GOVERNMENT- OF RAJASTHAN :
~ DEPARTMENT OF PERSONNEL (A-1/ACR)
No.F.13(51)DOP/A-I/ACR/08 Jaipur, dated: 05.06.08

The PAR is an important document. The performance of every
- government servant is assessed annually through his PAR. The work,
conduct, character and capabilities of the officer are recorded in the PAR.

It is important for every government servant that he knows how well
or otherwise, he is performing the job assigned to him. It is imperative that
he knows his defects and shortcomings, which could affect his career
advancement in the long run. The performance appraisal system aims to
achieve this objective.

Arnother objective of the PAR system is to provide information about
the qualities, traits, strengths and weaknesses of the employees to the
superior officers so that they can be placed at posts where their services can
be utilized most fruitfully.

The PAR system also provides data for judging the merits of
employees when questions relating to confirmation, promotion, selection
grade, crossing efficiency bar and continuance in service beyond a certain
age or on completion of certain years' service arise.

The PARs, thus, provide the basic and vital inputs for various
purposes. Therefore, all the employees should undertake the duty of filling
out the PAR forms with a high sense of responsibility.

INSTRUCTIONS
1. Short title, commencement and application—

(1) These instructions may be called the Rajasthan Civil Services
(Performance Appraisal Report) instructions, 2008.

(2) They shall come into force with immediate effect.

2. Applicability— These instructions shall apply to all employees in the
state, subordinate and rmmstenal services of the government, but will not
apply to— :

(a) Members of the All Indla Services;
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(b)Officers and servants of the Rajasthan High Court who are governed

by the rules made under clause (2) of Article 229 of the Constitution;

~(c) Employees of the Secretariat of Rajasthan Legislative' Assembly; -

3.

=~

‘(d)Employees of the Secretariat of Lokayukta, Rajasthan;

(e) Chairman and members of the Rajasthan Public Service Commission
who are governed by the regulatlons made under Article 318 of the
Constitution;

(f) Persons on deputation from the Government of India or from any

other state or unton temtory,

'(g) Persons employed in industrial orgamzatlons as workmen within the

meaning of the Induystrial Dlsputes Act; and -

(h)Class TV employees and persons m casual/contractual/part time
| employment . .

Interpretation— Unless the context otherwise requires, the Rajasﬂian

General Clauses Act, 1955 (Rajasthan No.VIII of 1955) shall apply for

- the interpretation of these instructions. If, however, any doubt arises

4.

relating to the application, interpretation and scope of these instructions,
the decnslon of the Department of Personnel (A-l/ACR Group), shall be
final. . .

Documents to be mamtamed in the Performance Appraisal Dossier -~
Besides the performance appraisal reports, copies of documents and
communications specified below shall be placed m ‘the performance

~appraisal dossier -

a. Copies of awards granted by the Premdent/State Govemment
b. Letters of appreciation issued by the Government.

~c. Letters of appreciation issued by the head of specnal bodies or

commissions or paragraphs of apprecnatlon by name included in the
reports of such bodies.

| d. Letters of appreciation from mdmdual non-officials if they are related

dln‘dapdmr/msnwﬁom

to the apprecmtlon of service rendered beyond the normal duty with
‘the prior approval of  the Secretary to Govemmentf[—lead of -
Department _ s o

e. Letters of apprec1at1on issued by the Head of Department in respect of



| _ an employee belonging to the sﬁbofdhiate/ministerial service.

f. Copies of orders imposing any of the penalties specified in the

Rajasthan Civil Service (CC&A) Rules.

. g Copies of the communication addressed to employee warnmg
(recorded) him or conveying the displeasure or repnmand by the’
appointing authority or higher authorities. -

h. Record of the approved courses of study or tralnmg undertaken by the
“official concerned. |

5. Maintenance and custody of the performance appralsal dossier —

=
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(l)The performance appralsal dossier of each employee shall be = -

maintained by and kept in the safe custody of the Deparl:ment of
Personnel (A~1/ACR Group) in the case of the state service officers

~and of the appointing authonty in the case of the members of the
subordinate and ministerial service concemed in the manner specified
under these instructions. - -

(2)The mamtenance of duplicate copies of PAR is not desuable
However, if it is considered necessary to retain copies of the. reports,
specific approval of the Deparl:ment of Personnel will have to be
obtained. :

(3)The performance appraisal report when received for keeplng in the
“dossier shall be thoroughly examined to know whether it is lackmg in

~ some respect. If it is seen that the report is incomplete in some
_ Trespect, it shall be returned to the administrative Secretary or the
* appointing authonty, as the case may be, for gettmg it completed in all
respects. :

(4)For confidentlallty purposes, ofﬁcers below the level of Deputy
Secretary -to Government should not handle perfonnance appralsal
dossiers of the state service officers.” _

(5)The -perfonnance dossier rel-atmg to a deceased employee may be

destroyed after a period of two years from the date of his death and
that of a retired government servant five years after his date of
retirement or settlement of the pensionary benefits, whichever is later.



6. Responsnblllty for drawal of the PARs - -

( 1) The responsibility that the PARs are properly and tlmely drawn up in

~ respect of all employees, including those who are on deputat;lon to

other departments, Central/State Govemments or are in forelgn
service— » -

(i) In the case of state services, where Government is the appomtmg
~ authority, shall be that of the Admmlstratlve Secretary concerned,

(ii)In the case of subordlnate/mlmstenal semces, shall be that of the
appointing authority concérned, | -

(2) These authorities should review from time to time the pendency of |
PARs and take necessary remedial action, wherever necessary.

2 Form of the Performance Appraisal Report-

- The employees have been divided into three categories for the purpose of
| filling up of the PAR. - For each of these categories, a separate form has
been prescribed and is appended to these instructions as under:

S.No. | Category | | | Form_

1, Members of the state services occupymg Form-I

' divisional/district level posts - '
2.  |Members of the state service occupymg Form-11

‘posts other than divisional/district level |

. __|posts | .
3. |Members occupymg the subordinate and Fonh—-III |
| ministerial services posts

8. Perlod of Reportmg -

(l)The performance appraisal report in respect of all the govemment |
servants except the employees of the Education Department would be
“drawn up for the period covered by the financial year. |

(2)The reporting penod of the employees of Educatlon Department is
from 1% July to 30" June every year. «

(3)No PAR shall be drawn up unless the employee reported upon has |
worked under a reporting ofﬁcer for a penod of at least three months
durmg the year under report.

CP 4 Subject to (3) above, two or more mdependent reports may be wrltten '
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for the same year by different reporting officers in the event of a-
change in reporting officer during the course of the year. In such cases
each report should indicate precisely the period to which it relates and
the report for the earlier part, or parts, of the year should be written at
the time of transfer or 1mmed1ately thereafter and not deferred till the
end of the year. .

(5) There is no need to write a separate PAR if the rev1ew1ng authority or

accepting ‘authority is changed in the middle of the year, provided the

‘reporting officer remains the same. In case for a period under report,

' there were more than one reviewing authorities, the last officer will

review the PAR, provided it has supervised the work of the person for -

a period of at least three months. In case it has not seen the work of
the person reported upon for at least three months, the ofﬁcer,_ |

- immediately preceding it should review the PAR, provided, again that”
_ithas seen the work of the person for at least three months, and so on.

(6) Where an ofﬁmal (reported /reporting/reviewing/accepting) has taken
any kind of leave (Privilege leave/Half Pay leave etc.) or remains on -
training for a long period (more than 15 days at a stretch during the
period of Report), the total period spent on leave/training should be
deducted from the total period spent on ‘any post, for purpose of

~computing the period of three months which is relevant for drawing
PAR. However, this principle will not be applicable in the case of
unauthorised absence where an adverse entry has to be made in the
PARs of the government servant concerned for such an absence.

- Leave/training period of a short duratlon need not be treated as
relevant for the purpose. :

9 Levels of Assessment —

(1) The assessment of the govemment servant will generally be made at
three levels— :

| (a) Reporting officer whlch is the immediately superlor authonty,

(b) Reviewing authority, which is- the next hlgher authonty of the
reporting officer ; and

-I(c) Acceptmg authonty, which is the authonty 1mmedlately semor to
- the reviewing authority. |

? ,_ (2)The reportmg/revxewmglacceptmg authonty in case of each employee'
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 shall be determined by —

(a)the appointing authority, in the case of employees of the
subordinate and ministerial servnces, and .

~ (b)the govemment in the concerned admmlstratlve deparl;ment in the
' case of state services.

(3)The authorlty, mentioned in (2) above should ensure that as soon as a
post is created or the line of control/luerarchy/reportmg in respect of
any post or officer is changed, the channel of writing the PARs should
be prescribed/changed to reflect this changed situation.

(4)For each period of report, under no circumstances should there be

" more than one reporting officer. and more - than one reviewing

authority. However, in some cases;, there may be more than one
 officer to record his comments as accepting authority. |

| (5) The PAR of Personal Assistant/ Personal Secretary is not requlred to
. bereviewed.

_ (6) There is no provision for any authonty other than the reportmg,
- reviewing and accepting authority for wnt:ng his remarks/comments
“about the work and conduct of a person in the PAR. The remarks by
any other officer in the PAR are not in order. However, in case of -

* District level officers, the concerned District Collector will make his
remarks in the space provided for this purpose after the reporting
authority has drawn the PAR. Similarly, the Divisional Commissioner

- will write his remarks on the PAR of the Divisional level officers after
the réporting authority has drawn the PAR. As regards who will be
treated as a District level/Divisional level officer, this will be decided
by the’ Head of Départments. -

10.Responsibilities of Government employees — -
(1)The reportee should use the correct form— Form I, II or III as the case
may be. - | | .

(2)It shall be the responsnblhty of each government empoloyee to furnish
the PAR form to his reporting officer after completing part I thereof,
in accordance with the prescribed penod as". Speclﬁed in these
instructions, vide'Annexure A/AA.

4? (3)1t should be ensured that exact penod with the startmg date and the
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~.end date and not just the year of report is mentioned by the person
reported upon at the appropnate place.

(4)In the PAR form, sufficient ‘space have been allotted for making

necessary entries for government servants with regard to self appraisal
and they should confine their self appransal to the space allotted. Some
of the employees append a number of sheets detailing self-appraisal

- along with statements and certificates etc. while submlttmg the PAR
“form which not only renders the forms bulky but also increases the

size of records unnecessarily. This is not desirable.

(5)Every _employee is under-obligation to furnish information required

under various provisions of the Rajasthan Civil Services (conduct)

‘Rules, 1971 along with property details with the performance
‘appraisal report. If the property return is not appended to the PAR, it

should not be entertained by the office of custody until the property
return is received.

11.Responsibilities of the Reportmg Officer -
- (1)1t shall be the duty of reporting officer to carefully consider the norms

prescribed and/or the duties demanded from the employee reported

‘upon before recording his opinion. Where no norms-are fixed, the

reporting officer should fix targets, which are as far as possible

- quantifiable before the beginning of the period under report. If there .

are no targets assigned at the beginning of the year or the period of

reporting, the PAR would be too subjective, which is avoidable. The
- reporting officer should not form hasty opinions or arrive at

conclusions based on insufficient data or hearsay.

(2)In the various entries under point no. 1 of part II relating to be filled

up by the reportlng officer, the officer, after careful consideration,
“should only initial in any one of the five boxes against each entry.
There is no need to make any remark or comment.

(3)Under pomt no. 2 (¥F) relating to the general assessment of the petson,
. the reporting officer should make an assessment of the performance

and abilities of the person reported upon briefly and intelligently, as

required in the form. It should also comment generally on the way in
which the person has carried out histher various duties during the
period. The reporting officer should also include an assessment of



certain qualities of general importance such as intelligence, keenness,
industry, tact, attitude towards superiors, subordinates and the general
public, relations with fellow—employees, etc., in the report. In
addition, it should carry a general appreciation of the character,
personality, conduct, aptitudes, shortcomings and abilities of the
_ government servant.

(4) The réporting officer should not only make an objectlve assessment of
his subordinate's work and qualities but also give to his subordinates
at all times the necessary advice, guidance and assistance to correct |
their faults. Such advice or criticism should be recorded under point

> no. 2(%) of second part of the form.

(S)Adverse entries, if any, should be recorded at pomt 2(Tr) and no where

~ else. Adverse remarks should be recorded in the performance
‘appraisal only when the person reported upon persistently fails to
show improvement. ‘While mentioning any faults/defects, the
reporting officer must also give an indication to the efforts at reforms
made by him by way of guidance, admonition etc. and the result of
'such efforts. '

(6)While filling up the column on overall assessment, the reporting
officer must record the overall grading/specific categorisation of the
employee i.e. "Qutstanding", "Very Good";" Good", “Satisfactory” or.
"Unsatisfactory". He should not assess any person outside any of these
categories like ‘between good and very good” or “very satlsfactory

- or “good +”,

(7)Wh11e ﬁllmg up the column on ‘overall assessment, the reportmg
“officer must ensure that the overall grading recorded as indicated in
(6) above conforms to the remarks made upto point no. 2 (), as is
required under point no. 5, i.e. if any person is graded "unsatisfactory"
- in point no. 1, the same grading should be recorded in point no. 5. The
aim is that the overall assessment should be in agreement with the
remarks/entries made in point no. 1 to point no. 2.

12. Respons1bllltles of the Reviewing Officer -

(l)Whlle it might be difficult for the higher ofﬁcer to know a. large_
number of employees two grades below him,:his overall assessment of

| . . ‘the character, performance and ability of the person reported upon is
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vitally necessary, as a build in corrective. The judgement of the
immediate superior, even though completely fair in-its intent might
- some times be too narrow and subjective to do justice to the employee
~ reported .upon. The officer superior to. the reporting officer should
therefore, consider it his duty to personally know and -form own
judgement of the work and conduct of the person reported upon.

(2) While making its remarks under point no. 1 of part HI or part IV, as

- the case may be, of the form, the authority should accordingly

- exercise positive and independent judgement on the remarks of the

reporting officer and express clearly his agreement or disagreement
with ‘those remarks. This is particularly necessary in respect of
adverse remarks if any, where the opinion of the hlgher officer shall
be construed as the correct assessment. : .

(3) It is the respons1b1hty of the reviewing- authority to verify the
~earrectness of the remarks of the reporting officer. If the reviewing
authority is not sufficiently familiar with the work of the person
reported upon so as to be able to arrive at a prop'er and independent
- judgment of his own, he may make such enquiries as he may consider .
necessary.

- (4)While it is expected that the forms with alternatlve answers prescnbed

would minimize cryptic, vague or non—committal remarks being made
in the reports, there may be cases where the entries are not sufficiently
meaningful. Such reports should be retumed to the reportmg officer
for amphﬁcatlon or explanatlon '

| (S)Where the reporting officer has recorded adverse entnes the reviewing

officer may discuss w1th the reporting officer such adverse entnes,
and . _

(a) May counte'rsign the report including the advers_e-'entrie_s, or
(b) Modlfy or expunge the adverse entries. '

_(6) The reviewing authority must record the overall ‘grading/specific

categorisation of the employee ie. "Qutstanding", "Very Good","
Good", “Satisfactory” or "Unsatisfactory" at point no. 2 of part IIL
The reviewing authority must ensure that the overall assessment made
‘by him conforms to the’ descnptwe remarks' recorded by him in the
space provnded for thls purpose in part I or part IV, as the case may



- be. The reviewing/accepting authority has a right to down-
grade/upgrade the assessment made by the lower officer where it is
- considered expedient in public interest. While doing so, not only
should the authority express its disagreement with the assessment of
the reporting and/or reviewing authority explicitly but the specific
reasons for such down-gradation/up-gradation must also be recorded
in the form itself at-the space provided for.

13.Responsibilities of the Accepting authorities

It is the responsibility of the accepting authonty to see that the PAR is

filled up by the reporting and the reviewing authorities as per the
instructions contained herein. There may be cases where the entries are
not sufficiently meaningful. Such reports should be returned to the
repomng/rewemng authority for amplifi eatlon or explanatlon

14.General Instructions for writing PARs

(l)Remarks like "Doubtful Character", "complaints received about. hlS
‘taking illegal gratification” are not permissible. Entries should be
based on established facts and not on mere suspicion. Contradictory
facts, assessment, findings, etc. should be - avoided while
reporting/reviewing/accepting the PAR. Moreover, premature facts,

+ events and circumstances should not be mentioned in PAR. '

(2) The authority wntmg the report should ensure that it is competent to

write the PAR. It should especially check the period under report and

- satisfy  -itself that it. was . certainly.  the competent

repomng/rewemng/acceptmg authorlty for the concerned person for
the period under report. :

(3)It should be ensured that exact penod and not just the year of report |
has been mentloned by the person reported upon at the approprlate
. place.

(4)The name of the reporting ofﬁcer, the rewewmg authority and the
' accepting authority should be clearly mdlcated in block letters with
respective designations - after their signatures. The designation
mentioned should be the one pertaining to the penod of the report and

- not the designation, while writing the PAR. -

. (S) The time schedule gwen in the annexure should be followed for
| wntmg the performance appralsal report. If the person reported upon |
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does not submit the PAR form after duly completing its first part

within the period prescribed for the purpose the reporting officer shall

write the report in a new form without the self-assessment and submit

~ the PAR to the reviewing authority for further necessary action. After

- recording the PAR, it should be immediately sent to the next higher

- authority or the cadre controlling authority, as the case may be, as per -
the prescribed channels. ' . '

(6)A government servant is not entitled to any personal hearing at the'- |
time of drawal of PAR. However, he will have an opportunity to make
a representation against adverse entries communicated to him.

(7)The reports should be written in ink/ball pen. They may be typed, in

which case the official (reported upon/reporting/reviewing/accepting)

- must record a certificate in his own hand to the effect that the report
has been typed out by himself.

15.Officers competent/mcompetent to wrlte PAR

(1)Officer under Suspension~ If the reporting/ reviewing/ accepting
authority is under suspension, it is not entitled to write the PARs of
the employees who have worked under him while he was on duty.

(2)PAR of the relative- The administrative authority should take care
that, 'to'_ the extent possible, a close relative of an ofﬁcia_l is not placed

- under the direct charge of that official where the latter has to write the
PAR of the former. Should such a situation become mescapable, it
should not be allowed to continue beyond the barest minimum time
p0351b1e In such a sitvation, the employee is prohlblted to write or
review the PAR of his close relat:lve

(3)Period less than three months — If the reporting/reviewing authonty
~ has not supervised the work of the employee reported upon for a -
- period of at least three months he can not w1te/rev1ew the PAR of the '
- employee. :

(4)Court Evidence — Where an employee has tendered ev1dence agamst
the reporting/reviewing authority, before a court of law, the
reporting/reviewing authonty cannot wnte/rewew the PAR of the
employee. -

(5) Government servant under suspensnon Iawaltmg posting order /on
- study leave — The PAR of a government servant on study leave,
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awaltmg postnng orders or pl'aced under suspens1on for that period,
- shall not be drawn up.

(6) Retirement of Reportmg/Revnewmg/Acceptmg authority— When
the reporting/reviewing/accepting authority retires/otherwise demits
office, he cannot draw up the PAR or offer comments on the
representation submitted against the adverse entry made by him.

~~ However, a Minister shall not be construed as having demitted

(retired) the office if he continues to be a Minister in the Council of

. Ministers with a different portfolio or the Council of Ministers

- immediately reconstituted after the previous Council of Ministers, of
which he was a Minister with the same or a different portfolio,

provided the Chief Minister continues in office. '

(7)Reemployed employees -A retired officer on re-employment shall be
‘competent to write, review or accept, as the case may be, the PAR of -
the staff/personnel deployed to work under him/her during the period -
of re-employment. Such an officer would, however, not be
competent to write/review/accept the PAR, if any, that was not filled

| p/rev1ewed/ accepted at the relevant time when he/she was in the
service before re—employment. |

(8) Officer holding additional charge can write the PAR- If a
‘reporting/reviewing/accepting authority has 'held additional charge for
-more than three months and is senior to the person reported upon, he
may write the PAR of the employees whose work he supervised in his
capacity of addltlonal charge.

(9) Where the superv1sory authorlty is not competent to write the PAR as .

a reporting officer in respect of the employee for a particular period,
the report will be written by the reviewing. authorlty as the reporting
. officer and the accepting authority as the reviewing authority as well
‘as the accepting authority. If no officer is competent to review the
- PAR of an employee for a particular period, the accepting authority
‘will review as well accept the PAR. Similarly, in.the event of there
being no officer competent to write as either a reporting officer or as a
reviewing authority, the report ‘shall be initiated, reviewed and
- accepted by the accepting authority. Where no officer is competent to
write, review or accept.a PAR, an entry to that effect will be made in
the PAR. The reviewing authority while acting as reporting officer
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' énd the accepting authority -while 'acting_ as reyi'ew‘in'g authority should ‘
specifically state the circumstances under which it has had to do so.

16.Procedure for'ﬁlling up the'Cclum'n Relating to Integrity

Integrity generally covers the quality of being honest and having strong

moral principles. Some of the examples which justify stopping the

" integrity are misappropriation, mlsrepresentatlon of facts unauthonsed
communication of information.

(1)Superv1sory officers should maintain a confidential diary in which,
instances that create suspicions about the integrity of a subordinate

should be noted from time to time and action to verify the truth about - -

these susplclons should be taken expeditiously by making confidential

enquiries departmentally or by referring the matter to the Anti-

Corruption Bureau. At the time of recording the performance

appraisal, this diary should be consulted and the material in it utilised
- for filling up the column about integrity.

| (2)Specific mention should be made in the reports of officers workmg in
‘of holding charges of ‘Top Secret Sections’ about their

- trustworthiness specially in matters affecting official security. '

(3)Constitution of the Committee for deciding representations received
- from employees in connection with stopping the integrity certificate: —.

(a) For State. Servnce Officers: E

1 '__Prmclpal Secretary/Secretary, Department of Conv'ener
| | Personnel. '
12 Pnn01pal Secretary/Secretary of the concemed Member
| Department | | - -
3 | Headof Department concemed | Member |
Deputy - Secretary, Department of Personnel Member
(A-VACR) , .

(b) For subordmate and Mmlsterlal Servnces personnel

il Prmclpal Secretary/Secretary of the concerned Ccnvener
| Department )

13



Head of Department concerned [ Member

Representative of Department of Personnel not | Member
below the -rank -of Deputy Secretary to| -
Government

Note: In case any of the conveners/members is the -person stoppmg
the integrity certificate, he shall not participate in the meeting.
Such a convener/member shall be replaced by an officer
nominated by the Chief Secretary or the Secretary to
Government of the concerned department as the case may be.

| 17 Adverse entrles

| l)The appointing authornty, in case of employees of the subordmate and
ministerial ‘ services .and the Department of Personnel in case of -
~ officers of the stdte services, will decide as to. which remarks in the
PARs will constitute adverse entries and should be communicated to
the person reported upon. In case of reporting authority, only the notes
- recorded under 2 (M) will be treated as adverse. For reviewing -
authority, an entry will not be consxdered adverse unless the overall
assessment is also ‘unsatisfactory'. - - |

" (2)All adverse entries in the PAR of the govemment servant, both on
performance as well as on the basic qualities and potential should be
communicated within the prescribed period as mentioned in these
instructions. An employee should not, at any time, be kept ignorant of

~ the opinion of his superior officers. Where his: service is not

" considered satlsfactory, criticism should be communicated promptly

* and should indicate, in suitable language, the nature of the defects in

. question. However, to convey only adverse remarks is rather
discouraging and leaves the person concerned guessing as to the
- general purport of his report. To avoid anxiety on this account the
.general total impression of his report | in brief should be conveyed to
the person concerned.

(3)A certain degree of dlscretlon should be made in commumcatlng
reported defects of an irremediable nature. For instance, it might do
* more harm than good to inform a person year after year that his
intelligence is below average or that he is unduly sensitive. Similarly,
remarks about the physical defects of the persons noted in the PAR
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need not be commumcated

(4) While communicating the adverse comments, a mentxon of the good
‘points should also be made. Similarly, where a report shows that a
person has made successful efforts to remedy defects to which his
attention has been drawn previously, it should be communicated to
* him so that he may know that his efforts to 1mprove have not passed

_ un—notlced :

(5) Only such of the adverse entries as are recorded and accepted by the
reviewing/accepting authorlty, if any, need be communicated. The
reviewing/accepting authority should, therefore, normally indicate
whether it agrees or disagrees with the remarks of the reporting
officer. It should also record additional remarks, wherever necessary,
if the report is too brief, cryptic or vague. Remarks in the cases in
which judgement is suspended, should not be communicated. In the
cases of Heads of Department and Secretaries, where there is a
‘conflict between the remarks made in regard to an officer by the
senior most officer and those made by the Minis’ter-in-charge, in the

" normal course, both remarks will continue to remain on the PAR and
the adverse remarks of either authonty would be commumcated to the -
officer concemed

(6)Any adverse enu'y récorded in the PAR after it is completely ﬁlled up
shall be communicated to the person concemec_l in writing by the
-authority in whose custody the report is kept, in the prescribed time

limit, asking the person to make representation,' if so desired, within |

one month. This communication should be in writing and a record to
that effect should be kept in the PAR dossier of the Government
servant concemed

(7) Great attention ‘should be paid to the manner and method of
- communication in order to ensure that advice given in the warning or

« censure administered; whether orally or in writing shall, having regard
to the temperament of the person concerned, be most beneficial to
him. The memo, forwarding the adverse remarks to the person

- reported upon, should be couched in such a language that it does not
produce a sense of resentment in the person reported upon and that it
makes it clear to him that the intention of communicating these
defects to him is that he tries to improve himself in respect of those
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defects

(8)1t is not necessary to dlsclose the 1dent1ty of the officer who made the
adverse remarks while communicating them to the Government
servant concerned. :

-9 Only one representation against adverse remarks, whlch are recorded
in the PAR of the Government servant, should be accepted within the
prescribed time. However, the competent authority may, in its
discretion, entertain a representation made beyond this time 1f there is
satisfactory explanation for the delay.

(10) All representations agamst adverse remarks should . be dectded
| expeditiously by the competent authority within the prescnbed time—
limit. Once a final decision regarding the adverse remarks has been
taken, no notice will be taken of any representation recelved against
the adverse remarks.

- 1) The . following procedure should be adopted in deahng with
) representations from the employees against the adverse remarks
communicated to them -

(a) Representatlon agamst adverse remarks should be examined by
the appointing authority or the Department of Personnel as the
case may be.

- (b) The competent authority should then call for the comments of the

reporting/reviewing/accepting authority as the case may be on

- the representation of the government servant. However,

comments are not required if the reportmg/rewewmg/acceptmg
officer has retired or demitted the office.

. (¢) Incaseof state service ofﬁcers, the file contalmng the PAR, the
representation ard comments thereon of the officer making the
adverse remarks, if any, will be forwarded to-the Secretary to
Government in the borrowing department who would record his
views and also seek approval of the concerned Minister-in-
charge directly, without the case being routed through the
Department of Personnel. The file would then come to DOP(A-

- 1/ACR) for further action in the matter. In the event of difference
of opinion between the Secretary to Government and the

- Minister—in—charge 'regarding the expunction of the adverse

didoplpar/mstructions e LR



entry, the case shall be submitted to the Chief Minister through
the Chief Secretary whose decision thereon shall be final. In case
of other emplo'yees; the decision of the appointing authority shall

- be final. But in case the appointing authority itself has recorded
the adverse remarks, then the final decision regarding them will
be taken by the officer lmmedlately supenor to the appointing
authonty

'(d) The matter shall be exammed with reference to the rules and

- regulations keeping in mind the duties and responsibilities

- attached to the post held by the person concerned, the targets, if
any, fixed and achieved, during the period under report -

i. If it is found that the remarks were justified and the

representation was frivolous, a note will be made in the report

~ of the representations that he did not take the correction in
good spirit; :

ii. If there is' no sufﬁ01ent ground for mterfei'ence, the
representation should be rejected and the person informed
accordingly; - : : '

iii. If it is felt that the adverse remarks should be toned down,
| necessary entries should be made separately at the appropriate
place of the report; the correction should not be made in the

- earlier entries themselves; and

iv. In the event of the competent authority coming to the
conclusion that the adverse remarks were inspired by malice
or are entirely incorrect or unfounded, and therefore deserved
expunction, he should score through the remark, paste it over,

or obliterate it otherwise, and should make an entry, with h1s
signature and date, stating that he had done-so.

(12) Representatlons or explanations. against adverse entries' should not
be added to the PARs. These may be placed in a separate ﬁle cover
along with the PAR file of the Government servant.

(13) No appeaV/ Review — No appeal/revnew against the rejection of the '
: representatlon against the adverse entry is allowed

A




18.Procedure for whtmg PARs-of employees on deputation or who

-

dlr/dop/par/insiructions

return from other services joined by them, while retaining thelr lien
in the State government

()In- the case of employees _on deputatlon to other

departments/organizations, which are controlled by the State

- Government, the PAR will be written as per channel prescribed by the

competent authority as mentioned at paragraph 9 and sent to the

appointing authority or the Department of Personnel, as the case may
- be. If the channel does not provide for remarks by the Head of
Department or the administrative Secretary, they shall not write on

PARs of such employees on deputation.

(2) In the case of employees on deputation to orgamsatlon/bodles whlch

are not under the control of the State Government, the PARs will be -

perused by the administrative Secretary of the parent department in

the case of state service officers and by the Head of Department
concerned in the case of subordinate/ministerial services' employees
after they are received from the borrowing organization and
forwarded to the Department of Personne]/appomtmg authority, as the
case may be, for deposit.

(3)In cases where an employee who had Joined some other service, while

holding his lien to his parent service, reverts to his ongmal service,
the followmg procedure may be adopted: :

. In case the assessment report(s)/confidential report(s) for the
years when he worked in the other service .are available, they
will be placed in the appraisal dossier of the employee and the
same will be taken into account for purposes of promotion, etc.

ii. In case they are not avallable, the procedure prescnbed in case
of missing reports shall be applicable. :

(4)In case an officer remained on deputation with the foreign countnes,_

the PAR pertaining to the period earlier than 2.5.2003 shall only be
placed in the PAR dossier and the same will be taken into account for
purposes of promotion etc. The PARs pertaining to the subsequent
period shall be placed in the personal file of the person concerned and

a '""No Report Certificate" pertammg to thlS penod shall be placed in

the PAR dossier.

18



" 19.Procedure for wrltmg of PARs of Govemment servants deputed to
attend approved courses of study or training—

For the period in which a employee has undergone ‘any training at an
- approved institution in India or abroad the followmg procedure should
be adopted — : :

~ (1) Whenever an officer attends an approved course of study or training, |
the fact of his having done so should be entered in his PAR.

(2)The report, if any, received from the head of the institution should_
either be placed in original in the closswr of the officer or the
substance of it entered therein. :

| - 20.No Report Certificate —

(1) It shall be the respon81b111ty of every administrative Secretary in case
of the state service officers and the appointing authority in the case of
subordinate and ministerial services employees to draw up a list of the
persons falling under the following categones ason 3 1St March every
. year- -

. a. Employees who have been granted study leave
b. Employees kept under suspension;

c.. Employees awaiting posting orders;

d

. Employees in case of whom none of the reportmg ofﬁcer, the
- reviewing authority and the acceptmg authorlty is competent to
write the PAR; and . .

e. Employees in case of whom PAR of penod more than ten years
old is pending completion. :

(2)For the persons mentioned above, if the period is of three months or
more, a note mentioning the reasons should be made and kept in the
dosswr as "No Report Certlﬁcate"

21 Trammg

‘All appointing authorities shall communicate to the Dlrector, Harish
Chandra Mathur Rajasthan ‘State Institute of Public Administration -
observatlons made in the various performance appraisal reports regarding
~ improvement and training needs of the officers reported upon. The

Q? Direttor - shall = frame training programmes keeping m. ‘view . the
B dlr/dop’/par{b_mneﬂom ' . e . ' o -.
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information received | .
22, Reglster to watch receipt of Reports

- (1)A control register to watch the timely recelpt of the performance
appraisal “shall be maintained by all reporting, reviewing and
accepting authorities in the prescnbed proforma (Annexure B).

(2) Secretary to Government in the administrative Department, in the case
~ of personnel, other than teaching staff of Education Department, shall

- ensure that PAR of the personnel under his administrative control,
~duly routed through the prescribed channels, reach the place of safe
custody with out loss of time, latest by 30th of September each year

- keeping the record thereof in the Control Register appended to these

rules. However, in the case of teaching staff of Education Department,

- last date for the PARs reachlng the place of safe custody, shall be 31st

of December each year in the same manner as specified in (a) above.

(3)D1$01p11nary action, in addition to recording of adverse entry in the
PAR, under the provisions of the Rajasthan -Civil Services -
(Classification, Control and. Appeal) Rules, 1958 and/or any other

- relevant rules applicable at the relevant time, may be initiated by the
Government against the person who has violated the time schedule.

23. Requisition of appraisal dossner/annual property return for off‘ cial
use and dispatch thereof

(1)PAR. dossiers are requlred by various authontles for convemng
meetings of Departmental Promotion Committees, preparing panels
for deputation, making recommendations for grant of merit
certificates, etc. Requisition of PAR for any ofﬁclal purpose shall be
addressed to—

(1) the Deputy Secretary to Government, Department of Personnel
(A-1/ACR), Rajasthan Secretariat, Jaipur—302005 in the case of
the state service officers by an officer not below the rank of
Deputy Secretary to Government in the administrative Department;

(ii)the appointing authonty concemed, in the case of subordinate and
~ ministerial service personnel by a competent officer authonzed in
this behalf by the appointing authority

— (2) The. requlsmon S0 made shall contain detalls of the persons of whom

20 .



the PAR dossiers have been-requisitioned so that they can be correctly
identified. Many a times, there are officials in the same service having
the same initials or even the same names. Therefore, it is imperative
that full details, namely full name of the person and the date of birth
are provided. If possible, father's/ husband's name should also be
‘made available. In case of a number of persons having the same name
and designation, I, I etc shall invariably be mentioned in the

requlsltlon Thls is lmportant in order to send the PAR of the correct'
official. -

(3)Reasonable time should be given to the office of custody of PAR for

- dispatching the report. In case the number of dossiers required is less
than 50, a notice of at least 7 days should be given. In case 50 or more
dossiers are required, the requlsmon should be sent at least 15 days in
advance. '

- (4) While sending the requlsmon, the purpose for which the dossner(s) |
 is/are needed should be mentioned.

| (S)To avoid wastage of time, while sendmg the requlsmon, it should be
- ensured that the d0331ers are not lymg W1th the office requlsltlomng
them. :

(6)Sometimes PARs are mcluded in the dosswrs by the office of the-.

' requisitioning authority.. Such an action  will prevent proper
maintenance of the control register In facts, this duty is of the office
authorized to keep the dossiers in their custody. PARs are included in

the dossier by the office of custody after making an entry in this

regard in the control register meant for this purpose. Therefore, loose .

PARs should not be included in the .Dossiers by the offices
requisitioning the performance appralsal dossiers.

| -(7)The dossiers should be returned to the ofﬁce of custody 1mmed1a1:ely N
after their use.

(8) The dossiers should be handled careﬁllly so that they are not damaged'
in any way.

(9) Copies of performance appraisal reports on govemment servants or
. even the substance of such report cannot be sent to private bodies in
- connection with appointment to-posts advertised by them or for other

;_\9 - purposes. If a request is received from a public or semi-government
| " divdoplpar/imsiructions . R _ : o " .
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body controlled by govemment only a gist of the relevant reports may
“normally be supplied. There may, however, be cases in which it is in
~ government's own interest that the management of a corporate public
enterprise should see the performance dossier in full. In such cases,
the reports may be shown by the order of the Head of
Department/administrative Department concerned.

(10) The Central Bureau of Investigation, the Anti Corruptlon Bureau _
and the Rajasthan Police can requisition the annual property returns
of employees against whom cases of assets disproportionate to their
incomes are pending. In such cases, a certlfied copy. of such returns
should be retained in the dossier.

24.Power to remove difficulties— The government in the Department of -
~ Personnel, may, for the purpose of removing any difficulty "(of the
' eXistence of which it shall be the sole judge) in the implementation: of
~ any provision of these instructions, make any general or speclal order, as
it may con51der expedlent, in the interest of fair dealing or in the publlc
interest. - :

Prov1ded that in grantmg relaxatlon in favour of an employee, it shall
be necessary to certlfy that it was absolutely expedient so to do for
dealing with the case in a just and equltable manner. : :

25.Repeal and Savmgs -

(1) The instructions regarding PAR, 1976, clrculars and orders in relatlon |
‘to matters covered by these instructions and in force immediately
‘before commencement of these inst_ructions are hereby repealed.

_ Provided that any action taken under the mstructims and orders
S0 superseded shall be deemed to have been taken under the
provisions of these 1nstruot10ns : :

(2)The adverse entries, for the year 2007-08 and earlier years shall be
. examined and disposed of in accordance with these instructions.

__ 2
(Sanjay Ma otra)
‘Secretary to Government -
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Copy forwarded to the following for information & necessary action:-
- 1. Principal Secretary to the His Excellency Govermnor, Rajasthan, Jaipur.
2. Principal Secretary to Chief Minister, Rajasthan, Jaipur,

3. All Special Assistant/Private Secretaries to Minister/State
f Mmlster/Parllamentary Secretaries, Rajasthan, Jaipur.

4. Deputy Secretary to the Chief Secretary, Rajasthan, Jaipur. :

5. All Addl. Chief Secretaries/Principal Secretanes/Secretanes/Specml

Secretaries/ Deputy Secretaries, Rajasthan, Jaipur.

6. All Divisional Commissioners, = -

7. All Heads of Department (including all Collectors)

8

. Administrative Reforms (Co_dlﬁ_catnon) Deptt, S%jipm:

P _ Deputy Secretary to Government
~ Copy also to the following:-

1. Secretary, Rajasthan Vidhan: Sabha, Jaxpur

2. Secretary, RPSC, Ajmer. _

3. Registrar, High Court, Jodhpur,

4. Additional Registrar, High Court, Jaipur Bench, Jaipur.

5. Registrar, Revenue Board, Rajasthan, Ajmer.
6. Secretary, Lokayukta Sachivalaya, Jaipur.

7. Registrar, RCS Appellate Tribunal, Jaipur. -
-8 Guard File.

Deputy Secretary to Government |

alr/ /4 : .



- Ahneiure_'A'

' ‘Time Schedule for writing PAR

Categ&y of

Time

2%

|8 When PAR Time - Time
N | cases formistobe |schedule = | schedule schedule
S { procured by for the - for the’ for the
the reportee reportee for | reporting | reviewing
' completing | officer to authority to
. | Part-I complete | complete
- - | Part-TI Part IV
’ 1.] Report atthe | In the month of | 30th April | 31stMay | 30th June
end of the March " '
reporting year - | | |
2.| Reportinthe | The month 15 days. . Before: . | Within 15
event of preceding the - | beforethe | retirement | days of the
| retirement of | monthin retitement | of the | receipt of
the reporting - | which the ofthe reporting the PAR. -
| officer  reporting repofting | officer '
officer is due = | officer : .
1 to retire - I o o
3. Reportinthe | Along with the | Within 15 | Within 15 | Within 15
event of communication | days of the | daysof =~ | days of the
transfer of the | regarding receipt of | receipt of | receipt of
person relinquishment | PAR form | theself | PAR. -
reported upon | of post : assessment o
| ' ' ] , report. .
4,1 Reportinthe | Immediately Within 15 | Within 15 | Within 15
feventof . | before handing | days of daysof  {.daysof
transfer of the | over charge receipt of | receiptof | receipt of
‘reporting - |thePAR | the self { the PAR.
officer - form assessment
R : . jreport _
ST 5.1 Reportinthe | The month Within 15- | Before: Before
5 event of preceding the | days of retirement | retirement
' - .|+ [ retirementof - .| monthin receipt of | of the. | of the
R the person which the the PAR*  |person - | person
- “| reported upon | personisdue | form reported reported
E >l R to retire ' o upon . jupon. -
div/dop/par/instructions - '




: Annexure 'AA’ :
- Time Schedule for the various stages of performance appraisal in Respect
of the Teaching Staff of the Education Department

SN ' -+ Operation/Activity | S Deadline
1 . ' 2 ' - | 3 .
1. Procurement of "P" Form by the Government servant concerned.  15th July
2. Submission of "P" Form by the_ Governmeﬁt servant concern'ed. 15‘_“ August

. 3. Writing of Performance Appraisal Report by the, reporting officer. 15‘"' ‘
4. Sublmsswn of the Performance Appraisal Report by the reportmg
officer to the Reviewing Officer. egt
5. Comments on the report by the Reviewing Officer and sendmg the October
Annual Performance Appraisal to the Office of record (i) in case _
where no adverse entries have been made and (ii) if made, then they '
have been expunged by the Reviewing Officer. o
6. - In case where the Reviewing Officer has not suomoto expunged the 20" October
adverse entries, they are to be intimated to the officer reported upon

- by the Reviewing Officer. |
7. Representation against the adverse entries by Govemment servant 31% October
reported upon. -
8. Decision by the reviewing officer on the adverse’ entries, after 30"
obtaining the comments of the reporting officer. : November

9. 'Reviewing officer forwarding the Performance Appraisal to the 7" December
office of record if he has expunged them, and intimation to the :
officer concerned.

'10. In case the reviewing officer has- decnded not to expunge the ot
adverse entries intimation to be given by him to the officer reported December
“upon to make a further representation (if he desires) to Secretary

. Personnel/Head of Department through him. i

11. Submission of the representation by the government servant 25"
reported upon against the adverse entries to the Appeal Commmee December

- through the reviewing officer. -

12. Forwarding of the entire record with his oomments by the reviewing  31% Decemiber
officer/aythority to Secretary Personnel/ Head of Department. ' e

" 13. Final decision by the Appeal Commnttee and communication of the © 31% January
. demslon to all conoemed o '




Annexure U L
Proi'orma of Reglster to watch the receipt and record of the
' Performance Appraisal reports '
SNo. Name of -the Designation Date of Due date for Date  of

Government servant = Birth  receiving - receipt

with father's/husband' ' - ~ PAR '
1 2- R 3 4 5 - . 6
Due date for sending PAR to Date on which Date on which PAR Remarks '
next hlgher authority PAR was sent reached the place of '

' to next hlgher custody .
_ authonty | _ : |

7 ' . 8 _ 9 : 10
.deop@ar/Mm :
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