No.22011/6/2013-Estt(D)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

North Block, New Delhi
Dated the 28" May, 2014

OFFICE MEMORANDUM

Subject: - Eligibility of officers to be considered for promotion by DPC- Fixing of
Crucial Date - Regarding.

TR

The undersigned is directed to invite reference to the Department of Personnel and
Training’s Office Memorandum No. 22011/3/98-Estt(D) dated September 17, 1998
regarding subject mentioned above, which provides that the crucial date for determining
eligibility for promotion in case of financial year-based vacancy year would fall on January
1, immediately preceding such vacancy year and in case of calendar year-based vacancy
year also, the first day of the vacancy year i.e.1* January itseif would be the crucial date.

2. In case of financial year-based vacancy year, there is a clear gap of 3 months
between the crucial date of eligibility and the date of commencement of vacancy year i.e.
between January 1 and April 1. Due to this gap, for any such vacancy year, even if the
Departmental Promotion Committee (DPC) meeting is heid in time as per the Model
Calendar, there is always a possibility of few officers not fulfilling the eligibility criteria as
on the crucial date of eligibility, though they are fulfilling the same as on the date of
commencement of the vacancy year.

3. The matter has been examined in consultation with Union Public Service
Commission. It has been decided that the crucial date of eligibility shall be 1% April of the
vacancy year in case of financial year based vacancy year i.e. where the Annual
Performance Appraisa! Reports (APARs) are written financial year-wise. In case of
calendar year based vacancy year, i.e. where APARs are written calendar year-wise, the
crucial date of eligibility shall remain as 1% January of the vacancy year. These
instructions shall come into force in respect of vacancy year 2015-16 (financial year)
commencing from April 1, 2015 and vacancy year 2015 (calendar year) commencing from
January 1, 2015 and shall, accordingly, be applicable to all such subsequent vacancy
years.

4, These instructions shall be applicable to all services/posts. All
Ministries/Departments are requested to bring these instructions to the notice of ali

concerned including attached and subordinate offices. w/

(Mukta Goel)
Director(E-I)
Tele. No. 23092479

All Ministries/Departments of the Government of India.



9.

Copy to:-

The President's Secretariat, New Delhi.

The Vice-president's Secretariat, New Dethi

The Prime Minister's Office, New Delhi.

The Cabinet Secretariat, New Delhi.

The Rajya Sabha Secretariat, New Delhi.

The Lok Sabha Secretariat, New Delhi.

- The Comptroller and Auditor General of India, New Delhi.

The Secretary, Union Public Service Commission, New Delhi

The Staff Selection Commission, New Dethi.

0 All attached offices under the Ministry of Personnel, Public Grievances and
Pensions.

11. All Officers and Sections in the Department of Personnel and Training.

12. Establishment(D) Section, DoP&T (10 copies)

13. NIC for updation on the website.
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(Mukta Goel)
Director(E-I)
Tele. No. 23092479
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No. 2287 1459 - E st (A -
Government of india
Minkory of Persconsl, Public Grisvances and Porsions
Department of Perscnnsd & Training
B North Biock, New Dathi - 110001
Deted, the 14k Sept, 1592
OFFICE MEMORINDUM
Sublect Promotion of Goverswne servants against whom disciplinay/cout proceedings are pending or
. whzse Condact i under investigetion - Procedure and guidelines fo be followed,

The undessignad is disected 1o reler o Depantmont of Porsonnel 8 Traming OM No.22011/2788-Es.{A]
dated 12th Januery, 1980 and sibseguent instructions issued from time 1o ime on the above subject and 10 say
that the precadure and guidelines 1o be followed in the matter of promotion of Government servants against
whonn discmfinars/oourt proceeaings 8 panding o whose condut is under invastigation have been reviewed
carelully. Governmant have alzo noticed the judgsment dated 27.08.1991 ol the Suprema Court in Union of
India olo. ve. KV, Junkiraman ete. [AIR 1091 SC 20101 As 2 result of the review avd in supersession of all the
sarlier instructions on the sublect frefarrad o I the manging, the procadure 1o be lofiowed in this regard by the
authoritles torerened s laid down in the subsequent poras of this OM for their guidence.

2. Avshe tee of coosideration of the cases of Goveram ant servants for prometion, details of Govarnment
servams I the considerziion zone for promotion faling under the loflowing categorios should be specifically
brought Yo the nolics of the Departmental Promotion Committea:~ |

1} Covermmant sarvants under suspansion;

Covermmar serdants 5 respect ol whom a charge shest bas been issuad and the disoplinary

proceerlings are panding; and
i} Covermmont sorvants in respoct of whom prosecction b 2 eriminal ¢harga is peading.

Qﬂé 'F%w {?{'@r: “!r/‘a*z Lk iﬁrs’:«mmiim Commines shall assess the Wim’t

Ciovernmant sarvanis
a«awds{imm withowt
ssment of the DPG,

ancl the grading awerded by # will Bukegt in a wa‘w cover. The cover wil ba
superscribad Findings ;xagmd’mg zmmiaﬂﬁy for promotion to the gradeposti ol in respect of Shii
res e e v e s AT0EITE OF the Govbrement servantl. Hot 1o be gperad Wl the

?mmm“* ’:w of  thae  disciplinary  caseseriminal  prosecvbion against  Shn

¥

. oo errensneenme s 18 procesgings of the DPC nesd only contain the nole The
im«iﬂ nys ‘aw m;:xmaxg i sw m%&d sealed cover'. The authorly compatent 1o 1l the vacaney should be
separstely addised ‘o Il tha vacancy in the higher grade only in an officiating capacily when the findings o %he
EPO in respect of the suitabilty of 8 Governmont servent for his somotion arg kept in = sealed cover,

2.2 The st pocedure Sutlined is para 2.4 above will be followed by the subsequent Depanimental
Promotion Commiltens convenod 1l the disciplinary caselonminal prosecubion *:}‘tzfﬁm the Government
servant concorred is cancluded

3. Onthe conslusion of tha disciplinery caseicrimingl prosecution which results i dropping of elegatons
against the Govt. sarvert, the sralad cover of covers shall be cpened. In case the Government servant is
compietoly sxsrerzied [he due date of bis prooiotion will be determined with relerence 1o the position assigned
1o hirm by the Hndings kot in the sealed coveroovers ond with relersnce 1o t?m date of promotion of his next junior
on tha basis o such positien. The Govemment servant may be promoted, i necessary, by reverting the junior-
most oificisting person. He may be ;:wmzmm notionaly with relsience 1o the date of promotion of his jurior.
Hoveoreor, whether the olficsr concerned will bo entitled fo any anears of pay for the period of notional prometion
preceding the date of aciusl poomotion, and # so 1o what extent, will be decided by tha appointing authority by
laking inte considertion al the facts and clroumstances of the iplinary procesding/ciminal prosecution,
Whare 1he guthority danios amears of salory or part of & wil recond s reascons for doing so. s not possible o
articipate and enineds exhaustively 8l (5e ciroumstancas under which such deniats of arrears of salary or
part ol & may beonroe pacessary.  Howsver, thers may ba cases whare the wmmm,m@ whether disciplinary o
ctitninzl, are, Bor axample doleysd of k?m mm%&a,ma of the swpopss or the cearance in the disciphnary
proceedings of scountel i the oormene nrocesdings s with benall of doubt or on scoount of non-avatiabay of
evidoneez due In the acls atrbutable to e emoloyes et These are only some of the circumstances whete
such denisd can ba ustitied,

taking inio con fw%m i mx g seiplinary £ase alcrirmaal g;m;sm% ey pagmr}a 9
inchuding VUall b Promwtion,

3y W any poralty bs mposed on the Govarrosant sapvant 28 8 tesul of the ducipbnary proceedings or d ha
B8 tound guilty m i crimingl pros scution against B, the firdings o the sealed soveriovers shall not be arted

gpon. His csse for proroton may be considared by the next DPC in the rermal cosrse and having regas 10 e
penalty mposed ooy Bl

32 hkwakoo

disciplinary niles, "warshng shoukl ol be issued as a weull of such proceedings.
procoedings, that sora Blams araches 1o the Governrnant servarg,
imposad,

4,

% in found, @s a resul of the
at lean tho panaity of ‘censure’ should be
5 necessany 1o ersure thal the disoiplinary caselviminal prosecition  wmstivted agEingt any
Governmant servant 15 not undy'y profonged and o elfonts 1o finalise expeditious ?‘n proceedings shouid be
taken 5o tha the roed lor keeirg Uw case of 2 Governmen? sevantin a ses w“ covet is frmited fo the batast
menenum. 1 has, therefore, been decided that the *‘;;‘{’3‘"*" vg auihor e corcerned should redew
somprebensvely ﬁ'”‘&? cases of Boverneent servanls, wh seab lw for pramaton 1o @ Higner ¢ crade has bes
Keat i o sesbed vover on he aspey of & menihs fom the date of conveni i sy Departmental P'c*m;ﬁ@ o4
Copnemition &m““‘“ tmed schudged Yas sultahdity sod begt 80 B Sy + Tuch a teview should be

iox the ~eload ¢

s

favilied that i a cane where disciplinary proseedings have been hold under the relevant



Procedurs tor ad-voc
promation.

Ssaled cover procedurs
for confirmation,

Ssaled covar procedure
spplicable to ofticsrs .
coming under cloud a'tar
holding of DPC but bators
promotion,

done subsequsatly alto avery tix months, The revivw chodld, intsr alfa covar ihe picy

disciplinary proceadings'criminal prosscution and ihe ‘urther moasuras to be tzken iy
complation,

5. In spite ¢ tha six monthly mview raferred to in pzia 4 abovo, theie may by 5209 €388y
disciplinary case/ crinsinal proseculion against the Govenunert servant is not conclidad even altor
of two years lrem the data of the meating of the first DPC, which kept ts findings in respect of the Gk,
sarvart In a sealod cover. In such a situation the appointing autherty may review tha case of the Goven
servait, provided he la not under suspansion, to consider the desirability of giving him ad-hoc proma,
kaepinrg in view the {ollowing aspects:-
al Whothar the promdtion of the officer will be against public interest; *
b} Whather the charges are grave enough o warrant continued denial of promotion; L
¢} Whaother thare is any likeihood of the case coming 1o a conclusion in {;m near future; \
d] Whether the dezly in the finalisation of proceedings, departrnantal or in a court of law, is not directly ot
indirectly atiributable to the Government servant concarred; and
Whethar there ls any lhelihood of misuse of oificial position which the Government servant may
occupy after ad-hoc promotion, which may adversely affect the conduct of the departmental
case/criminal prosecution.
Tha a;:xgminﬁng authority should also consult the Central Bureau ol Investigation and take thaeir views into

gymﬁx;nﬁwhm the departmantal proceedings or criminal prosecution arose out of the investigations conducted
the Bureau.

5.1 Incasa the appointing authority comes o a conclusion that i would nol be against the public intarest to
allow ad-hoc promation to the Government sarvam, his cass should bs placed betorg the naxt DPC heid in the
normal courss alter the axpiry of the two year pariod to docide whethar the officer is suitable for promotion on
zd-hoc basis, Whare the Govamment sorvant is considered for ad-hoc promotion, the Depardmental
Promotion Commites should make ks assassmant on the basis of the totality of the individual's record of
servica without taking into: accouat the panding disciplinary casefuriminal prosecution against him.

5.2 ARar a decision & taken *o promuote a Government servant on an ag-hoc basis, an order of promotion
may ba jssued making # cloar in tha crdor solt that- .

i} the promction is baing mads on purely ad-hocbasis and tha ad-hoc prometisn will not confer any right
for regular promedion; and -

i} the promotion shall ba “ustil further orders™. It should also ba lndicatnd in the orders that the
Governmani teserve tha right to cancet ihe ad-hoo promotion and revert at any time the Government
servant 1o the past from which ha was promated,

5.3 Hthe Governmeant sorvant concernad Is acquittod in the cririnal prosacution on the merils of the case
or is fully exoneratad in tha deparmental proceedings, the ad-hoe promotion alraady made may bae confirmed
and tha promotion trezted 2s a regular one from the data cf the ad-hoc promotion with all atendant benelfts. In
case the Govarrmant servant ceuld have narmally got hits rogular promotisn rom a date prior 1o the date of his
Lad-hoe promotion with refarence 1o his placomant in the DPC proce sdings kept in the sealed cover(s) and the
actual date of promotion of the parson ranked immediately junior to him by the same DPC, he would aiso be
allowed his due ceniodty and banelil of notional promaetion as envisaged in para 3 abave.

5.4 Hthe Goverment servart is not acguitted on marits in the criminal prosecuton but purely on tachnical
grounds and Government either proposes to take up the malter to a higher court or 1o proceed against him
departmentally or i the Government servant is not exonatated in the departinental preceadings, the ad-hoc
promotion grantad to him should be brought to en end.

8. The procadure oullined in the preceding paras should also be followed in considering the claim for
confirmation of en officer under suspension, ate. A parmanaent vacancy should be roserved for such an officer
when his case is placed in sealad covar by thae DPC,

7. A Goverament serean, wiio s recammaended for promotion by the Departmental Promotion Committes
but in ‘whose casn any of e circumstances mentioned in para 2 alxive arise alter thy recommendations of the
DPC are recaived but bafoe b is actually promoted, will be considared as # his case had boen placed in assaled

cover by the DFC. He shall not be prometad untid s s complately exoneratod of the chargas against him and the
provisions comtzinad in Mz OM will bo appiiosbic 0 his case also.

8)

8. Incotar as tho parsonnel sendng &y tha Indizn Avcit 2ad Aconusts Dopariment are concerned, these
instructions have boan issuwad aflsr coo b avan with tha Comptroller snc Auditor Ceneral of India.

9. Hindi varsion will fnlioay. .
(M.S. BALY

. DIRECTOR
To

ﬁjl Ministrias and Dapartments of the Govemment of India with usual nurnbar ¢f spare copies.
Hao. 2.:;&11:’4&%4;&11{&} Dated the 14th Sapt., 1992,
Copy lorwardad for inlormation -
. Coantral Vi fance ?cnimissicsa. Mow Delhi. 2. Central Bureas ol Investigetion, Now Delhi.

Union Publis Servica Commizsion, Now Delhi 4 Compirafier and Auditor General, New Delhi.

President's Sacretariat/Vice -President’s Secretarat:Lok Sabha Secretarial/Rajya Sabha Secretariat
and Prims Llinistar's Office.

Chial Socratariag ol AVl States and Unicon Termitoriss.
All Clficars and Administrative Sections in the Miristry of Parsonnal, Public Grievances and Pensions  and

Ministry of Home Allairs. o
(M.S. BALY
DIRECTOR
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/CONFIDENTIAL/

- ' NO.AN/X1/11060/S.Aud. Vol.I1(2c v 5)

OFFICE OF THE C.G.D.A.
WEST. BLOCK V RK PURAM
NEW DELHI=66

/
DATED 7 NOV.B9
To .
All CsDA
including Chief CDA(P)Allahabad. :
Chief Controller of Accounts(Fys)Calcutta,
Jt.CDA(Funds)Meerut.
Sub ¢ Criteria for Promotion vis-a~vis orders of reservation etc. of Scheduled

Caste and Scheduled Tribe Employees. \
Ref ¢ This Office Confidential Circular ND.O636/AN/D-I> dte22408.73.

_ In this HQr Confidential Circular referred to above, it was clarified that
when persons belonging to reserved categories are found to be not fulfilling the .
criteria prescribed, instead of declaring them unfit on consideration like their
last two reports being adverss, the local promotion committee should go into the
various aspects of their cases, including the nature of adverse remarks, esarlier
records of the individuals etc. to arrive at an overall view as to whether they shauld
be considered fit for promotion/confirmation inspite of the adverse remarks.

2 Cases have come to motice of this HQr wherein, while adjudicating the cases

of persons belonging to Scheduled Caste/Scheduled Tribe Employees for their promotion/
confirmation CsDA have not implemented the above instructions in their true spirit,
Some CsDA appear to be under the impression that the general guidelines issued on the
criteria for determining suitability for promotion to and confirmation in class-III/
Class-IV posts vide this HQr circular letter No.0632/AN-F dated 04,12.73 have super=
seded the instructions issued on the subject referred to above vide HQr circular dt.
22408473, This is not correcte. In this connection it would be seen that in para 1 of .
HQr circular dt.22,08.73 it has clearly been stated that various orders on the repre-
senhtation of SC/ST employees in Service were in relaxation of the general orders and
that the relaxed standards or special consideration mentioned in those orders, were to
-be viewed as exceptions to the general rules. It was, therefore, stressed that special
dispensations as admissible under various Govt.orders could, therefore, be meted out
to the SC/ST Employees while implementing the departmental instructions issued from
time to time. '

3. CsDA are, therefore, requested that in future while adjudcating the cases
of these categories of individuals the guidelines given in this HQr Confdl.Circular

:' letter dated 22,08.73 are applied rigidly.
) !
1 :

( RuM.5.LIBERHAN )
% DYWL sGaDuho(ADMIN)

v
DT
,»’4/

Please acknowledge receipt.

)
O
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¥ - No. 06B/AN/D-T7V
4 O0ffice of the
Controller General of Defencn Accouw

‘ Wast Block-V, K. Puram, "
i T ; Mew Delht-- ‘

Dated tho 22th Aang 1973,
P

To » .‘ !
! A1l Controllers of Vefence Acosunts
' (‘.zcluding JCDA-(IM\nds) Meorut)

Tub - ‘-Crlterion for promotion vis-g-vis order_av.‘.
- . of reservation etc.. of Scheduled Cn“te
and Scneduled\Tribe employees.

Ref :- This Office confidentlal Circular No. ooao/ﬁ i
AV/D-IV dated 25.4.73. RSt o B

In this offlce circular quo ted above 1t

was c! "*'ifled that Vaﬂous orders on the

“\ = i

. _repre sent{,tion of Scheduled Ca te and uCthUlOd»

5 w
Tribe emplayees 1in services are in relaxation of
[\waV 'i

A
the geners L o‘tdars and wimtamr\ reldxed stmdard/s

‘or spe(‘.'i/al consideration men’cioned n tho se orders,
LAL‘T\'\MM

A

‘\'Orders oould therefure, be m¥eted out to the )chedul( ';/f',

;Caste/bchoculed Tribe ewuployees vhile imple'menting

b L)—(er\ Mluz))\s < ~°~‘v:\\rj LDaalbax o
We mve mr&heremiﬁed the rrmtte{;. I w

f_mm 1n the

case of candidates belonging to ucheduled",

Caste and Scheduled Tribc emplnyees. When perwons o

belonging to these reserved communitias are found

‘o be not fulfilling the criterig pr‘escrilwd}tn stead

of declarim: the~ uniit gi oo ztderations like theirx,
: \l =X
lagt two reports being adverse, the local Promotion "-\;

(ommittee should go into the varin

heot -
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Al r(mf Tolleps
(Including 5

Suhiect:i- Criteris for detarminineg suibahility
for prorotion to and contirmat ion in
Clasys LI{1L/Clesy, W pusts - tavision of,

Paference this o"flea confidential Mrculru N()’)OJ o/AN /1
* cated 10. 10;19’/0 - 5 e

+

I‘hJ revised criteria for adjudicating of ind:lv ldual's
f‘Lnass or otherwise for promotinrn t 0 and within Class ITI/
Clazs IV rosts as also for conﬁr'mation In. these gr.d=s arz set
ont In this off“icze ciraular N- 6’%’>/’\N/}' dated 10.10.72.

> FUN It had befm repre sent=4 to this of fice that the
oxisting provislon 1n our above quoted cir.alar for determining
suifa‘ﬂiitv or otherwlise for promotion and éonfirmation in
class III and Class IV posts operhted harshly and calls for
liveralisation. This point Wd‘; discussed In the Controll=rsg!
conference held in 11/7'3 1t *has, In consequence, been decided
that in partial modification of £his ofr ice cumﬂar Aat ed
10.10.72 ment lone A gbovmr;y ths following criteria For‘ adiudicat ion
of the fitness or otharwise fOI‘ promotion to  and within Class
ITT/Class IV posts as also confirmation in bthe s graisg will be
adopt=d hereafter:+ ‘ ‘

(1) The last three ‘innual Confidsitial report’'s would
be considered;

(Ll)Out of the above thres rapsrts, the latest should:
ba clear and frez from any adverse re mark ;

(1ij)TI the othor two reports bhoth contain adverss
Tem»—\.T‘kS, ths individual will not be r&commendsad
'fit" for promot ion/confirmation. If, howevsr,

e only ane/ths two remainine report s con_i:_;gg_ adver e
é?’ i ramarkg, the Local _Promotion Committee will hage

} if;_,r@comrmndatmns on the overall record of th€

' jndriviriua]
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/ZONFIDENTIAL/
NO.AN/XD/11060/1/Vol. 1V
OFFICE OF THE C.G.D.A~

WEST BLOCK V. .RK PURAM.
NEW DELHI=66 <"« @

DATED | % SEPT.'82



No. 28020/1/2010-Estt(C)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Truining)

North Block, New Delhi
Dated the 21" July, 2014
OFFICE MEMORANDUM

Subject: Consolidated Instructions on Provation/Confirmation in Central Services -
regarding.

The undersigned is directed to say that this Department has been issuing instructions/
guidelines from time to timc laying down principles to be followed in
probation/confirmation ol persons appointed to services and posts in Central Government.
All such instructions issued till date have been consolidated under easily comprehensible
headings for the facility of reference and placed as Annexure to this O.M. The number and
date of the original O.M’s has been referred in the relevant instructions for easy reference in
the context. All Ministries/ Departments are requested to bring the above guidelines to the
notice of all concerned.

Z; There may be posts in various Ministries/Departments/Organizations where the norms
specified in the Recruitment Rules are different from those prescribed in the Annexure, In
such cascs, the norms specified in those Recruitment Rules shall prevail.

V.
3. Hindi version will follow. -
JA.Vaidyanathan)
Dircctqy (Establishment)
TClefax: 23093179
To '

All Ministries/ Departments.

Copy to:
Mresident's Seeretariat, New Dethi,
Vice-President's Secretariat, New Delhi.
The Prime Minister's Office, New Delhi.
Cabinet Secretariat, New Delhi.
Rajya Sabha Secretariat/Look Sabha Secretariat, New Delhi,
The Registrar General, the Supreme Court of India, New Delhi.
The Registrar, Central Administrative Tribunal, Principal Bench, New Delhi.
The Comptroller and Auditor General of India, New Delhi.
9. The Secretary, Union Public Service Commission, New Delhi.
10. The Sccretury, Stall Selection Commission, New Delhi.
11, All attached offices under the Ministry of Personnel, Public Grievances and Penslony.
12. National Commission for Scheduled Castes, New Delhi.
13. National Commission for Scheduled Tribes, New Delhi.
14, National Commission for OBCs, New Delhi.
15. Secrctary, National Council (JCM), 13, Ferozeshah Road, New Delhi.
16. Establishment Officer & A.S.
17. All Officers and Sections in the Department of Personnel and Training.
18. Facilitation Center, DOP&T (20 copies)
VTNIC (DOP&T) for placing this Office Memorandum on the Website of DOP&T.
20. Establishiment Section (100 copies).

PN LN~
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Annexure to DOPT 0.M.No.28020/1/2010-Estt(C) dated 21" July,2014.

PROBATION AND CONFIRMATION

A person is appointed on probation in order to assess his suitability for
absorption in the service to which he has been appointed. Probation should not,
therefore, be treated as a mere formality. No formal declaratlon shall be necessary in
respect of appointment on probation. The appointing authorty may declare
successful completion, extend the period of probation or terminate the services of a
temporary employee on probation, on the basis of evaluation of performance.

2. Probation is prescribed when there is direct recruitment, promotion from
one Group to another or for officers re-employed before the age of
superannuation. The probation shall stand successfully completed on issue of
orders in writing. It is, however, not desirable that a Government servant should be
kept on probation for long periods. ‘

PERIOD OF PROBATION
3. The period of probation is prescribed for different posts/services in Central
Government on the following lines:
S. No. | Method of appointment | Period of probation
PROMOTION

1 Promotion from one grade to another but | No probation.
within the same group of posts e.g. from
Group ‘G’ to Group ‘C'
2 Promotion from one Group to another e.g. 2 years or the period of
Group ‘B’ to Group ‘A’ probation prescribed for
the direct recruitment to
the post, if any.

DIRECT RECRUITMENT | =7

3 (i) For direct recruitment to posts except |2 years
clause (ii) below

(iy For direct recruitment to posts carrying a | 1 year
Grade Pay of Rs. 7600 or above or to the
posts to which the maximum age limit is 35
years or above and where no training is
involved;

Note: Training includes ‘on the job' or
‘Institution training”

4 Officers re-employed before the age of | 2 years
superannuation.
5 Appointment on contract basis, tenure hasis, | No probation.
re-employment after superannuation and
absorption

[ DoPT OM No. 21011/2/80-Estt.(C) dated 19.05.1983 and
OM No. AB.14017/5/83-Estt.(RR) dated 07.05.1984)

® As per revised pay scale of CCS(Revised Pay) Rules,2008.




(A)  DIRECT RECRUITMENT

if a Government servant is appointed to another post by direct recrullment
either in the same department or a different department, it may be necessary
to consider him for confirmation in the new post in which he has been
appointed by direct recruitment irrespective of the fact that the officer was
holding the earlier post on a substantive basis. Further confirmation in the
new entry grade becomes necessary because the new post may not be in the
same line or discipline as the old post in which he has been confirmed and the
fact that he was considered suitable for continuance in the old post (which
was the basis for his confirmation in that post) would not automatically make
him suitable for continuance or confirmation in the new post the job
requirements of which may be quite different from those of the old post.

[OM No. 18011/3/88-Estt(D) dated 24.09.1992]

(B) PROMOTION

(1) Persons who are inducted into a new service through promotion shall also
be placed on probation but there shall be no probation on promotion from
one grade to another but within the same group of posts, except when the
promotion involves a change in the Group of posts in the same service, e.g.,
promotion from Group 'B’ to Group ‘A’ in which case the probation would be
for the prescribed period.

[OM No. 21011/2/80-Estt.(C) dated 19.05.1983]

(i) if the recruitment rules do not prescribe any probation, an officer appointed on
regular basis (after following the prescribed DPC procedure, etc.) will have all
the benefits that a person confirmed in that grade would have.

[OM No. 18011/1/86-Estt.(D) dated 28,03.1988]

(i)  There shall be no probation in the cases for appointment on contract basis,
tenure basis, re-employment after superannuation and absorption.

[OM No. 21011/2/80-Estt.(C) dated 19.05.1983]

PROGRESS DURING PROBATION

4, instead of treating probation as a formality, the existing powers to
discharge probationers should be systematically and vigorously used so that the
necessity of dispensing with the services of employees at later stages may arise
only rarely.

b, Concentration of attention on the probationer's ability to pass the
probationary or the departmental examination, if applicable, should be an
essential part of the qualification for confirmation but there should be a very
careful assessment of the outlook, character and aptitude for the kind of work that
has to be done in the service before a probationer is confirmed.
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6. A probationer should be given an opportunity to work under more than one

-officer during this period and reports of his work obtained from each one of those

officers. The probation reports for the whole period may then be considered by a
Board of senior officials for determining whether the probationer concerned is fit to
be confirmed in service. For this purpose, separate forms of report on the
probationers should be used, which are distinct from the usual Annual
Performance Appraisal Report (APAR) forms. The probation reports, unlike APAR,
are written to help the supervising officer to concentrate on the special needs of
probation and to decide whether the work and conduct of the officer during the
period of probation or the extended period of probation are satisfactory enough to
warrant his further retention in service or post, The probation reports thus do not
serve the purpose for which the APARs are written and vice versa. Therefore, in
the case of all probationers or officers on probation, separate probation reports
should be written in additional to the usual APARs for the period of probation.

7. Save for exceptional reasons, probation should not be extended for more
than a year and in no circumstance an employee should be kept on probation for
more than double the normal period.

8. A probationer, who is not making satisfactory progress, should be informed
of his shortcomings well before the expiry of the original probationary period so that
he can make special efforts at self-improvement. This can be done by giving him a
written warning to the effect that his general performance has not been such as to
justify his confirmation and that, unless he showed substantial improvement within a
speclfied period, the question of discharging him would have to be considered. Even
though this is not required by the rules, discharge from the service being a severe,
final and irrevocable step, the probationer should be given an opportunity before
taking the drastic step of discharge,

[OM No. F.44/1/59-Ests(A) dated 15.04.1959,

9. During the period of probation, or any extension thereof, candidates may be
required by Government to undergo such courses of training and instructions and to
pass examinations, and tests (including examination In Hindl) as Government may
deem fit, as a condition to satisfactory completion of the probation.

TERMINATION OF PROBATION

10. The decision whether an employee should be confirmed or his probation
extended should be taken soon after the expiry of the initial probationary period,
that is within six to eight weeks, and communicated to the employee together with
the reasons in case of extension. A probationer who is not making satisfactory
progress or who shows himself to be inadequate for the service in any way should
be informed of his shortcomings well before the expiry of the original praobationary
period so that he can make special efforts at self-improvement.

[OM No. F.44/1/59-Ests(A) dated 15.04.1959]




11. On the expiry of the period of probation, steps should be taken to obtain the
assessment reports on the probationer to: -

(i) Confirm the probationer/issue orders regarding satisfactory termination
of probation, as the case may be, if the probation has been completed
to the satisfaction of the competent authority; or

(i) Extend the period of probation or discharge the probationer or
terminate the services of the probationer as the case may be, in
accordance with the relevant rules and orders, if the probationer has
not completed the period of probation satisfactorily.

[OM No. 21011/2/80-Estt.(C) dated 19.05.1983]

12 In order to ensure that delays do not occur in confirmation, timely action
must be Initlated in advance so that the time limit is adhered to.

[OM No. 18011/2/98-Estt.(C) dated 28.08.1998]

13. If it appears to the Appointing Authority, at any time, during or at the end of
the period of probation that a Government servant has not made sufficient use of his
opportunities or is not making satisfactory progress, the Appointing Authority may
revert him to the post held substantively by him immediately preceding his
appointment, provided he holds a lien thereon or in other cases may discharge or
terminate him from service.

14, A Probationer reverted or discharged from service during or at the end of the
period of probation shall not be entitled to any compensation.

EXTENSION OF PROBATION PERIOD

156. If during the period of probation, a probationer has not undergone
the requisite training course or passed the requisite departmental examinations
prescribed (proficiency in Hindi, etc.), if any, the period of probation may be
extended by such period or periods as may be necessary, subject to the condition

that the total period of probation does not exceed double the prescribed period of
probation. '

16. The Appointing Authority may, if it so thinks fit, extend the period of
probation of a Government servant by a specified period but the total period of
probation does not exceed double the normal period. In such cases, periodic

reviews should be done and extension should not be done for a long period at one
time.

17. Where a probationer who has completed the period of probation to
the satisfaction of the Central Government is required to be confirmed, he shall be

confirmed in the Service/ Post at the end of his period of probation, having been
completed satisfactorily.




LEAVE TO PROBATIONER, A PERSON ON PROBATION

18. A person appointed to a post on probation shall be entitled to leave under
the rules as a temporary or a permanent Government servant according as his
appointment is against a temporary or a permanent post. Where such person
already holds a lien on a permanent post before such appointment, he shall be
entitled to leave as a permanent Government servant.

19. The period of joining time availed of by a probationer on return from leave
should be counted towards the prescribed period of probation if but for the leave, he
would have continued to officiate in the post to which he was appointed.

20. If, for any reason, it is proposéd to terminate the services of a probationer,
any leave which may be granted to him shall not extend —

(i) beyond the date on which the probation period as already sanctioned
or extended expires, or

(i)  beyond any earlier date on which his services are terminated by the
orders of an authority competent to appoint him.

[Rule 33 CCS(Leave) Rules 1972]

CONFIRMATION

21. If, during the period of probation or any extension thereof, as the case may
be Government is of the opinion that an officer is not fit for permanent appointment,
Government may discharge or revert the officer to the post held by him prior to his
appointment in the service, as the case may be.

22. Confirmation will be made only once in the service of an official which will be
in the entry grade post/service/cadre provided further confirmation shall be
necessary when there is fresh entry subsequently in any other post/service/cadre by
way of direct recruitment or otherwise. Confirmation is de linked from the availability
of permanent vacancy in the grade. In other words, an officer who has successfully
completed the probation, as prescribed under relevant rules, may be considered for
confirmation. A specific order of confirmation will be issued when the case is cleared
from all angles.

[OM No. 18011/1/86-Estt.(D) dated 28.03.1988]

23. On satisfactory completion of the period of probation or extension thereof,
the Government may confirm a temporary Government servant to his appointment
from the date of completion of the period of his probation or extension thereof.

[OM No. 18011/1/86-Estt.(D) dated 28.03.1988]




24, The date from which confirmation should be given effect to is the date
following the date of satisfactory completion of the prescribed period of probation or
the extended period of probation, as the case may be. The decision to confirm the
probationer or to extend the period of probation as the case may be should be
communicated to the probationer normally within 6 to 8 weeks. Confirmation of the
probationer after completion of the period of probation is not automatic but is to be
followed by formal orders. As long as no_specific orders of confirmation or
satisfactory completion of probation are issued to a probationer, such a probationer
shall be deemed to have continued on probation. ‘

[OM No. 21011/2/80-Estt.(C) dated 19.05.1933]

25. Where probation on promotion is prescribed, the appointing authority will on
completion of the prescribed period of probation assess the work and conduct of the
officer himself and incase the conclusion is that the officer is fit to hold the higher
grade, he will pass an order declaring that the person concerned has successfully
completed the probation. If the appointing authority considers that the work of the
officer has not been satisfactory or needs to be watched for some more time he may
revert him to the post/service/cadre from which he was promoted, or extend the
period of probation, as the case may be.

[OM No. 18011/1/86-Estt.(D) dated 28.03.1988]

26, Since there will be no confirmation on promotion before an official is declared
to have completed the probation satisfactory, ~ rigorous screening of his
performance should be made and there should be no hesitation to revert a person to

the post or grade from which he was promoted if the work of the officer during
probation has not been satisfactory.

[OM No. 18011/1/86-Estt.(D) dated 28.03.1988]

27 A Government servant appointed by transfer would duly have been
confirmed in the earlier post. In such a case further confirmation in the new post
would not be necessary and he could be treated as permanent in the new post.
Where, however, a Government servant who has not already been confirmed in the
old post is appointed by transfer, it would be necessary to confirm him in the new
post. In such cases, he may be considered for confirmation after watching him for
two years. Within that period of two years, the officer would earn two reports in the

new grade and the DPC may consider his case for confirmation on the basis of these
APARs.

[OM No. 18011/3/88-Estt(D) dated 24.09.1992]
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