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The Certifying Officer will be the staff officer immediately in charge of the officer reported on. If there has been a dfaihsfeCertifying
Officer, or the officer reported on, in the case of E. C. C. officers after 1st September and in the case of G. C. Qwitffiosres 6 years service)
after 1st November, the report will be made by the Certifying Officer under whom the officer reported on worked beforerhsteGemnd 1st
November, respectively. The staff officer under whom the officer reported on happens to be working in January (in the.CaSe affi¢ers) or
March (in the case of G.C.C. officers) will make his comments in the light of his own observations.

The Certifying Officer will also certify, on the statement of work submitted by the officer reported on, that he has caradulind
examined it, and comment on the claims made by the officer. When he is unable to support any of the claims, he willestatmii rfull.
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The preparation of annual reports on the staff is a very important duty. The opinions expressed by the Certifying Officbe drasdd
on his personal knowledge of the officer's performance throughout the year (or that portion of the year during which themdfieael on
worked under the Certifying Officer), and should be the result of careful consideration. He should be ready to justifjohis tpihe Certifying
Officer does not have personal knowledge of any of the characteristics on which he is required to report, he should d¢oeasdlbfithe Branch
in which the officer concerned worked.
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The Head of the Department will be the Countersigning Officer. In exceptional cases, the Head of the Department may,ppittv#he a
of his Permanent Secretary, nominate an officer superior to the Certifying Officer as Countersigning Officer. The Cougt&figainshould
make an independent assessment based on his own knowledge of the officer's work or on substantial evidence and withialtleer€&gatifying
Officer's own merits as a reporting officer. Every such assessment should be rendered without reference to previousn@psrisfobehind by
previous Certifying or Countersigning Officers.

In the case of an officer transferred after the relevant date—vide paragraph 1 above — the Head of the Department infiitechnvibrixed
before that date (or his nominee) will be the Countersigning Officer. The Head of the officer's new Department may makeobsemation.
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