HCKL/1636/2025-C3-HC KERALA

THE HIGH COURT OF KERALA
Kochi : 682031

Email: csec.hc-ker@gov.in

Phone: 0484-2562843, 44

No. HCKL/1636/2025-C3-HC KERALA Date: 30-09-2026

OFFICIAL MEMORANDUM

Sub:- Declaration of probation of Clerk/Protocol Officer (Civil Unit), Clerk

(Criminal Unit), Tamil Clerk (Civil Unit), Tamil Clerk (Criminal Unit),

Kannada Clerk (Civil Unit) and Kannada Clerk (Criminal Unit)

categories — Computer Word Processing Proficiency — Government

Circular dated 02.09.2026 — Mandatory in-house training and practice —

Further directions — Reg.

Ref:- 1.
2.

G.O.(P) No.14/2022/P&ARD dated 26.10.2022.

G.O.(P) No.8/2023/P&ARD dated 05.5.2023.

G.O.(P) No.18/2023/P&ARD dated 12.12.2023.

G.O.(P) No.11/2024/P&ARD dated 27.11.2024.

High Court Office Memorandum even number dated 01.03.2025.
High Court Office Memorandum even number dated 18.03.2025.
High Court Office Memorandum even number dated 01.04.2026.
High Court Office Memorandum even number dated 21.08.2026.
Circular No. RuleA2/57/2026-P&ARD dated 02.09.2026.

Attention of all Appointing Authorities is invited to the references cited above.
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Government, vide the orders cited first to fourth above, issued various directions from
time to time regarding the requirement of Computer Word Processing
knowledge/proficiency in relation to declaration of probation in the categories of Clerk,
Assistant and equivalent posts. Consequent thereto, High Court issued detailed instructions
regarding the manner of assessment of Computer Word Processing Proficiency and

declaration of probation vide the Office Memoranda cited fifth to eighth above.

Vide the Office Memorandum dated 01.04.2026 cited seventh above, among other
things, employees who are required to qualify the Computer Word Processing Proficiency
Test and who submit a written request for practising were directed to be provided dedicated
time for in-house typing practice from 9.00 a.m. to 10.00 a.m. on all working days, without
affecting regular office duties, and the Head of Office was directed to ensure availability of

the necessary facilities.

The Government, vide Circular dated 02.09.2026 cited nineth above, has emphasized
that, in view of the non-availability of short-term training courses conducted by the Institute
of Management in Government (IMG) or other training institutions, it is the administrative
responsibility of the department concerned to ensure that employees are provided necessary
training to acquire computer proficiency within the period of probation. The Head of Office
is also required to ensure that necessary training is provided and that there is no lapse in

this regard.

In the above circumstances, and with a view to ensuring that probationary employees
are provided adequate, guided and regular opportunity to acquire the prescribed Computer
Word Processing Proficiency during the period of probation, the following further

directions are issued.
Mandatory in-house training and individual practice:

a. All employees undergoing probation in categories to which the requirement of

Computer Word Processing Proficiency applies shall undergo both mandatory guided
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in-house training and mandatory individual typing practice during the period of

probation.

b. Thirty minutes of guided training shall be provided during office hours to every
probationary employee to whom the Computer Word Processing Proficiency
requirement applies. The training shall be imparted by an employee in the category of
Typist of the Court or such other employee as may be designated by the Head of
Office, having adequate proficiency in the prescribed typing and computer word

processing requirements.

c. The 30-minute guided training shall be compulsory for all probationary employees
concerned. The fact that an employee is undergoing or has undergone typing or
computer training outside the office, including training from a private institution or
training centre, shall not exempt the employee from attending the mandatory in-

house training.

d. The guided training shall be arranged on alternate working days for the two language

components, namely:
1. English typing one working day; and

ii. Malayalam/Tamil/Kannada typing, as applicable to the employee, on the

alternate working day.

e. The requirement of Computer Word Processing Proficiency shall also apply to
employees of the category Tamil Clerk (Civil Unit), Tamil Clerk (Criminal
Unit), Kannada Clerk (Civil Unit) and Kannada Clerk (Criminal Unit). In respect of
such employees, all the standards, conditions, procedures and directions prescribed in
the earlier Office Memoranda in relation to Malayalam typing shall apply equally and
in the same manner to Tamil and Kannada typing, as applicable. This shall include
the provisions relating to the prescribed minimum typing speed, accuracy, duration
and conduct of the test, nature and selection of passages, permitted keyboard/input
method, use of phonetic or transliteration tools, valuation procedure, maintenance of

records and verification of proficiency.
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f. Where a Tamil or Kannada Clerk is posted in a Court where no Typist or other
employee having adequate proficiency in the concerned language is available to
impart the guided in-house training, the Head of Office shall make necessary
arrangements to facilitate self-training using the available computer facilities and,
wherever available, suitable online typing tutors or other appropriate digital learning

resources for practising Tamil or Kannada typing.

g. The non-availability of a Tamil or Kannada Typist or other suitably proficient
employee shall not dispense with or otherwise dilute the requirement of acquiring the
prescribed proficiency. The Head of Office shall, as far as practicable, provide the
necessary facilities and resources and shall periodically review the progress of the

employee.

h. The existing arrangement of providing dedicated time from 9.00 a.m. to 10.00 a.m.
on all working days for individual computer word processing/typing practice shall
continue and shall be compulsory for all probationary employees to whom the

Computer Word Processing Proficiency requirement applies.

1. The 30-minute guided training and the one-hour individual practice from 9.00 a.m. to
10.00 a.m. shall be treated as two distinct and independently mandatory requirements.
The 30-minute guided training shall be in addition to, and shall not form part of or

substitute for, the one-hour individual practice.

j. Both the mandatory 30-minute guided training and the one-hour individual practice
shall be arranged in such a manner as not to affect the normal functioning of the
Court. The Head of Office shall prepare an appropriate schedule and make necessary

arrangements for providing the required facilities.

k. An employee may undergo additional training in Computer Word Processing/typing
from a private institution, training centre or any other source outside the Court. Such

outside training shall, however, be in addition to and not in substitution for the
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mandatory in-house training and individual practice prescribed herein.

l. The Head of Office shall maintain appropriate records regarding the
attendance/participation in the guided training and the individual practice, and shall
periodically review the progress of the probationers in acquiring the prescribed

proficiency.

m. The training and practice shall be directed towards enabling the employee to attain
the prescribed minimum proficiency of 20 words per minute in English and 15 words
per minute in the applicable language component, subject to the other standards and

conditions prescribed in the relevant Government Orders and Office Memoranda.

Assessment and declaration of probation

a. The training and practice prescribed herein are intended to facilitate acquisition of
the required proficiency and shall not, by themselves, be treated as proof of Computer
Word Processing Proficiency. The actual proficiency of the employee shall be
established in accordance with the assessment/test procedure and other conditions

prescribed in the earlier Office Memoranda.

b. The existing provisions relating to eligibility for the Computer Word Processing
Proficiency Test, exemptions, minimum typing speed, accuracy, conduct of the test,
permitted keyboard/input method, certification, verification and declaration of

probation shall continue to apply.

c. For the removal of doubt, wherever the earlier Office Memoranda relating to
Computer Word Processing Proficiency refer to Malayalam typing or the Malayalam
component of the proficiency test, such reference shall, in the case of an employee
required to possess Tamil or Kannada proficiency, be read as referring to Tamil or
Kannada typing, as applicable, and the corresponding conditions and procedural

requirements shall apply accordingly.

d. The Appointing Authorities shall ensure that the prescribed Computer Word
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Processing Proficiency requirement is duly considered before declaration of
probation, subject to the exemptions, transitional dispensations and other conditions

specifically provided in the relevant Government Orders and Office Memoranda.
Continuance of earlier Office Memoranda

a. This Office Memorandum is issued as asupplementary measure to the Office
Memoranda cited above. It does not supersede, cancel or replace the earlier Office

Memoranda.

b. Except to the extent specifically supplemented, modified or clarified by this Office
Memorandum, all the provisions, conditions, procedures and directions contained in
the Office Memoranda dated 01.03.2025, 18.03.2025, 01.04.2026 and 21.08.2026

shall continue in full force and effect.

c. The transitional dispensation regarding declaration of probation and the opportunities
for qualifying the Computer Word Processing Proficiency Test, including the
dispensation extended up to the test scheduled in April 2027, shall continue to
operate in accordance with the Office Memorandum dated 21.08.2026, subject to the
terms and conditions contained therein and the outcome of the proceedings referred

to therein.

d. In the event of any inconsistency between the provisions of this Office Memorandum
and the earlier Office Memoranda, the provisions herein shall prevail only to the
extent of the specific modification or clarification made herein, and the remaining

provisions of the earlier Office Memoranda shall continue to apply.

e. All Appointing Authorities and Heads of Office are directed to ensure strict
compliance with the above directions and to take necessary steps so that every
probationary employee concerned is provided adequate opportunity, facilities and
guidance to acquire the prescribed Computer Word Processing Proficiency within the

period of probation and shall bring the contents of this Office Memorandum to the
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notice of all employees concerned .

(By Order)

Digitally signed by
Saina P S
Date: 30-09-2026
16:35:15

Saina P S

JOINT REGISTRAR

To:- All Appointing Authorities.

Encl:- Circular No. RuleA2/57/2026-P&ARD dated 02.09.2026.
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