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GOVERNMENT OF KERALA

Persontrel rnd Admioistr.tive Refordr (Advlce-C) Deptrtment

CIRCIJLAR

No. Adv C3/304/l 7/P&ARD. Dated, Thiruvananthapuram, I6th August, 2017

sub;-PersonnelandAdministrativeReformsDepanment-RecruilrnenttoPublicsewice_'Advanc€
inrimation to rhe Kemla Public Servic€ Comarission regarding anticipated vacancies fbr the

calender year 2018 lnstructionF-lssu€d'

. Ref _1. G O.{Ms.) No 232lI97llPD, dated 12-8-1971'

2. G O. (P) No. 38/192/P&ARD, dated 18-9-1992'

3. Circular No. 4185/AdV.C3/2009/P&ARD, dated l-6-2009'

4. Circular No 5755/AdV.C3/2013/P&ARD' dated 2-4-2013

5. Circular No. 10336/AdV'C3/2014/P&ARD' dated 23-7-2014'

6. Circular No. 8983/AdvC3/201 S/P&ARD, dated 17-8-2015'

7. Circular 
-No. 

Adv.C3ll 04/201 6/P&ARD, dated I 7'8-201 6'

AsDertherefefencefirstcited,itwasorderedthattheAppointingAuthori|iesshouldreporttothe
' ferat" public Service Commission, the vaca[cies estimated for on€ year itr each category of posts

separately by th€ hrst of June every year and that if no vacancies are anticipated a 'Nil' report should

invariably be sent.

2. Again, 8s per the Circular 3rd cited' all Heads of Depanments and Appointing Authorities rvele

dir€cted to sfr that the anticipated vacancies for the calendar yeal that aJE caus€d by relirtmenvpromolion/

creatior/deputationetc.or.NotJoiningDuty'ofacandidateadvis€dearlierarcassess€dandreportedto
rheKer6IaPublicserviceComnission,concemedAdministrativeDePartmentandPersonnelalrd
AdministrativeReforms(Advice.c)Departmentinadvancelateslbythe30thJuneeverycalendaryear.
Similar insFuctions were given in circular 4th. 5th '6th and 7th cited'

3.Irrtheabovecircumstances'inordertoavoidde|ayinasse'singandreportingvacalciestothc
Kerala Public service commirsion, covemment are pleased to issue the following idslrlrctions to ll:a

Heads of Departments/Appointing Authorities:

(i)TheAppointingAuthoritiesshouldreportlothePublicservic€commissiontheanticipated

vacanciesforthecalendaryear2018(lstJaouary20lStoSlstDec€mber,2018)ineach'al'Soryofpostr
sepaaklybythelstSeptember,20lT.tfnovacanci€sareanticipated,a'Nil'reportshouldinvariablyb:
sent.ThedetailsolvacanciesreportedlotheKeralaPublicServiceComnrissionforihecalenda.
year 2018 shall be fumishe4 by the Appointing Authorities to the Administt'tive Depattlrlent concenred

in the Secretariat with copy lo Personnel and Admi[istrative Reforms (Advice-C' Dc!'srlment by

30th September.20lT without fail in lhe following format:'

GCPI.3t295'n0171s-2



(ii) In the case of state-wise recruitment, the responsibility of reporting anticipated vacancies to
KPSC lies with the Heads of Depanments concemed.

(iii) In the cas€ of District-wise r€cruitmer when an omcer rctir€s from a promoted post, it is
the respo sibility oi the Heads of D€partments to detcrmine the Dislrict wherc a vacancy in the entry
cadre post is likely to arise, on the basis of the final seniority list of officeB rn the erltry cadre tbr
promolion in his depaftment and to inform the same to the Distlid Officers concdmed in his d€partmenf,
so as to enable them to report thes€ vacancies to KPSC.

_ (iv) While reporting anticipated vacrncies. prEscriH percentage of vacaDcic as per rules should
be set aside for By-transfer appoilltmelrt, Int€r-disFict/Inter depanmlntal transfer, appoiltment under
Compassionate Employm€nt Scheme and othe. appoittment, sp€cified in special rules.

(v) The Appointing Authorities should ex€rcise extrcme dilig€nce and accuracy rn reportlng
vacancie. to the Public Service Commission. When once the vacancies are reponed to th€ Commission,
they should neither be cancelr€d nor reduced. They should also note that lhe date of occur€nco of the
vacancy should be heated as th€ crucial date for deciding the method of appointmeDt. The practice, if any,
of filling the vacancies by promotion/tmnsfer after reporting the vacancies to the commission should be
discontinued.

(vi) All the vacancies with a duration of six months and ab,ove except leave vacancies should
invariably be reponed to the Commission.

(vii) Mat€mity leave vacancies for six mo hs need not be roported to Keral. pubric service
commission. But the mat€mity leave vacancies that ar€ likely to continue beyond six months should be
reported to K.PS,C. if th€ vacancies are likety to last long and new vacancies are likely to arise.

(viii) When there is a ranked list, exisling vacancies shall invariably be filled up from the
candidates in that list.

(ix) All 'Not Joining Dury'(NJD) vacancies should be reported to K.pS.C. soon aft€r the
completion of time lirnit prescribed for joining duty. Appointing Authority shalr ensur€ that no r€quest for
extension ofjoining time is pending with the covemmenr or with the Appoioting Authority before the fact
of 'Not Joining Duty' is reported to the K.pS.C.

(x) Provisional appointments lhrough Employment Exchanges, daily wages and conlracl basis
shall nol be resorted to in respect of any posts for which ther€ is a vatia iutfJService Commission
ranked list.

. (xi) The Heads of Departmeots/Appointing Authorities wilr take utmost car. in furnishinc the
correct information on th€ vacancy position in the pr€scriH pro forma (appeoded for ready referrnJ 1 to
Kersla Public Service Comftission.



To

J

4. Any violation of these instruclions by any oirhe Heads of Depanmenrs/Appoitrtitrg Authorities
will be viewed seriously and the offrcer concemed shall be hold p€rsomlly respoosible.

SATYA.IEET RAJAN,

Principal Sec,etary.

All Additional Chief Secr€taricvPrincipal Secr€tarievsecretalievspecial S€cretaries.

All Heads of Deporrments/Appointing Authorities and Offices.

All Chi€f Executives of Public Sector Undeftakings.

All Heads of Autonomous Bodies/Quasi Cov€mm€ot Organisations.

All Dist.ict Collectors.

All Departments (all sections) of th€ Sec.€tariat inoludidg law and Finance.

The Principal Accountant General (Audit), Kerala, Thimvananthapuram (with C.L.).

The Accountad General (A&E), Kerala, Thiruvananthapuram (with C.L.).

The State Election Commission, Kerala, Corporation Office Complex, Thiruva[anthapuram
(with C.L.).

The secretary, Kerala Public S€rvice Commission (with C.L.).

The Secretary, t-€gislature Secrctariat (with C.L.).

The Registrar, High Court of Kerala, Emakulam (with C,L.).

The R€gistmr, University of Kerala/Kochi/Kozhikodo/Kannur (with C.L ).

The Registrar, Mahatma Candhi University, Kottayam (with C.L.).

The Registrar, K€mla A#cultural University, Thrissur (with C.L.)

Th€ Ceneral Managq Kemla state Road Transport corporation, Thiruvananthapuram (with C.L.).

The Secretary Kemla State Electricity Board, Thiruvananthapumm (with C.L.)

The Advocate Cercral, Emakulam/Thiruvananthapumm Bmnch (with C.L.).

The Private secrctary to Chief Minist€r aod oth€r Ministers (with C.L.).

The Private Secretaty to the Leader of Opposition, Cantonment House' Thiruvananthapuram
(with C.L.).

The Private Secretary to the Sp€aker/Deputy Speaker, L€Sislalive Assembly, Thiruvananthapuram
(with C.L.).

The Secretary to the Govemor, Raj Bhavan, Thiruvananthapuram (with C.L.).

The Additional Sec.etary to the Chief Secretary

The Dir€clor, Information and Public Relalions Depanment (fof wide publicity)

Information and Public Relations (Web and New media) DeP.rtment (for uploading in Govemment

Website).

Stock Fil€/Oflice copy.



4

PRO FORMA FOR REPORTING VACANCIES FOR THE YEAR

lvide G O. (P) No. 38/92/P&ARD, dat€d 18-9-19921

L Designation of the post with scale of pay

2. Name of the service to which the post belongs

[as classified under Kerala Civil Service
(c lassification. Conrol, and Appeal)

' Rules, 1960]

7.

3.

4.

5.

6.

Method of recruitment ie., by direct recruitment
(lf dilect recruitmenl is prescribed as a method

of appointmenl to be reported to only in the
absence of qualified hands for promotion/
transfer, it should also be made clear whether
the method of promotior/tmnsfer has been

tried and if so with what results) or Tmnsfer
(th€ feeder category or categories should be
specified wherever possible) or promotion

The rules or orders of Govemment if any.
prescribing any of the method under 3 above
in r€spect of the post, the number and date of
Covemment Ord€r or the Service Rules to be
quoted

Qualifications prescribed for each method of
r€cruitment including qualification regarding age

'[he rules or orders of Covemment if any,
prescribing the qualifications under item 5 above
in respect of the post (Number and date of
Government Order or Rule to b€ quoted)

Nunb€r of vacanci€s (in the case of Dislriclwise
selections, specify whether vacancies are
Headquarters or Dirtrict vacancies)

Whether the vacancy reported is a fresh one
caused by retirement/plomotion/creation/
deputation etc. or NJI) vacancy ic., vacancy
caused by lhe Not Joining Duly of a candidate
advised earlier

9. lf the vacancy is one caused by the not
joining duty of candidate advised earlier, spo;ify
the name,/names of candidates who failed to
join duty and the date of advice of ihose
candidales (use separate sheet if space in th€

8.
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pro foarEa is not sufficient)

10. Whethe. the vacancy has alrc{dy been rEport€d
to lhe Commission, and if so, the numb€. and
dat€ of letter reporting th€ vacancy and the
numb€r and date of communication if any
r€ceived from th€ Commission may also be
fumished

Il. The date of occufi€nce of vacancy

12. Probable duration of the vacancies

13. Designation of rhe appointing authority

14. Other poinls if any

Sigtature,
Nonte and Designation 01

the Appoi, ing.luthority.

GCPi a2950/20i ?r92.
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2. aJ|. "OaJ. cu1._@l6s e_vacancy software alc6)l(r) d'gloll€,oi
.,14!cq1:,.rElcr,6tot mrdtgd aDlc,rDlri e|BJ@Rcor' oe]{Tauncarn
6Bod OTP (One Time password) rrDoor.l@coo i"roo,c<r,rg"otogco5
::gJT -a:lor}6ud 
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"o5r"-n4,rr,o,ly.ol@-ld ooLoro 6re1.ll: ald ael go,.(ol 
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cedecr-la6rcor or6ldlad/lroDc"rtn@rroa OTp (One Time passworl)
.ruodl(r)r(I'o gnraaocLntC 6telort€,sd olo.gcds o,rqlorrurca Eelojld,glos
Haro copy eGlocojJdD (b)"lcoo,t octo)ca authorised dste {date of receipl
of vacancy) @E@1 d(o1o6nta6,le@l{lglool(rD(rrlmccd (lrrlBlgrd auloqD:rd
p$c6ro) e-vacancy sotiware @lcor(r) selo{a,o6 .r.lcdcdg o'lq]o*rua
oto(m (')1a)6(r)cota,co1 odtooj:, Hard copy €,)sl cD@,o;o*rereo,c
o6m(m)o. e-vacancy software olc6rc,(olgg adto4agiodocdo (frelon{d
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