clionare, fSen-daree, doie-148106
@TRa T¥mr, ALASFH. & srefle waERvafagmery)
Sant Longowal Institute of Englneeung and Technology
Longowal, quhlct-banglm, Punjab — 148106
(Deemed University under MHRD, Government of India)

#igif @/Ref. No. SLIET/REG/ 16 /866 fei®/Date: 30.05.2016

- OFFICE ORDER

Subject :  Various complaints alieging irreéularities in routine
' administrative/financial matter sent directly from the
employees and students qf the Institute - reg.

With reference to MHRD letter No. F. 10- 15/2016 TS VII dated 27.05.2016 on
‘the subject cited above. It has been pointed out by the MHRD that
~anonymous/synonymous/ {rivolous eomplamts/representatmn relating to the

‘service matters and sent. directly to MHRD Substantlally hampering the core -
work of the MHRD.

In this regard, your attention is invited to the DoPT OM dated 06.06. 2013,
which categorically stipulates that in any matter connected with the service
rights or conditions, a Government servant wishes to press a claim or to seek
redress of a grievance the proper course for him is to address his immediate
official superior, or the Head of the Office, or such bther authority at the lowest
level as is competent to deal with the matter.

- Further, submission of representations directly to higher authorities by-passing
the prescribed channel of communication, is viewed very seriously and -
appropriate disciplinary action would be taken against those who violate thesc
[nstructions as it can rightly be treated as an unbecoming conduct attracting
the prov1s10ns of Rule 3(1){111) of the CCS (Conduct) Rules 1964.

Keeplng in view of above all the employees of the Institute are required to follow
‘the Instructions issued by the Ministry, failing which appropriate dlsc1phnary
: acuons would be taken against those who violate these Instructions.

A copy of MHRD Ietter dated 27.05.2016 alongwith enclosures (contammg 07

pages) is available on Lhe Institute website.
@M%ﬁ)w( b

(Dr Sanjeev Bansal)
Registrar

Copy to the following.for information and with a request to c1rcu1ate amongst
the employees of the Institute :-

01  Director

02 Al Deans/HOD*-;/Se(,tlon In- charges/Faeulty Incharges/Chlef Wardens/

-  Notice Board

03 Faculty In-charge (ACSb) ~ with a. request to upload on the Inst1tute |
' web31te -



F.No.10-15/2016-TS.VIl -
Government of India -

Ministry of Human Resource Development

Department of Higher Education

Shastri Bhawan, New Delhi
Dated 27" May, 2016

To, 3

The Director(s)

NITIE-Mumbai, NIFFT-Ranchi-and

BOATs/ BOPT located at Mumbai, Chennai, Kanpur & Kolkata

The Director (In-Charge)

NERIST-ltanagar, SLIET-Longowal, CIT- Kokrajhar Assam

The Mentor Directaor

GKCIET, Malda

- Subject: Various Complaints alleging wregularltles in: routma administrative/ financial
matters received directly from the employees of the Institute — regalsding

Madam/ Sir;

| am directed to say that this Ministry has been recewmg various
complaints/representations directly from Institute’s employees and students alleging
irregularities in routine administrative/ financial matters. It has been noticed that most of such
complaints/representations are anonymous/ synonymous/ frivolous, relates to ihe service

matter and substantially hamper the core work of the Division.

2. In this connection, your attention is invited to Department of Personnel & Trammg
(DoPT), Ministry of Personne!, Public Grievances & :Pensions O.M. dated " June,
2013(copy enclosed) which categorically stipulates that in any matter t:onnected with the
b service rights or conditions, a Government servant wishes to press a claim Qr to seek
i redress of a grievance, the proper course for him is to address his immediate official
superior, or the Head of the Office, or such other authorlty at the lowest level as is competent
to deal with the matter. ‘

3 Here it is further submitted that submission Qf.representatrons d:rectly to higher
authorities by passing the prescribed channe! of commiunication, has to be viewed very
seriously and appropriate disciplinary action should be taken against those who via}ate these
instructions as it can rightly be treated as an unbecoming conduct attracting the pmvismns of

Rule 3(1} {iii} of the CCS(Conduct) Rules, 1964.

4. Since, adequate redressal mechanism is already available in the Rutes & Rules
and Memorandum of Association of (MoA) of all the instltu’ﬁens!Board you are requested to
bring the instructions contained in DoPT's O.M. dated 6™ June, 2013 to the notice of all the

employees .of your Institution/Board and take appropriate disciplinary action against those
who viclate these instructions.

5. This issues with the approval of the Competent Authority.

Yours faithfully;

Encl as above.

%-
T
T

{ 'chint Kumar)
Under Secretary to the Govt. of India
Tel: 011 -23384582




No.11013/08/2013-Estt.(A)-H1 [ e
Government of India ; ;
e Ministry of Personnel, Public Grisvances & Pensions
Department of Personnel & Training

North Biock, New Dethi
Dated the 6° June, 2013

QFFICE MEMORANDUM

Subject: Representation from Government servant on service matters.

The undersigned is directed to refer 1o the Ministry of Home Affair's OM No.
118/52-Ests. dated the 30 April, 1952, OM No. 25/34/88-Estt.(A) dated the 20"
Decemnber, 1968 and this Department's OM No. 11013/07/1999-Estt.(A) dated the
1% November, 1989 (coples enclosed for ready reference) on the above mentioned
subject. This Deparment is receiving & number: of representations, on senvice -
maiters, addressed to the Prime Minister/ Minister/:Secratary (P) and other officers
directly from the Government servants. RN -

2. It has been envisaged in these instructions that whenever, in any matter
connected with his service rights or conditions, a Guvernment servant wishes to
press a claim or 10 seek redress of a grievance, the proper colrse fof him i 1o
address his immediate official superior, or the Head of his office, or such- other
authority at the lowest level as is competent to deal with the mutter. Of late, it is
observed that there Is an increasing ‘tendency on the part of officers at different
leveis 1o by-pass the prescribed channels of representation and write directly 1o the
high functionaries totally ignoring the prescribed channels. The problem is more
acute in large Deparimenis where often very junior employees at clerical level
address multiple representations to the Minster, 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 thiough Members of
Parliament, in violation of Rule 20 of the CCS {Congduct) Rule, 1864.

3. Existing instructions clearly provide that repfesentations on service matters
should be forwarded through proper channel. The stage at which an advance copy |
of the representation may be sent to higher authorities has also baen i wicated. In

MHA O.M. No. 25/34/68-Estt (A) dated 20.12.68 time limits for disposal’ of various ,
types of representations have been prescribed. if #t is anticipated that an appeal or
pefiion ‘cannot be disposed of within a month of its submission. an |
acknowledgement or interim reply should be sent to the individua! within a month. i

4. Thus adequate instructions are avaflable in the matter of submission of
representations by the Govarnment servants and treatment of the representations by
the authorities concerned. As such submission of fepresentations directly 1o higher
authorities by- passing the prescribed charinel of comimunication, has to be viewec
seriously and appropriate disciplinary action should be taken against those whe
violate these instructions as it can rightly be treated as an unbecoming conduc
atiracting the provisions of Rule 3 (1) (iil) of the CCS (Conduct) Rules, 1964,

v
-
i
i




2.

5. It is again reiterated that these instructions may be brought 1o the notice of all
Gow. servants and appropriate disciplinary action may be taken agamst those who
violate these instructions. |

| PR Wadtwa) |
Under Secretary to the Government of india

To

All Ministries/Departments of Govt. of india.

Copy to:

Comptrolier & Auditor General of india, New Delhi,

Union Public Service Commission, New Delhi.

Central Vigilance Commission, New Delhi,

Central Bureau of investigation, New Delhi,

All Union Territory Admiinistrations.

Lok Sabha/Rajya Sabha Secretariat. - "

All Officers and Sections in the Ministry of Permrma  Public Gnevanms &

| Pensmns |

. B. All Attached and Subordinate Offices of Ministry of Persannal P.G. 1& Pen&ms

X , DoP&T with the request to upload this O.M. on &apaﬁmant’s v@‘aﬁ site
(OMSIOrdarsw Establishment—+ CCS {Cunciuct Rules).

U-)’UTJIIWW?-*

"“-é




5 of the Office Memorandum No. 118/52-Ests. Dated 20" April, 1952

. ééréaentat‘cna from Government servants on service matters — agvance copes.

o tg%fereﬂve are frequently received in this Ministry enauiring whether the submmsnam of advance |
copies of representations 1o higher authorities is permissible and as to-the treatmentt that should |
be accorded 10 such copies. The matter has bsen carefully considered and the following

instructions are Issued for the guidance of all congemed.

2. Whenever, in any matter connecled with His service fights or conditions, & Government

servan! wishes 10 press a claim of to seek redress ¢f a grievance, the proper course for him is
to address his immediate superior official, or the Head of office -or such gther authority at the
lowest level as ne is competent to deal with the matier. An appeal or representation to a higher
authority must not be made unless the appropniate lower authority has already rejecied the
claim or fefused relief or ignored or unduly delayec the dmpsnsai of the case. F%epresem’taimns fo;

still higher authorties (e.g. those addressed to the Presi

Minister) must be submitted. through the proper channel {na the Head mﬁ t;)fﬂce etc,é

concerned). There will be no objection at that stage
of the representation being sent direct.

3. The treatment by the highér authorities of advance copies of represenlattens 0 received

should be governed by the following genera} ptinciples -

{a) i the advance copy does not clearly show that ali means of securing aﬁeﬁwn or redress

from lower authorities have been duly tried and exhausted, the representation should be. Jgn&recié
or rejected summarlly on that ground, the reasons bsing communicated briefly to the:
Government servants. If the Government servant persists in this prematurely addressmg the:

higher authorities, suitable disciplinary action should be tak@w against him.

{b) {f the advance copy sh::wa ciearly that ali appropriate fower authorities. have been duly

addressed and exhausled, #t should be examined to ascertain whether on the fatts as stated,
some grounds for interference or for furiher consideration, prima facie exist. Where ne such:
grounds appear, the representation may be ignored or summarily rejected, the reascms bemg; :

communicated briefly to the Government servant.

{¢) Even where some grounds for interference or further consideration a’pp&ar 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 represehtatmn without thus amdafmng the:

comments of the appropriate lower authority.

4. Some Government servants are in the habit of sending copies of their representatians also to

outside authorities, i.e. authorities who are not directly concerned with the consideration thereot,
(e.g. other Honorable Minister, Secretary, Members of Parliament, etc) This is a most

objectionable practice, contrary to official propriety and subversive of good fitsc;plme and a!
Government servants are expected scrupulously to eschew it,

e, but only at that stage to an advance copy

SEp



opy of the Office Memorandum No. 25/34/68-EstL.{A) Dated 20.12.1968
Representations from Government servants on service matters - Treatment of

Reference is invited to the Ministry of Home Affairs Office Memorandum No. 118/52-Ests. Dated |
the 30" April. 1952 on the subject mentioned above {Copy enclosed for ready reference). |t has -
been brought 1o the notice of the Ministry of Home Affairs that undue delay occurs very often in
the disposal of representations from Government servants.in regard to matiers connected with.
the service rights or conditions which causes hardship to the individuals concemed, <

2. The representations from Government servants on service matters may be bmaftsiy classifieg
a8 foliows - : o .

(1) Representations/complaints regarding non-payment of sé%ary!alipwanc:@s o tot,hzei* dues.
{2) Representations on other service matiers,

(3} Representations against the orders of the immediate supeﬁar authority; and

(4) Appeals and petitions under statutory rules and orders {e.g. Classification Conirol and.
~ Appeal Rules and the petition instructions), .

3. In regard to represeniations of the lype mentioned at (‘t) and (2) above, i the -‘éri%di.viduai has
not received a reply therelo within a month of its submission, he could address. or ask for an

- interview with the nexi higher officer for redress of his grievances. Su;::hmpermr pificer should
immediately send for the papers and take such action as may be caiied for, withoutdelay -

4. Representations of the type mentioned at (3) above, would be made gengrally only in cases %?‘
where there is no provision under the statutory rules or orders for making appeals or petifions. %
Such representafions also shoulc be dealt with as expeditiously as possible. The provisions of ‘g?/
the  preceding paragraph would apply to such representations also, but not o later

representations made by the same Government servant on the same subject afier his earier,
rapresentation has been disposed off appropriately, L :
5. In regard fo the representations of the type mentioned at {4) above, aithﬁugﬁ the .r;ai%evanf;
rules or orders do not prescribe a time limit for disposing of appeals and petitions by the

.
campetent authority, it should be ensured that all such appeals and petitions receive prompl %
atiention and are disposed within a reasonable time. if it i3 anticipated that an appeal or a F

petition cannct be disposed of within @ month of ils submission, an acknowiedg
interim reply should be sent {o the individual within a month, -

8. The instructions ‘contained in paragraph 2 of this Miﬁistﬁy*ﬁ'f;}fﬁt;e Memmfanziurﬁ Na. 31.3;52,@
Ests. Dated the 30™April, 1952, will stand modified fo the extent indicated in the paragraphs 3 4/
and 5 above, ' |




N, 110137 39-Fetl. (a}
govermmsnl of Tndia
Hivlelyry of Permonnel , Prskl 1o By levances. & Penwione
(Depas tnant of Personmel § Tralnping)

Hew Dealhl, dated the Iﬁ+ﬁg&%ﬁﬁx-39¢¢-

-QFFICE HEMORANDUM
subject: Repregentetivn fram Gover nment servants on
service metiers

THe undersigned ir diveoted to vefer 1o ihe
Minisiry of Mome Affalrs 0.1, RO SIS~ Eats ., cated
30th april, 1982 on the subjsct mentioned sbhove (oopy
enclosed for ready refermpnoe. e ’

z. It hes beén anviesged in  Lhese frstruetdons
Lthat whensver . in eny matter connected with his BT ] oe
vighls or  conditions, » Gevernment garvant wishes to
presy a clalm  or Lo sesh vedvess of m grvievance, Lhe
Proper course Tor him  lw Lo sddvess his  immediate
official super lov, or Lhe tisad of hig office. or asueh
obher guthority  at the Jowesl level st he o competeni
to deel with the matter, Of lstu, I is obeserved that
there hes bean & tendevcy s the parl of wEfivers at
different lewvels to by-pase Lha prascy ibed channels of
representation and write difeactly  to the high
funclionsries tetally fgunoring the prescribed channsls.
The problem is more acube in large Departments where
often vary Junior emplovess et clarigal level address
multiple  reprscentations te . the Minigler,  Prime
Mlinister srd other funsi lonaries. apart.  from
individual representatinng, the Bervice uniows have
alve developsd g tendency tv write to the HMinisters and
Prime Minister on individus) grieventes, Same of Lheae
reproventetlons  gre 6ften forwarded through Members of
Pavliament, in vielstion of fule = 20 of the 6CH
(Conduct ) Rules, 1964, '

2. Existineg instructions clesrly  provide thet
repreasantat lons

oun marvice maLtors should be forwsrded
throtigh proper ohannel . Thy stage stowhich sn advance |
copy of the rerresentition msy be * sant tw higher |
authgritien hews also Dbeen indiceted. In  MHA M.
MO . 25/34/68-Estt (A} dated 20.12.68 - teopy endlosed)
time }imits Tor dispozal of varioue Ly pee of
repyesentations have berr prescribesd. AR G ¢ in
enticipated that an  appesl  or peticion gsnnot  be
disposed of within a month of jte subwission, an
acknowiedgemeht v Lntevin reply shousld e sent. to Lhe
individusl within a month, ;

4. Thus adequate instructione sre sveilable ju the
mattar of sttbmisgionr  of repregenletione by  Lhe
Govery nment servants #oned Lrmatme nt of Ui
répresantations by bhe aubhor itics concerned. ne such

siubmiselon of  representuiions dirsotly  to higher
authoritiesg by-passing e pres&ribed chonusl of
communicet lon, has Lo e wviewed  seriousty ans
aRpropyiate disciplinary ection ghould be Laben sgeinsl
Lhase whe wiolete Lhese ine!vuctions ae it can yightly
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provisions of Rule 3 (1) (iii) of Lhe COS {Conduct
Rules, 1964, |

f“=5f' It is YQQU&simd that tha%e Jﬂ&ifﬁuii%“@ may hw
brought to the nrotice of al] Gavt . BarwetiLs s

approbriagte d;&@ip}zn4*> gction may be t&kan sgainst o
those whe vioclete thess 1n$truc+ians.

W\Jf\w&M«fV"-;mﬂwm- 1*‘L3

Depuly Seavetary to &he vaaanmwaﬁ of India |

1o

All ministries /Tepariments of the Govi. of Indise.

Copy bLo:

ComplLroller & audlio teneral of India, Naw h&%nx
Union Public Service Commxsslan, New Delhi.
Central Vigilence ummmxaazwn, Mew Delhi.

Centlral Bureau of inveatigstion, New ﬁaihxm

All Urion Tery itoy &4MAWQQLT&L\0H$

Lok Q&bh&fﬁﬁgyﬁ Yubha Secretariat, P

Al oFfficers and Seations 1n the Min&atrw of
Personnel, Public Gr ievances & Pen&laﬂgu&MMﬁﬁ
all Rttached andd Subordinete Offices of Hlni&TZ}
of Personnel, .G, & Penslons Sewbids

i;:ﬁ“y“w1WAf“ﬁaz:“* o\

(7T .03, Thomas ) @w~*”””“”
Deputy Ssuretary to the GOVErnmenL af Iﬂdi&




