee shall be entitled to claim a sum
equivalent to the amount of his pay and allowances, at
the same rates at which he was drawing them immediate-
ly before the date of retirement. for a priod of tiree months
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or, as the case may be; for the period by which such notice
falls short of three months,

(2) Any Governmment employes may, after giving at
least three months' previous notice in writing to the
appropriate authority retire from service on the date on
which he completes twenty-five years of gualifying service
or attains fifty years of age or on any date thereafter to
be specified in the notice :

Provided that no employee under suspension shall
retive from service except with the specific approval of
the appropriate authority.

4. A retiring pension and death-cum-retirement panasd
gratuity shall be granted to a Government employee, who sratuity.
retires or is required to retire under rule 3.

5. The provisions of these rules shall have effect not- te
withstanding any thing inconsistent therewith contained
in any other rules for the time being in force.

6, All rules regulating-the conditions of service asRepeal.
respects premature retirement of persons appointed to
public services and posts in connection with the affairs of
the State of Punjab, in force immediately before the com-
'mencement of these rules, are hereby repealed :

Provided that—

(a) such repeal shall not affect the previous opera-
tion of the rules hereby repealed or anything
done, or any action taken. thereunder ;

(b) any proceedings under the rules hereby repeal-
ed, pending at the commencement of these rules
shall be continued and disposed of in accord-
ance with the provisions of these rules as 1if
su—:fh proceedings were proceedings under these
rules.

*7. Nothing in these rules shall apply to— Saving,
the members of the All India Services:

sAmended, vide Notificition No, G.5 R 84/Cons jArt, 187, 234 and 309/
Amd, (1)/75, dated 18-8.1975,
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8. If any doubt arises as to the interpretation of any
of the provisions of these rules. the matter shall be referred
to the Governor or such other autho rity, as may be speci-
fied by the Governor by a general or special order and
the Governor or such other authorilv shall decide it.

R. S TALWAR,
Chief Secretary to Government,
Punjab.

Copy of Punjab Government Circular  letter
No. _212(GOI)-1SI1-75 /28364, dated fhe 2ist July, 1975,
from the Chief Secretary to Government, Punjab, to
all Heads of Departments ete., ete,

Subject ; Concession to ex-servicemen for recruitment to
the State Services — exclusion of certain
categories.

I am directed to address wou on the stubject noted
above and fo say that ex-servicemen sgeking employment
in the State services are given age concession and second
preference for recruitment against vacancies reserved for
released army personnel according to instructions issued
from time to time. A question has arisen as to whethey
the persons who have served in the followin ¢ prganisations
are also entitled to be treated as ex-servicemen for the
purpose of extending the aforesaid concessions or not -—

(1) Assam Rifles.

(2) Lok Sahavak Sena ete.
(3) M.ES.

2. The matter has boen econsidered in consultation
with the Government of Indiaz and it has been decided
that the service rendered in  the ahove organisations
would not be counted for benefiic admissible to eX-
servicemen.
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Copy of Cireular letter No. 3885-2SII1-75/27600, dated the
oth August, 1975 from the Chief Secretary to Govern-
ment, Punjab to all Heads of Departments ete., etc,

Subject : Grant of special casual leave 16 ex-servicemon in
Civil posts. who stay in hospital for replace-
ment freatment of thewr artificial limbs.

I am directed to refer to Punjab Government letter
No. 4213-STI(3)-72/26646, dated the 9th October. 072,
which inter alia provides that special casual leave for &
maximum period of 15 days, pnee in a Calendar year,
should be allowed to ex-servicemen, who are vmployed in
a civil capacity and who have to go to Artificial [imb
Centre and stay in Tospital for the purpose of replace-
ment/treatment of their artificial limbs and to say that
the matter has been reconsidered by Government and it
has been decided that the concession of speeial casual
leave for 15 days may be allowed to such e-servicomen on
more than one oceasion in a calendar vear, if need be.

an)]r of Cirenlar letler  No 4419-SI1(6)-75/30050, dated

he 11th August, 1975 from the Chief Secretary to
Government, Punjab. to all the Heads of Departments,
ete., ete,

Subject : Regularisation of the  appointments of the
employees recruited on ad hoe hasis,

I am directed to uddres you on the subjoct nated
abave and to say that in accordanee with the insbraetions
issued,—vide Punjab Government Cirenlar letier No, 279-
SLI(3)-T3 /3046, daled the 29th January, 1973 the cases of
ad ho¢ employees completing one year service on 1st
January, 1673 and fulfilling other neceessary econditions
were required to be sercened by the respective  Dopart-
mentai Seloction Committers within one month of  the
date of issue of the instructions. Subsequentlv, with the
eanstitution of the Punjub Subordinate Scerviees Seleetion
Board, the Departmental Selection Committors censed ta
function with olfect from 15th Octobor, 10974, In order to
alleyiate anv further hardship 1o ad hoe emplovees, all the
Departments were advised. —vide cireular lotter No. 8049
SI(ASO)-T4/36357, dated the 20H November, 1974 to
refer the pending caces of the ad hoe employees to the
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Services Department for advice within 15 days, so as te
settle all such cases by the 31st December, 1974.

2. It has come to the notice of Government that a
number of cases of ad hoe employees, who have completed
one year's service on 1st January, 1973, are still. pending
in various Departments. From this it would appear
that the instructions referred to above have not strict-
ly been followed. Besides, the drawal of salary of ad hoe
employees, beyond six months is in contravention of
instructions contained in Punjab Government circular
letter No, 3737-SII(ASQ)-74, dated the 29th August, 1974,
according to which steps are required fo be taken simul-
taneously for the regularisation of appointments or recruit-
ment on regular basis, as the case may be. This is obvious-
ly an act of administrative impropriety for which responsi-
bility devolves on those officials who have failed to take
action in accordance with Government's directions. It
also creates resentment among the employees whose cases
are fit for regularisation but all have lingered on far more
than 2 years.

3. Government takes a serious view of the matter
and desire that all cases of the nature referred to above
should be finalised immediately,

4. It is requested that the officials dealing with such
cases may be made personally responsible for the lapses,
if any, and suitable action taken  against
them in case they fail to refer such cases to the Services
Department along with the complete information and
clear recommendations as per enclosed preforma throush
the Administrative Department by the 20th August, 1975.
You may also take suitable action against those responsi-
ble for the delay that has occurred so far.
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Copy of Pumjab Government Circular letier
No. 5977-1SK1-75/35371, dated the 17th September, 1975
from the Chief Secretary to Government, FPunjab, to
all Heads of Departmentis efe. ete.

Subject - Assessment of methods and procedure of recruit-
ment and selection the Public Service Com-
mission for different kinds of posts, administra-
tive, technical, scientific, etc.—annual depart-
mental review during the first three years of
service on the work and quality of officers re-
eruited through the Commission.

I am directed 1o invite your atiention to Govern-
ment instructions contained in Cireular letter No. 10918-
(-53/8033, dated the 12th February, 1954 requiring all
departments to send to the Punjab Public Service
Commission every vwyear extending to three years
or more as the circumstances warrant, special assess-
ment reports about the amount and quality of work done
by the candidates recruited through them. This was,
inter alia, done with a view to finding out as to how far the
mode of selection, particularly selection by interview, had
proved suitable in selecting right type of persons and
whether there was a need to bring any change in the
method and procedure of recruitment and selection.

2. It has now been brought fo the notice of Govern-
ment by the Punjab Public Service Commission that
despite the instructions referred to above and the faet
that in every letter of recommendation of candidates, a
special mention is made by the Commission to send the
Tequisite reports with regard to the work and quality of
the candidates concerned, such reports are not invariably
sent by the Departmenis

3. Efficiency is the paramount need for good adminis-
tration and it can only be achieved if right type of persons
are selected to man important Government assignments.
This has become more significant in the present time. I
am, therefore. to request vou that the work and quality
of new recruits mayv be carefully assessed as laid down in
the instructions referred to above and report sent to the
Commission every year extending to  three
years or more as may be necessary, so as to enable
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them to judge as to how far the mode of selection,
adopted by the Commission has proved suilable in select-
ing right type of material or wheiher there is a need for
any change therein. It would also enable the Depart-
ments/Offices concerned to make proper valuation of the
officers/officials selected for direct recruitment and put
on probation under the relevant service rules. This
evaluation would be useful for deciding the question of
confirmation or extension of period of probation of the
officers/officials concerned.

The receipt of this communication may also be
acknowledged.

Copy of Punjab = Government Circular letter
No. 2090-2511-75/376%, dated the 22nd September, 1975
from the Chief Secretary to Governmeni, Punjab, to
all Heads of Departments efe., efe.

Subjeet : Writing of annual confidential reports — Com-
munication of adverse remarks.

I am directed to invite a reference to the Punjab
Government letter No. 2334-ASI-60/15708, dated the 3rd
May, 1960, on the subject noted above and to state that
paragraph 10 thereof, inter alia, lays down as follows —

“An officer should not at any time be kept ignorant
of the reporting officer’s opinion where his
service is not considered satisfaciory; criticism
should be communicated promptly and should
indicate in suitable language the nature of the
defeets in question.

iX XX b 51 XX
XX b nx X

All competent authorities should make an occasion-
al check of confidential reports entrusted to
their custody in order to ensure that adverse
remarks are in facl conveved to the oflicers con-
cerned. No notice should be taken in future
of adverse remarks if they have not been con-
veyed. Where a competent authority does not
convey adverse remarks to the officer concern-
ed, the omission will be freated as discriminatory
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action on its part and due notice will be taken
of it (Punjab Government letter No. 5515-ASI-
61/25297, dated 11th July, 1861, may be referred
tﬂ).”

The objective of the above policy to communicate
adverse remarks is that the employee concerned should
get an opportunity to know his defects, if any, which he
should consciously endeavour to remedy in the subse-
quent year.

2. Government have noliced that the instructions for
the adverse remarks to be conveyed prompily to the em-
ployees concerned are not being observed. In some
cases the adverse remarks are communicated very late.

3. If the remarks are not conveyed within the first
few months after the completion of the year to which the
annual confidential report may relate, the employee con-
cerned would be deprived of the earliest opportunity to
make improvement in the light of the advice from the
adverse remarks communicated to him. Thus the basic
purpose of communication of adverse remarks, that is to
ensure improvement in the person concerned would be
defeated. = This would be against the administrative
interest as also against the interest of the individual,

4. Government have taken serious note of the above
situation and desire that the policy to convey the adverse
remarks promptly to the employee concerned must be
followed in letter and spirit. Government further desire
that the communication of the adverse remarks should in
no case be delayed beyond three months of the receipt of
the annual confidential report in the office/organisation
concerned from the reporting/reviewing authority. i
has also to be ensured by this prompt communication of
adverse remarks that representations, if any, against such
adverse remarks, which are to be made within three
months of the communication, are settled at the earliest.
This will enable the emplovee concerned to know finally
the impact of the adverse remarks so that he has full
opoortunity o rectify his defects at the earliest This
will also serve an administrative interest.

5. The instructions auoted in para 1 above also
make it clear that no notice should be taken of adverse
remarks if they have not been conveved. Thus the non-
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communication of the adverse remarks condones the
guilt of the employee reported upon merely by default of
the authority responsible for the maintenance of the
annual confidential reports. This inter aliz, adversely
affects the administrative interest. It is, therefore, also
very necessary -to impress upon all concerned o observe
the instructions meticulously and that the officials/officers
responsible for unjustified delay in eommunicating the
adverse remarks ordinarily beyond three months shall be
liable to disciplinary actions.

6. The receipt of this letter may kindly be acknow-
ledged.
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Copy of Punjab Government Circular  letter
No. 3806-2SIII-75/34783, dated the 26th September, 1875
from the Chief Secretary to Government, Punjab, fo
all Heads of Departments, etc.. ete.

Subject : Restriction on the grant of maternity leave fto
women Government employees.

1 am directed to address you on the subject noted
above and to say that maternity leave to {emale Govern-
ment servants is admissible under rules 8.86 and 8.137-A of
the Punjab Civil Services Rules, Volume I, Part, I, but
there is no provision about the number of neccasions on
which this leave can be granted.

9 I{ has now been decided by the Punjab Govern-
ment that maternity leave shall not be granted to female
Government servants. who have three or more children
living. This decision, however, will not affect the exist-
ing rules and instructions applicable to cases of mis-
carriage /abortion.

3. Neeessary amendment is being carried out by the
Finance Department in the relevant rules.

Copy of Punjab Government Circular letter
No. 6520-2SII-75/38581, dated the 26th September, 1975
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete., ete

Subiect : Punjab Civil Services (Premature Retirement)
Rules, 1975—Weeding out corrupt, dishonest or
inefficient officers/officials from services.

I am directed to address you on the subject noted
above and to say that with the publication of the Punjab
Civil Services (Premature Retirement) Rules, 1975 in the

Tules.
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Government Gazette (Exiraordinary) on 28th July, 1975,
the “appropriate authority” as defined in the Rules ibid
has been given absolute right to retire any Government
employee on the date on which he completes twenty-five
years of qualifying service or attains fifty years of age or
on any date thereafter to be specified in the notice, by
giving that employee prior notice of three months in writ-
i This right has to be exercised if, in the opinion of
the authority concerned, it is in ‘Public interest’ to do so.

2. Previously, Rules 532 and 5.32-A of Punijab Civil
Services Rules Volume II were being invoked to consider
cases of premature retirement of Government employees,
where this was called for, on completion by the employees
of 25 years of qualifying service or of 55 years of age.
These Rules had laid down certain conditions for obser-
vance. In regard to the manner in which the provisions
of the said rules were required to be enforced, the latest
instructions were circulated —vide P.G. Letter No. 2186-
(GOI)-2SII-75/, dated 22nd July, 1975, wherein, the text of
the previous instructions on the subject was given in
detail. As regards ‘compulsory retirement' as a measure
of penalty in terms of Rule 5 of the Punjab Civil Services
(Punishment and Appeal) Rules, 1970, the procedure laid
down therein was required to he ohserved.

3. It is necessary to lay down clearly the policy of
Government for the exercise of the absolute right by the
appropriate authorities to order premature retirement
under the Punjab Civil Services (Premature Retirement)
Rules, 1975. The essential features of the Government
policy in this behalf are, therefore, stated as under.

4. The primary anxiety of Government is in the
interest of administrative efficiency, to ensure that dead-
wood, or more precisely, the inefficient and the corrupt
element should be weeded out from the services, It is
with this end in view that absolute right to retire a
Government employee prematurely has been acquired
through the Rules notified on 28th July, 1975.

9. The absolute right wvesting in the 'a;x-apriate
authority’, as defined in the aforesaid rules, ., (the
authority which has the power to make substantive
appointments to the post or service from which the
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Government employee is required or wants to refire or any
other authority to which it is subordinate) as an agent of
the welfare State should, however, be utilised judiciously
in order that the ‘public interest’ is really served by the
premature retirement of the employee concerned. The
said authority may formulate its opinion by (i) serutiny
of the confidential reports of the employee concerned; and
(ii) by taking into consideration any other substantial
material that it might have before it.

6. It is not feasible to lay down in absolute terms asGimale,
to how many adverse entries about inefficiency, incom- ofrecord.
petence or lack of integrity would justify the premature
retirement under the new Rules. The service record as
a whole would determine the merits of each case in this
behalf. Quite often, the confidential roll alone would be
sufficient to guide the appropriate authority in reaching a
conclusion. The remoteness of an adverse entry (already
communicated to the employees concerned and not ex-
punged), the gravity of a blot and other developments in
the service career of the employees concerned, such as
the crossing of efficiency bars, confirmation, promotion to
a higher post or any other meritorious service rendered by
the employees concerned would have their relative impor-
tance, Conclusive and proven reports based on inspec-
tions, and departmental and vigilance enquiries would also
be helpful in taking decisions under the Rules.

7. It needs no reiteration that Government wishes to il!“ilﬂ;-" at
retain in its service only those employees whose infegrity oyt e
is un-impeachable. Thus, even a single entry depicting
the employee concerned as a person of doubtful integrity
(generally fortified by reasons) and the adverse remarks
thereabout having been communicated and not expunged
should justify the appropriate autherity in considering
him for premature retirement under the new rules. If
the adverse remarks on the integrity is of a distant past and
there are certain intervening factors in the service of the
employee as referred to in para 6 above, the appropriate
authority would formulate its opinion after taking into
aceount the cumulative effect of the record of the employee
concerned. It is also relevant to add in this behalf that
the appropriate authority may consider the premature
retirement of Government employee if it has reasonahle
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cause to believe that the employee concerned is lacking in
integrity, irrespective of an assessment of his ability or
efficiency in work

Filness for 8. If a Government employee is officiating in a higher

:ﬂ'ﬂﬂ’:ﬁﬁuf post consequent upon his promotion in such a grade after

mok/post, having earned good reports in his substantive grade and
if his efficiency is not considered adequate in the higher
grade, ordinarily his fitness to continue in service beyond
the age of 50 years or 25 years service may be judged in
relation to his substantive grade. But if he is good
enough for the substantive grade but not for the higher
grade in which he has been officiating, he may be reverted
to his substantive grade, but retained in service.

EAp el 9. Rule 3 of the Punjab Civil Services (Premature
™ o potirement) Rules, 1975, permits the appropriate authority

to consider the premature retirement of an employee at
any time after he has completed 25 years qualifying
service or 50 years of age. It thereby enables the appro-
priate authority to review the cases of even those Govern-
ment employees whose continuance in service beyond the
ape of 55 years according to the previous instructions
might have been considered. TUnless there are extenuat-
ing circumstances, repeated reviews for confinuance in
service of Government employees at various points of time
after they have completed 50 years of age should not
become common. Such repeated reviews breed insecurity
even among those employees whose continuance in service
is desirable. In case, however, some special facts come
to notice which lead the appropriate authority to con-
clude that a particular employee has so deteriorated in
his performance that his continuance requires further
serutiny, such a review can be held. It would be advis-
able when making the first review under the Premature
Retirement Rules for the cases of all Government em-
ployees who have completed the gualifying service of 25
years or are about to complete the age of 50 vears or have
completed the age of 50 years io be reviewed. Even if
the cases of some emploeyees for continuance beyond the
age of 55 years have been cleared earlier, such a general re-
view would ensure that an identical yardstick is applied
when deciding the cases of all concerned employees in a
particular category.
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Therefore, i constant wateh on the work and conduct
of the employees nearing 50 vears of age or and complet-
ing 25 years of qualifying service and during the period
subsequent thereto would be required  For admiinistra-
tive convenience the cases of such employees be reviewsd
ag follows:—

(1) When a Governmeni cmployee completes 25
years qualifying service, if it is earlier than his
completion of 50 wvears age or/and when a
Government employee is to atlain the age of
50 years, as the case may be ; and

(2) When a Government employee is to attain the
age of 50 years.

In case a Government employee is cleared at the
time of first review, he should be allowed to continue till
the second review and in case a Government employee is
cleared at the second review, he should be allowed to con-
tinue upto the age of 58 years without any fresh review
unless another review is justified by any cxceptional
reasons, such as his subsequent work or conduct or the
state of his physical health, which may make such earlier
retirement clearly desirable.

Every review should be made well in advance, that
is, six months prior to the date on which an employee
attains the age of 50 years or completes 25 vears qualify-
ing service and 55 years age, as the case may be, so as to
enable the appropriate authority to give three months
notice to the employee concerned. The cases in| which a
review was made according te the previous policy. at
55 wears age should be reconsidered in the light of the
above criteria for observance of the Punjab Civil Service
(Premature Retirement) Rules, 1975 and a suitable deci-
sion taken.

10. Under the Punjab Civil Services (Premalure Notice
Retirement) Rules, 1875 [Rule 3(1) (b) thereof] a notice I
of three months is necessary to be given to the Gowvern-ofpay and
ment employee whose premature retirement is to be e
ordered in terms of these rules, It has also been prowvid-hereof
ed therein that in case atleast three months notice is not
given or notice for a period less than three months is
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given, the employee concerned shall be entitled to claim a
sum equivalent to the amount of his pay and allowances,
at the same rates at which he was drawing them im-
mediately before the date of retirement, for a period of
three months, or, as the case may be, for the period by
which such notice falls short of three months.

The above provision, inter-alia, enables the appropri-
ate authority to order premature retirement forthwith
i.e,, without three months notice or with a notice less than
three months in cases in which the exigency so demnands.
Consequently the affected employees become entitled to
the amount of pay and allowances ete. for the period by
which notice falls short of three months. This entitle-
ment however. does not mean that if the payment is not
made forthwith, it would result in legal complications. It
is, of course, desirable to make this payment as early as
possible but in cases where immediate payment is not
possible this should not be taken to be a cause of obstrue-
tion in giving effect to premature retirement of the em-
ployee concerned, where ever called for, in the opinion of
the appropriate authority.

11. The appropriate authority which has been em-

competent o nogwered to order retirement in the extant rules has been

relire.

AC.Ra o
be written
more reali-
stically.

defined under Rule 2(1) as the “authority, which has
the power to make substantive appointments to the post
or service from which the Government employee is re-
quired or wants to retire or any other authority to which
it ie subordinate”. It is thus clear that premature retire-
ment shall have to be made, where necessary, by the
authority which has the power to make substantive
appointments and not necessarily by the authority which
made previously any substantive appointment or confir-
mation in the case of any employee, who may be presently
officiating and might be holding lien in some other post.
The authority which is superior authority to the one
referred to above can also pass an order of premature
retirement.

12. The last and the most important point to be
observed by the Departments is that special care by the
reporting/reviewing authorities in recording the annual
confidential reports of their subordinates is essential. These
reports assume great importance in the context of the
indispensable need for maintaining efficiency and clean
administration. For premature retirement. the annual
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confidential reports, as explained above would play a vital
role. It is, therefore, a matter of paramount importance
that the recording of annual confidential reports should
be done with frankness, fearlessness and with a view to
give the correct estimate of the employees concerned. It
has to be realised by the reporting/reviewing authorities
that any wavering depiction or ill-considered remarks aon
the work and conduct of the employees under them can
do a great harm {o the adminisiration and public interest.
Reporting officers should therefore, come out clearly and
without any hesitation to express their views.

13. It is requested that the above instructions may quarteny

please be noted by all concerned for very careful com- retmn.
liance. It is also requested that the Departments may
urnish to Seryices Department a quarterly return, indi-
cating the total number of cases of employees of all
classes (including Class IV) reviewed as indicated in para

9 above separately, classwise, and the number of cazes
where it has been decided to retire the persons concerned,
in the public interest. The first return should pertain to

the quarter, July—September, 1975. and sent to this Depart-
ment so ag to reach it not later than the 15th October, 1875.
Returns for subsequent quarters should reach this Depart-
ment by the 15th of the month following {he quarter to
which the report may relate.

14. Kindly acknowledge receipt,

Copy of Punjab Government Circular letter
No. 6921-25I1-715/40096, dated the 3rd October, 1975
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, etc, ete.

Subject : Submission of property returns by the employees
working under the control of Punjab Govern-
ﬁilllalnt — OStrict observance of the Conduct

es.

I am directed to say that under rule 18 of the Punjab
Government Employees (Conduct) Rules, 1966, the State
Government employees are required fo submit annual
returns nf immovable property and movable property
each year. For the submission of property returns by
the members of the All India Services and the State
Government employees working under the control of the



822

Punjab Government, a pro forma was prescribed —vide
P.G. letter No. 2130-S11(3)-69/32577, date the 17th Decem-
ber, 1969. It was also explained in these instructions
that complete details of the property held (not only the
new acquisitions during the vreceding financial year but
their entire property) are required to be furnished cach
vear. [If was also enjoined upon Governmen! employees
that for convenience of checking they should mention in
the remarks column of the pro forma the new acquisitions
or disposals during the year under report and to indicate
particulars of the permission of the competent authority
for each acquisition and disposal, obtained. if any under
the respective rules

2. Tt has come tn the notice of Government that not
only are the property returns not submitted in time each
year but also in many cases incomplete property returns
are submitted, inasmuch as the entire property owned is
not indicated. Tt has further been noticed that many
Government emplovees do not observe the provisions of
the relevant rules of the Punjab Government Employees
{Conduect) Rules, 1966, in many matters relating o {rans-
fer of property. including sale and purchase nf movable
property. investments, lending, borrowings and accept-
ance nf gifts, Manv Government emplovees -do not
obtain sanction of competent authorites as required by
the rules and seme emplovees do not even intimate at the
proper time to the competent authorities the transactions
which are required to he within the knowledge of that
authority. The result is that verv often reauests are re-
ceived for the grant of exnost-facto sanction.

3 The primary object of submission of property 1e-
turns by Government employees is to see that no Govern-
ment emploves possesses movable and immovable pro-
perty disproportionate to his known source of income. To
achieve this obiect Government issued instructions.—vide
Puniab Government letter No 2314-SI1(3)-72/12580. dated
the 30th Mav, 1972, interr alia. emphasising that property
returns of the Government employees be thoroughly
serutinised.  Tf ns pointed out in para 2 above. the rele-
vant provisions of the Conduet Rules are not meticulously
observed and the propertv returns submifted by the
Government employees do not depict the real position, the
whole purpese of having such refurns would be defeated
Government. therefore takes serious note of such irregu-
larities /non-compliance of the provisions of the Conduct
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Rules. T am, therefore, directed to réguest you to em-
phasise on all concerned the importance that Government
attaches to the submission of property returns by the
Government employees regularly by the end of April each
year. You are further requesied 1o bring to the notice
of Government employees the necessity of careful obser-
vance by them ol the relevant provisions of the Punjab
Government Employees (Conduct) Rules, 1966 while

entering into any transactions of the type attracted by
the rules.

4. Non compliance of the provisions of the rules ibid
would, in future, be viewed more seriously by the Govern-
ment and stern action would be taken against the em-
ployees found at fault,

9, The receipt of this Iletter may kindly be
acknowledged.

Copy of Puonjab Government Circular Jetter
No. 1637/I511-75/41597, dated the 15th Octocber, 1975
from the Chief Secretary to Government, Punjab, to
all Heads of Departments, ete. ete.

Subject : Counting of purely temporary service for pur-
poses of experience for promotion.

1 am directed to invite 3 reference to Punjab Govern-
ment Circulay Ietter No. 1028-GH-57 /27804, dated the 29th
March, 1957, which provided that a Government servant
agpuinted locally in purely temporary capacity when
absorbed in a regular post on the recommendation of the
Subordinate Services Selection Board is not to be given
the benefit of previous ad hoe service for purposes of fixa-
tion of seniority. A question has further arisen whether
such ad hoe service can be counted as experience so as to
fulfil the condition with regard to the minimum qualifi-
cation prescribed fof 3 particular post for whiech the official
is to be considered for promotion, The matter has been
considered by Government and it has been decided that
ad hoe service rendered by a Government employee prior
to regular appointment, should not be counted towards
experience as well, as thereby an ad hoe employee cannot
be allowed to get preference over g _ré%llar employee
especially in the matter of promotion, or purposes of

experience the service would start from the date of regular
appointment,
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9 'The above instructions may kindly be brought to

the notice of all concerned for strict compliance and the
receipt of these instructions may also he acknowledged.

Copy of Punjab  Government Circular  letter
No. 7463-3SI1-15/41635, dated the 17th Octlober, 1975
from the Chief Seecretary to Governmenl, Punjab, o
all Heals of Departments, ete., ete.

Subject : Implementation of the Apprentices Act, 1961.
Implementation of 20 Point  Economic Pro-
srame announced by the Prime Minister.

o 2419 1 am directed to address you on the subject noted
2).74 : ! : ;

3101 duted above and (o say that instructions (as mentioned in  the

ash Augst. Warging have heen issued separately by Government and
' by the Director of Industries, Punjab in his capacity as the

2 Mo, w27 Staje Adviser under the Apprentices Act, 1861; through

20a7s | adyertisements in the Press, inter-alie for laying emphasis

September,  LIPON the obligations of Government. Departments under
: the aforesaid Apprentices Aet, 1961 in regard to the

appointment of apprentices.

2 Tt is elarified now in regard to Lhe authority com-
pelent Lo appoint apprentives, that  whichever authorily
is competent to make appointments of certain calegories
of employees, is also competent to engage apprentices for
a specified period under the Aect.  fbid as clarified in
Punjab Government instructions No. 8419-21D(2)-75/
27301, dated the 25th August, 1975. in the manner and
through the sources of Employment Exchange. pgeneral
advertisement and as specified by State Apprentices
Adviser in his instructions No. 17/App/AD and P/11/2/
75/11888, dated the 11th July, 1875, In other words it is
not necessary to constitute Departmental Seleetion Com-
mittees tn appoint the Apprentices or to utilise the agency
of Subardinate Services Selection Board for this purpose.
Tt is further clarified that service as apprentice does not
in itself entille the person concerned to an automatic re-
gular appointment o a post in the department.  You are,
therefore. requested tn go ahead with the immediatp im-
plementation of the Apprenticeship Scheme under the
Apprentices Aet. 1961, in consultation, if necessary, with
the Director of Tndustries, Punjah as the Adviser to
Covernment. Puniab, under the Apprentices Act, 1961.

e !
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Copy of Punjab Government Circular letter No. 7949-
SII(AS0)-75/42317, dated the 29th Oclober, 1975, from
the Chief Secretary to Government, Punjab, to all Heads
of Departments, ete. efc

Subject :—Constitution of the Subordinate Services
Selection Board, Punjab—Residuary work of
Departmental Selection Committees,

I am dirccted to invite a reference to the Punjab
Government letter No. 8411-STI(ASQ)-75/36005. dated the
Tth November, 1974, on the subject noted above and to say
that upon the setting up of the Punjab Subordinate
Services Selection Board, all the Departments were re-
quired ‘to place their demands/requirements of the staff.
in the preseribed proforma. with the Board immediately, in
respect of all appointments of direct recruitment to posts
carrying an initial pay of Rs, 91/- to Rs. 299 /- per mensem.
It has, however, been hrought to the notice of the Govern-
ment that some Departmeonts are not sending their requi-
sitions to the Buard and are continuing making appoint-
ments on adhoc hasis.

2. As mentioned in the letter under reference. the
appointing authorities are competent to fill up vacancies
only on adhoe basis, for a period of six months. in emer-
gent circumstances. Tt is. however, incumbent upon the
said authority to complete all procedural formalities for
regular appointment within the said period of six months.
It is, therefore, desirable that the requisition must be
placed with the Board simultaneously while filling up
any post on adhoc basis. These instructions, are being
flagrantly vinlated by some of the Departments and the
Government has taken a serious view of it. I am, there-
fore. to request you to ensure that the requisitions are
placed with the Board in accordance with the instructions
under reference, within ten days of the receipt of this
letter, positively and an intimation to that effect be also
sent to the Serviees Department.

Kindly acknowledge receipt.
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Copy of Punjab Government Circular letter No. 7869-
SIT(AS0)-75/41458. dated the 29th October, 1975, from
the Chief Secretary to Government. Punjab, {o all Heads

of Depariments, ete. ele.

Subject : —Grant of re-employment/extension in service
to Government employees on or after their
attaining the age of superannuation—Re-
fusal of leave preparatory to retirement.

I am directed {o invite a reference 1o the Punjab
Government circular letter No. 727-S11(4)-67/4841, dated
the 17th February, 1967, and to say that on the basis of the
policy of the Government of India, it has been decided lo
amend paragraph 13 of the letter under reference to read
as follows :(—

13, Any emplovee due for superannuation, who
proposes to avail himself of leave preparatory
to retirement, shall intimate, in  writing, his
intention to do sn, to the Head of his Depart-
ment, through the proper channel. with an
advance copy to his Adminislrative Depart-
ment. This advance cepy shall reach the
Administrative Department atleast sixty days
befnre the date on which he proposes to pro-
eoed on leave or sixty days from the date from
which ordinarily the leave preparalory to re-
tirement would commenee in  his case. The
period of lapse. if anv. shall he deducted from
the maximum amount of leave which can be
granted after retirement, ie. 120 days. Of the
60 days thus available to the Government for
dealing  with the rase  the Administrative
Department may utilize up to 20 days for con-
sulting the Subordinate authorities. as neces-
sary, for taking a decision whether or not to
refuse the leave applied for. and if the latter,
to what extent. The fime schedule to be oh-
served by the different levels of the adminis-
trative heirarchy within the Department shall
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be laid down by the Administrative Depart-
ments, by standing instructions, Any case, in
which the Administrative Department propose
to refuse the leave applied for shall, with full
justification for the proposal, be referred to the
Services Department, not later than 20 days
from ‘the receipt of the advance copy of the
leave application in the  Administrative
Department.

Copy of Punjab Government Circular letter No, 8033-S11
(AS0)-15/42160, dated the 10th November. 1975, from
the Chief Secretary to Government, Pumnjab, to all
Heads of Deparliments, ete. ele.

Subject —Procedure to be followed, when a relative of
any member of the Selection Board/Com-
mittee presents himself as candidate for
appointment to the public service/post

I am directed to say that in aecordance with the pro-
vision of Article 16(1) of the Constitution of India, egual
opportunity has to be provided to all citizens in matters
relating to employment or appointment fo any post or
office under the State. The spirit of the Constitution re-
quires that the selection should not only be impartial but
should also appear to be impartial to all right minded
persons. If any candidate for appointment to public
gervice has a relative on the Board of Selection and such a
relative takes part in the selection, the candidate con-
cerned is likely to enjoy the undue benefit of acquaintance
with a member of the selection committee which benefit is
not available to others, and the principle of equal treatment
provided in the Constitution will be liable to be disturbed.
1t iz desirable that there should be no reasonable appre-
hension in the mind of the other candidates, of bias in
selection. 1 am, therefore, directed to point out that when
a relative of a member of the Selection Board or Commis-

sion presents himself as a candidate for appointment to the
public service or post, the member concerned should
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communicate the fact to the Head of Department as well
as to the office of the Selection Board/Commitlee or
Commission, as the case may be, as soon as he becomes
aware of his relalive appearing as a candidate, and must
withdraw from the Board/Committee or Commission
until the Selection in which his relative is a candidate is
decided. The basic principle as decided by the court is
that “a judge who is interested in the subject matter of a
selection should be precluded from acting as a judge or
in any way associating with the seclection”. 1 am to
request that the aforesaild principles of impartiality may
be brought to the notice of all concerned for careful
observance.

Copy of Punjab Government Circular letter No 8767-2SI1-
75/45614. dated the 2ist November, 1975, from the Chief
Secretary to Governmen!, Punjab. to all Heads of
Departments. ete, ete

Subject :—Punjab Civil Services (Premature Retivement)
Rules, 19756—Payment to the officets retired
prematurely under these rules.

I am directed to address you on the subject noted
above and to say that following points have been raised
for clarification :—

(i) Whether the employee vetired under the Punjab
Civil Services (Premature Retirement) Rules,
1975 is to be considered 1o have retired with
effect from the dale of order of premature ve-
tirement in case three months' pay and allow-
ances are paid and the date on  which three
months notice expires in case three months
notice is given to the emplovee, or his retire-
ment date be regulated by the instructions
issued by Finance Department —uvide No. 240-
GOI-6FR-74/20436, dated the 7Tlh Qectober, 1974
and No. 6722-6FR-74/25704, dated the 20th
December, 1974
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(ii) What claim is {o be treated as the last claim
(in terms of rule 425 of the Punjab Subsidiary
Treasury Rules, Volume 1) of the employees
refired under the Premature Retirement Rules.

(iii) Whether any authority from the Accountant-
General, Punjab, in case nf Gazetted Officers is
required for the payment of three months' pay
and allowances in lien of three months notiee?

2. The matier has been considered by Government
and the position is clavified as under absorialim :—

(i) The retirement date will be the date from which
the employee is reguired to retire or seeks
retiroment, under the Premature Retirement
Rules; 1975.

(ii) In the case of three months’ notice, last claim
should be in respecl of period from the first of
the last month to the date of retirement in
which the three months notice expires. In
cases where the retirement is made with imme-
diate effect by payment of three months' pay
and allowances, the last claim should be in
respect of the period from the first of the month
to the date of that month on which he is re-
lieved of the post; and

(iii) No authority from the Aceountant-General,
Punjab is required. However, the claim for
last period be released after the receipt of “No
Demand Certificate”.

3. The above clarification issues with the concurrence
of the Finance Department—uwide their 1.0, No. 7447-
BFR-75, dated 7th November, 1875.

Kindly acknowledge receipt,
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Copy of Punjab Government Circular letter No. 8142-
3511-75/49482, dated the 24th November, 1975, from the
Chief Secretary to Government, Punjab, to all Heads of
Depariments, ete. ete.

Subject :—Criteria to determine domicile of a pérson and
Home District/Tehsil/Town of a Government
employee for various matters.

I am directed to invite & reference to Government
instruetions contained in Circular letter No. 11350-S11(6)-
68/4896, dated 27th February, 1969 laying down inter alia,
the criterion to determine domicile of a person for pur-
pose of granling a domicile certificate, etc, According
to these instructions domicile is a place where a person
has his permanent home for the purpose of determining
his civil status as distinguished from Nationality which
determines his political status. Thus the term ‘Domicile
of Punjab’ would mean a person who has acquired the
domicile of Punjab State by birth or by choice or by
operation of law. An employee of the Punjab Govern-
ment is, therefore, to be treated as a person of a domicile
of Punjab for all intents and purposes. It has, however,
been brought to the notice of Government that the
children of Punjab Government employees who were in
employment of Punjab State before re-organisation of
the States and are at present working in Government/
Semi-Government  Institutions such as P.GI and
Engineering College in Chandigarh, are facing hardship
for getting admissions to educational institutions, ete,, in
Punjab as they are not f{reated as those belonging to
Punjab. The matter has been considered by Government
and it has been decided that irrespective of ‘the fact that
such persong are now working in Central Government
Institutions in Chandigarh, whether on account of alloca-
tion or permanent absorption in such Government or
semi-Government institutions, and were in  employment
of the Punjab State before re-organisation, of course not
those allocated to Haryvana/Himachal Pradesh would be
treated as domicile of Punjab and thus would be entitled
to all rights and benefils admissible to persons actually
residing in Punjab. 1 ami, therefore, to request, you to
ensure that no diserimination on this aceount is made
between the persons residing in Punjab or those former
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Punjab Government employees who are now working in
Central Government Institutions in Chandigarh, whether
on deputation on account of alloeation or permanent
absorplion in such Institutions.

Copy of Punjab Government Circular letter No. 8835-2SI1-
75/51895, dated the 15th December, 1975. from the Chief
Secretary to Government, Punjab, to all Heads of
Departments, etc. ete.

Subject: —Grant of Honorarium to the Inquiry Officers
appointed to conduct departmental enquiries
against Government servants.

I am directed to address you on the subject noted
above and to say that the question of laving down
principles for the grant of honorarium, if any, to the
officers conducting deparimental enquiries outside the
sphere of their normal duties has been considered and it
hag been decided to proceed as follows in stich cases:—

(a) In each case the quantum of work will have to
be adjudged with reference to the requirements
of rule 555 of the Punjabh CSR. Volume I.
Part I;

(b) Merely the entrustment of an enquiry to an
officer of the same of other Department will
not be a sufficient basis for the egrant of
honorarium,

(¢) The basic consideration for the grant of honora-
rium will be whether the work of the enquiry-
coupled with the normal work/duties of the
officer conducting the enquiry, warrants ad-
ditional remuneration over and above the
normal salary.

(d) If the total work load, in terms of item (c) above,
involves extra labour beyond the norm and the
requirements of rule 555 ibid are fulfilled,
only then the question of granting hongrarium
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may be determined, The amount of honorarium
may be determined according to the volume of

the work, but it should not exceed Rs. 500 in any
case.

2. The above criferia has been laid down after due
consideration of the fact that whether an enquiry relates
to the Department in which the enquiry officer is em-
ployed or not, the enquiry has to be conducted within
office hours, and each such enquiry may not necessarily
cause an abnormal burden on the officer.

3. Instructions contained in Punjab Government
Circular letter No. 3T46-SI1(2)-72 /18760, dated 8th August.
1972 would be deemed to have been modified to the above
extent.

4 EKindly acknowledged receipt.

Copy of Punjab Government Cirveular lefter No. 9623-SIT
(6)-75/51897, dated the 151h December, 1975, from the
Chief Secretary to Government, Punjab, to all Heads of
Departments, etc. ele

Subject: —Priority Tist for various categories of persons
for emplovment in State Service—Rehabili-
tation of disabled Ex-Servicemen and
widows /dependents of the deceased Govern-
ment Servants and Defence Service
Personnel killed or disabled severely in
action.

I am directed to invite a reference to Punjab Govern-
ment instructions contained in  circular letter
No. 80GOD-SI1(3)-73/12092, dated the 18th April. 1973. on
the subject noted above and to say that while first priority
for absorption in Govermment service has to be given 1o
employees declared surplus on acecount of abelition of an
organisation or some other reason considered fit by
Government inter-aliac on account of assessment made by
Staff Inspection Units, it is to be ensured that only effi-
cient and honest persons are reabsorbed like this. With
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this object in view, it has been decided that all such cases
of absorption should be considered in consultation with
the Department/Appointing Authority under whom the
employee concerned was working previously before being
declared surplus and [ully keeping in view confidential
record ol his previous service.

2. Kindly acknowledge receipt of this letier.

Copy of Punjab Government Circular leiter No. 9392-1SII-
75, dated the 19th December, 1975, from the Chief Secre-

tary to Government, Punjab, to all Heads of Depart-
menis. efe. ete.

Subject —Medical certificate of litness on First Entry
into Government service—Adhoc appoint-
ment,

I am directed to refer to the subject noted above and
to say that il has come to the notice of Government that
recruitment on adhoe basis is generally made by the
Departments without first obtaining the medieal certi-
ficate of health from the persons concerned and adhoc
arrangement in this manner continuous for years. Such
an action of the Department not only wviolates the provi-
sions of the Civil Services Rules, but also allows the con-
cerned employees to continue in Government service
without having been declared medieally fit. In this
connection attention is invited te Rule 31 of the Punjab
Civil Services Rules, Volume I, Part I. which provides
that no person can be appointed to a post in Gevernment
service without a medical certificate of health. However,
under Rule 3.3 of the Rules, ibid, a Government employee
appointed in a temporary vacancy of less than 6 months
duration, is exempted from producing a medical certi-
ficate of fitness. In other words, the persons appointed
against regular vacancies or vacancies created for a period
of 6 months or more are required to produce a medical
certificate of health before appointment, irrespective of
the fact whether it is an adhoc appointment or a regular
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one. You are, thersfore, requested to ensure that the
provisions of the Rules referred to above are complied
with and no person is appointed even on adhoc basis
without a medical cerfificate of health, in future unless
the vacancy is of less than § menths duration.

The receipt of this communication may also be
acknowledged,

Copy of U.0. No. 124-SII(6)-76, dated the Tth January, 197(
from Chief Secretary to Government, Punjab, addressed
to the Financial Commissioners, Punjab and Adminis-
tative Secrefaries to Government, Punjab and copies
endorsed to all Heads of Departments ete. ete.

Subject :—Writ petitions by the Government employees—
Written Statements to be filed by responsible
officers of the Government.

Will the Financial Commissioners and Administra-
tive Secretaries to Government, Punjab, kindly refer-to
the subject cited above?

2. It has been observed by the Government that in Civil
Writ Petitions on service matters filed by the Government
employees wherein Government is impleaded as respon-
dent through the Administrative Secretary concerned,
the Written Statements are sometimes filed by junior
Departmental officers. In such Writ Peitions, important
questions of interpretation of service Rules, propriety of
certain Government orders and instructions ete. are often
involved. As such, it is important that the affidavits on
behalf of Government be filed by accredited responsible
officers of Administrative Department only and mnot by
junior Departmental officers. They are, therefore, request-
ed to bring these instructions to the notice of all concern-
ed for sirict compliance.

Copy of U.0. Circular letter No. 9171-1SII-75, dated the
12th January, 1976, from the Chief Secretary to Govern-
ment, Punjab to the Financial Commissioners, Punjab
and Adminisirative Secretaries to Government, Punjab.

Subject: —Appointmenf by promolion fo be made on
merit—Revision of the Departmental Service
Rules to bring them in line with the Punjab
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Services (Appointment by Prometion) Rules,
1962.

Will the Financial Commissioners and Administrative
Secretaries fo Government, Punjab kindly refer to the
subject noted above ?

2. DUnder the Punjab Services (Appointment by
Promotion) Rules, 1962, notwithstanding the povisions
contained in the respective Service Rules, appointment
by promotion to any Scheduled post is to be made hy
selection on merit and no person is entitled to claim as
of right promotion to such post on the hasis of seniarity.
The posts mentioned in the Schedule to which these rules
relate, cover superior posts, e.g., those of Distriet or
Deputy Secretary level or Deputy Divector level or above
and not ordinary ministerial posts and the like. Since
the framing of these Rules in 1962, 2 number of new posts
similar/identical fo those mentioned in the Schedule
referred to above, might have been created in various
departments, it is necessary that the principles for filling
these posts in a manner as provided in the Punjab
Services (Appointment by Promotion) BRules. 1062, is
followed. This can, however, be done if the Depart-
mental Rules provide for'the same. If is, therefore,
necessary that while framing rules in respect of new
posts or incorporating such posts in the Deparimental
Rules, it is ensured that these should provide for making
promotion by selection on merit alone, The TFinancial
Commissioner, Punjab and Administrative Secretariez to
Government, Punjab, are, therefore, requested to examine
the position with respect to departments under them and
take immediate steps fo specify such posts as are not
covered by the Rules of 1962 and their respective Service
Rules, in so far as the promotion thereto by the method of
merit-cum-seniority (with more emphasis on selection) is
concerned, and to prepare/revise the rules accordingly by
observing the procedure laid down in Government ins-
tructions contained in U.0. No. 6029-GS-60, dated the 21st
June, 1960. The Services Department mayv be supplied
a copy of the list of the posts specified as abhove and kept
posted with the progress made in this behalf,

1 ——
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Copy of Punjab Government Circular letter No. 9770-1SH-
75/413, dated the 13th January, 1976, from the Chief
Secrefary to Government, Punjab, to 2all Heads of
Departments, efc. eic.

Subject. —Approaching the Services Branch of the
Punjab Civil Secretariat in connection with
Service matters.

T am directed to invite vour attention to Rule 20 of
the Punjab Government Emplovees (Conduct) Rules, 1966
which provides thai no Government emplovee shall bring
or attempt to bring anv political or other influence to bear
upon any superior authority to further his interests in
respect of matter pertaining to his service under the
Government. Instructions have been issued by Govern-
ment from time to time emphasising upon the Govern-
ment emplovees the mneed for strictly observing the
provisions of the Conduct Rules. It was made clear that
any violation of rules/instruections would be met with
punishment which would be sufficiently severe tp act as a
deferrent to others also.

2, The Services II Branch of the Punijab Civil Secre-
tariat, infer alia. deals with different tvpes of service
matters. It is also the concerned branch for laying down
palicy and giving advice in matters relating to appeint-
ment, promotion, seniority, punishment, ete. Tt has been
observed that emplovees from different departments
whose cases are referred to the Chief Secretary for advice,
visit the Services 1T Branch and try lo discuss the merits
of their cases with the Assistantis/Superintendent, which
hinders the impartial and objective assessment of the
merits and demerits of the case. Since such an action by
the Government emplovee is a misconduct within the
meaning of the Government Emplovees (Conduct) Rules,
the Government emplevees concerned or anv other em-
ployee on their behalf must not appreach any official in
the Services IT Branch in this connection. If it is found
that these instructions are still being contravened, the
matter will be brought te the notice of the concerned
departments for taking striet disciplinary action against
the defaulting officer/official.
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3. It has also been noticed that employees from
various departments come to the Services I Branch for
obtaining copies of circulars on various service matters
issued by Government from time to time. Sometimes the
number of such emplovees is so large that it hinders the
working of the branch. Normally every department is re-
quired to maintain properly all such instruetions. as has
been specifically stressed in Punjab Government Circular
letter No. 3223-SII(3)-72/12800, dated the 31st May. 1972,
If, however, despite the above, it becomes necessary o
obtain a copy of a particular instruclions, from the
Services IT Branch, it should be done between 4 to 5 P M.
every dav and no emiplovee should come for this purpose
outside these prescribed hours.

4. Tf is requested that the ahove instructions may
kindly be brought to the notice of the officers/officials
working under vou for strict compliance.

5. Receipt of these instructions wmav also be
acknowledged.

Copv of 1.0 Cirenlar lefter No. 9261-2S11-75, dated the
13th Janunary. 1976, from the Chief Secretary to Govern-
ment. Punjab to the Financial Commissioners, Poniab
and Administrative Secrefaries fo Government, Puniab.

Subject —Use of workshops of the autonomous hodies by
their employees to repair private cars owned
by them—Avoidance of.

Will the Financial Commissioners and all the Ad-
ministrative Secretaries to Government, Puniab. kindly
rafer to the subject noted above ?

9 Tt has come to the notice of Govenment that
Government employees on deputation with the autono-
mous bodies sometimes use the workshops of those bodies
to repair their own private cars, Government take serious
notice of such impropriety. It is, therefore, requested
that autonomous bodies under their control may be
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advised not to allow the use of workshops for the repair
of private vehicles owned by the emplovees. Any breach
of these instruetions may kindly be taken serious note of
and strict disciplinary action taken against the defaulters.

3. A copy of the instructions issued in this behalf by
them may kindly be sent to Services Department.

Conv of Puniab Government Cireular letter No. 8586-15T1-
75/474, dated the 28th Janmary. 1976, from the Chief
Secretary to Government, Punjab, to all Heads of
Departments, efc. efc

Subject .—Re-employment of reservists in Government
service.

T am directed to address vou on the subiect noted
above and to say that it has been brousht to the notice of
Government that reluctance is shown bv the Departments
to emplov defence service personnel., who are transferred
fo the Reserve’ perhans on the ground that much in-
convenience is caused during their absence on the
refresher training courses. In thiz connection atfention s
invited to Puniab Govemment Circular letter No. 4504-
GIT-59/9974, dated the 20th July. 19859 in which it
has alreadv been made clear that the liability of
the reservists for periodieal training is not fo act as a bar
to their civil emplovment. These instructions further
clarifv that in the event of Reservists called for trainine.
the Heads of Departments could fill in such wvacancies
ternporarily provided that the period of abeence of the
officials coneerned from civil Autv exceeded 14 days. As
such there should be no difficulty in relieving such
reservists and there is also no auestion of anv dislocation
of Government work. 1 am, therefore, to reauest vou to
ensure that no diserimination is made in the matier of
employment of Reservists in civil posts unless thev are
otherwise found unfit for the post. These instructions
may be hrought to the notice of all concerned.
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Copy of Punjab Government Circulay letter No. 294-GOI-
2SII-75, dated the 29th January, 1976, from the Chief
Secretary to Government, Punjab, to all Heads of
Departments, efe. ete.

Subject:—The Punjab Civil Services (Punishment and
.!’Is.ppeal} Rules, 1970—Rule 14, thercof—Provi-
sion regarding appeal.

I am directed to address you on the subject noted
above and to say that there is following provision in Rule
14 of the Punjab Civil Services (Punishment and Appeal)
Rules, 1970 1 —

“Orders against which no appeal lies :—

Notwithstanding anything contained in this part,
no appeal shall lie against—

(i) any order made by the Governor:

(i) any order of an interlocutory nature or of
the nature to step-in-aid of the final dis-
posal of a disciplinary proceedings other
than an order of suspension;

(iii) any order passed by an inquiring authority
in the course of an inquiry under rule 8."

2. In the respective service rules of all the Depart-
ments, which are required to be framed for each post and
cadre under the State Government, under Article 309 of
the Constitution of India, there has to be a provision
regarding discipline, penalties and appeals. In terms of
Rules 6 and 16 of the Rules mentioned in para 1 above,
the punishing authorities and the appellate authorities are
required to be indicated in the service rules in the form

of an appendix.

2 It has been observed that in the case of gazetted
officers, normally ‘Government' is indicated in the
appendix to the service rules as the punishing authority.
Tn terms of Rule 2(c) and 2(e) of the Rules, ibid, the word
‘Government’ meang the ‘Government of the State of
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Punjab’ and the ‘Governor’ means ‘the Governor of
Punjab’. Further in accordance with the provisions of the
General Clauses Act, the ‘State Government’ means the
‘Governor' and the decision of any Minister or officer
under the Rules of Business of the State Government is
the decision of the Governor. Judgment of the Supreme
Court in Shamsher Singh's ecase (ALR. 1974 S.C. 2192)
also supports this view., Therefore, legally ‘Government’
and ‘Governor’ are synonymous.

4. In terms of Rule 14 quoted in para 1 above, no
appeal lies against any order passed by the Governor.
In this connection it is clarified that although no appeal
lies against the order passed by the Governor yet the
aggrieved Government employee has avenue of making
a petition to the Governor and he can-also move through
a representation for review of the order passed by the
Governor, under the provisions of rule 21 of the Punjab
Civil Services (Punishment and Appeal) Rules, 1970.
Thus it would be admissible for him to seek reconsidera-
tion of his case in the following manner :—

(i) to submit a representation in terms of Punjab
Government instructions No. 6936-SII(3)-73,
dated .22nd October, 1973;

(ii) to seek review under Rule 21 of the Punjab
Civil Services (Punishment and Appeal) Rules,
1970; and

(iii) by submitting memorial in terms of Punjab
Government instructions No. 9369-G-51/1680,
dated 12th February, 1952.

5. The above clarificalion may kindly be brought to
the notice of all concerned for keeping in view while
considering the representations from the affected em-
ployees where rule 14, ibid is attracted,

6. Kindly acknowledge receipt.
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Copy of U.0. Circular letter No. 343(GOI),2511-75, dated
the 25th Jamuary; 1976 from the Chief Secretary to
Government, Pufijab to the Financial Commissieners,
;ﬁalb:t and Administrative Secretaries ¢o Govermment,

ab.

Subject -—Proviso (c) to Article 311(2) of ‘the Consti-
tution—Rule 13 of the Punjab Civil Services
(Punishment and Appeal) Rules, 1970—Satis-
faction of the Governor that in the interest of
the security of the State it is not expedient to
hold an inquiry.

‘Will the Financial Commissioners and All Adminis-
trative Secretaries to Government, Punjab, kindly refer
to the subject noted above ?

2. In a recent judgment in Shamsher Singh's case
(A.LR. 1974 S.C. 2192), the Supreme Court has over-ruled
their earlier decision taken in the case of Sardari Lal
versus Union of India (Civil Appeal No. 576 of 1969). The
Supreme Court has now pointed out that “the rules of
business and the allocation among the Ministers of the
said business indicate that the decision of any Minister
or officers under the Rules of Business made under these
two articles, viz., Article 77(3) in the case of President
and Article 166(3) in the case of Governor of the State,
is the decision of the President or the Governor respec-
tively”. In the gaid judgment it has been held that
neither the President nor the Governor has to exercise
executive functions personally. It would thus be clear
that the requirement of proviso (c) to Article 311(2) of the
Constitution would be satisfled if the matter is submitied
to the Minister-in-charge under the relevant rules of
business and receives the approval of the Minister.

3. In view of the above Supreme Court Judgment it
has been decided that it would be sufficient if the cases
coming within the provise (c) to Article 311(2) of the
Constitution and Rule 13(iii) of the Punjab Civil Services
(Punishment and Appeal) Rules, 1970, are submitted to
the Minister-in-charge for necessary orders,
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Copy of Punjab Goyernment Cireular letter No. 383-GO1-
3SII-76/;5631, dated 4th February, 1976 from the Chief

Secretary to Government, Punjab, to all Heads of Depart-
ments, ete. ete.

Subject.—Foreign Assignment of Government servants
on direct application in response to advertise-

ments in Newspapers made by foreign
Governments.

I am directed to say that the Government of India
have intimated that in the recent past several instances
have come fo their notice where a Government servant
applied for a foreign assignment in response to an open
advertisement by that Government and got selected
without any reference to the Government of India and in
some cases to the State Governments. Eveniually when
the question of the release of the concerned officer /official
was considered, the Government of India was placed in
an embarassing position as the release of the officer was
not in accordance with the existing poliey of the Govern-
ment for selection of personnel for foreign assignments.

2. Government take a serious view of such cases.
It is not econducive to discipline for Government servants
to seek employment elsewhere using their position under
the Government as a spring board to better their pros-
pects outside Government., In case a Government servant
wishes to apply direetly for a post outside Government, he
hag first to resign from his post under the Government
or instead, he should apply through proper channel.

3. In view of the above Supreme Court Judgment it
brought to the notice of the officers/officials working
under you for strict compliance.

4. Receipt of these instructions may please be
acknowledged.
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Copy of Punjab Government Circular Letter No. 8176-
1SII-75/75-4360, dated the 5th February, 1976 from y
Chief Secretary to Government, Punjab to all Heads of
Depariments etc., ete.

Subject . —Procedure for dealing with officials /officers
placed on probation.

I am directed to address vyou on the subject noted
ahave and to ‘say that in the absence of any general
instructions with regard to dealing with ‘the cases of
persons placed on probation, varied standards are being
adopted by the departments in dealing with such cases.
An instance has come to the notice of Government where
it was detected early enough that the emplovee was
undesirable in every way but instead of terminating his
services or reverting him to his previous post even on
completion. of the stipulated period of probation. the
department extended by one year this period of probatipn.
He was again' found to be indulging in undesirable acti-
vities and the department had to terminate hig services,
It has, therefore, become necessary to lay dowh certain
guidelines in dealing with the probationers.

2. Under Rule 9 of the Model Services Rules which
are adopted by the departmenis while framing depart-
mental service rules, persons appointed to any service, of
the State Government are to be placed on probation for
a period of two years, if recruited by direct appointment
and one year if recruited otherwise. There is also a
provision for extending this period] subject to the
condition' that the total period including' extensions, does
not exceed three vears.

3. The purpose of putting a fresh entrant or a
promotee/transfere¢ 'on probation is to test his fitness or
otherwise to hold thée post on which he is appointed. As
such a constant watch on his work and conduct iz re-
quired fo be kept during the period of probation and if
the Appointing Authority is satisfied after watching his
work and conduct for sometime that the person coneerned
is mot fit to hold the post and the extension in the period
of probation ag permissible by the relevant Service Rules
or the terms of appeointment will do no good, hig servigeg



844

may be dispensed with, if recruited by direct appoint-
ment, or reverted to his former post, if recruited other-
wise in accordance with the provisions of the Depart-
mental Service Rules. No-notice is required to be given
in such cases unless it is provided specifically in the
terms and conditions of appointment (ordinarily in the
cases of appointment straightway on probation no notice
need be provided). The Punishment and Appeal Rules
are also not attracted, as termination of services /reversion
of a Government employee appointed on probation, during
or at the end of the period of his probation in accordance
with the terms of his appointment or the rules and orders
governing such probation, is not a penalty under expla-
nation (vii) and (v) below rule 5 of the Rules, ibid.

4. Since a candidate after selection by the Punijab
Public Service Commission/Subordinate Services Selec-
tion Board or any other regular selecling agency as the
case may be, is appointed on a particular post, cannot he
fully aware of the duties/functions of the post, it is
likely, for him, to take sometime to understand properly
the reguirements of the job. For this purpose he would
naturally need guidance from officers supervising his
work. A special duty is, therefore, cast on the officers to
give such a probationer proper guidance and bring to his
notice defects, if any, for rectification /improvement In
case it is felt that by extending probation period the
probationer may come up to the required standard, it
may be extended in accordance with the provisions of the
Deparfmental Service Rules. In no circumstances. how-
ever, should the probationary period or the extended
probationary period, as the case may be. be allowed tn
lapse without a clear-euf deeision abouf the future of the
official concerned. On salisfactory completion of the
period of probation, the official concerned may be confirm-
ed. if a permanent post is available. If, however. no such
post is available. a certificate about the satisfactory com-
pletion of the peried of probation be issued.

5. Government have already issued instructions—
vide No. 10918-G-53/3033, dated the 12th February, 1954
and reiterated —vide No. 5977-IS11-75/35371, dated the
17th September. 1975. under which all departments are
required to assess carefully the amounf ang quality of
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work done by direct recruits especially during the first
three years and send a veport to the Punjah Publie
Service Commission every year. These reports can also
help in deciding the future of a probationer.

6. These instructions may be brought to the notice
of all concerned for careful note and strict compliance.

7. The receipt of this communication may also please
be acknowledged.

A —

Copy of Punjab Government Circular letter No. 1579-2811-

76/7793, dated the 15th March, 1976 from the Chief Secre-
tary to Government, Punjab; to all Heads of Depart-
ments, efc. ete.

Subject . —Premature retirement under the Punjab Civil
Services  (Premature  Retirement) Rules,
1975—Clarification regarding certain grounds
of Writ Petitions.

I .am directed to say that in some of the writ petitions
recently filed in the Punjabh and Haryana High Court
by Government employees of different departments. the
following pleas were inter-alin taken r—

(i) That Rule 3 of the Punjab Civil Services (Pre-
mature Retirement) Rules, 1975 is wholly un-
constitutional inasmuch as it amounts to
imposition of punishment of dismissal or
removal from service without affording to an
employee like the pelitioner an opportunity of
being heard and without complying with the
procedure contemplated by Article 311(2) of
the Constitution of India. Hence the Statutory
Service Rule framed by Respondent No. 1
(Chief Secretary to Government, Punjab) is
wholly unconstitutional;

(i) That the Punjah Civil Services (Premature
Retirement) Rules, 1975 are ulira wires the
Constitution inasmuch as it violate Article 311
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of the Constitution of India by achieving the
same object of removing a Government servant
from service in the garb of premature retire-
ment but without complying with the manda-
tory procedure provided in Article 311 of the
Constitution. Consequently the Rules are
liable to be struck down by this Hon'ble Court
being un-constitutional;

(iii) That formation of opinion that the premature
retirement is in public interest is a condition
precedent before power can be exercised under
Rule 3 to retire a Government servant. This
has not been done in the present case as the
impugned order does not disclose the material
on which the opinion has been formed. The
impugned order is liable to be quashed being
without jurisdietion:

(iv) That in fact the premature retirement has been
ordered in pursuance to a set policy of the
Government having State-wide publicity in
Press, statements, Radio Broadcasts and
speeches of the Chief Minister, Punjab at
various places. Not only that even the instruc-
tions issued by the Chief Secretary to Govern-
ment, Punjab,—wvide letter No. 216(GOI)2SI11-
75, dated 22nd July, 1975 clearly direct all the
Heads of Departments to weed out corrupt,
dishonest and inefficient Government servants
from service by compulsorily retiring them
forthwith. Consequently, the impugned order
of retirement read with the statements of the
Chief Minister appearing in Press as wel] as
Radio Broadcasts and the aforesaid policy
instructions, clearly gave an impression to the
public that the petitioner has been compul-
sorily retired from service because he was a
“dishonest, corcupt or inefficient employee".
this casts a clear stigma on his career without
affording to him an opportunity of being heard.
The impugned order is, therefore, liahle to be
quashed on this ground alone;
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(v) That in any case the impugned order is viola-
tive of principle of natural justice inasmuch as
apart from a statutory requirement il is
only just and fair that before the petitioner
is sought to be retired from service hefore
attaining the age of 55 years he should be told
in advance the reasons therefor, and an oppor-
tunity to explain his position especially when
penal consequences of civil nature fow from
the impugned order which have the effect of
curtailing tenure of service of the petitioner,
congiderable loss in pension, gratuity and other
pensionary benefits. The impugned order is,
therefore, bad as the compliance of prineiples
of natural justice has not been made in the
present case;

(vi) That in pursuance of the impugned order, the
petitioner was relieved on 31st of December,
1975 (afternoon) though three months' salary
was no actually disbursed while relieving the
petitioner. In fact this amount has not been
paid to the petitioney till today. Faced with
this situation, petitioner is now left with no
other equally efficacious and expedient remedy
except to invoke the writ jurisdiction of this
Hon’ble Court. Hence this petition.

9. In this connection Government wish to clarify the
position atd-seriatim as follows for information and
guidance to all Departments :—

(i) The basis of the plea thereof runs counter to
law laid down by  the Supreme Court in C.A.
381/70 Union of India wersus Col. J. N. Sinha
and another delivered on 12th August, 1970,
the essential portion of which is reproduced
below :—

sFundamental Rule 56(j) in terms does not
require that any opportunity should be
given to the concerned Government
servant to show against his compulsory
retirement. A Government servant serv-
ing under the Unlon of India holds his
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office at the pleasure of the President as
provided in Article 310 of the Constitution.

But this “pleasure” doctrine is subject to
the rules of law made under Article 300 as
well as to the conditions prescribed wunder
Article 311. Rules of natural justice are
not embodied rules nor can they be elevat-
ed to the position of fundamental
rights. As observed by this Court
in (2) Kraipak and others v». Union
of India, the aim of rules of natural
justice is to secure justice or to put it
negatively to prevent miscarriage of justice.
These rules can operate only in areas not
covered by any law validly made. In other
words they do not supplant the law but
supplement it. It is, true that if a statu-
tory provision can be read consistently with
the principles of natural justice, the courts
should do so because it must be presumed
that the legislatures and the statutory
authorities intend to act in accordance with
the principle of natural justice. But if on
the other hand a statutory provision either
specifically -or by necessary implication ex-
cludes the application of any or all the
principles of natural justice then the court
cannot ignore the mandate of the legisla-
ture or the statutory authority and read
into the concerned provision the principle
of natural justicee. Whether the exercise
of power canferred should be made in
accordance with any of the principles of
natural justice or not depends upon the
express words of the provision conferring
the power, the nature of the power con-
ferred. the purpose for which it is conferred
and the effect of the exercise of that
power".

In this judgement the Supreme Court had not
only upheld the wvalidity of Fundamental
Rule 56(j) in view of the decision of that
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Court in Shiveharan Singh versus State of
Mysore (ALR. 1965 S.C. 280), but have also
held that no show-cause notice need be
issued to any Government servant before a
notice of retirement is issued to him under
the aforesaid provisions. Rules 3 of the
Punjab Civil Services (Premature Retire-
ment) Rules, 1975 is similar to Funda-
mental Rule 56(j). The petition is also not
maintainable in the light of this Hon'ble
Court Judgement in 18976(1)-SLR-78
(Gurdial Singh versus State of Punjab).

(i1) Position stated in item No. (i) is reiterated.

(iii) On facts it concerns Respondents No. 2
(Depariment concerned). It is not essential to
disclose the material on which the opinion has
been formed to retire prematurely a Govern-
ment employee in public interest. This fact
has been settled by the Supreme Court in the
Civil Writ referred to in item (i) above.

(iv) To retire a Government employee in publie
interest according to Rules after completion
of 25 years qualifying service or 50 years of age
is not a stigma and hence Article 311 is not
attracted. This view is supported by the
judgements referred to in item (i) above.

(v) In view of the observations of Supreme Court
in Civil Writ referred to in item (i) above
wbhich are as follows, the plea is not maintain-
able :—

“Such a retirement does not take away any of
the right that have acerued to the Govern-
ment servant because of his past service.
It cannot be said that if the retiring ape
of all or a section of the Government
servants is fixed at 50 years, the same
would involve civil consequences. Under
the existing system there is no uniform
retirement age for all Government
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servants. The retirement age is fixed not
merely on the basis of the interest of the
Government servants but also depending
on the requirement of the society.”

(vi) As regards the legal obligation for payment of
three months' pay and allowances in liey of
notice period, it is not essential to make the
payment forthwith at the time of relieving of
petitioner as per proviso to rule 3(1) (b) of the
Punjab Civil Services (Premature Retiremerit)
Rules, 1875. The payment in question can be
made in due course. On this account the order
of retirement suffers from no infirmity.

The petitioner could alse present to the appro-
priate authority under instructions of Govern-
ment instead of hastening to file this Writ
petition. As such writ in the present case
does not lie.

3. The above clarification may kindly be kept in view
mutatis mutandis while filing affidavits in reply to Writ
Petitions concerning their departments. This will also
avoid the necessity of filing a separate affidavit in such
cases by the Chief Secretary (Services Department) in
addition to that which is necessary to be filed by the
Department concerned,

Copy of U.0. Cireular letfer No. 1745-S11-76, dated the 2nd
April 1976, from the Chief Seerefary to Government,
Punjab to the Financial Commissioners, Punjab and
Administrative Seeretaries {0 Government, Punjab, ete.,
etc.

Subject:—Fixation of seniority of Government em-
ployees — Principles to be followed.

With the Financial Commissioners, Punjab and Ad-
ministrative Secretaries to Government Punjab kindly
reler to the subject noted above.
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2. It has been observed that much of the time of the
departments is spent either in examining the cases of
dispute of seniority of Governmeni employees or arrang-
ing defence of such cases in law couris. These disputes
can be eliminated or atleast minimised if the rule relat-

ing to seniority lays down an unambiguous principle for
the purpose.

3. In order to facilitate the departments in framing
departmental service rules, Model Service Rules were
framed and circulated among all departments—vide
17.0. No. 6780-DSSII(2)-73, dated the 5th November, 1973.
IELJ.IIE 10 of these Rules, which relates to seniority, is as

elow —

“The seniority inter se of members of the Service is
to be determined by the length of continuous
service on a post in the Service :

Provided that where there are different cadres in
a BService the seniority shall be determined
separately for each cadre ;

Provided further that in the case of members re-
cruited by direct appointment, the order of
merit determined by the Commission, the Board
or other recruiting authority, as the case may
be, is not to be disturbed in fixing the seniority ;

Provided further that in the ecase of two members
appointed on the same date, their seniority is to
he determined as follows :

(a) a member recruited by direct appointment is
to be senior to a member recruited other-
wise :

(b) a member appointed by promotion shall be
senior to a member appointed by transfer ;

(¢) in the case of members appointed by promotion
or transfer, seniority is to be determined
according to the seniority of such members
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in the appointments from which they are
promoted or transferred ; and

(d) in the case of members appointed by transfer
from different cadres, their seniority is to be
determined according to pay, preference
being given to a member, who was drawing
a higher rate of pay in his previous appoint-
ment ; and if the rates of pay drawn are also
the same, then by their length of service in
those appointments ; and if the length of
such service is also the same, an older
member is to be senior to a younger member.”

According to the above rule, length of continuous ser-
vice is the basic consideration for determining seniority
and those joining service on the same date from different
sources viz, direct recruitment, promotion and transfer. a
direct recruit is to be placed above a promotee and a pro-
motee above a transferee. If the provision, as quoted
above is followed by all departments and is incorporated
in the respective rules, there would be least chances of
dispute about seniority. They are, therefore, requested
to take immediate steps to amend the departmental ser-
vice tules, wherever necessary, on the above lines.

4 Some of the disputes regarding seniority arise
when a post actually meant to be filled by direct recruit-
ment under the relevant service rules is given to a pro-
motee and a subsequent wvacancy to be given to a pro-
motee is filled by direct appointment or through some
other source. Since seniority is a condition of service
and is to follow the actual appointment, it cannot be
linked with the post. There is, therefore, no question of
assigning seniority to a direct recruit on the basis of the
post earmarked for him or vice versa. For purposes of
seniority, the date of appointment has to be the deciding
factor. It is, however, incumbent upon the departments
to ensure that in future the ratio/rotation fixed in the
respective Service Rules, for filling posts from different
sources is always adhereh to. to avoid any complications
of the type mentioned above.
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Copy of U.0. Circular letter No. 4105-SK(5)-76, dated *he
6th April, 1976, from the Chief Secretary to Government,
Punjab to the Financial Commissioners, Punjab and
At:-minﬂtraﬂve Secretaries to Government, Punjab, etc
e

Subject:—Proper defence of Court cases on service
matters,

Will all the Financial Commissioners and Adminis-
trative Secretaries to Government, Punjab, kindly refer
to the subject cited above.

2. It has been observed that sometimes the court
cases on service matters concerning the State Govern-
ment are neither defended properly nor are attended to
at the pertinent time by the concerned Departments.
Such negligent handling of the cases results in judgments
against the Government, causing huge liability on the State
Exchequer and also obstructing the implementation of
well considered policies of the State. It has also been
found that at time wrong and irresponsible undertakings
were given in the courts in some cases which created an
awkward situation for the Government in the defence of
the case. They are, therefore, requested to pay . special
attention to the litigation concerning service matters
where Government is a party so as to ensure proper and
effective defence at the right time,

The receipt of this communication may kindly be
acknowledged.

Copy of Punjab Government Circular letter No. 4060-
8SII-76, dated the 23rd April, 1976 from the Chief Sec-
retary to Government, Punjab. to all Heads of Depart-

Subject: —Grant of Re-employment/extension in Service
to Government emplovees on or after their
attaining the age of superannuation — Re-
fusal of leave preparatory to retirement.

I am directed to invite a reference to Punjab Go-
vernment circular letter No. 727-SI1(4)-67/4841, dated the
17th February, 1967 and No. 7869-SII(ASO)-75/41458, dated
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the 29th October, 1975, on the above subjeét aud to state
that paragraph 13 of the aforesaid letters read as undér; —

‘Any employee due for superannuation, who pro-
poses to avail himself of leave preparatory  to
retirement, shall intimate, in writing, his in-
tention to do so, to the Head of his Department,
through proper channel, with an advance copy
to his Administrative Department at least sixty
days before the date on which he proposes o
proceed on leave or sixty days from the date
from which ordinarily the leave preparatory to
retirement would commence in hig case. The
period of lapse, if any, shall be deducted from
the maximum amount of leave which can be
granted after retirement ie., 120 days. Of the
60 days thus available to the Government for
dealing with the case, the Administrative De.
partment may utilise upto 20 davs for consult-
ing the subordinate au orities, as necessary,
for taking a decision whether or not to refuse
the leave applied for, and if the latter, to what
extenl. The time schedule to be observed by
the different levels of the administrative heir-
archy within the Department shall be laid down
by the Administrative Departments, by stand-
ing instructions. Any case, in which the Ad-
ministrative Department proposes to refuse the
leave applied for shall, with full justification for
the proposal, be referred to the Services Depart-
ment, not later than 20 days from the receipt of
the advance copy of the leave application in
the Administrative Department,

2. Tt has been observed that the above time
schedule is not being strictly adhered to by the Depart-
ments in the matter of refusal of leave preparatory to re-
tirement. In certain cases, the Government servant con-
cerned, in connivance with the Department, submits the
application for L.P.R. at the nick of time or only 4-5 days
before the commencement of leave, There after the
Department takes its own time in dealing with the applica-
fion and finds excuses to refuse the leave applied for by
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the Government employee. Sometime, the cases for the
refusal of leave preparatory to retirement are referred to
the Services Department either when the period of leave
in full or in part, is almost over. Non-sanctioning of
leave preparatory to retirement well in time to the Go-
vernment Servant concerned also amounts to refusal of
leave and the Services/Finance Department are not left
with any alternative but to agree with the Administrative
Department's proposals for the refusal of leave and to
grant its benefit after retirement. In other words, the
Government servant concerned manages to get an  un-
due extension of four months after the date of his retire-
ment,

3. In order to curb this tendency on the part of
Government employees as also the Departments, it has
been decided by the Government that the proposals for
the refusal of leave preparatory to retirement should be
referred fo the Services Department at least one mongh
before the date of commencement of leave and  approval
of Services/Finance Departments obtained well before
the actual commencement of leave, Where the Adminis-
trative Department concerned fails to get this approval
in time, it may be presumed that lhe leave preparatory
to retirement applied for, has been sanctioned to the con-
cerned Government employee.

No. 124-(GOI)-2811-76/
The Chief Seeretary to Government, Punjab.
Ta _
All the Deputy Commissioners, in the State
Dated Chandigarh, the 26th April, 1976.

Subjeet :—Verification of character and antecedents of
the persons appointed in the various Public
Sector Undertakings, Quasi Government
prganisations, autenomous bodies ete. under
the control of the State Government.

Sir,

I am directed to address wyou on the subject noted
above and to say that in pursuance of the observations of
the Public Accounts Commitiee contained in para 35 of
their Report, it has been considered necessary to take
measures to guard against the re-employment of a dis-
missed /removed employee of Government Departments
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as well as of Public Sector Undertaking ete. in another
public sector Undertaking in the State. At present there
is no procedure of getting the antecedents of the candidates
selected by the Public Sector Undertakings etc. in the
State verified through the district police authorities, In
the absence of such a procedure the dismissed/removed
employee of one undertaking may get employment in
another undertaking. To guard against such a contin-
gency Government have decided that the scheme of
verification of character and antecedents as applicable to
candidates for employment under the State Government
be extended to the appointment made in the various
public sector undertakings, quasi-government organisa-
tions, autonomous bodies ete. under the control of Punjab
Government. You are, therefore, requested to enterfain
requests from the public sector undertakings of the
candidates selected by them for appointment for verifying
their character and antecedents in the same manner as
applicable to the candidates selected for appointments in
Government departments.

2. Kindly acknowledge its receipt.
Yours faithfully,
G. 5. AGGARWAL,
! Deputy Secretary, Services,
for Chief Secretary to Government, Punjab.

A copy is forwarded to the Seeretary to Government,
Punjab, Finance Department, in continuation of Services
Department 1.0, No. 5228-2SI1-75, dated 28th August, 1975,
for infermation.

2. He is requested io issue suitable instructions to the
Public undertakings/autonomous bodies in this behalf in
continugtion of his letter No. 600-FD(IC)-75/15457, dated
16th July, 1975 addressed to all publie undertakings under
intimafion to Services Department.

G. 5. AGGARWAL,
Deputy Secretary, Services,
for Chief Secretary to Government, Punjab,

The Secretary to Government. Punjab,
Finance Department,
U.0. No. 124(GOI)-2S11-76. -dated Chandigarh, the
26th April, 1976
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Copy of Punjab Government Circular letter No, 4431-281l-
96, dated the 28th April, 1976 from the Chief Secretary

::c ng:ment, Funjab, to all Heads of Departments.

Subjeet:—Punjab Civil Services (Premature Retirement),
Rules, 1975 — Weeding out corrupt, dishonest
or inefficient officials/officers from service —
Quarterly return—Submission of

I am directed to invite a reference to Punjab Govern-
ment Circular letter No. 6520-2SI1-75/38581, dated 26th
September, 1975, on the subject noted above and to say
that in para 13 of the Circular letter under reference
you were requested to furnish to Services Department a
quarterly return, indicating the total number of cases of
employees of all classes (including Class IV) reviewed
classwise, and the number of cases where it has been decid-
ed to retire the person concerned, in public interest.
Returns for each quarter beginning from July to Septem-
ber, 1975 are required to reach by the 15th of the month
following the quarter to which the return may relate.

2. The Departments have not observed the above
schedule of time in sending the returns for the quarters
July to September and October to December, 1975. This
shows that the Departments have not attached the due
importance to the matter. Some of the Departments/
offices have not sent any return in respect of the above
mentioned quarters even uptil now, The requisite infor-
mation is required to be transmitted to the Government of
India in a consolidated form for each quarter. It will be
possible for the State Government to send the requisite
information to the Government of India only, if the
Departments observe.the prescribed time schedule sfrictly.

3. You are, therefore, requested to give your personal
attention to the matter and to get the requisite informa-
tion sent to your Administrative Department with a copy
to the Chief Secretary (in Services Department) in the
prescribed proforma attached herewith in respect of your
Department for the quarter January to March, 1976 within
a week, without fail.
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4 You are also requested to ensure that the returns
for the subsequent guarters are sent to your administrative
departments with a copy to Government (in Service De-
partment) by the 3rd of the month following the quarter to
which the return may relate.

5 Government will take very serious notice of any
default in this behalf. You may please also fix the res-
ponsgibility for the lapse concerning your Department and
intimate the action taken.

6. Kindly acknowledge receipt.

Proforma

Information regarding action taken for retiring Go-
vernment employees, who have outlived their utility or
whose integrity ig doubtful under the Punjab Civil Ser-
vices (Premature Retirement) Rules, 1975, for the quarier
13 s T e e

Class I Class II Class I Class IV Total

1. Number of cases
reviewed.

*2. Number of cases
in which it has been
decided to retire
Government employees
in publie interest.

*The names and designations of the employees pre-
maturely retired may be indicated in a separate statement
to be enclosed with this proforma.
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Copy of U.0. Circular letter No, 4503-1811-76, dated the
30th April, 1976, from the Chief Secretary {6 Govern-
ment, Punjab to the Financial Commissioners, Punjab
a::! Atcdmluistrattve Secretaries to Government, Punjab,
eic,, ete,

Subject : —Delegation of powers of Head of Department to
subordinate authorities,

Will the Financial Commissioners Punjab and Ad-
ministrative Secretaries to Government, Punjab, kindly
refer to the subject noted above ? .

2. Government instructions contained in Circular
letter No. 8802-4GS(I)-65/32042, dated the 22nd September,
1965 inter alia, require submission of proposals - for the
creation of the posts of Heads of Departments or for the
declaration of any post as Head of Department to the Chief
Minister through the Chief Secretary. Instances have
come to the notice of Government where certain  powers
of Head of Department were delegated to subordinate
authorities and that too, without referring the matter to
the Chief Secretary (in Services Department). Such
delegations on the one hand, are against the normal ad-

, ministrative set-up and on the other are likely to lead to a
demand of possible division of the Department or for dele-
gation of more powers at a later date. Tt has therefore. to
be ensured that the delegation of powers or control of Head
of Department other than the Head himself is avoided. 1f.
however, in exceptional cases such delegation is considered
essential, the matfer may be referred to the Chief Secre-
tary (in Services Branch) without fail for obtaining the
orders of the Chief Minister.
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Copy of Punjab Government Circular letter No. 5283-2SI1-
16, dated the 11th May, 1976 from the Chief Secretary to
EE;'mment, Punjab, to all Heads of Departments, etc.

Subject:—Rule 20 of Punjab Government Employees
(Conduct) Rules, 1986 — Convassing of non-
official or other influence by Government
employees — Strict ohservance of

I am directed to invite your attention to the instrue-
tions contained in Punjab Government circular letter No.
¥398-5I1(3)-71, dated 15th December, 1971, wherein it was
brought home to all Government employees that convass-
ing of non-official or other influence by them upon the
superior authorities (including Ministers) in furtherance of
their service interests involves breach of rule 20 of Punjab
Government Employees (Conduct) Rules, 1966, and instrue-
tiong issued from time to time in this behalf. It was also
indicated in the instructions, that if any Government em-
ployee chooses to ventilate his grievances or asserts his
claim repeatedly by bringing any political influence or
other influence and also infringes the prescribed procedure
and channel] of submission of representations in respect of
his service interests, he shall be liable to be subjected ta
disciplinary action under the Punjab Civil Services
(Punishment and Appeal) Rules, 1970.
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2. It has been observed that the above instructions
and statutory provisions are being -circumvented for
personal interests and so Government have taken a serious
view of the breach of the instructions. 1 have, therefore,
been directed to convey to you that any laxity in this
behalf would not be tolerated by Government and strict
disciplinary action would be taken against the defaulters.
This fact may be brought home once again to all Govern-
ment employees of all categories and the meticulous
nbservance of these instructions be ensured.

3. You are further requested to ensure that the
senuine grievances of the Government employvees in ser-
vice matters are redressed without any avoidable delay
according to the preseribed procedure, rules and instruec-
tions inter alin as per para 3 of Punjab Government Cir-
cular letter No. 5847-STI(6}-69 /17945, dated 30th June, 1969,
wherein it has been emphasized that with a view to avoid
unnecessary delay in finalising the cases of Government
employees, monthly meetings may be arranged between
the Administrative Department and Head of Department
to review the progress of each case and further ways and
means be devised to expedite such cases. Justice given
to Government employees in this manner will also act as
a deterrent against the breach of instructions referred to
above. You are, therefore, requested to take necessary
action in this behalf.

Kindly acknowledge receipt of this letter.

Copy of Punjab Govermmenit Circular letter No. 1383-
SII(8)-76/19326, dated the 19th May, 1976 from the Chief
Secretary to Government, Punjab, to all Heads of
Departments, ete., ete.

Subject: —Grant of re-employment/extension in service
to Government employees on or after their
attaining the age of Superannuation.

1 am directed to invite your attention to Punjab Go-
vernment instructions issued,—wide circular letter No, 727-
S11(4)-67/4841, dated the 1Tth February, 1967, wherein the
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policy of the State Government was clearly laid down in
regard to the grant of re-employment /extension in service
to Government employees on or after their attaining the
age of superannuation and the procedure to be adopted for
the processing of these cases. According to these basic
instructions, it is only in exceptional cases, justified on
extraordinary administrative reasons, that the cases of
re-employment and extension in service on or after the
attaining the age of superannuation can be considered. It
was also clearly stressed therein that the appointing
authorities should keep a close watch on the progress of
the case of each retiree to ensure that the question of
appointing his substitute is settled well in advance of the
date of his retirement or the date of his proceeding on,
leaye preparatory to retirement as the ease may be. In spite
of all this, the State Government has noticed a tendency
amongst various Departments to delay the arrangements
to relieve the person near retirement. This ereates an
embarrassing situation, mounted by pressure to make
avoidable re-employment.

2, With a view to ensuring that the question of selec-
tion of a successor of a retiring employee is taken up well
in time, so that proposals for re-employment and extension
in service or refusal of leave preparatory to retirement are
made only in genuine cases, it has been decided that in all
Departments the position in respect of the retiring em-
ployees be reviewed every month so as to facilitate that a
person, who has to superannuate in the coming six months
is relieved on the due date without any hurdle, Further
if a person, who is superannuated is serving against a post
or assignment which requires a particular training/techni-
que, suitable steps should be taken to put an under study
in poesition ov the alternative arrangements made forth-
with or in adyance according to rules so that the tendency
ﬂtf-; unnecessary re-employment or extension in service is
checked.

3. These instructions shall come into foree imme-
diately and may be brought to the notice of all concerned
for strict compliance in future.

Kindly acknowledge receipt.
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..................... The petitioners being ad hoc employees,
have no right to claim the regularisation therehy ignoring
the claims of a number of other qualified candidates, who
are entitled to compete for the posts which the petitioners
are holding, if the said posts are filled in by open competi-
tion through recruitment by normal channel.

It is well established that ad hoe appointment is a
make-shift arrangement which is made keeping in view
the exigencies of the Services and cannot take the place of
a regular appointment. The protection of Article 1§ of
the Constitution of India, has to be made available to all
the qualified eandidates, who are entitled to compete for a
post.  But in the case of ad hoe appointments, the regular
method of recruitment is deviated from and the posts are
manned by ad hoc appointees so as to carry on the work
of the posts for a limited period. It cannot be denied that
all the petitioners, who are appointed on ad hoc basis, did
not compete with the other qualified candidates, who would
have competed if the posts were filled in after due adver-
tisement in a regular manner. It is in this background
that the provisions of Article 16 of the Constitution of
India, which provisions have been invoked by the learned
counsel for the petitioners, have to be kept in mind while
considering the contention of the learned counsel for the
petitioners,

e won LAl
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.................. The ad hoec employees, who completed one
year's service on January 1, 1973, and who are covered by
the policy decision, formed one classg in themselves and
the other ad hoc employees, who had not completed one
year’s service on January 1, 1973, or who were not even
appointed till that date, is another class and, therefore, it
is idle to contend that there is discrimination amongst the
employees belonging to the same class.

*us 11 Sud

The matter can be looked into from another angle also.
The decision of the State Government referred to above
was in fact a concession to the ad hoc employees, who ful-
filled the requirements contained in the decision for re-
rularising their services which concession the State Go-
vernment gave to them keeping in view the prevailing
circumstances at that time. If cannot be legitimately
claimed by the petitioners that this concession should be
made available to all classes of ad hoc employees irrespec-
tive of their dates of appointment or completion of their
one yedr's service. The fixation of one year's service as
ad- hoc employment in the circular was not questioned
hefore us and on the other hand, it was contended that the
said period is a reasonaBle period fixed by the State Go-
vernment. No person has got a right to file a writ -peti-
tion for claiming a concession of the type which may have
been given by the State Government to a class of persons
previously. We are supported in our view in this regard
by a decision of the Supreme Court of India in K. V.
Rajalakahmiah Sefty and another v. State of Mysore and
another, AILR. 1967 Supreme Court, 993.

T e (11

Tt was contended by Shri Gurcharan Singh, the learned
counsel for the petitioners appearing for Shri G. S, Tir,
Advocate in C.W P. No. 6395 of 1975, that the petitioners in
this case were selected by the Departmental Selection
Committee in 1970, and even though they were selected in
open competition by the Departmental Selection Com-
mittee, they were not offered appeointment by the State
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Government on regular basis and they were then subse-
quently appointed on ad hoc basis. It was, however, con-
ceded that they had not put in one year’s service as re-
quired by the policy decision on January 1, 1973, but it was
contended that they have been selected in open competi-
tion in 1970 by the Departmental Selection Committee,
therefore, their cases should be considered by the Govern-
ment for regular appointment. We have no jurisdiction
to issue any direction to the State Government but we do
fee] that the case of the petitioners in this writ petition
need sympathetic consideration as all these petitioners
were admittedly selected by the Departmental Selection
Committee of the Education Department in 1970, but for
some reason or the pther, they could not be offered regular
appointments. We hope that the concerned authorities
will give due consideration to the cases of these petitioners
as and when they make proper representations to the
appropriate authorities.
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Copy of U.0. Circular letter No. 277 (GOI)-S11(5)-16, dated
the 27th May, 1976, from the Chief Secretary to Gov-
ernment, Punjab to the Financial Commissioners, Pun-
jab and Administrative Secretaries to Government, Puti-
jab, ete., ete.

Subject —Framing/ Amendment of Service rules for each
class of serviee/posts under the Punjab Go-
vernment — Revised Model Service Rules.

Will the Financial Commissioners and all the Adminis-
trative Secretaries to Government, Punjab, kindly refer to
U.0. No. 8780-DSSII(2)-73, dated the 5th November, 1973,
an the above subject 7

9 Consequent upon Sikkim having become part of
India and the latest policy of Gavernment of India, sub-
rule (I) of rule 4 of the Maodel Service Rules pertaining to

Nationality. Domicile and character of candidates appoint-
ed to Serviee. is modified to the following extent:— :

“(1) No candidate shall he appointed lo the Service
unless he is:—

(a) a citizen. of India, or
(h) a eitizen of Nepal. or

(e) a subject of Bhutan, or
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(d) a Tibetan refugee, who came over to India
before the 1st January, 1962, with the inten-
tion of permanently settling in India, or

(e) .a person of Indian origin, who has migrated
from Pakistan, Burma, Shri Lanka and East
African countries of Kenya, Uganda and the
United Republic of Tanzania (formally
Tanganyika and Zanzibar), with the inten-
tion of permanently settling in India :

Provided that a candidate belonging to categories
(b), (c), (d) and (e) shall be a person in
whose favour a certificate of eligibility has
been issued by the Government of India.”

3. It is requested that the rule as revised above may
be kept in view while framing service rules/amending the
service rules so as to bring them in conformity with the
Model Service Rules.

4. The receipt of this letter may pleased be acknowr
ledged.

Copy of Punjab Government Circular letter No, 179-GOI-
2811-76, dated the 31st Mayv, 1976 from the Chief Secretary
::e Gn;tmmeﬂt, Punjab, to all Heads of Departments,

Subject —Puniab Civil Services (Premature Refirement),
Rules, 1975—Clarifications regarding.

T am directed to address you on the subject noted above
and to say that various Departments have been seeking
clarifications on the followine points arising from “the
application of Rule 3 of the Puniab Civil Services (Pre-
mature Retirement) Rules, 1975 in cases where Govern-
ment employees are allowed pay and allowances in lieu of
notice for retirement:—

(1) Whether the pay and allowances for three months
are to be reduced by pension and pension
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equivalent of gratuity or both are to be paid in
full simultaneously during this period.

(1) Whether House Rent Allowance and City Com-
pensatory Allowance for three months will be
admissible.

(iii) Whether the pay and allowances to be given in
lieu of notice period shall be calculated on the
basis of those drawn immediately before retire-
ment or on the basis of pay and allowances in-
cluding normal increment, if any, which the
Government employee would have drawn, had
he remained in service during the notice
period.

(iv) Whether income-tax can be deducted at source
from the pay and allowances in lien of the
notice period.

(v) Whether the notice period of three months in
lieu of which pay and allowances are given
will count as qualifying service for pension.

2. The above points have been considered and the
position is clarified as under ad seriatim :—

(i As the Government employee concerned will
retire immediately on payment of pay and
allowances in lieu of notice he would be entitl-
ed to pension from the date of such retirement
and the pension shall not be deferred till after
the expirv of the period of three months for
which he is paid pay and allowances. In other
words, pav and allowances given in leu of the
notice period would be in addition to pension
for the said period. :

(ii) The Government emplovees. who are given pay
and al' ‘ances in lieu of the notice period are
entitlea =0 House Rent Allowance and Cifv
Compensatory Allowance at the rates at which
they were drawing the allowances immediately
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before retirement subject to the conditions
prescribed for the purpose of grant of such
allowances,

(iii) The pay and allowances to be given in lieu of
the notice period would be the pay and allow-
ances drawn by him immediately before retire-
ment, Since he would stand retired im-
mediately on payment of pay and allowances,
the question of taking the date of increment
into econsideration does not arise.

(iv) The three months’ pay and allowances given in
lieu of notice are “Salary”™ and therefore, in-
come-tax ig reguired to be deducted at source.

(v} The Government emplovee would stand retired
immediately on payment of three months pay
and allowances in lieu of the notice period and
will not be in service thereafter. Therefore, the
question of counting this period for purposes
of pension etc. does not arise.

3. The above clarification issues with the occurrence
of the Finance Department—vide their U0 No. 3458-
GFR-T6, dated the 26th May, 1976.

4. Kindly acknowledge receipt.

Copy of Punjah Government Circnlar lefter No. 5889-
1SH-76/21511, dated 11th June, 1976, from the Chief
Secretary to Government. Punjab fo all Heads of
Departments, ete. ete.

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

1 am directed to refer to the subject noted El.buVe and
L oNg 130s to say that keeping in view the difficulties experienced by
duted 23rd widows. legally separated/divorced women etc., to earn
Nowsaber. hroad for themselves and their unfortunate children, the
2. 1o, 2010- State CGovernment —vide instructions noted in the mar-
ﬁﬂﬂﬂm gin. decided to relax maximum age limit for recruitment
Mav.1971. to State services upto 35 vears in the case of the following:
3, Na. 6220-
S1I(3)-71,
dated 16ch

Seplember,
1971,

(i) Widows;
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(ii) Women, who are legally separated from their
husbands or have been divorced:

(111) Women, whose husbands have been ordered by

Civil or Criminal Courts to Pay maintenance to
them;

(iv) Women who have, because of their desertion,

been living separately from their husbands for
more than two years;

(v) Women, whose husbands have re-married; and

(vi) Wives of serving military personnel or those
who are disabled while in military service:

Provided they are oherwise ehgible for entry into
Government service.

Thig concession was, however, granted when the nor-
mal age of recruitment was 25 vears. The upper age
limit for recruitment to State services has since been
raised to 27 years in the case of non-technical services and
30 years in the case of technical services. In this connec-
tion attention is invited to Circular letter No. 4637-SII
(3)-72/9039, dated the 10th August, 1972. Since the
issue of these instructions. the question of raising corres-
pondingly the upper age limit for the categories as men-
tioned above, had been under consideration of the State
Government. In view of the hardship in which such
women are put, it has been decided to raise the upper age
limit for recruitment to State services for these categorles
of women by two years, ie, from 35 to 37 years in res-
pect of all posts technical or otherwise,

2. These instructions will take effect from the date
of issue. These mav kindly be brought fo the notice of

all concerned. especially those dealing with establishment
matters.

3. The receipt of this communication may also be
acknowledged.
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Copy of Punjab Government Circalar letter No. 6118-75II-
%6/22160, dated 11th June, 1976, from the Chief Secre-
tary to Government, Punjab, to all Heads of Depart-
ments, etc. ele.

Subject —Institutional arrangements for determining
training needs of Officers and recommenda-
tions for their placements — Placements to
be co-related to training,

1 am directed to address you on the subject cited above
and to say that proper training of various personnel is an
indisputed necessily of administration. Trained officers
can surely promote the efficiency and quicken the pace of
disposal of work and completion of various projects. In
view of the importance of the matter, it was eonsidered in
the Chief Secretaries’ Conference held on the Tth and
8th May, 1976, in New Delhi and a decision taken in the
Conference is as under:—

“Placements should be co-related to training. States
may make institutional arrangements for deter-
mining training needs of Officers and for making
recommendations for their placements, parti-
cularly at the higher levels. Postings should not
be made in unrelated areas”.

2. Government have decided to implement this
decision in letter and spirit. I am, therefore, directed to
request you to ensure that:—

(i) Training for various jobs under you may kindly
be arranged either through the available insti-
tutional facilities offered from time to time
through various communications of Govern-
ment or quarters concerned or if the training
be of special nature, arrangements be made to
organise the same at the Deparimental levpl

(ii) Persons trained as such particularly those at the
higher level should be posted on the assign-
ments in which their training mav be useful
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In other words, it may kindly be ensured that the
training arrangements are adequately made and utilised
and postings should not be made in areas/assignments un-
relaled to the training of the Officers.

3. Kindly acknowledge the receipt of this communi-
cation,

Copy of Punjab Government Circular letter No. 6108-
8SII-16/22119, dited 14th June, 1976, from the Chief
Secretary to Government, Punjab to all Heads of Depart-
ments, ete, ete.

Subject : —Grant of permissien for the commercial em-
ployment of Government servants within two
yvears of retirement.

I am directed to invite your attention {o the enclosed
copy of para 43 of the Secretariat Instructions according
to which after retirement, Government servang especially
gazetted officers, if they want to accept directorships,
partnerships or agencies of, or employment by any com-
pany or firm or individual engaged in commercial business
or associated with the management of land in India, with-
in two vears of their retirement, should obtain the consent
of the State Government under whom they were serving.
[t has now been decided that the permission for commer-
cial employment other than employment in foreign
organisations should be freely given subject only to the
safeguard that an officer may not take a job with the
Private Sector in a field with which he was directly deal-
ing, within two years of retirement. Otherwise, subject
to information being given in advance to the Government,
an officer should be free to take up private employment
even within the period of two years. You are, therefore,
requested that the reguests for permission for taking up
employment in private organisations by Government
servants within two years after retirement, may please be
considered in accordance with the decision indicated

ahove.

2. The receips of this letter may please be acknow-
ledged
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Pars 43 of the Secretariat Instructions,

Acceptance of private employment by Gnvamme_gt
servants after retiremen({:—While there are no definite
rules on the subject, it is desirable that retired Govern.
ment servants, especially gazetted officers, if they want to
accept directorships, partnerships or agencies of or employ-
ment by, any company or firm or individual engaged in
commercial business or associated with the management
of land in India, within two years of their retirement,
should obtain the consent of the State Government under
whom they were serving before retirement. In a case in
which a retired officer was appointed by one Government
and his proposed employment lies in the Jurisdiction of
another, the decision will rest with the latter Government
after consultation with the former.

Copy of Punjab Government Circular letter No, 6229-1SII-
76/23168, dated 18th June, 1976, from the Chief Secre-

tary to Government, Punjab to all Heads of Depart-
ments, ete, ete.

Subject.—Demobilised Armed Forces Personnel (Reser-
vation of Vacancies in the Punjab State Non-
Technical Services) Rules, 1068 — Amend-
ment thereof,

I am directed to refer to the subject noted above and
to say that Government have amended Rule 5(1) of the
Demobilised Armed Forces Personnel (Reservation of
Vacancieg in the Punjab State Non-technical Services)
Rules, 1968, —vide Notfification No. G.S.R. 45/Const./Art.
309/Amd. (1) /76, dated the 3rd May, 1976 (copy enclosed)
50 as to restrict the benefit of serdority and pay to certain
specified categories of Released Armed Forces Personnel.
This amendmen¢ may be brought to the notice of all con-
cerned for information and guidance.

2. The receipt of this communication may also be

acknowledged,
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[Published in the Punjab Government Gazette,
Legislative Supplement, dated the 7th May, 1876]

PUNJAB GOVERNMENT
SERVICES DEPARTMENT
Notification
The 3rd May, 1976.

No. G.SR. 45/Const. /Art. 309/Amd. (1)/76—In exer-
cise of the powers conferred by the proviso to Article 300
of the Constitution of India and all other powers enabling
him in this behalf, the Governor of Punjab is pleased to
make the following rules further to amend the Demobilis-
ed Armed Forces '%'ersnnne] (Reservation of Vacancies in
the Punjab State Non-Technical Services) Rules, 1068,

namely : -

1. These rules may be called the Demobilized
Armed Forces Personnel (Reservation of
Vacancies in the Punjab State Non-Technical
Services) (First Amendment) Rules, 1976,

2. They shall be deemed to have come into force
with effect from the st day of November, 1966,

3. In rule 5 of the Demobilised Armed Worces
Personnel (Reservation of Vacancies in the
Punjab State Non-Technical Serviceg), Rules,
1968, for sub-rule (1) the following sub-rule
shall be substituted, namely:—

“(1) seniority and pay of the candidates, who are
appointed against the vacancies reserved
under rule 3 and who—

(i) in the case of Emergency Commissioned
Officers, are released according to a
phased programme ; or

(ii) in the case of Short Service Commissioned
Officers, are released on the expiry of the
tenure of their service ; or )
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(i1i) are invalidated owing to a disability attri-
butable to or aggravated by military
service,

shall be determined on the assumption that
they joined the service or the post, as the
case may be. under the State Government
at the first opportunity they had after they
joined the military service or fraining prior
to the Commission.”

HARDEV SINGH CHHINA,
Chief Secretary to Government. Punjab.
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SURETY FORM

This deed of guarantee ijs made this——————day of

19 between ——  on of 1

a permanent employee of the Government of the State of

Punjab and at present holding the post of——  in

the Department (hereinafter referred to

as the surety) of the one part and the Governor of Punjab

(hereinafter referred 1o as the Government) of the other
part.

Whereas ————, son of (hereinafter referred to as
the employee) is at present holding the post of
in the Department of the Government;

And whereas the employee intends to apply for a
passport for undertaking journey abroad and has re-
quested the Government to issue him i no objection certi-
ficate ;
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And whereas the Government has agreed to issue a
no objection cerificate to the employee on the surety fur-
nishing a guarantee as is hereinafter contained:

Now, therefore, this deed witnesses as follows :—

1. In consideration of the Government agreeing to
issue a no objection certificate in favour of the
employee thereby enabling him to apply for
passport, the surety does hereby guarantee the
payment of all sums of moneys which shall at
any time be due fo the Government from the
employee.

2. The surety and the Government hereby mutu-
ally agree that the guarantee hereby given shall
be a continuous guarantee and shall not be
affected by the neglect or forbearance of the
Government in enforcement of payment of any
moneys the payment whereof is intended to be
hereby secured nor shall it be affected by grant
of time or any other indulgence by the Govern-
ment o the employes and that any amount
certified by the Government to be due to it from
the employee shall be conclusive evidence
against the surety of the amount due and shall
not be questioned by the surety.

In witness whereof the parties hereto have executed
this deed on the date first above written.

Witneseses :
1

2.

Surety

tor and behall of the Governor of
Punjab.
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Copy of Punjab Government Circular letter No. 253(GAI)-
2811-76/23578, dated the 28th June, 1976, from the Chief
Secretary to Government, Punjab, to all Heads of

Departments, etc. ete.

Subject:—Rule 21 of the Punjab Civil Services (Punish-
ment and Appeal) Rules, 970 — Clarification
thereof.

I am directed to address you on the subject noted
above and to say that a question has arisen as to whether
an employee can submit an application for review of the
order passed by the Punishing authority against which
the employee hags also exercised the right of appeal allow-
ed under the service rules applicable to him. In this
connection it is clarified that the words ‘any order under
these rules’ occurring in rule 21 of the unjab Civil
Services {(Punishment and Appeal) Rules, 1970, include
any order passed in appeal. In view of this position, a
delinquent Government employee who is not satisfed
with the decision of the appellate authority is at liberty to
make a review petition under rule 21 of the Rule ibid.
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9. The above clarification may kindly be brought to
the notice of all the employees under your control.

3. The rveceipt of the letter may kindly be acknow-
ledged.

Copy of U.O. Circular lefter No, 5072-2811-76, dated the
#th July, 1976, from the Chief Secretary to Government,
Punjab to the Financial Commissioners, Punjab and
Administrative Secretaries to Government, Punjab, ete.
ete.

Subject: —Expeditious finalisation of cases of Govern-
ment employees in service matlers —
Necessity therefor.

Will the Financial Commissioners and All Adminis-
trative Secretaries to Government, Punjab, kindly refer
to the subject noted above 7

2. Government employees tend to approach higher
autherities including Ministers direct or bring outside in-
fluence to settle their pending service matters. One of ﬂf‘m’iﬁ'
the main reason therefor is that grievances of the Govern- 17995, dated
ment employees in such matters are not redressed in time, o *
or the case is not dealt with in an equitable manner. A
reasonable poeint of satisfaction amongst the Government
employees is the paramount necessity of a good administra-
tion so that they may think more of their duty than to
bother for their problems in respeect of their service
matters which are generally of the following nature :—

(i) Promotions, confirmations, supersessions, fixa-
tion of seniority, ete.

(ii) Suspension and disciplinary cases.
(iii) ]Zm_:m:nents, crossing of efficiency bar, ete.
(iv) Payment of pay and allowances including
arrears, T.A. and Honorarium ete, and
(v) Disposal of representations against adverse re-
marks.
3. It igs one of the primary responsibilities of the
Departments, to devise ways for the expeditious and fair
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R :-j'.fs;} settlement of the cases of Government employees, in
17995,  service matters, With this end in view it was laid down
gared ks that the  Administrative Secretary concerned should"
: obtain a monthly statement about the progress of each
case from the Heads of Departments under his control and
hold discussions with them.
No. 1%1??- 4. Government instructions also require that the
Yis.  whole process of investigation and enquiry in the cases
dated 2ist againgt Government employees, especially those under
R suspension, should be completed within six months and
Ss-ei7¢ an extension of the period by another three months ma ﬁ
4607, be obtained under the orders of the hhmster—m—nharge
(nted 214t extension beyond nine months is needed, full facts
No, 19142- " justification have to be placed before the Council nf
Tots ey Ministers and their approval taken. Repeated instruc-
1?{;2:— tions have been issued to all departments to ensure that
No. 298-3G cases against Government employees under n
ﬁﬁ%ﬂ- are finalised within the prescribed perjod. Smtagf; dis-
Februsry, ciplinary action is also required to be taken against those
Netios.5y) Tesponsible for delaying action in such cases. A special
(3173, dated responsibility is cast upon the Heads of Departments or
m;;l,a the other authorities concerned to avoid delays in com-
R by pletion of the proceedings in suspension cases,
Grmeas trative Secretaries are required to review periodically the
gt:";;um cases of suspended Government employees in their!
11(3)-13) ments. Avoidable delays caused in the trial courts in the
3-’;“3“ disposal of the cases against Government employees have
nly, 1573, to be brought to the notice of the High Court for necessary
No.2368- gotion. The time limit within which the police investiga-
dated 15th tion of criminal cases registered against government em-
No. 4156 " ployees is to be completed has also been prescribed by the
11, . Inspector-General of Police, Punjab. In case it is found
34 that action has not been taken by the police auhorities
fﬁlﬁgﬂ within the preseribed schedule, resulting into unnecessary
22787, delay, the matter has to be bruughf to the notice of Inspector
Joied 2. General of Police, Punjab for necessary action. Thus an
No. 8946 overall watch is required to be kept by the Department
81174l eoncerned on the progress of each case as per Government

dated 1nt instructions on the subject.

E?h‘}-%' 5. The representations against adverse remarks com-
27670 municated to the employees, if made, are required to be
Sued20th  disposed of finally within a period of three months from
1972. = the date of its submission. Thiz time-limit was fixed




883

keeping in view the facy that the government employee
concerned does not remain in suspense as to the fate of his
representation. Delay in deciding such representation
also causes repercussion on the cases of promotion, cross-
ing of efficiency bar etc. of the employees concerned,

6. It is incumbent upon the competent authority to
take up the cases of crossing of efficiency bar of a Govern-
ment employee well in time so that a decision to allow
or not to allow him to cross the efficiency bar is taken and
orders issued before the date it falls due or if unavoid-
able within reasonable time-Mmit after due date (except
those cases where disciplinary proceedings are pending
against the employees). Suitable action has to be initiat-
ed against those responsible for an unjustified delay.

7. Despite the instructions referred to above Govern-
ment have observed that—

(a) the number of Government employees under
suspension in many departments, especially
Excise and Taxation, B & R Department,
Police Department, Home Guards and Civil
Defence, Industries Department, Health and
Family Planning, Revenue Department (distri-
et establishment), Transport Department, ete. is
very large and that many of them have been
under suspension for a long time (as much as
upto six years in some cases); no concrete steps
have been taken by the Administrative Depart-
ment/Departments to expedite such cases; and
orders of the appropriate authority have not
been obtained for the extension of the period of
suspension beyond the prescribed limit. In many
cases police investigations have not been com-
plefed for a long time and no ehallang have heen
filed in the court. No notice seems to have
been taken and no reference made to the
Registrmj, Punjab and Haryana High Court as
per requirement of instructions about the cases

abnormally delayed in the courts, ag is evident

Mo, 504-
IZEII-TS!
dated 15th
Muy, 1975,

En{}sﬁla[ /
3187, dued
13th Feb-
roary, 1968,
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from the monthly reports received by Govern-
ment:

(b) Passing of final orders on the representations
against adverse remarks is abnormally delayed.
One of the reasons of delay in such cases is that
the comments of the reporting officers are not
received for a long time : and

(¢) cases of crossing of efficiency bar have not been
taken up well in time. In some cases orders
are nof passed even after a lapse of more than
one year, there being no justification to delay the
matter.

8. The above state of affairs, Government feel. re-
quires to be remedied. especially in the context of present
emergency when the need of the time is to act speedily so
as to improve efficiency in the administration. Suspensions

No. 2581- for a longer period are unfair to the official concerned and

Acc-5a | b
dated 27th

P

often prove uneconomical to Government. Suspension of

. a Government emplovee should be ordered only where a

prima facie case of dismissal or removal from service is
esfablished. If has to be ensured that in no case should
the period of suspension and final orders exceed six
months.

Unless There are sufficient reasons the representation
against adverse remarks be disposed of within the pres-
cribed period. Comments of the reporting officers/ review-
ing officers on the representations against adverse remarks,
if not received early be obtained by fixing time limif, say-
ing that in case their comments were not received within
the stipulafed period, it would be presumed that thev. had
no commenis to offer.  After the expiry of the stipulated
period. the cases be forwarded fo the competent authority
for passing final orders in each case,

0. Tn the above circumstances, a special campaign is
considered essential to finalise the pending cases of
Government employees in respect of their service matters.
1t is. therefore, requested that steps be taken to dispose of
such cases within a period of three months, as far ag possi-
ble, by meticulously observing Government instructions
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réfer_red to above. A monthly review of each rcage be
made so as to take necessary steps where called for.

10. A progress report in this behalf indicating the
steps laken by them may be sent to the Services Depart-
ment, positively by Tth of each month,

Copy of Punjab Government Circular letter No_ 5593-8SI1-
76/30188, dated the 29th July, 1976, from the Chief Sec-
: to Government; Punjab, to all Heads of Depart-
ments, ete., ete.

Subject :—Grant of re-employment/extension in service
to Government employees on or after their
attaining the age of superannuation — Refusal
of leave preparatory fo rétirement.

I am directed to invite your attention to Punjab Go-
vernment circular letters No. 727-SIT1(4)-67 /4841, dated the
17th February. 1987 and Noe. TB69-SII(AS0)-T75/41458,
dated the 29th October, 1975 —vide which a Government
employee applying for leave preparatory to retirement has
to give at least two month’s notice and if there iz a short-
fall in the notice period,-the same should be deducted from
the maximum amount (120 days) of leave preparatory fo
retirement which can be granted afler retirement. The
question whether the deduction en account of the short-
fall in the notice should be made in all cases irrespective
of the fact whether the proposed leave preparatory to
retirement is refused or granted, has been considered. Tt
has been decided that in the cases in which L.P.R. is to be
refused, if the Government employee had failed to apply
two months in advance of the date on which he wanted to
proceed on leave preparatory to retirement, the period fall-
ing short of the required period of two months, from the
date of application should be dedueted from the quantum
of leave due as LP.R. (maximum 120 days). As regards
the cases where it is proposed to grant the LL.P.R. applied
for by a Government employee, the procedure indicated
below should be adopted.
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2 Ifa Government employee fails to apply for leave
preparatory fo retirement two months in advance of the
date on which he has to proceed on leave, and the adminis-
trative authorities concerned do not intend to refuse it in
the public interest, they may grant the L.P.R. applied for
by him, from the due date of its commencement, if they
are in a position to relieve him from that date. In such
cases the shortfall need not be deducted from the quantum
of leave applied for and sanctioned. If it is not adminis-

tratively possible for the authorities concerned to relieve
the Government employee from the due date of commen-
cement of L.P.R. and some time is required to make alter-
native arrangements, he/she can be granted leave pre-
paratory to retirement from any subsequent date, not later
than two months reckoned from the date of application of
the Government employee for leave preparatory to retire-
ment. Insuch a case the intervening period between the
date of commencement of leave preparatory to retirement
ag applied for by the Government employee and the actual
date from which the leave preparatory fo retirement is
granted, should not be treated as compulsory retention in
service. If, however, the administrative authorities ac-
tually grant him leave preparatory to retirement from a
date later than two months from the date on which L.P.R.
had been applied for, then the period of retention in service
of the Government employee beyond the two months period
reckoned from the date of application to the actual date
of commencement of the leave preparatory to retirement,
should be treated as period of compulsory retention in
service amounting to constructive refusal of leave pre-
paratory to retirement., Such cases, however, should be
decided with the approval of Services/Finance Department.

3. Cases already decided will not be reopened,

4 The receipt of this letter may please be acknow-
ledged.
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Copy of Punjab Government Circular letter No, §185-2SIL-
76/33543, dated the 12th Angust, 1976, from the Chief

Secretary fo Government, Punjab to all Heads of
Depariments, etc., ete.

Subject.—Punjab Civil Services (Premature Retirement),
Rules, 1975 — Civil Writ No. 5026 of 1975 —
Shri Harchand Singh, AETO, »s. State of
Punjab and others — Quashing of the order
of premature retirement,

I am directed to address you on the subject noted
above and to quote below an extract from the J udgment
of the Punjab and Haryana High Court in Civil Writ
No. 5926 of 1975 — Shri Harchand Singh, AET.O., vs.

State of Punjab and others, for your information and
guidance:—

“The petitioner was retired and the impugned
order passed by the Government on the basis of
the conclusion—'the petitioner's record has
been thoroughly unsatisfactory. Inspite of the
entries having been expunged, there are still
a good number of adverse entries regarding his
work, conduct and integrity’, These conelusions
are not berne out from the record of petitioner.
According to the reply in paragraph 15 of the
written statement; there were a number of
complaints received against the petitioner after
his promotion on March 5, 1975, We specifi-
cally enquired from the learned counsel for the
State about the alleged complaints. We were
informed only one complaint hag been received
against the petitioner, which was dated
Oectober 3, 1975, That comnplaint, obviously,
Was received after the impugned order was
passed, which is dated October 1.1975. From
all this, we are fully convinced that the authori-
ty concerned had not applied its mind to the
record of the petitioner so as to warrani the

conclusion that it was in public interest to
retire the petitioner

It was then contended by the learned counsel for
the respondent State that though the petitioner
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had been promoted as an Assistant Excise and
Taxation Officer in March 5, 1975 yet it was
within the jurisdiction of the Government fo
retire the petitioner in public interest after
perusing the entire record of the petitioner in-
cluding the one before the date of his pro-
motion. As a principle of law, the appoint-
ing authority is not debarred from perusing
the entire record of any employee so as to form
an opinion whether to retire him or not under
rules. The scope and ambit of the power of
the Government in this regard were exhaustive-
ly considered by a Division Bench of this Court
in Gurdial Singh, Assistant Sub-Inspector of
Police vs. The State of Punjab and others, 1976
Service Law Reporter, 78. In paragraph 38 of
the said Judgment, the summary of the con-
clusion arrived at regarding the various matters
in controversy in that case has been given.
Whereas the right of Government to retire an
employee in public interest has been recognised
to the fullest extent according to that decision,
it has also been held as follows:—

“An odrer of premature retirement can be guash-
ed or set aside by a Court only if it is either
shown to have been actuated by malice or is
shown to have been passed in an arbitrary
or capricious manner or by an authority
not competent to pass such an order under
the relevant service rules”

Thus, it is within the jurisdiction of this Court to
quash the order of premature retirement in the
exercise of its extraordinary jurisdietion under
Ariteles 226 and 227 of the Constitution of India
in case such an order is found to be arbitrarv or
capricious. From a persual of the record of
the petitioner and the averments made by res-
pondents No. 1 and 2, we are of the consider-
ed opinion that the impugned order cannot he
termed anything but arbitrary in the circums-
tances of this case, We are further of the
opinfon that the retiring authority did not
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apply its mind to the record of the petitioner.
An extraneous matter like the alleged com-
plaint which was not in existance at the time
of the passing of the impugned order was also
taken into consideration.

For the reasons recorded above, this writ petition
Is accepted and the impugned order retiring the
petitioner is set aside. There will, however,
be no order as to costs”

2. Kindly acknowledge receipt,

Copy of Punjab Government Circular letier No. 344-GOI-
25H-76/34876, dated the 13th August, 1976, from the

Chief Secretary to Government, Punjab to all Heads of
Departments, etc., ete.

Subject:—Assignment of Indian Personnel to internation-
al organisations/foreisn  Government —
acceptance of their resignationg while serving
abroad.

I am directed to address you on the subject noted
above and to say that it is the current policy of the
Government of India thay Government employees on
deputation abroad, to international organisations or
foreign governments, who wish to resign from service
should return to India and join their parent organisations
in this country before their resignations can be accepted.
This policy has been adopted for the reasons that (i) the
experience the officer gdins while abroad js utilised in
India. (ii) officers are rotated in assienments abroad in
the interests of a wider distribution of opportunities and
(iii) as a measure of control, the officers are discouraged
from pursuing their own private, as distinct from the
national interests while on deputation abroad. However.
no such restriction is to be imposed on the right of an
officer to retire voluntarily, if he is eligible to do so.
Government of India have been following the above policy
in the case of Central Government employees. The

ent of India have desired that sirgilar policy be
followed in respect of employees of the State Governments
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and employees of various quasi-governmental organisa-
tions. I am, therefore, directed, to request you to kindly
follow the above policy meticulously at the time of accept-
ing the resignation of an employee while serving abroad.

2. The receipt of this letter may kindly be acknow-
ledged.

Copy of U.0. Circular letter No. 7737-1SH-76, dafed the
26th August, 1976, from the Chief Secrefary to Govern-
ment, Punjab to the Financial Commissioners, Punjab

g ﬁ?ﬂnﬁs&aﬂm Secrefaries to Government, Punjab,

Subject : —Condition of experience for promotion and re-
cruitment,

Will the Financial Commissioners. Punjab and Ad-
ministrative Secretaries to Government. Puniab kindly
refer to Government instructions contained in Circular
letter No. 3565-1SI1-75/20396. dated the 5th June. 1975, in
‘which the Departments were, inter alia. requested to re-
view the position of all the services under control so as to:—

(a) prescribe an adeguate experience for all cate-
gories of posts and make a provision in Service
Rules in this behalf;

(b) recast realistically. where so necessary, the
existing service rules in respect of posts for
which a condition of experience ig already pres-
cribed; and

(c) lav down, if considered fit. in the relevant Rule
itzelf the catecories of nosts for which and the
extent upto which the basic condition of ex-
perience «ould be relaxed accordine to the
exigency of circumstances, While making such
a provision of relaxation of experience. the al-
ternative higher oualifications. if anv. in con-
sideration of which relaxation would be permis-
gible may also be indicated.

It was further provided in these instructions that for
the purpose of fixation of quantum of experience. the
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period spent on the Jower post before one could get next
promotion, could realistically be taken into account as one
of the basis.

2. Despite the fact that a period of mere than one
year has passed, most of the Departments have not so far
taken steps to amend the Rules so as o prescribe the con-
dition of experience realistically.

3. It has been observed that in some cases the necessi-
ty of relaxing the prescribed period of experience was felt
on some administrative grounds and also to ensure that
promotions in the cadre are not un-reasonably obstructed.
But such a relaxation would be in violation of the afore-
said instruetions. It is, therefore. reiterated that relaxa-
tion of the basic conditionsg of recruitment/promotion viz.
qualification and experience is not permissible even though
general clause of relaxation of Rules exist: in the various
Service Rules. Tt is, therefore, requested that early steps
may be taken to recast the Service Rules'where necessary
keeping- in view the Government instructions: dated the
fth June. 1875. 1If in the meantime anv necessity of re-
laxation to the basic conditions viz. qualification and ex-
perience arises, the cases of this nature with complete
iustification should invariably be referred to the Services
Department prior to taking any decision and even before
the ease is put up to the competent authority for final

decision.

4. Services Department-may also be kept informed of
the action taken in this behalf,

Copy of Puniab Government Circular letter No. 6106-2GS-
76, dated the 27th August. 1976, from the Chief Secre-
tary to Government, Punjab to all Heads of Depart-
ments. etec. ete.

Subject :—The Punjah Civil Services Premature Retire-
ment Rules: 1975—0uestion of consideration
of representation against the premature retire-
ment,

I am directed to invite your attention to the detailed
instructions issued —vide Punjab Government eircular
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letter No. H_EEH—EE]I-'FEBBEEL dated the 26th September,
1975 regarding the weeding out of corrupt dishonest or in-
efficient employees from services under the Punjab Civil
Services (Premature Retirement) Rules, 1975, (hereinafter
referred to as the Rules). There is no specific provision in
the Rules for review against the order of premature re-
tiremnent. This aspect has been considered by the Go-
vernment and following instructions are issued : —

(a) According to the instructions issued —vide
Punjab Government letter No  6936-SI1(3)-73,
dated the 22nd Oetober, 1973, Government em-
plovees have been allowed to make a represen-
tation in any matter connected with their ser-
vice rights or conditions. A Government em-
ployee who has been ordered to be retired pre-
maturely by the appropriate authority under
the rules can, therefore, submit a representation
against his premature retirement fo the next
higher authority who shall consider the repre-
sentation on merits and take appropriate deci-
gion.

(b) The employee concerned will be allowed to
resume duty in case it is decided by the higher
authority to set aside the premature retirement.
His period of absence from dutv ie. from the
date of premature retirement till his resuming
duty may be regulated according to Rule 420:
422 and 423 of CS.R. Volume II

(c) No second representation will be entertained if
the first representation has been considered and
rejected.

(d) Government is competent to review its own
decision as well as the decision made by any
authority subordinate to it on the representa-
tion or on its own motion and take appropriate
fdecisinn in cases where such a review is called
or.
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2. Limitation of period of filing representation—

(i) As regards the period within which a representa-
tion should be filed, it has been decided that in the case of
an employee, who has been served with three months
notice for prematyre retirement. the representation may
be filed within one month of the service of the notice upon
him.

(ii) In case of premature retirement with three
months' pay and allowances in lieu of notice period, the
representation may be filed within one month from the
date of retirement.

(iii) The cases in which premature retirements have
already been ordered before the issue of these instructions,
the period of one month of submission of representation
will start from the date of issue of these instructions,

(iv) In cases where representations have already been
filed but have not so far been considered by the higher
authority, those should be considered now.

3. Government further desires that such répresenta-
tions should be disposed of by the higher authority at the
earliest and normally within the period of notice or two
months from the receipt of represenation. Representaions
already pending should be disposed of within two months
from the date of issue of these instructions.

4. The receipt of this leiter may kindly be acknow-
ledged.

lsz:sfcg {P)—Govt, Preas, Chd.
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men! employees and bringing  dated 28-7-54

political or outside i
No. 2319-P(0)-56/9324,
dated

No. 2297-P-56/18382,
dated 4-5-56

No. 36T2-GH-59/248,
dated ' 11-5-59

No. 16110-8GS-62/39005,
dated 6-11-62

No. 53M-DSGS(T)-65,
dated 6-7-65

No. 38M4-3GSI-66, dated
20-10-1966

No. 1915-8I1(6)-67/19578.
dated 11-7-67 a

No. 891l 6)-67/1675,
dated ID-I-SGI%I f

No. 5847-301 7995,
dated Sﬂ-ﬁrﬁﬂ{wﬂ

Page No.

79

x40

495

fs

114

273

366

438

452

459

307



No. 7398-BIH3)-71, dated
15-12-71

No. 5283-2511-67, dated
11-5-1976

No. 5072-2811-76, dated
8-7-1976
Bharat Sewak Samuj
Attendanos of Government ser- No.  [5948-GS-60/44659,

vants af the meetings, comven- dated 8-12-60
tions io, of—

Conduct

——of Government employeesin  No. 4656-6GS8-63/24763,
relation to the proper mainte-  dated 25-7-63
nance of family,

Punjab Government Employees  No. GSR.143/Const./Art,
{Conduct) Rules, 1966 .?_)9 ‘F—& J1&/66, duted
Punjab Government Servants——  No. 8323-6GS-63/22817,

Rules, 1955 form of report  dated 5-7-63
for purchase of land eic,

Co-operative Socleties
Formation of ——by Government No. 6375-G8-61/2374,
employees dated 6-7-61
i
Eradication of corrupt practices No. 15837-7GS-62/39797,
among officials dated 8-11-62
Discipline
——amongit the services Mo, 10052-SII{6}-68/37030,
dated 30-11-68

Removal of indiscipline in  servi- No. 6038-SII(6)-67/30057,
ozt—Recommendations Nq.ll.':l dated 7-11-67

made by the Punjab Administra
live Rt%mlﬂomlmmnn

Emergency
Role of Government servants No. 2482-4GA-75/24182
during—— dated 4-7-75

Essendin]l Services

The East Punjab——{Maintenance) MNo. 43/ Lep-47, dated
Act, 1947 13-12-47

Farewell Emertainmends

Public parties and——in honour Nao. BE52-G-50/1-4052,
of Government employees. dated 23-12-50

Page No.

622

861

186

333

417

210

273

487

453

791




il
No. 15386-G-55/B3568,
dated ' 3-1-56
fovestment

———in ghares of Compamies— No, 5128-511(3)-70/27373.

Question of exercising control dated 22-10.70

thercon.
Leaving Station of posting
Need to ourb tendenvy to leave No. 8326-DSSII(2)-73,
station of posting. dated 23-11-73
Moral Turpitade
Cases of—— No. 3674-3GSI-66/19544,
dated 5-8-66
No. SROT.SII3)-6Y/32083,
dated 23-12-69
Permission
«——for celebration of marringe. No. 16%35-GS-60/1295,

diated 23-]-51

No. 8493-DSGS(I)- 65/
31233, dated 15-9-65

~ —to enter inlo basiness or become No,  1220-IGSH-65/7944,
priners in  firms  of a dated 24-3-65
commercial nature

Personal Contscin

Implementation of recommenda- No. 907-SIK6)-69/R441,
fions  of Administrative  dated 21-4-.69
Reforms Commission No. 99
regarding——with subordinates.

Paolitical Activities

Participation  of Government No. 1036-P-60)12434,
employess in - and agitations. dated 19-5-60

No. 4453-9GSI1-64/27797,
dated 31-8-54

Page No,
63

586

726

434

523

A76

S01

174

i50



v

No.  7653-5GSI-65/40644,
dated 181265

No. S0(GOI)-SII(3)-73/
12092, dated 17-4-

No. 3181-SH{3)-73, dated
15-6-1973
Private Work

Employment of peons as private  No. 7307-G-50/14390,
servamls. dated 31-10-50

No. 4540-GII-57/12538,
duted 15-7-57

No. 7686-G-58/19409,
dated 31-6-58

No. 3420-81{3)-73, dated
13-7-73

Moo 4T48-3811-75/25173,
dated 10-7-75
Prohibition

~~—1o ask for or aevepl free  pusses. No. 6890-G-38, dated
24-8-38

——to have contacts ‘with foreign No. 2191-SIK{3)-70, duted
Mationals/Missions/Organisations  11-5-70 SR
by Government employess,

<10 use workshops of #he auto- No. 9361-2S1], dated
nomous bodies by employees 13-1-76

1o repair private cars owned

by them.

——af pmsociation with the activie No. 944-5 771518,
ties of R.5.5. Jammat-e-Islam,  dated m-i-ﬁ%{m ;

—-—ulloose talk with public. .. No. 3849-SII{3)-70, duted
159-70
No. 24824GA-75/24182,
dated 4-7-75

— -of plural marriages by Govern- No. 12897-G-54/1775,
ment employees. dated 1B-1-55

No. 1920-G-S5/19071,
dated 9-4-55

No. 10062:G-55/77334
dated 1-12-55

No. 3992-G-II-56/3421,
dated 15:1-57

Page No.
an2

675

684

75
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691
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837
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385
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v
Page No
——of smoking/drinking by Go- No. 9591-SII(3)-70/10444, 335
vernment employess. dated 19-5-70
Mo. 5613-28T1-74, dated 753
24-8-T4
No. 6490-25T-74, dated 759
30-B-Td
No. 1293-28I1-75, dated TI4
17-2-75
No. 4706-2511-76/16272 59
dated 6-5-1976
——of untouchability by Govern- No.  4370-SIT(3)-70/17876, 551
ment employvees. dated 21-7-70
Property
Declaration of movable and MNo. [116-GII-60/6152, 145
immttl;mbb—h}l Governmient  dated 18-2-60
cmployees.
Wo. 8323-6GS-63/22817, ng
dated 5-7-1963
Neo. 40-2GSI-65/5250 359
dited 4-3-65
No. 278-3GS-66/3062, 186
dated 16-2-66
Na. 2130-SI1{3)-69/32577, 520
dated 17-12-69
No, 2314-SIi3)-72/12580, 603
dated 30-5-72
No. 6522-DSSII(2)-73/30700 700
dated 8-10-73
MNo. 6Y21-280-T5/400006, #21
dated F10-75
Pimctuality
Observanos ofF——in keeping Neo. 1946-BGS-63/6309, 288
appointments. dated 16-2-63
No., B484-60G8-63/6399, e
dated 3-7-63
~——in office atiendance. .. No. 96T6-EGE-62/21655, 264

dated 19-7-62



\)

Purchase of Articles
——from subordinmies.

Rules/ Procedure

Strict and sincere observance of—

vi

No. 1327-8I0{3)-70, dated
3-3-70

No. 1743-SI1{3)-70, dated
11-3-70

No. 2197-S0(3)-71/7921,
dated ﬂ=3,-'ﬂ-[ i

MNo. 4136-STI(3)-71/20918,
dated 6-8-71

No. 1140-811(3)-73/29630,
dated 31-}7;3} e

No. 5431-38(11)-74/24850,
dated 23-8-74

No. 4623-3511-75, dated
4775

No. 3321.G5-61/14042,
doted 19-4-61

No. 9882-S[1(6)-68/37537,

by Minisiers and Officers— dated 1-1-60
Rmmmudgtfun No. 22 of

Panjab Administrative Reforms

Commission.

CONFIDENTIAL REPORTS
Amnal Confidential Reports

Procedure for recording——of No. 2334-ASI-60/15708,

Government emplovees.

Appreciation letters

3-5-60

No. 7955-STI{5)-67/31327,
dated 18-11-67

No. 3778-SII(1)-71/17239,
dated 5-7.71

No. 4225-2S11-74/21500,
dated 15.7-74

No. 5637-2511-74, dated
29-7-T74

No. 2172-2811-75/15598,
dated 28-4-75

No, 2164-2511-76,
dated 26-5-76

Istue of—to Qovernment No. 2334-AS1.60/15708,

employees,

dated 3-5-60

Page No
529

530

592

673

756

793

105

459

151

434

602

746

151

717

151
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vii

Assessment

Grading of Government emplo-
yees—provision of a column of
mrcr-u.Lin the Confidential

Report form.

Class 1V Employees
Writing of confidential reports
on——a
Relationship
——between the Commissiaoners/
Deputy Commissioners and
Divisional  Officers/District
Officers in Divisions/Districts.

Representntions

——against' adverse remarks

L a

No. 472-A81-64/11586,
dated 9-4-1964

No. 3270-ASI-65/11454,
dated 3-4-1965

dated 2-7-1975

No. 2334-AST-60/15108,
dated 3-51960

No. 3498-AS1-66, dated
2-4-1966

No. TB14-AST-65/27821,
dated 10-8-1965

No. 14102-G1-57/22998,
dated 15-11-1957

No. 10542-GIII-59/26741,
dated 17-12-1959

No. 3482-AS1-61/25298,
dated 11-7-1961

No. 5582-ASI-64/24704,
dated 15-7-1964

No. 6789-811(1)-69/28237,
dated 28-11-1969

No. 10125-SII(1)-70/10415,
dated 2‘?-5-%‘?{1

No, 2334-A5]-60/15708,
dated 3-5-1

No. 10250-AS1-65/40176,
dated 15-12-1

No. 3277-81-67/20363,
dated 19-7-1967

No. 4514-811(1)-71/30328,
dated 19-1[51 71

Page No,
342
362
789
151
388

374

B2
42
212
349
519

548

151
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viil
No. 4408-S11(1)-72/27670,

dated 20-10-1972

No. 2090-2501-75/3767,
dated 22-9-1975

No. 5072-2511-76,
dated 8-7-1976

Small Savings
Recarding of remarks aboul— —  No. 8617-811(1)-73, dated
work by the reporting @utho- 27-3-1974
rities in the confidential roll
of Government employees,

CONFIRMATION OF GOVERNMENT EMPLOYEES
Ermoneous Conflirmafions

Procedure to be followed in  No. 10405-4GS-62/30948,

cancelling the —— of junior  dated 24-9-1962

ke No. 5958 1)-68/20999
ik, 38-5T1 §
dated 29-?*«1‘;{63

Head of Department

Confirmation of Head of  No. 503-I511-75, dated
Department Submission 2041975
of cases to C. M.

Work and Comduct

Consideration _of — in the No. 4091-ASII-60/20836,
matter of confirmation, dated 8-6-1960
No. 8372-3G 5134785 |
dated Iﬂ-lﬂ*s]%&

No. 7678-STI(3)-71, dated
8-12-1971

DECEASED EMPLOYEES—
CONCESSION TO FAMILY MEMBERS

Employment in State Services

Priority for — — for widows/ No. 30{GOI}-SII(3)-73/12092,

dependents of  deceased  dated 18-4-1973
Government cmplovees.

Ex-gratiz prant

—and other facilities for fami- No. '462-6(FR)-70/12752.
lies. of Government employees — dated 15-6-1970

who die while in service,
No. 3906-ST1(3)-71/17723,
dated 9-7-1971

Page No.
650

g1l

88l

735

270

478

177

174

378

622

676

605



Houose Building Advanes
Waiving off the recovery of- -

DEPUTATION
Procedure
——for selection/nomination of

Government  emplovees for
doputation

x

No. B348-SUL3-71/ 1167
dated 1 1-3-1972

No- 702-SL(3)-72/7832.
dated 15-3-1972

No. 3747-S10(3)-72, dated
27-9-1972

Mo, 206R.S11{3)-73/1 T340}
daied 1 1-6-1_'??3

Ne. 337-DSSHL-74/3061
dnted 28-1-1974

No. 5905-6811-74/39479,
dated 4-12-1974

Mo, 2358-S11(6)-T5/202 74,
iuu:d 19-6-1975

Mo, 1454-811(6)-75/21324,
dated 27-6-1075

No. 4205-§11(3)-72/21093,
dated 21-8-1972

Mo, 2855-811-4( ] =60/ 5424
dated 3-6-1960

Na. 6186-STH{6)-69,
dated 20-7-1969

No. 8726-S11-4(1)-69/2848 1,
dated 24-10-1969

EFFICIENCY BAR—CROSSING OF

Crossing of Efficiency Bar

Crossing of efficlency bar—Efflect  No, 2764-2811-74, dated

on promotions, punishments/
compitlsor?  retirement

Procedure
——-rogarding crossing of effi-

clenicy bar hv  Governmeny
emplovees

29.4-1974

No. 3574-G-48/35863.
dated 5-7-194%

Page o
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With-bolding of Increments
—at efficiency bar in 0 time
scileg

X

No. 1055-G-51/1308, dated
23-2-1951

No. 2112-(3-52/1-1303,
dated 31-3-1952

No. 4091-ASI-60/20836,
dated £-6-1960

No., 3805-SI1(3)-73, dated
16-10-1973

No. 504-25T1-75/15048,
dated 15-5-1975

No. 5072-2811.7s,
doted §.7-1976

Mo. SIL4(1 68 187,
dated 13—1-!5!@33

INCENTIVE TO GOVERNMENT EMPLOYEES

Advance Incremenis

Grant of—who go abroad to
improve their gualifications

Grant of—for doing work of
cxceptional merit

Cush Awarnds

Grant of—— for doing work of
exgepiional merit

Grant of——to employees for
suggestions emdnating from
them for improvement in
office and administrative pro-
cedire for maintenance of
integrity

Grant of — to employees on
acquiring the qualifications of
Gyani/M.A. (in Panjabi)

Grant of— who learn Chinese,
Tibetan and Lahayl and
Spitian languapes

No. 961-4GS-62/5993, dated
16-2-1962

Mo, 14553—465-63!34?32.
dated 1g-10-19673

No. 4752-1GS(1)-65/14567,
dated 7-5-1965

No. 5730-SI1-4(1)-68/20346,
dated 5-3-|9§?;{ ’“

No. 5679-S11-4(1)-68/22577,
dated 20-8-1068

Nao, 3ﬁﬂﬂ-25[[-75f22209.
dated 24-6-1975

No. 7176-10GS-64/1773,
dated 20-1-19g5

10935-1GSI-65/411 55,
dated 27-12-1965

Page Na.
10

24
174
701

178

g8l

462

254
272
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479

431

785

357
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LEAVE
Earned leave, casunl leave, holidays snd working hours

Revised system of —

Late attendance of affice

Penalty for—— by Government
emplovess

Leave preparatory to retiroment

Refusal of— tn Governmeni
employess

Xi

No. 4376-G11-59/2767.
dated 28-5-1959

No. 909]-GII-59/19223
dated 27-10-1959

No. 10343-GI1-59/24150,
dated 16-12-1959

No. 1929-GIT-60/1 2089
dated 14-4-196p

No. 11981-GS-60/37758,
dated | 26-10-1960

No, 13083-5GS-60/39681,
dated 31-10-1960

Mo, 14939-8G5-62/39028,
dated 14-11-1962

No. 1730-8(:5-63/2044 |
dated 25.2-1963

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

No. TE99-9¢ -6i4/ 38646,

Mo 2293-4GSII-66/15013,
dated 7-6-1966

No. 1338-2ST1-70/5819.
dated |17-3-1970

o, 1876-25111-73/10920,
tated 4-4-1073

No. 1097-25TI]-73/11 862,
dated 17-4-1973

No. 3206-GT1-58/54252,
dated 18-7-1938

No. 2703-3G5-62/9950,
dated 29-3-1962

Puage No.

114

L3g

4

130

183

134

274

289

2093

A55

114

530

fi73

his

27

261
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Pageg No,
Nop. 727-S1I(4)-67/4841, 442
dated 17-2-1967
Lenve Travel Concissions
Grrant of— —to Goewrnment No. S6R0-S1I{2)-70/24007, 583
employess dated 14-9.7970
Maternity Leave
Granl of——1{o femule Government No. 4285-S113)-73/27201. non
employees——sdmissibility of dated 31-8-1973
leave in the <case of those
recruited on lemporary/ad foc
beais for a Himated period
Resiriction on  grant of to  MNo, 3806-28111-75/34743, sls

women Governmenl emplovees  dated 26-.9.1075
Pre-examination Training

Grunt of leave to Ssheduled Castes No 1466-9C8-64,10394, 24
and Scheduled Tribes Gpvern-  dated 28-3- 1964
ment  employess attending  the

—centre for 1.A.S. ete. exami-

mation ot A Inhabol rricd
Banglore
i'remafrre Hativemnant
(irant of fefive at the” time of— . N LA0R0-3GE-63/35106, Ja§
dated 16-9-1963
No. 7496-STI(2)-71, dated 21
ap-11-1971
Restriction on grant of keave
—1o Government emplovees tn ihe < No. 4385-1511-75/24127. T2
context of present emergency dated 4.7.1975
Short leave
Procedire Foy counting— Mo, 4295 4GS(ID-6 5727841, 172
doted 0-8- 1065
Specinl Cusurl Leave
Grant of——to sportamel Mo, 634-GI1-38/13153, g4
dated 14-2-1058
No. W711-GI1-59/24455, 139
duted 30-11-1959
No. 2393-8GS5-62/11431, 261
dated 9-4-1062
No. 1952-8GS-63/6924, 288
dated 21-2-1953
No. 2] S2-BGR-63/704. a2
dated 25-2-1063
MNo. 1461-4STT1-69/11361 . 502

dated 1-5-1060




xiii

Mo, 2449-35111-73/1184],
dated 17-4-1973

Grant of —to Govermment em-  No. 2202-GI1-60/8429,
ployees who undergo steriliza-  dated 24-3-1960
ton operation under the Family
Planning Scheme Mo, 323 ]-86:5-62/7371,
dated 7-3-1962

No. 11083-8G5-62/26744,
dated 7-8-1967

MNo. 16074 S11-66, dated
2-4-1966

No. 4087-451-67/32084,
dated 5{7-12-1967

N, 4087-451-67/32085,
dated 5/7-12-1967

Mo, 4123-25T1-70/22691,
dated 28-8-1970

No. 973-28T1T-T1 /4753,
dated 18-2-107)

No, 5416-28111-72/20240,
datad 16-8-1972

No. 3409-28111-73/1 5403,
dated 19-5-1973

No. 7360-281T1-T3/35040,
dated | 7-11-197

Grant  of —o internal agents Mo, 8372-4GS-61/32040.
appointed under the Small dated 7.9.1961
Savings Scheme

Grant of——to  Government No. [0893-4GS-6]/17545,
servants for attending annual  dated 20-10-1961
general meotings of their re-
cognised associations  and  No. 3446-8G5-62/9356,
mesting with the Government dated 26-3-1062
representatives or the Head of
Departmont

Grant of—- 1w Goveriment No. 1278-25111-72,5831,
sorvants’ for participation in  dated 21.2-1972
cultur PrOgmmoes  on

national/international  impor-

tames:

Page No,
674

147

220

260

631



Xiv

Grant of —to  disabled ex- No. 101 47-51102)y-69/586,
serviceman appointed to civil  dated 8-1-1970
posts who stay in hospital fop
replacement/treatment of their No. 4213-8113)-72/26693,
astificial limbs dated 9-10-1972

Miv, ARRS-2STII-75/27R0Y,
dated 5-5-1975

Wives af Defence Servicies Personnel

Cirant of leave to civil employees Mo, 2205-9G5(1T)-64/1355],
who are—= — dated 27-4-1964

Mo. [442.2511-T5/8009,
dated 22-5-1975

MILITARY SERVICE - -BENEFITS €

Concessions

— to eivilian enployees and athers No, 37/56-FI(C)-57/21016.
who join military sepvice during  dated 18-10-1057

STHEFEENEY
Mo, 1922-GSI1-63/7797,

dated 25-2-1963

Pare No.
523

657

RIY7

344

T8O

No. 7477-4GS-63/24400, dated 213

-7 063

No. GER-160/Canst. (Art,
HBI6S, dated 20-7-1965

Mo, SH-4GE]-66/9554,
dafed ?1-4-190K

Mo, 2590-4GEI-65/171 15,
dated 17-6-1966

Mo, 4544-4G81-66/27171,
dated 11-10-1966

Mo. L154-511(5)-68/5921],
dated 5-3-1968

Mu. S756-8I1(3)-70. dated
5-10-1970

Mo, 6332-511(3)-71/26195.
dated 29:9-1071

Mo, 138-8T1{3)-72, dated
20-1-1972

No. 611-SL1(3)-72/5112,
dated 15-2-1972

apy

sy

415

436

465

SRO

614

627

630




XV

Page No.
No. 325-811(3)-72/5866, 632
dated 24-2-1972
No. 4659-ISI1-75, dated 795
9.7-1975

No. 212(GOT)-ISTI-75/28364, 806
dated 31-7-1975

Employment  of ex-servicemen No. 9393-3GS-62/2372(, 264
in the Stateservices—relazation dated 19-7-1962
of age

Hremption from payment of Nao. 7683-DSSII(T)-73, 724
examinationfapplication fee dated 16-11-1973

Relaxation of age limit for entry No. 19982-3GS-62/45907, 280
into Government service for dated 27-12-1962
the wives of serving  military
periaonne] No. 15717-4G5-63/47723, 339
dated 31-12-1963

No. 2010-811(3)-71, dated 594

25-5-1971
No, 622&311(13]-71. 614
dated 16-9-7
No. 5889-1BI1-T6/21511, 570
dated 11-6-1976
Lenve
Graot of—to avilien employees No. 2295-9GS5(I1)-64/13551 344
who are wives of ence  dated 27-4-1964
services personnel 1442-28111-75]8009, T80
dated 22-5-75
Grant  of special casual—to No. 10147-ST1(2)-69/586, 523
disabled ex-gervicemen  dated B-1-1970
appointed to civil posts  who
stay in hospital for replacement/ No. 4213-ST1(3)-72/26693, 657
treatment of their artificial limbs  dated 9-10-1972
No. 3885-25TI-75/27600, - 807
dated 5-8-1975
Re-employment
—of ex-servioemen in  ecivil No. 2407-4GSI-66/9736, 409
Gavernmant service dated 25-4-1966
No. TI28-ST1(2)-69/24225, sl6
dated 3-9-1969
No. IR0B-ST1{3)-71 /20988, 509

dated 12-8-1971

-



XV

Reservation of posts

Page No

Demabilised  Armel Forced No. GSR.63/Coust.fArt. 475

Personnel (Reservation  of  309/68, dated |7-6-1968

Vacancies in the Punjab State

MNon-Technical Seivices) Rules, No. G 3R.45/Const./ Art. 309/ 875

1963 Amd (1)/76, dated 3-5-1976
Earmarking of vacancies for the No. 27-S11(3)-72/5186. 629

released army personngl dated 15-2-1972

Mo, 4503-811(3)-72, dated 660
2-11-1972

No. 20(GOT)-SII{(3)-73/7752, 670
ditted 28-2-1973

No. 1966-ST1(3)-73/14271, 68l
dated 8-5-1973

No. 4792-1811-74/23532, sl
dated 25-7-1974

MISCELLANEQUS
Assoclations of Emplovess

Instructions for the recognition No. 9505-AST-62/46617, 28|
o — i‘l{hﬂ_r than the assoomtlons  dated 11th Jepuery, 1963
of Industrial Employess

Change of nams
Procedure for— by Government Nao, 12662-HM-52/34401, 25
employees dated |8th December, 1952
No. 89T1-HM-54,66421, 34
duted Znd November, 1954
Change in the date of birth
Procedure for——of Government No. S180-STL-4{1)-68/311 14, 485
employees dated 9k October, 1968
Corporations/Semi-Governmont
T nstitutions
Cases relating to various. Corpo- No. 615-ST1(3)-74, dated 730

tations/Semi-Government Institu= 315t January, 1947
tions—approvitl by  the Chief
Minigter




Delegation of Fowers

——of Head of  Depariment to
Subordinate authority

Economy
——in use of paper—Leave “and
transfer of gazetted officer

—in the consumption of
entables—instructions regarding

Role of the gervices in 8 develop-
ing and progressivo—

Forcign assignments
—of Qovernment employess on
direct application in response
to advertisements 10 neWspapers
made by Foreign Governenis.

Forwardiag of applications

Policy  regarding Government
servants seeking privale employ-
menl in other Departments of
Punjab Govermment or wunder
other Governmenis

Government commumications
Fixation of some period for giving
replisg of—

Goverament Instractions— Muinte-
TARCE
Maintenanoe of up-to-dute policy
instructions of Government  on
different subjects so as 10 fuci-
litale correct implomentation
thereof
Goverument policles
and Ml implementution
of——in districta
Goverament record
Dicletion of religion, caste, elg.,
from the——o

xvii

Page No.
o, 4503-1S11-76, 859
dated 30-4-76
No. [8405-9GS-63/46062, 337
dated 19ih December, 1963
No. 460-STI(3)-73/6757, 70
dated 2nd Februnry; 1973
No. B904-CMP-65, dated 367

10th July, 1965

No. 383-GOI-3511-76/3631, 842
dated 4-2-1976

Mo. 5803-G-51/1-4506, 10
dated 3rd September, 193]
No. 9868-G-54/8566, dated 31
2nd March, 1954
Wo. BRRG-ASIL-60/41451, 185
dnted 23rd November, 1960
No. 1493-ASI-61/9905, 154
dated 27th March, 1961
Mo. 4350-7811-76/17321, 860
dated 11-5-76
No. 3368-811(3)-70, dated 546
20th May, 19
No. 3747-S11(3)-70/1 3447, 550

dated 10th Juns, 1970

No. 4362-811(3)-70/17135, s 551
duted 14th July, 1970

Ne, 3223-S11(3)-72/12890, 047
dated 319t May, 1972

No. EIDE-DEGE[I}-GSFGS. 368
dated 15t July, 196

No. 141954GS-61/42457, 224
dated 28th November, 1961
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Page No,
No. 10839-4GS-62/26792, EZ&EG
dated 20th Aupust, 1062
Presentation of ——requisitioned No. 10189-SI1(3 69, dated 24
by the High Court or other 19th Irtmmry:[ I]El?ﬂ ?
Courty
Government Servant
Use of the term Government Ser- No. 16670-7G5-62,/3024, 284
vani—Instructions regarding dated 25th January, 1963
Grievances— Redress of
Seeking redress in Couriz of Law Nao. 10208-G-52/5381, 27
by Government servants of daled 25th January, 1953
grievances ariging out of their
employment or conditions of No. 4198-GI1-59/5323, 128
Eervice dated 20th June, 1959
No. 18341-DSGS-63/3072, 340
dated 3rd February, 1964
Migher Qualifications
Acquisition of higher qualifica- No. 13987-5G5-61/43369, 226
tions—Permisgion to Govern-  dated 4th December, 1961
ment - emplovess
No. 1149-5II(3)-70, dated
18th February, 1970 5
Home Disirict
Criferia to determine domicile of No. 11350-ST1(6)-69/4896, 492
a person  and STehail/ Town  dated 27th February, 1969
of & Government emploves  for :
various matiers No.. §142-3511-75/49482 dated 830
24th November, 1975,
Implementation of Judpments
——oontaining  principles of No. 4771-811(3)-74, dated 628
general nature in regard (4 11th Febroary, 1972
service matters
Imterview Hoars
Hezitation by officersto  see No. 12685-8G5-62/29614, 269
people during—— dated 29th August, 1962
Marale of Government Employees
Recommendation No. 114 of No. 6319-8[1 (3)-69/24234, 517
the Punjab Administrative Re- dated |ith September,
forms Jommission regarding 1969,
restoration of morale in
service.
No objection Certificate
Grant of——to Government em- No, 403-2511-76, dated 876
ployzes obtain passpart. 24-6-75
Office Houra
Detaining of Stenographers/ No. 11158-5GS-60 /46200, igo

P.As outslde—— Dated gth January, 196].




Pay Bills
Certificate to be recorded by No. 2881-P-I(C)-58/36941,
Gazetted Officers on their—— dated Bth May, 1958

No. 1710-STI(3)-T1, dated
27tk May, 1971

Public Grievances -

Redress of — Machinery thereof MNo. 1633-SI1(6)-69/6262,
dated 27th February, 1969

Pumnjnbi

Use of —in Government offices No. 3968-STL-4(11-68/15948,
dated 6th June, 1968

No. 244-SI1(1)-70/104 05,
dated 27-5-1970

Mo. 6586-811(3)-70/29137,
dated T7th November, 1970

No. T432-SI1(6)-73/34673,
dated 13th November,

1973
Reduction
——in the number of peons in No. 648-6G5-63/3318,
Government offices dated 14th February, 1963
Mo, 2297-3GA-T0/10514,
dated 220d May, 1970
Religion
Deletion of——,caste, etc. from No. 14195-4G5-61 /42457,
the Government records dated 28th November, 1961

Nou 10635-4GS-62/26792,
dated 2th Avgust, 1962

Change  of— by Scheduled Mo, 650-SI1(3}-72/8467,
Cistes employees dated ITth Apcil, 1972

Retrenchment of employees

Grant of joining time, pay and No. 7T0B-FR-35/8812,
T.A. to temporary Government  dated Sth September, 1955
employee:  rolrenched  [rom
Punjab  Government  offices
and saelected for appoiniment
in another such olfice

Rules of Business

Disposal of work according to  No. TI03-SII(1)-69/22642,
to the provisions of— dated 20th August, 1969

Page No.
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595

496

475

547

587

723

285

547

224

266

637

46

515



Salary Slips

Ensuritig prompt issue of——nand
letters authorising other pay-
munts to officers

Service mattors

Approching Services Branch of
Civil Secsetariat in connection
wilh——

Proper defence of Court cases
or——-

Speaking Orders

Need for issuing——in matiers
affecting rights of the parties
concerted  or  GoOvernment
cmplaveas

Transmission of cuges

-t the Chief Secretary—pro-
cedire regarding

Welcome-arches

Raising of——uon the visit of the
Clhief Ministor

Writ petitions

by Grovernment employees—
writlen statements tp be Filed
by responsible Officers of the
Ciovernmenl.

PENSION
Clearanee Certificate

Issue of—from the Vigilanee
Department

Cut In Pension

Application of Rule 6.4 of Pun-
jab C.5.R. Volume IT regarding
cut in pension—Qbsecvance of
procedure

XX

No. 9092-AS0(S11)-74, dated
Sth December, 1974

No. 9770-1811-75/413,
dated 13th January, 1976

No. 4105-811(5)-76.
dated 6th April, 1976

No. 3973-S11(3)-72/165816,
dated 18th July, 1972

No. 4730-GI-59, datad
25th August, 1959

MNo. 2001-811{3)-72, dated
Jth April, 1972

Mo, 5653-511{3)-70, dated
Jrd Septembar, 1970

No. 124-511(6)-76
dated Tth Janoary, 1976

No. 6994-2(35-63, dated
[3th June. 1963

Mo, 11029-G-54/67008,
dated Sth December,
1954

No, [2603-(3-54/37917,
dated 30th June, 1955
No. 10937-GI1-57/2306,
dated 20th January, 1958
Mo 2TT-1GS-61/8679,
dated [7th March, 1961
No. 6831-6GS-61/23653,
dated 3rd Fuly, 1961

Page No.
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B30

853

650

306

Lok
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191

20




——of Government employees
who are-rotired compulsorily
from service under Rule 5.2
of Punjab C.S.R. Volome 11

Disciplinary action —anticipatory

pension
Taking of Disciplinary ~action

agzinst departmental  authori-
ties who fail 1 comply with
Government opders regurding
grunt of anticipatory pension
to retiring non-gazetted emp-
lovees

Pension cases

Steps to: be taken to finulise——
early

With-holding of pension

——under Rule 2.2 of Punjab
Civil Services Rules Volume 11

POSTS
Classification

——of postsfservices—criteria
therefor

Conversion

——of tempurary posts into per-
mangnt ones

FROBATION
Pay

—to be allowed 1o direct
TeCruits |0 various services
during the period of probation

%xi

MNo. 10019-6GS-61/32534,
dated 13th September,
1961

Mo, §21-6G5-62/7587,

duted [3th Mareh, 1962

Nuo. 7026-S11(3)-72/3104,
dated 29th January, 1973

No. 5245-S11(3)-73, duted
22nd Augost, 1973

Mo, 3578-2G51-066/15840,
dated 24th June, 1966

N, 4820-SH(2)-73/24416,
dated Tth August, 1973

No. 2960-SII(3)-71/17662,
dated Tth July, 1971

No. 6879-8II(3)-72,
duted 21st December,
1972

No. 5633-S11-4(1)-68/19563,
dited 15th July, 1968

Mo, 9875-60G5-63, dated
215t August, 1963

No. 1683-S11(3)-71, duted
26th April, 1971

No. 1683-ST1{3)-71, duted
15th June, 1971

No. 13531-1G8-8],
dated 20th Movember, 1961

Mo, [5574-G-1-36/8603,
dated 19th November,
1956

Page Mo,
218

158
622

695

417

694

604

66l

477

69



XXii

Procedure

——for dealing with officials/
officers placed on probation

Service Rules

Amendment of —— 50 a5 to make
a4 provision for proba-
tionary period at all stages of
promotion

PROMOTION
Ad hoe Service

Counting of——for purpeses of
experience for promotion

Appointment by promotion

lo be mude on merit—ry-
vision of deparimantal
service rule to bring them
in line with the Pumjab
services (Appointment by
Promotion) Rules, 1962,

Departmental Examination

Exemption from the payment of
examination fees in respect of
examinations to be condocted
by Punjub Public Service Com-
mission/5. 5.8, Board

Efficiency Bar

Crossing of efTiciency bar— effec
On promotion

Enguiry
Procedure to be followed iy cases
where  the turn ‘of @n

officer, whose conduct is the
subject of an cUmes up
for promotion, to higher post

Qualifications

Grant of rapid promotions to
officers who go abroad to
improve their qualifications

Fremature promotions

—— to higher selection posts —
starling salary

e

Page No,

No. 8605-GIII-59/17447, 135
dited 13th October, 1050

Mo. 1070-GIT-60/11995, 148
dated st April, 1960

No, 8176-1511-75/4300 B43
dated 5th February, 1976

No. 7978-G{II}-57/21306, 8l
dated 25th October, 1957

No. 14602-7GS-60/46745, 188
dated 22nd December,
1960

Mo, 1637-1S11-75/41597, 523
dated 15-10-1975

Na. 2171-1811.75, By
dited 12th January, 1976

No. 13951-8G5-61/42227, 125
dated 1-12-1961

MNo. 2764-2511-74, 738
dated 22-4.1074

No. 1497-4G5-62/4059, 252
dated 13-2-1962

No. 584-IGS(1)-66/2807, g4
dated 8-2-1966

No. 961-4GS-62/5593, 254
dated 16-2-1962

No. 4175-7GS-61/13942, 196

dated 20-4-1961




Punjab Public Seryice Commission

Consultation with the —in
connection with officlating
promolions, eto.—procedure
regarding

Rules

The Punjab Service (Appointment
by Promotion) Rules, 1962

Selectlon Grade Posix

Reservation for Scheduled Castes/
Tribes and Backward Clusses in

Senlority-cum-merit

Procedure to be followed in

 selection  of  officers/officials
for promotion to higher posts—
greater emphasis on merit than
on semority

XXin

No. L0874-IGSI-65/1653,
dated 8-2-1966

No. 6256-8I1(3)-71 /20750,
dated 12-11-1971

No. 8638-G-53/85910,
dated 28-10-1953

No. 3937-G-54, dated
1=7-1954

No. 9365-S11-4(1)-67/1301,
dated 24-1-1968

No. 1315-811-4(2)-69/12787,
dated 16-5-1069

No. 5403-2811-74/39168,
dated 6-12-1974

No. G.S.R.19-Conist. /Art.
309/62, dated 20-1-1962

No. 1652-SI1{3)-T1,
dated 31-5-197]

No. 9]29-G-56/3964,
dated 17-9-1956

No. 4091-ASTI-60/20836,
dated B-6-1960

No. 6468-G5-60/20806,
dated 17-6-1960

No. 4044-5GS-61/23179,
dated 28-6-1961

No. 8401-4GS-61/33117,
dated 11-9-1961

No. 11057-4GS-61/34501,
dated 25-9-1961

No. 1490-S11-4(1)-68/5269,
dated 28-2-1968

No. 7678-5I1(3)-71,
dated 8-12-197]

Page No.
384

617

27

32

461

503

767 -

241

506

66

174

175

209

216

219

463

622



X%1v
Stepographers—promotion on clerical side

The Punjab Civil Szrviosa (Pro- No. GSR.10-Const. (Art,
motion of Stenosraphors and /a1, dated 26-12-1961
Stena-typists) Rules, 1961

Mo, 5912-1GSH-65, dated
20-E2-1965

Mo 176-811{3)-71, dated
12-1-1971

PUNISHMENT AND APPEAL

Allepations

—popinst  mndividugl Govern» No. 723-BGS-62/1501,
menl emplovees in the press— duted 15-1-1962
action to ke taken in the cass of
Government employees involved Wo.  4063-DSGS-64/
in lepal proeedings—provision 12488duted 10.4-1964
for legal and Tinancial assistanoe

Appeal
The Punjab  Civil Services No. 204-G01-2S7I-75,
(Panishment and Appeal) Rules, doted 29-1.19T6
1970—Rule 14 thereof— provi-
gion regarding

Censure
Distinction between: warning and No. S0TB-GS-61,21489,
congune dated 20-6-1961

No. 267-2811-75/9435,
dated 24-3-1975

Deparimental Action

——in cases referable to law No. 35391-GS-61/14511,
Courts dated 24-4-1961
Expeditious disposal of cases Mo, 7820-6GS-63/21608,
involving financial Hability of dated 27-6-1963
Government — Delay in taking
Over-stayal abroad of Governmont Ne. 632-2811-74/11607,
employees om  study  lsave dated 11-4-1974
beyond a period of five yoars —
Departmontal action against.
Departmental eaquiry
Disciplinary proceedings— Cases  No. 21B0-5I1(3}-72, dnted
of alleged victimisation relating 19-4-1972
to the office bearers of Punmb
Subordinate Servives Federation No. 6790-SII(3)-73, dated
and other employees in conneation 8-2-1974
with the sgitation for [ulfilment
of their demands

Pape No,
227

376

3E9

1%}
L
=21

343

839

308

736

638

731




E:p:d:hnu& finalisation : a—
against Government emp uym:s—
delay on account of
quiry Officers: —-avmd:mm-
thereol

Fix:l!ﬁnn of time-limit 1 cases
M —

Grant of honoranum to  the
Inguiry officers appointed th
conduct —— against  Govern-
ment employees

Permasston t0 Governmeni  em-

ployees 1o engage a legal
practitioner to present his case
before the Enguiry Officer in
vonneotion with — |/ disciplin-
ary proocedings

Safisfaction of the Governor that
in the interert of the security of
the State it is not expedient
to hold an inquiry.

The Punjab — — (Power) Act, |953

Question of initiati fresh pro-
ceedings of enguiry on which
the Govermment employes is
acquitted by the competemt
authority in the first instance

Supply of copies of documents o
the delinquent officiale in— -

Treatment of cases of Government
employees not fully exonerated
m— ..

Departmental Proceedings

Departmental proceedings —Ex-
fracts from the Judgment of
the High Courte and Supreme
Court

Dismissal
—— of Government employees on
gnnyiction

I'.‘ﬂ"ﬁmwnu%
Crossing of efficiency bar —
effect on imposing punishment

XXV

No. 1ZI7-811@R7 39131,
dated 17-3-1973

No. 12277-V(1)-59/13470,
dated 10-12-1959

No. 7543-8T1(3)-71/30893,
dated 26-11-1971

No. 3746-5112)-72/1RT70.

dated B-8-1972

No. H835-2511-75/51895,

dated 15-12-1975.

Ny. 5970-SH(3)-
ilated 18-0-1977

No. 3M43(GO1)-288-7¢
duﬁ.m 6 '

No. 6888-G-35/16442,
dated 15-6-1955

No. 2333-811(3)-72,
dated 24-4-1972

No. 3746-8H{3}-72,
dated 16-10- 191""

No. 6613-GI1-58/20250,
dated 7-7-105

No. 2886-STI(3)-70/9116,
dated 20-5-1970

No. 4819-G-11-57/11919,
dated 8-7-1957

No. 2764-28I1-74,
dated 22-4-1974

Pags No.
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620
n&2

k31

697

A4l

639

58
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XV

InefFiciency

Recognition of —— a5 a _ ground
for the imposition of major
penalties

Penaliy

Proceedings onder Ruole 10 of
the Punjab  Civil Services
{Punishment and Appeal) Rules,
1970—Indication of a specific

Punjab Public Service Commission

Diefects in cases referable to
relating to punishment and appeal

Re-imbursement

Re-imbursement to  Government
employees of the cost of mvesti-
gation into their cenduer

Re-instntement
Admissibility of pay and
allowanees of Government
gmployess on —.
Review
The Punjab Civil Services
(Punishment and Appeal)
Rules, 1970——Clarification
of Rule 21 regarding——
Ruies
The Punjab Civil Services ,

(Punishment and Appeal)
1970

Suspension

Entry of supended Governmment
cmployees in their respective
olfices

Permission to  leave the head-
. quarters during—

Regularisation of the period of —
of the employees  suspended in
copnection withthe strike on
12, 13 and 14th Janunry, 1971

Page No
M.  2468-SH(6)-6T/32038, 456
dated 29-11-1967
No. T028-S11{3)-71/20619, 619

dated 24-11-1971

No. 2031-S{I1)}-4(2)-60/2064, 501
doted 28-4-1969
No. 7532-DSSINZ)IT3, Tlg
dated 9-11-1973

No. 5222-Gill1-59/15303, 133
dited 17-8-1959

No. 5213-60G3-63/23036, 332
dated [6-7-1963

No. 1173-BI0{3)-72, &40
dated 25-4-1972

No. 253-GOT-2511-76/ HBD
23578, dated

35-6-1976.

MNo. G.8.R.AT/Consti/Art. 553
i87, 309 and 318/70,

dnted 3-9-1970

No. 0136-GII-57/11662, 81
dated 2.1-1958

No. 3161-GIHL-6071 2446, 150
dated 13-4-1960

No. 2179-811(3)-72, G648

‘dated 9-6-1972




XXVil
Speady disposal of cases of Govern- No, 1611-GIT-59/5697,
ment employees under—— dated 5-5-1950

No. 3624-G5-61/14507,
dated 21-4-1961

No. 19142-D5GS-64/1515,
dated 18-1-1964

No, 298-3GS1-66/2190,
dated 16-2-1966

No, 495-811(3)-73,
dated 13-2-1973

No., 3520-ST1(3)-73,
dated 26-6-1973

No. 4807-S11(3)-73/23556,
dated 30-7-1973

No. 2568-2S11-74,
dated 15-4-1974

No. 4268-2511-74,
dated 21-6-1974

No. 5357-28T1-74/22787,
dated 24-7-1974

No. 6458-25114-74,
dated 22-8-19-74

No. 6560-2511-74,
dated 19-9-1974

No. 8946-2811-74/43784
dated 1-1-1075

No- 5072-2811-Ts,
dated 8-7-1976

——of Government employess—  No. 2581-ACC-54/664,
criteria tharefor dated 27-9-1954

Travelling Allowance

Fixation of quantum of punish- MNo. 2053-ACD-35/753,
ment in cases relating to false  dated 22-8-1955
drawal of —

Reciproeal arrangement with No. 1109-S1(3)-70/5106,
other Governmen! in repard ta  dated 1-3-1970
payment of travelling and other
expenses to witnesses in depart-
mental enquiries— Government
of Tamil Nadu

Pags No.
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33
385
668
686
694
738
743
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754
762

769
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Warning

Distinction  between -— - and
Censure

Placing of — oo personal file

of Government employoees-
procedure

RECRUITMENT
A dhoc Appointment

Ad-hoc_appointment — Issue of
cartificate of experience

Appointment of persons  on
adhoe basis not possessing
qualilications/experience _ng
proscribed in the Rules

Question of continuance of ——
without the approval of
Commizgion/Board

Age

Bmployment of ex-servicemen in
State Services-- relaxation of

Employment  of handicapped
peraots in the puble servies
relaation of —

Minimum — - for entey dote
(avernment service

Relazation of——limit for entry
inta Government service for
tertain categories of married
women

Xxviii

MNo. 5078-GS-61/21489,
dated 20-6-1961

No. 267-2SM1-75/9435,
dated 24-3-1975

MNo. 1724-8T1(3)-71,
duted 8-6-1971 .

No. 6696-S11(1)-73/573,
dated 24-1-1974

No. 267-2511-75/9435,
dated 24-3-1975

Mo, DBT2-STI(2)-73/3134,
dated 30-1-1973

MNo. T832-18T1-74/40507,
dated 4-12-1974

No. 1871-STI(3)-71,
dated 20-6-1971

No, 3737-SII(AS0)-74,
dated 20-B-1974

No. 261 7-SH(5)-76
dated 24-5-1976

Mo, 9319-P-51/124.
dated 18-1-1952

No. 9393-3GS-62/21465.
dated 19-7-1062

Mo. TB33-TGS-60/33698.
dated 21-9-1960

No. 2417 S5GSTI-66/1024%

dated 4-3-1966

No. |6781-3GS1-62/ 19468,
dated 5-11-1962

No. |5003-G-55/75504,
dated 23-11-19853

MNo. 4629-G11-38/67584,
dated 25.8-1958

Page No.
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B66
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XMIX

Mo, 2572-0G8-62/8884,
dated 21-3-1962

No. 19982-3GS+62/45907,
dated 27-12-1962

No. 15717-4GS-63/47723,
dated 31-12-1963

No. 2010-811(3}-71,
dated 25-5-1971

No. 6220-STI(3)-71,
dated 16-9-1971

No. 5889-1511-76/21511,
dated 11-6-1976

Relaxation of—in the case of No. 9319-P-51/124, dated
retrenched employees 18-1-1952

Relaxation of ——in the ciseof No. 510-3GSI-66/4597.
persons appoinied on ad hee  dated 8-3-1966
basis

No. 123(GOI6)-STI(3)-72;
18828, dated 28-7-1972

Upper——limit for recruitment  No. 2751-GII-58, dated
to Stute services 3-7-1958

No. 4637-SI1(3)-72/19939,
dated 10-8-1972

Application/Exnmination Fee

— —to be chareed by the Punjab No. 1636-S11(2)-71/10492,
Public Service Commission dated 28-4-1971

Concession 1o Released Armed No. 7633-DSSII(I)-73,
Forces Personnellex-service- dated 16-11-1973
man in the matter of payment
n N ek g

Concession to Scheduled Castes! Mo, 7742-3G5-63/22947
Tribes and Backward Clusses  dated 18-6-1963
in the mmiter of pavment of

Appreaticeship

fmolementation of the——Act No, 7463-3811-75/41615,
1961 —Appointment of Ap-  dated 17-10-1975

prentices

Page Mo.
259

339
504
614
&70
16
387
651

92

593

T24

an7

524
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Training of Clerks—Initigl re-
cruitment on———hasis

Character and Antecedents

Verification of—of candidates
selected for appointmemt to

civil posis
Verification of ——of person
appointed in  the Various

public secror uny ertakings,
Quasi-Government
tions, autonomous bodies ele.
under the control of the State
Governmen,

Departmental Committees

Entrustment of the work of
recrurtment of subordinate
services fo the Departmenta |
Committecs— Procedure regar-
ding

Organisa-

Page No,

No. 8522-GS-61/27256, 212
dated 1-8-1961

Mo, 7554-10GS-64,39008, 355
dated §5-12-1954

Mo,  1757-GSII-65/6393, 359
dated 3-3-1965

No, 3069-10GS-64/11669, 363
dated 6-4-1965

No. S5692-TGSH-65/27838, 373
duted 9-8-19865

No. 5|T3-IGSH-5&,’249‘53, 435
dated 19-0-1956

Mo. 7721-811(4)-57/30748. 454
dated 8-11-1967

Mo. 1543-8T1(1})-68/5724, 465
dated 1-3-1968

No. 63-SIT-4(1)-69/1120, 492
dated 13-1-1960

Mo. 1975-SI1-4(1)-69, 459
dated 13-3-1969

No. 9074-ASII-61 /45279, 230
dnted 28-12-1951

No. 2638-SII{6)-68 /8839, 467
dated 4-4-1968

No. 1396-511(6)-69/7462, 409
dated 17-3-19a69

No. 124(GO0N-2511-74, B35
dated 26-4-1974

No. 5848-SI1(2)-71/23655, 610
dated 6-9-14971

Mo. 6428-511(2)-T1/24659 613
dated 15-9-1971

MNo. T712-SII(2)-72/T097, 633

dated 7-3-1972

Nao. 7949-SII(ASO)-75/42317,

dated 29-10-75




Eligibility Page No

Appointment of Tibetan refu- No, L100-10G5-63/4707, 284
gees to services and posts—  dated 6-2-1963
eligibility for employment :

Nationality and domicile for No, 18072-10GS-62/45092, 279

TecTiitment in services * dated 27-12-1962
Recommendation of National No, 779-SI1(6)-69/8308, 500
Integration Council—Com-  dated 22-3-1969
milles
Examination
Holding of combined——for re- No. 533-GII-59/11327, 107
cruitment on similar posts/ dated 18-4-1950
RETVICES
MNo. 671-GI1-60/7882, 146
dated 11-3-1960
. No. 391-3GS-62/1443, 234
dated 11-1-1982
No. |17999-3GS-62/42246, 275

dated 24-11-1962

No. 18854-3GS-62/44893, 21
dated 17-12-1962

No. 9578-3GSI-64/410035, 356
dated 31-12-1964
Half a Million Job
Seheme formulated under—— No. 965-STI(2)-74. dated PE S
Programme 1973-74 6-3-1974
No. 3173-SI{ASO)74/ 74
17435, dated 29.5-1974
Joining Time
Fixation of period for joining No. [13178-4GS-61/41501, 225
appointments dated 23-11-1961
No. B388-4G8-62/24631, 265
dated 1-8-1962
MNo. [036-1GS(1)-65/13310, 358
dated 3-3-1965
Medical Certificaie of Fliness
——on first entry imto Govern- No.  3863-GII-56/10417, T0
ment servioe dated 1-2-1957

No, 9392-1811-75. §a3
dated 19-12-75



KXEN

Methiod and Procedure for Recroit-
ment
Assessment of —and sclection
by the Punjab Public Service
Commission—Annual Depart-
mental review during the
first three years of service om
the work and quality of
afficers recruited  through
“ommission
Filling up of vacancics of Clerks
in "A’ class offices of Punjab
Government
Fay

Fixation of———o0f new entranis

Personal Daty

——of Government employees—
collection of
Priovity

Grant ofl—1for employment io
handicapped persons

Grant of——for employment of
inmates of Homes/Infirmarics
Graot of— to ths migrants
from Burma and Ceylon for
absorption in posts under State
Government
—list for various categorics
of persons for employment in
State services

Procedure
———10 be followed when a relative
of any member of the gelection
Board/Commitice presents him-
salf as candidate for appoint-
ment to the public service/post

Re-appointment
— —of temporary Govornment
gapvants when their services
am_temu'natcd under terms of
their employment

Mo, 10918-G-53/8033,
dated 12-2-1954

No. S977-1SI1-75/35371.
dated 17-9-1975

No, 5622-1GSIL-65/32342,
dnted 20-9-1965

Nu. G643-AS1L61/8010,

dated 6-3-1961

No. 5165-5GS-66/27082,
dated 20-10-1966

No, S5200-7GII-59/6949,

dated 10-7-1959

No. 2948-ST1-4(1)-69/
17008, dated 27-6-1969

No. BO(GOT)-SII(3)-73/
12092, deted 1§-4-73

No. 13928-4G5-61/44512,

dated 14-12-1961
No. 5825-SI1(4)-66/897,
dated 23-11-1066

No. 80{GOI)-SI(32)-73/
12092, dated 18-4-1973

No. 9623-811(6)-75/51897,

dated 15-12-75

No, 8033-8II(ASO)-75/
42160, dated 10-11-75

No.  S747-GIL-58/37663,
dated 19-12-1958

No. T7441-5GS-60/41343,
dated 10-11-1960

PMage No.

Fo

177

191

436

129
SO 6
hib6
227

439

676

Bi2

827

102




Recruitment
Exclusion of posts from

Ii-i

the No. 2812-GII-58/49605,
purview of the Punjab Public
Service Commission/Subardi-

dated 27-6-1958

nate Services Selaction Bonrd, MNo. [1718-G11-59, dated

Punjab
——through Punjab
Board, Punjab

12-1-1959

Fublic NWo. 7516-G-54, dated
Bervice CommissionfS. 5.8,

17-12-1954

No. 16424-G-55/19030,
dated 16-3-1956 :

No. 1625-G-56{19079,
dated 16-3-1956

No. 5096-GII-57/70813,
dated 12-8-1957

MNo. 3604-GII(8)-57/21982,
dated 2-11-1957

No. 4576-GII-58/34387,
dated 12-11-1958

Mo, 7414-GIT-58/3853,
dated 17-2-1959

No. 8260-GII-59/13735,
dated 4-9-1959

Neo. 159-GII-60/11007,
dated 11-4-1960

No. 8770-GS-60/31537,
dated 31-8-1960

No. 5281-4GS-61/21179,
dated 19-6-1961

No. 18427-3GS-62/43145,
dated 5-12-1962

No. 7918-3GS-63/26112,
dated 31-7-1963

No. 8176-SII-4(2)-68/33615,

dated 28-10-1968

No. 3565-SII(ASO)-74/
19093, dated 17-6-1974

No. 4464-7SI1-76/22164,
dated 28-6-1976

Fuge No.

104

b5

78

82

100

105

132

149

178

204

276

334

486

742

879




KXXIV

Regulwrisation of services

——of emplovees recruited on
ad koc basis

Reservation

——of seats for outstandi
sportsmen in technical/medi-
cal institutions and in secvice
of State Government

Reservisin

Re-cmloyment of.
ment service.

RE-EMPLOYMENT/EXTENSION
Re-employment/ Fxtension

in Govern-

Greant of——in service to Go-
vernment employees on or
after attaining the age of
fupsrannuation

No. 1726-SI1-4{2}-69, dated
3-3-1969

No. 2600-STI-4(2)-69/14189,
dated 22-5-1969

No. 279-8T1(3)-73/3046,
dated 29-1-1973

No. 1753-811(2)-73/1 2067,
dated 19-4-1973

No. 2760-SI1(3)-73, dated
15-5-1973

No. 4150-STI(2)-73/22501,
dated 21-7-1973

No. 6100-S1I(3)-73, dated
26-9-1973

No. 8037-SI1(3)-73/33658,
dated 20-11-1973

No. H330-ST1(2)-73/36811,
dated 1-12-1973

No. B8042-STI(ASO)-74/
38357, dated 20-11-1974

Na. 4419-S11(6)-75/30050,
dated 11-8-1975

No. 10266-3GS-61/1134,
dated 11-1-1962

No. 7954-DSGS-64/31831,
dated 9-10-1964

No. 8506-1811-75/474,
dsted 28-1-1976

No. 5142-3GS-63, dated
25-5-1963

No. _ 727-SI1(4)-67/4841,
dated 17-2-1957

Mo. 1484-5T1-4(1)-68,/6710,
dated 12-3-1968

Paga Xo,

498

503

680

682

652

698

725

727

763

807

232

351

838

304

442

466




XXXV
_ Paee No,
Grant of——in service 1o Go- No. S5167-SI1-4(1)-69/ 509
vernment employees on or 19273, dated 17-7-1969
after attalming the age of
superannuation—conel No. 1469-SI1(2)-73/7690, 671
dated 7-3-1973.
Na, 4099-SH{AS0)-74/ 152
24403, dated 31-7-1974
No. 7869-SI{ASO)-75/ 826
41458, dated 29-10-1975
No. 4060-8511-76, dated 853
23-4-1976 '
No. [1383-SII(8)-76/19326, 262
dated 19-5-1976
No. 5593-8511-76/30188. 885
daled 29-7-1976
Grant of—in service to No. 3B73-SI{ASO)-75, 783
gmployees of  Corporate  dated 11-6-1975
Bodies/Boards/Banks, ete.
No. 266(GOT)-SI{ASD)- 813
75, dated 23-9-1975
REPRESENTATIONS FROM
GOVERNMENT EMPLOYEES
Memorinls
Framing of ——Rules .. No. 9369-G-51/1-681, 17

dated 12-2-1952

——against adverse remarks .. No. 2180-4GSI-66, dated 412
10-5-1966

Representations
Dealing with the petitions, No. [1151-S11{3)-70, dated 525
memarials and——-received by 17-2-1570
tho President of India

Instrictions re ing dealing No. 4362-811(3)-70/17135, 551
with——and gﬁirlfg replics to dated 14-7-1970 /

the representationists
No. 2890-511(3)-71, dated 597

31-5-1871
Na.  3T83-BLL(3)-73/27202, 696
dated 31-8-1973
——from  wives/parents of MNo. 5201-8GS-62/12393, 262
officers/officials dated 24-4-1962
Submission of —and advance No. 9872-5GS-62/29821, 266

copics thereof by Govern- dated 28-8-1962
ment employees

No. B482-DSGSI-65/34106, 378
diated 19-10-1965
No. 6936-SII(3)-73, T4
dated 22-10-1573




XxxVi

RESIGNATION BY GOVERNMENT EMPLOYEES Page No.
Leave ;

Grant of—— —during notice  period No. 4455-IGSI1-65/26145, 373
dated 12-8-1963
Permanent Government Employees

Resignation by——. No. 4971-GII-58/74171, 95
dated 22-9-1958
Purely Temporary Govermment Employess

Resignation from service by——— No. 6772-I0G5-64/1923, 3s7
—period of notice dated 18-1-1963
Temporary Government Employees
Resignation from service by—— No. 1276-3-52, 23
—period of notice dated 5-3-1952
No. 8845-G-54/29154, dated 34
12-10-1934
No. 2727-G-55/31719, dated 39
4-6-1955
No. T464-G11-58/8003, dated 106
3-4-1959
No. 12545-GII-60/2339, 143
dated 25-1-1960
Na. 2073-TGII-60/9530, 47
dated 24-3-1560)
No. 6023-TGS-60/25338, 174
dated 26-7-1960
No. 3497-1GS-62/7965, 257
dated 9-3-1962
No. 7868-1GS-63, 380
dated 23-11-1965
No. 1068-SII{6)-65/5780, 406
dated 27-2-1969

No. 196-(GOI)-2S11-74/44174, 770
dated 9-1-1975

No. 344(GOI1)-2511-76/34876, 889

dated 13-8-1976
RETIREMENT
Age
Raizing of—aof retirement No. 5410-3GE-63/11926, 254

dated 28-3-1963




AXXVI

Compaisory/Prematore Retirement Page No.

Findings ways and means to deal No.. 8562-G-55/16922, 40
with unsuitable officers in a dated 25-6-1955
more expeditions manner than

at present No. 1707-G-TI(C)-58/9255, 87
dated 1-4-1958
Mo, 55-GI-59/1344, 103
dited 3-1-1959
Procedure and criterin for dealing No. 14089-3GS-63/35196, 333
with cases for—— dated 16-8-1963
No. 4776-3GS(T)-64/ 15823, 346
dated 21-3-1964
No. 5582-3G51-65/21354, 366
dated 11-6-1965
Mo. 3228-511(2)-T1, 598
dnted 3-6-1071
No. 2018-SI1{2}-71/16458, 601
dated 30-6-1971
Mo, 4147-SH(2)-71/17956, 608
dited 12-7-1971
No. 7496-5H(2)-T1, 621
dated 20-11=1971
No. 2019-S11(2)-72/12411, 4
dated 25-5-1972
MNo. 216(G0O1)=-25811-75, 797
dated 22-T-1975
MNo. 5240-2511 75, 802
dated 23-7-1975
No. 6520-2801-75/38581, 315
dated 26-9-1975
Wo, 8767-25001-75/45614, 828
dated 21-11-1975
No. 1579-2811-76/7791, 545
dated 15-3-1976
No. 4431-25H-76, 857
duted 284-1976
No: 179-GOI-2511-76, 868
dnEeui 31-5-1976
No. 6785-2811-76/33543, BR7
dated 12-8-197
Mo, 6106-2G8-76, g9l
dated 27-8-1976
The P_nnjnb Civil Sorvives (Premature MNo. GSR. 76/Const./Art. BO3
Retirement) Rules, 1975 309/75, dated 28-7-1975
Efficiency Bar
Crossing of efficiency bar—eficet  No. 2764-2511-74, datcd 738

gn compulsory relirement 12-4-1574




xxxviil
Enguiry Page No.

Protedure (o be followed in No. 1497-4G5-62/4059, 252
cases where the turn of am  dated 13-2-1962
officer, whose conduct is subject
to—— comes up for retirement

Integrity

Effect ol adverse remarks No. 2013-SIK2}-T1/16458, 601
regarding——on  the retirement dated 30-6-1971
of & Government employee at the
ape of 55 No. 2019-SII{2)-72/12411, fid4
dated 25-5-1972

Permission

Grant of——TJor commercigl  No. 610g-8511-76/22119, 8§73
employment of Government dated 14-6-T6
emyloyess within two years of
rétirement.

SENIROTIY —FIXATION OF
Diirect Recruitment

Determination of seniroity of candi- No, 946-4GS5-62/§282, 258
dates recruifed through the Punjub dated 15-3-1062
Public Service Comsiission/S.5.5.
Board Me. 16355-8G5-62/42251, 274
dated 24-] 1-1962
Ex-Cadre post

Fixation of senirotiy of Government No. 6876-S11-4(1)-69/23629,
criployees appomied sgainst  dated 2-9-1969
ex-Cadrefisolated posts which are
subsequently included in regular
cadre

Ly
iy
LA

Principles
—— 10 be followed in the fixation No. 1745-1511.76, dated 850

of sgpiority of Government 2-4-1976
employocs

Temporary service

Counting of purely—for purposs No. 1028-GlI-37/27804, T2
of seniority dated 29-3-1957
No. 8924-GI1-59/21613, 138

dated 23-10-59




Transfer

Determinntion of  seniority of
Government employees who are
recruited by——Ffrom other Depari-
ments.

SERVICE RULES

Appointment by Promofion

——10 be made on merit-revision
of Departmental Services Rules
to bring them in line with the
Punjab Services  (Appointment
by Promotion) Rules, 1,62

Principles of Appoiniment

Determination of -principles to be
followed for appomtment io
civil posts under Article 320 of
thke Constitution of India

Probation

Amendment of Service Rules so
as to make provision for
probationary period at all singes
of promoiton

Procedure

Recrumitment and  comditions  of
service—Rules relating  to  various
Departments of the Punjab  State
—for finalisation of Service
Rules

Ratio of each method of appointment

Appointment by direot  regruitment,
by promotion and by transfer
——to be prescribed in the
Serviee Rules

&

Xxxix

Na. 7957-1GSI-65/35111,
dated 20-10-1965

No. 9171-1811-75, dated
12-1-1976

No, 3028-3G8-62/19037,
dated 11-6-1

No. 11034-30G8-62/34530,
dated 26-9-1962

Mo. 6756-1511-74,
dated 16-3-1974

No. 7978-G(I1}-57/21306,
dated 25-10-1957

No. 14602-7GS-60/46745,
dated 22-12-1960

No. 6029-G5-60,
21-6-1960

Mo. 7503-8H(3}-70/1728,
dated 20-1-1971

No. 6780-DSSH{2)-73,
dated 5-11-1973

Mo, T563-5811-74,
dated 5-12-1974.

Ne. 27H{QO1)-811(5)-76,
dateds 27-5-76

No. $217-SI1-4(1 }-68/31257,
dated 10-10-196{63

Page No,
79

834

263
pi |

759

gl

188

176
590

704

T66
RET7

485




Relaxation

Rules relating to the powers of State
Government to dispense with
or relax the regquirement of any
Rule regulating the conditions of
service of Government employees

Rules

The Demobilized Armed Forces
Personmel  (Reservution of
Vacanscies in the Punjab’ State
Noo-Technical Servies)}——,
1968

The Punjab Government Employess
{Conduet) Rules, 1966

The Mcdel Service—, 1973,

The Punjab Civil Services (Prema-
ture Retirement) Rules, 19735

The Punjab Civil Services (Promotion
of Stenographers and Steno-

typists}—— 1961
The Punjab Civil Services (Punish-
ment and Appeal)— 1970

The Punjab Government National
Emergency (Concessions) ——1963

The Punjab Service {Appumtm-r.m
by Promotion)——, 1262

The Punjab  State (Class
Service— — 1963

V)

xI

No. 2122-DSGS-63/38118,
dated 27-11-1964

No. 3502-IGSII-66/16434,
dated 22-6-1966

MNo. 3565-1SH-75/20396,
dated 5-6-1975

No. 7737-1811-T6, dated
26-8-1976

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

No. GSR. 45/Const./Art,
309/Amd. (I} 76, dated
3-5-1975

No. GSR. 143/Const, /Art,
309, and 318/66,
duted 5-7-1966

No. 6780-DSS11(2)-73,
dated 5-11-1973

No. G3R. T6/Const./Art,
309/75, dated 28-7-1975

No. G.8.R. 10/Const.[Art.

309/62, dated 26-12-1961

No. GSR. 87/Const.fArt.,
187, 309, and 318/70,
dated 3-9-1970

No. G5R. 160/Const.[Art,
309/63, dated 20-7-1965

No. GSR. 19/Const. /Art,
309 /62, dated 20-1-1962

Nb. GSR. 123/Const. [Art.

309/63, dated 23-5-1963

Page No.

35

416

781

850

475

875

417

708

803

227

553

369

241

295
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TRAINING
Procedure
——for the selection of candidates for No. 91 38-P-60, dated
Post-gradute Training  or- - 28-11-1960
Technical Training in Indisfor -
abroad No. 2855-STI-4(T)-69/15429,
dated 3-6-1969
No. B726-STI-4(1)-69/28431,
dated 24+L0~ 1969
No. £118-7511-76/22160.
dated 11-6-1976
TRANSFERS OF GOVERNMENT EMPLOYEES
General Principles
—— to be observed in muking pos- No. B954-5G5-60/36627,
tings and transfers dated $-10-1960
No. 15905-2G5-60/46567,
dated 19-12-1960
No. LOB1-SIT-68/9785,

dated 8-4-1968;

No. 8285-SI1-4(1)-68/33528

dited 26-10-1968

No. 6519-S11(1)-69/20180,
dated 22.7-1969

No. 2568-ST1(2)-73/13387.
dated 28-4.1973

No. 2974-ST1(2)-73/16001
dated 24-5-1973

No. 3569-SII(ASO)-74,
dated 18-5-1974

Leave

—on medical certificate at the time  Mo. 8522-G1-59/19]57,
of postingsfiransfer of & - dated 26-10-1959

Government servant
Posting and Transfers

—of Heads of Departments No. 5EB5-3IT1—69/24754,
dated 17-9-1969

Page No.

185

505

518

872

1g2

138

470

486

511

figl

6A3

740

136

slg




Postimg in Home District

Posting of gazetted officers in their
home districts

Serlons illness

Procedure to be  followed in  the
event of Government officers/
pificials returning to duty afler
having suffered from seTious
iliness

Tenure

Fixation of——of  Secrotaries)
Heads of Departments/Deputy
and Under Seorctaries/Com-
missioners/ Deputy Comumis-
slomETs

1522/ CS—Govt Press, Chd.

xlii

No. 1224-811-4{1}-T0/3976,
dated 20-2-1570

No. 2423-1G5-(1)}o4/12900,

dated 27-4-1964

No. 3734-IGSIT-65/17769,
dated 27-5-1965

Page MNo.
26

365




