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MEMORANDUM
SUBJECT- Duties of Heads of Departments

Heads of Departments are fully aware of of their duties,
but apart from certain duties laid upon them by statutes or stasr’
tutory rules, their executive and administrative functions
although well-known to departmental heads, do not gpprear to have
been reduced to writing. It is the object of this circular to
£ill this gap in the hope that although the circular does not
contain anything new, it may be of some assistance to the Heads
of Departments and the oflicers under ‘them, ' :

Broadly speaking, the duties of Heads o. Depai lments
are- '

(1) to adminis:er their departments efficiently and
impartiall:’;

(TT) +to advise tne Provincial Governmen® on policy.
R T S S ST T JLoT Btk P A To IR P o waiv conkists
of development schemes. [hese Scnzmus 1L S2En conceErtd
more than onc department, and ~“he duty of advising
. the Provinci:1l CGovernment mus< there fore be taken
to include also the duty of edvising lHeads of
other Departments;

(III) Once policy is approved, to frame detailed schemes-
in close consu'tation with the other departments

concerned;

(IV) to carry out devalopment schemes prouptly, to
watch their prog-ess from time to time, to make
or suggest modif:cations wherevar necessary in the
light of experievce and generally to cnsure that
these schemes fulfil théir purposes.

' %, In order that these duties may be carried out in their
entirety and to the satisfactior of Covernment as well as the
public, the following pretequisjtes are essential:i~

; (a) The Heed of the Department must exercise
close personal supervision over tle work of his officers and
must spare no pains in training end guiding them from time to
time in the discharge of their du‘ies. He must also concentrate
his attention on progressively im-roving the efficiency of his
department and must impress on all his officars the vital nece-
ssity of hard and systematic work. He should be able to inspire
confidonce in-all those working u .der him, This necessitates
wat onlyry firmnesa, but at#ict imnortiality anl sympathetic
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that matters to the services under him. Given this confidencf
and efficiency, the whole department will be imbued with the

spirit of service and as A3 corollary, will work together as one
team, enpgaged on the common task of developiug the Rrovince.

(b) The Ha2ad of the Department and all his cificer
must not cnly be in close touch with one another, but also with
officers of other depertments. Isolation, narrow departaencalism
and petty jealousies are gquite out of place in properly run
departments. . .

‘ (c) The Head of the Department and all his officers
must not only-be in close touch with non-officials and non-offi-
cial agenciesg where such exist, but must make it a point of obte-
ining their willing and whole-hearted co-operation in the formu-
lation and the implemeritation of development schemes. Without

such co-operation many development schemes will not be framed
properly, and will not be execuled nt all, or if executed, will
fail to achieve either wholly or partly the resu'ts expected

of them. '

(@) The Head of the Department must know wnat is
going on ia other Provinces, so far as his department is
concerned, in order that he and the Province may benafit by
experience ezlsewhere. 1f he does not do this, or in other words
does not kz2ep abreast of modern developments whether in technical
or in administrative fields, their is risk of stagnation. A
department which is stagnant and has no new ideas is worse
than useless.

(e) The Head of the Department rust give the
best possible advice to Covernment. In tendering this advice
he should not be influenced by any extraneous sonsiderations.

(f) The Head of the Department must regard it
as his definite responsibility +o maintenance of discipline in
the institutions under himj for this purpose it is essential that
he should oe particularly,vigilant for any signs of trouble and in
fact should do all that is ‘possible to forestall any undersirable
develop.ients. '

(g) The Head of the Department must tour
systematically and throughout the whole Province, paying, in
particular, special attention to the partially—excluded areas
which are apt to be neglected. During these tours, he must esta-
blish and foster contact with leadin non-officials interested in
the work of his department, and must also contact the District
Officer, Systematic touring will @also enable him to watch that

" the development programme progresses properly and that money is

not wasted and that all effort is properly co-ordinated.

(h) Heads of Departments do not at present send
any tour notes to Government. The Provincial Covernment thinks
it important to know what lleads of Departments do during tours.
The Provincial Government therefore directs that each Head of
Department should send to the concerned Secretary to Government
by the 5th of each month a brief description of his work during
tour in the previous month. The Provincial Government trusts

~that the notes would not merely be routine bul would be

informative.

-

Contd.



F 4 ;})
J

) 5
D

- 3% -

g L
~

' ”A/ \i' Tr=re are undoubtedly difficulties and

obstacles at present. There are also organisational weaknes3es.

1+ s che.dvty cf the llead of *the Nepartment to overcome these

imped. ieats ane if he *s unable to remove them himself, to .

repcrt them promptly, and preferably personally, to Cevernment.

Heads of epartments must rot rest coptent with wricing letters

to the Secrecariat or other [leads of Departments and then awaiting

orders indefinitely. They must pursue these cases perscnally

until answei3 CI crdews are extracted from those addressed. The

altercetive tc this is inertia or lethar%y and this is the most
inviting Jjust wdverse oriticism, if not condemnation.

o

pctert »ay Cf

Y. Briefly, @ gc3@ deed cf a Department je erergecic,
alert, snthusiastic and impartial. He ig also prompt in the
disposnl of business and takes deep personal interest in the aff-
airs cf hLis department. He alss “reats his supordinatzs notv only
firmly but also Justly ard sympatbetically, end does everything ‘
possible to train and guide them and make them contented. During
this transitional neriod when much is expected of Government and
thete is a good deal of impatZence an the part of public, nothirg
but the very best effort on the part of each Head of Department I8
good enough or likely to'give satisfacticn to the public whose
servant every public functionary in “he Province %s. The
Provincial Covernment 18 cenfident that all Yeacs of Departments
and in fac*, everyvcene working under them, will rise to the full
measure of their responsibi.ities. '

sa/-B.C.MUKHARJT

Chie” Secretary to Geverament.
Memo.No.QEQB(BO)-A.z -
| natad Cuttack, the 4lLigh May 1947p'
, | g%l Deg%gtnegﬁg of Governmzns
; : . ; . 3ii Heads oi Nerarvments
Copy forwarded 0 3337 Histricl (fficers |
Yecretary to 1'is Fxcellency the Goverrtr

: ac /- 9.UiSHAHAB
Aéditional Deputy Secretary to Covernment
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