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Asnifers e SAENfE aTgdET 9ieeg
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
SR e, 2, 60 1P, w2 facel 110 001
Anusandhan Bhawaii, 2, Rali Marg. New Delhi- 110 001

@To/No. ; 5-1(213)/2014-PD ReAte/Dated: 23.12.2022

99 / From : HgFd GiEa (JM8)
Joint Secretary (Admn.)

A H I To:  ONUH.3E.HR, T T TET GATRITAT 3/ FEL T/ HEATer/ Tehehl & foireh/TeTeT
The Directors/Heads of all CSIR National Labs./Instts./Hgrs./Units

fdwg/ Sub: Representation from Government servants on service matters —reg.

AggaT/Madam / #§IEL/Sir,

HqS, 3T Ta9T N HRT TR, FIfHF, ok g 3R 9o AFrerg, Frfas 3R
fRTeToT RANTT & feeTieh 23.09.2022 & FAerd AT H DOPT-1667545596919 &I I STARN],
el 3R 3reTaTersT & FNT TR el T fAeRT g3 & |

| am directed to forward herewith the Government of India, Ministry of Personnel,
Public Grievances & Pensions, Department of Personnel and Training, Office Memorandum No.

DOPT-1667545596919 dated 23.09.2022 on the above mentioned subject for your information,
guidance and compliance.

] HIEG/Yours faithfully,
Digitally signed by ARUN
, MANIKANDA BHARATHI M /M\MI\ I
e gfaa (@fT 93m9T)/ Under Secretary (PD)

Hees1/Encl. : TAGTYAs above
gfafaf/Copy to:
1) ¥).0F .37 3R, ag@13e/ CSIR Website
2) @rderg wid/Office copy.

Phonos - EPABX.23710138. 23710143, 23710156, 23710468, 23710805, 23711251, 23714236, 23714249, 23714769, 23715303
Fax : 91-11-23714788 Gram : CONSEARCH, NEW DELHI Website : hitp://www.csir.res.in




No.DOPT-1667545596919
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel and Training
ESTT.(Estt. A-11I)

*hkhkx

(Dated 23 September, 2022 )

OFFICE MEMORANDUM

Representation from Government servants on service matters

Department of Personnel and Training has issued various instructions from time on redressal of
grievances filed by Government servant on service matters. These instructions are broadly categorized
as under:

) Representation from Government servant on service matters

)Redressal of grievances — Recourse to courts of law by Government servant

2. All these instructions issued till date have been consolidated under easily comprehensible
headings for reference and guidance of all the concetned.

Part-A: Representation from Government servant on service matters

Whenever, in any matter connected with his service rights or conditions, a Government servant wishes
to press a claim or to seek redressal of a grievance, the proper course for him is to address his
immediate official superior, or the Head of Office, or such other authority at the appropriate level who
is competent to deal with the matter in the organization.

OM No: No. 118/52-Ests. Dated: 30/4/1952

OM No: F. No. 11013/08/2013-Estt(A-I1I) Dated: 31/8/2015

+ Action by the authorities on the representations from Government servants on service
matters:-

Sl. No. Type of representation/ | Action by the authorities
grievance




—Repr_ese§1t5tions/complaints'
non-payment  of
salary/allowances other dues.

(i) Representations on other

'If the individual has not received a r_eplyT "

thereto within @ month of its submission,
he could address or ask for an interview
with the next higher officer for redress of
his grievances.  Such superior officer
should immediately send for the papers
and take such action as may be called for,
without delay.

Representations against the orders
of the immediate superior authority

These types of representations would be
made generally only in cases where there
is no provision under the statutory rules or
orders for making appeals or petitions.
Such representations also should be dealt
with as expeditiously as possible. The
provisions of the SI. No. 1 above would
apply to such representations also but not
to later representations made by the same
Government servant on the same subject
after his earlier representation has been
disposed off appropriately.

1 (i)
regarding
service matters.
(2)
(3) Appeals and

petitions  under
statutory rules and orders (e.g.
_Classification, Control and Appeal
Rules and the petition instructions)

Although the relevant rules or orders do
not prescribe a time limit for disposing of
appeals and petitions by the competent
authority, it should be ensured that all
such appeals and petitions receive prompt
attention and are disposed within a
reasonable time. If it is anticipated that
an appeal or a petition cannot be disposed
of within a month of its submission, an
acknowledgement or an interim reply
should be sent to the individual within a
month.




OM No: No. 25/34/68-Estt (A) Dated: 20/12/1968

< Representations directly to the higher authorities by-passing_the prescribed channel
of communication-

(a) It is observed that there is an increasing tendency on the part of officers at different levels
to by-pass the prescribed channels of representation and write directly to the high functionaries
totally ignoring the prescribed channels. The problem is more acute in large Departments
where often very junior employees at clerical level address multiple representations to the
Minister, Prime Minister and other functionaries. Apart from individual representations, the
service unions have also developed a tendency to write to the Ministers and Prime Minister on
individual grievance. Some of these representations are often forwarded through Members of
Parliament, in violation of Rule 20 of the CCS (Conduct) Rules, 1964.

OM No: No. 11013/7/99-Estt. A Dated: 1/11/1999

OM No: No.11013/08/2013-Estt.(A)-111 Dated: 6/6/2013

(b) DoPT is also receiving a number of representations on service matters addressed to Prime
Minister/ Minister/ Secretary (P) and other higher authorities/officers directly from the
Government servants including the officers/ officials of para military forces and Army
personnel. q

OM No: No.11013/08/2013-Estt.(A)-1II Dated: 6/6/2013

OM No: F. No. 11013/08/2013-Estt(A-III) Dated: 31/8/2015

(c) In view of adequate instructions being available in the matter of submission of
representations by the Government servants and treatment of the representations by the
authorities concerned, submission of representations directly to higher authorities by passing
the prescribed channel of communication, has to be viewed seriously and appropriate
disciplinary action should be taken against those who violate these instructions as it can
rightly be treated as an unbecoming conduct attracting the provisions of Rule 3 (1) (iii) of
the CCS (Conduct) Rules, 1964. It is clarified that this would include all forms of
communicdtions including through e-mails or public grievances portal etc.

OM No: No. 11013/7/99-Estt. A Dated: 1/11/1999

OM No: No.11013/08/2013-Estt.(A)-1II Dated: 6/6/2013

OM No: F. No. 11013/08/2013-Estt(A-II1) Dated: 31/8/2015

< Treatment of Advance copies of representations so received should be governed by
the following general principles-

(a) If the advance copy does not clearly show that all means of securing attention or redress
from lower authorities have been duly tried and exhausted, the representation should be



ignored or rejected summarily on that ground, the reasons being communicated briefly to
the Government servants. If the Government servant persists in this prematurely
addressing the higher authorities, suitable disciplinary action should be taken against him.

(b) If the advance copy shows clearly that all appropriate lower authorities have been duly
addressed and exhausted, it should be examined to ascertain whether on the facts as
stated, some grounds for interference or for further consideration, prima facie exist. Where
no such grounds appear, the representation may be ignored or summarily rejected, the
reasons being communicated briefly to the Government servant.

(c) Even where some grounds for interference or further consideration appear to exist, the
appropriate lower authority should be asked within a reasonable time, to forward the
original representation, with its report and comments on the points urged. There is
ordinarily no justification for the passing of any orders on any representation without thus
ascertaining the comments of the appropriate lower authority.

OM No: No. 118/52-Ests. Dated: 30/4/1952

“ Representation from the relatives of Government servant

Relatives of a Government servant sometimes make representations concerning service
matters affecting the Government servant. This is done in some cases in the hope of reviving
a representation which the Government servant had himself made and which had been turned
down. In some cases, this procedure is resorted to in order to get round the requirement that
the Government servant should submit his representation through his official superiors. The
practice is obviously undesirable, and should be strongly discouraged. It has accordingly been
decided that no notice should be taken of a representation on service matters submitted by a
relative of a Government servant. The only exceptions may be cases in which because of the
death or physical disability, etc. of the Government servant, it is impossible for the
Government servant himself to submit a representation.

OM No: 25/21/63-Ests.(A) Dated: 19/9/1963

» Disciplinary Action on violation of these instructions

Appropriate disciplinary action may be taken against those who violate these instructions.

OM No: No. 11013/7/99-Estt. A Dated: 1/11/1999

OM No: No.11013/08/2013-Estt.(A)-111 Dated: 6/6/2013

Part-B: Redressal of gricvances — recourse of courts of law by Government servant

(a) Government servants seeking redress of their grievances arising out of their employment or
conditions of service should, in their own interest and also consistently with official propriety and
discipline, first exhaust the normal official channel of redress before they take the issue to a court of
Law.



(b) Where, however, permission to sue Government in a court of Law for the redress of such grievances
is asked for by any Government servant either before exhausting the normal official channels of
redress or after exhausting them, he may be informed that such permission is not necessary.

OM No: No. 25/3/59-Ests. (A) Dated: 21/4/1959

OM No: No. 25/29/63-Ests-(A) Dated: 26/11/1963

Note: In case any reference to the relevant OM is required, the same may be accessed by clicking on
the hyperlink or from the DOPT's website. ‘
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COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
FIEUE  Had, 2 I A, @8 fGed-110001

Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

./ No.5-1(17)/2008-PD feeATeh/Dated: 24-08-2015

99 / From:
g |Had (FRAH)
Joint Secretary (Admn.)

FarH / To:
The Directors / Heads of all
National Labs./Instts. of CSIR
Hqrs./Complex/Centres/Units

ARIGA/Sir | #@eaMadam,

A AR TXFR & ARFse afda grr 3u0 faway X A 17 39med 2015 &
S fRT T HE @RI 9F 501/1/4/2014-CAV  F FERY, AFEYA AR ool & faw
AT FTt T e g3 &

I am directed to forward herewith DO letter No. 501/1/4/2014-CA.V dated 7"
August, 2015 from the Cabinet Secretary, Govt.of India on the above subject for information,

guidance and compliance. '

aeTg/Yours faithfully

[t ot
(fa=Te HAT / Vinod Kumar)
Ia¥ wfdg (Ffa gmT) / US (Policy Division)

HedA/Encl. :TUTIR/As above
gfafaf/Copy to:

\1)/'I:iead, IT Division with the request to make this OM available on the website & Policy
Repository.
2) FrTe 9fd/Office copy

Phone: EPABX-23710138, 23710144, 23710158, 23710468, 23710805. 23711251, 23714238, 23714249, 23714769, 23715303
Fax @ 91-11-23714788, Gram : CONSEARCH, NEW DELHI, E-mail : jsa@csir.res.in



DO No. 501/1/4/2014-CA.V
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Dated: 17" August

Dear Secretary,

Of late, it has been observed that Government servants including
officers/officials of para military forces and even army personnel are addressing
communications on service matters and other issues directly to the Prime
Minister/Prime Minister's Office, which is a violation of Conduct Rules.

2. As you are aware, instructions have been issued time and again regarding the
proper channel for representations/communications to be made by Government
servants on their service matters and other issues. As per these instructions,
whenever, in any matter connected with his service rights or conditions, a Government
servant wishes to press a claim or to seek redressal of a grievance, the proper course
for him is to address his immediate official superior, or Head of his office, or such other
authority at the appropriate level as is competent to deal with the matter in the
organisation. Adequate instructions are also available in the matter of submission of
representation by Government servants and disposal of representations by the
authorities concerned. As such, submission of representations directly to higher
authorities by-passing the prescribed channel of communication is a violation of
Conduct Rules and has to Be viewed serlously

3l | would request you to reiterate the instructions on the subject for strict
corppllance and approprlate act|on may be taken agamst those who wolate such”
lnstructlons )

T With regards,
® :% Yours sincerely,
L
sy, :(Cc,
(P. K. Sinha)
Prof. K. Vijayraghvan
Secretary,
Deptt. of Scientific & Industrial Research &‘
New Delhi .
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COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

No. 17(226)/97/E.1I (HR-Il) Dated: 26.05.2014

OFFICE MEMORANDUM

Sub:_Representations from Council Servants on service matters -
req.

Kind attention is invited to CSIR letters No. 17(226)/97-E. Il dated
24.11.1997, 25/27.09.2002 and No. 17 (66)/94-PPS dated 23.05.2006 on the
subject cited above whereby instructions were issued with regard to
representations from Council employees on service matters.

2. Of late it has been observed that there is an increasing tendency on the
part of some of the officers and members of staff at different levels to by-pass
the prescrived channels of representation and write directly to the higher
authorities ignoring the prescribed channels. Some of these representations are
often forwarded through Members of Parliament in violation of Rule 20 of the
CCS (Conduct) Rules, 1964. Existing instructions clearly provide that
representations on service matters should be forwarded through proper channel.
As such submission of representations directly to higher authorities by-passing
the prescribed channel of communication, may be viewed seriously and
appropriate disciplinary action may be taken against those who violate these
instructions as it tantamount to act unbecoming of a Council Servant and thus
violates the provisions of Rule 3 (1) (iii) of CCS (Conduct) Rules, 1964, as made
applicable to Council employees. .
3. It has also been observed that some of the Council employees are in the
habit of sending copies of their representations to outside authorities, i.e. to
those who are not directly concerned with the consideration thereof (e.g. Hon'ble
Ministers, Secretaries of other Departments, Members of Parliament etc.). This is
an undesirable activity, contrary to official propriety and tantamount to
subversion of discipline.

In this regard Gol, DoPT OM No. 11013/08/2013-Estt. (A) - Ill dated
06.06.2013 is being forwarded for information and compliance.

4 Insofar as redressal of grievances of Council employees is concerned,
CSIR has its own well defined grievance redressal procedure. It is desirable to
bring this procedure once again to the notice of all Council employees and
advisg them to desist from making direct representation on service matters to
higher authorities without following the laid down process and without exhausting

the remedies available al laboralory level
Contd. P/2
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5. It is requested that these instructions may be brought to the notice of all
Council employees in your Laboratory/Institute.

This issues with the approval of Director General, CSIR.

Sr. Deputy Secretar)'/ (_HR Admn.)
) Lé-5- P01y
The Directors/Heads
of all National Labs/Instts. of CSIR.

Copy to:

1. Sr. COAs/COAs/AOs of the Labs./Instts.
2. Sr. Dy. FAs/Dy. FAs/F&AOs of the Labs./Instts.
3. USto DG, CSIR.
4. USto JS (A), CSIR
5. PAtoFA, CSIR.
6. PSto LA, CSIR.
7. PSto CVO, CSIR.
8. Heads - PPD/ISTAD/IPU/HRDG/HRDC/USD/ITD/RTI
9. Sr. DSs/DSs/USs at CSIR Hars./CSIR Complex.
10.Shri T. Mahesh Babu, Secretary Staff side, JCM, IICT, Uppal Road,
Hyderabad-500007.
1. Head, IT Division, with the request to upload this OM on CSIR website.
12. Office copy.

L]
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