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5. These instructions may kindly be brought to the notice of 
all concerned under your control for compliant, 

Copy of Punjab Government circular letter No. 7/15/78-2PP/1999, 
dated 24th April, 1979, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Grant of one premature increment to the non-gazetted 
employees who did not participate in the strike on 8th 
February, 1978. 

I am directed to say that in Punjab Government Circular letter 
No. 4548-2PP-78, dated the 16th June, 1978. a decision was con-
veyed, inter aiia, for the grant of one premature increment to those 
non-gazetted employees who did not participate in the strike on 
8th February, 1978. This benefit was, however, not extended to 
those who had reached the maximum of their scales of pay on or 
before 8th February, 1978. Government has considered the matter 
further and decided that those non-gazetted Government employees 
who were stuck at the maximum of their scales of pay on or before 
8th February, 1978, and also attended office on 8th February, 1978, 
thereby not participating in the strike, should be allowed the 
benefit of one premature increment w.e.f. 8th February, 1978, in 
the form of personal pay equivalent to the amount of increment 
last drawn in the scales of pay on or before 8th February, 1978, 
in terms of rule 2.47(b) of Punjab C.S.R. Vol. I, Part I, notwith-
standing the fact that they had not remained at the maximum of 
their scales of pay for five years as mentioned in rule 4.1 ibid. 

2. This issues with the concurrence of the Finance Depart-
ment as conveyed,—vide their U.O. No. 10/3/78(4199)-IFR, dated 
20th December, 1978. 

3. Necessary action in the light of the above decision may be 
taken at a very early date. 
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Copy of Punjab Government circular letter No. 6/201/78-PP/2315. 

dated 4th May, 1979, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Depart-

ments, etc., etc. 

Subject—.Regularisation of services of ad hoc employees—Clarifi-

cation regarding. 

I am directed to invite your attention to the instructions issued 
from time to time regarding the regularisation of the services of 
ad hoc employees, particularly those contained in Circular letters 
No. 279-S11(3)-73/3046, dated 29th January, 1973 and 4561-3GSI-77/ 
18051, dated 3rd May, 1977. Some points raised by certain Depart-
ments in this behalf are clarified as under :— 

ki) Whether those ad hoc employees who were not recruited 

through Employment Exchange or by any advertisement 

can in any way be regularised. 

In this behalf, instructions contained in circular letter No. 
6/127/78-PP/45, dated 5th January, 1979, may be complied with. 
These instructions reiterate the conditions about recruitment 
through Employment Exchange except in the case of work-charged 
employees who were later on appointed on ad hoc basis in regular 
establishment. 

(ii) Whether those ad hoc appointments which were origin-
ally made by an authority not competent to make the 
appointment, can be regularised. 

In these cases, the competent authority should now scrutinize 
such appointments and if these are found to be in order and the 
prescribed conditions are fulfilled, the competent authority may 
issue revised appointment orders with retrospective effect, i.e., 
the date from which the original appointments were made. 

(iii) Whether the services of those ad hoc appointees can 
be regularised who did not fulfil the conditions of know-
ledge of Punjabi up to Matriculation standard according 
to the instructions of the Department of Education 
(Language). 

If the employees concerned are holding technical posts they 
may be given six months time for acquiring knowledge in Punjabi 
which may be tested by the competent authority as laid down in the 



1. No. 3107- 
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instructions issued by the Department of Education (Language) 
but if they are holding non-technical posts, the appointing autho-
rity concerned may now give the test of the employees. Instruc-
tions of the Department of Education (Language) contained in cir-
cular letters re/erred to in the margin may be kept in view and 
a clearance may be obtained where necessary from the said depart-
ment in the light of these instructions. 

Whether the services of the ad hoc employees of the follow- 
ing nature can be regularised : 

(iv) having breaks in service which cannot be condoned ; 

(v) not having the qualifications prescribed for the post ; 

(vi) not fulfilling the condition regarding age at the time of 
first recruitment ; and /or 

(vii) not having satisfactory work and conduct. 

Since such employees do not fulfil conditions which are essen-
tial, their services cannot be regularised. They should be replaced 
by duly qualified candidates immediately on a regular basis, if 
possible, and on ad hoc basis if absolutely necessary. However, in 
respect of employees falling in category (iv) above, their services 
may be terminated as and when the candidates selected on regular 
basis join. 

(viii) Whether the services of those ad hoc employees should 
also. be  regularised, who were working on ad hoc basis 
and were in position on 1st January, 1973, 31st March, 
1977 as the case may be and fulfilled the prescribed con-
ditions but whose services were terminated by default 
without processing their cases for regularisation of 
services. 

Those employees whose services have been terminated bet-
ween the period from the appointed date to the issue of the rele-
vant instructions but who had completed a minimum of one 
year's service on the said date should also be considered for regu- 
larisation, if they have not been already selected for regular 
appointments against some other posts. 
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Attention is also invited to the following extract from instruc-
tions No. 4426-6/133/78/3PP/17898, dated the 1st June, 1978 

"The Services of ad hoc employees not covered by the circu-
lar, dated 3rd May, 1977, should be terminated as and 

when the candidates recommended by the Punjab Sub-
ordinate Services Selection Board etc. repoit for duty." 

2. In the light of the aforesaid policy, it is clear that the ser-
vices of those ad hoc employees who fulfilled the requisite condi-
tions for regularisation of their appointments were not to be ter-
minated. If services have been terminated in such cases by default, 
that may not deprive the employees concerned of the regularisa-
tion of services. The question of regularisation of their services 
may be considered and suitable intimation be sent to them unless 
they have since been absorbed on a regular basis in some other 
department. 

Copy of Punjab Government circular letter No. 8/20/79-PP/3313, 
dated 24th May, 1979 from the Department of Personnel and 
Administrative Reforms addressed all Heads of Departments, 
etc., etc. 

Subject.—General policy regarding postings and transfers of Punjab 
Government employees. 

I am directed to refer to Punjab Government instructions 
issued,—vide circular letter No. 8/20/79-PP/1759, dated the 19th 
April, 1979, on the subject noted above and to say that on account 
of repolling in some parts of the Ferozepur Parliamentary Consti-
78-PP/2549, dated the 9th May, 1979, that the transfer of officials 
tuency, instructions were issued,—vide Circular letter No. 8/110/ 
dealing with elections including Police officials should be avoided 
up to 13th May, 1979 or any other date which may be communicat-
ed to them by the Chief Electoral Officer, Punjab or the Election 
Commission of India so that the repolling in the said Constituency 
is conducted smoothly. I am further to inform that in view of the 
ensuing Municipal Elections scheduled to be held in the State on 
10th June, 1979, this matter has been considered again and it has 
been decided that the general transfers of Punjab Government 
employees may this year be ordered only between 11th June, 1979 
to 30th June, 1979 so that Elections to the Municipal Committees 
in the State can also be conducted smoothly. In other words no 
general transfer be effected till 10th of June, 1979. If any transfers 
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have already been ordered these should be given effect to only 
after the municipal elections are over. I am, therefore, to request 
you that suitable steps may kindly be taken by you accordingly, so 
as to complete the general transfers of the Punjab Government 
employees up to 30th June, 1979. 

2. These instructions may also kindly be brought to the notice 
of all concerned under your control for strict compliance. 

Copy of Punjab Government circular letter No. 1/43/78-1PP/ 

dated 24th May, 1979, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

Subject.—Extension in joining time in the case of candidates re-
cruited through the Punjab Public Service Commission/ 
Subordinate Services Selection Board etc.—Fixation of 
seniority. 

I am directed to say that, according to Government instructions 
contained in circular letter No. 13178-4GS-61/41501, dated the 23rd 
November, 1961, candidates recruited through the Punjab Public 
Service Commission/ Subordinate Services Selection Board etc., are 
allowed a maximum period of a fortnight to join their appointments 
or the training courses, if any, where preliminary training is pres-
cribed. Suitable extensions in joining time can be given by the 
Appointing Authorities/Administrative Departments in cases where 
candidates are unable to join the post for any bona fide reason, 

but such extensions are not expected to exceed a total period of 

two months. 

2. It has come to the notice of Government that, in certain 
cases, the candidates recommended by the Punjab Public Service• 
Commission/S.S.S. Board etc., take a long time to join and seek 
extension in the joining time even beyond two months for one 
reason or the other. After joining the post, such . candidates also 
get the benefit of seniority on the basis of the merit determined by 
the commission/Board notwithstanding the fact that they had 
delayed their joining the posts and in the meantime, some other 
candidates, though low in the merit list, had already joined. The 
question whether there is a need to bring any change in the policy 
with regard to the period of joining the post and grant of extension 
thereafter, has been considered by Government. Taking into 
account the policy of the Government of India in this behalf and 
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the need to curb the tendency of the candidates to prolong the 
joining time unnecessarily, it has been decided in supersession of all 
previous instructions on this subject, to adopt the following 
policy:— 

(i) A period of two months may be allowed to a candidate 
to join the appointment or the training course, if any, 
where preliminary training is prescribed. During this 
period, the candidate concerned must complete the 
necessary formalities such as medical examination etc. ; 

(ii) In the offer of appointment, it should be- clearly indicated 
that the offer will lapse if the candidate does not join 
within the specified period ; 

(iii) If, however, within the period stipulated, a request is 
received from a candidate for extension of the joining 
time, it may be considered by the Administrative De-
partment and if the Department is satisfied, an extension 
for a limited period may be granted but the total period, 
including the extensions during which the offer of appoint-
ment will be kept open, is not to exceed a period of four 
months. The candidates who join within the above 
period of four months will have their seniority fixed 
under the seniority rules applicable to the service/post 
concerned to which they are appointed without any 
deteriment to their seniority ; 

(iv) If, even after the extension(s), if any, granted by the 
Administrative Departments, a candidate does not join 
within the stipulated time (which is not to exceed a 
period of 4 months), the offer of appointment should 
lapse. No extension beyond 4 months is to be given ; 

(v) An offer of appointment which has lapsed is not ordinarily 
to be revived later, save in exceptional circumstances 
and on grounds of public interest. The Punjab Public 
Service Commission/S.S.S. Board, as the case may be, 
should in all such cases be consulted before such offers 
are revived ; and 

(vi) In case where the offer has lapsed, if it is revived in 
consultation with the Punjab Public Service Commission/ 
S.S.S. Board as mentioned in sub-para (v) above, the 
seniority of the candidates concerned would be fixed 
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below those who have already joined the post within the 
prescribed period of 4 months and if a candidate joins 
before the candidates of next selection join, he would be 
placed below all others of his batch. If, however, the 
candidate joins after some or all the candidates of the 
next selection have joined, he would be placed at the 
bottom of the candidates of the next batch. 

3. The above instructions may be brought to the notice of all 
concerned. 

4. Necessary action to amend the departmental service rules 
on the above lines may also be taken immediately. 

Copy of Punjab Government circular U.O. No. 27/6/78-PP, dated 
31st May, 1979, from the Department of Personnel and 
Administrative Reforms, addressed to all Administrative Secre-
taries to Government, Punjab. 

Subject.—Reference of cases requiring advice of the Department of 
Personnel. 

Continuation this Department U.O. No. 27/6/78-1PP, dated the 
27th March, 1979, on the subject noted above. 

2. It has been noticed that while referring cases to the Depart-
ment of Personnel and Administrative Reforms for advice, the 
Administrative Departments usually mark the case to the Chief 
Secretary in a particular branch and not to the Department of 
Personnel and Administrative Reforms. Even in the noting of the 
Administrative Departments, it is mentioned that the advice of the 
Chief Secretary is being sought. It is pointed out in this connection 
that the work of the Government is carried on through the Depart-
ments mentioned in the Government of Punjab Allocation of 
Business Rules, 1978. As and when it becoines necessary to seek 
the advice of the Department of Personnel on any point concerning 
service matters, the noting in the file of Administrative Department 
should state this fact and the case should be marked to the Depart-
ment of Personnel and not to the Chief Secretary. In the event o 
the matter being very urgent and requiring personal attention of 
a particular officer, the name of the officer and his designation 
should he mentioned in brackets after the words "Department of 
Personnel and Administrative Reforms". It is requested that these 
instructions may please be noted for observance of all Administra-
tive Departments. 
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Copy of Punjab Government circular letter No. 16/99/79-PP/3767, 
dated 5th June, 1979, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments 
etc., etc. 

Subject.—Grant of re-employment/extension in service to Govern-
ment employees on or, after their attaining the age of 
superannuation. 

I am directed to invite a reference to this Department circular 
letter No. 727-SII(4)-67/4841, dated 17th February, 1967 and to state 
that in para 9 thereof, it was stated inter alia that in those cases 
where consultation with Finance Department is necessary, such 
consultation will be done by the Services Department (now called 
Department of Personnel). It has now been decided that after the 
Department of Personnel has given its consent to the re-employment 
etc. of a Government employee, the Administrative Department 
concerned should itself approach the Finance Department for its 
concurrence. 
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Copy of Punjab Government circular U.O. No. 5/6/78-113P(2360j, 
dated 18th July, 1979, from the Department of Personnel and 
Administrative Reforms, addressed to all Administrative 
Secretaries to Government, Punjab. 

Subject.—Confirmation of Government employees. 

The Administrative Secretaries to Government, Punjab, may 
kindly refer to Circular letter No. 5/6/78-1PP/35779, dated the 13th 
November, 1978, in which the departments were requested to take 
up immediately, cases of Government employees awaiting confirma-
tion and order confirmation of all those who fulfil the requisite 
conditions. 

2. It has again been represented to Government that though 
permanent posts are available in many departments, confirmation 
of eligible employees against such posts are not being made. It 
will be appreciated that such a situation creates discontentment 

among Government employees and also defeats the purpose of 
converting temporary posts into permanent ones, to some extent. 

It is, therefore, requested that the position in respect of each de-
partment under their administrative control may be got assessed 
and confirmation of Government employees ordered, where possible, 
without delay. For this purpose, intra-departmental meetings may 
be held periodically with a view to expediting the disposal of such 
cases. 

Copy of Punjab Government circular letter No. 13/1/79-2PP/7347, 
dated 6th August, 1979, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Role of oral instructions in the transaction of Govern-
ment business—Policy regarding. 

I am directed to say that the role of oral instructions in the 
transaction of business of Government has been specified in sub-
rule 2(ii) of rule 3 of the Punjab Government Employees (Conduct) 
Rules, 1966 which, inter alia, provides as under:— 

"No government employee shall, in the performance of his 
official duties or in the exercise of powers conferred on 
him, act otherwise than in his best judgement except 
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when he is acting under the direction of his official 
superior and shall, where he is acting under such direc-
tion, obtain the direction in writing, wherever practicable, 
and where it is not practicable to obtain the direction in 
writing, he shall obtain written confirmation of the 
direction as soon thereafter as possible." 

The purport of this rule is that there shall be on record a written 
direction from the authority under whose orders a particular deci-
sion or action is taken. It follows from this that where action is 
taken in accordance with the direction of the superior officer, it 
would be the responsibility of the junior officer to obtain such a 
direction in writing before taking further action, or where this is not 
practicable, to seek confirmation thereof, immediately, thereafter. 
In other words, it is the duty of the superior officer giving this 
direction to confirm it in writing when such a confirmation is sought 
by his subordinates. It is not open to the superior officer to refuse 
to confirm in writing the direction given by him orally, just as it 
is open to him to state immediately that no such direction was 
given. 

2. The Rules of Business of the Government of Punjab contain 
the following provisions regarding the orders/instructions given by 
the Ministers while on tour :— 

"A Minister shall, while on tour, be competent : 

(a) to give orders relating to his own department to local 
officers. These orders shall be in writing, and writ-
ten information regarding them shall be sent to the 
Administrative Secretary concerned ; and 

(b) in respect of departments not under him on receipt of 
a petition on a representation, to ask a local officer, 
to enquire into it and to submit a report about it to 
his superior officers. 

The purport of the above provisions of the Rules of Business is 
that the orders of the Minister shall be in writing and that the 
prescribed channels are not to be ignored. 

3. With a view to defining and laying down definite guidelines 
of the role of oral instructions in the transaction of business of the 
Government, the matter has been carefully examined by the Go-
vernment in the light of the above provision of rules and also taking 
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into account the instructions of the Government of India in this 

behalf issued recently. It has been decided that :— 

(i) oral instructions should not, as far as possible be given by 

senior officers to their subordinates ; 

(ii) if the oral instructions are given by any senior officer, 
they should be confirmed by him in writing immediately 

thereafter ; 

(iii) if a junior officer seeks confirmation of the oral instruc-
tions given to him by the senior officer, the latter should 
confirm it in writing whenever such confirmation is 

sought ; 

(iv) receipt of communications from junior officers seeking 
confirmation of oral instructions should be acknowledged 
by the senior officers or their personal staff, or the 
personal staff of the Minister, as the case may be ; 

(v) a junior officer who has received oral orders from his 
senior officer should seek confirmation in writing as early 

as practicable ; 

(vi) whenever a member of the personal staff of a officer to 
whom the instructions have been communicated, will in-
variably get the confirmation of the Minister or the Chief 
Minister as the case may be, in writing before initiating 
any action. This confirmation should be made by the 
Chief Minister/Minister himself and not by a member of 

the personal staff. 

(vii) if a junior officer receives oral instructions from the 
Minister or from his personal staff and the orders are 
in accordance with the norms, rules, regulations or pro-
cedures, they should be brought to the notice of the 
Administrative Secretary or the Head of the Department, 

as the case may be, for information ; 

(viii) if a junior officer receives oral instructions from the 
Minister or from his personal staff and the orders are not 
in accordance with the norms, rules, regulations or pro-

cedure, they should seek further clear orders from the 
Administrative Secretary or the Head of the Department 
as the case may be, about the line of action to be taken, 
stating clearly that the oral instructions are not in accord-

ance with the rules, regulations, norms or procedure. 
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4. The above policy may be brought to the notice of all em-
ployees for compliance. 

Copy of Punjab Government circular letter No. 13/1/79-2PP/ 
7484, dated 9th August, 1979 from the department of Personnel 
and Administrative Reforms addressed to all Heads of Depart. 
ments etc., etc. 

Subject.--Punjab Government Employees (Conduct) Rules, 1966— 
Provisions relating to (a) general conduct of the emplo. 

yees, and (b) the unauthorised communication of official 
information. 

I am directed to address you on the subject and to say that 
the Government of India has issued certain clarifications relating 
to the provisions contained in rules 3 and 11 of the Central Civil 
Services (Conduct) Rules, 1964. Since the Punjab Government 

Employees (Conduct) Rules, 1966 contain proAsions similar to 
those of Central Rules, it has been decided to adopt the clarifica- 
tion given lay the Government of India. The points and clarifica-
tions given are as under : — 

(i) Whether the scope of rule 3(1) of the Punjab Govern-
ment Employees (Conduct) Rules, 1966, is so wide as to 
cover all types of cases many of which may be of a trivial 
nature or based on fibvolous complaints ? 

Rule 3(1) of the Punjab Government Employees (Conduct) 
Rules, 1966, provides that a Government employee shall at all times 
maintain absolute integrity and devotion to duty and do nothing 

unbecoming of a Government employee. This rule serves the spe-
cific purpose of covering acts of misconduct not covered by other 
specific provisions of the Rules. 	It is, therefore, necessary that 
disciplinary authorities should first satisfy themselves that the 
alleged acts of misconduct do not attract the provisions of any spe- 
cific rule before taking recourse to rule 3 (1) ibid. 	Where action 
is taken under rule 3(1) particularly on grounds of unbecoming 
conduct, special care should ne taken to eliminate cases of 
trivial nature and also should ensure that disciplinary proceed- 
ings under rule 3(1) ibid are not initiated on grounds which are 
unjustified. 

(ii) Where action is taken against a Government employee 
for violation of clause (iii) of rule 3 (1) of the Punjab Go-
vernment Employees (Conduct) Rules, 1966, should the 
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acts of misbehaviour on the basis of which disciplinary 
action is proposed be simultaneously intimated to the 
Government employee concerned ? 

Under rule 8 (3) of the Punjab Civil Services (Punishment 
and Appeal) Rules, 1970, the disciplinary authority is required to 
draw up, or cause to be drawn up, the substance of the imputations 
of misconduct or misbehaviour into definite and distinct articles of 
charge and a statement of the imputations of misconduct or mis-
behaviour in support of each article of charge, containing a state-

ment of all relevant facts. Where it is proposed to impose a minor 
penalty, rule 10 ibid provides that the Government employee should 
be informed in writing of the imputation of misconduct or mis-
behaviour on which action is proposed to be taken against him. 
It is evident from those mandatory provisions that it is necessary 
that the concerned Government employee should be adequately 
informed of the acts of misbehaviour simultaneously on 
the basis of which action is proposed to be taken against 
him. 

(iii) Should Rule 11 of the Punjab Government Employees 
(Conduct) Rules, 1966, be a bar to communicating rou-
tine or statistical information on request by recognised 
unions and associations of Government employees ? 

Rule 11 ibid provides that no Government employee shall, with-
out prior permission, communicate directly or indirectly any infor-
mation to any other Government employee or any other person 
to whom he is not authorised to communicate such informa-
tion. When a request is received from recognised unions and 
associations of Government employees for supplying routine or 
statistical information, the authority having custody of such 
information should make it available after satisfying itself that 
the information is actually relevant to the purpose given 
by the Union or Association. If the required information is 
not readily available or it will have to be collected involv-
ing time and labour not commensurate with the purpose 
in view, the Association or Union should be informed accordingly. 

(iv) Is a quotation by a Government employee of the orders 
in an individual case of a nature similar to his own 
case prohibited under the Explanation below rule 11 
of the aforesaid rules ? 

The explanation below rule 11 of the Punjab Government 
Employees (Conduct) Rules, 1966, provides that quotation by a 
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Government employee in his representation of or from any letter, 
circular or memorandum or from the notes from any file to which 
he is not authorised to have access or he is not authorised to keep 
in his personal custody or for personal purposes shall amount to un-
authorised communication of information. This provision will not 
apply to quotation by a Government employee of any order passed 
in the case of another Government employees whose case is simi-
lar to his own provided that the quotation in such a case 
is from the  final orders passed and not from the notings on the file. 

2. These clarifications may please be brought to the notice 
of all Government employees for information and compli-
ance. 

Copy of Punjab Government circular No. 2/13/79-5PP/ 	, dated 
August, 1979, from the Department of Personnel and Adminis-
trative Reforms, addressed to all Heads of Departments etc., 
etc. 

Subject.—Concessions to Home Guards and Civil Defence Volun-
teers for recruitment to the State Services. 

I am directed to say that the State Government had 
under its consideration for some time past the suggestions 
made at the Sixth All India Conference of Home Guards 
and Civil Defence Volunteers held in Delhi during the year, 
1976, as also those made by the Government of India for 
giving preference to the Home Guards and Civil Defence 
Personnel in matters of recruitment to vocations like the 
Forest Guards, Police, Watch and Ward, Security, Fire.  

Services, etc. It has been observed that since the Home 
Guards and Civil Defence Personnel are trained in Rescue, 
First Aid, Fire fighting, Relief Operations and Welfare Sub-
jects. etc., and the Home Guards Personnel, in addition, are 
imparted training in P.T., Drill, Weapons Training, Field 
Craft Guard Duties, Map readings, Law and Order 
Duties, etc., their recruitment to the afore mentioned service, or 
posts, in the State would be useful. The Government have, there-
fore, decided that in Recruitment Rules for the posts/services such 
as Forest Guards, Fire Services, Watch and Ward, Police etc., where 
the training/experience of Home Guards and Civil Defence Per-
sonnel would be of added advantage to the administration, the 
sea-vice in Civil Defence and Home Guards Organisations should be 
included as a desirable qualification. 
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2. Accordingly, I am directed to request you kindly to take 

immediate steps for amendment of the relevant Service Rules of 
your Department and of the organisations under your con-
trol. 

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

ed. 

Copy of Punjab Government circular letter No. 15/7/78-2PP/7186, 
dated 27th August, 1979, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Writing of annual confidential reports of the departmental 
officers posted at divisional, district and sub-divisional levels 
by the Commissioners, Deputy Commissioners and Sub-

Divisional Officers (Civil) respectively. 

am directed to invite a reference to Punjao Government 
letter No. 12078-2GS-76/5473, dated the 9th February, 1977, on the 
subject in which you were requested to supply a list (in the pres-
cribed proforma) of the officers, of your Department functioning 
at Divisional, District and Sub-divisional levels direct to the con-
cerned Commissioner, Deputy Commissioner, and Sub-Divisional 
Officer (C) so as to enable them to write the annual confidential re-
ports on such officers. You were also required to ensure that any 
addition or deletion in the said list was similarly intimated to the 

concerned 	Commissioner/Deputy 	Commissioner / Sub-Divisional 

Officer (C). It has been ooserved by the Government that 
the instructions are not being ooserved meticulously with the 
result that the concerned Commissioners/Deputy Commis-
sioners/Sub-Divisional Officers (C) are finding it difficult to 

write the reports. 	I am, therefore, directed to request 

you that the requisite lists may please be sent to them immediately 
with copies to Government. Further, to keep the concerned Com-
missioner/Deputy Commissioner/Sub-divisional Officer (C) informed 
of the posting and transfers of officers of your Department in the 
Division/District/Sub-Division, you are also requested to send a 
copy of the posting/transfer orders whenever these are issued, to 
the concerned Commissioner/Deputy Commissioner/Suo-Divisional 

Officer (C). 
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Copy of Punjab Government circular letter No. 8/110/78-6PP/8452, 
dated 1st September, 1979=  from the Department of Personnel 
and Administrative Reforms addressti to all Heads oj Depart-
ments etc., etc. 

Subject.--General Election to Lok Sabha, 1979—Restriction on trans-
fer of Government employees. 

I am directed to say that consequent upon the dissolution of the 
Lok Sabha by the President on the 22nd August, 1979, the Election 
Commission of India has swung into. action on a war footing so as to 
complete the preparation of electoral rolls by the 31st October, 1979 
and to conduct the general election to the Lok Sabha in November-
December, 1979 for constituting a new House. With a view to 
achieving this end, the Election Commission has urged the State 
Government for help and co-operation in respect of the following 
matters : — 

(i) Imposing a complete Dan on transfers of officers actually 
connected or likely to be associated with the conduct of 
these elections till the end of December, 1979. 

(ii) Circumspection in the matter of grant of leave to all these 
officers so that the election work may not suffer in any 
manner ; and 

(iii) Employment of staff of various Government Departments 
and local bodies like Teachers, Clerks etc. at the disposal 
of the election authorities for completion of the gigantic 
task of enumeration by house to house visits within 20 days 
even if it would mean temporary inconvenience and dis-
location to their regular work. 

2. A complete ban on mid-term transfer of Punjab Government 
employees except with the prior approval of the Chief Minister 
through the Department of Personnel and Administrative Reforms 
has already been imposed,—vide Punjab Government letter No. 8/ 
20 /79-PP/1757, dated 19th April, 1979. This ban should be strictly 
adhered to. No Government employee should be transferred under any 
circumstances except with the prior written approval of the Chief 
Minister. In case a transfer becomes unavoidable on account of pro-
motion or disciplinary proceedings or other eventualities mentioned 
in sub-para (IX) of Punjab Government circular letter No. 2786-GPP-
78/12136, dated 14th April, 1978, prior written approval of the Chief 
Minister will not be necessary, provided such a transfer does not in• 
volve the transfer of any other employee. 
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3. It has also been decided that all possible help/co-operation 
may be extended to the Chief Electoral Officer, Punjab in respect of 
all matters connected with the ensuing Lok Sabha General Election 

so that these elections are conducted as scheduled to the fullest satis-
faction of all concerned. 

4. These instructions may be brought to the notice of all con-
cerned working under you for strict compliance. 

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

Copy  of Punjab Government circular letter No. 15/12/79-2PP/8519, 
dated 4th. September, 1979, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Writing of Annual Confidential Reports—Recording of 
"No remarks" by the higher authority. 

I am directed to say that in the annual confidential reports if the 
final authority records the words "No remarks", "Seen" or simply 
appends his signatures, the view is generally taken that the remarks 
recorded by the lower authority stand. It is not interpreted that the 

remarks of the lower authority get nullified or expunged, whether good 
or bad. However, a case has come to the notice of the Go-
vernment where the first reporting authority recorded some 
adverse remarks and the higher authority recorded 'No remarks'. 
When the comments of that authority were called for on the repre-
sentation of the officer, the higher authority sent a reply that the 
words "No remarks" recorded by it meant that the adverse 
remarks of the first reporting authority had been washed 

out. 

2. In order to clarify the position, the following relevant 

extracts from the instructions contained in Punjab Govern-
vernment circular letters quoted in brackets are reproduc-

ed :— 

"Para-10—Explanatory Notes". 

x 	x 	x 	x 	x 	x 

"Where, however, an adverse remark has not specifically 
been denied by a higher authority, it should be con-
veyed. It is, however, open to that authority to decide 
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that any adverse remarks need not be communicated x 

x x x x x. 

(No. 2334-ASI-60/15708, dated 3rd May, 1960.) 

"(iii) Where two reporting authorities recommended the 

issue of an appreciation letter and the highest authority 

does not contradict that recommendation but records the 

words "Seen" or "No remarks" or simply appends his 

signature, an appreciation letter may be issued. Where, 

however, the final authority controverts the recommen-

dation of the lower authority, no letter of appreciation 

should be issued." 

(No. 3270-ASI-65/11454, dated 3rd April, 1965.) 

In the face of the above provisions, there can be no two 

opinions about the correct meaning of the higher authority's words 
`No remarks'. Nevertheless, in order to put the matter beyond any 

shadow of doubt, I am directed to clarify that the recording of the 

words 'No remarks' by the higher/highest authority does not mean 

that the remarks of the first or second reporting authority cease to 
exist. On the other hand, they mean that the higher/highest autho-

rity agrees with the remarks or has no reason to differ from them, 

whether good or bad, recorded by the lower authority/authorities. 

3. These instructions may please be brought to the notice of 

all the officers/officials working under you for information and 

guidance. 

Copy of Punjab Government circular letter No. 1/16/79-5PP/8596, 

dated 6th September, 1979, from the Department of Personnel 

and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Age concession to candidates detained under MISA or 
arrested under Defence and Internal Security of India 

Act who were then within the normal age limits for 

employment under the State Government. 

I am directed to say that it was represented to the Government 

that the upper age limit may be relaxed for purposes of admission 

to examinations conducted by the Punjab Public Service Commis-
sion, the Punjab Subordinate Services Selection Board, and other 
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authorities, in the case of persons who had been arrested, detained 
or imprisoned on account of their alleged political activities or 
association with the erstwhile banned organisations •during the 
period of Internal Emergency from the 25th June, 1975 to the 21st 
March, 1977, and were thus deprived of an opportunity for taking 
the competitive examination for appointment to Government ser-
vice. After a careful consideration of the matter, it has been decid-
ed by the Government that age concession should be given to such 
candidates subject to the fulfilment of certain conditions. The 
detailed criteria and procedure for the grant of age relaxation in 

such cases are indicated oelow :— 

Ground on which age relaxation will be granted :— 

To be eligible for concession of relaxation of the upper age 

limits for admission to an examination conducted by the Punjab 

Public Service Commission /Punjab Subordinate Services Selection 
Board, or other authorities under the Punjab Government for 
appointment to a service or post under the Punjab Government, a 

candidate must establish that : 

(a) He was detained under the Maintenance of Internal 
Secruity Act or was arrested under the Defence and 
Internal Security of India Act, 1971 or Rules thereunder 

during the period of Internal Emergency between 25th 
June, 1975, and 21st March, 1977, on account of alleged 
political activities which resulted in his being deprived 
of an opportunity for taking the competitive examina 

tion ; 

(b) At the time he was so prevented from taking such an 

examination he was eligible and within the normal age 
limits prescribed for the service or post. 

A candidate who fulfils the above conditions of eligibility, but 
exceeds the prescribed age limit on the relevant date stipulated for 
any examination conducted in the years 1978 and 1979 will be 
allowed one chance in respect of each recruitment/examination 

subject to the following conditions :— 

(i) He should not have availed of all the chances he was 
entitled to at the time he applies for the examination 
seeking relaxation of age limit under this scheme ; 

OD He should not have sat for (i.e., he should have foregone) 

at least one recruitment 
examination between June, 1975 

to March 1977, for which he was actually eligible and 

within age limits under the normal rules. 
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This concession will not be available for admission to any 
examination which may be held after the 31st December, 1980. 

Proof of detention under MISA or arrest under the Defence 
and Internal Security of India Act, 1971 or Rules there-
under during the Emergency. 

A candidate who claims the concession for relaxation of age 
limits should along with his application for admission to any com-
petitive examination held by the Puniab Public Service Commis-
sion/Puniab Subordinate Services Selection Board or other Punjab 
Government authority, in response to an announcement for the 
examination made by such authority, (I) a certificate from the 
detaining authority under his seal stating that the  candidate had 
been detained under Maintenance of Internal Security Act, or (ii) 
a certificate from the Sub-Divisional Magistrate having jurisdiction 

in the area stating that the candidate had been arrested under the 
Defence of 'India A ct, 1971 or rules thereunder specifying the dates 
between which he was imprisoned and certifying that the imprison-
ment was in nursuance of the candidate's political affiliations or 
activities or his association with the erstwhile banned organisa- 
tions. 

Generql 

The Pariah Public Service Commission or the other concerned 
authority etc,. will take into consideration the certificate and the 
details furnished by the candidate while deciding whether the age 
relaxation in favour of the applicant is admissible. Their decision 
in regard to the eligibility of the candidate for age relaxation under 
these provisions would be final and no appeal will lie to any other 
authority in this regard. 

2. When there is no provision for relaxation of the reauire-
ments of any of the rules in the services rules, it would not be 
possible to grant any such concession through these instructions, 
and the Departments concerned shall have to amend or modify the 
Departmental Service rules so as to bring the decisions contained 
in this circular in consonance with Law. and to implement them. 
All renuisitions for recruitment to various services Presently pend-
ing with the Puniab Public Service Commission or the Subordinate 
Services Selection Board or any other recruiting authority of the 
Government may also be modified on the above lines immediately 



213 

Copy of Punjab Government circular letter No. 15/7/78-2PP/9027, 
dated 14th September, 1979, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject. Writing of annual confidential reports of the departmen-
tal officers posted at divisional, district and sub-divisional 
levels by the Commissioners, Deputy Commissioners and 
Sub-Divisional Officers (Civil) respectively. 

I am directed to say that in Punjab Government circular 
letter No. 12078-2GS-76/5473, dated 9th February, 1977, on the sub-
ject noted above, In which you were requested to supply lists of 
the officers of your Department functioning at Divisional, District 
and Sub-divisional levels direct to the concerned Commissioner, 
Deputy Commissioner and Sub-Divisional Officer (Civil) so as to 
enable them to record their remarks in the annual confidential 
reports on your officers in respect of the following aspects of their 
work :— 

(i) reputation for honesty 

(ii) relationship with public ; and 

(iii) implementation of departmental schemes and policies of 
Government. 

Further instructions were issued in circular letter No. 15/7/78-2PP/ 
7136, dated 27th August, 1979, that in order to ensure the meticulous 
observance of the instructions, the  concerned Commissioner/Deputy 
Commissioner/Sun-Divisional Officer (Civil) should be kept inform-
ed of the posting and transfer of officers of your Department. 

2. I am now directed to say that in case a proforma has been 
prescribed for recording the annual confidential reports on the 
Officers of your Department as should be the case, it may please be 
modified so as to provide a place for the recording of remarks by 
the Commissioners, Deputy Commissioners and S.D.Os (Civil). This 
work may please be completed at the earliest and a copy of the 
proforma so modified should be furnished to this Department for 
information and record. 

3. I am further to co:most that you should obtain the remarks 
on your field officers from the concerned Commissioner/Deputy 
Commissioner and S.D.O. (Civil) and place them on the ACR files 
of the pertinent officers of your Department without fail. Without 
these remarks, the ACRs would not be treated as complete. 
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Copy of Punjab Government circular letter No. 14/36/78-2PP/9342, 
dated 21st September, 1979, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Suspension of Government Employees—Review of the 
general policy. 

I am directed to invite you attention to Punjab Government 
Circular letter No. 1270-2PP-78/15809, dated 16th May, 1978, on the 
subject noted above, which laid down that in a case where charge-
sheet is not served within 3 months from the date of suspension of 
a Government employee or where final decision cannot be taken 
within a period of one year from the date of Suspension, the em-
ployee concerned should be eligible for re-instatement. 
A question has arisen as to what should be done in a case 
where the Vigilance Department is unable to put up a challan in a 
competent Court of Law against an employee even after a year of 
his suspension. 

2. In this connection, it is pointed out that sub-rule (5) (c) of 
rule 4 of the Punjab Civil Services (Punishment and Appeal) Rules, 
1970 provides that an order of suspension made or deemed to have 
been made under this rule may at any time be modified or revoked 
by the authority which made or is deemed to have made the order 
or by any authority to which that authority is subordinate. This 
means that there is no legal bar to re-instate an employee under 
suspension even if the disciplinary proceedings/criminal case/police 
investigation have not been completed. Further the Inspector 
General of Police Punjab has laid down specific outer limits of 
period for expeditious investigation of criminal cases registered 
against the Government employees as under : — 

(a) for all types of ordinary criminal cases 	4 months. 

(b) for complicated criminal cases 	6 months, with the 
approval of D.I.G. 

(c) for extraordinarily complicated cases 	 over 6 months 
with the approval of I.G. Police. 

This Schedule was circulated to you,—vide P. G. letter 
No. 8946-2SII-74, dated 1st January, 1975. 

3. Taking into account the above position, it has been decided 

by Government that where an employee is deemed to have been 
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placed under suspension under rule 4(2) ibid on account of his 

detention in custody for a period exceeding forty-eight hours, or 

where the employee is placed under suspension on account of a case 

against him in respect, of, any criminal otience under investigation 

or inquiry by the Police, and the Vigilance Department/Police 

authorities fail to put up a chalian in the Court of Law within six 

months of the date of suspension of the employee concerned, he 

should be eligible for re-instatement subject to the condition that if 

there is a prima-facie case for his dismissal or removal from service 

or where his continuance in service is likely to cause emoarass-

meat, and hemper the investigation process, he may not be• re-

instated. 

4. The above clarification may be brought to the notice of all 

concerned for strict compliance. 

Copy of Punjab Government circular letter No. 16/3/78/2PP/11297, 

dated lath November, 1979, from the Department of Personnel 

and Administrative Reforms addressed to all Heads of Depart-

ments etc., etc. 

Subject.—Treatment of the period intervening between the date of 

premature retirement and the date of re-instatement in 

Ssrvice—policy regarding. 

I am directed to say that in Punjab Government letter No. 6106- 

2GS-76, dated 27th August, 1976, it was laid down inter alia that 

the period Of absence from duty, i.e., from the date of premature 

retirement till the date of resumption of duty in the case of an 

employee who is re-instated in service, may be regulated according 

to rules, 4.20, 4.22 and 4.23 of the Punjab C.S.R., Volume II. With 
a view to laying down a uniform policy in the matter and after 

taking into account the policy of the Government of India, it has 
now been decided by the Government that the period intervening 

between the date of premature retirement and the 

date of reinstatement may be regulated by the autho-
rity ordering reinstatement as duty or as leave of the kind due 

and permissible or dies non, as the case may be, taking into 

account the merits of each case. The earned leave due and admissi-
ble is indicated in Rule 8.116 of Punjab C.S.R., Vol. I, Part I. After 

a Government employee is allowed leave due and admissible to him 

under rule 8.116 ibid, he can also be allowed half pay leave, ex-
traordinary leave due and admissible to him in continuation of the 

earned leave. 
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2. Further, in the case of employees who had been premature-
ly retired on grounds of inefficiency and by the time the higher 
authority to consider the representations against such premature 
retirement came to the conclusion that the premature retirement 
was unjustified, the date of superannuation of the employee has 
already arrived or had passed, it has been decided that the authori-
ties empowered to pass final orders may at their discretion re-
instate the superannuated. Government employee notionally with 
effect from the date of compulsory retirement and treat the period 
upto the date of superannuation, as duty, or as leave of the kind 
due and admissible or dies non, as may be considered appropriate 
by the competent authority. 

3. The cases which have already been decided need not be 
reopened and the pending cases may be decided in the light of these 
instructions. 

Copy of Punjab Government circular letter No. 13/7/79-2PP/11533, 
dated 22nd November, 1979, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Holding of elective Offices in Sports bodies by Govern-
ment employees—Instructions regarding. 

I am directed to say that it has been observed that many Govern-
ment Officers/Officials have been holding Offices in sports bodies 
at the National or State level for a number of years. The Govern-
ment of India has already prohibited the Officers of the All-India 
Services from holding any elective office in such bodies without the 
prior sanction of the Government. 

2. Taking into account the policy of the Government of India, 
the State Government has decided that a Government employee 
shall not seek election to any elective office without the previous 
sanction of the Government, Ordinarily, a Government employee 
should not be permitted to accept an elective post in an organisa-
tion, like the Sports Control Board at National or State level unless 
the election is likely to be unanimous. Even after such a election 
he should not ordinarily be permitted to hold such an office for 
more than one term or for a period exceeding four years, which-
ever is less. Before granting sanction of the Government to an 
employee for this purpose, the concerned department may seek the 
views of the Department of Sports regarding the interest and other 
qualifications of the employee concerned in the Games/Sports in 
which he intends to be an office-bearer. 
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3. A formal amendment to the Purtjab Government Employees 
(Conduct) Rules, 1966, will be issued separately in due course. 

4. These instructions should be observed strictly. 

Copy of Punjab Government circular letter No. 20/26/79-(4PP)/ 
11655, dated 27th November, 1979, from the Department of Per-
sonnel and Administrative Reforms, addressed to all Heads of 
Departments etc., etc. 

Subject.—Submission of representations and advance copies thereof 
by Government employees in respect of matters connect-
ed with their conditions of service. 

I am directed to invite a reference to Punjab Government cir-
cular letter No. 6936-SII(33)-73, dated 22nd October, 1973, laying 
down the procedure for the submission of representations and 
advance copies thereof by Government employees in respect of 
matters connected with their conditions of service. In para 1 (g) 
thogeof, it was clarified that Government employees should not 
send copies of their representations to outside authorities, i.e., 
authorities, which are not directly concerned with the consideration 
thereof (e.g. Governor, another Minister, Secretary, M.L.A. or any 
other political or administrative quarter etc.) and that Government 
employees who did not observe these instructions would be liable 
to disciplinary action in terms of Punjab Government circular letter 
No. 7398-SII (3)-71, dated 15th December, 1971. 

2. I am now directed to clarify that submission of representa-
tions and advance copies, thereof, by Government employees direct 
to the Punjab Public Service Commission/Subordinate Services 
Selection Board collectively or to Chairman/individual member 
would also be considered as an act meriting disciplinary action. 

3. These instructions may be brought to the notice of all con-
cerned for strict compliance. 
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Copy of Punjab Government circular letter No. 13/28/79-PP/11711, 

dated 28th November, 1979 from the Department of Personnel 
and Administrative Reforms addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Guidelines for the conduct of the Government employees 
in relation to the forthcoming General Elections to the 
Lok Sabha. 

I am directed to say that the General Election (Midterm) to 
the Lok Sabha will be held in the month of January, 1980 and the 
notification calling the General Election will be issued in the beginn-
ing of December, 1979. In relation to the last general elections held 
in March, 1977, instructions regarding the conduct of Government 
employees during elections were issued by the State Government,—
vide Circular letter No. 57(GOI)-2GS-77, dated 3rd, February, 1977. 
These instructions stressed that all government employees should 

maintain an attitude of strict impartiality. 

2. The Government employees should not only be impartial 
but should also appear to be impartial in relation to the elections. 
In short, they are required so to conduct themselves as to inspire 
confidence in the public in regard to their impartiality so that there 
might not be any occasion for the people to think that the elections 
would not be held in free, fair and pure atmosphere. It should be 
stressed that they should avoid giving room for any suspicion that 
they are favouring any party or any candidate. They are not expect-
ed to take any part in any election campaign or canvassing and 
should take scrupulous care not to lend their names, official position 
or authority to assist one individual or group as against another. 

3. With particular reference to the tours that the Ministers 
might undertake on the eve of the elections, it is necessary that 
while Government officers should make all the usual arrangements 
to enable the Ministers to carry out their responsibilities as Ministers, 
the Government officers should not themselves organise any election 
meeting or be present in person during any such meetings, except 
for only such officers who may have to be present to the extent 
necessary for maintaining law and order and making the necessary 
security arrangements. The question as to whether a public meet-
ing addressed by a Minister was officially sponsored or was one 
held for election propaganda has to be decided by the Minister him-
self. If the meeting is an election meeting, the arrangement for 
organising it is not to be made by Government employees on the 
Minister's behalf and the expenditure in that connection is to be 
borne by him or his party. It is further made clear that a public 
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meeting held on the eve of an election is normally to be considered 
to be an election meeting and the expenses thereof are not to be 
borne from public funds. The preservation of law and order at 
every meeting will, however, be the responsibility of the Govern-
ment officials responsible for law and order. 

4. In this connection, I am also to enclose a copy of the 
Government of India, Ministry of Home Affairs Office Memorandum 
No. 25/44/49-Ests. dated 10th October, 1949, which clarifies the 
position regarding the participation of Government employees in 
political activities vis-a-vis the attendance by the Government 
employees at political meetings for your information. The contents 
of the said Office Memorandum may also be brought to the notice of 
all Government employees for their guidance. 

5. In the matter of election meetings• in a public place, the 
Government officers should not make any distinction between one 
political party and another ill granting permission to hold such 
meetings. If more parties than one apply for holding a meeting; at 
any place on the same day , and the same hour, the party which 
applies first should be given preference. 

6. Further, your attention is specially invited to the provisions 
of section 134-A of the Representation of the PeoPle Act, 1.951,- which.  
reads as follows : — 

"134-A PENALTY FOR GOVERNMENT SERVANTS FOR 
ACTING AS ELECTION AGENT, POLLING AGENT OR 
COUNTING AGENT. 

If any person in the service of. the government acts as an 
election agent or a polling agent or a counting agent of a 
candidate at an election, he shall be ,punishable with im-
prisonment for a term which may extend to three months, 
or with fine, or with both." 

7. In this conneetion, I am also to invite your attention to rule 
5 of the Punjab 'government Employees (Conduct) Rules, 1966 
which, inter alia, prohibits the Government emPloyees from taking 
part in politics and elections. 

8. I am, therefore, directed to renuest you to .bring these in-
structions to the notice of all Government employees working under 
your control and to ensure meticulous compliance thereof during 
the forthcoming Lok Sabha Elections. Any disregard of these in-
structions would be considered by the Government as .a serious act 
of indiscipline. In cases of doubt, a Government employee should 
tot hesitate to consult his superior officer. 

The above instructions are only illustthtive and not =exhaustive. 
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COPY 

No. 25/44/49-Ests. 

Government of India 

Ministry of Home Affairs 

New Delhi, the 10th 
October, 1949. 

OFFICE MEMORANDUM 

Subject—Participation by Government servants in political activi-
ties—Attendance by Government servants at political 
meetings. 

Attention is invited to the Ministry of Home Affairs' Office 
Memorandum No. 25/44/49-Ests., dated the 17th September, 1949, 
dealing with the scope of Rule 23(i) of the Government servant's 
Conduct Rules which lays down that no Government servant shall 
take part in, subscribe in aid of, or assist in any way, any political 
movement in India. 

2. Enquiries have been received as to whether attendance by a 
Government servant at public meeting organised by political parties 
would amount to participation in a political movement within the 
meaning of the Rule referred to. Even in regard to this narrower 
question the position must necessarily remain as stated in the Office 
Memorandum referred to in paragraph 1 viz :— 

(i) that whether or not the conduct of any particular nature 
amounts to participation in a political movement is a 
question of fact to be decided on merits and in the circum-
stances of each particular case; and 

(ii) that the responsibility for the Government servant's con-
duct must rest squarely on his shoulders and that a plea 
of ignorance or misconception as to Government's atti-
tude would not be tenable. 

3. The following observations may, however, be of assistance 
to Government servants in deciding their own course of action : 

(1) Attendance at meetings organised by a political party 
would always be contrary to Rule 23(i) of the Government 
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Servants Conduct Rules unless all the following condi-
tions are satisfied : — 

(a) that the meeting is a public meeting and not in any 
sense a private or restricted meeting ; 

(b) that the meeting is not held contrary to any prohibitory 
order or without permission where permission is 
needed ; and 

(c) that the Government servant in question does not him-
self speak at, or take active or prominent part in 
organising or conducting the meeting. 

(2) Even where the said conditions are satisfied, while occasional 
attendance at such meetings may not be construed as a paiticipa-
tion in a political movement, frequent or regular attendance by a 
Government servant at meetings of any particular political party is 
bound to create the impression that he is a sympathiser of the aims 
and objects of that party and that in his official capacity he may 
favour or support the members of that particular party. Conduct 
which gives cause for such an impression may well be construed as 
assisting a political movement. 

(3) Government servants have ample facilities through the 
medium of the press to keep themselves informed regarding the 
aims, objects and activities of the different political parties and to 
equip themselves to exercise intelligently their civic rights e.g. the 
right to vote at elections to Legislatures or Local Self-Government 
institutions. 

3. I am to request that Government servant under the control 
of the Ministry of Finance etc. may be informed accordingly. 

Sd./—S. B. BAPAT, 

Joint Secretary to the Government of India. 

To 

All Ministries of the Government of India etc., etc. 
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Copy of Pun jab Government circular letter No. 14/35/78-2PP/11743, 
dated 28th November, 1979, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc.;  etc. 

Subject.—Punjab Civil Services (Punishment and Appeal) Rules, 
1970--Question whether retired Government employees 
can be allowed to assist Government employees involved 
in disciplinary proceedings. 

I am directed to say that rule 8(8) of the Punjab Civil Services 
(Punishment and Appeal) 1970 provides that a Government employee 
involved in disciplinary proceedings may take the assistance of any 
other Government employee to present the case on his behalf. The 
question whether a Government employee involved in disciplinary 
proceedings can be, allowed to take assistance of a retired Govern-
ment employee to present his case on his behalf has been consider-
ed by the Government. Taking into account the policy of the 
Government of. India in the matter, it has been decided that a 
Punjab Government employee involved in disciplinary proceedings 
may also take the assistance of a retired Government employee 
subject to the following conditions :— 

(i) The retired Government employee concerned should have 
retired from service under the State Government. 

(ii) No retired Government employee can take up more than 
three cases at a time. At the time of appearance before 
the inquiry officer, the retired Government employee 
should certify that he has not more than three cases in 
hand at that time.  

(iii) A retired Government employee can not assist a Govern-
ment employee in disciplinary proceedings after the 
expiry of three years from the date of his retirement. The 
retired Government employee should produce before the 
Inquiring Officer, a declaration regarding the date of his 
retirement. 

(iv) If the retired Government employee is also a legal practi-
tioner, the restrictions on engaging a legal practitioner by 
a delinquent Government employee to present the case on 
his behalf, contained in rule 8(8) of the Punjab Govern- 
ment Employees (Punishment and Appeal) Rules, 197Q 
would apply. 
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3. The formal amendment to the Punjab Civil Service (Punish-
ment and Appeal) Rules, 1970 to give effect to the above decision 
will be issued separately. 

4. These instructions may please be brought to the notice of 
all the employees for their information. 

Copy of Punjab Government circular letter No. 15/16/79-2PP/11933, 
dated 5th December, 1979, from the Department of Personnel and 

Administrative Reforms, addressed to all Deputy Commissioners 
in Punjab and copy of all Heads of Departments etc., etc. 

Subject.—Writing of confidential reports—Work connected with 
Lok Sabha Elections. 

I am directed to say that in Punjab Government Circular letters 
noted in the margin, the Divisional Commissioners, Deputy Com-
missioners and Sub-Divisional Officers(C) were authorised to write 
annual confidential reports of the departmental officers at divisional, 
district and sub-divisional level respectively, on the following as-
pects of their work :— 

(i) Reputation for honesty ; 

(ii) Relationship with public ; 

(iii) Implementation of development schemes and policies of 
Government. 

1. No. 14102/ 
GI-57/22998, 
cirlaotveedinth 5etrh. 1957.  

2. No. 10542- 
GII-59/26741, 
dateed 17th 
December, 1959. 

3. No. 6789- 
SII (1)69 /28237 

dated 28th 
November, 1989 

2. The Election Commission of India has desired that for the 
effective control and supervision of Election work, the entries may 
be made in the Annual Confidential Reports of the State Govern-
ment Officers/Officials appointed as election authorities in so far 
as their work connected with the elections is concerned. It has been 
decided that at the time of recording the views in the A.C. Rs., in 
pursuance of above mentioned instructions, the Deputy Commis-
sioners will also make a mention in the annual confidential reports 
about the performance of the departmental officers at district level 
put on Election duty in connection with the coming Lok Sabha 
Election. These remarks will be covered under the broad category 
(iii) mentioned in paragraph 1 above. 

3. Kindly ensure meticulous compliance of these instructions. 



224 

Copy of Punjab Government circular U.O. No. 10/81/79-2Gk, 
_dated 6th December, 1979. from the Department of Personnel 
and Administrative Reforms addressed to all Administrative 
Secretaries to Governint, Punjab. 

Subject.—Procedure to be followed in cases of difference -of opinion 
between a Department of Government and the Punjab 
Public Service Commission. 

Article 320 of the Constitution of India, inter alia, provides that 
the State Public Service Commission is to be consulted— 

(a) on all matters relating to methods of recruitment to civil 
services and for civil posts ; 

(b) on the principles to be followed in making appointments 
to civil services and posts and in making promotions and 
transfers from one service to another and on the suitabi-
lity of candidates for such appointments, promotions or 
transfers ; 

(c) on all disciplinary matters affecting a person serving under 
the Government of a State in a civil capacity, including 
memorials or petitions relating to such matters. 

The Punjab Public Service Commission (Limitation of Func-
tions) Regulations, 1955 (as amended from time to time) which were 
framed under proviso to Article 320(3) of the Constitution specify 
cases it is not necessary to consult the Commission. 

2. According to the procedure prescribed in paragraphs 
19-21 (Part IV-B) of the Regulations and Instructions governing the 
work of the Punjab Public Service Commission, all cases in which 
there is a difference of opinion between a Department of the 
Government and the Commission, are to be referred to the Chief 
Minister through the Chief Secretary (in the Services Departments—
now Department of Personnel and Administrative Reforms). This 
procedure was prescribed to ensure uniformity of practice and that 
the Punjab Public Service Commission is duly consulted in all cases 
in which such consultation is necessary. Since the Department of 
Personnel and Administrative Reforms, apart from being the admi-
nistrative department of the Punjab Public Service Commission, is 
also assigned with the work of framing policy on all matters relat-
ing to recruitment, promotion, transfer, punishment, appeal etc., it 
could judge in a better way whether the advice/opinion given by 
the Commission in a particular case of recruitment, promotion, 
punishment etc is appropriate or not. 
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3. For sometime past, it has been observed that the proceeture 
outlined above is not being followed by the various departments 
and cases of difference of opinion between the Departments and the 
Commission are not submitted to the Chief Minister through the 
Chief Secretary (in the Department of Personnel and 
Administrative Reforms). It is, therefore, requested 
that it may be ensured that the procedure detailed in paragraphs 
19-21 (Part IV) of the Regulations and Instructions governing the 
work of the Punjab Public Service Commission is invariably follow-
ed and all cases where there is a difference of opinion between the 
Department and the Punjab Public Service Commission are referred 
to the Chief Minister through the Chief Secretary (in the Depart-
ment of Personnel and Administrative Reforms). 

Copy of Punjab Government circular U.Q. No. 13/28/79- PP, 
dated 6th/7th December, 1979, from the Department of Person-
nel and Administrative Reforms, addressed to all Administrative 
Secretaries to Government, Punjab. 

Subject.—Guidelines for the conduct of the Government employees 
in relations to the forthcoming General Elections to the 
Lok Sabha. 

In this Department's Circular letter No. 13/28/79-PP/11711, 
dated the 28th November, 1979, guidelines were conveyed to all 
Heads of Departments, Commissioners of Divisions, etc., with copies 
to all Administrative Secretaries, that Government employees must 
maintain an attitude of strict impartiality during the coming Lok 
Sabha Elections. In this connection, it has further been decided 
that officers of Government who are concerned with the recruitment 
of personnel in autonomous and semi-autonomous bodies like Cor-
porations, Cooperative Societies and institutions, Municipal Cor-
poration, Municipal Committees etc., should also conduct themselves 
in a very impartial manner and should not give rise to the impres-
sion that in making recruitment, they have favoured members of 
any group or community. In order to guard against an adverse 
presumption, it is necessary that all officers of Government concern-
ed with recruitment of personnel in Corporations and autonomous 
bodies must maintain an attitude of strict impartiality. 

2. It is requested that suitable instructions on these lines may 
be issued to the concerned officers in the Corporations and autono-
mous bodies under the control of the respective Administrative 
Departments. 
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Copy of Punjab Government Circular letter No. 14/35/78-2PP/119:30, 

dated the 7th December, 1979, addressed to all Heads of Depart-

ments, Commissioners of Divisions, Registrar, Punjab and 

Haryana High ,Court, Deputy Commissioners, Sub-Divisional 

Officers (Civil) and Administrative Secretaries to Government, 

Punjab. 

Subject.--Punjab Civil Services (Punishment and Appeal) Rules. 
1970—Minimising delay in the finalisation of disciplinary 

cases. 

I am directed to say that in Punjab Government Circular, letter 
No. 234-(GOI)-2S11-75/35048, dated the 4th/8th September, 1975, 
certain guiding principles were inter-alia laid down for the ex-
peditious finalisation of disciplinary cases against the Government 
employees. However, it is felt that disciplinary proceedings are 
very often inordinately delayed. One of the reasons is that time 
limits for completing certain stages of inquiry into charges against 
a Government employee as laid down in sub-rules (7) and (11) 91 
rule 8 of the Punjab Civil Services (Punishment and Appeal) Rules, 
1.970 are not strictly followed. The following guidelines may, there-
fore, be kept in view so as to ensure the expeditious disposal of dis- 

ciplinary cases. 

2. Sub-rule (7) of rule 8 ibid provides that a Government em-

ployee shall be required to appear in person before the Inquiry 
Authority at any time prescribed after the expiry of 10 working 
days from the date of the receipt of The charge-sheet. It would. 
therefore, be justified if the charged employee is given not more 
than 10 days for submitting his written statement of defence in 
reply to the charge-sheet under sub-rule (4) of rule 8 ibid. 

2.1. The Statement of defence under rule 8 (4) ibid is expected 
to be limited simply to admitting or denying the charges communi-
cated to the employee, and for such admission or denial, inspection 
of documents is not necessary. Therefore, a request for inspection 
of documents at this stage made by the delinquent employee may 
not be accepted and it may be explained to the employee that he 
would get full opportunity to inspect the listed documents during 

the course of inquiry as per rule 8(11) ibid. 

2.2. Although no time-limit as such has been stipulated for the 
submission of the report by the Inquiry Officer after completion of 
the oral inquiry, ordinarily it would be possible for an Inquiry Offi-
cer to submit the inquiry report within a period of one month from 

the conclusion of the inquiry proceedings. 
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2.3. If theSe time-limits and principles are assiduously observed, 
the period from the date of serving a charge-sheet in a disciplinary 
case to the submission of the report by the Inquiring Officer should 
ordinarily not exceed six months as laid down in Punjab Govern-
ment Circular letter No.. 12277-V(I)-59/13470, dated the 10th Septem-
ber, 1959. 

3. After the submission of the Inquiry Report by the Inquiry 
Officer, where the punishing authority is competent to impose any 
of ,the minor penalties but not competent to impose, any of the 
major penalties, comes to the conclusion that a major penalty may 
be imposed on an employee, he shall forward the records of the in-
quiry to such punishing authority as is competent to impose any of 
the major penalties under rule 8 (21) ibid within one to one and a 
half months from the receipt of the inquiry report. In cases 
where consultation with the Public Service- Commission is necessary 
under the rules, a reference to the Commission_ may be made for 
its advice within one to one and a half months of the receipt of 
the inquiry report. 

4. It is important not only for improving the discipline in the 
offices and the maintenance of integrity in the public services, but 
also for the morale of the public servants, particularly those in-
volved in disciplinary cases, that such cases are finalised with the 
utmost speed. I am, therefore, directed to stress the need for 
prompt action at all stages of the disciplinary proceedings as stated 
above with a view to ensuring their expeditious finalisation. 
Where a case is delayed at a particular stage beyond the time-
limit stipulated for that stage, a statement of reasons for the delay 
should be submitted to the next higher authority for such action as 
may be considered necessary to process the case expeditiously. 

5. The above instructions may kindly be noted fox careful 
observance by all concerned. 

Note : —Copy of Punjab Government Circular letter No. 234-(G01)- 
2511-75/35048, dated 4th/8th September, 1975, is enclosed 
• as it was not printed in the previous Manual of Instruc, 
tions on Service Matters. 
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Copy of Punjab Government Circular Letter No. 234-(G0.0-2511- 
75/35048, dated the 4th/8th September, 1975 from Chief Secre- 
tary to Government, Punjab to all Heads of Departments, 
etc., etc. 

Subject.—Punjab Civil Services ,(Punishment and Appeal) Rules, 
1970—Instructions regarding principles to be followed in 
dealing with departmental enquiries. 

I am directed to address you on the subject noted above and 
to say that in connection with the departmental enquiries against 
Government employees it is felt that there might be misunderstand-
ing about the "standard of proof" required for establishing the 
charge. The Supreme Court in its judgment in the Civil Appeal 
No. 1758 of 1970 (Decided on 28th October, 1971). Case of. Union of 
India versus Sardar Bahadur (1972) has categorically laid down as 
under :— 

"A disciplinary proceedings is not a criminal trial. The 
standard of proof required is that of preponderance of 
probability and not proof beyond reasonable doubt." 

The above principle decided by the Supreme Court should in- 
variably be kept in view while dealing with disciplinary cases 
against the Punjab Government employees. 

2. In the present circumstances when in the context of emer-
gency it is most desirable that disciplinary action against Govern-
ment employees is finalised without any unnecessary delay, it is 
considered expedient to take note- of various factors which con-
tribute to undue delay and faulty disposal of departmental enqui-
ries. The Government of India have laid down certain guiding 
principles for their various Departments to avoid procedural delay 
in disposal of cases of discipline. On the lines of the said guiding 
Principles, the following points are brought to the notice of all 
Departments : — 

(a) The procedure prescribed in Rule 8 of the Punjab Civil 
Services (Punishment and Appeal) Rules, 1970 is appli-
cable only to cases in which the charges are so serious as 
to call for one of the major penalties, i.e.. Dismissal, 
Removal or Reduction in the rank, etc. A more summary 
procedure is already available for less serious charges. 
Enquiries in such cases should be ordered only where it 
is considered very essential and where facts of the case 
are not otherwise sufficient to justify imposition of a 
minor penalty within the terms of Rule 10 of the Rules 
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ibid, read with P.G. Circular letter No. 7028-SII(3)-71/ 
30619, dated 24th November., 1971. The provisions of 
Rule 8 of the Rules ibid are merely designed to ensure 
compliance, with a salutary principle of justice and public 
policy which has also been incorporated in Article 311 
of the Constitution of India, viz., that no man should be 
condemned or punishment without being allowed a 
reasonable opportunity to defend himself. The prescrib-
ed procedure, therefore, requires that the officer con-
cerned should to told in the form of written charges 
exactly what he is alleged to have done and on what 
evidence, oral or documentary the allegations are based 
in order that he may haVe an opportunity to inspect the 
documentary evidence, to test the oral evidence by cross-
examination and to furnish such evidence as he 
may -wish to adduce in his own defence. If, as a 
result of the enquiry it is decided that the Government 
employee concerned should be dismissed, removed or 
reduced in rank, he has to be given a further opportunity 
to show cause, if any, against the actual punishment pro-
posed. Any opportunity short of this would amount to 
a denial of the reasonable opportunity which is guarante-
ed by Article 311. 

(b) There is, however, nothing in these minimum require-
ments which must necessarily lead to protracted pro- 
ceedings or to a failure to secure just punishment to the 
accused. The officer conducting a departmental enquiry 
has to hold the balance even between the interest of the 
State and the avoidance of injustice to the employ con-
cerned. He is free to take a responsible, reasonable and 
prudent view of the facts and the circumstances of the 
ease and is not bound by the rigid limitation regarding 
the admissibility of evidence and the degree of proof 
applicable to prosecutions before Criminal courts, Pro-
vided the Inquiry Officer gives the necessary time and 
effort, confines his attention to the main points at issue 
and firmly resists any attempt by the accused employee 
to introduce irrelevancies or to adopt deliberate dilatory 
tactics, there is no reason why satisfactory expedition in 
disposal should not be achieved in all cases without 
departing from the prescribed procedure. 

(c) The various factors which may contribute to undue delay 
and faulty disposal of disciplinary cases are : — 

(0 Officers conducting the departmental enquiries may be 
so preoccupied with other duties that they can only 
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spare a few hours at a time at long intervals for the 
enquiry itself. 

(ii) Unfamiliarity 	with the procedure or inadequate 
appreciation of the difference between a depart-
mental enquiry and a trial in a Criminal Court, may 
lead to over-elaboration, or lack of firmness dealing 
with dialatory tactics. 

(iii) Avoidable delay may sometimes occur at the stage 
when the enquiry officer has submitted his report 
and the appropriate authorities have to make up 
their minds whether the findings are to by accepted 
and if so what the punishment should be. 

(iv) Where, under the rules consultation with the Punjab 
Public Service Commission is necessary some undue 
delay may occur in making the reference to the 
Commission, and in the consideration of the case by 
that body. 

3. The delay caused by excessive pre-occupation or unfami-
liarities with the procedure could be easily avoided by adopting the 
following measures :— 

(i) In each Department according to the volume of work, a 
penal of officers may be made or the officers nominated 
who have sufficient back-ground and knowledge of the 
procedure of the departmental enquiries/disciplinary 
cases. The services of such officers, should be utilised 
for departmental enquiries. Particular care may be 
taken not to entrust inquiries to the persons having no 
sufficient knowledge about the procedure of inquiries. 

(ii) If in a case it is considered necessary that the work load 
on account of an important enquiry entrusted to such an 
officer is excessive the desirability of relieving tem-

. porarily such an officer of some or all of his normal 
duties may be considered. The period for which such an 
arrangement is necessary to be continued would of course. 
be  decided by the competent authority who would also 
make local arrangements for disposal of the work. 

(iii) The Inquiry Officer so appointed should familiarise him-
self with the rules and essential procedural requirements 
and appreciate the difference between departmental 
enquiries and trials in the Criminal Courts, especially in 
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the context of the Supreme Court Judgment quoted in 
para 1 above. A close personal contact with Services 
Department in regard to the points of doubt arising out 
of Punjab Civil Services (Punishment and Appeal) Rules, 
1970 and with the Vigilance Department where ~ any 
general matter concerning inquiry by the said Depart-
ment is communicated, when the case under inquiry is 
with the Inquiry Officer, will enable the officers to re-
solve any doubts or difficulties which may arise. 

(iv) As regards the causes of delay mentioned in (iii) and 
(iv) of para 2(c) above much improvement will be effect-

ed if, 

(a) it is impressed upon all concerned that both public in-
terest as well as humanitarian consideration demand 
that no avoidable delay should occur in the disposal 
of disciplinary cases ; and 

(b) any failure to give such cases due priority is itself re-
garded as a dereliction of duty and should be suit-
ably dealt with. 

(v) As to the possibility of delay occurring in the considera-
tion of the case and tendering of their advice by the 
Public Service Commission, the procedure laid down in 
P.G. letter No. 7532-DSSII(2)-73, dated the 9th November, 
1973, if meticulously followed would ensure expeditious 
action on the part of the Commission. 

4. The above instructions may kindly be noted by all con-
cerned for careful compliance. 

5. Kindly acknowledge . receipt. 

Copy of Punjab Government circular letter No 13/29/79-2PP/12528, 
dated 19th December, 1979, from the Department of Personnel 
and Administrative Reforms addressed to an Heads of Depart-
ments etc., etc. 

Subject.--Collection of funds by Government employees prohibi-
tion on. 

I am directed to say that complaints have been received from 
certain quarters that Government machinery is being used for the 
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collection of funds for the Red Cross. Some senior officers have 
also been reported to be associating themselves with collection of 
funds by organizing Wrestling matches, music functions etc., 
ostensibly with the object of collecting funds for providing relief 
to sufferers .of natural calamities. In this connection, attention is 
invited to rule 10 of the All India Services (Conduct) Rules, 1968, 
and rule 12 of the Punjab Government Employees (Conduct) Rules, 
1966, which lay down that no government employee shall, except 
with the previous sanction of the Government or of the prescribed 
authority, ask fcir or accept contributions to, or otherwise associate 
himself with the raising of any fund, or any collection in cash or 
kind; in pursuance of any objective whatsoever. Specific instruc-
tions forbidding the collection of funds for the Red Cross were 
issued many time in the past, the latest bearing No. 2/48/78/Pol (1), 

dated 29th November, 1978. 

2. I am directed to request that the provisions of the rules and 
instructions quoted above may be specifically brought to the notice 
of every employee working under your control. It shall be the 
duty of every Head of Department/Head of Office to ensure that 
these instructions are scrupulously observed by every employee in 
letter and spirit. If any breach thereof comes to the notice of 
Government, a very strict view of the matter will be taken and the 
defaulting employee shall render himself liable to severe disciplin-

ary action: 

Copy of Punjab Government circular letter No. 7/15/19-2PP/51 

dated 2nd January, 1980, from the. Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments 

etc.,etc. 

Subject.--Grant of one premature increment to the non-Gazetted 

employees who did not participate in the ,strike on 8th February, 

1978. 

I am directed to say that the Punjab Government circular letter 

No. 1548-2PP-78/, dated 16th June, 1978, a decision was conveyed„ 
inter-alia for the grant of one premature increment to those non-gazet-
ted employees who did not participate in the strike on 8th February, 
1978. It was stated therein that the grant of the premature incre-
ment will not mean crossing of efficiency bar automatically in cases 
where the grant of this increment would involve crossing of Effi-
ciency Bar, but it will be released after the final decision in the 
prescribed manner In regard to the crossing of efficiency bar was 

taken. 
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2. A question has arisen as to how to regulate the giant of 
the premature increment with effect from 8th February, 1978, in 
the case of an employee who was not allowed to cross the effi-
ciency bar from the due date, which either fell before or immedia-
tely after 8th February, 1978, on account of his being not fit to 
cross the efficiency bar, and he also remained held up at the effi-
ciency bar for a specific period which extended beyond 8th Feb-
ruary, 1978. The matter has been considered by Government and 
taking into account the legal complications in allowing the pre-
mature increment with effect from 8th February, 1978, in such cases, 
it has been decided that the premature increment may be granted 
from the date the employee is allowed to cross the stage of effi-
ciency bar by the competent authority. However, no arrears will 
be paid from 8th February, 1978, to the date of actual crossing of 
the efficiency bar by the official. 

3. Necessary action in the light of the clarification given above 
may kindly be taken immediately. 

Copy of Punjab Government circular letter No. 16/5/78-2PP/915, 
dated 29th January, 1980, from the Department of Personnel 
and Administrative Reforms addressed to all Heads of Depart-
ments, etc. etc. 

Subject.—Voluntary Retirement after completion of 20 years quali-
fying service—Amendment to the Punjab Civil Services 
(Premature Retirement) Rules, 1975. 

1 am 
tions No. 4 
ed to al-  o 
completed 
sion and 
provisions 
Rules, 1975 
ture Retire 
Punjab 
No. G.S.R. 
dated 7th 
for your in 
under you. 

rected to say that, —vide Punjab Government instruc-
27-2PP-78/17892, dated the 7th June, 1978, it was decid-
an employee to seek premature retirement if he has 

0 years qualifying service and to get proportionate pen- 
atuity. 	In the light of these instructions, suitable 
n the Punjab Civil Services (Premature Retirement) 
have been made as per Punjab Civil Services (Prema- 
ent) (First Amendment) Rules, 1979 published in the 

overnment Gazette, Legislative Supplement,—vide 
168/Const./Art. 309 read with Art. 234/Amd. (2)/79, 
ecember, 1979. A copy of the notification is enclosed 
ormation and circulation among the employees working 
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(Published in the Punjab Government Gazette, Legislative 
Supplement, dated the 7th December, 1979) 

GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 

(PERSONNEL POLICIES BRANCH) 

Notification 

The 29th November, 1979. 

No. G.S.R. 168/Const./Art. 309 read with Art. 234/Amd. (2)/79.—
In exercise of the powers conferred by the proviso to article 
301 read with article 234 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 
Punjab Civil Services (Premature Retirement) Rules, 1975, 
namely :— 

1. (1) These rules may be called the Punjab Civil Services 
(Premature Retirement) (First Amendment) Rules, 1979. 

(2) They shall oe deemed to have come into force on and with 
effect from the seventh day of June, 1978. 

(3) They shall not apply to the Secretariat staff of the Legisla-
tive Assembly. 

2. In the Punjab Civil Services (Premature Retirement) Rules, 
1975 (hereinafter referred to as the said rules), in rule 3, after 
sub-rule (2), the following sub-rules shall be inserted; name 
ly : 

"(3) (a) At any tirriq. 4f tcr an employee has completed 
twenty years Of titialifyikig, service, he may, by giving 
notice of not less than three months In writing to the 
appropriate authority, retire from service. 

(b) The notice of voluntary retirement given under this sub-
rule shall require acceptance by the appropriate 
authority. 

(c) Where the appropriate authority does not refuse to grant 
the permission for retirement before the expiry of 
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the period specified in the said notice, the retire-
ment shall become effective from the date of expiry of 
the said period. 

(4) The employee, who has elected ..to retire under 'sub-rule 
(2) or suo-rule (3) and has given the necessary notice to that effect 
to the appropriate authority, shall be precluded from withdraw-
ing his notice except with the specific approval of the appro-
priate authority : 

Provided that the request for withdrawal shall be made before 
the intended date of his retirement. 

Note 1.—A notice of less than three months may also be 
accepted by the appropriate authority in deserving cases, with 
the concurrence of the State Government in the Department 
of Personnel and Administrative Reforms. 

Note 2.—If an employee retires under sub-rule (2) or (3) above 
while he is on leave not due, without returning to duty, the retire-
ment shall take effect from the date of commencement of the leave 
not due and the leave salary paid in respect of such leave shall be 
recovered as provided in rule 8.119 (d) of the Punjab Civil Services 

Rules, Volume I, Part I. 

Note 3.—In computing the notice period of three months re-
ferred to in rule 3, the date of service of the notice and the date 

of its expiry shall be excluded." 

3. In the said rules for rule 4, the following rule shall be 

substituted, namely :— 

"4. (1) A retiring pension and death-cum-retirement gra-
tuity shall be granted to an employee who retires or is 

required to retire under rule 3. 

(2) While granting proportionate pension and gratuity 
to an employee retiring under sub-rule (3) of rule 3, 
his qualifying service as on the date of intended retire-
ment shall be increased by a period not exceeding five 
years, so however, that the total qualifying service of 
the employee as so increased shall not in any case ex-
ceed thirty years or the period of qualifying service 
which the employee would have completed had 
he retired on the date of his superannuation, whichever 

be less. 
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(3) The pension and gratuity of the employee retiring under 
sub-rule (3) of rule 3 shall be based on the emolu-
ments as defined in rule 6.19-C, and 6.24 of the Punjab 
Civil Services Rules, Volume II, and the increase 
in his qualifying service under sub-rule (2) shall not 
entitle him to any notional fixation of pay for purposes 
of calculating pension and gratuity. 

(4) The amount of pension to be granted after allowing 
increase in the qualifying service under sub-rule 
(2) shall be subject to the provisions of rules 2.2 
and 6.4 of the Punjab Civil Services Rules, Volume 
II". 

K. S. NARANG, 

Chief Secretary to Government, Punjab. 

Copy of Punjab Government circular letter No. 9/2/80-(4PP)1174, 
dated 9th February, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

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

I am directed to say that in Punjab Government Circular letter 
No. 4741-SII-(3)-71, dated 11th February, 1972, (Pages 628-629 of 
Vol. I) instructions were conveyed that whenever a judicial deci-
sion is pronounced in respect of any service matter, a copy of the 
judgement should be sent to this Department for enabling it to 
examine its policy in proper perspective as well as to review it, if 
considered expedient in the light of the judicial pronouncement. 
It has been noticed that these instructions are not followed by 
many departments. I am, therefore, to request that the said 
instructions may be brought again to the notice of all concerned 
for being acted upon carefully. 
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Copy of Punjab Government circular letter No. 20/4/79-2PP/14n, 
dated 13th February, 1980, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Relationship between the Deputy Commissioners and the 
Departmental Officers in the Districts. 

I am directed to say that Punjab Government Circular letter 
No. 14102-G-I-57/22998, dated 15th November, 1957, and No. 10542- 
GIII-59/26741, dated 17th December, 1959, stated, inter aria, that the 
Deputy Commissioners at the district level, and the Commissioners 
of Divisions at the level of Division, would coordinate all the 
activities of Government and they could call for assistance from 
all departmental officers posted in •the Districts/Divisions. 	This 
matter of fundamental relationship between the administrative 
personnel having a responsibility of coordination and technical 
personnel like Doctors, Engineers, Agricultural Experts and others 
having specialised knowledge in their various disciplines has been 
further considered. The technical personnel have well-defined 
responsibilities and they carry these out in accordance with the 
directions of Government. Whereas they are normally indepen-
dent like officers of other services, yet in the very nature of things, 
coordination is required between various officers and departments 
to execute various projects and schemes with the ner essary speed. 
This job of coordination is vested in certain executi-fe officers and 
evidently while exercising this coordinative authority, they are 
expected to so conduct themselves as to build an atmosphere of 
mutual trust, confidence and cordiality so that the technical_ per-
sonnel do not suffer under a sense of being considered inferior to 
administrative personnel. 	Government expects that the execu- 
tive. and the technical personnel should function in such a manner 
aS should give no chance of a clash between them. In order to 
remove any misunderstanding that may arise, meetings and dis-
cussions should be held by the Commissioners and Deputy Com-
missioners with officers of other departments at regular intervals 
to sort out problems in a spirit of cordiality and mutual trust. 
Complaints, if any, from public against particular officers/depart-
ments should be discussed in the meeting of the District Grie-
vances Committees in accordance with the established proce, 
d ure 

2. At times, complaints are received ay the Deputy Commis-
sioners or Sub-Divisional Officers (Civil) about the alleged use of 
substandard materials in a project by the officers of the PWD. 
A complaint of this nature should normally be referred to the 
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higher officers of the concerned Department or the Head of the 

Department. In suitable circumstances, a complaint can be 
brought to the notice of Secretary to Government, Department of 
Public Works, or any other concerned Department, for, being look-
ed into. The concerned Deputy Commissioner or Sub-Divisional 
Officer (C) should not suo moto take upon himself the task of seiz-
ing samples and conducting enquiries. 

3. I am directed to request you that these instructions 
may please be noted carefully and observed meticulous-
ly. 

Copy of Punjab Government circular U.O. No. 12/3/80-6PP, dated 
7th March, 1980, from the Department of Personnel and-, Adminis-
trative Reforms addressed to all Administrative Secretaries to 
Government, Punjab. 

Subject.—Appointment of Chairmen of various Corporations/Boards 
in the State. 

All Administrative Secretaries to Government, Punjab may kind-
ly refer to the subject noted above. 

2. With a view to streamlining the administration of Corporations/ 
Boards in the State and also b keep it flexible.td serve the best inte-
rests of public service, it has been decided that unless it is necessary 
either as an obligation of a contract or under a provision of law, all 
appointments to the posts of Chairmen of various Corporations/ 
Boards in the State should be made effective "till further. orders." 

3. It is requested that meticulous compliance with this decision 
may Please be ensured. 

4. The receipt of this communication should be acknowledg- 
ea. 
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copy of Punjab Government circular U. 0. No. 12/4/80-6PP, dated 
15th March, 1980 from the Department of Personnel and Adminis-
trative Reforms, addressed to all Financial Commissioners and 
Administrative Secretaries to Government, Punjab. 

Subject.—Misuse of official position for political purposes by 

the Chairmen of various Corporations/Boards in the 
State. 

The Governor-in-Council in a meeting held on the 26th Feb-
ruary, 1981) decided, inter alia, that suitable instructions should be 
issued to ensure that the non-official Chairmen of the Corporations 
do not make use of their official position for any political pur-

poses. 

2. All Financial Commissioners and Administrative Secretaries 
are requested kindly to ensure that the non-official Chairmen of the 
Corporations/Boards under their administrative control do not mis-
use. their official position for any political purposes in connection 
with , the coming Vidhan Sabha Elections or otherwise and issue 
further suitable directions/instructions to the concerned functiona-

ries .for strict compliance. 

Copy of Punjab Government circular letter No. 18/1/80-5PP/3203, 

dated 21st March, 1980, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 

etc., etc. 

Subject.—Priority list for various categories of persons for employ-
ment in State Services—Rehabilitation of disabled ex-
servicemen and widows/dependents of the deceased Go-
vernment employees and defence services personnel killed 

or disabled severely in action. 

I am directed to refer the instructions contained in Punjab Go-
vernment letter No. 80 (GOI)-SII (3)-73/12092, dated 18th April, 
1973, on the subject noted above and to state that sub-clause (a) of 
clause 7 of Punjab Government Notification No. 8018-SE (ASO)-74/ 
33252, dated 15th October, 1974 relating to the functions of the Punjab 
Subordinate Services Selection Board has been amended,—vide 
Punjab Government Notification No. 12/2/80-GE/2545, dated 11th 
March, 1980. Consequently, in para 3 of P.G. letter, dated 18th April, 
1973, referred to above, for the letter and figure, 'Rs. 299' appearing 

twice, the letter and figure 'Rs. 699' shall be and shall be deemed to 
have been substituted on and with effect from the 18th October, 1979. 
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Copy of Punjab Government circular letter No. 7/14/79-PP/3530, 
dated 27th March, 1980, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments, 
etc., etc. 

Subject.—Witholding of increment at the efficiency bar stage when 
an official has been subject to disciplinary proceedings/ 
enquiry. 

I am directed to say that the instructions contained in 
Punjab Government circular letter No. 4091-ASII-60/20836, 
dated 8th June, 1960, laid down that in a case where the question 
of crossing the efficiency bar has not been decided before the date 
on which employee concerned was due to cross it the decision. on 
it should be based on consideration of his record up to the date on 

which the crossing of efficiency bar was due, and that allowing him 
to cross the same with effect from the due date, notwithstanding his 
subsequent conduct, will not have any effect on the,  punishment 
which may have to be imposed upon him for any misconduct after 

the date from which he has allowed to cross the efficiency bar. In 
case the concerned employee is allowed to cross the efficiency bar 
on the basis of his record, he is to be informed that the fact that he 
has been allowed to cross the efficiency bar is independent of the 
action which might be taken against him on the basis of disciplinary 
proceedings. 

2. Detailed instructions on the subject of crossing of efficiency 
bar by government employees were issued in Punjab Government 
circular letter No. 3805-SII (3)-73, dated 16th October, 1973. 	In 
pare, 7 thereof, it was laid down that where it is proposed to stop an 
employee at the efficiency bar in the time scale of pay as a penalty, 
i.e., on grounds other than unfitness on the basis of record the 
procedure laid down under rule 10 of the Punjab Civil Services 
(Punishment and Appeal) Rules, 1970, should be observed. About 
stoppage of an employee at the efficiency Bar on grounds of unfit-
ness on the basis of record, it was clarified that although it would 
not be a penalty, yet keeping in view the principle of natural jus-
tice and the fact that the order of stopping an employee at the effi-
ciency bar entails evil consequencies for him, it would be desirable 
to give him an opportunity to explain his position before such an 
order was passed. These instructions are in accordance with the 
legal pronouncements of the Courts and contain the latest think-
ing of Government. 

3. I am now to say that Office Memorandum No. F.1. (II) E, III 
(A)/67, dated 21st September, 1967, addressed by the Ministry of 
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Finance, Government of India, to all Ministeries of the Government 

of India etc., was circulated to all Heads of Departments, Commis-
sioners of Divisions, etc.,--vide .Punjab Government endorsement 

No. S114(1)-68/3187, dated 13th February, 1968. .it contained instruc-

tions to the effect that if the case for the crossing of efficiency bar 

by the Government employee had not been considered on account 
of the pendency of disciplinary/vigilance case against him, he may, 

the event of complete exoneration, be allowed to cross the effi-
ciency bar with effect from the .due date retrospectively, unless the 
competent authority decides otherwise. 	But if the employee is 
not completely exonerated, his case for crossing of efficiency bar 

cannot be considered with retrospective effect from the due date 

and such a case may be considered only with effect from the date 
following the conclusion of the disciplinary/vigilance case, taking 

into account its outcome. The matter has been examined and it 

has been considered that the instructions contained in this Office 

Memorandum are at variance with those contained in Punjab Go-

vernment circular letters, dated 8th June, 1960 and 16th October, 

1973, mentioned above. Besides, the application of these instruc-

tions would deprive an employee of an opportunity afforded by the 
instructions, dated 16th October, 1973 and also cause double finan-

cial loss to an employee. In view of this position, I am directed 

to say that in future, cases of this type may be examined only in 

accordance with the provisions of Punjab Government circular 

letters, dated 8th June, 1960 and 16th October, 1973 and not in accor-

dance with the Government of India Office Memorandum, dated 

21st September, 1967, which would cease to be applicable to such 
cases. 

Copy of Punjab Government circular letter No. 18/44/79-5PP/3655, 
dated 31st March, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Priority list for various categories of persons for employ-

ment in State Services—Rehabilitation of disabled ex-

servicemen and widows/dependents of the deceased Go-

vernment employees and defence services personnel 
killed or disabled severely in action. 

I am directed to refer to Punjab Government instructions 
contained in their letter No. 80(GOI)-SII(3)-73/12092, dated 18th 

April, 1973, on the subject noted above, and to say that eases have 
come to the notice of Government that the dependents of deceas-
ed Government, employees have been experiencing difficulties in 

securing employment on compassionate grounds as provided for in 
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the scheme under reference. The responsibility to explore the 
possibility of accommodating the dependent of a Government ser-

vant who dies while in service is basically that of the authority 
in whose office/department the employee was working at the time 
of death. 

It has accordingly been decided that where it is not possible 
to accommodate a prospective beneficiary under this scheme in the 
Department/office in which his/her parent was serving at the 

time of death, the particulars of such a person should be circulated 
to all Heads of Departments/offices in the State and the matter 
pursued to its logical conclusion by the authority concern-

-ed. 

2. The receipt of this communication may please be acknow-
ledged. 

Copy of Punjab Government circular letter No. 13/29/79-2PP/3707, 
dated 1st April, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Collection of funds by Government employees—Prohibi-
tion on. 

I am directed to say that reports have reached Government that 
funds are being collected by some Government officers/officials for 
one purpose or the other. In this connection, attention is invited 
to rule 10 of the All India Services (Conduct) Rules, 1968 and Rule 
12 of the Punjab Government Employees (Conduct) Rules, 1966 

which lay down that no Government employee shall, except with 
the previous sanction of the Government or of the prescribed 
authority, ask for or accept contribution to, or otherwise associate 
himself with the raising of any fund, or any collection in cash or 
kind, in pursuance of any objective whatsoever. Specific instruc-
tions forbidding the collection of funds for the Red Cross also were 
issued many times in the past, the latest bearing No. 13/29/79-2PP/ 
12528, dated 19th December, 1979. 

2. I am directed to request that the provisions of the rules 
and instructions quoted above may be specifically brought to the 
notice of every employee working under your control. It shall be 
the duty of every Head of Department/Head of Office to ensure 
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that these instructions are scrupulously observed by every em- 
ployee in letter and spirit. 	If any breach thereof comes to the 
notice of Government, a very strict view of the matter will be taken 
and the defaulting employee shall render himself liable to severe 
disciplinary action. 

Copy of Punjab Government circular letter No. 8/11/80-6PP/3769. 
dated 2nd April, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all heads of Departments 
etc., etc. 

Subject.--General election to the Punjao Vidhan Sabha—Restriction 
on transfer of Government employees. 

I am, directed to invite your attention to Punjab Government 
circular letter No. 8/20/79-PP/1757, dated 19th April, 1979, which 
inter alia laid emphasis on general transfers of Punjab Government 
employees being made between the period from 15th April to 15th 
May, thereby placing a ban en mid-term transfers except with the 
prior written approval of the Chief Minister. The matter has been 
reconsidered in the context of the ensuing general elections to the 
Punjab Vidhan Sabha and it has been decided that no transfers of 
Punjab Government employees should be made henceforth. In 
a case when transfer is considered absolutely necessary, it should 
be made only after obtaining the prior written approval of the Go-
vernor of Punjab through the Department of Personnel and Ad-
ministrative Reforms. In case, however, a transfer becomes un-
avoidable on account of promotion or disciplinary proceedings or 
other eventualities mentioned in part I(IX) of Punjab Government 
circular letter No. 2786-6PP/78/12136, dated 14th April, 1978, prior 
written approval of the Governor of Punjab will not be necessary, 
provided such a transfer does not involve the transfer of any other 
employee. I am accordingly directed to state that all transfers of 
Punjab Government employees should be stopped till further 
orders. 

2. These instructions may be brought to the notice of all con-
cerned working under you for strict compliance. 

3. The receipt of this letter may kindly be acknow 
ledged. 
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Copy of Punjab Government circular letter No. 13/29/79-2PP/3426, dated 8th April, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.--Guidelines 
for the conduct of Government employees in 

relation to the Vidhan Sabha Elections. 

I am directed to say that the mid-term Elections to the Punjab 
Vidhan Sabha are likely to be held soon. In relation to the Elec-

tions to the Lok Sabha held in January, 1980, detailed instructions 
regarding the conduct of Government employees during Elections 

were issued,—vide Punjab Government circular letter No. 13/29/79- 
2PP/11711, dated 28th November, 1979. These instructions are 
reiterated and may be deemed to be applicable mutatis mutandis to 
the coming Vidhan Sabha elections. In particular, the attention of 
all Government employees should be drawn to rule 5 of All India 
Services (Conduct) Rules, 1968 and rule 5 of the Punjab Government 

Employees (Conduct) Rules, 1966 which clearly prohibit Govern-

ment employees from becoming members of or otherwise associat-
ing with, any political party or organisation taking part in politics 

or assisting in any other manner any political movement or activity, 
or taking part in, or canvassing or using their influence for an elec-
tion to any legislature or local authority. 

2. I am directed to request that the provisions of the rules and 
instructions quoted above may be specifically brought to the notice 
of every employee working under your control. It shall be the duty 

of every Head of Department/Head of Office to ensure that these 
instructions are scrupulously observed by every employee in letter 
and spirit. If any breach thereof comes to the notice of Govern-

ment, a very strict view of the matter will be taken and the default-
ing employee shall render himself liable to severe disciplinary action. 

Copy of Punjab',Government circular letter No. 4/4/80-1PP/4130, 
dated 18th April, 1980, from the Department of Personnel and 

Administrative Reforms, roidressed to all Heads of Departments 
etc., etc. 

Subject.-13ifurcation of cadre strength of Clerks—Guidelines for 
appointment to the posts of Senior Clerks. 

I am directed to say that on the recommendations of the Second 
Pay Commission as contained in paras 12.31 and 12.32 of its Report, 
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It has been provided under item 17 of Schedule 'B' of the Punjab 
Civil Services (Revised Scales of Pay) Rules, 1979 that the cadre 
strength of Clerks in each Department as on 1st January, 1978 be 
divided in the ratio of 50 : 50 in two scales of pay (1) Rs. 400-10-450/ 
15-525/15-600 and (ii) Rs. 510-15-600/20-700/25--800, applicable 
to Clerks and Senior Clerks respectively. Subsequently, Finance 
Department in their Circular letter No. 38/42/79-FR (9) 174, dated 
7th January, 1980, authorised all Heads of Departments to bifurcate 
the cadre strength of Clerks as on 1st January, 1978, in respect of 
permanent posts and temporary posts separately, adding that the 
strength existing on 28th February, should be bifurcated further on 
the 1st of March every year. It was also stated therein that appoint-
ments against the posts of Senior Clerks would be made by the 
competent authorities concerned on the basis of guidelines to be 
issued by the Department of Personnel and Administrative Reforms. 

2. The matter has been considered at length by Government. 
It is an accepted principle that when a post/posts is/are up-graded, 
the incumbents thereof automatically acquire a right to be appointed 
on the up-graded post(s). The crucial dates of 1st January, 1978, 1st 
March, 1978, 1st March, 1979, and 1st March, 1980, have already 
passed. The guidelines being issued now would be applicable to the 
appointments to be made in future and not to those having been 
made already. 

3. The recommendations of the Second Pay Commission as 
accepted by Government envisage the bifurcation of the cadre of 
Clerks in each Department into Clerks and Senior Clerks on a 50 : 50 
basis. The duties such as minor noting and drafting, preparation of 
bills, recording of files record-keepting, maintenance of stores and 
stock, etc., have been suggested by the Commission for being assigned 
to the Senior Clerks, while the Clerks would perform routine duties 
like those of diary, despatch and type etc. The duties which have 
been assigned to the Senior Clerks are not of a difficult nature, and 
a person who has worked as a Clerk in a Government office for a 
few years can be considered tt have acquired the necessary know-
ledge and experience for performing them. Though the duties of 
posts of Senior Clerks and Clerks involve some difference in respon-
sibility, yet the difference is not so large as to attract the formation 
of a separate independent cadre for the Senior Clerks. The place-
ment of a Clerk in the scale of Senior Clerk would not thus involve 
any promotion in the conventional sense, from a post of lower res-
ponsibility to a post of distinct higher responsibility or from one 
cadre to another or from-a lower class to a higher class of service. 
Therefore, such aspects as reservation for the Scheduled Castes or 
ether categories or framing of separate Service Rules are not rele-
vant. The objective will be well achieved if persons working as 
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Clerks are appointed as Senior Clerks on the basis of seniority, sub- 
ject to their suitability as adjudged on the basis of satisfactory 
service record. 

4. As it has been decided not to create a separate cadre of 
Senior Clerks, there would be no need to define the Senior Clerks as 
a separate cadre in the Service Rules of the various Departments. 
The cadre of Clerks can be shown to be bifurcated in the ratio of 
50 : 50 carrying the following scales: — 

Rs. 40040450/15-525/15-600; 

(ii) Senior Clerks 	 ... Rs. 510-15-600/20-700/27-800; 

In the official hierarchy, the next post higher than Clerk/Senior 
Clerk is that of Assistant. Promotion to this post would, therefore, 
be made from among those Clerks (where Clerks are the feeding 
cadre) who are now designated as Senior Clerks in accordance with 
the provision to be so made in the respective Departmental Service 
Rules wherever necesary. Though normally they would even other-
wise be eligible for promotion as Assistant on the basis of their 
length of service, yet this provision may be necessary to dispel any 
doubts about later interpretation. 

5. This may be brought to the notice of all concerned. The 
receipt of this communication may also be acknowledged. 

Copy of Pun jab Government circular letter No. 7/15/78/2PP/4521, 
dated 29th April, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Grant of Premature increment to those non-gazetted 
Punjab Government employees who did not participate 
in the strike on 8th February, 1978 and who were on depu-
tation to the Punjab State Undertakings/Boards. 

I am directed to state that in Punjab Government Circular letter 
No. 4548-PP-78, dated 16th June, 1978, a decision was conveyed, inter 
alio, for the grant of one premature increment to those-  non-gazetted 
Punjab Government employees who did not participate in the strike 
on 8th February, 1978. A question arose subsequently as to whether 
the non-gazetted Government employees on deputation to the Punjab 
State Undertakings/Boards, were also entitled to the grant of the 

(i) Clerks 
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aforesaid increment. it was clarified,—vice Punjab Government 

Circular letter 	7/15/78-'2PP/34, dated 20th February, 1979, that 

the Circular letter, dated 16th June, 1978 of the Punjab Government 

might be considered by the .Boara of Directors of the Undertaking/ 

Board concerned for an appropriate decision keeping in view the 

circumstances that prevailed on 8th i'ebruary, 1978, in each under-

taking. 

2. Further clarification has been sought in this behalf on the 
folio wing points:— 

(i) Whether the Board of Directors has to recommend to Go-

vernment for the release of one premature increment or 

the Board can itself release such increment to the depu-

tationists ? 

(ii) In case the premature increment is released by the Cor-
porations/Boards, would the parent Department of the 

Government employee concerned honour the grant of such 
increment when the deputationist concerned is reverted ? 

(iii) Whether the employees of the Corporations who are direct 

appointees are also covered under the Government instruc-
tions for the grant of premature increment ? 

3. The matter has been considered by Government and it is 

clarified that the decision of Government to grant premature incre-
ment to the non-gazetted Punjab Government employees, who did 

not participate in the strike on 8th February, 1978, is not applicable 

ipso facto to the Government employees on deputation to the Punjab 

State Undertakings/Boards and the employees directly appointed 

by such bodies. However, the proposal, if any, for the grant of pre-

mature increment may be placed before the Board of Directors of 
the Undertaking/Board for an appropriate decision in respect of its 

employees, including the deputationists. In case the decision to 

grant a premature increment on the pattern adopted by the Govern-
ment is taken by the Board of Directors in respect of the employees 

of the Corporations including the deputationists, the Government 

would have no objection in principle to allow the benefit of prema-
ture increment for non-participation in strike on 8th February, 1978, 

to Punjab Government employees on deputation to Punjab State 
Corporations/Boards. This increment will be allowed in the time-

scale applicable to the Government employees on their departmental 

posts as they stood on 8th February, 1978, and formal orders to this 
effect would be issued by the parent department on the basis of the 
decision of the Board of Directors concerned. 
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4. Necessary action in the light of the clarification given above 
may kindly be taken immediately. 

Copy of Punjab Government circular order No. 6/234/78-3PP/ 	, 
dated 2nd May, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

ORDER OF THE PRESIDENT OF INDIA 

Whereas pending regular appointments to be made through the 

Subordinate Services Selection Board, ad hoc appointments had to 

be resorted to in administrative interest after notifying the vacan-

cies to the Employment Exchanges or by issuing advertisements, as 
the case may be, by the various appointing authorities ; 

2. Whereas the ad hoc appointments made as above had to be 
continued as an administrative necessity on account of delay in 

making regulatr appointments as aforesaid ; 

3. Whereas the Punjab Subordinate Services Selection Board 
has been abolished with effect from 21st March, 1980, leaving behind 

the process of selection of candidates yet to be finalised in many 
cases ,; 

4. Whereas Punjab Government have decided to entrust the 
selection of candidates for the various posts already notified to the 
defunct S.S.S. Board and also to be notified in future by the various 
appointing authorities, to the Central Selection Committee and De-
partmental Selection Committees ; and 

5. Whereas a number of ad- hoc employees have put in sufficient 
service and their regularisation is posing an administrative problem; 

6. Now, therefore, it has been decided after taking all relevant 
facts of the case into consideration that with a view to mitigating 
hardship to the ad hoc employees to the extent possible or reasonable 
as also to make use of experience gained by them, the following 
priorities should be observed in making regular appointments to 

posts, which fell within the purview of the defunct S.S.S. Board: — 

(i) The services of such ad hoc employees as have already been 

recommended by the defunct Board before its dissolution 
for regular appointments and have been awaiting posting 
orders may be regularised straightway. 
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(ii) Cases of those candidates, other than ad hoc employees; 
who have already been recommended by the defunct 
Board before its dissolution for regular appointment and 
have been awaiting posting orders should be scrutinised 
by the Central Selection Committee and/or Departmental 

Selection Committees, as the case may be, and those found 
suitable may be appointed to either the existing vacancies 
or by replacement of the junior-most ad hoc employees on 
the basis last come first go. 

(iii) Those ad hoc employees who had appeared in a test/inter 
view held by the defunct S.S.S. Board and the result of 
their selection was not declared ; but are now found 
successful, on the basis of the said test, by the Central 
Selection Committee or the Departmental Selection 
Committee(s), as the case may be, should he recommended 
straightWay for regularisation according to their merit. 

(iv) Those ad hoc employees who are not found successful in 
the test held by.  the defunct Board shall be given a proper 
test by the Central Selection Committee or the Depart-
mental Selection Committee as the case may be. and if 
found suitable, shall be recommended to the respective 
appointing authorities for regular appointments. Simi-
larly, those ad hod employees whose services have to be 
terminated in any event because of the absorption of the 
candidates already recommended by the defunct S.S.S. 
Board will also be tested and screened likewise and reco-
Mended to the needy appointing authority according to 
their requisition for regular appointments, if found 
suitable. 

(v) Those persons who are unemployed at present but find 
places according to merit in the list prepared by the.  
Central Selection Committee and/or the Departmental 
Selection Committees, shall be absorbed against existing 
vacancies without disturbing the ad hoc employees men-
tioned above. 

;vi) The service of, those ad hoc employees who are found un-
suitable will be terminated and the vacancies so caused 
will be utilised to absorb those candidates who are not 
adjusted under (v) above and became surplus. 
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Copy of Punjab Government circular U.O. No. 27/6/78-1PP/ 
dated 20th May, 1980, from the Department of Personnel and 
Administrative Reforms, actdressed to all Financial Commis-
sioners and Administrative Secretaries to Government, Punjab. 

Subject.—Transmission of cases to the Department of Personnel and 
Administrative Reforms for advice. 

All the Financial Commissioners and Administrative Secretaries 

to Government, Punjab, may kindly refer to this Department's U.O. 
No. 2091-SII(3)-72, dated the 7th April, 1972 on the subject noted 
above. 

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

(i) cases should be referred to the Chief Secretary (Depart-

ment of Personnel and Administrative Reforms) for advice 
only after fully examining the issues involved therein ; 
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(ii) cases which are clear and straight should be decided by 
the Administrative Department themselves so as to avoid 
unnecessary references ; 

(iii) the point (s) requiring clarification/advice should be 
clearly brought out ; 

(iv) all relevant papers having direct bearing on the case be 
added alongwith a duplicate copy of the Administrative 
Department's note ; and 

(v) the orders of the Administrative Secretary concerned have 
been obtained for referring the case. 

3. It has, however, been observed that the above instructions 
are not being fully observed despite the fact that the same were 
reiterated,—vide this Department's U.O. Circular No. 27/6/78-1PP, 
dated 27th March, 1979. Thus many cases which could have been 
decided at the Administrative Department's level on the basis _ of 
rules and instructions continue to be received in the Department or 
Personnel and Administrative Reforms. Some times cases are 
referred to this Department by officers at lower level and in an in-
complete form without even adding the essential documents required 
for disposal, thereof. Such incomplete and half backed references 
thus consume time, labour and energy un necessarily at all levels. 
It is, therefore, requested that necessary steps should please be 
taken to ensure meticulous compliance of the instructions referred 
to above. 

4. In case a self contained U.O. reference has to be sent to this 
Department, it should be signed by an officer not below the rank of 
Under Secretary. 

Copy of Punjab Government circular U.O. No. 6/234/78-3PP 
dated 20th May, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Financial Commis-
sioners and Secretaries to Government, Punjab. 

Subject.—Regularisation of services of ad hoc employees under the 
Punjab Government. 

All Administrative Secretaries to Government, Punjab may 
please refer to U.O. No. 1255-PS/Governor, dated 14th May, 1980, 
forwarding a copy of Governor's minute of even date (copy enclosed 

for ready reference). 
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2. Tn this connection, attention is invited to Punjab Govern-
ment order No. 6/234/78-3PP, dated 2nd May, 1980 copy endorsed 
to them,—vide this Department I.D. No. 6/234/78-3PP/4700 of same 
date wherein they were requested to ensure that action taken in the 
matter was finalised by 31st May, 1980 positively. It is hoped that 
action taken in this direction would have been reported to Secretary 
to Governor for the information of Governor within the stipulated 
period i.e. by 20th May, 1980. It is requested that the report of 
action taken in the matter may please be sent to the Department of 
Personnel and A.R. also for the information of Chief Secretary. 

3. Attention in this connection is also invited to this Depart-
ment order No. 6/234/78-3PP, dated 16th May, 1980 circulated with 
encIFf No. 6/234/78-3PP/5570, dated 19th May. 1980. 

Th.c! C1--sovernment have taken a decision to regularise the ad hoc 
employpo7, ' have 7-,eer reoeiving representations from ad hoc em-
ployees from -.7c.i!ic!-  7 7`..-7 no action seems to have been taken by 
the departments. I 	"Ice to know by 20th May, 1980 the total 
number of ad hoc empl.,oe ,  ;r1 	.:leprtrnents, how many have 
been regularised by now and how tqny .7;r-1in as ad hoc and what 
the 'Departments propose to do

. 
 about the re—lining 'ad hoc 

employees. 

(Sd/-) . . . , 
GOVERNOR 

14-5-80 

Copy of Punjab Government circular-  /cotter IN`r;.. 1./54/78-3PP/5622, 
dated 20th May, 1980, from the Department of Personnel and 
Administrative Reforms addressrq to all Heads of Departments 
etc., etc. 

LAI 0. 9074- ASH-
6.1/45279, dated 
29 -12-61. 
2. P 0. 2638-511 

(6) /68/8839. 
dated 4-4-68. 

i.S o. 1396-S11- 
(6)68/7462, 

dated 17-3-69. 
4 No. 125- 
(ty• 0I) -21311-76, 

dated 26-4-76. 

Subject.—Verification of character and Antecedents of persons 
before their first appointment to Government service/ 
Government controlled undertakings. 

I am directed to invite a reference to Punjab Government cir-
cular letter No. 2502-G-51/3399, dated 11th June, 1951, followed by 
subsequent circular letter noted in the margin, and to state that the 
instructions contained therein, as supplemented from time to time, 
lay down the procedure for the verification of character and antece-
dents of persons before their first appointment to service, either on 
ad.  hoc basis or on regular basis under Government or in Public 
Sector Undertakings, Autonomous Bodies. Corporations, etc. It has 
been brought to the notice of Government that in some cases. such 
verification in respect of exservicemen and released armed force5 
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personnel was not done before appointing them to civil jobs and 
consequently an • officer who was being proceeded against by the 
Defence Ministry got an appointment under State Government. It 
has, therefore, been decided that prior verification about the service 
background, character roll and performance of. all Class-II and 
Class-I posts in the case of selected Exservicernen and released 
armed forces personnel, in addition to Local police verification, should 
also be got done from the Defence Ministry or concerned organisa-
tion of -the Defence Establishment before actually appointing them 
to jobs under the Government- or in Public Sector Undertakings. 
It has also been decided that cases involving appointments of Ex-

servicemen and released personnel to posts in the rank of Managing 
Directors of Corporations or equivalent posts in Government, the 
pay scales of which exceed Rs. 2,000 per- inensum should be routed 
through the Chief Secretary, for obtaining orders of the competent 
authority. 

2. I am directed to request that this decision of Government 
should be brought to the notice of all concerned for strict compliance 

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

-Copy of Punjab Government circular letter No. 2/13/79-5.PP/6584, 
dated 10th June, 1980, from the Department of Personnel and-
Admirkistrative Reforms, addressed to .all Heads of Departments 
etc., etc. 

Subject.—Concessions to Territorial Army Personnel for recruitment 
to the State Services. 

I am directed to state that the State Government had under its 
consideration the question of granting concessions to the Territorial 
Army Personnel in the matter of recruitment to certain categories 
of civil employment. It has been observed that as the experience 
in Territorial Army helps in imparting discipline and as the Terri-
torial Army personnel are trained in P.T., Drill, Weapon Training, 
Guard duties, Map reading, Law and order duties etc., their recruit-
ment to the civil services or posts with such or similar job require-
ments in the State would be useful. It has accordingly been decided 
that for recruitment to services or, posts under the State Govern-
ment, where the training/experience of T'erritorial Army Personnel 
would be of added advantage to the administration, the service in 
Territorial Army should he included as a desirable qualification in 
the relevant conditions of recruitment, 



254 

2. Accordingly, I am directed to request you to kindly take 
immediate steps for amendment of the relevant Service Rules, of 
your Department, if necessary. 

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

Copy of Punjab Government circular letter No. 8/15/80-6PP/7285, 
dated 30th June, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Census 1981—Deployment of Punjab Government em-
ployees for sensus : concessions in office attendance and 
restrictions on transfers : provision of vehicles. 

I am directed to refer to Punjab Government circular No. 16/57/ 
79-IAS(7)/2165, dated 30th April. 1979, wherein you were asked to 
extend all assistance and cooperation in work connected with Census 
1981 to the Director, Census Operations, Punjab. Chandigarh, as set 
up by Government of India, Ministry of Home Affairs. 

2. In this connection on the specific request of Shri D. N. Dhir, 
IAS, Director, Census, Punjab, the State departments of Revenue, 
Local Government, Public Instruction (Schools and Primary Educa-
tion), Economic and Statistical Organisation, Cooperative Sodefies, 
Social Welfare and Welfare of Scheduled Castes and Backward 
Classes, Panchayats, Industries, Labour and Employment, Food and 
Civil Supplies, Health and Family Welfare, Agriculture, Animal 
Husbandry, Consolidation of Holding and Colonization and Forests 
had further issued adequate and necessary instructions to the heads 
of their local offices to extend active assistance in development of 
their personnel in the field as enumerators and supervisors. 

3. The first phase of 1981 Census that consisted of houselisting/ 
enterprise listing has since been successfully concluded in April, 1980. 

The second and final field operation. viz., enumeration (actual 
head count) is slated for 9th February, to 28th February, 1981, with 
revisional round from 1st March to 5th March. 1981. Around 30,000 
employees are proposed to be drafted for this purpose as enumera-
tors and supervisors. Each enumerator shall be convassing house-
hold schedules and individual slips during the said period, for a 
population of plus minus 700. Prior to actual association with 
enumeration, the personnel so drafted, will be required to attend at 
least three training classes which will entail their absence from the 
offices. 
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Claim on their time will, therefore, be about 2 to 3 hours a day 
from 9th to 28th February, 1981, almost the whole period from 1st 
to 5th March and the days required for attending training classes 
prior to enumeration. 

Though the persons so appointed are generally expected to cover 
the areas allotted to them outside their office hours, in practice, an 
enumerator who attends to enumeration work in the morning may 
find it difficult to reach office in time. Similarly, those attending to 
the enumeration work in the afternoon have to leave,  their offices 
early. 

4. In the second place and equally important is the need that 
once an incumbent is drafted for the Census duty, he is allowed 
continuity of stay at his place of posting. He may neither be trans-
ferred from his place nor entertained for long spells of leave. 

5. In order that the full cooperation of the State Government 
employees is ensured for the efficient conduct of 1981 Census, the 
following instructions are laid down :— 

(i) The heads of the departments (particularly those who 
have field hierachies and are mentioned above in para 2) 
should issue instructions to,  the local heads of the offices 
in, the field to actively assist the census officers at the 
district/corporation, sub-division and charge levels to 
supply expeditiously up dated lists of field personnel 
when asked for development as enumerators and super-
visors for Census 1981. 

(ii) When deployment is so effected by the relevant Census 
officers, the local heads of the offices should ensure that 
their staff attends to the work faithfully and conscien-
tiously, and particularly receives the training connected 
with their assignment when asked for by the Census 
charge officers. 

(iii) The employees so deployed in Census work should be 
considered as on duty and permitted to be away from 
their offices for half a day (in the forenoons or after-
noons) from 9th February to 28th February, 1981, and are 
also allowed to be exclusively on Census work all the 
day from 1st March to 5th March,. 1981. 

(iv) Mid-term transfers of Punjab Government Employees, 
on reasons other than those specified in sub-para (IX) 
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of para 1 of Punjab Government circular letter No. 2786- 
6PP-78/12136, dated 14th April,' 1978, can be ordered. by 
the Heads of the Departments only after obtaining the 
prior approval of Chief Minister, through this Depart-
ment. These instructions should be meticulously follow-
ed to ensure that the employees so drafted are not trans-
ferred from their present stations of postings for the 

period from September, 1980, to March, 1981, unless there 
are absolutely unavoidable circumstances like promo-
tions or disciplinary proceedings, and further that they 
are not entertained for leave on long spells (unless there 
are compelling circumstances) during this period of train-
ing and deployment. 

(v) The work assigned to the employees in connection with 
census and its proper compliance with scheduled time 
should be taken into consideration for suitable entry in-
to their ACRs on account of merit shown. Conversely, 
any slackness in the discharge of their duties in this res-
pect should expose them to departmental punishment in 
addition to the penal liability that they may incur under 
the Census Act, 1948. 

6. The Divisional Deputy Directors, Census Operations appoint-
ed by the Go?ernment of India and Census Charge Officers (who 
have not been provided with vehicles) need to be provided with 
vehicles during the period from 9th February to 5th March, 1981, 
so as to enable them to move fast in their respective jurisdiction to 
keep up the tempo of Census operations and to ensure the good 
quality and full coverage. The Deputy Commissioners in their 
district may draw upon the Government vehicles under their control 
(or even with other heads of the local offices on mutual arrange-
ments) for use by the Deputy Directors, Census and Census Charge 
Officers against payment of propulsion (P.O.L.) charges by the 
Census Department. 

7. It is emphasised that State Government share with the 
Census organisation their anxiety to ensure that the Census opera-
tions, which are timebound, are carried out with total success both 
in terms of coverage and in quality in the State. Hence, the need 
for meticulous observance of the above instuctions and the in-
structions issued by the Director, Census, Punjab from time to time 
cannot be over emphasised. 

The receipt of this letter may be acknowledged. 
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Copy of Punjab Government circular letter No. 20/19/80-1PP/7433, 
dated 2nd July, 1980, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments 

etc., etc. 

Subject.—Expeditious finalisation of cases of Government employees 

in service matters—Necesssity therefor. 

I am directed to refer to Punjab Government endosement 
No. 5072-2STI-76, dated the 8th July, 1976, on the subject noted above, 

and to say that it is still being noticed that Government employees 
tend to approach higher authorities, including Ministers direct, or 
bring outside influence to settle their pending service matters. The 
main reason therefor is that grievances of the Government em-
ployees in such matters are not redressed in time or the case is 
not dealt with in an equalitable manner. A reasonable point of 
satisfaction amongst the Government employees is the paramount 

necessity of a good administration so that they may think more of 
their duty than to bother for their problems in respect of their 
service matters which are generally of the following nature :— 

(i) Promotions, fixation of senirity, confirmation etc. 

(ii) Suspension and disciplinary cases. 

(iii) Crossing of efficiency bar etc. 

(iv) Disposal of representations against adverse remarks. 

2. One of the primary responsibilities of the Departments is 
to devise ways for the expeditious and fair settlement of the cases 
of Government employees in service matters. With this end in 
view it was laid down 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 dis-

cussions with them. 

PROMOTIONS 

3. A Government employee would have a very well founded 

grouse if his turn for promotion comes round and lie is not promot-

ed from the due date. In many cases the vacancies can be fore- 
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seen, such as those occurring on account of retirement. The cases 
of eligible and suitable employees due for promotion should be 
taken up in hand a month or two in advance of the date of the 
occurrence of the vacancy, and a decision taken about the promo-
tion of the suitable employee well in time. In this way, the 
vacant post would be filled up without loss of time, ensuring con-
tinuity of government work, and secondly, the concerned employee 
would have reason to feel satisfied that the promotion due to him 
has been given to him without delay. All such cases should now 
be decided without avoidable delay. In future, all vacancies likely 
to occur should be listed at least two months prior to their avail-
ability and action initiated to fill them up. 

SENIORITY CASES 

4. It has been observed that in many departments, cases about 
the seniority of government employees are not decided for long 
periods, with the result it becomes difficult to take timely decisions 
about the promotion of suitable employees when vacancies occur 
and their turn for promotion comes round. Very often, there is a 
spate of representations, counter-representations and even writ 
petitions in the High Court. This inevitably leads to waste of valu-
able time of the Government and to generation of fellings of bitter-
ness amongst the affected employees. It is, therefore, necessary,  

that cases about the fixation of seniority of government employees 
should be decided on priority basis in accordance with the princi-
ples laid down in the departmental service rules and the instructions 
of Government. Heads of Departments and Administrative 
Secretaries should periodically review all pending cases in this res-
pect and make concerted efforts to remove the bottlenecks in their 
finalisation. 

CONFIRMATION 

5. Though permanent posts are available in many Depart-
ments, confirmation of eligible employees against such posts are 
not being made expeditiously. It will be appreciated that such a 
suituation creates discontentment among government employees 
and also defeats the purpose of converting temporary posts into 
permanent ones, to some extent. It is, therefore, reausted that .the 
position in respect of each Department under your control may be 

got assessed and confirmation of Government employees 
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ordered, where possible, without delay. For this purpose, intra-
departmental meetings may be held periodically with a view to 
expediting the disposal of such cases. 

SUSPENSION 

6. (i) Superseding all the instructions with regard to suspen-
sion of Government employees, it was laid down,—vide Punjab 

Government letter No. 1270-2PP-78/15809, dated 16th May, 1978, that 
every proposal for suspension of a Government employee should 
be carefully considered and suspension ordered only if circumstances 
fully justify it. Suspension should not be ordered unless the allega-
tions are of such a serious nature that, on the basis of available 
material, a prima facie case for dismissal or removal or the em-
ployee concerned is made out, or his continuance in service is likely 
to cause embarrassment. and hamper the investigation process. 
Ordinarily, it should be sufficient to transfer the employee concern-
ed to prevent him from having an opportunity to interfere with. 
witnesses or temper with the evidence. 

(ii) Except in cases of rare urgency, an employee should not be 
suspended until a proper charge-sheet has been served upon him 
and his explanation obtained and found un-satisfactory. When an 
employee is henceforth placed under suspension, the charge-sheet 
should, in any case, be served on him within a period of three 
months. In case the charge-sheet is not served within three months. 
he should be eligible to be reinstated. 

(iii) The entire process of serving the charge-sheet holding the 
enquiry and taking of decision with regard to the final action to be 
taken in the case should be completed within a period of one year 
from the date of suspension of the employee. In cases where a 
decision cannot be taken within a period of one year, the concerned 
employee should be eligible for reinstatement. 

(iv) In cases where the decision making process is delayed be-

cause of the dilatory tactics adopted by the delinquent employee, the 

period of suspension may exceed one year, of course, he should be 

afforded full opportunity to defend himself and should not be denied 

consultation of necessary records, etc. 
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(v) In all cases, the Minister-in-charge would be competent to 
issue orders with regard to any extension of the period of suspension 
of the employee. 

(vi) In cases which are subjudice, it will not be necessary to 
obtain the approval of the Minister-in-charge for the continued sus- 
pension of the employees concerned, so long as the matter remains 
sub-judice. 

(vii) The Administrative Departments shall obtain monthly re- 

ports from the Heads of Departments/ offices regarding the progress 
of investigation/enquiry in suspension cases, scrutinise them, and 
bring the delay, if any, to the notice of the Minister-in-charge. 

(viii) Where cases of suspended e:mployees have lbeen referred 
to a Court of law and there is an avoidable delay in the trial court, 
the matter shall be brought to the notice of the Registrar, High Court 
through a confidential communication for taking suitable action. In 
such cases the employee under suspension shall not be eligible for 
reinstatement after one year if the proceedings in the court are not 
completed. 

EFFICIENCY BARS 

7. It is incumbent upon the competent authority to take up 
the cases of crossing of efficiency bar of a Government employee 
weli. in time so that a decision to allow or not to allow him to cross 

the efficiency bar is taken and order issued before the date it falls 
due or if unavoidable, within reasonable time-limit after due date 
(except those cases where disciplinary proceedings are pending 
against the employees) suitable action has to be initiated against 
those responsible for any unjustified delay. 

REPRES.ENTATION AGAINST ADVERSE REMARKS 

8. The representations agains't adverse remarks communicated 
to the employees, if made, are required to be disposed of finally 
within a period of three months from the date of their submission. 
This time-limit was fixed keeping, in view the fact that the Govern- 

ment employee concerned does not remain in suspense as to the fate 
of his representation. Delay in deciding such representations also 
causes repercussions on the cases of promotion, crossing of efficiency 
bar etc. of the employees concerned. 
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9. Despite the directions referred to above, Government have 
observed that these instructions are not being followed meticulously. 
No concrete steps have been taken by the Administrative Depart-
ments/Departments to expedite such cases and orders of the appro-
priate authority have not been obtained for the extension of the 
pe-riod of suspension beyond the prescribed limit. It has specially 
been observed that : 

(a) Government employees are not being confirmed expedi-
tiously, in spite of the fact that permanent posts are 
available. 

(b) Passing of final orders on the representations against ad-
verse remarks is abnormally delayed. One of the reasons 
of delay in such cases is that the comments of the report-
ing officers are not received for a long time, and 

(c) cases of crossing of efficiency bar have not been taken up 
well in time. In some cases orders are not passed even 
after a laspe of more than one year, there being no justi-
fication to delay the matter. 

(d) Cases of promotions, seniority fixation and disciplinary 
proceedings have not been expeditiously dealt with. 

10. The above state of affairs, Government feels requires to he 
remedied to improve efficiency in the administration. In the above 
circumstances, a special campaign is considered essential to finalise 
the pending cases of Government employees in respect of their service 
matters. It is, therefore, requested that steps be taken to dispose of 
such cases within a period of three months, as far as possible, by 
meticulously observing Government instructions referred to above. 
A monthly review of each case be made so as to take necessary steps 
where called for. 
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Copy of Punjab Government circular letter No. 13/8/79/2PP/7930, 
dated 5th July, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Action against Government employees under proviso (C) 
to Article 311 (2) of the Constitution—Review of cases of 
employees who were dismissed/removed from service 
during internal Emergency. 

In continuation of Punjab Government letter No. 3995-2PP-78, 
dated 1st June, 1978, on the subject noted above, I am directed to 
enclose a copy of Office Memo No. 34013/4/79-Estt (B), dated 6th 
December, 1979, received from the Government of India, Ministry of 
Home Affairs, Department of Personnel and Administrative Reforms. 
The Government of India letter, dated 10th May, 1977, referred to 
therein has already been circulated,—vide Punjab Government, 
Home Department letter No. 3798-3H-77/21339, dated 7th July, 1977. 

2. The Government of Punjab had decided to adopt the policy 
of the Central Government contained in the communication referred 
to above for its employees. Necessary action in this direction may 
please be taken in accordance with the procedure laid down in para 
3 of Punjab Government letter dated 1st June, 1978, referred to above. 

It is further clarified that the employees who were in employ-
ment on contract basis or on ad hoc/temporary basis for a specific 
period, on the date they were suspended/dismissed, may be given 
benefit of pay and allowances upto the date, till which, they were 
so employed. 

3. This issues with the concurrence of the Finance Department 
given,—vide its U.O. No. 36/18/78/4FR, dated 7th May, 1980. 
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Copy of letter No. 34013/4/79-Estt. (B), dated the 6th December. 
1979, from the Deputy Secretary to the Government of India, 
Ministry of Home Affairs, Department of Personnel and Admi-
nistrative Reforms, New Delhi, to all the Ministers/Depart-
ments of Government of India. 

OFFICE MEMORANDUM 

Subject.—Action against Central Government servants under pro-
viso (C) to Article 311 (2) of the Constitution—Review of 
cases of employees who were dismissed/removed from ser-
vice during Emergency—also review of cases of dismissal 
or removal from service otherwise than above provisions of 
the Constitution. 

Attention is invited to this Departments O. M. No. 34013/4 (S)/ 
77-Estt. (B), dated 10th May, 1977, and 5th October, 1977 on the sub-

ject mentioned above. According to provisions contained in the 
above-mentioned office memoranda the employees who had been 

reinstated in service in terms of the instructions, are to be given 
full pay and allowances for the period intervening between the date 
of dismissal/removal from service or termination of service and 
the date of re-instatement in service subject to the condition speci-
fied therein. Similarly in the case of those employees who were 
detained under MISA, in respect of the period of suspension full pay 
and allowances, for the period of suspension should be given subject 
to the conditions laid down in the Office Memorandum, dated 5th 
October, 1977. The instructions also provide that the period inter-
vening between the date of dismissal/removal from service or ter-
mination of service and the date of reinstatement of in service as 
well as the period of suspension on account of detention under MISA 
is to be treated as duty only for purposes of increment and 
pension. 

2. It has peen represented to this Department that, having 
allowed the employees in question full payment of pay and allow-
ances for the period of suspension, as well as the intervening period, 
it is only reasonable to treat the period as duty for all purposes 
instead of restricting such period being counted only for purposes 
of increment and pension. The matter has been considered by 
this Department and it has been decided that in all such cases re-
ferred to above where the employees have been allowed full pay 
and allowances for the period in question, such period including 
the period of suspension should be treated as duty for all 
purposes. 
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3. The Ministry of Finance etc. are requested to communi-
cate the above to all Heads of Departments/Offices under their 
control. 

Copy of Punjab Government circular letter No. 6/201/78-PP/8939, 
dated 7th August, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Regularisation of services of ad hoc employees covered 
under Government instructions, dated 29th January, 1973 
and 3rd May, 1977. 

1 am directed to refer to Punjab Government circular letters 
No. 6/128/78-PP/45, dated 5th January, 1979, and No. 6/201/78-PP/ 
2315, dated 4th May, 1979 on the subject noted above, and tca say 
that in para 5 of the circular letter, dated 5th January, 1979, it was 
inter alia, laid down as under :— 

	 there are a number of ad hoc employees who have 
been appointed by methods other than direct recruitment. 
For instance, there are cases where initially certain per-
sons were work-charged employees and were treated on 
appointment, on ad hoc basis, to posts in the regular esta-
blishment. In such cases, the above condition regarding re-
cruitment through employment exchanges shall not 
deem to be applicable 	 

2. It was pointed out by a department that this part of the 
instructions had created a some what anomalous situation in the 
case of work-charged employees. The matter has been considered 
further by Government and it has been decided that only those 
work-charged employees working on ad hoc oasis will be considered 
for regularisation under the above mentioned instructions who have 
put in at least 5 years of service on work-charged basis and thus 
would have become entitled to be regularised as work-charged em-
ployees, in terms of the policy instructions contained in Punjab 
Government letter No. 279-SII (3)-73/3046, dated 29th January, 1973, 

and order of the President circulated with Punjab Government endst. 
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No. 4561-3GSI-77/18051, dated 3rd May, 1977, as supplemented from 
time to time. 

3. I am directed to add that in future, no workcharged employee 
should be appointed against a regular post on ad hoc basis unless 
he has served as a work-charged employee for at least 5 years. 

Copy of Punjab Government circular letter No. 8/11;80-6PP/10060i  
dated 12th September, 1980, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart- 
ments, etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Govern-
ment employees—Ban on mid-term transfers. 

I am directed to refer to Punjao Government circular letter 
No. 8/11/80-6PP/9407, dated the 20th August, 1980, wherein it was 
desired that all transfers of Punjab Government employees which 

are considered necessary on administrative grounds be effected by 
the 31st August, 1986, at the latest. It has come to the notice of 
Government that in some departments/subordinate offices transfers 
are still being made in disregard of the aforesaid instructions. I am, 
therefore, to request you to kindly ensure that no transfers should 
henceforth be made between now and till March, 1981, except with 
the prior approval of the Chief Minister to be obtained through the 
Chief Secretary in the Department of Personnel and Administrative 
Reforms, as prescribed in the aforesaid circular letter. 

2. These instructions may please be brought to the notice of 
all concerned for strict compliance. 

3. Receipt of this letter may please be acknowledged. 

Copy of Punjab Government circular letter No. 10/27/79-GE/10582, 
dated 19th September, 1980, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Use of State Language as medium in addition to English in 
competitive examinations held by the Punjab Public 
Service Commission. 

I am directed to refer to your letter No. P & G/24/72/9926, dated 
the 12th April, 1972, on the subject noted above and to say that the 
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proposal of the Punjab Public Service Commission for allowing the 
use of Punjabi language for answering papers (excepting the langu-
age`Paper) in addition to English in the Competitive examinations has 
remained under consideration of the Government. The ,position 
obtaining in respect of the competitive examinations 'held by the 
Union Public Service Commission and in other States has been 
examined and the views of various concerned State Government 
Departments taken into consideration. After careful consideration 
of all aspects of the matter Government has now decided that in 
future the candidates may be given the option to answer all question 
papers, excepting the language paper, in Punjabi medium in addi-
tion to the medium of English, in the competitive examinations to 
be held by the Punjab Public Service Commission. You are, there-
fore, requested that further necessary action in accord with this 
decision of Government may be taken and it may be ensured that 
in future the candidates appearing in competitive examination are 
afforded the opportunity to answer the Question Papers (excepting 
the language paper) in Punjabi medium in addition to English 

medium. 

2. The minor expenditure on account of setting of Question 
Papers and getting them printed in Punjabi in additicin to English 
etc. may be met out of the sanctioned budget grant of the Punjab 

Service Commission. 

3. The receipt of this communication may also please be acknow-

ledged. 

Copy of Punjab Government circular U.O. No. 16/20/80-2PP/10914, 

dated 29th September, 1980, from the Department of Personnel 

and Administrative Reforms, addressed to all Heads of Depart- 

ments etc., etc. 

Subject.—Premature Retirement of Class I and Class II Officers—
Formation of a Senior Officers Committee. 

All Administrative Secretaries to Government, Punjab may please 
refer to ,the Punjab Civil Services (Premature 'Retirement) Rules, 
1975 and instructions issued thereunder,—vide Circular letter 

No. 6520-2SII-75/38581, dated 26th September, '1975: The salient 
features of the policy contained in these rules and instructions are: — 

(a) Government has the absolute right to retire employees 
who have completed 25 years qualifying service or attain-
ed' the age of 50 years with a view to eliminating' persons 
of doubtful integrity and of inefficient performance. 
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(b) A review is to be held at two stages in the employee's 
career ; first, when he fulfills one of the conditions men-
tioned above ; and the second, when he attains the age of 
55 years. Another review during the intervening period 
can also be done on exceptional grounds, such as his sub-
sequent work or conduct or the state of his physical 
health which may make such earlier retirement clearly 

desirable. 

(c) The right to retire an employee prematurely is to be 
exercised judiciously, in order to ensure that public inte-
rest, is really served. The competent authority has to 
record on the file that it has formed its opinion to retire 
an employee in public interest. It has also to be en-
sured that the decision to retire an employee is not arbi-
trary or is not based on collateral grounds. 

(d) The service record of- the employee as a whole is to ne 
considered for forthing the opinion to retire him in 

public interest. 	Even a single entry against integrity 
is considered sufficient if it is generally fortified by 
reasons and has not been written in the distant past, 
conclusive and proven reports based on inspections, de 
partmental and vigilance enquiries would also be consi-
dered in taking a decision to retire an employee. 

2. In order to ensure that there is uniformity of approach in 
the matter of scrutinising the record of service of Gazetted Officers 
in terms of the aforementioned rules and instructions, it has been 
decided by Government that all cases of Gazetted Officers may be 
considered by a Committee consisting of the following offs• 

cers 

(i) Chief Secretary. 

(ii) One Financial Commissioner. 

(iii) Administrative Secretary concerned. 

(Note: —When the F.C. himself is the Administrative Secretary 
concerned, some other F.C. or Administrative Secre-
tary can be co-opted.). 

3. The procedure to be followed in this matter is that the 
scrutiny of the record of service of officers who fulfill either of the 
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conditions prescribed in the Premature Retirement Rules with re-
gard to age and qualifying service may oe taken up by the con-
cerned Administrative Department well in time. The cases Of 
those officers whose record of service is absolutely clean and does 
not contain any adverse entry of any kind may be considered and 
decided by the Administrative Department itself with the approval 
of the Minister-in-Charge as usual. In other cases, if the Adminis-
trative Department, on scrutinising the record, forms the opinion 
that a particular officer may be considered for premature retire-
ment, a memorandum containing an analysis of his service record 
and the comments of the ccncerr 	Head of Department arid 
Administrative Secretary/Minister should be prepared and forward-
ed in quintuplicate (5 copies) to the Department of Personnel for 
being placed before the aforesaid Senior Ofgcers Committee. 	It 
should be accompanied by the original character roll. The memo-
randum should also indicate the latest position of any Departmen-
tal or Vigilance inquiry if in progress against the officer. The 
Senior Officers Committee would consider the record of service of 
the officer and of the enquiries, Departmental or Vigilance, if 
any, and submit its recommendations to the Chief Minister for 
final orders. 	The orders of the Chief Minister would be 
communicated to the concerned Administrative Department for 
action accordingly. 

4. The same procedure would be followed at the time of 
conducting the second review at the time of the attainment of the 
age of 55 years ay the officers. 

5. The cases which have already been decided should not be 
reopened. 	The cases which arise after the issue of these instruc- 
tions will be dealt with in the manner prescribed herein. 

Copy of Punjab Government circular letter No. 8/11/80-6PP/11171, 
dated 6th October, 1980, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Go-
vernment employees. 

I am directed to refer to Punjab Government circular letter 
No. 8/11/80-6PP/9407, dated the 20th August, 1980, on the subject 

noted aoove, and to clarify that as indicated in circular letter 
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No. 2786-6PP-78/12136, dated 14th April, 1978, a mid-term transfer 
which becomes necessary to fill a vacancy after making the 
general transfers arising as a result of the following eventuali-
ties :— 

(a) Suspension ; 

(b) Resignation ; 

(c) Retirement ; 

(d) Removal from service ; 

(e) Deputation including deputation from long term 
training ; and 

(f) Promotion ; 

will continue to be ordered by the Administrative Secretaries/ 
Heads of the Departments or any other subordinate authority coin-
patent to do so, as the case may be, as heretofore, without obtaining.  
the prior approval of the Chief Minister provided that, in such cases 
also, the transfer should not involve the transfer of any other em-
ployee. In any other case where the Department considers the 
transfer of an official absolutely unavoidable, it shall be necessary 
to obtain the prior approval of the Chief Minister, through the 
Chief Secretary in the Department of Personnel and Administra-
tive Reforms (Personnel Policies Branch) as already desired,—vide 
Punjab Government instructions referred to above. 

2. These instructions may kindly tie brought to the notice of 
all concerned under your control for compliance. 

Copy of letter No. 6/234/78-PP/11207, dated 7th October, 1980, from 
the Chief Secretary to Government Punjab addressed to all 
Administrative Secretaries to Government, Punjab ; All Heads 
of Departments, Commissioners of Divisions, Deputy Commis-
sioners, Registrar, Punjab & Haryana High Court, and Sub-
Divisional Officers (C) in the State, with a copy to PSCM 
Secretaries/Private Secretaries to Ministers for information of 
Chief Minister and Ministers. 

Subject.—Policy and procedure 	regarding ad hoc appoint- 
ments. 

In modification of the instructions contained in circular letter 
No. 7053/6/234/3PP/78/32037, dated 29th September, 1978 on the 
subject noted above, I am directed to say that it has been decided 
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by Government that pending decision regarding the regularisation 
of services of the presently serving ad hoc employees, no further 
ad hoc appointments should be made from the open market, 

through Employment Exchanges or otherwise, till further orders. 
Recruitment to posts carrying initial pay within the range of 
Rs. 325 and Rs. 699 p.m. (both inclusive) shall be made through 
the Central Selection Committee constituted,—vide Punjab Go-
vernment notification No. 12/19/80-IGE/6114, dated 29th May, 1980 

in the case of common category of employees, viz., Clerks, Typists, 
Steno-typists, Stenographers and Assistants, and through the De-

partmental Selection Committees constituted,—vide circular letter 
No. 12/19/80-IGE/3582, dated 28th March, 1980, in the case of ern.. 
ployees other than those mentioned above. 

2. Steps should be taken to ensure strict compliance with this 
decision of Government. 

3. Receipt of this letter may please be acknowledged. 

Copy of Punjab Government circular letter No. 8/11/80/6PP/ 
18909, dated 24th October, 1980, from the Department of Per-
sonnel and Administrative Reforms, addressed to all Heads 
of Departments etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Go-

vernment employees—Communication of orders of Chief 
Minister. 

I am directed to refer to Punjab Government, circular letter 
No. 8/11/80-6PP/9407, dated 20th August, 1980, and circular letter 
No. 8/11/80-6PP/11171, dated 6th October, 1980, on the subject 
noted above, and to say that the matter of posting and transfer of 
Punjao Government employee has been considered further. At 
times members of public who call upon the. Chief Minister also 
make requests in connection with transfers of Government em- 
ployees. 	It has been decided that orders passed by the Chief 
Minister in their disposal will be conveyed to the concerned De-
partments by the following officers on behalf of the Chief Minis-
ter. 

(i) The Principal Secretary to Chief Minister, Punjab fcic 
gazetted staff ; and 
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(ii) The Under Secretary (II) (S. Bakhshish Singh) , for non-
gazetted staff. 

No other officer of the Chief Minister's of 	is authorised to 
convey posting/transfer orders in this respect. As far as possible, 
the orders will be conveyed in writing and the communication 

would bear a proper number and date from the offices of the two 
officers mentioned above. In urgent cases, however, orders may 
be..conveyed by them on telephone but confirmation in writing 
will invariably follow for record of the Department. 

2. I am directed to request that such orders may be imple-
mented immediately by the appropriate authorities without refer-
ence to Chief Secretary (in the Department of Personnel and 
Administrative Reforms). 

3. These instructions may also please-be brought to the notice 
of all concerned under your control for compliance. 

Copy of Punjab Government circular Endst. No. 6/234/78-3/3P/ 
11961, dated 28th October, 1980, from the Department of Per-
sonnel and Administrative Reforms, addressed to all Heads of 
Departments, etc„ etc. 

ORDER OF THE GOVERNOR OF PUNJAB 

In ‘supersession of this Department Order No. 6/234/78-3PP, 
dated the- 2nd. May, 1980, it has seen decided by the Governor of 
Punjab that the services of all ad hoc employees holding the posts 
carrying an initial pay of ,Rs. 325 to Rs. 699 p.m. (both inclusive) 
in various Government Departments/Offices shall be regularised 
slat, Bets to -the following conditions :— 

(i),that the ad hoc employees should have completed a mini-
mum of one year's service on the 30th September, 1980. 
While calculating the period of service any break of 
notional nature falling between ad hoc appointments in 
the $arne category of posts and in the 'same Department 
may be ignored. In other words, the break in ,ad hoc 
service would not be ignored in cases where :— 

(a) the employee concerned ]eft service of his own volition 

whether to join some other department or for some 
other reasons; or 
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(b) the ad hoc appointment was against a post/vacancy for 
which no regular recruitment was intended/required 
to be made, e.g., leave arrangements or filling of 
other short term vacancies. 

(ii) that they fulfil the conditions of eligibility as prescribed 

(i. e., they have been recruited through the Employment 
Exchange or by open advertisement) academic qualifica-
tions, experience and the condition of age at the time 
of their first ad hoc appointment in accordance with the' 
Departmental Service Rules and instructions issued by 
the government, 

(iii) that their record of service is satisfactory, 

(iv) that they have been found medically fit for entry into 
government service and that their character and antece-
dents have also been duly verified and found suitable 
for Government Service, 

(v) that a regular post/vacancy is available for regularisa-
tion, 

(vi) that they have been found fit for regularisation by the 
Departmental Selection Committees constituted in accor-
dance with instructions contained in Government Circu-
lar letter No. 12/19/80-IGE-3582, dated 28th March, 1980. 
These Departmental Selection Committees shall also 
eonsider cases of common categories of employees. 

(vii) Inter se seniority of ad hoc employees will be determin-
ed on the basis of service rendered on ad hoc basis.  The 
older member will be senior to a younger member 

appointed on the same date. All such ad hoc em-
ployees will be placed junior to those working on regu-
lar basis. 

2. These cases of such ad hoc employees who have already 
completed three years' service on 30th September, 1980 and have satis-
factory record of service but who do not fulfil the prescribed condi-
tions with regard to qualifications, age or mode of their initial re-
cruitment will also be considered for regularisation in relaxation 
of these conditions if the Departmental Service Rules applicable to 
those employees provide 4or relaxation of these conditions of 

recruitment. 
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3. The orders of regularisation of ad hoc services will be 
effective from the 1st October, 1980, and the process of finalisation 
of all such cases shall be completed within a maximum period of 
three months. 

4. In order to arrest the practice of allowing continued ad hoc 
appointments beyond the period of six months pending regular 
recruitment to be made against vacancies/posts required to be 
filled up on regular basis by the method of direct recruitment, as 
also to ensure equal opportunity for all aspirants seeking employ-
ment, the State Government has already decided to stop further 
ad hoc appointments,—vide circular letter No. 6/234/78-PP/11207, 
dated 7th October, 1980. Recruitment to these posts shall be made 
by the Punjab Public Service Commission/Subordinate Services 
Selection Board or the Departmental Selection Committee(s), as the 
case may be. 

5. The ad hoc employees whose services are regularised under 
these orders will henceforth be governed by the relevant Depart-
mental Service Rules and government instructions issued from time 
to time. 

Copy of Punjab Government circular letter No. lti/3/78-2PP/12747, 
dated 19th November, 1980, from the Department of Personnel 
and Administrative Reforms addressed to all Heads of Depart. 
ments etc., etc. 

Subject.—Treatment of the period intervening between the date of 
premature retirement and the date of reinstatement in 
service—Policy regarding. 

I am directed to say that in Circular letter No. 16/3/78-2PP/ 
11297, dated 15th November, 1979 on the subject noted above. 
instructions were issued to the effect that if a Government employee 
retired under the Premature Retirement Rules, 1975, is reinstated 
in service, the period intervening between the date of premature 
retirement and the date of reinstatement may be regulated by the 
competent authority as duty, or as leave of the kind due and per-
missible, or as dies non, taking into the account the merits of each 
case. A clarification has been sought as to the meaning of the 
term 'dies non'. After obtaining clarification from the Government 
of India who had used this term in their own _instructions, I am 
directed to inform you that the term 'Dies non' is used in common 
paralance as a period which does not exist. As such if a certain 
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portion in the period of service of a Government employee is treated 
as 'dies non' it would mean ,that it does not exist at all and this 
period does not count for pension, for leave, for seniority or any 
other purpose. 

2. This clarification may please be brought to the notice of all 
concerned for guidance. 

Copy of Punjab Government circular letter No. 13/14/80-2PP/12905, 
dated 25th Novomber, 1980, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Fixation of time limit for advice by the Punjab Public 
Service Commission in disciplinary cases. 

1 am dircted to refer to the instructions contained in Punjab 
Government Circular letter No. 7532-DSS41-(2)-73, dated 9th Novem-
ber, 1973, "Manual of Instructions on services Matters" pages 719 
723) on the subject noted above and to say that these instructions 
specifically lay down inter alia that for eliminating delay in finalis-
ing disciplinary cases against Government employees, information 
complete in all respects should be furnished to the Punjab Public 
Service Commission in the first instance. The Commission has, 
however, mentioned in paragraph 34 of its report for the year 1979-
80 that the cases of disciplinary action, appeals etc. referred to it 
by the various departments continue to be incomplete in one respect 
or the other necessitating back-references resulting in avoidable 
delay. This indicates that the aforesaid instructions are not being 
observed in letter and spirit by the various departments. 

2. Government attach tremendous importance to the expedi- 
tious disposal of disciplinary cases. 	To achieve this end, instruc- 
tions have been issued from time to time emphasising finalization of 
disciplinary cases on a time-bound basis. 	In view of this, it is 
again requested that in order to facilitate finalization of disciplinary 
cases, appeals etc. expeditiously, it may please be ensured that in 
future, information complete in all respects is sent by you to the 
Commission in the first instance. 

3. It is requested that these instructions may please be brought 
to the notice of all concerned for meticulous compliance. 
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Copy of Punjab Government circular letter No. 0234/78-3PP/13582, 

dated 1st January, 1981, from the Department of Personnel and 

Administrative Reforms addressed to all Heads of Departments 

etc., etc. 

Subject.—Policy and Procedure regarding ad hoc appointments. 

I am directed to invite your attention to this Department 
circular letter No. 6/234/78-PP/11207, dated 7th October, 1980 and 
Order circulated with endorsement No. 6/234/78-3PP/11961, dated 
28th October, 1980, on the subject noted above and to say that 
Department has sought clarification whether the decision placing 

ban on ad hoc appointments is applicable to non-gazetted posts only 
or whether it is also applicable to gazetted posts/those posts recruit-
ment to which is made through the 13u.njab Public Seruice Commis-
sion. The matter has been carefully considered by Government 
and it is clarified that the ban in question is applicable to all posts, 
gazetted as well as non-gazetted, which are meant to be filled by the 
method of direct recruitment on regular basis. 

2. As regards the ad hoc appointments already made before 
the issue of the above mentioned instructions, I am directed to clarify 

the position as under :— 

(i) In the case of ad hoc appointments made against posts 
carrying initial pay within the range of Rs. 325 	and 

Rs. 699 p.m. (both inclusive), the term of such appointees 
may be extended further by the Administrative Depart-
ment, with the approval of the Minister-in-Charge and 
this Department, as necessary, in accordance with the 
procedure outlined in Punjab Government letter No. 7053/ 
6/234/3PP-78/32037, dated 29th September, 1978, provid-
ed the vacancy stands notified to and has been finally 
accepted by the Punjab Subordinate Services Selection 
Board (now defunct) or the Central/Departmental Selec-
tion Committee, as the case may be, subject to the condi-
tion that the ad hoc appointment shall not be continued 
beyond 31st January, 1981, i.e., the date by which the 

cases of regularisation of all ad hoc employees are 

required to be finalised. 

(ii) In the case of ad hoc appointments made against posts 
carrying initial pay of Rs. 700 p.m. and above, and falling 
within the purview of the Punjab Public Service Com-
mission, the term of such appointees may be extended 
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further beyond the initial period of six months by the 
Administrative Department with the approval of the 
Minister-in-Charge, in accordance with the procedure out-
lined in Punjab Government letter dated 29th September, 
1978, mentioned above, provided the vacancy stands noti-
fied to and has been finally accepted by the Punjab Public 
Service Commission, subject further to the condition that 
the approval of the Punjab Public Service Commission is 
also obtained in terms of the Punjab Public Service Com-
mission (Limitation of Functions) Regulations. 1955. 

3. I am to emphasise that the cases about the regularisation of 
ad hoc employees must be finalised in terms of the Punjab Govern-
ment Order dated 28th October, 1980, referred to in para (1) above, 
within a period of three months, i.e., upto 31st January, 1981, 
Government would not be prepared to grant any further extension 
in ad hoc appointments beyond that date. 

4. The receipt of this letter-may please be acknowledged. 

Copy of Punjab Government circular letter No. 4/18/80-1PP/14, 
dated 1st January, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject—Bifurcation of cadre strength of Steno-typists—Guide-
lines for. 

I am directed to say that as per provisions contained in item. 
No. 21, of Schedule 'B' of the Punjab Civil Services (Revised scales 
of pay) Rules, 1979, the following two revised scales equal to Clerks/ 
Senior Clerks were sanctioned for the Steno-typists, in addition to 
the special pay of Rs. 25 p.m.:— 

(a) Rs. 400-10-450/15-525/15-600. 

(b) Rs. 510-15-600/20-700/25-800. 

These scales were to be allowed by bifurcating the cadre 
strength of Steno-typists in the ratio of 50 : 50 as on 1st January, 
1978, and subsequently every year on 1st March. Necessary guide-
lines for the bifurcation of the cadre strength of Clerks for allowing 
senior scale have already been issued,—vide this department circu-
lar letter No. 4/4/80-1PP/4130. dated 18th April, 1980. The matter 
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regarding issuing of such guidelines for the bifurcation of cadre 
strength of the Steno-typists has been engaging the attention of the 
Government. After considering the matter at length, necessary 
guidelines in this regard are, therefore, now issued by Government 
in consultation .with the Department of Finance. 

2. As in the case of Clerks, the cadre, strength of the Steno-
typists as on 1st January, 1978. in respect of permanent posts and 
temporary posts separately should be bifurcated in the ratio of 
50 : 50 in two scales of pay mentioned in para 1 above. The Steno-
typists placed in both these scales would be entitled to special pay 
of Rs. 25 p.m. The Steno-typists placed in the senior scale would 
be designated as Steno-typists Grade-I and those placed in the 
lower scale would be designated as Steno-typists Grade-II. The 
cadre strength of the Steno-typists should be bifurcated further on 
the 1st March of every year based on the strength existing on 28th 
February. Once the strength has been so bifurcated on the 1st 
March in a year. there is no, objection to the Steno-typists being 
placed in the senior scale at any time of the year to fill up the 
assessed number of posts or vacancies arising as a result of promo-
tions or resignations etc., thereafter. 

3. The placement of a Steno-typist in the scale of Steno-typist 
Grade-I would not involve any promotion in the conventional sense 
trom a post of lower responsibility to a post of distinct higher res-
ponsibility or from one cadre to another or from a lower class to a 
higher class of service. Therefore, such aspects as reservation for 
the Scheduled Castes or other categories or framing of separate 
Service Rules are not relevant. The Steno-typists Grade-I should 
be appointed on the basis of seniority, subject to their suitability as 
adjudged on the basis of satisfactory service record. 

4. It is an accepted principle that when a post/posts is/are 
upgraded, the incumbents thereof automatically acquire a right to 
be appointed on the upgraded post(s). Since the crucial dates of 1st 
January, 1978, 1st March, 1978, 1st March, 1979, and 1st March, 1980, 
on which the number of posts in the scale of Steno-typist Grade-I 
was to be assessed, have already passed, the service record of those 
persons, who had become eligible for that scale on these dates, need 
not be screened now and they would automatically, get that scale 
from the relevant .dates. In other words. the guidelines being 
issued now would be applicable to the appointments to be date in 
future and not to those having been made already. 

5. This may be brought to the notice of all concerned. The 
receipt of this communication may please be acknowledged, 
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Copy of Punjab Government circular letter No. 10/23/80-5PP/621, 

dated 19th January, 1981, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Implementation of reservation policy in the case released 
Armed Forces Personnel. 

I am directed to say that according to the Demobilised Armed 
Forces Personnel (Reservation of vacancies in the Punjab State 
Non-Technical Services) Rules, 1968. as amended from time to time. 
and the Demobilised Indian Armed Forces Personnel (Reservation 
of vacancies in Punjab Civil Service) (E::.ecutive Branch) Rules, 
1972, twenty per cent of non-technical posts and vacancies in the 
Punjab Civil Service (Executive Branch) to be filled in by direct 
recruitment are reserved for the Released Indian Armed 	Forces 

Personnel. 	In order to safeguard +heir interests, it has also been 

laid in the aforesaid Rules that Nyhere in any year. any vacancies 
reserved for the Released Indian Armed Forces Personnel remain 
unfilled on account of non-availability of suitable Released Armed 
Forces Personnel, such a vacancy is to be filled up temporarily from 
any other sources in accordance with the recruitment Rules for 
the time being in force for filling up vacancies which are 
not reserved and such a vacancy shall be carried forward 
to the next succeeding year. provided that no such vacancies shall 
be carried forward for more than four years. In Punjab Govern-
ment circular letters noted in the *margin, it was further stressed 
that second preference is to be given to ex-servicemen who are 

otherwise fit for employment by fulfilling the prescribed qualifica-
tions for the post in question, but who are not covered by the term 

2. No. 7328-Ser-"Released Indian Armed Forces Personnel". It has been brought 
vices 2 (2)-69/ 
24225, dated 3rd to the notice of Government that these rules/instructions are not 

September, 	being followed meticulously and as a result thereof, quite a number 
1989; 	 of Released Indian Armed Forces Personnel/Ex-servicemen remain 

3. No. 3808-SII 
(3)-71/20988, 
dated 12th 
August, 1971: 

and 

4. No. 611-SII 
(3)-72/5112, 
dated 15th 
February. 1972. 

un-employed. 

2. The matter has been considered by the Government, and 
with a view to ensuring due representation in services to the Releas-
ed Indian Armed Forces Personnel/Ex-servicemen, as provided in 
the aforesaid rules/instructions, it has been decided that where 
Released Indian Armed Forces Personnel/Ex-servicemen are not 

available for the vacancy/vacancies reserved for them, the appoint-
ing authority shall have to obtain a non-availability certificate from 
the Department of Defence Services Welfare, Punjab, before the 
reserved vacancies are filled up temporarily from any other source 
in accordance with the recruitment rules for the time being in force 
for filling up vacancies which are not reserved. 

1. No. 2407- 
4GSI-66/9736, 
dated 22nd/25th 
April, 1966. 
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3. I am directed to request that the above instructions may 
please be brought to the notice of all concerned for strict compli-
ance. The receipt of this communication may please be acknow-

ledged. 

Copy of Punjab Government circular letter No. 6/234/78-3PP/854, 

dated 22nd January, 1981, from the Department of Personnel 

and Administrative Reforms addressed to all Heads of Depart-

ments etc., etc. 

Subject—Extension in the period of ad hoc appointments beyond 

the period of six months and one year in respect of 
employees who have not completed one year's service on 

30th September, 1980. 

Reference : This department circular letter No. 6/234/78-3PP/13582, 

dated 1st January, 1981. 

Certain ad hoc employees of the offices of Director, Project 
Coordination Directorate, Punjab and Deputy Registrar, Cooperative 
Societies, Patiala have brought to the notice of government that 
their services are being terminated in terms of the above-mentioned 
clarificatory instructions issued by this department, whereby it was, 
inter alia, made clear that the cases of all eligible ad hoc employees 
for the regularisation of their services should be finalized by the 
31st of January, 1981, after which no further extension would be 
granted for such continued ad hoc appointments. It was also stated 
in the above-mentioned instructions that the cases of continued ad 
hoc appointments are covered under the Policy Instructions issued,—
vide letter No. 7053/6/234/3-PP-78/32037, dated 29th September, 
1978 according to which approval of the Minister-in-Charge or the 
Chief Minister may be obtained, as the case may be. It is, therefore, 
made clear that the cases of all eligible ad hoc empyloyees relating 
to their regularization may be finalized by the end of January, 1981, 
positively under intimation to Government. However, the cases 
of all other ad hoc employees who were recruited prior to the issue 
of instructions banning ad hoc appointments and whose services 
cannot be regularized in terms of the Policy instructions dated 28th 
October, 1980, may be considered for the continuation of their 
services in the light of Government Instructions dated 29th Septem-
ber, 1978, referred to above, till suitable carididate(s) recommended 
by the recruiting agency for appointment on regular basis join their 
duties. 
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Copy of Punjab Government circular letter No. 3/54/78-2PP/2340, 

dated 2nd March, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Promotion of clerks to the post of Assistants----Condition 
of passing the Assistant Grade Examination. 

I am directed to address you on the subject noted above and 
to say that in the year, 1957, a qualifying test namely, Assistant 

Grade Examination, inter alia, for purpose of promotion from Clerk 
to Assistant was introduced in all the Departments and broad pattern 
for regulating appointments to the cadre of Assistants in vogue in 
the Punjab Civil Secretariat was circulated to all the Departments 
for adoption. Accordingly some of the Departments issued execu-
tive orders laying dolkn the condition of Assistant Grade Examination 
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and in some cases statutory provision was made in the respective 
Service Rules. The condition of passing Assist&nt Grade Examina-
tion for being eligible for promotion to the rank of Assistant has 
been the subject of litigation which has ultimately come to close 
with the Judgment of the Supreme Court in the case of State of 
Haryana, etc., versus Shamsher Jung Bahadur as reported in 1972 
S.L.R. 441-444. On account of this litigation the Assistant Grade 
Examination could not be held by the Punjab Subordinate Services 
Selection Board since, 1964, and the promotion to the post of Assist-
ants have been made on provisional basis subject to the passing of 
Assistant Grade Examination. 

2. To enable Government to examine the desirability of regu-
larising the appointment of those persons who have been promoted 
porvisionally subject to the passing of Assistant Grade Examination 
and have worked for several years as Assistants, I am directed to 
request you to intimate within 15 days positively, whether: 

(i) There exists a provision regarding Assistant Grade Exami-
nation in the departmental Service Rules or in the absence 
of departmental Service rules any order has, been issued 
laying down the condition of Assistant Grade Examination. 

(ii) If the reply is in the affirmative, whether there is any 
provision in the Departmental Rules for relaxation of the 
condition of passing the test and whether this condition has 
been relaxed in any case to regularise any appointment. If 
so, a copy of the necessary orders issued in this behalf may 
be sent to Government. 

3. This may be treated as most urgent. 

Copy of Punjab Government circular letter No. 28/9/78-3 PP/2424, 
dated 3rd March, 1981, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments 
etc., etc. 

Subject.—Guidelines regarding functions and powers of the Chairmen 
of State Corporations/Government Companies. 

In supersession of the guidelines regarding the functions and 
powers of the Chairmen of State Corporations/Government Com-
panies forwarded to you with this department Circular letter No. 28/ 
9/78-3PP/30895, dated 18th September, 1978, I am directed to enclose 



282 

the revised guidelines on the above subject. These may kindly be 
brought to the notice of all Corporations/Government Companies 
under the administrative control of departments under your charge. 

Guidelines regarding functions and powers of the Chairmen of State 
Corporations/Government Companies. 

1. Chairman shall be the authority to initiate the 
annual confidential report of the Managing Director. 
In respect of other senior officers for whom the 
Managing Director is the reporting authority, Chairmen 
shall be the reviewing authority In respect of officers for 
whom the Managing Director is the reviewing authority, 
the Chairman shall be the accepting authority. 

2, All meetings of the Board of Directors shall be convened 
by the Managing Director on such date and time as is 
approved by the Chairman. 

3. Agenda for the meeting of the Board of Directors shall be 
drawn up by the Managing Director. The Chairman shall 
be competent to add items to be included in the Agenda. 

4. All significant information concerning the functioning of 
the Corporation shall be made available by the Managing 
Director to the Chairman. In addition, the Chairman may 
call for information from Managing Director on any aspect 
of the working of Corporation, but he is not entitled to 
summon individual files. 

5. The Chairman may visit and check from time to time 
various field officers and operating units of the Corpora-
tion within the State. Points for action arising from such 
visits shall he communicated by the Chairman to the 
Managing Driector. 

G. Copies of the tour programme issued by various senior 
officers of the Corporation shall invariably be endorsed to 
the Chairman 

7. Wherever the Chairman so desires, he shall be associated 
with a meeting of the Field Staff convened by the Manag-
ing Director at the Corporation's headquarter. 

Ordinarily responsibility for furnishing reports to Govern-
ment and undertaking correspondence with Government 
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on behalf of the Corporation shall be with the Managing 
Director. However.•, in important matters of policy, it 
shall be open to the Chairman to send a demi-official 
communication to the Administrative Secretary/Minister-
in-Charge. 

9. The Board of Directors as a Whole has final responsibility 
for direction and control under the Laws, Rules and Regu-
lations applicable to Corporations/Autonomous under-
takings. Hence, in the event of difference of opinion 
between the Chairman and Managing Director, the con-
cerned matter should be placed before the Board of Direc-
tors for decision. 

10. The Chairman should confine his power of general guidance 
to matters of broad management and policy and leave day-
to-day administration of the affairs of the Corporation to 
the charge of the Managing Director. While undertaking 
his functions and exercising his powers, the Chairman 
should observe the established management practices and, 
in particular, the Managing Director should be the channel 
of communication. 

11. Unless a system of executive Directors, like Financial 
Director, Personnel Director, etc , is adopted, the Manag-
ing Director only is the Chief Executive of the Corpora-
tion, and all work of the Corporation would be done through 
him. In this background, the powers of the Chairmen 
would be those as defined in the Articles of Association 
of each Corporation and as clarified in these guidelines. 

Copy of Punjab Government circular letter No. 4/2/81-1PP/2697, 
dated 10th March, 1981, from the Deparmtent of Personnel and 
Administrative Reforms addressed to all Heads of Departments 
etc., etc. 

Subject.—Demand of the Punjab Subordinate Services Federation 
for the creation of Channels of promotion in all cadres. 

I am directed to address you on the subject cited above and to 
say that the Punjab Subordinate Services Federation has demanded 
that the channels of promotion may be created in all cadres under 
the various Departments which are blocked such as classical and 
vernacular teachers, Pharmacists, Lady Health Visitors, ANMs etc. 
It is requested that the demand of the Federation may be considered 
sympathetically with a view to providing avenues of promotion. 
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Copy of Punjab Government circular letter No. 15/7/80-2PP/3386, 
dated 26th March, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject —Writing of Annual Confidential Reports. 

I am directed to invite your attention to the instructions con-
tained in explanatory note (i) below paragraph 3 of the consolidated 
circular letter No. 2334-ASI-60/15708, dated 3rd May, 1960, wherein 
it was stressed that very slight defects should be brought to the 
notice of an officer verbally in the way of advice and guidance and 
need not find mention in confidential reports unless they are of a 
type which have been more than once brought to the subordinates 
attention but which he nevertheless persists in. It has been observ-
ed by Government that the authorities while writing Annual Confi-
dential Reports of their subordinates continue to make mention of 
such matters as have nothing to do with the performance of an 
officer e.g., the officer has a long stay at a particular station and 
requires shifting etc., which as a matter of policy should not find 
place in the Annual Confidential Reports. An officer holds an 
appointment subject to the pleasure of the Government and his 
continuance at a particular station is not a matter of his choice. The 
remarks of the type mentioned above are not of a remediable nature 
for which the official/officer could make an effort to improve or 
remove the same. In view of this, I am directed to impress upon 
you that the instructions of Government referred to above, should 
be brought to the notice of all concerned again and the tendency of 
recording remarks unrelated to an officer's performance should be 
stopped immediately. The recommendations •regarding transfers 
etc. should be sent to the authorities concerned in separate communi-
cations. 

Copy of Punjab Government circular letter No. 13/29/79-2PP/3388, 
dated 26th March, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Collection of funds by Government employees—prohibition 
on. 

I am directed to refer you to Punjab Government circular letter 
No. 13/29/79-2PP/3707, dated 1st April, 1980, in which attention was 



285 

Invited to rule 10 of the All India Services (Conduct) Rules, 1968 
and rule 12 of the Punjab Government Employees (Conduct) Rules, 

1966, and it was directed that no Government employee should, 
except with the previous sanction of the Government or of the pres-
cribed authority, ask for or accept contribution to or otherwise asso-
ciate himself with the raising of any fund or any collection in cash 
or kind, in pursuance of any objective whatsoever. Government 
have received reports that these instructions are not being complied 
with and some of the officers continue to associate themselves with 
the raising of funds for. Red-Cross and the like, from members of 
the public visiting their offices for registration of documents and 
renewal of licences etc. Even village panchayats are reported to 
have been induced to make contribution to such funds. Govern-
ment are inclined to take a serious view of the violation of these 
instructions and wish to make it clear that there should be no for-
cible collection of funds for any purpose what-so-ever from members 
of the public visiting Government offices for registration of docu-
ments and renewal of licences etc. There is, however, no objection 
to the voluntary donations being accepted for Red Cross. I am, 
therefore, directed to request that these instructions may please be 
brought to the notice of all employees working under your control 
for strict compliance. Any violation of these instructions, in future, 
will merit disciplinary action against the concerned officer/official. 

Copy of Punjab Government circular U.O. No. 16/20/80-2PP/3517, 

dated 30th March, 1981, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 

etc. etc. 

Subject—Premature Retirement of Class J and Class II Officers—
Formation of a Senior Officers Committee. 

All Administrative Secretaries to Government, Punjab, may 
please refer to this Department U.O. Circular No. 16/20/80-2PP, 
dated 29th September, 1980, on the subject noted above. 

2. To ensure uniformity of approach in the matter of scrutinis-

ing the record of service of Gazetted Officers to be considered for 
tirement under the Punjab Civil Services (Premature Retirement) 
Rules, 1975, a Senior Officers Committee was constituted,—vide 

referred to above.-  The matter has been reconsidered and it has 

been decided to abolish this Committee to enable departments to 
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take expeditious decisions at their own level. Consequently, the 
procedure prior to the constitution of the Senior Officers Committee 
will continue to be followed in the matter and no reference to the 
aforesaid Committee will be necessary. 

Copy of Punjab Government circular letter No. 13/4/81-2PP/4048. 
dated 14th April, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. 

Subject.—Association of Government employees with the activities 
of Rashtriya Swayam Se wak Sangh/Jamat-e-Islami. 

I am directed to say that in the Punjab Government Circular 
letter No. 944-SII(6)-67/1518, dated 19th/20th January, 1967, it was 
stated that the participation of Punjab Government employees in 
the activities of the Reshtriya Swayam Sewak Sangh and the 
Jamaat-e-Islmi would be violative of the provisions of sub-rule (1) 
of rule 5 of the Punjab Government Employees (Conduct) Rules, 
1966 and will render them liable for disciplinary action. A copy of 
the letter No. 15014/3/ (S)/80-Estt(B), dated 28th October, 1980, 
received from the Government of India. Ministry of Home Affairs, 
on the subject noted above is enclosed for further guidance. I am, 
directed to request you to kindly bring these instructions to the 
notice of all the Government employees working under you for strict 
compliance. 

Copy of Office Memorandum No. 15014/3(S)/80-Estt(B), dated 28th 
October, 1980, from Shri K. C. Sharma, Joint Secretary to Go-
vernment of India, Department of Personnel and Administrative 
Reforms (Ministry of Home Affairs), addressed to all Minis-
tries/Departments of the Government of India, etc. etc. 

Subject.—Association of Government servants with the activities of 
Rashtriya Swayam Sewak San gh / Jamaa t-e-Isl am i 

The undersigned is directed to invite the attention of the Minis-
try of Finance, etc. to the provisions of sub-rule (1) of rule 5 the 
Central Civil Services (Conduct) Rules, 1964 under which 
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I'm Government servant shall be a member of, or be otherwise asso-
ciated with, any political party or any organisation which takes .part 
in politics nor shall be take part in, subscribe in aid of, or assist -in 
any other manner any political movement or activity." Atten-
tion of the various Ministries is also drawn to this Ministry's O.M., 
No. 3/10(S)/66-Estt.(B) dated the 30th November, 1966 wherein it 
was clarified that the Government have always held the activities of 
both the Rashtriya Swayam Sewak Sangli and the Jamaat-e-Islami 
to be of such a nature that participation in them by Government 
servants would attract the provisions of sub-rule (1) of rule 5 of the 
Central Civil Services (Conduct) Rules, 1964 and that, any Govern-
ment servant, who is 'a member of or is otherwise associated with 
the aforesaid organisations or with their activities, is liable -to disci-
plinary action. 

2. In the context of the current situation in the country, the 
need to ensure secular out-look on the part of Government servants 
is all the more important. The need to eradicate communal feelings 
and communal bias cannot .be overemphasised. 

3. No notice should be taken by Government and its officers, 
local bodies, State-aided institutions of petitions or representations 
on communal basis, and no patronage whatsoever should be extended 
to any communal organisation. 

4. Ministry of Finance etc. are, therefore, requested to specially 
bring once again to the notice of all Government employees, working 
in or under them, the above quoted provisions in pare 1 on the sub-
ject. It is emphasised that any disregard of - these instructions 
should .be considered as a serious act of indiscipline and suitable 
action initiated against -the erring employee. 

Copy of Punjab Government circular letter No. 4/3/81-1PP/3500, 
dated 15th April, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. 

Subject.—Procedure to be followed in cases, where the turn of an 
officer/official, whose conduct is subject to an enquiry, 
comes up for 'retirement or promotion to higher post. 

I am directed to invite a reference to Punjab Government letter 
No. 1497-4GS-62/4059, dated the 13th February, 1962, (Page 252 of 
Manual of instructions on Service Matters Vol. I) in which the pro-
cedure to be followed in cases, where the turn of an officer/official, 



288 

whose conduct is the subject of an. enquiry (which also includes an 
enquiry pending in the Vigilance Department), comes up for pro-
motion or retirement, was prescribed. It was inter alia laid down 
therein that promotion of an officer/official (who is otherwise eligi-
ble/fit for promotion) should not be withheld if no prima facie case 
has been established against him upto the date he is due for promo-
tion. It was further laid down therein that where a prima facie case 
has been established, i.e. on a preliminary investigation of the com-
plaint, actionable material under the relevant punishment and Appeal 
Rules, has been brought out and it is intended to take action against 
him under the aforementioned rules, his promotion should be with-
held. 

2. It has been brought to the notice of the Government that 
the aforementiontd instructions are not being followed by some of 
the Department while deciding the cases of promotion. I am accord-
ingly to request you to kindly ensure that the aioresaid instructions 
are strictly followed in the Department/Offices under your control. 

Copy of Punjab Government circular letter No 22/9/78-1PP/4646, 
dated 29th April, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. 

Subject—Postings, Transfers, Confirmations etc. of Heads of De-
partments—Submission of cases to the Chief Minister. 

I am directed to address you on the subject cited above and to 
say that the Government instructions contained in Circular letter 
No. 8892-4GS(1)-65/32042, dated 22nd September, 1965, read with 
U.O. communication No. 803-ISII-75, dated 29th April, 1975, inter alia, 
require that the proposals for the creation of posts of Heads of De-
partments or for the declaration of any post as Head of Department, 
proposals for the posting, transfers and confirmation of Heads of 
Departments, should be submitted to the Chief Minister through the 
Chief Secretary (in the Department of Personnel). It has been 
observed that these instructions have not been followed by some 
of the departments. It is, therefore, once again impressed upon all 
the departments to follow these instructions. 

2. Kindly acknowledge its receipt 
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Copy of Punjab Government circular letter No. 6/48/81-3PP/4868, 
dated 5th May, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-
ments etc. etc. 

Subject.-4Regularisation of services of ad hoc employees who have 
completed one year's service on 30th September, 1980. 

I am directed to refer to Punjab Government letter No. 6/234/ 
78-3PP/11961, dated the 28th October, 1980, on the above subject 
and to say that some departments have sought clarification as to 
whether these instructions are applicable to those employees who 
have been appointed/promoted to Class III posts on ad hoc basis 
from amongst Class IV employees in pursuance of the instructions 
contained in Punjab Government letter No. 1487-S11(3)-72/1190, 
dated the 25th April, 1972. The matter has been considered and 
it has been decided that Class-IV employees who have been appoint-
ed or promoted to Class III posts on ad hoc basis pending their 
clearing the examination to be conducted by the Subordinate 
Services Selection Board, will also be entitled to be regularised if 
they fulfil the terms.  and conditions laid down in Punjab Govern-
ment letter dated the 28th October, 1980, mentioned above. Steps 
may, therefore, be taken urgently to regularise their services as 
early as possible. 

Campy of Punjab Government circular letter No. 14/35/78-2PP/5165, 
dated 12th May, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-
ments, etc. etc. 

Subject.—Punjab Civil Services (Punishment and Appeal) Rules, 
1970 Minimising delay in the finalisation of disciplinary 
cases. 

I am directed to invite your attention to Punjab Government 
Circular letter No. 14/35/78-2PP/11930, dated 7th December, 1979, 
in which some guidelines were laid down to ensure the expeditious 
disposal of disciplinary cases against Government employees. It 
was, inter alia, stated therein that a charge-sheeted employee should 
be given not more than 10 days for the submission of his written 
statement of defence in reply to the charge-sheet under sub-rule (4) 
of rule 8 of the Punjab Civil Services (Punishment and Appeal) 
Rules, 1970, and that as the statement of defence under rules ibid 
is expected to be limited simply to admitting or denying the charges 

• 

• 
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CoMmunicated to the employee and for such admission or denial, 

inspection of, documents is not necessary, a request for inspection 

of documents at this stage made by the delinquent employee. may 

not be accepted. 

2. It was represented to Government that the period of 10 
days for submission of reply to the charge-sheet is too inadequate. 

The matter has been again considered by Government and it is felt 

that there is substance in the representation. 	Accordingly, 

Government have decided to increase the period for furnishing 

reply to the charge-sheet to 20 days from the present 10 days. 
Further, the inspection of record at the preliminary. stage may also 

be-allowed within the aforesaid 20 days, if a request•#or the same 

is received. 

The above instructions may kindly be - brought to the notice of 

all •concerned for careful observance. 

Copy of letter No. 13/10/78-2PP/5677, dated Chandigarh, the 22nd 

May, 1981 from Under Secretary, Personnel, Government of 

Punjab, Department of Personnel and Administrative Reforms 

(Personnel Policies Branch) to all the Heads of Departraents, 

etc. etc. 

Subject,—,No Objection Certificate for the issue of Passport to 

Government servants. 

I am directed to invite your attention to Punjab .Government 
letter No. 403-2SII-76, dated the 24th May, 1976, in which guidelines 
for. the issue of `No Objection- Certificates' for the, grant of passport 
to Government servants intending to. go abroad were issued. 
Government have reconsidered the matter keeping in view the 

provisions of the Passport Act, 1967. Government have been advis-
ed that there is no provision in the Passport Act or in the Rules 
framed thereunder regarding the production of .a 'No Objection 

Certificate' from the Head of the Department in which ..a Govern-

ment employee is serving, and as such, '1\lc Objection Certificate' 
cannot be made a condition precedent to the issue of a . passport. 
As the instructions regarding the issue of 'No Objection Certificate' 

have no statutory base and a passport cannot be refused by the 
Passport .A.uthority to a Government servant merely because of 
the non-production of this certificate Government have decided to 

withdraw the afortsaid instructions. As a result, Government 
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employees, like other citizens, will seek passport from the Passport 

Issuing Authority in the prescribed manner without the production 

of 'No Objection Certificate' from the Head of the Department 

concerned. 

2. Government employees who have been issued passport will 

apply for the grant of Ex-India Leave for going abroad, while sanc-

tioning Ex-India Leave it should be ensured that— 

(i) no disciplinary proceedings or Police/Vigilance enquiry 

or court case is pending against the Government 

employee. 

(ii) Government employees who have taken House Building 

Loans or Loans for the purpose of Motor Vehicle and 
mortgaged the house/plot built/purchased with Govern-

ment loan to Government or hypothecated the vehicle 

to Government. 

(iii) Government employees who have executed bond to serve 
the Government satisfy the condition of the bond by 
depositing the bond money in Government Treasury. 

Copy of Punjab Government circular letter No. 6/234/78-3PP/5942, 
dated 27th/28th May, 1981, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc. etc. 

Subiect.—Policy and procedure regarding ad hoc appointments. 

I am directed to refer to this Department Circular letter 
No. 7053/6/234/3PP/78/32037, dated the 29th September, 1978, 

wherein it was laid down that ad hoc appointments for a period not 
exceeding six months be made with the approval of Minister-in-
charge and further extension beyond the period of six months/one 
year be made with the approval of the Minister-in-charge / 
Chief Minister. It was also laid down therein that in the 

case of an ad hoc promotion, a detailed reference about the suit-
ability of the concerned officer should have been sent to the Punjab 

Public Service Commission before allowing extensions. The 
matter has been examined further and it is felt that as proniotions 
are ordered after following the principles and the procedure laid 
down by the Government, it is not fair to term them as ad hoc. In 

fact, these are regular promotions awaiting ratification by the 
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Punjab Public Service Commission. As laid down in regulation 3 
of the Punjab Public Service Commission (Limitations of func-
tions) Regulations, 1955, it is not necessary to consult the Commis-
sion on the suitability of candida es for initial appointment (in-
cluding promotion) to a post for a period not exceeding 6 months 
if the exigencies of the service so require and there is likely to be 
an undue delay in making appointment after consultation with the 
Commission. The intention is that such appointments be got 
ratified by the Commission within a period of six ,months. The 
Department should, therefore, order appointments by promotion 
and refer the case simultaneously to the Punjab Public Service 
Commission. After the matter has been referred to the Commis-
sion, it is for the Commission to convey advice expeditiously. The 
officer should be allowed to contin le in position till the advice of 
the Commission is received. In view of this position, the Depart-
ments should ensure that the cases of promotion are referred to 
the Commission positively within a period of one month. Where 
a case has been referred to the Commission, the Department should 
treat the promotion as 'provisional' and release the salary of the 
officer concerned to save him from financial hardship It. his been 
decided that, in such cases, where the promotion case has been re-
ferred to the Commission, extensions in pilovisional promotions 

beyond the period of one year should be allowed by the Departments 
with the approval of the Minister-in-charge, and such provisional 
promotions should be regularised on receipt of the advice of the 
Commission. 

Copy of Punjab Government circular letter NO. 1794-5PP-81/6152. 
dated 2nd June, 1981, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments, 
etc., etc. 

,Subject.—Framing/Amendment of Service Rules for each Class of 
Service/posts under the Punjab Government—Revised 
Model Service Rules. 

I am directed to refer to Model Service Rules, 197:1 (at pages 
710-719 of Manual of Instructions on Service matters) copy of 
which was forwarded,--vide endorsement No. 6780-DSSII(2)-73, dated 
5th November, 1973, and to state that in rule 9(3)(b)(ii) of the rules 
ibid, for the words "on the expiry of the first period of probation" 
(appearing at page 715 in lines 31-32 of the Manual referred to 
above) the words "on the expiry of the period of probation specifi-
ed in sub-rule (1)" shall be substituted. 
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Copy. of Punjab Government circular U.O. No. 16/20/80-2PP/dated 

4th June, 1981, from the Department of Personnel and Adminis-

trative. Reforms addressed to all the Administrative Secretaries 

to Government, Punjab. 

Subject.—Premature Retirement of Class I and Class II Officers—

Review of cases. 

All the Administrative Secretaries to government, Punjab may 

please refer to the Punjab Civil Services (Premature Retirement) 

Rules, 1975 and the instructions issued,—vide U.O. reference No. 

6520-2S11-75, dated the 26th September, 1975 and U.O. Reference 

No. 16/20/80-2PP, dated the 29th September, 1980. 

2. According to provisions of rule 3 of the Punjab Civil 

Services (Premature Retirement) Rules, 1975, the appropraite 

authority has to consider the premature retirement of an employee 

at any time after he has completed 25 years qualifying service or 

attained the age of 50 years. For administrative convenience, as 

per instructions, dated 29th September, 1975, referred to above; 

cases of such employees are to be reviewed as under :— 

(i) When a Government employee completes 25 years qualify= 

ing service, if it is earlier than his completion of 50 years 

of age or and when a Government employee is to attain 

the age of 50 years, as the case may be ; and 

(ii) When a Government employee is to attain the age of 55 

years. 

For uniformity of approach in the matter of scrutinising the-

record of service of Gazetted Officers in terms of aforesaid Rules 

and instructions, a committee had been constituted,—vide instruc-

tions, dated 29th September, 1980 referred to above which was 

however, abolished,—vide U.O. No. 16/20/80-2PP, dated the 30th 

March, 1981. The Departments have now to take expeditious de-

cisioris at their own level. They are, accordingly, requested to 

review the service records of all the Gazetted Officers in the 

Departments under their administrative control and sift out officers 

considered fit,  to. be retired prematurely on the basis of unsatisfac-

tory record of service and process their cases keeping in view the 

provisions of Rules ibid and instructions issued thereunder from 

time,  to time, under intimation to the Personnel and Administrative 

Reforms Department. 
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Copy Of Punjab Government circular letter No. 2626-5PP--81/, 
dated 8th June, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. 

Subject.—Condition of experience for promotion and recruitment. 

All the Financial Commissioners and Administrative Secretaries 
to Government, Punjab may kindly refer to Government instruc-
tions contained in para 3 of U.O. reference No. 7737-1SII-76, dated 
the 26th August, 1976 (pages 890-891 of Manual of instructions on 
Service Matters) in which the legal position in regard to the relaxa-
tion of the qualifications/experience as prescribed in the' Depart-
mental Service Rules Was indicated. It was explained that the 
relaxation of the basic conditions of recruitment/promotion viz., 
qualification and experience is not permiSsible even though in the 
Service Rules of various Departments there is usual clause per-
mitting certain relaxations. 

2 It has been observed that in disregard of these instructions 
some. of the Departments have allowed relaxation in qualifications/ 
experience both at the stage of initial recruitment and promotion 
which has resulted in a spate of representations from the persons 
adversely affected by such relaxations requesting revision of senio-
rity. It is, therefore, reiterated that relaxation of basic conditions 
of recruitment/promotion viz., qualification and experience both 
at the stage of initial recruitment and promotion, should not be 
allowed in any case. Where the department feels the necessity to 
revise the prescribed qualifications/experience, steps should be 
taken to amend the Service Rules keeping in view the instructions 
contained in U.O. Circular letter No. 6780-DSSII(2)-73, dated the 
5th November, 1973 (pages 708-710 of Manual of Instructions on 
Service Matters). 

3. These instructions may kindly brought to the notice of all 
under their administrative control for strict .compliance in future. 
Any lapse in this behalf will be viewed seriously. 

Copy of Punjab Government circular letter No 13/4/81-2PP/7171, 
dated 18th June, 1981, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Depart-
ments, etc. etc. 

Subject —Association of Government employees with the 'activities 
of Rashtriya Swayam SeWak Sangh/Jamat-e4slami. 

I am directed to invite a reference to Punjab Government 
instructions contained in circular letter No. 13/4/81-2PP/4048,•dated 
tht 14th April, 1981 on the above subject and to say that as clarifi-
ed by the Government of India in their letter No. 15014/3 (S)-80/ 
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Estt. (B), dated the 22nd of January, 1981, the words "Jamaat-e-
Islami" mentioned therein would cover both the Jamaat-e-Islami 
Hind" the "Jamaat-e-Islami Jammu and Kashmir". This may 
please be brought to the notice of all the Government employees 
working under you. 

Copy of Punjab Government circular letter No. 13/15/81-2PP/7188, 
dated 18th June, 1981 from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc. etc. 

Subject.—Expeditious finalisation of departmental inquiries against 
Government employees—Furnishing of monthly progress 
reports in respect of Gazetted Officers to the Chief 
Secretary. 

All Financial Commissioners and Administrative Secretaries to 
Government, Punjab, to please refer to the Punjab Government 
circular letter No. 12227-V(1)-59/13470, dated the 10th December, 1959 
(pages 140-41 of the Service Manual) regarding expeditious finalisa-
tion of departmental inquiries against Government employees. 

2. Government have observed that inspite of repeated instruc-
tions for the expeditious finalisation of the departmental in inquiries 
against Government employees and laying down of time-schedule 
within which various stages in an inquiry case are to be completed, 
the cases of departmental inquiries are not being processed expedi-
tiously. The delay in such case is neither in the interest of Govern-
ment nor the official concerned. In fact, it generally results in 
financial loss to the Government. The Administrative Departments 
are, therefore requested to strictly adhere to the time-schedule pres-
cribed for varirous stages in these cases and in the event of non-co-
operation by the employee concerned for the finalisation of his case 
without delay, appropriate action be taken including ex parte 
decision by the Inquiry Officer, wherever the circumstances so 
warrant. It has been decided that the progress in departmental 
inquiry cases against Gazetted Officers should be reviewed periodi-
cally to obviate any delay in the speedy finalisation of such cases. 
The Departments should send monthly reports to Government in the 
enclosed proforma, in espect of the Gazetted Officers, by the 10th of 
each month, for submission of the same to the Chief Minister, Punjab. 

These instructions may please be brought to the notice of all 
concerned for meticulous observance. 
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Copy of Punjab Government circular letter No. 13/4/81-2PP/7169, dated 18th June, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, etc., etc. 

Subject.—Association of Government Servant with the activities of 
Anand Marg. 

I am directed to forward a copy of the Government of India, 
Ministry of Home Affairs letter No. 15014/6(S)80-Estt.(B), dated the 
31st December, 1980 and to say that this will apply mutatis mutandis 
to the State Government employees. Their membership of or asso-
ciation with the activities of movement known as Anand. Marg would 
attract the provision of sub-rule 1 of Rule 5 of the Punjab Govern-
ment' Employees (Conduct) Rules, 1966 and will render them liable to 
disciplinary action. These instructions may kindly be brought to 
the notice of all the Government employees working under you for 
strict compliance. 

Copy of letter No. 15014/6/ (S)/80-Estt.(B), dated the 31st December, 
1980, from the Joint Secretary to the Government of India, 
Ministry of Home Affairs/Grih Mantralaya, Department of Per- 
sonnel and Administrative Reforms, New Delhi, to the Chief 
Secretaries of all State Governments. 

Subject.— Association of Government servant with the activities of 
Anand Marg. 

I am directed to say that the Government of India consider that 
a*Government servant's membership of or association with the acti- 
vities of movement known as Anand Marg would attract the provi-
sions of sub-rule (1) of Rule 5 of the Central Civil Services (Conduct) 
Rules, 1964 which lays down that no Government servant shall be a 
member of, or be otherwise 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. Instructions have been issued to the Ministries 
etc. at the Centre that a Government servant who contravenes the 
provisions of the above rule and takes part in the activities etc. of 
Anand Marg or any or its organisations (see list in Annexure) would 
be liable to disciplinary action. 

2. I am to request that if there is no objection the State Govern-
ment may also consider the question of issuing similar instructions 
in the case of State Government servants. Hindi version will follow. 
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ANNEXURE 

1. VSS (Volunteer Social Service). 

2. Amra Bengali. 

3. The Progressive Federation of India. 

4. The Proutist Form of India. 

5. Angika Samaj. 

6. Pragatisheel Magahi Samaj. 

7. Nagpuri Samaj. 

8. Maithili Samaj. 

9. Pragatisheel Bhojpuri Samaj. 

10. Awadhi Samaj. 

11. Braj Samaj. 

12. Bundeli Samaj. 

13. Garhwali Samaj. 

14. Kumaoni Samaj. 

15. Pragatisheel Haryana Samaj. 

16. Asi Punjabi. 

17. Proutist League. 
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Copy of Punjab Government circular letter No. 4/18/80-1PP/7217, 
dated 19th June, 1981, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Deportments, 
etc. etc. 

Subject.—Bifurcation of cadre strength of Steno-typists—Guidelines 
for. 

I am directed to invite a reference to Punjab Government cir-
cular letter No. 4/18/80-1PP/14-15, dated the 1st January, 1981, on 
the subject cited above and to say that a clarification has been 
sought as to how the Steno-typists, who became/become entitled to 
the scale of Rs. 510-800 by virtue of their seniority as clerks, but 
were/are not senior enough in the cadre of Steno-typists for being 
placed in the scale of Steno-typists Grade I, should be adjusted while 
allowing the revised pay scales in the ratio of 50 : 50, in accordance 
with the said instructions. 

2. The matter has been carefully considered by the Government 
and it is clarified that the cadre of Steno-typists has to be bifurcated 
into Grade I and Grade II on 50 : 50 basis. The Steno-typists who, by 
virtue of their lien in the cadre of clerks became/become entitled to 
the higher grade of Rs. 510-800 but are not senior enough in the 
cadre of Steno-typists for being placed in the scale of Steno-typists 
Grade I, should be given the option either to revert to the cadre of 
clerks or forego the grade of Rs. 510-800 and continue as Steno" 
typists. They will get the scale of Steno-typists Grade I strictly on 
their turn in the cadre of Steno-typists. In future, Senior Clerks 
may be debarred from appearing in the' examination for appointment 
as Steno-typists unless they are willing to forego the senior scale of 
clerk till they are entitled to the Grade I of the Steno-typists in the 
cadre of Steno-typisti. 

3. This may please be brought to the notice of all concerned 
the receipt of this communication may please be acknowledged. 

Copy of Punjab Government memo No. 15/16/79-2PP/7297, dated 
22nd June, 1981, from the Department of Personnel and Adminis-
trative Reforms, addressed to the Chief Electoral Officer, Punjab, 
Chandigarh and copy to all Heads of Departments etc., etc. 

Subject.—Control of Chief Electoral Officers over other election au-
thorities 'in the State—Writing of confidential reports. 

Continuation of endst. No. 15/16/79-2PP/11935, dated the 5th 
December, 1979, regarding the writing of the confidential reports of 
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the officers deputed for work relating to the conduct of elections to 
the Lok Sabha and the State Vidhan Sabha. 

2. The matter was discussed at the conference of the Chief 
Electoral Officers held on 1st February, 1980. As a result of discus-
sion, the Election Commission of India have decided that the Chief 
Electoral Officers need not record the reports on the work of all the 
Returning Officers/District Election Officers. Where, however, a 
particular good task done by a Returning Officer/District Election 
Officer calls for a special commendation or where bad work of an 
officer is required to be commented upon adversely, the observations 
of the Chief Electoral Officer may be forwarded to the Chief Secre-
tary or the authority concerned after showing the same to the Elec-
tion Commission for being placed in the confidential report file of 
the officer concerned. These instructions of the Election Commis-
sion of India may please be noted for compliance. 

Copy of Punjab Government circular letter No. 16/42/78-2PP/7300, 

dated 22nd June, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

Subject. —Punjab Civil Services (Premature Retirement) Rules. 1975—
Weeding out corrupt, dishonest or inefficient officers/ 
officials from services. 

I am directed to invite your attention to Punjab Government 
Circular letter No. 6520-2SII-75/38581, dated the 26th September, 
1975, relating to the weeding out of corrupt, dishonest or inefficient 
officers/officials from service under the Punjab Civil Services (Pre-
mature Retirement) Rules, 1975, and to say that Government have 
reviewed the matter in the light of the revised policy of the Govern-
ment of India and other administrative requirements. Government 
have decided to lay down the following additional guidelines, in the 
matter:— 

(i) Although the entire service record of an employee has to 
be considered. premature retirement should not be ordered 

if during the last 5 years the work and conduct of the 
employee has been good or better than that. 

(ii) Ordinarily no retirement should be ordered within a pe-
riod of one year preceding the date of superannuation of 
the Government employee. 
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(iii) If an adverse entry relating to integrity exists in the 
confidential reports during the 10 years preceding the 
review, or if after its recording there has been no change 
in the class, status or the post of the officer, that single 
entry should be considered sufficient for ordering prema-
ture retirement. 

(iv) If the adverse report on integrity relates to the distant 
past or is more than 10 years old, the subsequent record of 
the employee should be scrutinised carefully. If the_ sub-
sequent reports vouch-safe the integrity of the employee 
in unambiguous terms, the inference is that he has im-
proved his conduct and ,it should not be necessary to 
order his premature retirement. A similar view can be 
taken if an employee has been promoted after the record-
ing of the adverse remarks 

2. I am to request that the above guidelines may please be 
brought to the notice of all concerned officers/officials for information 
and guidance. 

Copy of Punjab Government circular letter No. 18/20/78-5PP-81/7796, 
dated 30th June, 1981, from the' Department of Personnel and 
Administrative 'Reforms addressed to all Heads of Departments, 
etc. etc. 

Subject.—Priority list for various categories of persons for employ-
ment in State Services—Rehabilitation of disabled ex-
servicemen and widows/dependents of the deceased Go-
vernment employees and defence services personnel killed 
or disabled severely in action. 

I am directed to refer to the instructions in Punjab Government 
letter No. 80(GOI)-SII-(3)-73/12092, dated 18th April, 1973 (at pages 
676-680 of Manual of Instructions on Service Matters) on the sub-
ject noted above and to state that in para 1 under Priority No. 4(i) 
the words "killed in action" should please be substituted by the 
words "killed in service while performing duties" with immediate 
effect. 
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Copy of Punjab Government circular I.D. No. 5/57/81-5GE/dated, 
30th June, 1981, from the Department of Personnel and Adminis-
trative Reforms, addressed to all Financial Commissioners and 
Administrative Secretaries in the State. 

Subject.—Assignment of Indian Experts for posts under International 
Organisation and Foreign Governments—Instructions re-
garding policy guidelines. 

All the Financial Commissioners and all the Administrative 
Secretaries may, please refer to the instructions contained in this 
Department letter No 4/11/78-Trg/1689-91, dated 18th February, 

1980, on the noted subject. 

2. Of late, it has been under consideration of this Department 
whether any change in the instructions contained in para 2 of the 
Punjab Government instructions No. 4/11/79-Trg/1689-91, _ dated 
18th February, 1980. with regard to the forwarding of application to 
the Government of India of the State Government, em-
ployees for consideration on foreign assi;cnment is needed. 
After due consideration, it has been decided that in future 
the application of Government employees for registration 
etc. with the Government of India for foreign assignment be sent to 
the Government of India by the Administrative Department at their 
own level, after obtaining the approval of Chief Minister, Punjab. 
A copy of the letter sent to the Government of India in this behalf 
should invariably be forwarded to this Department also for record. 
While, forwarding such applications, Government instructions cir-
culated,—vide this Department U.O. No. 3/13/81-TRG.I, dated 22nd 
June, 1981, be meticulously adhered to. 

The receipt of this letter may please be acknowledged. 

Copy of Punjab Government circular letter No. 14/36/78-2PP/8008. 

dated .The 3rd July, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 

etc. 

Subject.—Circumstances in which a Government employee may be 
placed under suspensions—Observations of Supreme Court 

regarding. 

I am directed to say that the Supreme Court in the case 
Niranjan Singh and others v. Parbhakar Rajaram l'harote and 
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Others (SLP No. 393 of 1980) have made some observations about the 
need/desirability of placing a Government employee under suspen-
sion against whom serious charges have been framed by a Criminal 
Court, unless exceptional circumstances suggesting a contrary course 
exist. A copy of the Supreme Court's judgement along with Office 
Memorandum No. 129/16/81-AVD1, dated 23rd March, 1981 of Go-
vernment of India to all their Ministeries and Departments, reiterat-
ing therein the provision of rules/instructions on the subject, is 
enclosed. 

2. Rule 4(1) (b) of the Punjab Civil Services (Punishment and 
Appeal) Rules, 1970, provides mat the competent disciplinary autho-
rity may place a Government employee under suspension where a 
case against him in respect of any criminal offence is under investi-
gation, enquiry or trial. further, in the Punjab Government circu-
lar letter No 8261-2GS-76/38262, dated 26th August, 1977, it has been 
laid down inter alia that the orders of suspension under the rules 
ibid should not be modified or revoked by the authority before the 
Court proceedings, if instituted, have been completed, judgement 
delivered and the employee needs to be reinstated as a result of 
judgement. Thus, the existing rules/instructions on the subject 
already ,cover the cases which the Supreme Court have in view. 
Nevertheless, the Supreme Court's judgement, the existing rules/ 
instructions on the subject and the contents of this letter may kindly 
be brought to the notice of all concerned for strict observance. 

Copy of letter No. 129/16/81-AVD.I., dated the 23rd March, 1981, 
from the Under Secretary to the Government of India, Ministry 
of Home Affairs, Department of Personnel and Administrative 
Reforms, New Delhi, to all Ministeries and Departments of the 
Government of India and copies endorsed to all Slate Govern-
ments. 

Office Memorandum 

Subject.—Circumstances in which a Government servant may be 
placed under suspension—Observations of the Supreme 
Court, regarding. 

The undersigned is directed to state that the Supreme Court in 
the case Niranjan Singh and others versus Prabhakar Rajaram 
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Xharote and others (SLP No. 393 of 1980) have made some observa-
tions about the need/desirability of placing a Government servant 
under suspension against whom serious charges have been framed 
by a criminal court, unless exceptional circumstances suggesting a 
contrary course exist. The Supreme Court has further directed to 
Government to take suitable sensitized measures to pre-empt 
recurrence of the error highlighted in the judgement. A copy of 
the Supreme Court's judgement in the case is enclosed. 

2 Rule 10 (I) (b) of the CCS (CCA) Rules, 1965, already pro-
vided that the competent disciplinary authority may place a Govern-
ment servant under suspension where a case against him in respect 
of any criminal offence is under investigation, inquiry or trial. 
Similar provision exists under the All India Services (Discipline 
and Appeal) Rules, 1969 and other corresponding rules. In this 
Department's O.M. No. 43/56/64-AVD, dated the 22nd' October, 1964, 
certain guidelines relating to the circumstances in which a disciplii. 
nary authority may consider it appropriate to place a Government 
servant under suspension have been broadly indicated. It, will be 
seen therefrom that the 'Public interest' should be the guiding 
factor in deciding the question of placing a Government servant 
under suspension. Thus the existing rules/instructions on the sub-
ject already cover the cases which the Supreme Court have in view. 
Nevertheless the Supreme Court's judgement the existing rules/ 
instructions on the subject and the contents of this O.M. may kindly 
be brought to the notice of all concerned. 

3. As and when criminal charges are framed by a competent 
court against a Government servant, the disciplinary authority 
should consider and decide the desirability of placing such a Govern-
ment 'servant under suspension in accordance with the Rules, if he 
is already not under suspension or otherwise if, the Government 
servant is already under suspension or is placed under suspension, 
the competent authority should also review the case from time to 
time, in accordance with the instructions on the subject and take a 
decision about the desirability of keeping him under suspension till 
the disposal of the case by the court 
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Copy of letter No. 129/16/81-A VD.I., dated the 26th March, 1981, 
from the Under Secretary to Government of India, Ministry of 
Home Affairs, Department of Personnel and Administrative,  
Reforms, New Delhi, to the Chief Secretary, Madhya Pradesh 
Government, (General Administration Department), BHOPAL 
and copies endorsed to all State Governments. 

Subject.—Circumstances in which a Government servant may be 
placed under suspension—Observations of the Supreme 
Court regarding. 

I am directed to refer to your letter No. 287/767/1/3/80, dated 
the 7th July, 1980 on the subject noted above and to forward here-
with for information a copy of this Department's Office Memoran-
dum of even number, dated 23rd March, 1981, addressed to all the 
Ministries and Departments of the Central Government issued in 
this matter. 

IN THE SUPREME COURT OF INDIA 

CRIMINAL APPELLATE JURISDICTION 

SPECIAL LEAVE PETITION (CRIMINAL) No. 393 of 1980 

NIRANJAN SINGH AND ANOTHER 

—Petitioners. 
versus 

PRABHAKAR RAJARAM KHAROTE AND OTHERS 
—Respondents. 

ORDER 

KRISHNA IYER, J. 

"No one shall -be subjected to torture or to cruel inhuman or 
degarding treatment or punishment" is a part of Universal Declara-
tion of Human Rights. The content of Article 21 of our Constitu-
tion, read in the light of Article 19 is similarly elevating. But 
romance about human rights and rhetoric about constitutional 
mandates lose credibility if, in practice, the protectors of law and 
minions of the State become engineers of terror and panic people 
into fear. We are constrained to make these observations as our 
consience is in consternation when we read the facts of the case 
which have given rise to the order challenged before us in this 
petition for special leave. 
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The petitioner, who has appeared in person, is the complainant, 

in a criminal case where the accused are 2 Sub-Inspectors and 
Constables attached to the City Police Station. Ahmednagar. The 

charges against them, as disclosed in the private complaint, are of 

murder and allied offences under as 302, 341, 395, 404, read with as 

34 and 120-B of the Penal Code. The blood-curding plot disclosed 
in the complaints is that pursuant to a conspiracy the brother of 
the complainant was waylaid by the police party on August 27, 
1978, as he was proceeding to Shirdi. He had with him some gold 
ornaments and cash. He was caught and removed from the truck 
in which he was travelling, tied with a rope to a neein tree nearby, 

thus rendering him a motionless target to a macabre shooting. 
One of the Sub-Inspectors fired two shots from his revolver on the 
chest of the deceased at close range and killed him instantaneously. 
The policemen, having perpetrated this vallany, vanished from the 
scene. No action was taken by the State against the criminals 
How could they when the preservers of the peace and investigators 
of crime themselves become plained executors of murders ? The 
victim's brother was an advocate and he filed a private complaint. 
The learned magistrate ordered an inquiry under section 202 Cr. 

P.C. took oral evidence of witnesses at some length and held. 
"Thus taking an overall survey of evidence produced before me. 
I am of the opinion that there is sufficient grounds to proceed 
against all the accused for the offences under as 302, 323, 342, read 
with S. 34, IPC". Non-bailable warrants were issued for produc-
tion of the accused and the magistrate who refused bail, stayed the 
issuance of the warrants although we are unable to find any pro-
vision to end him to do so. The police-accused moved the sessions 
court for bail and in a elaborate order the sessions court granted 
bail subject to certain directions and conditions. The High Court, 
which was moved by the complainant for reversal of the order 
enlarging the accused on bail, declined to interfere in revision but 
added additional conditions to ensure that the bail was not abused 
and the course of justice was not thwarted 

It is fair to state that the case in the complaint, verified under 
section 202, Cr. P.C. to have - some veracity does not make us leap 
to a conclusion of guilt or refusal of bail. On the contrary, the 
accused policemen have aversion that the victim was himself a 
criminal and was sought to be arrested. An encounter enstired, 
both sides sustained injuries and the deceased succumbed to 
arm shot even as some of the Police party . sustained 
revolver wounds but survived. May be the defence case, 
if reasonable true, may obsolve them of the crime, al-
though the story of encounters during arrest and unwritting 
injuries resulting in casualties, some times become a mask to hide 
easy liquidation of human life by heartless policemen when some 
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one allergic to Authoriresists their vices. The Police have the ad-
vantage that they prepare the preliminary record which_may 'Kill' 
the case against them. The disquieting syndrome of policemen 
committing crimes of killing and making up perfect paperwork cases 
of innocent discharge of duty should not be ruled out when courts 
examine rival versions. Indeed we must emphasise that the Judge 
shall be said and, shall confine himself to the evidence in the case 
when adjudging the guilt of the accused. We were, constrained to 
make the observations above because the Sessions Judge, quite un-
warrantedly, discussed at prolix length the probabilities of the 
influenced by what we have Police party's exculpatory case and 
held:— 

`So it is reasonable to held that there was a scuffle and resis-
tance offered by the victim Amarjeet Singh before shots 
were fired at his person by the accused No 1'. 

Detailed examination of the evidence and elaborate documentation 
of the merits should be avoided while passing orders on bail appli-
cations. No party should have the impression that his case has been 
prejudiced. To be satisfied about a prima facie case is needed but 
it is not the same as an exhaustive exploration of the merits in order 
itself. 

Grant of bail is within the jurisdiction of the Sessions Judge 
but the court must not, in grave cases, gullibly dismiss the possi-
bility of Police—Accused intimiding the witness with cavelier case. 
In our country intimidation by Policemen, when. they are themselves 
accused of offences, is not an unknown phenomenon and the judicial 
process will carry credibility with the community only if it views 
impartially and with commonsense the pros and cons undeterred by 
the psychic pressure of Police presence as indictees. 

Let us now get to grips with the two legal submissions made by 
the petitioner. The first jurisdictional hurdle in the grant of bail, 
argues the petitioner, is that the accused must fulfill the two condi-
tions specified in Section 439 Cr. P C. before they can seek bail 
justice. That provision reads: — 

439. (1) A High Court for court of sessions may direct— 

(a) that any person accused of an offence and in custody be 
released on bail, and if the offence is of the nature speci-
fied in sub-section (3) of section 437, may impose any 
condition which it considers necessary for the purposes 
mentioned in that sub-section. 
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(b) that any condition imposed by a Magistrate when releasing 
any person on bail be set aside or modified. 

Here the respondents were accused of offences but - ..re not in 
custody, argues the petitioner, so no bail since this basic condition 
of being in Jail is not fulfilled. This submission has been rightly 
rejected by the Court below. We agree that, in one view, an outlaw 
cannot ask for the benefit of law and he who flees justice cannot 
claim justice But here the position different. The accused were 
not absconding but had appeared and surrendered before the Sessions 
Judge. Judicial jurisdiction arises only when persons are already 
in custody and seek the process of the Court to be enlarged. We 
agree that no person accused of an offence can move the Court for 
bail under Section 439 Cr. P.C. unless he is in custody. 

When is a person in custody, within the meaning of Section 439 
Cr. P.C. ? When he is in curess either because he is held by the 
investigating agency or other police or allied authority or is under 
the control of the court having been remanded by judicial order, or 
having offered himself to the court's jurisdiction and submitted to 
its orders by physical presence. No lexical dexterity nor preceden-
tial profusion is needed to case to the realistic conclusion that he 
who is under the control of the court or is in the 
physical held of an officer with coercive power is in cus- 
tody for the purpose of Section 439. 	This word is of• 
elastic semantic but its core meaning is that the Iaw 
has taken control of the person. The equivocatory quibblings 
and hide-seek-niceties sometimes heard in court that the police 
have taken a man into informal custody but not arrested him, have 
detained him for interrogation but not taken him into formal cus-
tody and other like cerminological dubieties are unfair evasions of 
the straight forwardness of the Law. We need not dilate on this 
shady facet here because we are satisfied that the accused did phy-
sically submit before the Sessions judge and the jurisdiction to 
grant bail thus arose. 

Custody, in the context of Section 439, (We are not, be it noted 
dealing with anticipatory bail under 438) is physical control or at 
least physical presence of the accused in court coupled with sub-
mission to the jurisdiction and orders of the Courts. He can be in 
custody not merely when the Police arrests him, produces him be-
fore a Magistrate and gets a remand to judicial or other custody. 
He can be stated to be in judicial custody when he surrenders before 
the court and submits to its directions. In the present case, the 
Police Officers applied for bail before a Magistrate who refused bail 
and still the accused without surrendering before the Megistrate, 
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obtained an order for stay to move the Sessions Court. This direc-
tion of the Magistrate was wholly irregular and may be, enabled the 
accused persons to circumvent the principle of Section 439 Cr. P.C. 
We might have taken a serious view of such a course, indifferent to 
mandatory provisions, by the subordinate magistacy but for the fact 
that in the present case the accused made up for it by surrender 
before the Sessions Court. Thus. the Sessions Court acquired juris-
diction to consider the bail application. It could have refused bail and 
remanded the accused to custody, but in the circumstances and for 
the reasons mentioned to custody, but in the jurisdiction in favour of 
grant of bail. The High Court added to the conditions subject to 
which bail was to be granted and mentioned that the accused had 
submitted to the custody of the Court. We, therefore, do not proceed 
to upset the order on this ground. Had the circumstances been 
different we would have deinolished the order for bail. We mai 
frankly state that had we been left to ourself we might not have 
granted bail but, sitting under Art. 136 do not feel that we should 
interfere with a discretion exercised by the two courts below. 

We are apprehensive that the accused being police officers should 
not abuse their freedom and emphasise that the Inspector-General 
of Police of the State of Maharashtra will take particular care of to 
take two steps. He should have a close watch on the functioning of 
the concerned police officers lest the rule of law be brought into 
discredit by officers of the law being allowed a larger liability than 
other people, especially because the allegations in the present case 
are grave and, even if a fragment of it be true, does little credit to 
the Police force. It must be remembered that the allegations are 
that the deceased was dragged out of a truck to a secluded place, 
later tied to a tree and shot and killed by the police officer con-
cerned. 

We hasten, to make it clear that these are one sided allegations 
and the accused have a counter-version of their own and we do not 
wish to make any implication for or against either version. The 
accused policemen are entitled to an unprejudiced trial without any 
bias against 'Uniformed forces which has difficult tasks to perform.' 

We conclude this order on a note of anguish. The complainant 
has been protesting against the state's bias and police threats. We 
must remember that a democratic state is the custodian of people, 
interests and not only Police interests. Then how come this that 
the teams of ten policemen against whom a magistrate, after due 
enquiry found a case to be proceeded with and grave charges, in-
cluding for murder, were framed continue on duty without so much 
as being suspended from service until disposal of the pending sessions 
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trial? On whose side is the state? The rule of law is not a one-way 
traffic and the authority of the State is not for the police and against 
the people. A responsible Government, responsive to appearances 
of justice, would have placed police officers against who serious 
charges had been framed by a criminal court, under suspension un-
less exceptional circumstances suggesting of contrary course exists. 
After all, a gesture of justice to courts of justice is the least that a 
government does to the governed. 

We are confident that this inadvertance will be made good and 
the state of Maharashtra will disprove by deeds Henry Clay's famous 
censure : 

"The arts of power and its minions are same in all countries and 
in all ages. It marks its victim denounces it and excites the public 
odium and the public hatred to conceal its own abuses and 
encroachments." 

The observations that we have made in the conclud-countries 
and in all ages. It marks its victim the country and to the Union 
of India, that we deem it necessary to direct that a copy of this 
judgement be sent to the Home Ministry in the Government of India 
for suitable sensitized n easures to pre-empt recurrence of the error 
we have highlighted. 

New Delhi : 	 Sd/- V. R. Krishna Iyer, J 

March 10, 1980. 	 Sd/- A. P. Sen, J. 

Copy of Punjab Government circular letter No. 20/17/79-2PP/8175, 
dated 8th July, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Criterion for grant of permission to Government employees 
to go abroad on Ex-India leave. 

I am directed to address you on the above subject and to say that 
a number of Government employees have been applying for ex-India 
leave to visit foreign countries at their own expense or at the ex-
pense of their relatives/friends or on being invited by some foreign 
organisations. The matter has been considered by Government and 
it has been decided that in dealing with such cases instructions in 
subsequent paragraphs of this letter may be followed. 

2. Government have issued instructions,—vide letter 
No. 13/10/78-2PP/5677, dated the 22nd May, 1981, according to which 
`No Objection Certificate' for the issue of passport is no longer re-
quired from the Heed of the Department. Government employees 
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like other citizens will seek passport from the passport issuing autho-
rity in the prescribed manner without the production of 'No Objec-
tion Certificate'. 

3. After a Government employee intending to visit abroad has 
obtained passport, he shall apply for the grant of ex-India leave and 
permission to go, abroad. He may be asked to furnish the following 
informations: — 

(i) Object of visit. 

(ii) If sponsored, exact relationship with the person sponsoring. 

(iii) How stay ex-India will be financed. 

(iv) Source of funds for travel. 

A Government employee may be granted ex-India leave if the 
competent authority is satisfied that the need for leave is genuine and 
the employee has the necessary resources. 

4. These instructions may please be brought to the notice of 
all Officers/officials working under you for information and necessary 
action 
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Copy of Punjab Government circular letter No. 7/7/81-5PP/8522, 

dated 15th July, 1981, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Crossing of efficiency bar—Policy/Rules regarding up-to-

date position. 

I am directed to say that para 2 (i) of Punjab Government cir-
cular letter No. 504-2S1I-75/15048, dated the 15th May, 1975 (pages 
778-779 of Manual of Instructions on Service Matters) states that it 
is incumbent upon the competent authority to take up the case of 
crossing of efficiency bar of a Government employee well in time so 
that a decision to allow or not to allow a Government employee to 
cross the efficiency bar is taken and orders issued before the date it 
falls due, or if unavoidable, within reasonable time after due date. 
But in cases where the crossing of efficiency bar falls due towards the 
close of the calendar year, competent authorities sometimes wait for 
the annual confidential reports which are generally received after 
April and do not issue any orders regarding the crossing of the effi-
ciency bar. The matter has been considered, and in order to avoid 
delay in such cases, it has been decided that a special report on the 
work and conduct of the employee concerned should be obtained 
from the officer (s) under whom the employee may be working on 
the specific point of suitability to cross the efficiency bar. 

Copy of Punjab Government circular letter No. 2/7/81-5PP/8542, 

dated 16th July, 1981, from the Department of Personnel and 

Administrative Reforms addressed to all Heads of Departments 

etc., etc. 

Subject —Reservation of seats for outstanding Sportsmen in Tech-
nical/Medical Institutions and in the service of the State 

Government. 

I am directed to invite your attention to Punjab Government 
letter No. 10266-5GS-61/1134, dated the 11th January, 1962, on the 
subject noted above, and to say that in partial modification of these 
instructions, Secretary to Government, Punjab, Education Depart-
ment,—vide his letter No. 46/32-5Edu-5-81, dated the 3rd July, 1981, 
issued fresh instructions regarding the sports grading certificates. I am 

to say that it has been decided that sports achievement during the 
previous three 'calendar years' instead of the 'financial years' should 

be taken into account. 
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Copy of Punjab Government circular letter No. 7 /11/78-5PP-81/912Z 
dated 28th July, 1981, from the Department of Personnel and 
Administrative Reforms Addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Crossing of efficiency bar of an employee who has been 
promoted on ad hoc basis pending the concurrence of the 
Public Service Commission or recruited on ad hoc basis 
pending the regular selection through the prescribed re-
cruiting agency Policy regarding. 

A clarification has been sought as to whether the employees 
who are working on ad hoc basis can be allowed to cross the effi-
ciency bar before their appointments are regularised. Ad hoc 
appointments in the past have been made through direct recruit-
ment and also by promotions. In so far as ad hoc appointments by 
direct recruitment are concerned, there should normally be no 
question of these appointments continuing for 5 to 6 years, that is, 
the time when the efficiency bar in a grade generally falls due. 
However, there may be isolated cases where ad hoc appointments 
have continued for such a long period that the employee has reached 
the stage for crossing of efficiency bar. In such cases the provision 
governing the grant of increment and/or crossing of efficiency bar 
as contained in rule 4.8 of the Punjab Civil Services Rules, Volume-I, 
Part I, is equally applicable if such ad hoc employees otherwise 
continue in service under orders of competent authority. Similarly 
in the case of ad hoc promotions Rule 4.8 ibid will also apply. 

2. In view of what has been stated above ad hoc employees 
may also be allowed to cross the efficiency bar. However, where 
the case of an employee in respect of promotions has been referred 
to the Punjab Public Service Commission for notification, and the 
Commission has not communicated its concurrence, the employee 
concerned should be allowed to cross the efficiency bar with the con-
dition that the crossing of the efficiency bar is without prejudice to 
the outcome of the reference made to the Punjab Public Service 
Commission in this behalf. 

fr 
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Copy of Punjab Government circular letter No. 2/7/81-5PP/9142, 
dated 28th July, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart. 
ments, etc., etc. 

Subject.—Reservation of seats for outstanding Sportsmen in 
Technical/Medical Institutions and in the service of the 
State Government. 

I am directed to refer to Punjab Government letter No 2/7/81- 
1)P/8542, dated the 16th July, 1981, on the subject noted above, 

and to say that the matter has been reconsidered in consultation 
with the Education (Sports) Department and it has been decided to 
modify the decision contained therein to the extent that three fin-
ancial years instead of three calandar years should be taken into 
account. 

Copy of Punjab Government circular letter No. 2/9/79-5PP/9296, 
dated 30th July, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all. Heads of Departments, 
etc., etc. 

Subject.—Issue of certificate of eligibility to certain categories of 
persons (other than Indian Citizens) for appointment . 
under the Central Government—Delegation of powers to 
Ministries. 

I am directed to refer to Punjab Government endst. No. 18072- 
10GS-62/45092, dated the 27th December, 1962—vide which a copy 
of the Government of India's Resolution dated the 16th June, 1962 
was forwarded and intimated that the domicile instructions in the 
various service rules would be as per annexure-I. The Government 
of India has since superseded their earlier instructions relating to 
the procedure for the issue of certificate of eligibility and have now 
issued revised instructions,—vide office memo. 	No. 15016/1/78- 
Estt(B), dated 10th May, 1978, copy of which is enclosed for infor-
mation and for making necessary amendment in the domicile in-
structions in the various service rules in accordance with the 
aforesaid instructions. 
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COPY 

No. 15016/1/78-Estt(B) 

GOVERNMENT OF INDIA/BI-IARAT SARKAR 
MINISTRY OF HOME AFFAIRS/GRIH MANTRALYA 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 

(Karmik Aur Prashasnik Sudhar Vibhag) 

New Delhi, dated the 10th May, 1978 

Office Memorandum 

Subject.—Issue of certificate of eligibility to certain categories of 
Persons (other than Indian Citizens) for appointment 
under the Central Government—delegation of powers to 
Ministries. 

As the Ministry of Finance etc. are aware, the Government of 
India had issued a Resolution regarding the eligibility for appoint-
ment under the Government of India,—vide Resolution No. 15014/ 
3(S)/76-Estt(B), dated the 1st March, 1977, copy enclosed for ready 
reference, in accordance with this Resolution, a candidate in whose 
case a certificate of eligibility is necessary, may be admitted to an 

examination or an interview conducted by the Union Public Service 
Commission or other recruiting authority, but the offer of appoint-
ment may be given only after the necessary certificate of eligibility 
has been issued to him by the Government of India. 

2. Prior to the issue of the Resolution of the 1st March, 1977, 
the position was that the appointing authority could, after verifica-
tion of character and antecedents, appoint the candidates on a pro-
visional basis, and then refer the case to this department for issue 
of certificate of eligibility along with the following particulars : 

(i) Name 

(ii) Father's name 

(iii) State/Territory, of which he is a subject or to which 
he belongs or his nationality. 

(iv) Post/Service and Office in which appointed, or likely to 
be appointed. 
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(v) Date of appointment, if made already. 

(vi) Whether appointment is temporary, for a definite period 
or in a permanent capacity. 

(vii) Whether character and antecedents have been verified 
and found satisfactory. 

(viii) In case of a migrant, date of migration to 	and 
whether he has intention of settling permanently in 
India. 

On receipt of the above information from the authorities con-
cerned, this Department took action to issue the certificate of eligi-
bility and send the same to the Department for taking in the per-
sonal record of the employee. 

a. After the issue of the revised Resolution on the 1st March, 
1977, the position has changed and no candidate in respect of whom 
a certificate of eligibility is necessary in terms of the Resolution 
can be appointed without first obtaining the certificate of 

in the candidate's favour from this Department: For this put-
pose, the appointing authorities are required to take immediate 
steps, as soon as the -selection is made in respect of a candidate, 
to verify his character and antecedents in accordance with the pro-
cedure prescribed by this Department from time to time in respect 
of such candidate. After completion of the verification, action 
should be taken to issue the certificate of eligibility. 

4. The question whether certificate of eligibility in terms of 
the Resolution referred to above should continue to be issued by 
this Department or whether any delation can be made in this 
regard has been examined in the context of the present policy to 
maximise delegation and to reduce delay. in appointments. It has 
now been decided that the certificate of eligibility should, in future, 
be issued by the Ministry/Department itself which is administra-
tively concerned with the post where the candidate is likely to be 
appointed on the basis of the information referred to in para 2 
above) being received from the authorities concerned. 

5. A form of the certificate to be issued is also enclosed. In 
the case of appointments under the Public Sector Undertakings this 
Department have already stopped issuing such certificates. Accord-
ing to the instructions issued by the Ministry of Finance (Bureau of 
Public enterprises), it is for the respective Public Sector Undertak-
ing to issue the certificate of eligibility after completion of the 



317 

formality of verification of character and,  antecedents of the candi-

date and keeping in view, the procedure followed by the Govern-
ment in respect of Government employees. On the analogy of the 
orders issued by the Ministry of Finance (Bureau of Public enter-
prises) in the case of Public Sector Undertakings, there should be 
no objection to a similar procedure being adopted in the case of 
employees of autonomous bodies/quasi-Government Organisations 
etc. which are under the administrative control of the various 
Ministries/Departments in the matter of issue of certificates of eli-
gibility in the case of employees of the respective bodies/ 

organisations. 

6. To ensure that the appointment of candidates in respect of 
whom the certificates of eligibility is a prior requirement in terms 
of the Government Resolution referred t6 above is not delayed, 
steps should be taken by the appointing authorities to ensure the 
completion of verification of character and antecedents within the 
time prescribed, i e., a maximum of eight weeks. In future, while 
making a reference to the District Authorities it should be specifi-
cally indicated that the nationality of the candidate is also to be 

verified. 

7. Under no circumstances should the candidate be required to 
approach this Department or the Ministry/Department concerned 
direct for the issue of certificate of eligibility. It is for the appoint-
ing authority concerned -to approach the Ministry /Department ad-
ministratively concerned, for issue of the certificate. This 
supersedes the earlier instructions relating to the procedure for 

issue of certificates of eligibility. 

8. Ministry of Finance etc. are requested to bring the above 
to notice of all administrative authorities inCluding Public Sector 
Undertakings, Autonomous Bodies/Quasi-Government Organisations 
etc. which are under their administrative control. 

N. RANGARAJAN, 
Deputy Secretary to the Government of India. 
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GOVERNMENT OF INDIA 

MINISTRY/DEPARTMENT 	  

	

File No 	 

	

New Delhi, the 	 

CERTIFICATE OF ELIGIBILITY 

In pursuance of Government of India, Department of Person-
nel and Administrative Reforms Resolution No. 15011/3(S)/76- 
ESTT (B), dated the 1st March, 1977, the President is pleased to 
direct that 

son/daughter/wife of 	  
being a subject/native of 	  
shall be eligible to hold any civil officer in connection with the 
affairs of the Union. 

Under Secretary to the Government of India. 

COPY 

No. 1501.1/3(S)/76-Estt (B) 

Government of India/Bharat Sarkar 
Cabinet Secretariat/Mantrimandal Sachivalaya 

Department of Personnel and Administrative Reforms 
(Karmik Aur Prashasnik Sudhar Vibhag) 

New Delhi the 1st March, 1977. 

RESOLUTION 

The Government of India have decided that in supersession of 
earlier instructions regarding the eligibility for appointment under 
the Government of India, the standard rule for recruitment will 
henceforth be modified as follows :— 

A candidate for appointment to any Central Service or post 
must be : 

(a) a citizen of India. or 
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(b) a subject of Nepal, or 

(c) a subject of Bhutan, or 

Id) a Tibetan refugee who came over to India before the 1st 
January, 1962, with the intention of permanently settling 
in India, or 

(e) a person of Indian origin who has migrated from Pakistan, 
Burma, Sri Lanka, East African countries of Kenya, 
Uganda, the United Republic of Tanzania (formerly 
Tanganyika and Zanzibar), Zambia, Malawi, Zaire and 
Ethopia with the intention 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: 

Provided further that candidates belonging to categories (b), 
(c) and (d) above will not be eligible for appointment to 
the Indian Foreign Service. 

A candidate in whose case a certificate of eligibility is neces-
sary may be admitted to an examination or interview conducted by 
the Union Public Service Commission or other recruiting authority 
but the offer of appointment may be given only after the necessary 
eligibility certificate has been issued to him by the Government of 
India. 

Order : —Ordered that a copy of this Resolution may be communi-
cated to all State Governments, all Ministries of the Government 
of India etc. and also that the Resolution be published in the 
Gazette of India. 

-Sd/- 

(K. D. MADAN) 

Joint Secretary to the Government of India. 

No. F. 15014/3 (S)/76-Estt (B), Dated 
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Copy of Punjab Government circular letter No 13/13/81-2PP/10233, 
dated 20th/21st August, 1981, from the Department of Person-
nel and Administrative Reforms addressed to all Heads of 
Departments etc., etc. 

Subject.—Restricting Government employees from indulging in 
gambling and playing *cards with stakes in Public places 
and clubs. 

I am directed to say that it has been noticed by Government 
for sometime past that officers play cards with high stakes in clubs.  
and sometimes in public places. I am to invite a reference to the 
following :— 

(i) Sub-rule (iii) of rule 3 of Punjab Government Employees 
(Conduct) Rules, 1966, and 

(ii) sub-rule (1) of rule 3 of All India Services (Conduct) 
Rules, 1968. 

2. It will be noticed that the above said rules require every 
Government employee at all times not to do anything which is 
unbecoming of a Government employee. I am further to add that 
gambling or playing of cards with high stakes in public places and 
clubs by Government employee is violative of the above said rules. 

3. The relevant provisions of the rules may please be brought 
to the pointed notice of all employees under your control enjoining 
upon them not to indulge in gambling cr playing.  cards with high 
stakes in public places and clubs. 
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Copy of Punjab Government circular letter No. 12/5/79-6PP/10726. 
dated 31st August, 1981, from the Department of Personnel and 
Administrative Reforms, addressed to all Administrative Secre-
taries to Government, Punjab and copy to all Heads of Depart-
ments, etc., etc. 

Subject.—Policy/guidelines for conducting enquiries against the 
employees of the. Corporations/Boards below the rank of 
Managing Directors. 

I am directed to refer to the subject noted above and to say that 
the question of framing a uniform policy/guidelines for appoint-
ment of Inquiry Officers for conducting enquiries against the.  em-
ployees (below the rank of the Managing Directors) of various Cor-
porations/Boards have been engaging the attention of the Govern-
ment for sometimes past. After careful consideration of the matter. 
it has been decided as under :— 

(i) As far as possible, enquiries against employees of the 
Public Undertakings should be done by the Officers of 
the concerned Corporation/Board ; 

(ii) Where, in exceptional circumstances, it may be necessary 
to entrust the enquiry to an officer of the State Govern-
ment, the Chief Secretary in IAS or PCS Branches or in 
Establishment-I Branch should be consulted with regard 
to the appointment of an officer of the IAS/PCS/PSS 

Cadre, respectively and the inquiry be entrusted to the 
officer so nominated by the Chief Secretary. While plac-
ing requisition for the appointment of an Inquiry Officer 
the quantum of honorarium admissible should also be in-
dicated ; 

(iii) No requisition for the appointment of an Inquiry Officer 
by name should be entertained as acceptance thereof 
could vitiate the entire proceedings and violate principles 
of natural justice ; 

(iv) In no case, enquiries or other work involving payment 
of remuneration should be entrusted by any public under-
taking to any officer of the Government without prior 
permission of the authority competent to grant such per-
mission ; and 

(v) No officer of the State Government should accept such 
additional work without the prior approval of the com-
petent authority. Any officer doing so will render him-
self liable to disciplinary action under the Punjab 

Government employees (Conduct) Rules, 1966. 
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2. These instructions may kindly be brought to the notice of 

all for strict compliance. 

3. Receipt of these instructions may kindly be acknowledged. 

Copy of D.O. letter No PS/SG/81-73(F), dated July 2nd/3rd, 1981, 

from S. S. Gill, Secretary General (Additional Secretary, 

Ministry of Education and Culture) Government of India, 

Special Committee IX Asian Games to Shri I. C. Puri, Chief 

Secretary, Government of Punjab, Chandigarh. 

As you may be already aware, TX Asian Games will be held 
from November 19 to December 4, 1982. The task of staging these 
Games has been entrusted to the Special Organising Committee for 
IX Asian Games and it has set up a large number of committee to 

attend to various facts of its job. 

2. In such a massive national undertaking it is unavoidable that 

officials/experts from all over the country are associated with this 
work. A number of such persons are serving under the Central 
and State Governments and they are required to attend meetings 
convened by the Committees of the Special Organising Committee 

from time to time. 

3. It is requested that whenever such officials are required to 

attend meetings and any of other work connected with the staging 
of IX Asian Games, it may please be treated as 'Official duty'. This 
is a small contribution to the successful staging of the Asian Games 
and it is hoped that there will be no difficulty in complying the 

above request. 

Hall No 1, PRAGATI MAIDAN, MATHURA ROAD, NEW 

DELHI. 

GOVERNMENT OF PUNJAB 
DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 

REFORMS 

(PERSONNEL POLICIES BRANCH) 

No. 20/21/81-4PP/11008, Dated, Chandigarh, the 4th September, 

1981. 

A copy is forwarded to 

(i) All Financial Commissioners to Government, Punjab 
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(ii) All Administrative Secretaries to Government Punjab 

(iii) 
All Heads of Departments, Commissioners of the Divt-

sions and Deputy Commissioners in Punjab, for informa- 
tion and necessary action. 

2. The visits of all officers/officials to New Delhi at the invita-
tion of the Special Organising Committee, Asian Games or its Com-
mittees, in connection with the staging of the Asian Games may 
please be treated as 'Official duty'. 

Sd/- . . 

Under-Secretary, Personnel. 

Copy of Punjab Government circular letter No. 6/126/81-3PP/11986, dated 18th September, 1981, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-ments etc., etc. 

Subject.--Need 
for a time-bound schedule for making recruitment 

through the Subordinate Services Selection Board. 

I am directed to invite your attention to this Department circular 
.letter No. 12

//81-1GE/9411, dated the 6th August, 1981, with which 
a book-let containing the guidelines/Government instructions/ 
directions relating to regular appointments was forwarded and to 
say, that in this book-let time schedule for completion of various 

processes of recruitment has been indicated. This schedule ban be 

adhered to only if the Departments place the requisition complete 
in ad respects with the Subordinate Services Selection Board (here- 
inafter referred to as Board). 	It should, therefore, be ensured 
that requisitions sent to the Board are complete in all res-
pects. 

2. The Departments are further advised to work-out their 
requirements of various categories of staff in advance and place re-
quisitions with •the Board twice in a year, i.e., in the first week of 
September and March every year so that the Board may start 
its work in right earnest and interviews have not be held 

	fre- 
quently for filling up the same category of posts. 	In the six 
monthly requisitions to be placed with the Board, Departments 
are advised to include all anticipated vacancies during the next 
6 months. 
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Copy of Punjab Government circular letter No. 3858-5PP-81/15229, 

dated 24th November, 1981 from the Department of Personnel 

and Administrative Reforms addressed to all Heads of Depart-

ments etc., etc. 

Subject.—Demobilised personnel or retrenched Central/State Go-
vernment employees—Preferential treatment in the matter 

of re-employment. 

I am directed to invite a reference to Punjab Goveq-nrnent letter 

No. 9393-3GS-62/23720, dated 19th July, 1962, (pages 264-265 of 
Manual of Instructions on Service Matters),—vide which it is laid 

down that in the case of ex-servicemen seeking appointment under 
the State Government made otherwise than on the basis of open 

competitive test held by the Punjab Public Service Commission the 

period of previous service rendered by a particular candidate will 

be deducted from his actual age and if the resultant age does not 

exceed the prescribed age limit by more than 3 years he will be 
deemed to satisfy the condition of maximum age for appointment. 

In rule 4(2)(b) of the Demobilised Armed Forces Personnel (Rese.r-
vation of Vacancies in the Punjao State Non-Technical Services) 
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Rules, 1968, it is provided that no armed forces personnel will be 
eligible to appear in examination if his age at the time of joining 
military service exceeds the upper age limit prescribed for direct 
recruitment to such posts. There is no mention in these rules, as 
well as in other rules framed for this purpose, of the grant of any 
additional benefit of 3 years as mentioned in the letter dated 
19th July, 1962. 	In view of this, superseding the instructions 
dated 19th July, 1962, it is made clear that the concession of age 
to the Demobilised Army personnel will be given in accord- 
ance with the statutory provisions of rules framed for the purpose, 
from time to time. 

Copy of Punjab Government circular letter No. 2/9/81-5PP/81/ 
15975, dated 10th December, 1981 from the Department of Per-
sonnel and Administrative Reforms, addressed to all Heads of 
Departments etc., etc. 

Subject.—Framing/Amendment of Service Rules for each class 
of Services/posts under the Punjab Government—Revis-
ed' Model Service Rules—=Minimum age for entry into Go-
vernment Service—Fixation of. 

I am directed to invite a reference to Punjab' Government letter 
No. 16781-3GS-62/39458, dated the 5th November, 19.62 (pages 272-
273 of Manual of Instructions on Service Matters),—vide which it 
is laid down that the minimum age for entry into Class III service 
and other superior services shall be 17 years. The matter has been 
re-considered and it has now been decided to raise the minimum 
age for entry into Government service to 18 years for Class III 
service and other superior services. 	I am also to request that in 
rule 6 (1) of the Model Service Rules, 1973, for the words "less than 
seventeen years old" (appearing at page 713 in lines 18-19 of Ma-
nual of instructions on Service Matters) the words "less than eighteen 
years old" shall be substituted. 

ly. 
The Departments may amend their service rules according- 
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Copy of Punjab Government circular letter No. 29/1/78-1PP/16000, 

dated 11th December, 1981, from the Department of Personnel 

and Administrative Reforms addressed to all Heads of Depart- 

ments etc., etc. 

Subjecl.--Applications of Government employees seeking private 
employment or employment in other Departments of 
Punjab Government or under other Governments. 

I am directed to address you on the above subject and to say 
that the following general instructions should be observed in future 
while considering the question of forwarding of applications of Go-
vernment employees seeking employment elsewhere :- 

1. General.--No distinction need be made between applica-
tions for posts in departments under the Central Govern-
ment, State Governments, Public Sector undertakings, 
Semi-Government organisations or private firms. 	How- 

ever, if a Government employee applies for an employment 
in a private concern, he should be required to submit his 
resignation or notice for retirement according to rules, 
as the case may be in the event of his final selection. 
The final decision whether a particular application should 
be forwarded or not will rest with the appointing autho-
rity or any subordinate authority which has been autho-
rised in this behalf. Whether the services of the employee 
can be spared or not should be the only criterion for taking 
the decision to forward his application or not. While 
considering public interest, special technical training 
given to an employee at Government expense after 
the commencement of his service should be consider- 

ed. 

2. Requisitions from private Organisations.—When a request 

is received from a private organisation for making avail-
able the services of a Government employee by name 
or otherwise, no name should be forwarded. The Govern-
ment departments are not expected to function as employ-
ment agencies for private organisations. 

3. No Objection Certificate.—If any employee wants to send 

the application directly to avoid delay and makes a request 
for the issue of a 'No Objection Certificate', such a certifi-
cate may be issued to the employee who wants to send 
the application, in case it is decided to spare his services. 
The 'No Objection Certificate' once issued would be valid 
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for one year and the employee concerned will not have 
to obtain fresh 'No Objection Certificate' each time he 
applies for a post during that year. 

Se,rial No. 17 of 
the study leave 
Rules as con-
tained in appen 
dix 20 of the 
Punjab C.S.R. 
Vol. I Part II, 
Finance Depart 
ments instruc-
tions No. 8709- 
(3)FRII-64/ 

9821, dated 
22nd October, 
1964 as amend-
ed from time 
to time. 

4. Enforcement of Bond.—The bond which an erriployee re- 

In cases, where such an employee is allowed to go elsewhere 
for employment in the interest of the State Government 
itself, the competent authority shall have the discretion 
of not enforcing the bond. 	The competent authority 
to take decision in such a case shall be the Administrative 
Secretary concerned. 

5. Lien and Cognate Matters.—In regard to lien and other 
cognate matters, the following principles (inter alia with 
reference to the rules and instructions referred to in the 
margin) should be kept in view : — 

(a) The lien of the Government employee concerned shall 
be retained for two years in his previous appointment 
on the analogy of Rule 3.13 of the Punjab C.S.R., 
Volume T, Part I. 

(b) If the Public Sector Undertaking/autonomous semi-Go-
vernment organisation concerned proposes to absorb 
in it the Government employee concerned permanent-
ly before the expiry of the period of two years, it 
would be incumbent on the foreign employer to con-
sult the parent department before issuing orders and 
such orders should be issued only after the resigna-
tion or the request for premature retirement of the 

No. 10484-FRII-
60/10613, dated 
1st December, 
1960. 

No. 1930-2FR-
70/25331, dated 
21st October. 
1970. 

No. 5919(7)- 
FRI-64 /6613, 
dated 6th 
August, 1964. 

No. 4446-6FR-
67/18426, dated 
11th August. 
1967 

and 

Instructions 
issued by F.D. 
on the subject 
from time to 
time. 

ceiving scientific and technical training at Government 
expense has executed or an undertaking to repay thb 

money in the event of his failure to serve for 'a specific 
period should be enforced in those cases v,here one leaves 
Government service in order to obtain private employ-
ment. However, in the case of a Government employee, 
who leaves Government service to obtain employment 
under a Public Sector Undertaking, owned: wholly or part-
ly by the Central Government, or by a State Government, 
or under a semi-Government organisation, a fresh bond 
should be got executed to ensure: that the person con-
cerned serves the new employer for the remaining period 
of the bond. In this connection, the provisions and 

instructions referred to in the margin are to be observ- 
ed. 
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Government employee has been accepted by the com-
petent authority and with effect from the date of such 
acceptance. 

(c) If the Government employee is not permanently absorb-
ed within a period of two years from the date of his 
appointment in the public sector undertaking/autono-
mous/semi-Government organisation in the manner 
indicated at (b) above, he should immediately on the 
expiry of the said period of two years either resign/ 
retire from Government service or revert to his pa-
rent department. This resignation would not be 
deemed to be a resignation within the meaning of 
Rule 3.17-A of the Punjab C.S.R., Volume II for 
retirement benefits. Continuity of service benefit is 
to be allowed in the matter of leave alone. In this 
connection, instructions referred to in the margin 
should be duly observed. 

- (d) During the period for which the Government emplo-
yee's lien is retained by the Parent Department, i. e., 
the period during which he has the option to revert 
to his parent department, he should be deemed to be 
on deputation to the foreign employer, though -.no 
deputation allowance shall be permissible in such 
cases and from the date he resigns his earlier 
appointment (or retires from service as the case may 
be), he would be deemed to have permanently trans-
ferred to the other organisation. 

(e) The leave salary and pension contributions should be 
paid either by the foreign employer or by the Go-
vernment employee concerned himself (in terms of 
Punjab Government's instructions contained in letter 
No. 10484-FR-11-60/10613, dated 1st December, 
1960. 

(f) The Government employee concerned shall continue 
to be subject to the leave rules of the parent depart-
ment as long as he is entitled to and does retain the 
option to revert to his parent department. 

6. Consent about the conditions.—Before forwarding an 
application, the written consent of the Government em-
ployee concerned regarding the acceptance of the condi-
tions enumerated aboye, must be obtained and the foreign 
employer informed accordingly in advance. 
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I. Relaxation.—If any relaxation of any of the provisions of 
these instructions is to be made, the Department of 
Personnel and Administrative Reforms shall be con-
sulted. 

2. It is requested that the above instructions may kindly be 
brought to the notice of all concerned for strict compliance. 

3. This issues with the occurrence of Finance Department,—
vide their U.O. No. 126-PAFS-80, dated 21st January, 1980. 

Copy of Punjab Government circular letter No. 4/15/81-1PP/16047, 
dated 14th December, 1981, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Counting of adhoc/purely temporary service for pur-
poses of experience for promotion and direct recruit-
ment. 

I am directed to invite a reference to Punjab Government circu-
lar letter No. 1637/1S11-75/41597, dated the 15th October, 1975 (page 
823 of the Manual of Instructions on Service Matters), which pro-
vides that the ad hoc service rendered by a Government employee 
prior to regular appointment should not be counted towards expe-
rience for promotion. In a case of the Health Department, the 
Punjab and Haryana High Court has held that the ad hoc service 

is as good as regular service, and that there is hardly any difference 
in the experience gained by a Government employee while working 

on ad hoc basis and on regular basis. The High Court, has, fur-
ther held that the ad hoc service is also countable towards expe-
rience in the matter of promotion when no specific provision in the 
relevant departmental service rules specifically stating that the 
experience must be on regular basis, is there. 

2. In view of the position stated above, and in modification 
of the Punjab Government instructions contained in circular letter 
dated the 15th October, 1975, referred to above, the ad hoc service 
rendered by a Government employee should also count towards 
experience in the matter of promotion, as well as at the time of 
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initial recruitment, provided there is no specific clause in the rele-

vant service rules providing that the said experience should be of 

regular appointment. 

3. In the event of any junior person becoming eligible for 

promotion to a higher post by virtue of his past experience on 
ad hoc service, superseding a senior, the promotion of such junior 

person should be done on ad hoc basis till such time his senior 
attains the prescribed years of experience to avoid any supersession. 
Where. however, the Departmental Service Rules provide that the 
experience on a regular post only shall be counted, the Service 

Rules should be amended as indicated above. 

4. These instructions may kindly be brought to the notice of 

all concerned for compliance. 

Kindly acknowledge receipt. 

Copy of Punjab Government circular letter No. 4/25-81/1PP/16048, 

dated 14th December, 1981, from the Department of Personnel 

and Administrative Reforms, addressed to all Heads of Depart-

ments etc., etc. 

Subject.—Procedure to be followed in cases where the turn of an 

officer/official whose conduct is subject to an inquiry, 
comes for placement in the Selection Grade. 

I am directed to say, that some Departments have sought 
guidance regarding the placement in the Selection Grade of officers/ 
officials whose conduct is subject to any inauiry Government had 
issued instructions,—vide circular letter No. 1497-4GS-62/4059, dated 

the 13th February. 1962 which were reiterated,—vide circular letter 

No. 4/3/814IPP/3500. dated the 15th April, 1981, -detailing the 

procedure to be followed in cases where an officer/official whose 

conduct is under inauiry is due for promotion to a higher post. 
Government have decided that the same procedure as is followed 

for promotion to higher posts should be followed mutatis mutandis 

in cases where an officer /official whose conduct is under inquiry, 

is due for placement in the selection grade. 



332 

2. 
These instructions may please be brought to. the notice of 

all concerned for strict compliance. 

3. Kindly acknowledge receipt. 

Copy of Punjab Government circular letter No. 6/234/78-3PP/16865, dated 31st December, 1981, from the Department of Personnel 
and Administrative Reforms addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Policy and procedure regarding ad hoc appointments. 

I am directed to invite your attention to the instructions con-
tained in this Department's circular letter No. 6/234/78-3PP/5942, 
dated the 27th/28th May, 1981, on the subject noted above and to 
say that it was stated therein that the Administrative Departments 
should ensure that cases of promotion are. referred to the Punjab 
Public Service Commission positively within a period of one month 
and that thereafter extension in "provisional promotion" beyond a 
period of six months be allowed by the Administrative Departments 
within the approval of the Minister-in-charge, and that such provi- 
sional promotions should be regularised on receipt of the advice of 
the Commission. 

2. The Commission have desired that these instructions may 
be withdrawn and extension in provisional- promotion beyond 6 
months may continue to be allowed with the approval of the Commis-
sion. The apprehension of Commission is that the Departments will 
refer incomplete cases to it necessitating back reference which will 
lead to consequential delay in taking decision by the Commission. It 
is accordingly requested that while referring promotion cases to the 
Commission, the Heads of the Departments/Administrative Secre-
taries should ensure that cases referred to the Commission are com-
plete in all respects. Extension in provisional promotion should be 
allowed subject to the satisfication of the Administrative Depart-
ment that the reference made to the Commission is complete  in all 
respects. The Administrative Departments are also advised to send 
prompt replies to the reference received from the Commission in 
such matters 

3. T am to request that these instructions may please be ooserved 
meticulously. 
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Copy of Punjab Government circular letter No. 1/26/81-1PP/1929, 
dated 90. February, 1982, from the Department of Personnel and 
Administration Reforms, addressed to all Heads of Departments 
etc. etc. 

Subject.—Counting of the period of maternity leave or any other 

kind of leave towards completion of probation period. 

I am directed to say that almost all the Departmental Service 

Rules provide for one or two years' probation period at the time of 

appointment, which is normally extendable up to a peciod of three 
years. A question has arisen as to whether in the case of a female 

employee availing of maternity leave during the probation 

period : such a period of leave should be counted for purposes of 
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completion of the probation period. Government have considered 
the matter at length and feel that when a view can be framed about 
the work and conduct of an employee even by seeing his/her work 
only for a period of 3 months, the period of maternity leave which 
is normally three months, should be counted for calculating her 

probation period. Even if the maternity leave is extended fur-

ther up to 6 months, period of one and a half year is sufficient 
to judge the standard of work and conduct of the employee. It has, 
therefore, been decided that the period of maternity leave or any 
other kind of leave not exceeding six months availed of by an 
employee during or at the end of the probation period should be 
counted towards the probation period. 

2. Kindly acknowledge its receipt. 

Copy of Punjab Government circular letter No. 17/4/81-2PP/2987, 
dated 8th March, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

S7tbject.—Resignation from service—Pay and allowances in lieu of 
notice period. 

I am directed to invite your attention to Punjab Government 
circular letter No. 196(G.O.I.)-2S11-74/44174. dated the 7th/9th 
January, 1975, which lays down policy With regard to various 

aspects of resignation from service by the Punjab Government 
employees, and to say that in terms of para 2(b) of these instruc-

tions, if the notice period falls short of one month, the gap is to 
be made good ny the payment of pay and allowances for the period 
by which the notice period falls short of one month, by the Go-
vernment or the Government employee concerned, as the case 
may be. A question has now been raised as to whether or not 

allowances like, H.R.A.. C.C.A., etc. are also to be recovered from 
Government employee who wants to pay one month's pay and 
allowances in lieu of one month's notice. The matter has been 
considered by the Government and it is clarified that in such a 
case all allowances which he would have drawn had he con-
tinued in service, are to be recovered before his resignation is 

accepted. 

2. These instructions may please be brought to the notice of 

all concerned for meticulous observance. 
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3. This issues with the concurrence of the Department of 
fiance conveyed,--vzde their •U.O. advice No. 37/122/81AFE. dated 
the 18th January, 1982. 

Kindly acknowledge. 

Copy of Punjab Government circular U.O. No. 13/15-81-V ci III-
2PP/2982, dated 8th March, 1982, from the Department of Person 
nel and Administrative Reforms, addressed to all Heads of De-
partments, etc., etc. 

Subject. —Expedite-us finalisation of departmental inquiries against 
Gazetted Officers.---Monaily report for the month of 
November, 1981. 

All the Financial Commissioners and Administrative Secreta-
ries to Government, Punjab, may please refer to the Punjab Go-
vernment circular U.O. No. 13/15/81-2PP, dated the 18th June, 
1981, regarding submission of monthly progress reports regard-
ing departmental inquiries pending against the Gazetted Offi-
cers. 

2. Instructions have been issued time and again emphasising 
the need of expeditious finalisation of the departmental inquiries 
against Government employees. Observing that such cases were 
being delayed and not finalised to a logical end for years together, 
they were requested,—vide communication under reference to send 
monthly progress repocts, on the prescribed proforma. 	While 
considering monthly progress reports received from various De-
partments, it was observed that a fairly large number of cases 
were still lying pending for a consideraoly long period, and also 
that the progress towards finalisation of those cases was slow. 
With a view to ensure expeditious finalisation of these cases, it was 
emphasised that time-schedule prescribed for various stages in 
such cases should be adhered to strictly, and in the event of non-
co-operation by the delinquent officer for early completion of in-
quiry proceedings against him, appropriate action be taken includ-
ing ex parte decision by the Inquiry Officer, if the cir-
cumstances so warranted. The report for the month of 
November, 1981 reveals that no special steps have been taken 
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for the disposal of pending inquiry cases against the Gazetted 
Officers and the result is that there has been little progress in the 
finalisation of these cases. C.M. has observed that the pace of dis-
posal of departmental inquiries needs to be quickened. They are, 
therefore, requested kindly to look into these cases personally-
and take suitable measures for their expeditious finalisa-
tion. 

Kindly acknowledge. 

Copy of Punjab Government circular letter No. 1/27/78-5PP/3108 
dated 12th March, 3982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Criteria to determine the domicile of a person for various 
purposes — Guidelines for the grant of domicile certi-
ficates. 

It has been observed that bona fide residents of Punjab for the 
purpose of admissions to educational institutions (including tech-. 
nical/medical institutions) have been experiencing difficulty in ob-
taining the certificate of domicile. After careful consideration it 
has been decided that the following categories of persons would be 
eligible for the grant of domicile certificate, provided that the pa-
rents/guardians of persons belonging to any one of the categories 
mentioned below, are : 

(a) Citizens of India ; 

(b) produce an affidavit to the effect that they or their child-
ren/wards have not obtained the benefit of domicile in 
any other State. 

CATEGORIES : 

(i) Candidates who have passed qualifying examinations from 
a school/college in Punkib, for selections in any insti-
tution where the domicile certificate is required to be 

produced. 
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(ii) Children/Wards of — 

(a) the employees of Punjab Government posted in or 
outside Punjab State or working on deputa- 
tion ; 

(b) the employees of the Government of India posted in 
Chandigarh or in Punjab in connection with the 
affairs of the Punjab Government ; 

(c) the employees of State Government undertakings who 
are posted in Chandigarh or in Punjab in connection 
with the affairs of the Punjab Government ; 

(d) the employees of autonomous bodies in which Punjab 
Government has 25 per cent or more shares .; 

(iii) Children/Wards of the pensioners of Punjab Govern-
ment irrespective of the fact that the original home of 
the retiree is in a State other than Punjab or he has set-
tled after retirement in or outside Punjab 

(iv) Children/Wards of persons who have settled in Punjab 
or had resided in Punjab at any time prior to the date 
of the submission of the application either in pursuit-of 
a profession or holding of a job, to which effect an affi-
davit in the former case and the certificate of the ern-
ployer in the latter case, is.produced ; 

(v) Children/Wards of persons who hold immovable property 
in Punjab but for service in Government of India or in 
any State Government or business are residing outside 
the State of Punjab ; 

(vi) The wives of such persons who are bona, fide residents 
of Punjab irrespective of the fact that they had belong-
ed to any other State before marriage ; and 

vii) Persons who were born in Punjab and produte a certi-
ficate to that effect. 

2. All candidates claiming to be 'bona fide 'residerits of Punjab' 
should produce a Punjab Domicile Certificate.  signed by the Deputy 
Commissioner/General Assistant to Deputy Commissioner or Sub-
Divisional Officer (Civil) of the district/sub-division to which the 
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candidate nelongs. Domicile certificate in respett of - the childreni 
wards of Punjab Government employees who are posted at 
Chandigarh or elsewhere, or in respect of the' children/wards of the 
einployee-s-  of the Government of India posted at Chandigarh or 
in Punjab in connection with the affairs of Punjab Government, or 
in--respect of children/wards of the employees of State Government 
undertakings located at Chandigarh or in Punjab should be issued 
by their' respective Heads of Departments. 

3. These instructions may kind/y be noted carefully and the 
receipt of this letter may please be acknowledged. 

Copy of Punjab Government circular letter No. 20/30/81-2PP/3479. 
dated 18th March, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Marls of Departments, 
etc. etc. 

Subject.—Consolidated Instructions for dealing with cases of disci-
plinary action against Punjab Government employees 
under the Punjab Civil Services (Punishment and Appeal) 
Rules, 1970. 

I am direeted to address you on the suoject cited above and to 
say that a large number of instructions have been issued- by this 
Departtnent frOm time to time for effectively enforcing the provi-
,sions contained in the .Punjab Civil Services (Punishment and 
Appeal) tile's, 1970: It has been observed that some of those instruc-
tions have become outmodded/obsolete with the issue of new 
instructions laying down the latest policy of the Government/court 
pronouncements. It has, therefore, been considered necessary to 
issue consolidated instructions comprising all the old/new,  instruc-
tions issued so far and Which are now Operative, for dealing with 
cases of disciplinary action under the Rules ibid. Accordingly, 
sufficient number -of copies of the booklet on the subject have been 
got printed for suptily a copy each to all the AsSistarrt§ dealing 
with service matters and all other ,offieers, except clerks, steno-typists.  
stenographers, Personal Assistants etc., Under the service of the 
Punjab Government, for official use. I am, therefore, to request 
you to place yobr reqtfisition accordingly, through special messen-
ger, with the Department of Personnel and Adininistrative Reforms 
(in Personnel Policies Branch) so that requisite number of copies 
of the booklet are isrsued. The requisition may, howeve*;  be kept 
to the Mihinfuni potsibie. 
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Copy of -D:O. lettee No. VII/408 /12/81; dated 28th December, 1981, 

from (Shri S. S. Bhatnagctr), Deputy Secretary (PV), Govern-
ment of India, Ministry of External Affairs, New Delhi to tho 

Chief Secretary to Government, Punjab, Chandigarh.' 

We have been informed by.  our 'Consulate General 'in Geneva 
that some of the foreign Missions in Switzerland decline to issue 
visas to the persons who have inot -obtained 'these 'from:the -concern- 
ed Embassies/Consulates in the country of their domicile. 	As 

such, the Consulate .General has been .finding it diffieult"to get visas 
for the visiting Indian nationals for other countries, particularly 
French, Federal Republic of Germany and Belgium. This places 
our Consulate General as well as the Officers who wish to obtain 
visas in Genewa for visiting the neighbOuring-  countries, in an em- 
barrassing position. 	I would, therefore, request you to kindly 
advise all the Officers in your Ministry to obtain visas for all tha 
countries they intend visiting on official business to obtain visas 
from the Enibassies/Consulates of the concerned countries in India 
before they proceed abroad. 

With kind regards and beSt wishes for the new yeat: 

GOVERNMENT OF PUNTAB 
DEPARTMENT OF PERSONNEL & ADMINISTRATIVE 

REFORMS 

(Personnel Policies Branch) 

No. 20/14/82-2PP/82/4/59, 	Dated, Chandigailk, the 30th 
March, 1982. 

A copy is forwarded;  for,  information &-,- necessary' aotion,,,to the 

following :— 

1. All the Financial-.Commissioners mid-Administrative ,Seeg 
retacies to Government,. Punjab. 

2. All the Heads of Departments, Registrar, Punjab & Haryana 
High Court, Commissioners of Division, Deputy'. Com-
missioners and Sub-Divisional Offiters (Civil) in the State 
of Punjab: 

(Sd) 	 

Section Officer, Personnel Policies, 

.■■■■••■■■■■••■}1.01,■••■• 
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Copy of Punjab Government circular letter No. 12/9/78-(4PP)/ 
4398, dated 7th April, 1982, from the Department of Personnel 
and Administrative Reforms addressed to :- 

1. Excise.  and Taxation Commissioner, Punjab,, Patiala. 

2. Director of Health Services, Punjab, Chandigarh. 

3. Director, Agriculture, Punjab. 

4, Registrar, Co-operative Societies, Punjab, Chandigarh, 

5. Director, information and Publicity, Punjab, Chandigarh. 

6. Director of Industries, Punjab, Chandigarh. 

7. Director of Food and Supplies, Punjc14 Chandigarh. 

8. State Transport Commissioner and Director, State Trans-
port, Punjab, Chandigarh. 

9. Chief Conservator of Forests, Punjab, Chandigarh. 

10. Labour CoMmissioner, Punjab, Chandigarh. 

11. Director, Anima/ Husbandry, Punjab, Chandigarh. 

12. Chief Engineer, Punjab, P.W.D., (Public Health), Patiala. 

13: Advocate General, Punjab, Chandigarh. 

Subject.—Upgradation of 'B' Class offices to 'A' Class Offices. 

I am directed to invite your attention to Punjab Government 
letter No. 4547-4PP-78, dated 16th June. 1978, on the above subject 
wherein you were inter alia xeauested to take steps to amend the 
Service Rules, revising the basic qualifications etc. for recruitment 
in the case of future entrants to the Service. 

2. An employee of the Department of Food and Supplies in a 
Civil Writ No. 4385 of 1979—Shri R. L. Duggal Vs. State of Punjab 
and others averred that after the upgradation of the office of the 
Director of Food & Supplies, Punjab, the posts of Superintendents 
have been upgraded from State Service Class-III to State Service 
Class-II. The plea of the petitioner was rejected by the Hon'ble 
High Court on 6th May, 1980. The decision of ,the High Court 
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was that unless by amendment of the rules, the posts are taken 
out from Class-III Service and upgraded to Class-II Service, it 
cannot be said that the Superintendents are not members of State 
Service Class-III. 	The assumption, therefore, that with the up- 
grading of the offices from Class 'B' to Class 'A', the Superinten-
dents who are members of Class-III - Service become members of 
Class-II Service ipsofacto, is not tenable. 

3. In the light of the above position you are requested to 
amend the relevant Service Rules so as to exclude the posts of 
Superintendents from Class-III Service Rules and to include these 
in Class-II Service Rules in accordance with the provisions of rule 
14.5 of Punjab Civil Services Rules, Volume-I, Part-I. 	Further, 
in order to give them a gazetted status, it is necessary to 
notify their appointments in the Government Gazette under the 
said rule. 

4. The amendments in the rules and the gazette notification 
conferring gazetted status as requested above should be effected 
piospectively, i.e., from the date the necessary amendments are 

made in the rules and not from the earlier date, viz., 23rd Feb-
ruary, 1977. It will have no effect on the higher pay drawn by 
the Superintendents of the erstwhile S' Class offices with effect 
from 23rd February, 1977, i.e., the date from which your offices 
were upgraded to 'A' Class. 

5. I am, therefore, directed. to request you to kindly take 
necessary action in the matter on top priority basis and intimate 
the final action to this Department at an early date. 

Copt! of Punjab Government circular letter No. 8/9/81-6PP/4466, 
dated 8th April, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments. 
etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Go-
vernment employees for the year 1982-83. 

In continuation of the instructions issued,—vide circular letter 
No. 8/9/81-6PP/3887, dated the 25th March, 1982, on the subject 
noted above, I am directed to say that on further consideration 
it has been decided that : 

(1) against para 1(iii) ibid, the following be added namely 

(h) death ; and 
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(2) following:  sub-para be added, below pap- 1 

(xvi) Mutual transfers may be , allowed with,  the approval 
of Minister-in-Charge even if it is , a mid-term or 
mid-tenure transfer subject to the condition  that the 
public interest should not suffer. 

Copy of Punjab _Government circular letter No, 6/34/82-3PP/4489, 
dated 8th April, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all. Heads of Depart-
ments, etc., etc. 

Subject —Regarding disbursement of salaries to the  ad hoc emplo-
yees in the State. 

I- am directed to refer to Punjab Government instructions 
issued,—vide • letter No. 7053/6/234/3PP/78/32037, dated the 29th 
September, 1978, regarding the procedure to be adopted for mak-
ing• ad hoc appointments, and to say that it has been brought to 
-the notice of - the Government that some employees appointed on 
ad ,hoc V basis at that time had not been disbursed their salary since 
April, 1981. You are • requested to look into the reasons why the 
salary has not been disbursed to such employees and take 
steps • to --ensure that the salary is disbursed without de-
lay. 

Copy of Plmjab Government - -circular letter No. 10/4 /79-5PP/4543- 
dated 8th April. 1982, from the Department of Personnel and 

:Administrative Reforms; Addressed to an Heads of Departments, 

etc., etc. 

Subject.-Benefits of military service to the Ex-Servieemen—Sini-
plification of Rules regarding the grant of. 

I am directed to refer to the subject noted ,above and to say 
that for granting a number of concessions to Civilian employees 
and others who . had joined the Armed Forces on or after 
1st November, 1962, the following sets of Rules had been formulat-

ed by the Government : — 

(1). The Punjab GoVernment National Emergency (Con-

cession) Rules, 1965 ; (In Force till 11th February, 

1082). 
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(2) The Demobilised Armed Forces Personnel (Reserva-
tion of Vacancies .in the Punjab 'State Non-Techni-
cal Services) Rules, 1968 ; (In force ti11.11th Fen-

-ruary, 1982). 

(3) The Demobilised Indian Armed Forces Personnel (Re-
servation of Vacancies in the Punjab Civil Service) 
(Executive Branch) Rules, 1972; (In force till ...11th 
February, 1982). 

(4) The Released Indian Armed Forces Personnel :(Deter-
mination of Eligibility for Promotion) ,Rudes, 1977 ; (in 
force till 11th February, 1982). 

(3) The Demobilised Indian Armed Forces Personnel Re-

servation of Vacancies in the Punjab. State T-echnical. 
(Medical and • Engineering) Services:'Hules,- 1978 ; and 
(Lapsed on 31St,December, 1978). 

(6) The Demobilised Indian -Armed Forces Personnel 
(Reservation of Vacancies in the Punjab Civil Ser-
vice) (Judicial Branch) Rules, 1978 ; (Lapsed on . 31st 
December, 1978). 

2. Government have now formulated a new set of Rules 
namely "The Punjab' Recruitment of Ex-Servicemen,, Rules, 1982" 
as published in the Punjab Government Gazette,—vide Notifica-
tion No. GSR 11/Const/Arts. 309, 234 and .318/82, dated 12th Feb-
ruary, 1982 (copy enclosed). The new , Rules shall nov, result. in 
restoring the reservation, with effect from the. date of .. their - pub-
lication in the Gazette, which stood stopped for P.C.S. +Judicial 
Branch) and Medical and Engineering Services with effect from 
31st December, 1978. The other cardinal. feature of the. new Rules 
would be that the benefit of military service_which..waS allowed 
in the matter of seniority according to the previous rules shall no 
longer be permissible in the new Rules. 

3. Government have also decided that with effect from 
the date the new Rules' come into force, the ..reservation for 
Ex-Servicemen for all the State Services and the posts con-
nected with the affairs of , state of Punjab,. except the Punjab 
Vidhan Sabha Secretariat. and the Punjab Superior Judicial 
Service shall stand reduced from 20 per cent. to .15. per cent. 
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The new Rules may kindly be brought to the notice of all the elii4 
ployees working under you for their information and guidance 
specifically pointing out to them that the old rules (mentioned at 
Sr. No. 1-4 above) have been repealed. 

4. In accordance with the instructions laid down in Punjab 
Government circular letter No. 4792-1511-74/23532, dated 25th July, 
1974 (pages 750-751 of Manual of Instructions on Service Matters) 
the points indicated below stand reserved for Released Indian 
Armed Forces Personnel. In view of the fact that the percentage 
of posts has now been reduced from 20 per cent to 15 per cent for 
Ex-Servicemen, the points which shall now stand reserved for Ex-
Servicemen have been indicated against the points previously re-
served for them :-,- 

Points reserved for Re-
leased Indian Armed 
Forces Personnel in 
accordance with Govern-
ment Instructions dated 
25th July, 1974. 

The points which shall now 
be reserved for Ex-Service-
men. 

3, 7, 11, 19, 23, 27, 31, 39, 43. 7, 	14, 	20, 	27, 34, 	40, 47, 	54, 60, 
47, 	51, 59, 	63, 67, 	71, 79, 83, 67, 74, 80, 87, 94, 100, and so on 
87, 91, 99, and so on (15 Points). 
(20 Points). 

5. The above roster will be effective from 12th February, 
1982 i.e. the date of publication of the new Rules in the Punjab 
Government Gazette. 	This will be subject to the following 
conditions 

(i) The operation of the roster will stop the moment reser-
vation percentage is achieved ; 

(ii) Total reservation for all categories including Ex-Ser-
vicemen is not to exceed 50 per cent of the vacancies 
filled in a year [as also provided in the proviso under 
rule 4(1) of the Punjab Recruitment of Ex-Servicemen 
Rules, 19821 ; 

(iii) The above roster will not apply to small cadres i.e., 
where the 	sanctioned 	strength is less than 
posts ; 
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(iv) It has also been laid down in Rule 4(2) of the RuleS 
ibid that where a reserved vacancy remains unfilled on 
account of non-availability of a suitable Ex-Servicemen, 
such vacancy may be filled in temporarily from any other 
source in accordance with the rules regulating the 
recruitment and conditions of service of persons appoint-
ed to such posts as if the vacancy was not reserved and 
such a reserved vacancy shall be carried forward for the 
subsequent occasions for recruitment spreading over a 
period not exceeding four years. With a view to ensure 
due representation to Ex-Servicemen in service, as pro-
vided in the rules ibid, it shall be necessary for the 
appointing authority to obtain a non-availability certi-
ficate from the Department of Defence Services Welfare, 
Punjab before the reserved vacancy (lies) is/are filled 
up temporarily from any other source in accordance with 
the recruitment rules for the time being in force for 
filling up vacancies which are not reserved. In this 
connection attention is also invited to circular letter 
No. 14/99/79-8/DW/8, dated 11th January, 1982,—vide 
which it has been intimated that where an Ex-Service- 
men does not himself fulfil the necessary qualifications 
etc., for the post, only one dependent sons or daughters 
of Ex-Serviceman, who fulfil the conditions of quali- 
fications, age, etc., prescribed for the various posts (re- 
served for the Ex-Servicemen), is to be considered on 
merit subject to non-availability of suitable Ex-Service- 
men. The above said instructions may also oe kept in 
mind while filling up the vacancies reserved for Ex.; 

Servicemen. 

(v) The roster already existed would not be abandoned but 
would now be maintained in continuation from the 
point in existing roster last filled up. For example, if 
according to the present roster vacancies upto 19 
point have been filled before the publication of 
the new rules and the 19th point was 	filled by 

a released Army Personnel, the next point that 
will fall to the share of Ex-Servicemen would 
by 27th and not 20th so as to ensure that the number of 
reserved points should allow only 15 per cent reservation 
as envisaged 'under the rules. In the case of P.C.S. (Judi-
cial Branch) and Medical and Engineering Services the 
roster is to be started afresh with effect from 12th Feb-
ruary, 1982 and be filled up according to the new pattern 

of points specified in this letter. 
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6. The receipt of this communication may also be acknowledged. 

GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINIS- 
TRATIVE REFORMS 

(PERSONNEL POLICIES BRANCH) 

Notification. 

The 2nd February, 1982 

No. G.S.R. 11/ Const./ Arts. 309, 234 and 318/82.—In exercise of 
the powers conferred by the proviso to article 309 read with articles 
234 and 318 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 regulating the recruitment of Ex-servicemen to the 
State Civil Services and Posts connected with the affairs of the State 
of Punjab, namely : 

1. Short title and commencement.—(1) These rules may be call-
ed the Punjab Recruitment of Ex-Servicemen Rules, 
1982. 

(2) They shall come into force at once. 

2. Definitions.—In these rules, unless the context otherwise 
requires— 

(a) 'Armed Forces of the Union' means the Naval, Military 
and Air Forces of the Union of India ; 

(b) 'direct appointment' means an appointment made other-
wise than by promotion or by transfer of a person already 
in the service of Government of India or of a State Govern-
ment; 

(c) 'Ex-Serviceman' means a person who joined any rank, 
whether as a combatant or as a non-combatant, on or after 
the first day of November, 1962, in the Armed Forces of 
the Union, excluding the Assam Rifles Lok Sahayak Sena, 
Jammu and Kashmir Military, Territorial Army, Defence 
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Security Corps and the General Reserve Engineering Force, 

and has been released or discharged otherwise than on 
grounds of misconduct or inefficiency ; 

(d) 'Government' means the Government of the State of 

Punjab ; 

(e) 'reserved vacancy' means a vacancy reserved under sub-rule 
(1) of rule 4 for being filled in by the appointment of an 

Ex-serviceman. 

3. Extent of Application.—These rules shall apply to all the 

State Civil Services and Posts connected with the affairs of the 
State of Punjab, except the Punjab Vidhan Sabha Secretariat Service 

and the Punjab Superior Judicial Service. 

4. Reservation of Vacancies.—(1) Subject to the provisions of 
rule 3, fifteen per cent of the vacancies to be filled in by direct 

appointment in all the State Civil Services and Posts connected 

with the affairs of the State of Punjab shall be reserved for being 
filled in by recruitment of Ex-Servicemen : 

Provided that the total number of reserved vacancies including 
those reserved for the candidates belonging to the Scheduled Castes, 

Scheduled Tribes and Backward Classes shall not exceed fifty per 

cent of the posts to be filled in a particular year. 

(2) Where a reserved vacancy remains unfilled for non-availability 

of a suitable Ex-Serviceman such vacancy may be filled in, tem-
porarily from any other source in accordance with the rules re-
gulating the recruitment and the conditions of service of persons 
appointed to such posts as if the vacancy was not reserved : 

Provided that the reserved vacancy so filled in shall be carried 
forward for the subsequent occasions for recruitment spreading 
over a period not exceeding four years, whereafter the vacancy in 

question shall be treated as unreserved. 

5. Appointment through competitive examination,—Notwith-

standing anything contained in the concerned Service Rules, in case 
an appointment to any post governed by those rules is made through 

competitive examination,— 

(i) the maximum chances to be given to an Ex-Serviceman 
for appearing in the said erarnination shall not exceed 

three ; and 
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(ii) the Ex-Serviceman shall not be required to appear in the 
optional subject, if any, specified for that examination. 

6. Age.—No person shall be eligible for appointment against a 
reserved vacancy, unless his upper age at the time of joining the 
Armed Forces of the Union or training prior to the Commission in 
the Armed Forces of the Union, as the case may be, was within the 
age limits prescribed by the Government for direct appointment to 
such a vacancy in the concerned Service Rules : 

Provided that the maximum age-limit prescribed for appointment 
to any service or post be relaxed in favour of an Ex-serviceman, who 
did not join civil post immediately after release from the Armed 
Forces of the Union to the extent of his continuous service in the 
Armed Forces of the Union rendered after the 1st day of November, 
1962: provided he produces a certificate from the competent autho-
rity that he had rendered continuous service in the Armed Forces of 
the Union after the 1st day of November, 1962, for a period of not 
Tess than six months and was released or discharged because of 
demobilisation or reduction not more than three years prior to the 
date of his registration at an employment exchange or the date of 
his application for employment under the Government. 

7. Educational qualifications and experience.—(1) No person 
shall be eligible for recruitment to a reserved vacancy, unless he 
possesses the minimum educational qualifications and experience if 
any prescribed by the Government for direct appointment to such 
a vacancy in the concerned Service Rules : 

Provided that this rule shall not apply to person having more 
than three years service in the Armed Forces of the Union for 
appointment to class IV post or class IV services. 

(2) Where the appointing authority is of opinion that a person 
or category of persons eligible for recruitment against the reserved 
vacancies has or have by experience or otherwise acquired qualifi-
cations and experience equivalent to those prescribed for recruitment 
by direct appointment to a post or service under the concerned 
Service rules, it may declare by a general or special order, in writ-
ing, that he or they shall be deemed to possess the requisite qualifi-
cations and experience : 

Provided that in case of any doubt whether a person or cate-
gory of persons has or have acquired the qualifications and experi-
ence referred to above, the decision of the Chief Secretary to 
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Government of Punjab, in the Department of Personnel and Admi-
nistrative Reforms, in this behalf, shall be final. 

8. Pay.—The pay of an Ex-serviceman appointed against a 
reserved vacancy shall be fixed in accordance with the provisions of 
Chapter VII of the Punjab Civil Services Rules, Volume II. 

9. General.—(1) In matters not specifically provided for in 
these rules, a person appointed against a reserved vacancy shall be 
governed by the concerned Service Rules. 

(2) All concerned Service rules shall be subject to the provisions 
of these rules and the said rules shall be construed accordingly. 

(3) Nothing in these rules shall be construed as depriving any 
person to whom these rules apply of any right which had accrued 
to him under the rules, notifications or orders in force immediately 
before the commencement of these rules. 

10. Repeal.—The following rules are hereby repealed :— 

1. The Punjab Government National Emergency (Concession) 

Rules, 1965 ; 

2. The Demobilised Armed Forces Personnel (Reservation of 
Vacancies in the Punjab State Non-Technical Services) 

Rules, 1968 ; 

3. The Demobilised Indian Armed Forces Personnel (Reserva-
tion of Vacancies in the Punjab Civil Services) (Execu-

tive Branch) Rules, 1972 ; and 

4. The Released Indian Armed Forces Personnel (Determina-
tion of Eligibility for promotion) Rules, 1977. 

I. C. PURI, 

Chief Secretary to Government, 

Punjab. 
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Copy of Punjab Government circular letter No. 18/11/82-5PP/5043, 
dated 20th April, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Priority list for various categories of persons for employ-
ment in State Services—Rehabilitation of disabled ex-
servicemen and widows/dependents of the deceased 
Government employees and defence services personnel 
killed or disabled severely in action. 

I am directed to refer the instructions contained in Punjab 
Government letter No. 80(GOI)-SII-(3)-73/12092, dated 18th April, 
1973, on the subject noted above and to state that cases have come 
to the notice of the Government wherein the physically handicapped 
persons for whom medical certificates are issued by the Post-Gradu-
ate Institute of Medical Education and Research, Chandigarh and 

other Government Medical Institutions are not accepted by the 
appointing authorities and thus the physically handicapped persons 
have been experiencing difficulty in securing employment on com-
passionate grounds as. provided for in the scheme under reference. It 
has, therefore, been decided that the serial No. 5 relating to physically 
handicapped persons of the annexure appended to Punjab Govern-
ment letter dated 18th April, 1973, referred to above (appearing at 
page 680 of the Manual of Instructions on Service Matters) be 
substituted as under :— 

"5. Physically 	 A Medical Certificate of being 
handicapped 	 disabled handicapped but other- 
persons 	 wise fit for civil employment 

against the post applied for 
from : — 

(i) Class-I Medical Officer 
of any Government 
Medical Institution/ 
Hospital: or 

(ii) P.M.O., 	C.M.O./Civil 
Surgeon, as the case 
may be of the District 
or place of which the 
applicant is a perma-
nent resident." 1 
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Copy of Punjab Government circular letter No. 4/18/81-1PP/5594, 
dated 27th April, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all. Heads of Depart-
ments, etc., etc. 

Subject.—Determination of eligibility for promotion to higher post 
from the date of occurrence of the vacancy—Instructions 
regarding. 

I am directed to say, that it has been brought to the notice of 
Government that promotion cases of certain employees are some-
times deliberately delayed with a view to allowing sufficient time to 
the concerned individual(s) to acquire necessary qualifications/ex-
perience prescribed for the relevant higher post(s). Such a practice 
needs to be discouraged, as it prompts the individual(s) to have the 
promotion cases delayed to become entitled for consideration for 
promotion. Resultantly, higher posts remain vacant and this fact 
necessitates a consideration whether at all there is a need to fill 
up the higher post(s). Besides, this practice militates against the 
rights of individual(s) who are eligible for promotion on the date of 
occurrence of vacancy in higher post(s). 

2. The matter has been given careful consideration by Go-
vernment and it has been decided, that in future the date of occur-

7ence of vacancy shall be taken as the relevant date of determining 

eligibility of promotion to higher post(s). The other aspects of the 
subject will continue to be governed in terms of Punjab Govern-
ment letter No. 8401-4GS-61/33117, dated 8th/l1th September, 
1961, and Punjab Government letter No. 6256-SII(3)-71/29750, dated 
12th November, 1971. 

Copy of Punjab Government circular letter No. 4/25/81-1PP/5595, 

dated 27th April, 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Depart-

ments, etc., etc. 

Subject.—Procedure to be followed in cases where the turn of an 
officer/official whose conduct is subject to an inquiry 
comes for placement in the Selection Grade. 

I am directed to invite a reference to this Department circular 
letter No. 4/25-81/1PP/16048, dated the 14th December, 1981, on 
the subject cited above, and to say that some departments have 
sought clarification on the point whether a vacancy in selection 
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grade has to be kept reserved for an officer/official who is not con-
sidered for placement in the selection. grade because of inquiry/dis-

ciplinary proceedings pending against him. The matter has been 
considered by Government. As the grant of a selection grade does 
not involve change in the nature of duties or the place of posting, 
the exigency of public service obviously, does not call for the 
filling up of a selection grade vacancy immediately. it has, there-
fore, been decided that in cases where it is decided to withhold 
the grant of selection grade in pursurance of the aforesaid instruc-
tions, a selection grade vacancy should always be kept vacant till 
the finalization of the disciplinary proceedings so that it may be 
possible to grant Selection trade from due date on clearance from 
the disciplinary proceedings. These instructions may please be 
brought to the notice of all concerned for strict compliance. 

Kindly acknowledge receipt. 

Copy of Punjab Government circular letter No. 6/234/78-3PP-82/ 
5798, dated 30th April, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Regularisation of services of ad hoc employees who 
completed one year's service on 30th September, 1980. 

I am directed to refer to the Punjab Government orders issued,—
vide No. 6/234/78-3PP/11961, dated the 28th October, 1980, on the 
subject noted above and to clarify that the above said orders apply 
only to those posts in the pay range of Rs. 325 to Rs. 699, which fall 
within the purview of the Punjab Subordinate Services Selection 
Board. This may be brought to the notice of all concerned. 

Please acknowledge receipt' 
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Copy of Punjab Government circular letter No.. 8/9/81-6PP/15876, 

dated 30th April, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-

ments, etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Govern-
, ment employees for the year 1982-83. 

I am directed to refer to Punjab Government circular letter 
No. 8/9/81-6PP/3887, dated 25th March, 1982, on the subject noted 
above and to say that it has been brought to the notice of the 
Government that certain departments would not be able to finalise 
the transfers of their employees by the 30th April, 1982, due to their 
involvement in other important and urgent matters. It has, there-
fore, been decided that the period for general transfers of the em-
ployees as specified in the instructions ibid may be extended up to 
15th May, 1982. I am, further, to request that this may be brought 
to the notice of all concerned. 

Copy of Punjab Government circular letter No. 18/20/78-5PP/5973, 

dated 3rd May, 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 

etc., etc. 

Subject.—Priority list for various categories of persons for employ-
ment in State Services—Rehabilitation of disabled 
ex-servicemen and widows/dependents of the deceased 
Government employees and defence services personnel 
killed or disabled severely in action. 

I am directed to refer to Punjab Government letter No. 80-G01- 
SII-(3)-73/12092, dated. 18th April, 1973, on the subject noted above 
and to state that the following sub-para (iv) may please be added 
at the end of para 2(iii) of the said letter namely:— 

"(iv) In case of category No. 3,. concerning, Government em-
ployee who is retired from service on medical grounds, 
the concession should not be extended to cases where the 
Government servant has retired-on or after attaining the 
age of 55 years." 
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Copy of Punjab Government circular 
letter No. 14/35/78-2PP/6022, dated 6th May; 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

Subject.—Punjab 
Civil Services (Punishment and Appeal) Rules, 

1970—Amendment to. 

I am directed to invite a reference to Punjab Government circu-
lar letter No. 14/35/78-2PP/11743, dated the 28th November, 1979, 
laying down the conditions on which a delinquent Government 
employee may be allowed to take the assistance of a retired Govern-
ment employee in disciplinary proceedings, and to say that the matter 
has been reconsidered and it has been decided that a retired Govern-
ment employee may take any number of cases at a time and that 
the restriction imposed on him that he cannot assist a delinquent 
Government employee in disciplinary proceedings after the expiry 
of three years from the date of his retirement shall also be not appli-
cable to him. 

2. 
Necessary amendment to this extent has also been made in 

sub-rule (8) of rule 8 of the Punjab Civil Services (Punishment and 
Appeal) Rules, 1970,—vide Punjab Government Notification No. G.S.R. 
30 /Const./Arts., 187, 309 and 318/Amd.(1)/82, dated the 10th Feb-
ruary, 1982, published in Punjab Government Gazette, dated the 
19th March, 1982, a copy of which is enclosed. Accordingly, sub-
paras (ii) and (iii) of para 49 of the booklet on 'Consolidated Instruc- 
tions on the rules ibid shall be deleted and sub-para (iv) thereof 
shall be renumbered as sub-para (ii). 

3. 
These instructions may please be brought to the notice of all 

concerned for strict observance. 

Kindly acknowledge. 

GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 

(PERSONNEL POLICIES BRANCH) 

Notification 

The 10th February, 1982 

No. G.S.R. 30/Const./Arts., 187, 309 and 318/Amd.(1)/82.—In 
exercise of the powers conferred by the proviso to article 309 and 
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clause (b) of article 318 read with clause (3) of article 187 of the 
Constitution of India, and all other powers enabling him in this 
behalf, the Governor of Punjab, after consultation with the Speaker 
of the Punjab Vidhan Sabha in so far as such consultation is neces-
sary under the aforesaid provisions, is pleased to make the following 
rules further to amend the Punjab Civil Services (Punishment and 
Appeal) Rules, 1970, namely :— 

1. (a) These rules may be called the Punjab Civil Services 
(Punishment and Appeal) (First Amendment) Rules, 1982. 

(b) They shall come into force at once. 

2. In sub-rule (8) of rule 8 of the Punjab Civil Services (Punish-
ment and Appeal) Rules, 1970 after the words "any other Govern-
ment employee", words "or a retired Government employee", shall 
be inserted. 

I. C. PURI, 

Chief Secretary to Government, Punjab.  

Copy of Punjab Government circular letter No. 8/9/81-6PP/6341 

dated 11th May, 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 

etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab Go-
vernment employees for the year 1982-83. 

I am directed to refer Punjab Government circular letter 
No. 8/9/81-6PP/3887, dated 25th March, 1982, on the subject noted 
above and to say that in para I (ii) of this letter it has been men-
tioned that a Government employee should normally continue at 
one post for a minimum period of three years before he or she is 
considered—due for transfer: Further that mid-tenure transfer 
should be made only in compelling circumstances when exigencies 

Of public service so require, after obtaining the prior approval 
of Chief Minister through the Chief Secretary (in the Depart-
ment of Personnel and Administrative Reforms). It has come to 
the notice of the Government that certain categories of employees 

like husband and wife, blind, handicapped. widows and unmarried 
girls in whose favour Government have allowed concessions in the 
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matter of their postings and transfers are denied these benefits on 
the ground that they have not completed the minimum period of 
three years on the post from which transfer is sought. 

2. In this connection, I am to clarify that this condition has 
been imposed by the Government,  so that Government employees 
are not transferred too frequently or at least before the completion 
of a period of three years. In other words this condition will not 
apply in cases where transfer is sought by the Government em-
ployees themselves on genuine grounds or in mutual transfers 
which are considered to be in the interest of both the Government 
as well as the employees. 

3. This may be brought to the notice of all concerned under 
your control for strict compliance. 

Copy of Punjab Government circular letter No. 8/9/81-6PP, dated 
15th May, 1982, from the Department of Personnel and Adminis-
trative Reforms, addressed to all Heads of Departments, etc., etc. 

Subject.--Policy regarding postings and transfers of Punjab Go-
vernment employees for the year 1982-83. 

I am directed to refer to Punjab Government circular letter 
No. 8/9/81-6PP/5876, dated the 30th April, 1982, on the subject noted 
above and to say that on further consideration, it has been decided 
to extend the date for general transfers of Punjab Government em-
ployees up to 31st May, 1982. 

2. These instructions may kindly be brought to the notice of 
all concerned. 

Copy of Punjab Government circular letter No. 4/4/80-1PP/7486, 
dated 1st June, 1982, from the Department of Personnel and Ad-
ministrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

Subject.—Bifurcation of cadre strength of clerks/steno-typists for 
allowing revised pay scales. 

I am directed to invite a reference to the instructions contained 
in this Department circular letters No. 4/4/80-IPP/24130, dated 18th 
April, 1980 and No. 4/18/80-1PP/14, dated 1st January, 1981, which 
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require the bifurcation of the permanent and temporary posts 
separately, for allowing the revised scales to the clerks and steno-
typists. The matter has been considered further by this department 
in consultation with the Department of Finance. Keeping in view 
the fact that no separate seniority lists of the persons appointed 
against permanent posts and temporary posts, are maintained, it is 
clarified that both permanent and temporary posts should be taken 
together for determining the number of posts in the higher scale in 
the prescribed ratio. The determination of the number of higher/ 
lower scale posts has, however, no link with the process of place-
ment of the employees concerned in the higher/lower scale. Place-
ment is to be done strictly in accordance with the criteria laid down 
in the instructions under reference and a person junior in seniority 
and holding a temporary post has no claim whatsoever simply be-
cause temporary posts exists—in the senior scale of a particular 
cadre. 

2. The instructions under reference further provide for the de-
termination of the number of higher scale posts or 1st January, 1978, 
and subsequently on the 1st of March every year. It is clarified that 
once the number of posts to be allowed higher and lower scales, is so 
determined for any year, the short-term or regular vacancies in the 
higher scale occuring at any time during the year can be filled 'by 
placing the eligible/suitable persons in that scale, provided the 
over all effective strength of senior scale posts does not ex-
ceed 50 per cent of their total strength. 

Copy of Punjab Government circular letter No. 4/6/81-2PP/7908, 

dated 7th June, 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments 

etc., etc. 

Subject.—Writing of Annuel Confidential Reports—Recording of 
remarks by the Reporting/Reviewing Authority—Pres-
cribing of time limit to avoid delay. 

I am directed to invite a reference to Punjab Government cir-
cular letter No. 4225-2SII-74/21500, dated the 15th July, 1974, on the 
above subject, and to say, that it has been repeatedly emphasised 
that there should be no delay in writing of annual confidential 
reports and that a certificate should be furnished by all Heads of 
Departments to the Administrative Secretaries concerned within one 
month, to the effect that the confidential reports of all the employees 
have been recorded in their respective departments by the clue date. 
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It has, however, been observed that these instructions are not being 
followed, with the result that confidential reports on the work and 
conduct of officials/officers continue to be recorded very late and the 
requisite certificate is not furnished within the prescribed period. 
Government have, therefore, reconsidered the whole matter and the 
following time-limit is prescribed for writing off annual confidential 
reports : — 

(i) The Annual Confidential Report shall be written for each 

financial year and transmitted to the reviewing/accepting 
authority, by the reporting authority by the 31st May 
each year. 

(ii) The reviewing authority and accepting authority shall 
record their remarks within a period of one month from 

the date of receipt of the report from the reporting 
authority. 

(iii) A confidential report shall also be written when either 
the Reporting Authority-  or the employee reported upon 
relinquishes charge of the post, and, in such a case it 
shall be written within two months of the relinquishment 
of his charge of the post. 

(iv) In the event of change of portfolios, a Minister or Minis-
ter of State or a Deputy Minister or the Chief Parliamen-
tary Secretary may also, if he had not done so previously, 
record remarks on the confidential report of officers subordi- 
nate to him, within two months of his relinquishing the 
charge of his previous portfolio. 

(v) All the authorities while recording their remarks on the 
confidential report, shall indicate the date of recording 
their remarks on the confidential report. 

(vi) The Heads of Departments shall furnish to their 
Administrative Secretaries concerned, a certificate by 
30th September every year, certifying that all the confi-
dential reports in their departments have been duly re- 
corded and placed in personal files of the officers/officials 
concerned. 

(vii) In case the annual confidential report in respect of 
any employee is not recorded by the 30th September, by 
the authorities concerned, the report written thereafter 
shall not be placed on his personal file and only a certifi-

cate, duly signed by the competent authority, should 
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be added in personal file of the Government employee 
that the work and conduct of the officer/official 
concerned during the period in question, was satisfac-
tory. 

2. It has been further decided that adverse notice 
should be taken of those Reporting Authorities who do 
not record the annual confidential reports in time, and the superior 
officers of such Reporting Authorities may record this lapse in the 
annual confidential reports of such defaulting Reporting Authori-
ties. This decision of Government may kindly be brought to the 
notice of all concerned for strict compliance. 

Copy of Punjab Government circular letter No. 13/7/82-2PP/7909, 
dated 7th June, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Rule 20 of Punjab Government Employees (Conduct) 
Rules, 1966—Convassing of non-official or other influence 
by Government employee---Strict observance of. 

I am directed to invite your attention to the instructions e On-
tained in Punjab Government circular letter No. 5283-2SII-76, dated 
the 11th May, 1976, on the above subject wherein it was made clear 
that convassing of non-official or other influence by the Govern-
ment employees in furtherance of their service interests involves 
breach of rule 20 of the Punjab Government Employees (Conduct) 
Rules, 1966. It was also mentioned therein that if any Govern-
ment employee chooses to ventilate his grievances or asserts his 
claim repeatedly by bringing any political or other influence and 
also infringes the prescribed procedure and channel of submission 
of representations in respect of service interests, he shall be liable 
to be subjected to disciplinary action under the Punjab Civil Ser-
vices (Punishment and Appeal) Rules, 1970. 

2. instances have now come to the notice of tne Government 
where some Government employees have, by flagrantly violatipg 
these instructions and the statutory provision in the Rules, ibid, 
addressed their representations directly to the Governor of Punjab, 
concerning their service matters ignoring normal channels as pro-
vided in the Service Rules etc. Government have taken a serious 

view of the matter and I have, therefore, been directed to convey 
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to you that any breach of these instructions will render such em-
ployees liable for disciplinary action under- the Punishment and 
Appeal Rules. 

3. These instructions may please be brought to the notice of 
all concerned for strict observance. 

Kindly acknowledge. 

Copy of Punjab Government circular letter No 6/234/78-3PP-82/ 
7913, dated 8th June, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.:—Policy and procedure regarding ad hoc appointments. 

I am directed to address you on the subject noted above and 
to say that during the period the Subordinate Services Selection 
Board, Punjab, remained abolished Government issued instruc-
tions,—vide their letter No. 7053/6/234/3PP/78/32037, dated the 
29th September, 1978 according to which the Departments had 
been empowered to meet their requirements of staff, which was 
required to be recruited through the Board, on ad hoc basis. These 
appointments, to start with, were to be made for a period of six 
months with the approval of the Minister-in-Charge and these 
could further be extended for another period of six months with 
the approval of the Minister-in-Charge. Any further extension 
beyond a period of one year was to be allowed only with the prior 
approval of Chief Secretary/Chief Minister. A total ban on ad hoc 

appointments has, however, been imposed,—vide Punjab Govern-
ment letter No. 6/234/78-PP/11207, dated 7th October, 1980. 

2. A large number of references are still being received by 
the. Department of Personnel and Administrative Reforms asking 

for further extension in the continued ad hoc appointments made 

by the Departments before 7th October, 1980 which are said to 
be in public interest. Some of these requests are received by this 
Department after quite sometime of the expiry date of their pre-

vious continued ad hoc appointments. Keeping in view the finan-

cial hardships involved to the officials and also the fact that the 
Departments themselves are competent authorities to assess their 
staff requirements, these requests are almost invariably acceded to. 
In the circumstances it has been decided by the Government that 
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in futufe extension in the ad hoc appointments of the staff, if these 
are in public interest, may be examined by the Departments them-
selves and necessary sanction be accorded with the approval of 
the Minister-in-Charge. While doing so it may be ensured that 
the following conditions have been met with : — 

(i) a proper requisition has been placed with the Subordinate 
Services Selection Board for making recon-unendations 
for filling up the posts on regular basis ; 

(ii) the persons appointed have 
ployment Exchange ; 

been sponsored by the Em• 

(iii) the persons appointed fulfil the requisite conditions of 
appointment under relevant Service Rules. 

(iv) Reservation policy of the Government is strictly adher-
ed to. 

. Above orders may be brought to the notice of all concern- 
ed. 

Copy of Punjab Government circular letter No. 18/6/81-5PP/8014, 
dated 9th June, 1982, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments, 
etc., etc. 

Subject.—Priority List for various categories of persons for em-
ployment in State Services—Rehabilitation of disabled 
ex-servicemen and widows/dependents of the deceased 
Government employees and defence services personnel 
killed or disabled severely in action. 

I am directed to refer to Punjab Government instructions con-
tained in their letter No. 80(G01)-SII-(3)-72/12092, dated 18th April, 
1973, on the subject noted above, and further amplified through 
Punjab Government letter No. 13225-6GS-76/12197, dated 31st 
March, 1977, and to say that in the later communication it had 
been laid down that the date of death of Government employee 
whose dependent is to be given, the benefit under Punjab Govern-
ment instructions, dated 18th April, 1973, was immaterial. In 
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other words, the dependents of - these Government employees who 
had died earlier than 18th April, 1973, were also entitled to the 
benefits offered in the letter dated 18th April, 1973. 	Cases have 
come to the notice of the Government whose dependents of deceas-
ed Government employees who were recruited before the issue 
of instructions dated 18th April;  1973 were put on ad hoc basis and 
their cases are sent to the Personnel Department for regularisa- 
tion with effect from the date of their ad hoc appointments. 	I 
am directed to make it clear that the benefit under the instruc-
tions dated 18th April, 1973, shall be granted from the date of 
issue of these instructions, i.e., 18th April, 1973 or thereafter and 
not before this date. 

Copy of Punjab Government circular letter No. 12/45/80-IGE/ 
8632, dated 18th June, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.--Recruitment to various posts through the Punjab Sub-
ordinate Services Selection Board. 

I am directed to invite a reference to the subject noted above 
and to state that Punjab Government notification No. 12/- 45/80- 
IGE/3781, dated 7th April, 1981, provides that all appointments to 
posts under the Punjab Government carrying an initial salary of 
not less than Rs. 325 per mensem and not more than Rs. 699 per 

mensem are to be made through the S.S.S. Board. Para 7(2) of 
the said notification provides as under : 

"It shall not be necessary to consult the Board for suitabi-
lity of candidates for appointment to :— 

(i) a temporary post, the necessity for which is declared 
at the time of its creation to be unlikely to continue 
for more than six months ; 

(ii) a permanent post temporarily for a period not exceed-
ing six months, if owing to an emergency having 
arisen it is necessary in the public interest, to fill the 
vacancy immediately and there is likely to be undue 
delay in making appointment after consultation with 
the Board ; 
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(iii) posts to be filled in by promotion or transfer." 

2. References have been received from various Departments 
with regard to the competency of the Departments to make appoint-
ments on purely temporary basis for a period of 6 months as provid-

ed in para 7(2) quoted above, and also how the Departments are to 
proceed further. where the period of temporary appointment of six 

months expires and the Subordinate Services Selection Board has 
not been able to recommend suitable candidates for those posts. In 
this connection, I am to clarify that the authority competent titi make 
recruitment, as per service rules, of a post referable to the Subordi-
nate Services Selection Board, is competent to make appointments 
on purely temporary basis as para 7(2) of the notification under con-
sideration. As regards the continuation of appointments beyond a 

period of six months on purely temporary basis, and in public 
interest, these may be allowed with the approval of the Minister-in-
Charge under intimation to the Subordinate Services Selection Board, 
provided the requisition for the recruitment to these posts had 
already been sent to the Board immediately after filling up the 
post(s) initially for a period of 6 months on purely temporary basis. 
However. such extension in appointments may be made for a speci-
fied period not exceeding six months' subject to the condition that 
the services of such candidates are liable to be dispensed with after 
the expiry of the specified period or on the recommendation of the 
regular candidates by the Subordinate Services Selection Board, 
whichever is earlier .  

Copy of Punjab Government circular letter No. 1/20/80-5PP/9209. 
dated 1st July, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Raising of general upper age limit ror recruitment to the 
various Services under the Punjab Government—Question 
regarding. 

I am directed to address you on the subject noted above and to 
say that in terms of Punjab Government letter No. 4637-SII(3)-72/ 
19939, dated 10th August, 1972. at present the general upper age for 

recruitment to various services under the Punjab Government is 27 
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years in the case of all non-technical services and 30 years in the 
case of technical services, [except as provided in rule 3.7(b), (e), 
(g), (h) and (i) of Punjab Civil Services Rules, Volume I, Part I, 
whereunder the limit for entry into Government service already 
stands extended to 35 years and 40 years for certain categories of 
services] subject to the following conditions:— 

(a) The relaxation of 5 years 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 classess may be 
recruited upto the age of 32 years (27+5) in non-technical 
services and 35 years (30+5) in technical services. 

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

2. The question of enhancing the general upper age limit has 
been considered by Government and it has now been decided that 
flie existing general upper age limit for entry into State Govern-
ment Service, notwithstanding the different provision, if any, in the 
respective service rules and in rule 3.7(b). (e). (g), (h) and (i) of 
the Punjab Civil Services Rules. Volume I, Part I. may be raised to 
30 years in the case of all non-technical services and 33 years in the 
case of technical services subject to the following conditions:— 

(a) The relaxation of 5 years in the upper age limit for recruit-
ment in respect of Scheduled Castes/Schedulel Tribes and 
Backward Classes will continue as heretofore. In other 
words, the candidates for these classes can be recruited 
upto the age of 35 years (30+5) in case of non- technical 
services and 38 years (33+5) in case of technical services. 

(b) If for recruitment in any service a competitive examina-
tion 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 that the above decision is appropriately 
acted upon so as to make available the opportunity of employment 
within the admissible range to all concerned, suitable steps including 
amendment to Service Rules may be taken as are considered neces-
sary according to the circumstances/conditions pertaining to each 
service under your control. 
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4. The receipt of this letter may kindly be acknowledged. 

A copy is forwarded to the Department of Finance (F.R. Branch) 
for information and necessary action, with reference to their U.O. 
No. 20/71/80-4FR, dated 20th October, 1981. 

2. Necessary amendment of rule 3.6 and 3.7 of Punjab C.S.R. 
Volume 1, Part I on the basis of this decision may kindly be made. 

(Sd/-) 	. 

Deputy Secretary to Government, Punjab 
(Personnel). 

To 

The Department of Finance, 
(F.R. Branch). 

U.O. No. 1/20/80-5PP/Dated, Chandigarh. the 1st July, 1982. 

Copy of Punjab Government circular U.O. No. 12/9/80-6PP 
dated 12th July, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all the Administrative 
Secretaries to Government, Punjab, etc., etc. 

ORDERS OF THE GOVERNOR OF PUNJAB 

The Governor of Punjab is pleased to constitute a Committee 
consisting of the following :— 

1.  Chief Secretary 	  Chairman 

2.  Secretary, Industries 	 Member 

3.  Financial Commissioner 	 Member 
(Development) 
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4.  Principal Secretary to Member 
Chief Minister, Punjab. 

5.  Finance Secretary 	 Member-Secretary. 

6.  Experts 	  As the Committee may like to 
co-opt. 

This Committee will screen suitable persons from I.A.S. /P.C.S. 
cadres and officers of other departments of the rank of Heads of 
Departments/Additional Heads of Departments v, ho have had an 
exposure to the Public/Private Sector Managements, have academic 
background or experience and aptitude for running a commercial 
undertaking for inclusion in the reserve list (pool of officers) for 
top level posts in the Public Enterprises of the State Government. 
The recommendations of the Committee will be placed before the 
Chief Minister, Punjab for approval. The reserve pool of officers. 
shall be drawn up after careful evaluation of the officer's suitability. 

2. The Committee will evolve its own procedures and modali-
ties for functioning. 

3. The Headquarter of the Committee will be at Chandigarh. 
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Copy of Punjab Government circular letter No. 5/66/78-5GE-10500, 
dated 28th July, 1982, froth the Department of Personnel and 
Administrative Reforms, addressed to all Financial Commis-
sioners & Administrative Secretaries, to Government, Punjab & 
copy to all Heads of Departments, etc., etc. 

Subject.—Unauthorised deputation of Government employees with 
the State Government, Undertakings/Boards etc. 

I am directed to invite your attention to the instructions con-
tained in this Department's communication noted in the margin, on 
the above subject and to state that the Department of Finance.—
vide their instructions No. 8487-8F11-76, dated 19th November, 1976. 
authorised the Administrative Departments to extend the period of 

No. 5132181-  
5GE, dated afk 
December. 19'31 
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deputation of Government employees working under them, upid 
maximum period of 5 years at their own level, with the express 
condition that extension beyond 3 years should be allowed in rare 
cases of special nature, where it is justified on consideration of 
purely public interest. 	Despite these categorical instructions, 
Government employees often continued to remain on deputation/. 
foreign service beyond the maximum period of 5 years. 

The Department of Finance reiterated their instructions,—vide 
letter No. 26/24/89-FR(8), dated 23rd July, 1979, clearly pointing out 
that they would be constrained to decline regularisation of the period 
spent on deputation beyond the maximum period of 5 years and in 
case of default, the responsibility will rest on the officer(s) concern-
ed who allow any employee to remain on deputation beyond the 
prescribed period. 

It was also pointed out,—vide this Department's D.O. No. 5/32/ 
81-5GE, dated 8th December, 1981, that any such period spent by a 
Government employee on deputation would be treated as wilful 
absence from duty entailing forfeiture of his past service as provid-
ed under rule 3.17-A(2) read with rule 3.17-A(i) (VIII) of C.S.R. 
Volume II. It has, however, been felt that the said provisions of 
the rule sometimes came into play without any fault of the Govern-
ment employee in cases where he has not been relieved by the 
foreign organisation to report back to his parent Department. It 
has accordingly been decided that following two conditions may be. 
added in the terms and conditions of the deputationists :— 

(i) in case the borrowing organisation does not relieve the 
deputationist immediately after the expiry of the period 
of 5 years, unless the period has been extended by the 
competent authority, well before the expiry of the period 
of 5 years, the employee on deputation would be deemed 
to have been relieved by the borrowing organisation and he 
shall report back to his parent Department ; 

(ii) if any Government employee fails to join his parent 
Department immediately after the expiry of the maximum 
admissible period of 5 years, he will be governed- under 
the provisions of Rule 3.17-A(2) read with Rule .3.17-A(i) 
(VIII) of C.S.R., Volume II. 

2. In order to ensure that the automatic relieving of the 
employee after 5 years, where the period has not been extended by 
the competent authority, may not disrupt the work handled by the 
deputationist. the borrowing organisation shall make arrangements 
for filling up the post manned by the deputationist, six months 
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before the expiry of the maximum period of 5 years and likewise the 
parent Department would issue orders recalling the deputationst six 
months before the expiry of the maximum period of 5 years. 

3. These instructions may please be brought to the notice of 
all Corporations/Boards under your Administrative control for 
strict compliance. Its receipt may please be acknowledged. 

Copy of Punjab Government circular letter No. 13/7/78-2PP/10692, 
dated 2nd August, 1982, from the Department of Personnel and 
Administrative Reforms addressed to all Heads of Departments 
etc., etc. 

Subject.—Amendments to the Punjab Government Employees 
(Conduct) Rules, 196G. 

I am directed to address you on the subject cited above and to 
say that the Punjab Government Employees (Conduct) Rules, 1966 
are based, by the large, on the provisions contained in the Central 
Civil Services (Conduct) Rules, 1964. Keeping in view the various 
amendments made by the Central Government in their Rules ibid 
and the provision regarding private trade or employment by the 
Government employees as contained in the All India Service 
(Conduct) Rules, 1968, some amendments have been made in the 

Punjab Government Employees (Conduct) Rules, 1966,—vide Notifi-
cation No. G.S.R.29/Const./Arts. 187, 309 and 318/Amd. (9)82, dated 
the 10th February, 1982, published in Punjab Government Gazette 
dated the 19th March, 1982 (copy enclosed). A copy of the Corri-

gendum dated the 28th May, 1982, thereto, published in Punjab 
Government Gazette Legislative Supplement, dated 11th June, 1982, 
is also enclosed. 

2. These amendment may please be brought to the notice of all 
concerned. 
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GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 

REFORMS 
(PERSONNEL POLICIES BRANCH) 

Notification 

The 10th February, 1982 

No. G.S.R. 29/Const./Arts. 187, 309 and 318/Amd. (9)82.—In 

exercise of the powers conferred by the proviso to article 309 and 
clause (b) of article 318 read with clause (3) of article 187 of the 
Constitution of India, and all other powers enabling him in this 
behalf, the Governor of Punjab, after consultation with the Speaker 

of the Punjab Vidhan Sabha in so far as such consultation is neces-
sary under the aforesaid provisions, is pleased to make the follow-

ing rules further to amend the Punjab Government Employees 

(Conduct) Rules, 1966 :— 

1. (a) These rules may be called the Punjab Government 
Employees (Conduct) (First Amendment) Rules, 1982. 

(b) They shall come into force at once. 

2. In the Punjab Government Employees (Conduct) Rules, 1966 
(hereinafter referred to as the said rules) rule 3, for clause (ii) of 
sub-rule (2). the following clauses shall be substituted, namely :— 

"(ii) No Government employee shall, in the performance of 

his official duties or in the exercise of powers conferred on 
him, act other wise than in his best judgment except 
when he is acting under the direction of his official 

superior. 

(iii) The direction of the official superior shall ordinarily be 

in writing. 	Oral direction to subordinates shall be 

avoided, as far as possible. Where the issue of oral direc-
tion becomes unavoidable, the official superior shall con-
firm it in writing immediately thereafter. 

(iv) A Government employee who has received oral direction 
from his official superior shall seek confirmation of the 
same in writing as early as possible, whereupon it shall 
be the duty of the official superior to confirm the direction 

in writing." 
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3. In the said rules, in rule 8. for sub-rule (2), the following 
sub-rule shall be substituted, namely : — 

"(2) No Government employee shall, except with the previous 
sanction of the Government or of the prescribed authority 
or except in the bona fide discharge of his duties partici-
pate in radio broadcast or contribute an article or write a 
letter to a newspaper or periodical either in his own 
name or anonymously or pseudonymously or in the name 
or any other person : 

Provided that no such sanction shall be required if such con-
tribution, broadcast or writing is of a purely literary, artis-
tic or scientific character." 

4. In the said rules, 'Explanation' below rule 11 shall be 
omitted. 

5. In the said rules, in rule 14 : 

(i) after the proviso to sub-rule (1), the following proviso 
shall be added. namely : — 

"Provided further that if the undertaking of any such work 
involves holding of any elective office, he shall not seek 
election to any such office without the previous sanction 
of the Government." 

(ii) for proviso to sub-rule (3), the following proviso shall be 
substituted, namely : — 

"Provided that a Government employee may take part in the 
registration, promotion or management of— 

(i) a literary, scientific, or charitable society or of a com-
pany, club or similar organisation the aims and objects 
of which relate to promotion of sports, cultural or 
recreational activities, registered under the Societies 
Registration Act, 1860 or the Companies Act, 1956, or 
any other law for the time being in force ; or 

(ii) a co-operative society. substantially for the benefit of 
Government employees registered under the Punjab 
Co-operative Societies Act. 1961 or any other law for 

the time being in force." 
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6. In the said rules, for rule 21, the following rule shall be 
substituted, namely :— 

"21. Restriction regarding marriage.—(1) No Government 
employee who has a wife living shall contract another 
marriage without first obtaining the permission of the 
Government, notwithstanding that such subsequent marri-
age is permissible under the personal law for the time 
being applicable to him. 

(2) No female Government employee shall marry any person 
who has a wife living without first obtaining the permis-
sion of the Government. 

(3) A Government employee who has married or marries a 
person other than of Indian Nationality, shall forthwith 
intimate the fact to the Government." 

7. In the said rules. rule 21-A shall be omitted. 

I. C. PURI, 

Chief Secretary to Government, Punjab. 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 

(Personnel Policies Branch) 

Corrigendum 

The 28th May, 1982 

In the Punjab Government Employees (Conduct) (First Amend-
ment) Rules, 1982, published with Government of Punjab, Depart-
ment of Personnel and Administrative Reforms Notification No. 
G.S.R. 29/Const./Arts. 187, 309 and 318/Amd. (9)/82, dated the 10th 
February, 1982, in the Legislative Supplement of the Punjab Govern-
ment Gazette, dated the 19th March, 1982,— 

(i) in rule 3, for "in the name or any other person", read "in 
the name of any other person", and 

(ii) in rule 5, for "in rule 14", read "in rule 15". 

I. C. PURI, 

Chief Secretary to Government, 
Punjab. 
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Copy of Punjab Government circular U.O. No. 10/20/82-5PP/881, 
dated 4th August, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Administrative 
Secretaries. 

Subject.—Benefits of Military Service to the Ex-servicemen Simpli-
fication of Rules regarding the grant of—Question of 
extending the same benefit by corporate Bodies in Punjab. 

All the Administrative Secretaries to Government, Punjab may 
kindly refer to P.G. Circular letter No. 10/4/79-5PP/4543, dated 8th 
April, 1982. 

2. Governinent have now formulated a new set of Rules namely 
"The Punjab Recruitment of Ex-Servicemen Rules. 1982" (a copy of 
which was circulated to all Heads of Department etc.—vide letter 
under reference),—vide which fifteen percent of the vacancies to be 
filled in by direct appointment in all the State Civil Services and 
posts connected with the affairs of the State of Punjab, except the 
Punjab Vidhan Sabha Secretariat Service and Punjab Superior 
Judicial Service have been reserved for Ex-Servicemen. It is desir-
able that the above reservation policy of the Government is adopted 
by the autonomous bodies also. It is, therefore, requested that the 
Corporations/Autonomous bodies and other similar undertakings 
under their control may be advised to consider the question of 
adopting Government policy so far as recruitment to services under 
such bodies is concerned. 

Copy of Punjab Government circular letter No. 4/3/81-1PP/10884, 
dated 4th August, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Procedure to be followed in cases, where the turn of an 
officer/official, whose conduct is subject to an enquiry, 
comes up for retirement or promotion to higher post. 

I am directed to invite a reference to Punjab Government cir-
cular letter No. 4/3/81-1PP/3500. dated 15th April, 1981, on the 
subject, wherein it was emphasised that the promotion of an em-
ployee on the due date should be withheld only if actionable mate-
rial under the relevant punishment and appeal rules had been 
brought out and it was intended to take action against him under 
the said rules. The matter has been considered further and it has 
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now been decided by the Govermucqt that preliminary enquires will 
not affect promotion/pension, etc. and only regular enquiries where 
charge-sheets have been served or challans have been put up in a 
Court of Law should be taken into consideration for withholding 
the promotion/pension of the concerned employee. 

2. The above instructions may please be brought to the notice 

of all concerned. 

3. Please acknowledge the receipt of this letter. 

Copy of Pvn jab Government circular letter No. 4/6/81-2PP/11016, 
dated 9th August, 1982, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

,Subject.—Writing of Annual Confidential Reports—Recording of 
remarks by the Reporting/Reviewing Authority-Prescrib-
ing of time-limit to avoid delay. 

I am directed to invite a reference to .Punjab Government cir-
cular letter No. 4/6/81-2F'P/7908, dated the 7th June, 1982, on the 
above subject and to say that clarification has been sought as to 
whether these instructions are to be given retrospective or prospec-
tive effect. I am to clarify that these instructions are effective from 
the date of issue. The fact may please be brought to the notice of all 
concerned. 

Copy of Punjab Covernment circular letter No. 13/14/80-2PP/11798, 
dated 27th August, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments, 
etc., etc. 

Subject.—Fixation of time limit for advice by the Punjab Public' 
Service Commission in disciplinary cases. 

I am directed to refer to the instructions contained in Punjab 
Government circular letter No. 7532-DSS-II(2)-73, dated 9th Novem-
ber, 1973 (Manual of Instructions on Service Matters, pages 719-
723) followed by circular letter Nos. 13/14/80-2PP/12905, dated 25th 
November, 1980, and 13/14/80-2PP/10609, dated 28th August, 1981. 
on the subject noted above and to say that these instructions 
specifically lay down inter alia that for eliminating delay in 
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finalising disciplinary cases against Government employees, infor-
mation complete in all respects should be furnished to the Punjab 
Public Service Commission in the first instance. The Commission 
has, however still mentioned in paragraph 36 of its report for the 
year 1981-82 that the cases of disciplinary action, appeals, etc. 
referred to it by the various Departments continue to be incomplete 
in one respect or the other necessitating back reference resulting in 
avoidable delay. This indicates that the aforesaid instructions are 
not being observed in letter and spirit by various Departments. 

2. Government attach tremendous, importance to the expedi- 
tious disposal of disciplinary cases. 	To achieve this end instruc- 
tions have been issued from time to time emphasising finalization of 
disciplinary cases on a time-bound basis. 	In view of this it is, 
again requested that in order to facilitate finalization of disciplinary 
cases, appeals, etc. expeditiously, it may please he ensured that in 
future information complete in all respects, is sent by you to the 
Commission in the first instance. 

3. It is requested that these instructions may please be brought 
to the notice of all concerned for meticulous observance. 

Kindly acknowledge. 

Copy of Punjab Government circular letter No. ?/14/82-2PP/12395, 
dated 13th September, 1982, from the Department of Personnel, 
and Administrative Reforms, addressed to all Heals of Depart- . 
ments etc., etc. 

Subject.—Annual Confidential Reports. 

I am directed to invite your attention to the instructions con-
tained in para 6 of the Punjab Government Circular letter No. 2334- 
AS1-60/15708, dated the 3rd May, 1960, on the above subject and to 
say that in terms of these instructions annual confidential reports 
on the work and conduct of an employee should he written by 
atleast two officers, except of course, in the case of those employees 
mentioned in the Explanatory Note below the aforesaid para, who 
work exclusively under one officer. A clarification has now been 
sought as to whether in the Departments where both Superinten-
dents Grade I and Superintendent Grade II are working, Superin-
tendent Grade II, who actually supervises the work and conduct of 
an employee is to initiate the annual confidential report or this is 
to be done by Superintendent Grade -I who is a Gazetted Officer. 
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I am to clarify in this behalf that annual confidential reports are 
to be written by those officers, irrespective of the fact whether they 
are Gazetted or Non-Gazetted, who actually supervise the work and 
conduct of an employee subordinate to them and who are actually 
working under them. In this view of the matter Superintendent 
Grade-II, though is a Non-Gazetted Officer but actually supervises 
the work and conduct of an employee, should initiate the annual 
confident report of that employee and not the Superintendent Grade 
I, who does not directly supervises the work and conduct of that 
employee. 

2. The above clarification may please be brought to the notice 
of all concerned for meticulous observance. 

Kindly acknowledge. 

Copy of Punjab Government circular letter No. 16/1/81-2PP/12480, 
dated 14th September, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Consolidated Instructions for dealing with cases of Pre-
mature Retirement of Punjab Government employees 
under the Punjab Civil Services (Premature Retirement) 
Rules, 1975. 

I am directed to address you on the subject cited above and to 
say that a large number of instructions have been issued by this 
Department from time to time for effectively enforcing the provi-
sions contained in the Punjab Civil Services (Premature Retire-
ment) Rules, 1975. It has been observed that some of those instruc-
tions have become outmodded/obsolete with the issue of 
new instructions laying down the latest policy of the Government/ 
Court pronouncements. It has, therefore, been considered neces-
sary to issue consolidated instructions comprising all the old/new 
instructions issued so far and which are now operative for dealing 
with cases of premature retirement of Punjab Government 
Employees under the Rules ibid. Accordingly, sufficient number 
of copies of the booklet on the subject have been got printed for 
supplying a copy each to all the Assistants dealing with service 
matters and all other officers, except clerks, steno-typists, stenogra-
phers, Personal Assistants etc., under the service of the Punjab 
Government, for official use. I am, therefore, to request you to 
place your consolidated requisition including your subordinate 
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offices accordingly, through special messenger, with the Departz 
ment of Personnel and Administrative Reforms (in Personnel 
Policies Branch) so that requisite number of copies of the booklet 
are issued. No requisition received direct from any subordinate 
office of a Department shall be entertained. The requisition may, 
however, be kept to the minimum possible. 

Copy of Punjab Government circular letter No. 4/2/,$1-1PP/12551, 
dated 15th -September, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Demand of the Punjab Subordinate Services Federation 
for the creation of channels of promotion in all cadres. 

I am directed to invite a reference to Punjab Government 
Circular letter No. 4/2/81-1PP/2697, dated 10th March, 1981, on the 
subject cited above,—vide which it was requested that the demand 
of the Punjab Subordinate Services Federation for the creation of 
channels of promotion in all cadres which' were stagnated might be 
considered sympathetically with a view to provide avenues of promo-
tion. It has been brought to the notice of Government that some of the 
Departments have not given due importance to this matter. I am, 
therefore, to request you kindly to ensure that the matter is given 
appropriate importance in the Departments under your control. 

2. Tht receipt of this letter may kindly be acknowledged. 

Copy of Punjab Government circular letter No. 4/14/79-2PP/13117, 
dated 28th September, 1982, from the Department Of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Effect of failure in departmental examination on the 
grant of increments, promotion, confirmation etc.,— 
Pol icy regarding. 

I am direckd to address you on the subject cited above and to 
ray that in the :_.ervice rules of Silf11Q of the Departments the passing 
of a departmental e.ainination is a pre-conditiwaal for promotion 
to higher posts and  the grant of annual increments. Failure • on 
the part of an employee to pass the departmental examination even 

r 
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after availing of a specified number of chances, results in the with-
holding of annual increments;  promotion etc. These provisions in -
the various service rules of different deptts. are not uniform. in this 
respect.- For sometime past, the effect of failure in a departmental 
ex:arnination on grant of increments, promotion, confirmation etc. 
and the conditions to be fulfilled before relaxation, if any, from 
passing a departmental examination could be granted by the com-
petent authority, has been under the consideration of the Depart-
ment of Personnel and Administrative Reforms. After careful 
consideration of various aspects of the matter it has been decided 
to lay down the following uniform policy in this respect: — 

(i) In services where the passing of departmental examina-
tion is considered essential for enabling a Government 
employee to discharge his ditties efficiently, both 	the 

promotee and the direct recruit may be required to pass 
the departmental examination within a period of 21- years 
of his appointment. 

(ii) Failure to pass the departmental examination 	within 

the aforesaid period shall result in reversion to a lower 
post in the case of a promotee and termination of services 

in the case of a direct recruit. 

(iii) The reversion/termination orders shall issue before the 
expiry of a period of three years from the date of 
appointment. 

(iv) Annual increments shall be allowed to a Government 
employee only on passing the departmental examination. 

(v) A Government employee, who passes the departmental 
examination in one attempt, may be given one advance 
increment to be absorbed in the normal increment on 

due date. 

(vi) Since failure to pass the departmental examination 
within the specified period is to result in reversion or 
termination of services, the question of confirmation of 
such an employee shall not arise before passing of the 
departmental examination. 

2. The departmental service rules should be brought in con-
formity with the instructions contained in this letter, by amend-

ments)  where hecessAry. 
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3. These instructions, which come into effect from the date 
of issue, may please be brought to the notice of all concerned for 
meticulous observance. 

4. This issues with the concurrence of the Department of 
Finance conveyed,---vide their U.O. advice No 37/35/82/1FR, 
dated the 30th July;  1982. 

Kindly acknowledge. 

Copy of Punjab Government U.O. letter No. 27/6/78-1PP, dated 5th 
October, 1982, from the Department of Personnel and Adminis-
trative Reforms, addressed to all Financial Commissioners, 
and Administrative Secretaries to Government, Punjab. 

Subject.--Transmission of cases to the Department of Personnel 
and Administrative Reforms for advice. 

All the Financial Commissioners and Administrative Secre-
taries to Government, Punjab, may kindly refer to this Depart-
ment's U.O. No. 2091-SII(3)-72, dated the 7th April, 1972, on the 
subject noted above 

2. In the instructions referred to above it was emphasised 
that:— 

(i) Cases should be referred to the Chief Secretary (Depart-
ment of Personnel and Administrative Reforms) for 
advice only after fully examining the issues involved 
therein; 

(ii) cases which are clear and straight should he decided by 
the Administrative Department themselves so as to avoid 
unnecessary references; 

(iii) the point(s) requiring clarification /advice should clearly 
brought out; 

(iv) all relevant papers having direct bearing on the case be 
added alongwith a duplicate copy of the Administrative 
Department's note; and 

(v) the orders of the Administrative Secretary concerned 
have been obtained for referring the case, 
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3. The aforesaid instructions were reiterated,—vide this 
Department U.O. Communications No. 27/6/78-1PP, dated 27th 
March, 1979 and 27/6/78-1PP, dated 20th May, 1980. Despite the 
fact that these instructions have been reiterated twice, it has been 
observed that a number of cases are still being referred by the 
Administrative Departments without acting upon these instruc-
tions. Sometimes cases are referred to this Depaitment without 
fully examining issues involved therein and clearly bringing out 
the points requiring the advice of this department. Some cases 
are referred even without obtaining the orders of the Administra-
tive Secretary concerned and without the documents having direct 
bearing on the cases and the duplicate copy of the A.D's note. Such 
references increase unnecessary work in the form of avoidable 
back-references and delays disposal of the cases. It is, therefore, 
once again requested that while referring cases to this Department 
for advice, the aforesaid instructions may kindly be meticulously 
acted upon. 

4 These instructions may kindly be brought to the notice of 
all concerned. 

5. The receipt of this communication may kindly be acknow-
ledged. 

Copy of Punjab Government circular letter No. 6/234/78-3PP/14237, 
dated 26th October, 1982, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

ORDER OF THE GOVERNOR OF PUNJAB 

Whereas all the appointments to the posts under Punjab Govern-
ment carrying an initial pay of not less than Rs. 325 per mensem and 
not more than Rs. 699 per mensem, except in the case of the posts 
in the Punjab and Haryana High Court, Punjab Vidhan Sabha 
Secretariat, posts which require a medical or para-medical degree or 
diploma, engineering degree or diploma, technical degree or diploma 
and such other post which may, from time to time, be excluded by 
the State Government from the purview of the Board, are required 
to be made on the advice of the Punjab Subordinate Services Selec-
tion I3oard as per provisions of para 7(1) of the Punjab Government 
Garen(' Notification No. 12/45/80-TGF./3781, dated the 7th/10th 
April, 1981; 
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2. Whereas ad hoc appointments have been made in several 
departments in the past in public interest in emergent Circum-
stances, which had to be extended from time to time with the 
approval of the competent authorities in accordance with the 
necessity in each case; 

3. Whereas in the Past, the services of such ad hoc employees 
have been regularised from time to time on the ground of their 
having continued on this basis for long periods and such regularisa-
tion was ordered in the years 1969, 1973, 1977 and 1980; 

4. Whereas while 	regularising the services of ad hoo 
employees with effect from 1st October, 1980,—vide orders bearing 
Endst. No. 6/234/78-3PP/11961, dated 28th October, 1980, a com-
plete ban was imposed on making any fresh ad hoc appointments,—
vide Punjab Government circular letter No. 6/234/78-PP/11207, dated 
7th October, 1980; 

5. Whereas there were certain ad hoc appointees who had 
been appointed as such prior to the imposition of ban on ad hoc 

appointments but who were not covered by the instructions dated 
28th October, 1980. referred to above for regularisation of their 
services and their ad hoc appointments had to be continued accord-

ing to the necessity in each case in the public interest; 

6. Whereas in case the services of ad hoc employees of the 

aforesaid category who have been continuing for a long period are 
dispensed with now on the arrival of the recommendations of the 
S. S. S. Board, it would result in greal hardship to them; 

7. Now, therefore, it has been decided, with a view to mitigate 

hardship to the ad hoc employees, in question, to regularise with 

immediate effect the services of ad hoc employees; working against 

posts coming within the puriew of the S.S.S. Board, who were 
appointed as such prior to the date on which a ban was imposed on 

making ad hoc appointments i.e., 7th October, 1980, and are still 
continuing as such. subject to the following conditions: — 

(i) that the ad hoc employees should have completed a mini-
mum of one year service on the date of issue of this 
order. While calculating the period of service, any break 
of notional nature falling between ad hoc appointments 
in the same category of posts and in the same department 
may be ignored. In other words, the breaks in ad hoc 
service would not be ignored in case where: — 

(a) the employee concerned left service of his own volition 
whether to join some other department or for some 

other reasons ; or 
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(b) -  the- ad hoc appointment .was against a post/vacancy for 
which no regular recruitment was intended/required • 
to be made, e.g., leave arrangements or filling of other 
short term vacancies. 

(ii) that they fulfil the conditions of eligibility as prescribed 
(i.e., they have been recruited through the Employment 
Exchange or by open advertisement), academic qualifica-
tions, experience and the condition of age at the time of 
their first ad hoc appointment in accordance with the 
Departmental Service Rules and instructions issued by. 
the Government; 

(iii) that their record of service is satisfactory; 

(iv) that they have been found medically fit for entry. into 
Government service and that their character and antece-
dents have also been duly verified and found suitable for 
Government service; 

(v) that a regular post/vacancy is available for regularisation; 

(vi) that they have been found fit for regularisation by the 
Departmental Selection Committees to be constituted in 
accordance with instructions contained in Government 
circular letter No. 12/19/80-1GE/3582, dated 28th March, 
1980. These Departmental Selection Committees shall 
also consider cases of common categories of employees. 

(vii) inter se seniority of ad hoc employees will be deter-
mined on the basis of service rendered on ,ad hoc basis. 
The older member will be senior to a younger member 
appointed on the same date. All such ad hoc employees 
will be placed junior to those working on regular basis. 

8. The cases of such ad hoc oronloyees who have already com-
pleted three years' service on the date or issue of this order and have 
satisfactory record of service but who do not fulfil the prescribed 
conditions with regard to qualifications. age or mode of their initial 
recruitment will also be considered for regularisation in relaxation 
of these conditions if the Departmental Service Rules applicable to 
those employees provide for relaxation of these conditions of recruit-
ment. 

9. The orders of regularisation of ad hoc services will be 
effective from the date of issue of this . order and the process of 
finalisation of all such cases shall be completed within a maximum 
period of three months. 
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10. It has also been decided to exclude the posts held by the 
ad hoc employees under reference from. the purview of the Punjab 
Subordinate Services Selection Board, with immediate effect. 

:11. The ad hoc employees whose services are regularised under 
this order will henceforth be governed by the relevant Depart-
mental. Service Rules and Government instructions issued from 
time to time. 
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Extract of para 20 of the Annual Report on the working of the 
Punjab Public Service Commission for the year 1981-82. 

20. The Commission has, however. reasons to believe that a 
good number of ad hoc appointees are continuing in Government 
Service beyond six months without the approval of the Commission. 
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Copy of Punjab Government circular letter No. 6/35/80-3PP/14900, 
dated 12th November, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments etc., etc. 

Subject.—Appointment on purely temporary basis—Clarification 
regarding. 

I am directed to invite a reference to Punjab Government 
circular letter. No. 6/234/78-PP/11207, dated 7th October, 1980,—vide 
which a complete ban has been imposed on making further ad hoc 
appointments pending regular recruitment through the Punjab 
Subordinate Services Selection Board or the Punjab Public Service 
Commission, as the case may be. However, in accordance with the 
provisions of regulation 3(d) of the Punjab Public Service Commission 
(Limitation of Functions) Regulations, 1955, the Departments are 
competent to make appointment to a permanent post of a person 
temporarily for a period not exceeding six months, if such an appoint-
ment is in public interest, without consulting the Commission. 
Similarly, in accordance with the provisions of para 7(2) of the 
Punjab Government Notification No. 12/45/80-1GE/3781, dated 7th/ 
10th April, 1981, the Heads of Departments have also got powers to 
make appointments on purely temporary basis for a period not ex-
ceeding six months without consulting the Board. Keeping in 
view the fact that sometimes delay takes place in recommending 
suitable candidates by the Board,—the Government,—vidi their 
letter No. 12/45/80-1GE/8631, dated 18th June, 19.82, have allowed 
departments to extend the appointments made on purely temporary 
basis beyond the period of six months, with the approval of the 
Minister-Incharge, till such time the regular candidates are recom-

mended by the Board. 

In the case of posts falling within the purview of Punjab Public 
Service Commission the appointment made for a period of six 
months as indicated above can be extended with the approval of 
the Minister-Incharge in terms of para 2(ii) of the Punjab Govern-

ment instructions No. 6/234/78-3PP/13582, dated 1st January, 1981, 
Such extension would, however, be continued with the prior 
approval of the Personnel and Administrative Reforms Depart-
ment as laid down in para 4 of the Punjab Government instruc-
tions issued,—vide No. 7053/6/234/3PP/78/32037, dated 29th 

September, 1978. 

In the past, the expression 'ad hoc' and 'appointment on purely 

temporary basis' have been used taking these as synonymous ones. 

With the imposition of total ban on ad hoc appointments the expres-

sion 'ad hoe has ceased to exist in official paralance. Therefore, 



385 

such appointments are now to be made "only on purely teinporary 
basis" and the expression 'ad hoc' is not to be used. 

Phis clarification may please be brought to the notice of all 
concerned for their information and compliance. 

The receipt of this letter may kindly be acknowledged. 

Copy of Punjab Government circular letter No, 6/234/78-3PP/14911, 

dated 12th November, 1982, from the Department of Personnel 

and Administrative Reforms, addressed to all Heads of Depart-

ments etc., etc. 

Subject—Avoidance of delay in finalising the promotion cases with 

the Punjab Public Service Commission. 

I am directed to invite a reference to the instructions issued,—

vide this Department circular letter No. 6/234/78-3PP/5942, dated 
27th/28th May, 1981, and No. 6/234/78-3PP/16865, dated 31st Decem-
ber, 1981, regarding speedy finalisation of cases of 'Provisional Pro-
motions', with the Punjab Public Service Commission. The Com-
mission has once again brought it to the notice of the Government 
that some of the Departments are still not complying with the above 
instructions. Cases sent to the Commission are incomplete, ab initio 
and further the replies to the references made by the Commission 

are not sent quickly. 	The result is that the clearance 

of the Commission is delayed. I am, therefore, 	once 

again to request you kindly to ensure that cases of provisional pro-
motions are sent to the Commission, complete in all respects, with-

in one month of the issue of the orders of promotion and the com-
munications received from the Commission are replied to promptly. 
In any case extension beyond six months in the Provisional promo-
tion may not be granted in case complete information/documents 
have not been supplied to the satisfaction of the Commission by the 

Department. 

2. These instructions may please be brought to the notice of 

all concerned. 

3. Receipt of this communication may be acknowledged. 
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Copy of Punjab covernment circular letter No. 20/3/82-2PP/14944, 
dated the 12th November, 1982, issued by the Department of 
Personnel and Administrative Reforms (Personnel Policies 
Branch) to all the Heads of Departments, etc. 

Subjecte--Delay in the finalisation of departmental proceedings 

against Government employees—Recommendations of the 
Public Accounts Committee of the Punjab Vidhan Sabha. 

I am directed to address ybu on the subject cited above 
and to say that the Public Accounts Committee of the 
Punjab Vidhan Sabha, in para 16 of their Forty-third Report, have 
pointed out that in a number of cases action could not be taken by 
the Departments concerned against the defaulting Government 
officers involved in irregularities, defalcations, embezzlements, im-
proprieties, etc. mentioned in the Audit paragraphs, because the 
delinquent officers had, before the paragraphs were finally- settled, 
either retired from service or had died. The Committee has, there-
fore, recommended that :— 

(i) the department concerned should take immediate steps to 
remove the objection and initiate action against the em-
ployees at fault immediately on receipt of the audit para so 
that by the time the Committee takes up the scrutiny 
thereof, action is completed and the defaulters do not 
escape punishment due to their retirement/death, etc., and 

(ii) a reasonable time-limit should be fixed within which 
action against the defaulting officers must be completed 
and in case more time is required, the concerned authority 
should obtain the approval of the next higher authority, 
and 

(iii) in case of failure on the part of the officer,TesPonsible for 
taking action against the defaulting subordinate, . stern 
action should be taken against that , officer. 

2. In so far as the question of fixing of time limit. forefinalMation 
of departmental proceedings against the delinquent Government em-
ployees is concerned, attention is invited to the instructions . eantain-
ed in Punjab Government circular letter No. 12277-V(1)0113470, 
dated the 10th December, 1959 (Paras 23 to 25) of the Booklet con-
taining Consolidated Instructions on Punjab Civil Services ,(Punish-
ment and Appeal Rules, 1970), which prescribe the following .time-
limit to complete the process of investigation and inquiry :— 

(i) The whole process of investigation and enquiry,-altpuld be 
completed within six months (excluding period of refer-
ence to the Public Service Commission and period where 
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proceedings are stopped owing to a reference to a Court 

of law). 

(ii) An extension of the period by another three months may 
be obtained under the orders of the Minister-in-Charge. 

(iii) If extension beyond nine months [i.e. period (i) and (ii) 
above] is needed, full facts and justification must be 
placed before the Cabinet and their approval taken. 

Further, for the expeditious finalisation of cases of suspended 
Government employees the following time-limit has been prescribed 
in the Punjab Government circular letter No. 1270-2PP/78/15809, 
dated the 16th May, 1978 (Paras 105 to 108 of the aforesaid booklet): — 

(i) The entire process of serving the charge-sheet holding the 
enquiry and taking of decision with regard to the final 
action to be taken in the case should be completed within 
a period of one year from the date of suspension of the 

employee. 

(ii) In cases where the decision making process is delayed 
because of the dilatory tactics adopted by the delinquent 
employee, the period of suspension may exceed one year. 

— 	In all such cases, the Minister-in-charge would be com- 
petent to issue orders with regard to any extension of the 
period of suspension of the employee. 

(iv) In case which are sub-judice, it will not be necessary to 
obtain the approval of the Minister-in-charge for the 
continued suspension of the employee concerned so long 

as the matter remains Sub-judice. 

3. As has been recommended by the Public Accounts Com-
mittee, disciplinary action arising out of the Audit paragraphs is 
required to be initiated/completed without avoidable delay so that 
the delinquent employee does not escape punishment. In the event 
of the retirement of the delinquent employee, however, disciplinary 
proceedings are to continue to a logical conclusion as contained in 
Punjab Government circular letter No. 6333-SII-(ASO)-75, dated the 
12th September. 1975 (Para 29 of the booklet mentioned above). 
Nevertheless, cases of the nature mentioned by the Committee are 
required to be finalised as expeditiously as possible and the afore-
said time-limits should be adhered to strictly. Failure on the part 

of any officer for not taking suitable action against the delinquent 
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Government employee should be viewed very seriously and, as has 
been recommended by the Public Accounts Committee, disciplinary 
action should also be taken against that officer. 

4. These instructions may please be brought to the notice of 
all concerned for meticulous observance. 

Kindly acknowledge. 

Copy of Punjab Government circular letter No. 7/15/78-2PP/14947, 
dated 12th November, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to :— 

1. Excise and Taxation Commissioner, Punjab, Patiala. 

2. Director, Health Services, Punjab, Chandigarh. 

3. Director, Agriculture, Punjab, Chandigarh. 

4. Registrar, Co-operative Societies, Punjab, Chandigarh. 

5. Director, information & Publicity, Punjab, Chandigarh. 

6. Director, Industries, Punjab, Chandigarh. 

7. Director, Food & Supplies, Punjab, Chandigarh. 

8. Director, State Transport and State Transport Commis-
sioner, Punjab Chandigarh. 

9. Chief Conservator of Forest, Punjab, Chandigarh. 

10. Labour Commissioner, Punjab, Chandigarh. 

11. Director, Animal Husbandry, Punjab, Chandigarh. 

12. Chief Engineer, Punjab P.W.D., (Public Health), Patiala, 

13. Advocate General, Punjab, Chandigarh etc., etc. 

Subject.—Grant of one premature increment to the employees who 
did not participate in the strike on 8th February, 1978. 

I am directed to address you on the subject cited above and to 
say that,--vide Punjab G-overnment circular letter No. 4548-2PP-78, 
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dited the 16th June, 1978. a decision was conveyed inter alia for 
the grant of one premature increment to those non-gazetted Govern-
ment employees who did not participate in the strike on 8th Febru-
ary, 1978. A clarification has now been sought by some of the 
Departments as to whether or not the Superintendents of those B 
class offices which have been up-graded to that of A-Class,—vide 
Finance Department circular letter No. 10649-2FR-76, dated the 
23id February, 1977, who did not participate in the strike on 8th 
February, 1978, but on whom gazetted status is to be conferred only 
after making necessary amendment in the relevant service rules as 
envisaged in Punjab Government circular letter No. 12/9/78-(4PP)/ 
4398, dated the 7th April, 1982, are entitled to the grant of one pre-
mature increment. This matter has been considered by the Govern-
ment and it is clarified that the Superintendents of B Class offices 
upgraded to A-Class had been brought at par with the Superinten-
dents of A-Class Offices w.e.f. 23rd February, 1977, for all intents 
and purposes and the technical ground alone that they had not 
been formally conferred gazetted status by 8th February, 1978, can-
not entitle them to the grant of one premature increment for not 
participating in the strike on 8th February, 1978. 

2. TheSe instructions may please be brought to the notice of 
all concerned for strict observance. 

3. This issues with the concurrence of the Department of 
Finance conveyed,—vide their U.O. advice No. 10/16/79/1FR, dated 

the 13th October, 1982. 

Kindly acknowledge. 

Copy of Punjab Government U.O. No. 12/182-6PP, dated 20th 

December, 1982, from the Department of Personnel and Admini-

strative Reforms, addressed to all the Financial CommissionerS 
& Administrative Secretaries to Government, Punjab. 

Subject.—Representation to be given to the persons belonging to 
the Scheduled Castes on the Bcnrd of Directors of the 
various Corporations set up by the Punjab State. 

All India Scheduled Castes Federation, Punjab State and 
Union Territory have demanded that due representations should be 
given to persons belonging to Scheduled castes on the Board of 
Directors of the various Corporations set up by the Punjab State. 

On consideration of this demand. it has been felt that with a view 
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to give reasonable representation on the Board of Directors of the 
various Corporations under their administrative control, 
all Departments may keep in mind the interests of Schedul-
ed Castes persons and to see that reasonable percentage is given 
to them at the time the Boards of the various Corporations are.con-
stituted. 

2. This decision may be brought to the notice• of all -concerned 
for compliance. 

Copy of Punjab Government circular letter No. 5651-PP-82/16552, 
dated 29th December, 1982, from the Department of Personnel 
and Administrative Reforms, addressed to all Heads of Depart-
ments, etc., etc. 

Subject.—Applicability of State Government instructions on policy 
of reservation to cadres consisting of a solitary post. 

I am directed to refer to the subject cited above and to state 
that following the judgment of the High Court of Punjab and 
Haryana in Letters Patent Appeal No. 651 of 1980 in Civil writ 
petition No. 836 of 1980, it has been decided by Government that 
henceforth none of the instructions issued by the State Government 
on the .subject of reservation of vacancies in services for persons be-
longing to the Scheduled Castes and Backward Classes ,would be 
applicable in the case of a cadre consisting of only one post. 

2. The receipt of this communication may please be acknow-

ledge. 

Copy, of Punjab Government circular letter No. 20/28/2PP/359, 
dated 11th January, 1983, from the Department of Perscnnel and 

Administrative Reforms, addressed to all Heads of Depart-

ments etc., etc. 

Subject.—Standing Guide. on Annual Confidential Reports. 

I am directed to address you on the subject cited above and to 
say that a large number of instructions have been issued in the 
past by the Department of Personnel and Administrative Reforms 
on .writing of Annual Confidential Reports of the employees of the 
Punjab Government and matters connected therewith Since some 
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Of 'these instructions have become out-niodded/obsolete with the 
issue of• new instructions, it has been under the donsideration of 
the Government to consolidate and compile all these instructions in 
the form• of a booklet for the guidance of the Departments. Accord-
ingly, sufficient number of copies of the booklet, titled as "Standing 
Guide on Annual Confidential Reports" have been-  got printed .so 
as to supply a copy each to the officers and Assistants who deal 
with service matters, except clerks, stenographers, stenotypists, Per-
sonnal Assistants, etc., under the service of the Government of 
Punjab, for official use. I am, therefore, to request you to place 
your consolidated requisition including for your. subordinate offices 
accordingly, giving details of officers/officials to whom these are 
required to be supplied, through special messenger, with this Depart-
ment (in the Personnel Policies Branch) at the earliest. No requisi-
tion received direct from any subordinate office of a Department 
will be-entertained. The requisition may, however, be kept to the 
minimum possible. 

Copy of Punjab Government circular letter No. 277-PP-83/541, dated 
14th January, 1983, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Reservation for the members of Scheduled Castes and 
Backward Classes in Services—measures to make up 
deficiency. 

I am directed to invite a reference to Punjab Government in-
structions contained in Department of Welfare circular No. 3/6/82- 
SWI/9840, dated the 29th October, 1982, and to say that these in-
structions are 'hereby withdrawn. 

Copy c,f Punjab Government circular letter No. 277-PP,83/543, 
dated-  14th January, 1983, from the Department of Personnel and 
Administrative Reforms, addressed to all Heads of Departments 
etc., etc. 

Subject.—Reservation for the members of Scheduled Castes and 
Backward Classes in Services-=measures to make up 
deficiency—implementation of Supreme Court decision 
regarding. 

I am directed to invite a reference to the policy instructions of 
the Government in the matter of reservation in direct recruitment 
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and in promotion wherein it bas been laid down that the vaca:Icieg 
occuring from time to time in all classes of Services should be re-

served on the basis of appropriate 100-point running rosters and the 

Scheduled Castes and Backward Class persons appointed on the basis 

of their merit (in case of direct recruitment) and promoted on the 

basis of their seniority-cum-merit, should not be counted for the 

purpose of percentage of reservation. 

2. These instructions were challenged in C.W. No. 3882 of 

1981—Joginder Singh Sethi and Ors. Vs. State of Punjab and Ors. 

in the Punjab and Haryana High Court and the writ petition was 

allowed. The State Government and a respondent Shri Makhanjit 

Singh filed Special Leave Petitions and Stay Applications in the 

Supreme Court of India against the decision of the Hon'ble High 

Court. A Civil Writ No. 7729 of 1982 involving a similar matter has 

also been filed in the Supreme Court which is to be heard alongwith 

above referred two SLPs. These cases came up for hearing in the 

Supreme Court of India on 19th October, 1982. The Hon'ble Supreme 

Court has granted Special Leave and has ordered that there will be 

stay against reversion of any of the persons already appointed, on 
the basis of instructions to be isued by the Government of Punjab 

and if any further appointments or promotions are made, the same 

will be subject to the result of the Writ Petition pending in the 

Supreme Court. 

3. The above orders of the Supreme Court may please be kept 
in view for strict compliance. 

Receipt of this letter may please by acknowledged. 

Copy of Punjab Government circular letter No. 4/53/82-1PP/638, 

dated 17th January, 1983, from the Department of Personnel and 
Administrative Reforms, addressed to all the Financial Com-

missiners and Administrative Secretaries to Government, Punjab 

and all Heads of Departments etc., etc. 

Subject.—Quick return of Character Rolls to the Punjab Publia 

Service Commission by the Departments in the cases of 
promotion—Regarding. 

I am directed to address you on the subject cited above and to 

say that it has been brought to the notice of Government by the 

Punjab Public Service Commission that certain Departments having 

recalled the character rolls of officers in cases of promotion referred 
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to the Commission do not return them immediately after the same 
become free. This results in delay in the final disposal of the cases 
of promotion. I am, therefore, to request that in case the character 
roll of an officer, whose case has been referred to the Commission 
for approval in the matter of promotion, is called back by the 
Department for same reasons, it may be ensured that the same is 
immediately returned to the Commission after it becomes free. It 
may also be ensured that any inforriaation/documents required by 
the Commsision are supplied to the Commission at the earliest 

possible 

Kindly acknowledge. 

Copy of Punjab Government circular letter Wa. 8/9/81-6PP/656, 

dated 18th January, 1983, from the Department of Personnel 

and Administrative Reforms, addressed to all the Financial 

Commissioners and Administrative Secretaries to Government, 

Punjab and all Heads of Deparments, etc., etc. 

Subject.—Policy regarding postings and transfers of Punjab 
Government employees for the year 1982-83. 

I am directed to refer to the instructions issued,—vide Punjab 
Government circular letter No. 8/9/81-6PP/3887. dated 25th March, 
1982, on the subject noted above and to say that on further con-
sideration of the matter, it has been decided that prior approval of 
Chief Minister through Chief Secretary will not be necessary where 
any mid-term transfer on genuine grounds and involving personnel 
faced by hardship such as widows, unmarried girls. blind or other-
wise handicapped persons and 'couple cases' are required to be made, 
provided such transfer do not involve the dislocation of any other 
employee. There will, therefore, be no objection to such a transfer, 
being ordered by the Departments themselves during the course of the 
year, provided that the post to which the transfer is being effected 
is either vacant or available by mutual consent/adjustment between 
the concerned employees. In no circumstances should a post be got 
vacated by causing hardship to any other employee. 

2. These instructions may kindly be brought to the notice of all 
concerned. 
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Copy of Punjab Governinent circular letter No. 7/15/78-2PP/1619, 

dated 15th February, 1983, from the Department of Personnel and 

Administrative Reforms, addressed to alt Heads of Departments, 

etc., etc. 

Subject. —Grant of one premature increment to the non-gazetted 
employees, who did not participate in the Strike on 8th 
February, 1978. 

I am directed to invite a reference to the Punjab Government 
circular letter No. 7/15/78-2PP/51, dated the 6th January, 1979, on 
the above subject and to say that it has been brought to the notice of 
the Government that the clarification on the point as to whether the 
benefit of one premature increment is to be given to officials who 
were officiating or working on temporary posts in higher scale on 
8th February, 1978, as given in the letter under reference, has been 
misinterpreted by some of the Departments to mean that the "notional 
increment" allowed in the lower scale of pay can be made the basis 
of getting an advance increment in the higher scale of pay. I am, 
therefore, to clarify that the notional increment in the lower scale of 
pay, of the lower post, is to be allowed only in the event of reversion 
of the Government employee to that lower post and not otherwise, 
and cannot be made a basis for increasing pay in the higher scale 
of pay. If, therefore, contrary to the above clarification, any pecu-
niary advantage has been allowed to a Government employee in the 
higher scale of pay on the basis of the notional increment allowed to 
him in the lower scale of pay, the same should be withdrawn forth-
with from the date it was allowed. 

2. These instructions may please be brought to the notice of all 
concerned for meticulous observance. 

3. This issues with the concurrence of the Department of 
Finance conveyed,—vide their U.O. No. 37(68)81-1FR, dated 1st 
February, 1983. 

Kindly acknowledge. 



395 

PART III 

GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE 
REFORMS 

(GENERAL ESTABLISHMENT BRANCH) 

Notification 

The 17th February. 1983. 

No. GSR. 21/Const./Art. 309/83.—In exercise of the powers con-
ferred by article 309 of the Constitution of India, the Governor of 
Punjab is pleased to make the following rules regulating the allot-
ment of Government houses belonging to the general pool in Punjab, 
narneIy:— 

1. Short Title and application,—(1) These rules may be called 
the Punjab Government Houses (General Pool) Allotment Rules, 1983. 

(2) They shall come into force on the date of their publication in 
the Official Gazette—[25-2-1983]. 

2. Definitions.—In these rules, unless the context otherwise 
requires,— 

(a) "allotment" means the grant of permission to an employee 
to occupy a house or a portion thereof owned or controlled 
by the Government for use by him as residence in accord-
ance with the provisions of these rules; 

(b) "allottee" means ari employee to whom a house is 
allotted under these rules; 

(c) "emoluments" means the amount drawn monthly by an 
employee as—(i) the basic pay, (ii) technical pay, special 
and personal pay, and (iii) any other amount which may 
be specifically classed as pay by the Government; 

(d) "family" means the wife or husband, as the case may be, 
and children, step-children, legally adopted children, 

parents, brothers and sisters as ordinarily reside with 
the employee and are dependent on him; 
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(e) "employee" means any person appointed on regular basis 
to any civil service or post in connection with the affairs 
of the State of Punjab; 

(f) "Government" means the Government of the State of 
Punjab; 

(g) "priority date" of an employee in relation to a type of 
house to which he is eligible under rule 4 means the date 
of his application for allotment of a house or the date of 
his joining at the station, where the house is to be 
allotted, whichever is later: 

Provided that where the priority date of two or more 
employees is the same, it shall be determined on the 
basis of emoluments drawn by them on that date, the 
employee in receipt of higher emoluments taking prece-
dence over the employee in receipt of lower emoluments, 
and where the emoluments are also equal, on the basis 
of their length of service, the employee with longer 
service taking precedence, and where the service is also 
equal, on the basis of age. the older person taking pre-
cedence over the younger: 

Provided further that the priority date in respect of an 
employee shall be maintained at a time for a particular 
type of house only : 

Provided further that the priority date in respect of an 
employee who has not vacated the house allotted to hirn 
at his previous station of posting after the expiry of two 
months from the date of transfer shall be determined 
from the date he actually vacates the house in his 
possession at his previous station of posting; 

(h) "normal rent" means the sum of money payable monthly 
in accordance with the provisions of clause (b) of rule 
5.29 of the Punjab Civil Service Rules, Volume I, Part I, 
in respect of a house allotted under these rules; 

(i) "house" means any house owned or controlled by the 
Government and is included in the general pool of 
houses for allotment; 

(j) "Secretary" means Secretary of a House Allotment Com-
mittee set up under rule 3; 
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(k) "subletting" includes sharing of house by an allottee with 
another person with or without payment of rent by such 
other person: 

Provided that sharing of house by an allottee with the mem-
bers of his family shall not be deemed to be subletting; 

(1) "temporary transfer" means a transfer which involves 
absence of the employee from the place where he is 
allotted a house, for a period not exceeding six months; 

(m) "transfer" means transfer of the employee from a station 
where he is allotted a house to any other station or to 
an office at that station where he is ineligible for allot-
ment of the house: 

Provided that an employee who is in occupation of a house 
at the time of proceeding on foreign service with state-
owned or controlled autonomous body/corporation or 
public sector undertaking at the same station shall be 
allowed -  to continue in occupation of the house on pay-
ment of rent at such rate as specified in rule 10.27 of 
Punjab Civil Services Rules, Volume I, Part I, as long as 
he retains lien on a post in an office under the 
Government; 

(n) "type" in relation to an employee means the type of 
house to which he is eligible under these rules. 

3. House Allotment Committee.—(1) There shall be a Com-
mittee, to be called the House Allotment Committee, in each 
District and Sub-Division for the allotment of houses. 

(2) The constitution of Committee referred to in sub-rule (1) 
at the headquarters of each District except the districts of Patiala. 
Ferozepur and Jullundur shall be as follows :— 

(a) Deputy Commissioner 	 ... Chairman 

*(aa) District and Session Judge 	 ... Member 

(b) Executive 	Engineer, 	Depart- 	Member 
ment of Public Works, Building 

and Roads, Provincial Division 

*Amd..—vide 
P.G. Notification 
No. G.S.R. 59/ 
Const./Art, 309/ 
Amd. (4)-84, 
dated 25th June. 
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(c) One representative to be nominat-
ed by the Deputy Commissioner 
every year by rotation from the 
officers of the other departments 
posted at District Headquarters. 	... Member 

(d) General Assistants to the Deputy 	... Secretary 
Commissioner 

(3) The constitution of the House Allotment Committee at the 
headquarters of Ferozepur and Jullundur District shall be as 
follows :— 

*Amd. vide 
Notification No. 
G.S.R. 55/ 
Const./Art. 309/ 
Amd. (3)/84, 
dated 30th May, 
1984. 

4"A.' House Allotment Committee (Upper) 

(a) Commissioner of the Division 

(b) Deputy Commissioner 

(bb) District and Session Judge 

Chairman 

... Member 

... Member 

(c) Senior 	most 	Superintending 
Engineer, Department of Public 
Works, Buildings and Roads, Pro- 
vincial Circle 	 Member 

(d) Deputy Inspector General of 
Police of the Range 	 ... Member 

(e) General Assistant to Deputy Com- 
missioner 
	

Secretary 

`8' HOUSE ALLOTMENT COMMITTEE (LOWER) 

(a) Deputy. Commissioner 
	

Chairma. 

(aa) District and Session Judge 
	

Member 

(b) Senior most Executive Engineer, 
Department of Public Works, 
Buildings and Roads 
	

Member 

(e) One representative to be nominat-
ed by the Chairman every year 
by rotation from the officers of-
Government posted at the Dis- 
trict headquarters 	 ... Member 
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(d) General Assistant to '.Deputy Com- 
missioner 	 ... Secretary 

(4) The constitution of the House Allotment Committee at the 
headquarters of Patiala District shall be as follows :— 

`A' HOUSE ALLOTMENT COMMITTEE (UPPER) 

(a) Commissioner of the 	Patiala 
Division 	 ... Chairman 

*(aa) Excise and Taxation Commissioner, 
Punjab, Patiala 

(b) Deputy Commissioner. Patiala 

(nb) District and Session Judge 

... Member 

... Member 

... Member 

*Amd.. vide 
P.G. Notification 
No. G.S.R. 61/ 
ConJt./Art. 309/ 
Amd. (1)/83. 
dated .21st June. 
1983. 

(c) Senior most Chief Engineer, De-
partment of Public Wolk,  

Buildings and Roads at Patiala 	Member 

(d) Deputy Inspector 	General •ot 
Police of the Range 	 ... Member 

(e) General Assistants to the Deputy 
Commissioner Patiala 	 Secretary 

`13' HOUSE ALLOTMENT COMMITTEE (LOWER) 

(a) Deputy Commissioner, Patiala 	... Chairman 

(aa) District and Session Judge 	 ... Member 

(b) E.xecutiv: Engineer, Department 
of Public Works, Buildings and 
Roads, Patiala 

(c) One representative to be nomi-
nated by the Chairman every 
year by rotation from the officers 
of the Department posted in the 
District headquarters 

... Member 

... Member 

(d) General Assistants to the Deputy 
Commissioner, Patiala 	 Secretary 
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(5) The constitution. of the House Allotment Committee at 
headquarters of each Sub-Division shall be as follows : -- 

th6 

(a) Sub-Divisional Officer (Civil) 

(b) Deputy Superintendent of Police 

(c) Tehsildar 

(d), Sub-Divisional Officer, Depart-
ment of Public Works, Buildings 
and Roads concerned with the 

maintenance of the houses 

Chairman 

Member 

... Member 

Member-
... Secretary 

*Arnanded,— 
vide P.G. Noti-
fication No. 
G.S.R. 55/Const/ 
Art. 309/Amd. 
(3)-84, dated 
30th May, 1984. 

(6) At the headquarters of Patiala,* Jullundur and Ferozepur 
Districts where there are two separate Committees known as House ` 

Allotment Committee (Upper) and House Allotment Committee 

(Lower), the Government houses of 'A' to `E' type shall be allotted 
by the House Allotment Committee (Upper) and houses of 'F' and 
`Gr' type by the House Allotment Committee (Lower). 

4. Classification of houses for allotment.—(1) Save as otherwise 

provided in these rules. an  employee drawing emoluments specified 

in column (2) of the Table below shall be eligible for allotment of a 
house of the type, specified in the corresponding entry in column (1) 

thereof: 
THE TABLE 

Type of House Pay Range 
rnoC■wg. 

 

1 2 

  

`A' 
	Employees drawing emoluments of Rs. 2.400 or above 

Employees drawing emoluments exceeding Rs. 2,100 but 

not exceeding Rs. 2,400 
Employees drawing emoluments exceeding Rs. 1,600 but 

not exceeding Rs. 2,100 

`13' 
	Employees drawing emoluments exceeding Rs. 1,200 but 

not exceeding 1,600 
Employees drawing emoluments exceeding Rs. 700 but not 

exceeding Rs. 1,200 

`F' Employees drawing emoluments exceeding Rs. 399 but not 

exceeding Rs. 700 

`G' Employees drawing emoluments not exceeding Rs. 399 
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(2) An application for allotment shall be entertained from an 
employee only for the house of the type to which he is eligible, 
under sub-rule (1) : 

Provided that if the house of the type to which he is eligible 
for allotment is not available, he shall be entitled to apply for a 
house one type below to which he is eligible : 

Provided further that if the employee is allotted a house of one 
type below to which he is eligible, he shall vacate the same on the 
allotment of the house of the type to which he is eligible. 

Note.—At a particular district headquarter or Sub-Divisional dead-
quarter where houses of all types are not available the 
Chairman of the House Allotment Committee shall ensure 
that the scale of accommodation allotted shall not exceed 
that which is appropriate to the status of that employee. 

5. General Pool of Houses.—A house which has not been ear-
marked for any particular class of employees by designation under 
rule 21 or has not been allocated to any particular department shall 
form part of the general pool of houses at the headquarters of the 
district or the sub-divisional separately and will be allotted to the 
employees eligible for allotment of - houses`under these rules by the 
House Allotment Committee concerned. 

6. Application for allotment.—An employee who seeks allot-
ment of a house under these rules shall apply to the Secretary con-
cerned in Form 'A' appended to these rules. 

7. Allotment of houses.—(1) Save as otherwise provided in 
these rules, when a house falls vacant, it shall be allotted to an 
applicant desiring change of accommodation in that type under the 
provisions of sub-rule (5) of rule 12 and if not required for this 
purpose to an applicant desiring change of accommodation in that 
type under the provisions of sub-rule (1) of rule 12 and if not 
required for this purpose also to an applicant without accommoda-
tion having the earliest priority date for that type of house, subject 
to the following conditions :— 

(i) A house of a type higher than that for which the applicant 
is eligible under rule 4 shall not be allotted. 

(ii) an applicant shall not be compelled to accept a house of 
a type lower than that for which he is eligible under 
rule 4. 
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(2) The House Allotment Committee may cancel the existing 

allotment of an employee for the reasons to be recorded in writing 

and allot to him an alternative house of the same type or, in 

emergent circumstances, an alternative house of the type next 

below that of the house in occupation of the employee. 

8. Effect of transfer at the same station.—If an employee is 

xetransferred to his previous station of posting within six months 

of his relinquishing the charge of the post at chat station, he shall 

be allowed to retain his old priority date. In case, he was already 

in authorised occupation of a house under these rules at the station 

of his transfer, he shall be allowed to retain that houSe, on normal 

rent from the date he rejoins, and in case he had vacated the house 

under his occupation, he shall be allotted a house of the same type 

as soon as it is available. 

9. Non acceptance of allotment or failure to occupy the 

allotted house after acceptance.—(1) If an employee fails to accept 

the allotment of a house within seven days or fails to take posses-

sion of that house after acceptance within ten days of the date of 

receipt of allotment by him, he shall not be eligible for another 

allotment for a period of six months from the date of such allot- 

ment. 

(2) If an employee occupying a lower type of house is allotted 

or offered a house of the type tc which he is eligible or for which 

he has applied under rule 4, he may, on refusal of the said allot-

ment or offer of allotment be permitted to continue in the previous-

ly allotted house on the following conditions, namely : — 

(a) that such an employee shall not be eligible for another 

allotment for a period of six months from the date of 

the allotment for the higher type; 

(b) while retaining the existing house, he shall be charged 

the same normal rent as he would have had to pay in 

respect of the house, so allotted or offered or the rent 

payable in respect of the house already in his occupation, 

whichever is higher. 

10. Period for which allotment subsists and the concessional 

period for further retention.—(1) An allotment shall be effective 

from the date en which it is accepted by the employee and shall 

remain in force until : — 

(a) the expiry of the concessional period mentioned in the 

column 2 of the Table given in sub-rule (2); or 
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(b) it is cancelled or is deemed to have been cancelled under 
these rules; or 

(c) it is surrendered by the employee. 

(2) A house allotted to an employee or earmarked for an 
employee under rule 21, subject to sub-rule (3), may be retained on 
the happening of any of the events specified in column 1 of the 
Table below for the period specified in the corresponding entry in 
column 2 thereof; provided that the house is required for the 
bonafide use of the employees or members of his family : 

TABLE 

Events 
	

Permissible period for retention 
of the house 

1. Resignation, dismissal or 
removal from service, ter-
mination of service or un-
authorised absence without 
permission. 

Transfer to another station. 

3. Retirement or pre-mature 
retirement. 

4. Transfer to an ineligible 
office at the same station. 

5. Death of the allottee 

6. Temporary transfer in India 
or transfer to a place out-
side India 

One month 

Two months or upto the date of 
occupation of house at the new 
station of posting, whichever 
period is earlier . 

Two months 

Two months 

One year 

Six months 
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Events 	 Permissible period for retention 
of the house 

7. On proceeding on foreign Two months 
service in India 

8. Leave of any kind 
	

For the period of leave sanc- 

tioned by the competent 
authority 

9. On proceeding on training For full period of training or 
or study leave 	 study leave 

Explanation.—The period permissible on transfer mentioned against 
items 2, 4, 6 and 7 shall count from the date of relinquish-
ing the charge of the post and the period for which the 
employee remains on leave duly sanctioned before join-
ing duty at the new station or office shall not be taken 
into account in calculating the permissible period. 

(3) Where a house is retained under sub-rule (2) the allotment 
shall be deemed to have been cancelled on the expiry of the admis-
sible concessional period unless immediately on the expiry thereof 
the employee resumes duty at the same station or the period is 
extended under sub-rule (5). 

(4) An employee who has retained the house by virtue of the 
concession under item (1) or item (3) of the Table in sub-rule (2) 
shall on re-employment or reinstatement, as the case may be, at the 
same station within the period specified in the said Table, be entitled 
to retain that house and shall be eligible for any further allotment 
of house under these rules : 

Provided that if the emoluments of the employee. on re-employ-
ment, or reinstatement, as the case may he, do not entitle him. to 
the type of house previously occupied by him, he shall be allotted 
a house of the type to which he is entitled. 

(5) Extension of the period of retention of the house beyond 
that specified in the Table below sub-rule (2) may be allowed by 
the Chairman of the House Allotment Committee in special circum-
stances to be recorded, in writing, on payment of twice the normal 
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rent payable by the employee (in case of rent free accommodation 
twice the normal rent which would have been payable had the 
house not been rent free) for a period not exceeding four months. 

Note.—Extension under this sub-rule may be allowed in cases where 
the employee seeks extension on account of his children 
having been studying in recognised schools, affiliated 
colleges or other educational institutions recognised by the 
Government but in no case the extension be given beyond 
the completion of the annual examniation of the children. 

11. Provision relating to payment of rent.—(1) Where an allot-

ment of a house or alternative house has been accepted the liability 
for the payment of normal rent shall commence from the date of 
occupation or the tenth day from the date of receipt of the allot-

ment order, whichever is earlier. 

(2) An employee, who after accepting the allotment fails to 

take possession of the house so allotted within ten days of the 

receipt of the allotment order, shall be charged nonnal rent in res-
pect of that house, from such date of a period of one month or till 
the date on which the new allottee takes possession of the said 

house, whichever is earlier. 

(3) Where an employee, who is in occupation of a house is 

allotted another house and he occupies the new house, the allot-

ment of the former house shall be deemed to have been cancelled 
from the date of occupation of the new house. He may, however, 
retain the former house without payment of normal rent for one 
day or two days for shifting purposes. 

n. Change of house.—(1) An employee to whom a house has 

been allotted under these rules, may apply for a change to another 
house of the same type or a house of the type for which he is eligi-

ble under rule 4 : 

Provided that no employee shall be allowed more than one 
change in respect of one type of house allotted to him. 

(2) Application for change of house shall be made in Form B 

appended to these rules. Seniority amongst the applicants for 

change of house shall be reckoned from the date of receipt of their 

applications by the Secretary concerned. 

(3) Tf an employee fails to accept a change of house offered to 

him within five days of the receipt of such offer or allotment he 
shall not be considered again for a change of house of that type. 
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(4) An employee, who after accepting a change of house fails 
to take possession of it, shall be charged rent for such house in 

accordance with the provisions of rule 11 in addition to the normal 
rent payable for the house already in his possession. 

(5) An employee may be allowed a change of house on the 
death of any member of his family if he applies for a change within 
three months of such occurrence : 

Provided that the change shall be given in the same type of 
house as has already been allotted to the employee. 

(6) The employees to whom houses of the same type have been 
allotted under these rules may apply for permission to mutually 
exchange their houses. Permission for mutual exchange of their 
houses may be granted if both the employees are reasonably ex- 
pected to be on duty at the same station and to reside in 	their 
mutually exchanged houses for at least six months from the date of 
approval of such exchange. 

13. Allotment to husband and wife—eligibility in case of em-
ployees who are married to each other.—(1) No employee shall be 
allotted a house under these rules unless the wife or the husband as 
the case may be, of the employee who has already been allotted, a 
house, surrenders it : 

Provided that this rule shall not apply where the husband and 
wife are residing separately in pursuance of an order for judicial 
separation made by any court. 

(2) Where two employees in occupation of separate houses 
allotted under these rules, marry each other, they shall, within one 
month of the date of their marriage, surrender one of the houses. 

(3) If a house is not surrendered as required by sub-rule (2), 
the allotment of the house of the lower type shall be deemed to 

have been cancelled on the expiry of period specified in sub-rule (2) 
and if the houses are of the same type, the allotment of either of 
them, as the Secretary may decide, shall be deemed to have been 
cancelled on the expiry of the said period. 

14. Personal liability of the employee for payment of rent till the house is vacated and furnishing of surety by temporary em-
ployees.—(1) 

An allottee shall he personally liable for the payment 
of the normal rent or such rent as may be flue under these rules 
and for any damages beyond normal wear and tear, caused to the 
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house or to the furniture, -fixture or fittings or services provided 
therein by the Government during the period for which the house 
has been and remains allotted to him or where the allotment has 
been cancelled under any of the provisions of these rules, until the 
house alongwith the out-house appurtenant thereto have been 
vacated and full vacant possession thereof has been restored to the 
Government. 

(2) Where the employee, to whom a house has been allotted, is 
neither a permanent nor a quasi-permanent employee, he shall 
execute a security bond with one surety in form 'C' appended to these 
rules. The surety shall be a permanent Government employee serv-
ing under the Government of Punjab who shall undertake to pay 
the normal rent or such rent as may be due under these rules and 
other charge due from the allottee in respect of such house and 
services as are provided to the allottee from time to time. 

(3) If the surety ceases to be in Government service or becomes 
insolvent or withdraws his security or ceases to be available for any 
other reasons, the said employee shall furnish a fresh security bond 
executed by another surety within thirty days of the date of such 
event. If he fails, to do so, the allotment of the house to him, un-
less otherwise decided by the House Allotment Committee, be 
deemed to have been cancelled with effect from the date of that 
event. 

15. Surrender of allotment and period of notice.—(1) The 
allottee may at any time surrender the house by giving intimation 
so as to reach the Secretary concerned at least ten days before the 
date of vacation of the house. The allotment of the house shall be 
deemed to be cancelled with effect from the eleventh day after the 
day on which the letter is received by the Secretary or the date as 
specified in the letter, whichever is later. If he fails to give due 
notice. he shall be responsible for payment of rent for ten days or the 
number of days by which the notice given by him falls short of the 
period of ten days: 

Provided that in exceptional circumstances, the Secretary may 
accept a notice for a shorter period. 

(2) An allottee who surrenders the house under sub-rule (1) 
shall not be considered again for allotment of the house for a period 
of one year from the date of such surrender. 

16. Maintenance of house.—An allottee shall maintain the 
house and premises in a clean condition to the satisfaction of the 
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Secretary or any person authorised by him in this behalf. Such 
allottee shall not grow any trees, shrubs or plants contrary to the 
instructions issued by the Government nor cut or lop any existing 
trees or shurbs in any garden, courtyard or compound attached to 
the house save with the prior permission, in writing, of the secre-
tary. The trees plantations or vegetation grown in contravention of 
this rule may be caused to be removed by the Secretary or any 
person authorised by him in this behalf at the risk and cost of the 

allottee concerned. 

17. Sub-letting and sharing of house.—(1) No allottee shall share 
the house allotted to him or any of the out-houses, garages and 
cow-sheds appurtenant thereto. The servants quarters, out-houses, 
garages and cow-sheds may be used only for the bona jide purposes 
for which these are meant for or for such other purposes as may be 
permitted by the House Allotment Committee. 

(2) No allottee shall sub-let the house or a part thereof : 

Provided that the allottee while proceeding on leave, may 
accommodate in the house any other Government employee eligi-
ble for allotment of the house under these rules as a caretaker for 
the period specified in sub-rule (2) of rule 10, with the permission 
of the Secretary and in the event of such arrangement of the nor-
mal rent shall be payable by the employee who is accommodated in 

such a house. 

18. Consequence of breach of rules and conditions.—(1) If the 

allottee sub-lets the house, erects and unauthorised structures or 
makes any structural alterations in any part of the house or uses 
the house or any portion thereof for any purpose other than that 
for which it is meant or tempers with the electric or water con-
nection or commits any other breach of the rules or the terms and 
Conditions of the allotment or uses the house or premises or per-
mits or suffers the house or premises to be used for any purpose 
which the House Allotment Committee considers to be improper of 

conducts himself in a manner which, in the opinion of the House 
Allotment Committee is prejudicial to the maintenance of har-
monious relations with his neighbours or has knowingly flurished in-
correct information in any application or written statement 
with a view to securing the allotment the House Allotment Com-
mittee without prejudice to any other action that may be taken 
against him may cancel the allotment of the house. 

Explanation.—In this sub-rule the term `allottee' includes a member 

of his family and any person claiming through him. 
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(2) Where action to cancel the allotment is taken on account of 
subletting of the premises by the allottee, a period of fifteen days 
shall b. allowed to the allottee to vacant the premises. The allot-
ment shall be cancelled with effect from the date of vacation of 
the premises or on the expiry of the period of fifteen days from 
the date of notice to vacate the accommodation whichever is earlier. 

(3) Where the allotment of a house is cancelled on account of 
conduct prejudicial to the maintenance of harmonious relations 
with neighbours, the allottee, at the discretion of the House Allot-
ment Committee, may be allowed another house of the same type 
at any other place. 

19. Overstay in house after cancellation of allotment. —Where 
after an allotment has been cancelled or deemed to have been can-
celled under any of the provisions of these rules, the house remains 
or has remained in occupation of the allottee, such allottee shall be 
liable to pay damages for use and occupation of the house, services, 
furniture and garden charges equal to such market rent as may be 
determined by the Government from time to time. 

20. Bar to keep cattle.—The allottee shall not keep cattle on 
the premises of the house allotted to him, if there is no cattle-shed 
specially provided therein. 

21. Earmarked houses.—Each House Allotment Committee 
shall earmark the house for allotment to the following categories of 
employees or for such employees as may be decided by the Govern-
ment from time to time on the recommendation of that Committee. 

AT DIVISIONAL HEADQUARTERS 

(i) Commissioner of the Division ; 
(ii) Deputy Inspector General of Police ; and 
(iii) Superintending Engineer, Public Works Department. 

Buildings and Roads, Provincial Circle. 

AT DISTRICT HEADQUARTERS 

(i) Deputy Commissioner ; 
(ii) District and Sessions Judge; and 
(iii) Senior Superintendent of Police. 

AT SUB DIVISION HEADQUARTERS 

SUB-DIVISIONAL OFFICER (CIVIL) 

22. Failure to hand over the possession of the house.—(1) If an 
allottee vacates the house on account of his transfer or for any 
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other reason, but fails to hand over its possession to the Secretary 

concerned, he shall be liable for payment of rent equal to such mar-
ket rent as may be determined by the Government from time to 

time till the date the house is allotted to another employee or the 

actual handing over of its possession by him, whichever is later. 

(2) H any employee occupies a house other than the house ear-
marked under rule 21 vacated by its previous occupant without pro-
per allotment, he will be proceeded against under the Punjab Public 
Premises and Land (Eviction and Rent Recovery) Act, 1973, and he 
will also be debarred from the allotment of a house during his 
entire stay at that station besides being liable to pay the rent 
equal to such market rent as may be determined by the Govern-
ment from time to time for the period he keeps the house in his 

unauthorised possession. 

23. Allotment of house to the member of family of the deceas-

ed Employee.—When an employee dies while in service a house of 

a type not higher than that of his entitlement may be allotted, 
out of turn, to a member of his family who is in service of the 
Government or who joins such service within one year of the 
date of death of the employee : 

Provided that a member of the family of the deceased 

employee shall not be allotted a house if the family has its own 
private house at the place of posting of the member of the family 

of the deceased employee. 

24. Out of turn allotment in certain cases.—The Government 

may make out-of-turn allotment in certain cases on the following 

consideration: — 

(a) Nature of duties involved in the job and the public 

interest; 

(b) Serious ailment in the family; and 

(c) In the case of retirement of the allottee, allotment to his/ 

her son, daughter, wife or husband, as the case may be, 
is subject to the conditions that :— 

(i) the said person to whom the allotment is to be made 
is eligible for allotment of a house under these rules; 

(ii) he had been sharing accommodation with the retiring 
allottee for at least six months before the date , of 

retirement; and 

(iii) the family of the retiring allottee has no house of its 

own at the station concerned. 
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25. Seniority List.—Every employee, who applies for allotment 
of a house under these rules, shall be informed. in writing, by the 
Secretary concerned about the serial number at which his name has 
been entered in the seniority list maintained on the basis of priority 
dates. The decision of House Allotment Committee in regard to 
the allotment of house will be communicated, in writing, to the 
employee concerned as early as possible. An employee aggrieved 
by the decision of the said committee, may within fifteen days of 
the receipt of the communication of such a decision make a repre- 
sentation to the Government and the decision of the Government 
shall be final. 

26. Allotment of houses to Central Government employees.— 
In special circumstances to be recorded in writing, the Govern-
ment may allot a house to a Central Government employee, on 
such terms and conditions, as are contained in these rules. 

27. Ineligibility for allotment of house under these rules.— 
No employee shall be allotted a house under these rules if the 
Department in which he is posted has its own separate houses avail- 
able for allotment to the employees of that Department at a parti-
cular station. 

28. Continuance of allotment made prior to the issue of these 
rules.—An allotment which subsists immediately before the com-
mencement of these rules, shall be deemed to be an allotment duly 
made under these rules notwithstanding the fact that the employee 
to whom it has been made is not entitled to a house of that type 
under these rules and all the preceding provisions of these rules 
shall apply in relation to such allotment. 

29. Over-riding effect.—The provisions of these rules shall 
have effect notwithstanding anything inconsistent therewith con-
tained in any other law for the time being in force, 

30. Interpretation of rules.—If any question arises as to the 
interpretation of any of the provisions of these rules Government 
shall decide the same. 

31. Delegation of power or functions.—The Government may 
delegate all or any powers vested in it by these rules to any officer 
under its control, subject to such conditions as it may deem fit to 
impose. 

32. Power of relaxation.—The Government may, for reasons to 
be recorded, in writing, relax all or any of the provisions of these 
rules in the case of any employee or house or class of employee or 
types of houses. 
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FORM 'A' 

[See rule 61 

To 

The Secretary, 

House Allotment Committee, — 

Subject.--Application for allotment of a House under Government 
Houses (General Pool) Allotment Rules, 1983. 

Sir, 

The undersigned applies for allotment of, 	 –Type 
house and gives below the required information :— 

1, Name (in Block letters) 

2. Designation. 

3. Father's Name. 

4. Date of birth of the applicant and 
date of his retirement. 

5, Place of duty and present resi-
dence— 

(a) Official Address. 

(b) Residential Address. 

6. Date of joining Government 
Service. 

7. Date of joining in an office at the 
present station of posting. 

3. Particulars of the house already 
under occupation of the applicant, 
if any. 

Type-----House No. 

Place--■ 	 

1 
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9. Whether permanent or temporary 
or working against a leave vacan-
cy ,or on purely temporary (on 
ad hoc) basis. 

10. Present pay on the date of 
application— 

(a) Basic pay and scale of pay 

kb) Special pay, technical pay 
and personal pay, if any. 

(c) Total (a+b). 

11. Tyne of a house to which entitled 
on the basis of pay particulars in 
Col. No. 10. 

12. Whether he opts to apply for the 
type of house on the basis of 
present pay or the type of house 
one type below that to which he is 
entitled on the basis of present 
pay ? 

13. Whether he wishes to apply for 
half house, if so, of which type ? 

14. Whether married or unmarried, 
if married, indicate, if Govern-
rnent house. full/half • is in occu-
pation of husband/wife as the 
case may be. 

DECLARATION 

1. I certify that I have joined duty in the office of 	 
with effect from 	 without any break (in case there is 
any break, the same may be specified). 

2. I certify that I have not been debarred from allotment 
of 	type house applied for. 

(a) If debarred give reasons for such debar alongwith the 
allotment order No.— 	 dated 	 with 
which previous house was allotted. 
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(b) If house was surrendered, No. of house, type of house, 
with date of vacation may be indicated. 

3. I certify that I have not applied for any other type of 
house. 

4. I agree to abide by the Punjab Government douses 
(General Pool) Allotment Rules, 1983, as amended from time to 

time. 

5. I certify that I am not in occupation of Government house 
at my previous station of posting. 

6. I certify that the particulars given above are true and 
correct to the best of my knowledge and belief and nothing has 
been concealed therefrom. In case the particulars given above 
are found incorrect, I shall be liable for disciplinary action besides 
cancellation of allotment of the house. 

Yours faithfully, 

(Signature of Applicant) 
Dated : 

Place : 

Endst. No. 	Dated. 

Forwarded in original to the Secretary, House Allotment 
Committee,— 

(a) It is certified that the particulars mentioned ablve by the 
applicant are correct. 

(b) That he/she started drawing the basic pay of 11.3 	 

special pay of Rs. 	, and it was not decreased 
due to demotion/leave without pay or any other reason 
at any time since the date of his/her entitlement. 

*2. Since the applicant is temporary/regular hand the Surety 
Bond duly filled in and signed by the Head of Department is 
enclosed. 

Head of Office/Department- (with seal) 

Note.—The Head of Office/Department should not forward any 
application unless he has satisfied himself about the parti-
culars filled in by the applicant and surety Bond in Form 'C' 
of the rules has been attached, where required. 

*$trike out if not applicable, 
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FORM 'B' 

[See rule 12(2)] 

Application for change of house 

1. Name (in Block Letters) 

2. Designation 	  

3. Date of Joining at the present station 

4. Office 'Address 

5. Date of making first application for allotment of house at 
the present station 	 

6. Pay drawn at the time of joining at the present station--- 

Scale of pay 

Special pay, if any 

7. House allotted at the present station 

No.. of House 

Locality 	 

   

Type 	 

Whether full/half 

   

      

      

Number and date of allotment order 

Date on which this house occupied 	 

8. Date of entitlement of higher type of house, if any 

9. Is it your first application for change of house in this 
category ? If not, give number of changes alongwith parti- 
culars of the houses you have already been allotted 	 

10. Stay in the present house 	  

11. Have you ever been debarred for change of house ? If so, 
give number and date of the letter issued by the House 
Allotment Committee in this respect 	  
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12. Have the electricity and water charges of the present house 

been paid upto date 	  

13. Locality in which change is required 	  

14. Reasons for asking change of the house 	  

15. Are you prepared to accept the change of the house in any 

other locality in case it is not possible to change the house 

in the required locality 	  

16. I certify that the particulars given above by me are true 
and correct. In case the above information is found incorrect in 
any respect, I will be liable to disciplinary action besides cancellation 
of the allotment of the house already allotted to me. I fully under-
stand that change once allowed shall be final and I will not under 
any circumstances ask for permission to retain the house already 
allotted to me. I shall shift to the new house within seven days of 
the issue of allotment order, failing which my allotment of the 
house under my possession may be cancelled and I shall be liable 
to pay rent for the period of over-stay in this house. I shall also 
be liable to pay rent for the new house till it is reallotted. 

Dated : 	 Signature of the applicant. 

Endorsement No. 	 Dated 

Forwarded in original to the Secretary, House Allotment Com- 
mittee, 	  for disposal. It is certified that normal 
rent from the pay of applicant for the house under occupation of the 
applicant had been deducted and there is no arrear of house r,,nt 

against him. 

Head of Office/Department. 
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FORM 'C' 

[See rule 4(2)]  

(FORM OF SURETY BOND) 

I   son of Shri 	 at 
present employed as 	  in the office of 	  
hereby stand surety (which expression shall include my heirs, exe-
cutors and administrators) to the Governor of Punjab (hereinafter 
called the Government which expression shall include his successors 
and assigns) for payment by Shri— 	 , son of 	 
at present employed as 	in the office of 
of house rent and other dues in respect of the house now allotted to 
him by the Government as also for any other house, additional 
accommodation, extra servant quarters or garages that may be 
allotted to him from time to time by the Government. 

2. I, the surety, shall indemnify the Government against all 
loss and damages until delivery of vacant possession of the same is 
made to the Government. I, the surety, hereby undertake to pay 
to the Government forthwith on demand by the Government and 
without demur all such sums as may be due to the Government as 
aforesaid and I hereby agree that the Government shall be at liberty 
(and is hereby irrevocably authorised to do so) to recover the said 
sums from the salary payable to me and the decision of the Govern- 
ment as to the liability to pay and the quantum of amount so to be 
recovered shall be final and binding on me. 

3. The obligations undertaken by me shall not be discharged 
or in any way affected by an extension of time or other indulgence 
granted by Government to the said Shri 	  (name of 
the allottee) or by any other matter or thing whatsoever which 
under the law relating to sureties would but for this provision have 
the effect of so releasing me from my such liability. 

4. This surety shall not be discharged by my death nor shall 
it be revocable by me at any time except with the consent in writing 
of the Government until the delivery of vacant possession of any- 
such house, servant quarter or garage, in occupation of the allottee 
back to the Government : 

Provided however, that this surety shall ipso facto terminate 
from the date Shri 	  is declared permanent in any 
service in the Government of Punjab. 



418 

5. The Governmen t :;hall bear the stamp duty, if any, on this 

document. 

Signed and delivered by the said 

day of 

 

at 	 the 

 

(Signature of Surety) 

Signature 	 Designation 

	

Office to which attached 	• 

Address and occupation of witness 	 

Signature of the Head of the Depart-
ment/Office in which the Surety is 

employed. 

Dated 

for and on behalf of the Government of Punjab. 

K. D. VASUDEVA, 

Chief Secretary to Government, Punjab. 

Copy of Punjab Government circular letter No. 882-PP-83/1781, dated 

18th February, 1983, from the Department of Personnel and 

Administrative Reforms, addressed to all Heads of Departments, 

etc., etc. 

Subject.—Reservation for the members of Scheduled Castes and 
Backward Classes in Services—Measures to make up defi-
ciency—Implementation of Supreme Court decision 

regarding. ,  

1 am directed to invite a reference to Punjab Government Cir-
cular letter No. 277-PP-83/513, dated the 14th January, 1983, on the 
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subject noted above and to say that, as already intimated, the policy 
instructions of the Government, that in the matter of reservation in 
direct recruitment and in promotion in all classes of services, reser-
vation should be made on the basis of appropriate 100-point running 
rosters, and the Scheduled Castes and Backward Classes persons 
appointed on the basis of their merit (in case of direct recruitment) 
and promoted on the basis of their seniority-cum-merit, should not 
be counted for the purpose of percentage of reservation, had been 
challenged in the Punjab and Haryana High Court in Civil Writ 
Petition No. 3882 of 1981—Joginder Singh Sethi and others versus the 

State of Punjab and others. The Hon'ble High Court allowed the 
writ Petition,—vide their Judgement dated 25th May, 1982, 11982 

SLR-307], 

2. An S.L.P. against the said Judgement of the Hon'ble High 
Court has been filed by the State Government and another one by 
Shri Makhanjit Singh, an employee of the Irrigation Department of 
Punjab in the Supreme Court of India. These S.L.Ps pertain to 
reservation in Class III and IV services. A Writ Petition—Yash 
Pal Sharma versus the State of Punjab, has also been filed in the 
Supreme Court praying that the Judgment dated 25th May, 1982, of 
the Hon'ble High Court referred to above. be made applicable also 
in Class I and Class II services. 

3. These two S.L.Ps and Writ Petition came up for hearing on 
19th October, 1982 and the Order passed by the Hon'ble Supreme 
Court was duly communicated to you.—vide letter under reference. 

4. Since a doubt had arisen with regard to the actual import of 
the said Order of the- Hon'ble Supreme Court a petition for clarifi-
cation was filed by the State Government in the Supreme Court of 
India. This petition came up for hearing before the Hon'ble 
Supreme Court on 8th February, 1983 and the Hon'ble Supreme 
Court was pleased to pass a clarificatory Order dated 8th February. 
1983, according to which, inter-alia, no person who has already been 
appointed or promoted pursuant to the instructions of the Govern-
ment of Punjab shall be reverted, but so far as future appointments 
and promotions are concerned, these shall be made according to the 
Judgement of Hon'ble High Court and these will be ultimately 
subject to the result of the Writ petition and appeals pending in the 
Supreme Court. The order also lays down that in the letter of 
appointment/ promotion, made in accordance with the High Court 
judgement, the State Government will make it clear that the 
appointment/promotion is subject to the result of the writ petition 
and the appeals. A copy of the said order is enclosed as Annexure- 

B. 
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