Shivaiji Mahavidyalaya, Gadchiroli

Academic/Research Score Proforma as per UGC Regulations-2018 dated 18t July, 2018 &
Government Resolution No. Misc-2018 /C.R.56/18/UN-1 Dt. 8th March 2019 and Corrigendum Dt. 10th May 2019

For

CAS promotions for Assistant Professor/ Associate Professor in Colleges

For

Faculty of Sciences / Engineering / Agriculture / Medical / Veterinary Sciences

and

Faculty of Languages /Humanities / Arts / Social Sciences / Library /Education / Physical

Education /Commerce / Management & other related disciplines

(Level 10to 11,11to 12,12 to 13A)

Part A : General Information and Academic Background

1. Name (in Block Letters) :-

2. Name of College:-

3. Department:-

4. Current Designation & Grade Pay:-

5. Date of last Promotion:-

6. Which position and grade pay are you an applicant under CAS?

7. Date of eligibility for promotion :-

8. Address (With Pin Code) :-

Telephone/Mobile No. :-

Email :-

9. Research Degree(s)

Degrees

Title

University

Date of award

M. Phil.

Ph.D.

D.Sc/D. Litt.

10. Appointments held

Sr. No Designation

Name of Employer

Date of

Joining | leaving

Reason of leaving,
if any

Service on
grantable or

non-grantable
basis




11.0rientation / Refresher/ Research Methodology Course/ Workshop/ Syllabus Up-gradation

Workshop/  Training

Teaching-Learning-Evaluation, Technology = Programs’/  Faculty

Development Programs of at least one week (5 days) duration, or taken one MOOCs course (with
e-certification) or development of e-contents in four-quadrants / MOOC's course

Sr. No Name of the Course Place Duration Sponsoring Agency

12. Tick the appropriate stage your promotion (under CAS) and mentioned whether you fulfill

the minimum eligibility requirements indicated therein:

Tick mark (\)
the academic
level

Stages of promotion of
Teachers through CAS

Eligibility

Eligible
Yes/No

Assistant Professor
(Stage 1/ AGP Rs. 6000/-
to Stage 2/AGP Rs.

7000/-)

or

(Academic Level 10) to
Assistant Professor

(Senior Scale/ Academic
Level 11)

i) An Assistant Professor who has completed four years of service
with a Ph.D. degree or five years of service with a M. Phil. / PG
Degree in Professional Courses, such as LLM, M. Tech, M. V. Sc.
and M.D,, or six years of service in case of those without a
Ph.D./M. Phil./ PG Degree in a Professional courses.

i) Attended one Orientation course of 21 days duration on
teaching methodology;

ili)Any one of the following: Completed Refresher/ Research
Methodology Course

OR
Any two of the following: Workshop, Syllabus Up-gradation
Workshop, Training Teaching-Learning-Evaluation, Technology
Program and Faculty Development Program of at least one
week (5 days)

OR

Completed one MOOCs course (with e-certification) or
development of e-contents in four-quadrants / MOOC'scourse
during the assessment period.

Assistant Professor
(Stage 2/ AGP Rs.7000/-
to Stage 3/AGP Rs.8000/-
)
Or

(Senior Scale/ Academic
Level 11) to Assistant
Professor (Selection
Grade/Academic

Level 12)

i) Assistant Professors who has completed five years of service in
Academic Level 11/Senior Scale.

ii) Any two of the following in the last five years of Academic
Level-11/ Senior Scale: Completedcourses/programs from
among the categories of Refresher Courses/Research
Methodologycourse/Workshops/Syllabus Up Gradation
Workshop/ Teaching-Learning-Evaluation/
TechnologyProgrammes/ Faculty Development Programme/
Syllabus  Up-gradation = Workshop/  Teaching-Learning-
Evaluation/ Technology Programmes/ Faculty Development
Programmes of at least two weeks (ten days)duration (or
completed two courses of at least one week (five days) duration
in lieu of every single course/programme of at least two weeks
(ten days) duration); or completed MOOCs course in the
relevant subject (with e-certification); or Contribution towards
development of e-content in 4-quadrant (at least onequadrant)
minimum of 10 modules of a course/contribution towards
development of at least 10 modules of MOOCs course/
contribution towards conducting of a MOOCs course during the
period of assessment.
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Assistant Professor i) Assistant Professor who has completed three years of service in

(Stage 3/ AGP Rs. 8000/) Academic Level 12/ Selection grade.

to Associate ii) A Ph. D. Degree in the subject concerned/allied/ relevant
Professor (Stage discipline.

4/AGP Rs.9000/-) iii) Any one of the following during the last three years: completed
or one course / program from amongst the categories of Refresher
(Selection Courses/ Methodology Workshop/Syllabus Up-gradation
Grade/Academic  Level Workshop/ Teaching-Learning-Evaluation Technology
12) to Associate Program/ Faculty Development Program of at least two weeks
Professor (Academic (ten days) duration (or completed two courses of at least one
Level 13A) week (five days) duration in lieu of every single

course/program of at least two weeks (ten days) duration); or
completed one MOOCs course (with e-certification); or
contribution towards development of e-contents in 4-
quadrant(at least one quadrant) minimum of 10 modules of a
course/contribution towards development of at least 10
modules of MOOCs course/contribution towards conduct of a
MOOCs course during the period of assessment.

Part B: Assessment Criteria

ASSESSMENT CRITERIA: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES
(Since all the activities are based on objectively verifiable records, evidences must be provided to
the committee)

Sr. Nature of Activity Grading Assessment Years
No. Criterion

20 - |20 - |{20- |20 - |20 - |20 -
20 20 20 20 20 20

1 Teaching 80% & above -
Number of classes taught Good
( total classes assigned X 100%)
Below 80% but
70% & above-
Satisfactory
Less than 70% -
Not satisfactory
2 Involvement in the University/ Good -
College students related Involved in at
activities/research activities least 3
a) Administrative responsibilities activities.
such as Head, Chairperson/
Dean/ Director/ Co-

coordinator, Warden etc.

b) Examination and evaluation | Satisfactory -
duties assigned by the college | 1-2 activities.
/ university or attending the
examination paper evaluation.

c) Student related co-curricular,
extension and field based Not-
activities such as student clubs, | satisfactory -
career counseling, study visits, | Notinvolved /
student seminars and other | undertaken
events, cultural, sports, NCC, any of the
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NSS and community services. activities

d) Organizing seminars/
conferences/ workshops, other
college/university activities.

e) Evidence of actively involved
in guiding Ph.D. students

f) Conducting minor or major
research project sponsored by
national or international
agencies.

g) Atleast one single or joint
publication in peer reviewed
or UGC list of Journals.

h) Any other

3 | Overall Grading

Note: Candidate should gets ‘satisfactory’ or ‘good‘ grade in the assessment criterion of at least
three/four/five of the last four/five/six years of the assessment period as the case may be.

Overall Grading:
e Good: Good in teaching and satisfactory or good in activity at SL.No.2. I:I
Or
e Satisfactory: Satisfactory in teaching and good or satisfactory in activity at S1.No.2. I:I
o Not Satisfactory: If neither good nor satisfactory in overall grading. I:I

Note: For the purpose of assessing the grading of Activity at Serial No. 1 and Serial No. 2, all such periods
of duration which have been spent by the teacher on different kinds of paid leaves such as Maternity
Leave, Child Care Leave, Study Leave, Medical Leave, Extraordinary Leave and Deputation shall be
excluded from the grading assessment. The teacher shall be assessed for the remaining period of duration
and the same shall be extrapolated for the entire period of assessment to arrive at the grading of the
teacher. The teacher on such leaves or deputation as mentioned above shall not be put to any
disadvantage for promotion under CAS due to his/her absence from his/her teaching responsibilities
subject to the condition that such leave/deputation was undertaken with the prior approval of the
competent authority following all procedures laid down in these regulations and as per the acts, statutes
and ordinances of the parent institution.

Date of Ph. D. Degree Awarded:

Number of Publications:
1) During Assessment Period:

2) Entire Period:

No. of Ph. D. student Awarded:

Signature of the teacher



Chairman, IQAC committee
College/university

Forwarded through:

Head/Director/Principal

Note : This form not to be sent to University Academic / Research Score Committee.
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Place of Birth
ST

(Village / Town /  Taluka / District)

™ /W’ /[ dEer /e

Nationality and Religion -

TR F o

Caste category and

WA Wt

Home of Family

Feara qe ST

Permanent Address
HRIEIHAT 9T

Whether any immovable property held :

FHIVHET TSR AT 3R i 7

If so, what and where ?

I, BT i ?

Date of Joining Government Service

IEHIT ad Ui Sedre) i@

If service is not continuous, details of
previous Government Service.

Qo TGS T, YT IR
[T qUe.

Mother tongue
HIGHTST

Languages known

7T IGATHT T

Qualification and Degrees

e T IZSAT

University/ Institute/ Year
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(9)
m
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@
(3)
3)

®

(90)

(10)
(99)

(in
(9?)
(12)
(93)

(13)

(a%)

(14)
(ay)
(15)

(ag)
(16)
(30)
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uRf¥re-g (9FT 8 )

e 'Y A T "B =1 ARG / eI} aaERen dgdn g aiks ardedt s
Estimate of General Ability and Character of Grade ‘A’ to Grade ‘C’ Officers / Employees

1G]

Name
yferae-rar Pt

Period of Report

gk Foiet 98 / U9
Post/Posts held

SerIfdaar @ SRidRar
Industry & Application
EEICle FHATAIDgT B
HRT YUgTE! ST

Capacity to get work done
by subordinates. '

T T Sl A Ry W
Relations with colleagues & public
GEGICIE M F-Ul)

General Intelligence

fotaeredt, Sumaiean, @t
yefivar W 9 gt AiNE
HRIEHT.

Administrative ability including
jude initative, convinci
ability & drive.

qife / araade HheEEar
(Heftra arder a9).

Technical / Professional ability
(Where relevant).

Attitude towards backward class.
faew &

Special Attitude
FEA 9 Wik

Integrity & Character
TS HRUAN IfTeiedl airal
guiget arR HRaAr| da ?

Whether powers delegated
are fully utilised ?

P HERIGICIRYEG]

Fitness for Promotion

yRRrerTETd Jravad &
@Y omEvEe A& &ATET
It HIEl.) '

Areas of training required '
(Mention required area)

State of Health

&g wWRTER &
JRIT. '

Fitness for field work

. / sheedt / A
Shri / Smt. / Kum.

o s #Hfgs

From : Date Month
Outstanding Very good

JqPE IPT G

Qutstanding  Very good Good
GECZeiE] o=
Co-operative Courteous
Outstanding Very good

Year To

ATl
Good

WYURY  AERONET FH

Average

LCGiE]
Helpful
et
Good

Below Average

cfeqw wfgew q§
: Date Month Year
|TER HIEROTIRT Bl
Average Below Average
W IHad E

Question does not arise

IR gl
Indifferent Unfriendly
HEROT HTEROTIET B

Average Below Average

JgFE ~ SpE  (fegd Ge wiell  WERY TR HH

Outstanding ~ Verygood  Positively Good Good Average Below Average
Hefrar FETT FrgETiget qe
Helpful Sympathetic Unsympathetic Neutral
a8 I gt
Yes Partly No
SDIED RASATEAR A
Unfit Fit in normal course (according to seniority)
el 1El EINC IPE
Not Good Good Very Good
e LI et el
Yes No Not relevant



(9¢) IR B INTAE] HES 3 LI R amelt Rt Hdftw
(18) Willingness to work on : Yes No Not seen Not relevant
Computer. :
(R]) FAEEIRY JeFATA
(19)  General Assessment
() WA . o ggT A S o+ PR Al g arer 9 |ERe T RO Al
- (e faerd )
(20) Grading . A+Outstanding AVerygood B+Positivelygood B Good B- Average C Below Average
(Write in handwriting)
_%EWT / Place:-
gfdes afre=r @E, 919 9 9gH
fAi®/Date :- Signature, Name & Designationof the Reporting Officer.
oRfdre-g (uTT Y )
qAfieie aftrerara i
‘ Remarks of the Reviewing Officer
. YRGS SRR S QaraH!
1. Length of Service under Reviewing Officer
2. YT wfedee feraTe WeHa e ?
(T T, poedl AT WEHd e ©
RffeT TE WRE) $ @ JeEEE
PTE GEROT BRI far R Erevard) e
T IR ?
2. Do you agree with the Reporting Officer ?
(If not state specifically the remarks with which
you do not agree) or do you wish to modify or add
to his assessment ?
3. WEaRt L o+ NPT 9 ST o AR I F FFen 9 HERY % AEROTE B
(g fereTd)
3. Grading . A+Outstanding A Verygood B+ Positively good B Good B- Average C Below Average
Write in handwriting)
fepToT / Place:-
fe=i®/Date: -

Afieie st §el, 719 9 ugH
Signature, Name & Designation of the Reviewing Officer.
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(VT o i U 3TRR R8 0/ .55 ¥ 16/ R080/3RT , Rertizh 08 / 88 / 3038 =T YT 3. 20 TAR)

Ephemeral Roll for the Year :
TR et feqor

Office of the

Iie FEeE

Full Name (In Block Letters) :

Ut AT(Sezeh STETI)

Post held

YR Shelet U8

Date of joining the Office

IRTER ST RIS

Date  |Brief remarks regarding Officer's Work, character or cond{ Reference to file or Signature
ﬁTa'@' deserving to be noted including commendations, warmn case, if any. gﬁ
rewards or punishments :R?ﬁﬁl'ﬁTW
AfFT-are FW, ARE fFar advE awaH
FOAHRE Hira s
R R 3 ¥

SR AR STEaTeAT it IR et Taedier o & et feqor vt s TefaeamaR U auHa T a8 §
SR 31 e fEUUTTEAT STER T STeaTeied Hfaepet SR STiet aX T Aidepet R-Fitqeaean sfag-mer fofg
MR & FHed feuor T2 e,

To be destroyed one year after the Confidential Report for the period has been sent, if no adverse remarks are given
in the Confidential Reports. If adverse remarks are given on the basis of the Ephemeral roll, then the Ephemeral

Roll shall be kept with the relevant confidential report till representation if any against the adverse remarks is
decided.
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o PR oI 1d!
DPIIAH IH-TU 3gd<Tel Performance Appraisal report for
Group ‘A Government Officers

H g0 SfgdlcTTd T PIcl1d
(Appraisal report for the period from to )

YT 1 ( Section -1)

Y10 ] R YR Ta T Holgd< T (To be filled in by Establishment section)

1. Wddq | CZRE SR Eel Elota bl | oG
F>F-T-Ta> F-Td (Name of the officer
reported upon)

2. dT (Cadre)

3. O Ycid (Date of Birth)

4 . TR UG (Present Post )

5. QY Y oTdeg T UgldR M ®; et
G1To® (Date of appointment to
present post)

4 . UG YIHRT/ BT (Administrative
Department / office)

5. W?IT:I%{ T3y H-RI g GOWW 3

officers)

S BHoRI olodoT AURCT (Details of Re porting and Reviewing

HTd (Name) Ya-TH (Designation) Do eTTd
(Period)

(Reporting officer)
| Ao
SSHORT (Reviewing
officer)
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6. WldG F PHoTad-Tel IoTeT 3 SR &HQUW%HCHT dURITE (Details of leave and absence due to other
reasons during period under report) -

hTcd1d
(Period)

YebIR (Type) Remarks (TRT)

D) ST ( Leave)

W) SR DR (@G B
S D Q[ (TR T
TREORST /B, (Other reasons
(specify) such as absconding,

unauthorized absence,

etc)

7. Wddg A dholesld ‘Er?.:.:ﬂ?r?r;:@s::::-T WRIGTOM T dURI<Te (Details of training undergone during period under
report)

3. DoTdd:19YT= (Period) . ) )
. IR/ (Institute) YUY (Subject)
o, ORI (from)  UYd (to)
1.
2.
3.

SHOROTD AT T HoTd quoliacd Wdae F / Ufeadorde

S®He R°r U A R ol ToluH- /A, @@HeT0  3Rardot™el duR<Id (Details of
Confidential/Assessment ~ Reports

not Written/ Reviewed, as Reporting/ Reviewing officer, by
officer under report upto previous assessment year)

By ol RQI/WE[ a:::::sﬁ
DHoTdTdY T Wﬂa%{ /U 1h 2
AT | period) /A SBEEAE ko
ere . (Reporting/Review) UcH (Name and Designation of
UL (f - Ogd (t
(from) (to) officer/employee)
1.
2.
3.

9. HoTIA Ul Q. 31 Ho™ R TS HoTAH
[@aRUgd gayT==d Tl -:::::::-$zz;ﬂt{:z:}m§: Yo TqY a%j::- QT
G-T>® (Date of filing Assets and Liability statement of previous
year to concerned authority.)

U% 28 Tod! 9



T ORI $H0TO®: G ITHeR -

{G-ToP (Date) :-
Yo 10T (Place):- SR TO - T/ hUT 3y T HoR GoloT A4,
U&-TH g WoRRI Name, Designation and signature of Establishment

/processing officer

0% 28 TP



T UG FHOTS®: FATBAR-

YT - 2 ( Section-2)

Yag- | @l RO 3gaTel (Self-Appraisal
(ST Report)
Wdda 49 UOWW golsd q@eT 3 SHORAY/BHATRY oToq] WRoTago TS Hongda)

(To be filled in by officer/ employee reported upon and reviewed)

1. T=oru® F['\:::G:C[e:::-T UalaRyH P Giﬁ%m&ﬁ 3 R BT Yo TSR -Td Yaau (Brief
description of tasks
required to be performed while holding the post) (50 RT(q)

2. qIUD/ WAdG AT Tl HoTaoTarT <> TR B 4TS Y07 HRINGT (Work plan and output

during the year or period reported upon) :-

Tl (Deliverables) ¥a. a8 gur & A

3. | PRIGU W (Task | JoaIdrdl (Initials) G -3u8 3ETE (Actual
(Sr. to be performed) (Mid Year) Achievement)
No.)

3. UTRT / HeR Bty T UoR ToTSeadol 4-5 Heqd,dol d Suo@HIg HofaT
(List 4-5 important and noteworthy works done during the period) (100 Rfgc::1d)

4. S5 @A QUi el Wbl AoTgold, ot Idl STA-qdoT 389Ul (Difficulties faced in not
achieving certain
targets)

U5 28 T
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5. o TINAdT dTeYdUE-Th1dT §ad-H faEd died: 3R WRIFUME: 37 (Mention areas of required
training which you feel necessary for higher efficiency)

Ea:iim{l:e]ﬁe:ﬁ:f Wiiﬁz]ﬁifﬁ

e S ro sl | (for long term service period)

6. 34T Hﬂ?ﬁ%‘{ T Y H-R_T W-\::ﬂ:ﬁfﬂ

HYP BT BRAAT/ IR T IR JoTUH

FoTOFT S d9-R & o &I‘I’s’\ D g? - 's’s::ﬁ'q /T8t (Have you prepared
Annual Work Plan for officers /employees for whom you are reporting officer ? :-
Yes / No)

7. I[T‘TWFTHUWHT?E{ 31 HoTld SRS GofUF HoTaHd YaaRugd

T a g Pomods oldk & o 3fige Hol ? gold / A,
Yi:TaY @:: > I 1G-T5®) (Whether Assets and Liability statement of
previous year, submitted to concerned authority? - Yes /

No, Date of submission, if submitted)

{dh::TUT (Place)
{g-15®h (Date) T Horgors T8, A1d d Ugdo™

Signature, Name and Designation of officer

U5 28 T



T 0T FHOTHD: OTHSAR -

HIT 3 ( Section 3)
e SfefooRacTo YagoTaoRol HyR@H: T 3fgdoTe
Performance Appraisal Report prepared by reporting officer

1. YT 2 B0 THq OOGTd T e AT o ROT S dTeoTRIST 31901 Hgad SMgoTd
FoT? AT, THGEAUTSTERID IR @oTdod. (Whether you agree with self-assessment
recorded in part two? If not,

then state factual position)

2.ddg 9 poldo[yf->d UeR qz:jii:r-'l@?‘l’?_f“l:qeii::-'l' Hgw@iL U1 d oW Do THGH T 3T %
YN ¢ Tdd. (Offer your remarks on important and noteworthy works mentioned in self-assessment

report)

-::IZZIE$iiiir-wiiﬁ/miil}r\ﬁ goTods E{C[-:::::::-T-‘vﬂ-\v?:[-:::::::-T Dol o] ggHTd FWNUﬁ'C[ UG
TR fe o g P ST =T WHWW SYHI 'c{q-:::::::-ﬁ?::ﬂ. (Has the officer/employee reported
upon met with significant failures in

respect of his work ? If yes, please furnish factual details)

4. JIIT = SUfoBoRITS BoTIEHAT oTeyaug - TR IdT D SRIc-d T R §fFor
HeHd 3Tg=Td P=Td ? (Do you agree with the skill up-gradation needs as identified by the officer ?)

U5 28 T



ol PoRuUGAdol, STEHAT 9 9 1HdP T UE TR
SICE o dgyUllzp-. (Gradation on works completed, efficiency and personal attributes by
officers/ employees) {1-10 WW@HWE Ue:Td e T 3}{Grade should be 1 - 10}

T% 28 Tt



T ORI $H0TO®: G ITHeR -

31) B —U AT (Work completion) (HR-T2@ 40 % )(weightage 40 %)

31N,
Sr.No.

qﬂ\?{\
Points

Widda =

Reporting
Officer

g aadoT

(Review
Officer)

(Signature of

Review Officer)

(Accomplishment of planned

work)

& F[\EBIT DHTHT @SlaT (Quality of
Output)

& Al I/ db EGSULUT
B> (Accom plishment of exceptional
work

Ihvnfavarann +aclic nAavfArmaAAN

§) I AP T, UG T (Personal attributes) (HRTS® 30 % )weightage 30 %)

3{.R.
Sr.No.

il
[tems

Reporting
Officer

EEERE]

(Review
Officer)

(Signature of

Review Officer)

BTG TRIDH (Attitude to

work)

KEICENEIRSINIE] (Sense of

responsibility)

AGY T <2 o IROT ddUTehd AfdodHdd
(Overall
bearing and Personality)

HIGY-Th e (Emotional stability)

HdTe, HIReT (Communication Skills)

Forde T sy

wz::;;:;ra'ga:;:ﬂa::% HY: HPT U

&l (Moral Courage and

willingness to take professional stand)

T% 28 Tt




:T\Q?IEFTQUT (Leadership qualities)

T% 28 Tt



T ORI $H0TO®: G ITHeR -

[d81d PoTdHd-Ted HoH

in time limit)

r=2)

Y §F,;qP MU0 TG ol
UcH A
WL T[UIi ( Average gradation

on Personal Attributes)

(Effimt
=

\
AT

31N,
Sr.No.

TS (T

Reporting
Officer

(Review
Officer)

(Signature of
Review Officer)

Jgvf-=d $e::i::-Tq_C[?:::s, gH 9 Rueld
HoTIUGA, HoTgd! dome ST

ey T-=d w?aga::z:-m::ﬁ?r R Tieeh Uit
oTdoTdads @ (Knowledge of
relevant Acts/ Rules/procedures/IT
Skill and awareness of local norms in
the

relevant area)

$WJT T TSI Tl T 8T
(Strategic planning ability)

{dd: Y90 Y ~ holH
PRUTTACT T (Decision making
ability)

SUBHRNA (Initiative)

U T DTH: SR Iefo oumgeT
SR VoD JEA T JHag
e ;;;;;;:.U[q;;;;;;]irg;;;?r PTHAT (Ability to co-
ordinate with other government

agencies in relation to
work.)

BoldoRdoTcld ST
TR GO0 40T T agoT
YqH - Td T §HT (Ability to motivate

T% 28 Tt




character and mtegrlty (if remarks are negative, then mention mstances)

-

e T T, Juftar SMYoT Yee 1471 Fadal, Med-T d
oTdddoT e W T GolodeT HoTaR 3{YIdI. (Include Strengths and lesser
strengths and his attitude towards disabled persons, women and Backward classes)

7. t[j;ﬁ?[ Yqg - TgoTeT EIO"PW% STe-Tad YR oRRIS Wﬁ A 4) (Recommendations relating
to domain assignment(At least 4))

8. WE@T‘T{IUW (Overall Gradation)

Yo P10 (Place)
g1 (Date ) FddG A YBRA Fal, A1d G U™
Signature, Name & Designation of Reporting Officer

T% 28 Tt



N

oo HyqUH-TY (Assessment by Collector/Divisional
Commissioner)

3. [@HIT -

5. Wr’[ YTHIT STYUT foTelogeT Wsﬁ:ﬁj}]ﬁ?{:ﬁﬂ' e “3” ot RoTT [T goTo ol /
B s::ﬁ?[ WH\ Ay q@HTOT - Easiera

R e G IS I G L AR 2 F[\:':E*l\?lz:::sT oS0l HoTasd

B3 o \Hz::::::TQT::::?f GeyT-= )
5. Assessment of revenue division and district level Group “A” officers in relation to the
implementation of schemes/programs of Government

6. WE@HW(OveraII Gradation) -
{1-10 g1 AT UIiH S UdTd I1d.> }

Yo 10T (Place) -
?E_-[s:::::‘T‘::f:::»$ (Date) - H\_:IF[.:::\‘:%’»::::-T

e $e":::R-:::::?[/ AU 3T, Pod geTog oy
g1 9 Signature & Name of Collector/Divisional

Commissioner

T% 28 Tt



HTT 4-9 (Section 4-B)
U, A1 (Review)
TSHoRI-TAD UMY (Remarks of Reviewing Officer)

2 RUOTIRI: (THETIH&HE Td H<Td? (Do you agree with assessment
of Reporting Officer on WO"k done, efficiency, persodal attributes in part 3 of co|ncerned officer?)

B (Yes) ATt (No)

2. ggHd 99U, AU 9 BRI i (In case of difference of opinion details and reasons for the
same may be given)

3. TS BoRITaD Ul S0 HyaqaHoTYH (SoMdcTd SIoTd 100 Q4G ) (Overall Assessment of
officer (Maximum

100 words)

T Feid T F R/ I8 YT, SUTAT ST a1 1%d- T, igal d
HoRTRIRT T SIEdd T @2 AH ol JolodoT §H-Ta0RT $41dT. (Include Strengths and lesser strengths and
his attitude towards disabled persons, women and Backward classes)

RUSIESE I it | Z[-:::::?IT:F{-::::::-T / DoTOeH

BNt T HoRA Y S dd FoTordt @ ddo
H,qQ@HTUA [ddoRaTd o UTd 3T (Considered assessment of Group “A” officers in relation to
the implementation of schemes/programs of Government by collector/Divisional Commissioner)

81 (Yes) ‘ 18t (No) ] AT8T (Not Applicable)

5. Ug@old 4@ d o181 BRIsH  TdoTad YRhoRTI:ST (@H:Td HHT 4)(Recommendations
relatlng to domain aSS|gnment(At least 4))

T 2.
3.

4. WE@HW (Overall Gradation) -
{1-10 T HATCA [UN- <UaTd I1d. }

Y310 (Place) -

et P [t ) (Date) - qﬂﬂaﬂzz:m -1 ?I_G'QI qdd
Ua=TH Signature, Name & Designation of
Reviewing Officer

T% 28 Tt



T U FHTD: FTHIAR -

MU 38 Te-Tel Soivsd R JHY YHSoTe T, MY SfgdoTaoTal Boriyhd R e

MYFH-RA/FHIR AT ST o UTSHIITT U 6. -
YGIP -

e 29 i@ oRA/FHaRA aigs Fo@ g e O HYLFHoRA TS F01d, TgT0™ 9 q@ERT
e ol Yol TR

U% 28 T



RN YUY, ATHTY TR YqYHTT, ;21 for: '\‘ﬁ'EQ?GfR -1211 /Uﬁ.257/?[?:?-::11:1, ¢q. 02.02.2017
GIEGE]

TR -§"

TS0 XS YRR T Rq @ U 3gd- T YAUguarae:] |ad-
H AT

<R T D oTIHQUH-TYT 3edxTel 8l Hexda:Tdl

DoTIHACTHTT gdoTelald o 3 -::::t:e$s:t:::s]?q1?[::;:et[-:::::::-T Ue:- T [dh TR -T3 1 HHd YT
Hexayuur
I[-:::r-TﬂBT‘ﬁ SUcfd T gh\ Ri[:::::::-]'l:[g::&@r?::e T
2HoRYT YU UGS IR
YT H-RI AT YT TG RI0 D TIHqOHTI 3fgd:Tdl %JFT?JE'UT\ STAH 3-|'|75'\

SEHoRA, Waded

QR FoTIHAYHIYA 3ed:aTcel W%'UT\ Bl & I3 Hy AHTIT QUG T AFA o
&AAT 9
uw&rm i 4TS HROGNSTE] IUgdhd e

. $e:::.:-RQ1'?I-:;-H-:::::-T

<= {gUMH dudTd ] dolUR aTedoT

ST Bl T[ng T Todd EIT?FE!G[\ Pl D TIH ATHTTA
Sfed:TefaTdl Hyd

CUR e CREIR errruwv:rs;::-m&:?r :lq:r a?;:::s q
[Tl 380, qUIYd, Wdded UloHoRT 3y qa?{aa“raa—rr HyT-
i H’;EITEI::::-T Bod@-Ta T 3 B oRYR poTIH dHU HgdaTel
PRSI ﬂ.ldf-l-’"‘-T HHFRAAT =4, HFWT -:::::::-e:::ﬁFf Hhdl W aﬁﬁ

EERICTERCE

2.3 HoTHELATHNYA 3gd-Td- T ToT qd o HATT T o Td Holugd! Bl HYa
FoIBINTLTH WRoTaT g
Jo=1d 9T 96 hoTeldal. hol—gHqdHTUT Agdo Tl
AW WWW\ d

R GoT TGYA O WRUAT 3o do G S0l d o] Tgol YeRE Josd.

S WFT H: ﬁﬁ?ﬁ é

R.¥ hoTdH A YHIUT 3ed:Icl gl dUsdydaT TS U0 HR-TAIT PR T Y SEIEGI|
Wh\ Wﬁl =d
S {:}${:EW{EH**T &M S AT T 3 YD T IR ERLY E\UT[ g6 a9d Hog
W-ﬁiﬁ:z Bl
YIH T TS 1 4T T TR hRdl ade 7 T Horar Tt aimﬂ
tl'la-:::::sT, II\E,;U S| g{:j}]ﬁ{::;m{:}'la'{:ﬁa

T% 28 Tt



AT gl B WeRd 1§ RT/SeRTadrd el G9HR0l

WWG{E $TCIT[F€IT[TCFH?[T Wdde- duU qeursid Q TYYA d 3 A

=) 3 T . \_’W\ET

TR T <1 81 U QUIRCRT 32 d ddod BT dl U@ TaioTuR: FHg dRoTdeT;
GT{ :[.R009-00( .
\_)ﬂ\a:ij::- Bl WddgATdl &I

P | el Uh HU-:.:-Te{&H HHT A H\GET Hﬂﬂ‘q’\a_v[ q=

T% 28 Tt



T g $H:Th: HWGHT -

2.2 Y] doTaRd A =1 Uc Tt a?lT-l'QT{UT(T ayor T oRu & dsds Uq
(UaHTH YU DTdTerd) Y ST WW HX[/H(T, H‘CI'I%[\/‘EEI%[ Uq
=% 0RO SR 38 A YedTo®H THG HRUL HTaRAD 3.

23  Tdded YUl Uctolh 3
ToIdG YT

<id qr::“:sTﬂB?ﬂ?ngI[e::zT Ws‘::’:ﬂr;ﬂl'qﬂgﬂ?:iﬁ

D TIHAYHYA
BT Jood 3eted] o

S HORGAT A BoT0MA T e HR-Tad =T &ng\ RER: NG

2.4 ST, TR TYUT Sdx $]TUTI'£[°66\ T[?::::&ESUI{-::::ﬁa-::::slddﬂe:::::-T HoTed:
ol He el

BT TG PO HaTh e, b
godeT WRHOT, He Tl YaauE YRR
q.gr1/iddd T goTdRI T Tqd HYlo DRI T/ BHARAE T
HoTTSd qUald YT b TIHdYHTY T 3fgd e
qﬂaaa—..[/q:ﬁaam F: T 3G dhal HY JoTIgdal HoYgdl W-::::::z-]E)":;ﬁﬂ:{H-::::—T
WW?{H\ HRUYTd Trat.

3. HIIT- 2

3.1 WHQFPC[ == oROT HgdaTel HIgH TOURGT AU HoRA T HARYH
TamEcl/yqdt  bag> MU SiEIECoRdl AEolSddc] G Aot
STERYGS AT, g1 Holugdl H7o9a

32 9d
(Work Plan)

ORI STCTHST HEUU qUoTAI STASId dgibcdoT ST YqaRuus

N

-:::::::-$z::i::quT€[-:;:H-::::::-T ﬂ%’ﬂ?ﬂ—"{\ AR dReTd. Yol [WaRUGAHYT: fidda-d

BHATATHT BTHET (W?J\_ﬂﬁ YPGB HHDIHG) HHGRT I, é’[ qd
DHoFdoTgt dUoEgg T Wi:ﬂ?ﬂﬂ (U2, 1S asRA) g2 DT S

SRt SIoMyd 46, 30 T Ugod  $YdH PRoTdc). JUIWMYTS fiddc

PR G INRESR] -:::::::-a::ﬁﬂagﬂ-::::-T Wdda-

3 : ORI THd & Ao ol Yaarudd dolReTd. U oYt H\,Wﬁﬁﬂ IJAd &
Aol dolg

IR U ool HYYoId T« S HE'U'IGT\ WE\W/ &VW oleR HWW\
ol Rod) TadodIoMomR U@ @aRUEMYds Holgsl 9ad
AT o] Ta ARG 48, 31 HpcoloR TId g YIAROMTH SHeqd HRa.o

3.3 HMH-TS @A AR & ag:a:::ﬁf;a?, HdoGHTIA hTagrA T gai: T-=a
YR HRAGT (ST JeOHG HRUAIT Ad 3H18) Iaall ol Adbd. TUTYT, THT Ug™
A% JU-TIEL Wﬁ&ﬂ Yo Ho YIRS AT h dl T-|'|B°T

T% 28 Tt




34

T P TR T YT =T
DT YqAUTATI G T 3 ;::;:sU-:::?::JT-:::::::-H-::::::- Hy«QHTUT h0Td

oA Foldd

EIEF[;%[QH-::Z::-T EIWUTITW\,H?:} $-::::::~Tl:[-:::j:::-]€[ Hz&?ﬂﬂ{:ﬂ:{, UHBFI:E{{:::-T idHTe:
YT Lower Performance Profile YdaRId B0} 3TaRTSH 3G

T aﬁmaaawmqqéaamef : aﬁmmam%m/uaatw
3aciclb-ToTy YU A aTd zsarrcrﬂm“r RIEAY

PR, FoTIH@IHIE  38doTd, JUoE.TeT goaod N Jgrd @ Toadol
IO Y =59

U5 28 T



Tieiole @ adel ol ERUEEET RS quEed
(Accomphshments) HETHOT PAL. AHoTEE AAGTHIOT  $oTaaredol
SHORICT HolT-2 AT Jarf=d Iorafiie Hrugd

3.5 PoUWARUNR B HUUOUL JWAHS F@IUTI SRUCTE] Hafgehdl 8ol
e

{1?[ tl_c‘{T‘él'I_o"(T T Wﬂq\ 1\-'I'@RII'IT-[I|$ F[\Zﬂ%ﬂ 3
(Targets) UGN IR o, tR.:;f;@ AoAA T TG ToTTS Yo DTl 3
W GERIEE! UI'J:[‘ER{\ Y- TaP d.

3.6 HIMT-2 BT 3MUBRY Irh/Ud=l JUTHRTA BHIRT Tdhated HIugrE! Jfo:
a?ﬁ YU G ST ad: HEI'F[\/U?F-[\ JUIWRIT TdTed::1 m-:::mu\tr?:;
Ty BTy B WUﬂT[ INTe-  SRIyadl. $TU1?TI_({‘T HYT <= RY-TH
ATl <= RUT W;;;;;TJ:[?J\-Z[?:; E\@F[ ﬂaa%r\ F[&{UTW'C[ ZhTI_C{e:::sW :h_c{ﬂa'UT\
7—[\61:[‘1?[ MY 3ﬂ_5'\ 3col. & & Hﬂ?:::eme:::zzsmﬂ'@?:[iﬂ Tl T He:::ﬁb"q-::::-T
FHoTaFHCTd CIT{IHHQ[ AN B, i6Hde] G ldecld  IATAuRAl g iey:l
HTHTAT YA TR FRTAT HRUL,
Fd] IHTA UW?[H?ﬂ?ﬂ %, TATT BTSN HRUD S )3

= I YA TEIqHS ARTG M Agyaar VR

3.7 =0 YPDBORICHY  ATACT/YddoT

Vol Yame i = aﬁwﬁ GO oRUM BRUGTE ST Y& HUFT!
HTIRIH a're?r &t T9g am?r

Pa
TRATYAd > ST YA HoTauGdcl (Steps) Tyl oo /40 THG HRUL TATTD 350,

3.8 a5 Do THAGHTIA &IE‘q’e:::::lefe:::zl?ﬂFf FoRBAES WAl (Career
Progression) UGdcid dorgamodl a1 T o HRugeeR siufo® W v TdoT
A IS qoTdld HoRWH Y0 DI g SUBRD Y, bard. I
BRI 3™ JIYqugrd qd @I, U JUoTET {PHCTT Tl Hail FIoTRT
U HoRIN, T WogeT Qﬁ"’&fw 3TN AU HoTIIFACTH  JTRAT T TW\
31god, RJT$TCIW::T::I[?IH DR I P e ‘TUT/Q]TUTCT TPURId > Ao
G 1qgIYgdh AT grEFddst Holgdl HolT-2 oy %IE'CCI'Uﬂﬂ\ERI;_; SUcTd T
D> Yoo AR I{::::;T%?ﬂ RTE[C[{:}T GRS RIN] $e:::::zR$e:::ﬁE URIE R reTail
YR -Td Yol Er\éFr

SEHORIMS AU T d GoT-qd: Yqauus HIax
SHORAES Wdded Ul ®orRY 8mged,
U5 28 T

39 n@?qﬁz::;rqq ‘DT YT «
@ a:;a-::::ﬁ YT /it Vogol ¥




1T UGS P OIBPHR Y §7aRUIT IR & 7T THTUE SO, 31 HRTI IR 1.

a=d

YM-2 4 99
YT < <=oRON AgdoTdoldy  JYHR-TT
E‘{\UT\ YT yaRUd: ol HedoTdold  THa o F[?:‘:-ET:;RIIT ﬂTﬂ?JT-::f:z-
(Accomplishments) ¥gHd 3Mgod ihdol HH, 8> THa DU U 3M8.
fdaed AYfHoR U SN do/dl 8ol [GRE HgoT R SIgHd
Eed d

?KWT\UHHF[\ THa He:Tdd HYW e Hd Sl $]TUT\ wrﬁf{ THa W-:::::e]_q’e::ﬁﬁ_

T% 28 Tt



T g $H:Th: HWGHT -

4.2 -_-[z:f:::-?ﬂ, g:T WF&W‘&RI\ Tdda- 3 -:::::::-$-:‘:_:‘=RZI'I:[?::::-, et T—=q sl s-Ram
JHa & AT $mq ) -:::::::~]TUT?::;E[:;.H-:::::-T TR T d SYHIT THa P

4.3 RTI:[e:f:::-FR, IJorf-=d wF=o-a-= ¥ YJIRUMYR AU AT h W\WT

TRH ATl
DE Yol SHGUOTIOT HoTIuddl YR O T ¥
(Numerical Grade) TH& B, R UMSHT B BoTHOR T JUIGE; ol
31:[3 U -:Zfﬁi']T-i:ﬁ?:-IT"-?:::- a\@a

ges YU HTegH PRI P
Wﬁeﬁzmﬁ?ﬁ P BIdoMoT AaASTA AT 3ﬂ_5'\ DT, _5'\ a-drd
YR "ouTs

44 T, I b UIGRET:: YU & T T T gHeTd

45 Tiddg-d 3 s:Ii:::-$a:jij::-Rqs:Z:-Fﬁ:e Tdt:
Dol 3 UGS TG

BT, FoICONaEd FYWIE THE BRAMT ToHo/4d0 & @ FaTel/ideoT
H1auch

o ARE ®HAT T 30adel doidedl SeieheaRoeTd 1ardes). Jaesi=l da

AT T T a:;::-rqqa{ﬂ?ﬁ 3a-UTd g1,

BRI G gL Td S Td” S ONREES] H;?JTCIE::::-TUT?:::» THa PR

ii) TR AT B! UM SR, Yo IHH BRI STUATA TTaT SHTE0T FTA THT00
DoTIUYG SfacToTITT JoTdeT.

a) et W YUl SqUATd TTa! T ATTIR WTEURTAT HRUTTd I1al. TaR
WUt W ams suf-dodiees Iie  HoTam edHoTIH
3fgd o TA-TEd
U3Yauard Ard-l. o hSd T(R:I'IﬁT $TC|?1’]_5’°[ T PRUATT 3T =Y
ST ol 38>
qETed AT WE §olg . ST TeRuT Feie! WHNod HROL ihdoT TUod
ICYUUlt ST Wbod oW, SR YU dded  rufdo Rt

PR YT T RN HoTdo

U% 28 T



b) UISUR:TqOTHT W\?$Uz:ﬁ:z:-]7-[-::f::ﬂ?, I Qg Folddel o -:::::::-$-:‘:_:@R'€I'i%[s::ﬁ Wﬁ?‘f r>[
THCTYOIT BT
SHTYOT E{ZITQI[TUT\ D TYHQIH:TU 3fed ;;;;;;]F[;;;;;;ﬂ:[ﬂ-\t[?:; -_-ﬁ_q' ‘E[?::::UT;-‘CL::;]?{ ZI'IH“[

19T ST grarad da T-oa
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Government Resolution, General Administration Department, No.: CFR-1211/C.R. 257/XIlI,

dated 02.02.2017
“Annexure-B”

General Guidelines for writing Performance Appraisal Reports of State Government Officers

1 Introduction

11

1.2

13

1.4

The Performance Appraisal Report is an important document. It provides the basic and
vital inputs for further development of an officer. The officer reported upon, the
Reporting Authority and Reviewing Authority should therefore, undertake the duty of
filling up the form with a high sense of responsibility.

Performance appraisal should be used as a tool for career planning and training,
rather than a mere judgmental exercise. Reporting Authorities should realize that the
objective is to develop an officer so that he/she realizes his/her true potential. It is
not meant to be a faultfinding process but a developmental tool. The Reporting
Authority and the Reviewing Authority should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported
upon.

The columns should be filled with due care and attention and after devoting adequate
time. Any attempt to fill the report in a casual or superficial manner will be easily
discernible to the higher authorities.

Although the actual documentation of performance appraisal is a year-end exercise, in
order that it may be a tool for human resource development, career planning and
training, rather than a mere judgmental exercise, the Reporting Authority and the
officer reported upon should meet during the course of the year at regular intervals
to review the performance and to take necessary corrective steps.

2. Section-l

2.1

2.2

2.3

2.4

This Section should be filled up by the processing officer in the Administrative
Deptt./office. Period of report could either be the entire reporting year, namely, from

15t of April to 315t March or a part of the year (exceeding 3 months). In case the period
of report is a full year, it should be indicated accordingly; for example, 2007-2008. In
case the period of report is less than the entire year, specific start and end dates should

be indicated, for example, 10th September 2007 - 315t March 2008.

Information on the present grade (pay-scale) as well as present post (actual designation
and organization) and the date from which he/she has been on his/her present post
needs to be mentioned.

In the table relating to reporting and reviewing authorities the name and designation
of the reporting and reviewing authorities should be mentioned so that the officer
reported upon is clear about whom he/she is required to send the report.

The period of absence from duty, on leave, training, or for other reasons, should also
be mentioned in this section in the table provided for the purpose. Details of the
training attended, date of filing of property returns and whether the officer reported
upon has reported/reviewed and the annual performance report of all his/her
subordinate officers for the previous year should be mentioned in the table for the
purpose.
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3. Section-ll

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

The officer reported upon is first required to give brief description of his/her duties and
responsibilities, which would normally not exceed about 100 words. Ideally, this should
be in bullet form.

All officers are required to develop a work plan for the year and agree upon the same
with the reporting officer. The work plan should incorporate the relative annual work
rhythm and budgetary cycle. This exercise is to be carried out at the beginning of the

year and finalized by 30th April, positively. In case of a change of the reporting officer
during the year, the work plan agreed with the previous reporting officer would continue
to apply. The work plan agreed upon at the beginning of the year has to be reviewed
again during the month of September/October as a mid-year exercise and finalized

by 315t October. Based on this review the work plan may undergo some changes
from that originally prepared.

After the work plan is prepared, it is possible that the officer reported upon is
transferred out. There need not be more than one work plan for one post each year.
The period spent by the officer during the year and his contribution could be
considered for evaluating his performance against the work plan. In the case of mid-
term transfers, continuity and assessment of work and the lower performance profile
in the first quarter should be taken into consideration.

The work plans, duly signed by the officer reported upon and the reporting authority
has to be submitted to the reviewing authority for his/her perusal and custody. The
performance appraisal form provides for an assessment of the accomplishments vis-a-
vis the work plan agreed at the commencement of the year and reviewed mid- year.
The officer reported upon is required to fill up the table provided for the purpose in
Section-II.

It is not necessary that the work plan should be entirely quantitative in nature. While
for field level posts, the work plan would consist essentially of quantifiable targets, for
Mantralaya level posts it would consist of policy objectives to be achieved etc.

Section Il also provides an opportunity for the officer to reflect upon his/her
performance during the year and indicate one item which he/she thought was a
significant contributions made by him/her during the year. It is always possible for any
officer to make significant contribution even in activities otherwise regarded as
routine in nature. Examples of such contribution may be the successful organization of
a major event like the Kumbh Mela or successful conclusion of an activity that has
been going on for a long time, or even successful dealing of an emergency (e.g. major
earth quake/flood) would certainly be an exceptional contribution.

The officer reported upon is required to indicate specific areas in which he/she feels
the need to upgrade skills and attend training programs. He/she should also mention
the specific steps that he/she has taken or proposes to take to upgrade his/her skills in
the identified area.

There is an increased emphasis on competency building in the new performance
appraisal and career progression system. There would be a premium on competency
and skill up-gradation. Hence, all officers are advised, through a note in Section I, to
keep the cadre controlling authority informed, at least once in five years, of all
educational and training programs attended, including the details of marks/grades
secured in such programs, details of professional papers published. These would be
taken into account in the future career progression.
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3.9

This Section also requires the officer reported upon to record certain certificates
about submission of property returns and setting up of annual work plan for whom
he/she would be the reporting authority.

Section-lll

4.1

4.2

4.3

4.4

4.5

Section Ill requires the reporting authority to comment on Section Il as filled out by the
officer reported upon, and specifically state whether he/she agrees with the responses
relating to the accomplishments. In case of disagreement the reporting authority should
highlight the specific portions with which he/she is unable to agree and the reasons for
such disagreement.

This Section then requires the reporting authority to comment on the skill up-gradation
needs as identified by the officer.

Thereafter, this Section requires the reporting authority to record a numerical grade in
respect of the work completion of the officer reported upon both in respect of the
planned work as well as the unforeseen tasks. A numerical grade is also required in
respect of the “quality” of the output. In doing so, the reporting authority should take
into account the costs incurred (whether the officer reported upon has been cost
conscious), the time taken and whether the laid down rules/procedures have been
adhered to in accomplishing the tasks.

The reporting authority is also required to record a numerical grade in respect of
work completion, personal attributes and efficiency.

Section Ill requires the reporting authority to comment on the integrity of the officer
reported upon. In recording remarks with regard to integrity, he/she need not limit
him/herself only to matters relating to financial integrity but could also take into
account the moral and intellectual integrity of the officer reported upon. The
following procedure should be followed in filling up the column relating to integrity:

(1) If the Officer’s integrity is beyond doubt, it may be stated.

(2) If there is any doubt or suspicion, the column should be left blank and
action taken as under:

a) A separate secret note should be recorded and followed up. A copy
of the note should also be sent together with the Performance
Appraisal Report to the next superior officer who will ensure that the
follow up action is taken expeditiously. Where it is not possible
either to certify the integrity or to record the secret note, the
Reporting Officer should state either that he/she had not watched
the officer’s work for sufficient time to form a definite judgment or
that he/she has heard nothing against the officer, as the case may be.

b) If, as a result of the follow up action, the doubts or suspicions are
cleared, the officer’s integrity should be certified and an entry made
accordingly in the Performance Appraisal Report.

c) If the doubts or suspicions are confirmed, this fact should also be
recorded and duly communicated to the officer concerned.

d) If as a result of the follow up action, the doubts or suspicions are
neither cleared nor confirmed, the officer’'s conduct should be
watched for a further period and thereafter action taken as indicated
at (b) and (c) above.
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4.6

4.7

4.8

The reporting authority is also required to record a descriptive pen-picture on the
overall qualities of the officer reported upon and his/her performance including his
attitude towards disabled persons, women and backward classes. This need not exceed
about 100 words and should try to cover overall qualities of the officer including
areas of strengths and lesser strengths. The pen-picture is also meant to be a
qualitative supplement to the quantitative assessments made earlier part of this
section.

Reporting authority is then required to make recommendations relating to domain
assignment. The examples of domains is at para 10.

Finally, the reporting authority is required to record an overall grade. This should also
be done on a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest.

5. Section IV-A

5.1 This Section is to be filled by collector/ divisional commissioner, wherever applicable.

The overall gradation recorded by collector/divisional commissioner should be
taken into consideration by the review authority while recording his/her
assessment in the report.

6. Section IV-B

6.1 This Section is to be filled up by the reviewing authority. He/she is required to indicate if

he/she agrees with the assessments made by the reporting officer. In case of
disagreement, he/she may record his/her own assessment against the work output or
any of the attributes in the column specifically provided for the purpose. In case
of agreement, he/she need not fill in the column meant for him/her in the
attributes/work output tables. Finally, the reviewing authority is required to record an
overall grade in the scale of 1-10.

7. Numerical Grades

7.1

7.2

7.3

At several places, numerical grades are to be awarded by reporting and review
authorities. These should be on a scale of 1-10, where 1 refers to the lowest grade
and 10 to the highest. It is expected that any grading of 1 or 2 (against work output
or attributes or overall grade) would be adequately justified in the pen-picture by way
of specific failures and similarly, any grade of 9 or 10 would be justified with respect
to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare
occurrences and hence the need to justify them. In awarding a numerical grade the
reporting and reviewing authorities should rate the officer against a larger population
of his/her peers that may be currently working under them or would have worked
under them in the past.

Overall Gradation of 1 and 2 would be treated as “C”, Overall Gradation of 3 to 5 would
be treated as “B”, Overall Gradation of 6 to 8 would be treated as “A” and Overall
Gradation of 9 and 10 would be treated as “A+”.

Weightage & Mean

Weights have been assigned to work output, personal attributes and efficiency. The
overall grade will be based on the addition of the mean value of each group of
indicators in proportion to weightage assigned. The formulae for the calculation of
“Overall Gradation” will be as follows —
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(Avg. Grad. on Work Completion * 4) + (Avg. Grad. on Personal Attributes * 3) + (Avg. Grad.
on Efficiency * 3)

8. Disclosure

8.1 There should be more openness in the system of appraisal. The annual PAR, including
the overall grade and integrity, should be communicated to the officer reported upon
after it has been finalized.

8.2. Representation

The officer reported upon may have the option to give his representation against the
below benchmark gradation recorded in the PAR. Such representation may be
restricted to the specific factual observations contained in the Performance Appraisal
Report leading to the assessment of the officer in terms of attributes, competency,
output and overall gradation. If representation is submitted, the comments of
co ncerned Reporting and Reviewing Authority, if are in service, needs to be sought
by processing officer. The views of the Reporting and/or Reviewing Authority would
be put forth before competent authority. The competent authority shall give clear
findings on the representation and take a final decision on the assessment,
including the overall grading in regard to the parameters affected thereby. The
decision along with details in case an entry is upgraded or down-graded with, reasons
for same may be recorded in the PAR dossier and the same communicated to the
officer reported upon. The decision of the competent authority shall be final.

9. Schedule for completion of PARs

9.1 The following schedule should be strictly followed: -

Reporting Year - Financial Year

Activity Cut-off Date

Blank PAR form to be given to the officer reported upon by |In the last week of March
the Processing officer of Administrative Deptt or | Month upto 15t April
office, specifying the reporting officer and reviewing

authority

Self-appraisal 15t April
Appraisal by reporting authority 30th April
Appraisal by reviewing authority 15t May
Disclosure to the officer reported upon 30N June

9.2 The Cadre Controlling Authority will prepare a list of PARs not received and follow up
with the Reporting and Review Authorities.

9.3 IfaPARrelating to a financial year is not recorded by the 315t of December of the year
in which the financial year ended, no remarks shall be recorded thereafter. The Officer
will be assessed based on the overall record and self-assessment of the year
concerned, if he had given his self-assessment in time and the Reporting Authority
and Reviewing Authority have not completed the PAR according to the time schedule
givenin para9.1.

9.4 The officer reported upon shall, while forwarding his self-appraisal to the Reporting
Authority, endorse a copy of the self-appraisal, to the cadre controlling
authority/processing officer and keep a record of the same as evidence that he had
submitted the same in time.
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9.5

9.6

9.7

10.

The Reporting Authority shall record his comments in the PAR of the officer
reported upon within the stipulated time and send it to the Reviewing Authority along
with a copy thereof to the cadre controlling authority/processing officer.

In case the Reporting Authority fails to submit the PAR to the Reviewing Authority within
the stipulated period under intimation to the cadre controlling authority/processing
officer, the processing officer shall send a copy of self-appraisal directly to the
Reviewing Authority and authorize him to initiate the PAR. The processing officer shall
also keep a note of the failure of the Reporting Authority to submit the PAR of his
subordinate in time for an appropriate entry in the PAR of such Reporting Authority.

The processing officer shall evolve a suitable mechanism to ensure that the remarks
of the Reporting, the Reviewing authorities are recorded without fail by the dates
given in the schedule below Para 9.1.

Domain Assignment

10.1 Reporting and Review Authority is required to mention recommendations relating to

)

)

domain assignment for the officer reported upon. Following are some of the examples of
domains —

Revenue and Forest Department

1) Revenue
2) Forest

i) Wildlife

i) Forest Conservation
3) Relief and Rehabilitation

4) Acquisition
5) Land Records

6) Registration
General

1) Establishment / Service
2) Budget

3) Policy

4) Legal

5) Coordination
Finance Department
1) Taxation

2) Enforcement
3) Appeals

%%k %
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