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Ministry of Civil Service Affairs and Admiinistrative Reforms

12 January, 2004

ivil Servi i inistrative R

Circular Letter No. 4 of 2004

E/41/4/04/32 ‘

From: Senior Chief Executive, Ministry of Civil Service Affairs and Administrative Reforms
To: Supervising Officers i/c Ministries/Departments

iy

Paragraph 1.3.1(2) of the Personnel Management Manual provides inter alia that
Confidential Reports, duly completed, should be submitted to the Responsible Officer
concerned by the end of January of each year.

2. It would be apprediated if Confidential Reports for the Year 2003 ixﬁespect of officers
belonging to the grades mentioned hereunder and serving in your Ministry/Department could
be filled in and submitted to me, under confidential cover, by Eriday 30 January 2004:

Office Superintendent

Higher Executive Officer

Executive Officer

Office Supervisor

Clerical Officer/Higher Clerical Officer
Confidential Secretary

Senior Word Processing Operator
Word Processing Operator

Head Office Attendant

Office Attendant

3 Your attention is drawn to the fact that:

(i) Items 7 to 12 of Section 2 (Part A) should be completed for officers of the grade of
Executive Officer and above; and

(i) Section 3 of the Confidential Report should be completed by you.
4, Ienclose, for guidance, copy of Public Service Commission Circular No. 2 of 1979 which

highlights the procedure to be followed where spedific faults and shortcomings have been
reported in the Confidential Reports.

(K. Ponnusamy)
Senior Chief Executive

Secretary to Cabinet and Head of the Civil Service

Copy to:- e

et e e i

6h Floor, New Government Centre, Port Louis, Republic of Mauritius
Tel : (230) 201 1045, Fax:(230) 2013815 E-mail : civser@mail.gov.mu
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Public Service Commission Circulg' No. 2 of 1979

Confidential orts

Specific faults and shortcomings

The aim of Confidential Reports is to promote the efficiency of the public

o, In effect they provide an opportunity for the assessment in individual cases
he quality and performance of duties over a calendar year. The assessment must be
ed to the nature of the office, the age of an of ficer and the duties he has to

H0IM.
are carefully and objectively

To ensure that the confidential report forms
d, the Reporting Officer,

Jed, three persons are involved, the of ficer concerne
 Responsible Officer or his Deputy. |

The particulars of assessment of an officer are strictly confidential but
paure that the quality end performance of his duties eare not unduly depreciated
it is provided in G.0.E. 1/III/9 that the substance of 2 report must
congunicafed in writing to the officer if it draws attention to specific faults
shortcomings and & note to that effect should be inserted in the confidential

ort. The officer should be given an opportunity of submitting his observations
oy matter brought to his notice. A copy of his observations shou.;l‘d; be attached

Confidential Reports and the related procedure do not constitute disciplinary
edings. Faults and shortcomings should be brought to notice as soon as they
evident to the Reporting Oificer.

The Responsible Officer on being informed of 2 complzint agazinst an oiffiecar
uld communicate to him in the usual way, under confidential cover, the points
ised by the Reporting Officer, advising him et the same time that if there is no
srovement in the performance of his duties this will be reflected in his Coniidentizl
ort. Any representations made should be attached in dus course to the Confidentizl

poTt .

3 To avoid eny misunderstianding the necessary procedure should, as far as
ssible, be completed before the end of the year and within a2 period of time that
d provide the Responsible Officer opportunities %o check progress at regular

tervals.
5 (except as provided under Note) in parts A and B

All maridin below ca
nfaults and shortcomings" and should

section 2 of the foram should bs regarded as

(a) With regard to Relations with people, marking
below cage 2 should be queried.
(b) With regard to Responsibility, wmarking below
cage 2 should be queried.
The assessment of the Responsible Officer in section 3 is strictly

r
onfidential and should not be cocnunicated to any unsuthorised person.

: The provisions of Public Service Commission Circular ¥o. 1 of 1975
s hereby cancelled. -

Public Service Cecrission,
7, Louis Pasteur 3treet,

oy June, 1779 Ferezl Side.
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