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PREPARATION & MAINTENANCE OF CONFIDENTIAL REPORTS

1
PUBLIC (RULES) DEPARTMENT
G.0.{Pj344/66/PD, Dated, Trivandrum, 22nd August, 1966.
Abstract:;- Confidential Records on Government Servants — Mode of preparation
and Custody — Orders Issued.
1. G.O. (P} No.82/60/PD. dated 29-01-1960.
2. Memorandum No.8828/60-1/PD.dated 08-02-1960. y,
G.0O. (Ms.) No.672/60/Home dated 05-11-1960.
G.0. (Ms.) No.593/61/PD. dated 22-07-1961.
ORDER
In supersession of the orders read above, Government prescribe the instructions
in the Appendices to this order for the preparation and maintenance of Confidential
Reports on Government Servants.

Read:—-

B0

stock adequate nuraber of registers and forms mentioned for supply to the various
Departments on demand.
By order of the Governor,
N. M. PATNAIK,
Chief Secretary.
. INSTRUCTIONS
1. Objects.— The primary aims of recording Annual Confidential Reports on officers
are to achieve an objective assessment of the capacities of the individual officer in the
performance of his duties and to forecast his capacity for different and more responsible
work. Such systematised reports are also designed to gear such assessments to a common
standard throughout the prgmotional area. With these ends in view it has to be ascertained
how far an officer is able to apply intelligently the law and procedure prescribed to cases
coming before him. His qualities of leadership, his behavioural pattern towards his
subordinates and superiors and the general public are also points of interest which have
to be noted, The report should also comment gerrerally on' the manner in which the officer
has discharged his various duties during the period under review and give an estimate of
his personality, charfcter and ability, and in the case of an Officer of the Police Department

e e
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¥,
0
-

his capacity {or supervising investigations and prosecutions. In regard to officers belonging g;
to Technical Departments, Education and Judicial Departments, their professional ability .
and general reputation should also be referred to. .

The object of the annual reports is not, however, merely to screen an Officer’s
potential for higher positions. It also aims at making the employee do his present job
better. Having assessed the qualities of a subordinate by reviewing his achievements and
capacities the Competent Authority should make an attempt to correct the deficiencies
observed with a view to improving him. This is essential for increasing the general
efficiency of administration as the vast majority of officers are of average abilities.

2. Period of Report.—(a) The report on Gazetted Officers should be recorded
in Form - A, appended. The forms for reporting on Non-Gazetted Officers and Last
Grade Servants are at Appendices B & C respectively. The reports should cover the
period from the lst January to the 31st December in the case of all except All India
Service Officers. In regard to All India Service Officers, the period of report shall be
from the 1st April to the 31st March. :
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The contents of this letter should be brought to the notice of all (he
concerned offiedrs, Nomob&;x;‘f\f;‘sricc of the above Instructions will he

viewed seriously and action will be taken against those who are responsihle

&

tor any lapses.
1

Yours Faithful] y
Sd/-
Senior Administratiye ( Mficer
For Transport Commissioner

Approved for Issye
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Senior Superintenden
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Preparation & Maimtenance of Conficlential Reports

ould not be regarded as limiting the freedom of the reviewing officer to
onndd rernarks Louching on poinrs not mentioned by the reparting officer,
sonal remarks would, in fact, be Aecessary where the report is too brief, vague
e however, by anychance 4 reviewing officer does not have an idea of the warle
ol his subordinates it should be clearly stated by that authority that he has no
ige of the subordinate’s work. It would not be sufficient for an officer to affix his
AGUL any comments, such signature without tomments would signify
f the views expressed by the Officers below,
entries in the Confidential Reports should be descriptive,
¢ case of Last Grade Servants, only general descriptive remarks on
; snnel with details of adverse remarks, if any, need be entered. The confidential
fecords of these staff need not be passed on for Countersignature.
(vl) Reporting Officers should not refrain from recording in the confidential

#ports all relevant observations and opinions which they might have formed, as iwis
miention of Government to snsure that the report should represent a frank and full

isal of the Officer’s merits amd demerits, It is equally essential that all Officers
- 1o record their remarks in the confidential reports should do so with the
aution and should not record Sy remarks lightly or on the spur of the moment.
possible, reporting officers should WY Lo advance specific instances of reasons
justify their ¢ servations, Colourless entries hke ‘Satisfactory’, Jair’, ete., only defeat
the purpose for which confidential reports are roaintained and should be avolded
S far an possible Reporting Officers should deal with both the good points and
shortcomings of the officer in a clear and lucid manner 1o enable a correct assessment
of his character, abi ¥, ete. Appendix pives the details of the authorities who are 1o
mitiate, review and keep the confidential reports on the various categories of officials.
When an Officer is tra nsferred during the middle ofayear, a TEport or note
i atrdd ‘:{“quwd.&zi to the Officer to whose administrative control the
ansferred to B¥ompleted at the end of the year,
k. (viil] As the Distriet Collector in recognised as the Chief Representative of
Government in his Distriet and is expected (o supervise, direct and co-ordinate the
activitges in respect of development work i his«district, confidential reports in respect
wt Officers unless otherwise specified, should be written by him. He may give
lent reportsgbased on hig general impression in the case of District Officers
not administratively directly under him. The confidential reports  written by
cpartmental Officers need not be touted through the District Colleetor, This
ble the Head of the Department  to have » detailed appraisal of a District
work by the Regional Officer of the Department and a parallel general appraisp!
Jistrict Collector. It i not necessary for the District Collector to report on those
i€ rank of District Heads or those in charge of special institutions like Principals
s, ete,, but he should always have the discretion to send a note on any Officer
winct except Judicial Officers. Such reports shall form part of the Confidential
| the Government servant concerned.
orting Officer when he proceeds on leave or is transferred or retires
L record for the in formation of his successor his opinion on the work o
er direetly subordinate to him. The record should as far as possible contair.
ating Officer's opinion in regard to all the points prescribed in this Circulas
inion should be incorporated in the annual confidential report, If the reporting

O

eificer has held charge for more than four months, the record should itself be
made on the form of confidential report prescribed,
88 -
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Preparation & Meaintenance of Confidential Reports

communicating an adverse remark, neither the identity of the

rding the adverse remarks nor the period to which the remarks

Woaccount be disclosed 1o the reportee,

cer las done Sutstanding work in the course of & vear and

ion, the fact should also be communicated to him, '

-of communication of all remarks and the manner of communication
ded in the personal file. Acknowledgments should be obtained in all

4 the Confidential Records,
. Representations against Adverse Remarks,— Adverse eniries in
ehitial reports are not bPunishments under the Statutory Rules. No appeal
Atk i€ reportee should however, be given un
Against any remarks which have been
; tich he foels are unjustified. Sueh representation shouled
£ authority charged with the duty of Scrutinising the Officer’s
L report within one month of the date on which the communication is
by the reportee. The Comperent Authority may however, at ity discretion
esentation  made beyond the time specified above, if there iy
on for the detay, Representation should be couched in polite
Jective and facmal False/groundless Accusation or intemperate
s the fepresenting officer liable for disciplinary action,
following procedure may be adopted in dealing with representations

e GOVErmnent servants against adverse remarks communicated to them:—

(i} Representations against adverse temarks should be examined by an
Whoriy superior 1o the Feviewsng afficer, in consuliation, if necessary with the
CPo arel the

reviewing officers. The su perior authority referred to shall be
“ompetent authority to deal with such representations,
Y “t £,

e

note wil

o B O

ind that the remarks were justified and the representation was
I be made in the Confid tal Report of the representationalist
ection in good spirit,

I the Competent Authoriy feels thay there is not sufficient ground for
esentation should he rejected und the Officer informed
Ea

however, feels that the remarks should be toned down he should
Ry separately with Broper attestation at the Appropriate place

rrection should not be made in the earlier entries themselves,

&

- Tere event of the competent author v coming to the conclusion
remark was inspired by malice or was entirely incorrect or
intounded and therelore tdeserved eapunction, he should record his findings in the
: ‘ds. For this purpese he will make an entry in red ink with his
and date stating that he had done so. But before taking such

bring it te the notice of the Head of the Department or Office if
-5 1ot aecupy that pesition. 1t is not correct to paste over the remarks
 may merely be scored through,

The eriginal representations or explanations against adverse remarks

nel the ! i thierean should be kept in the Confidential Records.
twitl There is no stope for correspondence between the reviewing officer, the
AR vilioer and the ufficer reported upon except the representations made.
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16. Miscellancous.— (i) Restriction in handling.— Custodian Officers
should ensure that subordinates in administrative posts do not have access to the
Confidential Reports on themselves, their seniors or of officers of equal rank.

(i) Open certificates.— Excepts as provided in para 12 above, open
certificates by superior officers should en no account be issued to subordinate officers,

; 2 .
PUBLIC (8$) DEPARTMENT
CIRCULAR MEMORANDUM

No.13362/882/67-1/PD.  Dated, Trivandrum, 27th February, 1967.
Sl Cenfidential Reports -~ Communication of adverse remarcks - Regarding

Para Tof the ingfguctions regarding mode of preparation and custody of

Confidential Reports issited with G.O.(P) 344/66/PD. dated 22-08-1966 stipulates .

that while recording adverse entries in the Confidential Reports, the Reporting
Offiger should give an indication of the efforts he had made by way of guidance,
admonition etc., to get the defects removed and the results of such effores. It is also
laid down that where an adverse entry is made, the reporting officer should
certify that the Mefects have been brought to the notice of the Subordinate
Officer. Adverse entries should normally refer only to defects which persist
despite the efforts &f the reporting officer to have them corrected. All reporting

officers are requested to ensure that these instructions are carefully and scrupulously

lowed in all cases of adverse comments in the Confidential Reports on their staff,
as otherwise the entries in certain cases are liable to be expunged.
‘ : N. M. PATNAIK,
Chiel Secretary.




