Shivaji 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

and

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

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

Education /Commerce / Management & other related disciplines

(Level 10to 11,11 t0 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.

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

iii)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
(Stage 3/ AGP Rs.8000/)
to Associate

Professor (Stage

4/AGP Rs.9000/-)

or

(Selection
Grade/Academic  Level
12) to Associate
Professor (Academic
Level 13A)

i) Assistant Professor who has completed three years of service in

Academic Level 12/ Selection grade.

ii) A Ph. D. Degree in the subject concerned/allied/ relevant

discipline.

iii) Any one of the following during the last three years: completed

one course / program from amongst the categories of Refresher
Courses/ Methodology Workshop/Syllabus Up-gradation
Workshop/ Teaching-Learning-Evaluation Technology
Program/ Faculty Development Program 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/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 S1.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
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TR F o
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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.
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7T IGATHT T
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(14)
(ay)
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(16)
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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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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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B o) e ;::-T'a‘u-;:am:;:a-ra"r
PIAH AH-TY 3fgd-Tel Performance Appraisal report for
Group ‘A Government Officers

qga\?:rqsz:‘rcrq SedlcT:Td::T dTd::1d
(Appraisal report for the period from to )

YT 1 ( Section -1)

Y TTT T ARG T WReTa - T H-::-:::-Tuga-::‘:-“r (To be filled in by Establishment section)

1. WAdE T PRTGGoTGoT ToTIh 1Y
RN e o2 a1 o e P e (Name of the officer

reported upon)

2. d (Cadre)

3. O Y&-id (Date of Birth)

4 . geOTe US (Present Post )

5. QYoo ] Uglar b d-g-T
iG-1:% (Date of appointment to
present post)

4 RIS YIHUNIT/ DIATAT (Administrative
Department / office)

5. Wddg AU HoRT 9 U RIadTH o

officers)

PR GolodoT dURSTd (Details of Reporting and Reviewing

Ald (Name) UaTH (Designation)

D) fdae |

kil -:::::::-$-::::T\P[
(Reporting officer)
W) qus::im
1) s Ieiry | (Reviewing
officer)
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6. WAdE T HoTTdc e ToToT ST g} H?GUW%IHWHT GLEUSIN] (Details of leave and absence due to other
reasons during period under report) -

DT Td
(Period)

YhR (Type) Remarks (1)

) X1 ( Leave)

W) IR PoRUL  (@RIG DR
S $°f, [GATORG T
TGRS /HRoR. (Other reasons
(specify) such as absconding,
unauthorized absence,

etc)

7. Wddg 9 Hol@Id ‘EI?::::?IFT?::E\?I:::-T FRIGVUTTE T AURTST (Details of training undergone during period under
report)

3. Dold1dY T <= (Period)

. TR (Institute) faUT (Subject)
R ORI (from) Tdd (to)

=»d - ®momger He@@HoUT o T Ao quUoTIasd Wdag = / Ujﬂﬂ?ﬁfm
BRI LU | Uﬁﬂ%ﬁ?ﬂ'&{:ﬂ WWW/HQWTW 3EATA-Td-] dURSd  (Details of
Confidential/Assessment Reports not Written/ Reviewed, as Reporting/ Reviewing officer, by
officer under report upto previous assessment year)

Wade H/u;REacIorh
(Reporting/Review)

T HoRA, /hHT =TT
g [ dd

U™ (Name and Designation of
officer/employee)

DT 1d
(Period)

U (from) - T4d (to)

31.h.

9. HoWIStd QUol™ol & 31 Hol SREEs diUd  HoTcTHl
s s pqu 107 S ) s Y811 e 1o L3 I I R Y::Tar & T T
igdoTo® (Date of fiing Assets and Liability statement of previous
year to concerned authority.)

U528 WH 9



QT {01 Wijﬁj}'[.;f}a;: H:‘ﬂe -

G115 (Date) :-
1EH T (Place):- MY TIH T/ BT T FHoRA JoToas A1q,
UcoTH d WoliRl Name, Designation and signature of Establishment

/processing officer

R 28 tﬁa‘ﬁ



QT T T HrTQ'lF AN -

U - 2 ( Section-2)

YU A GAT o1 38T (Self-Appraisal
(ST Report)
fidda 4 U\,WW giﬁga el 3 f::::sﬁe::::TQ'::ﬁ/m SR GoTomt WReTado/™: He:Tied :;;;?[)

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

1. T=eoRU & a?;a\?:[:::::T gard;H HIOL 30 Yprd 3T et PHTES Yo TSHToTd YIaRu (Brief
description of tasks
required to be performed while holding the post) (50 R{q)

2. AUS/ WdaG AT doT HoldoTarF < HURdT B Y TSI YU HRIMG T (Work plan and output
during the year or period reported upon) :-
el (Deliverables) .38 gUT & el
3P, | HGAT™ B (Task Foardrdt (Initials) -3 FGeoTE (Actual
(Sr. to be performed) (Mid Year) Achievement)
No.)

3. JUTWRTT / IR BTacayT<>d ToR GoT8a@aq@cT 4-5 Agqad g0l d Sao@-1d doTHoT
(List 4-5 important and noteworthy works done during the period) (100 R[§c::Td)

4.5 GEE{'TQE\ qur E{»::::::?f B -‘-[-::::t::»]'@’erzﬂﬁ, ERIIW(HT &Hﬁ?zﬂ;{aﬂ 3SR (Difficulties faced in not
achieving certain
targets)

R 28 tﬁa‘%
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’-‘ZT WWWTﬁHW\?ﬂ?

5. HoTIWHAT ATeYaUE-THRAIdT §ad-d MaE® dled: 3 FREE: 77 (Mention areas of required
training which you feel necessary for higher efficiency)

CHTdde T Hdldhocl:1d “HoT3T (for near future in service period)

T NIHTAN AaTh T

<SYoTE (for long term service period)

6. AU FddG = Ul HoRT SRITqT

YD BRNTT/BHATITBRANAT doTUS

FHoTOFIH doR @ @ 3 HoM? - Bl / FoT8<T (Have you prepared
Annual Work Plan for officers /employees for whom you are reporting officer ? :-
Yes / No)

7 Ao qUoRoT 6. 31 Hof SREEs JoTUF ToTamm YaaRuTa

SHORTRS FoldR & To ME> FoT ? g / A8,
RSESIeTY @ o ST Yado1: “®) (Whether Assets and Liability statement of
previous year, submitted to concerned authority? - Yes /

No, Date of submission, if submitted)

Y8h«:TUT (Place)
Ga-15% (Date) T =BT Fgat, /a0 9 Ugo™

Signature, Name and Designation of officer

R 28 tﬁa‘ﬁ
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HRT 3 ( Section 3)
Wdae Ul domaoT gl HeqdH-1U- 3edaTcl
Performance Appraisal Report prepared by reporting officer

1. 4T 2 qﬁq\ U q dOPTd 3T AT g UC\W <0 RUT 3{gd T TR STgoT gHd 3Te::Td
Holg? YY1y, WHWW YR que:::::eTa'?::::H. (Whether you agree with self-assessment
recorded in part two? If not,

then state factual position)

2. WT‘IH%{ qJ hoTddaTaYT=d JolR E[e:::::s'lg?f?.::a\'q-::::-T HewlzUl 9 RG] BT GeY-Td 3T %
HYYIT QY Tdd. (Offer your remarks on important and noteworthy works mentioned in self-assessment

report)

3. Wﬁa&} ad 9 -:::::::-$-:::';;R-::_ﬁ/ao_l:|€[{::s]ﬂ qs:i:sTe:f::-a?:‘:: (‘l\'qs:i:sT'ﬂ\’C[s:i:sT PolHoE YT Hs:f::-a‘l-ﬂﬁ F‘IW'Uﬂ'C[ U
HERMN STe 3R TH JHIH A TGRID FYNI FoTdod. (Has the officer/employee reported
upon met with significant failures in

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

4. J9iF-=d 3 s::::::-$-:::::sR'C[-:::::-Te:f:::-:ﬁ HTIHHCIT Hs::::s]?{ﬂﬂ'U[C[s:::smi:ﬁ?lT SR Yh W\:sﬂ:qa:ﬂ E{W’Uﬂ?{\ aﬁ}::::-m
HqgHd 3Hg=Td =1 ? (Do you agree with the skill up-gradation needs as identified by the officer ?)

a% 28 tﬁa‘%



7 ) 'q"l"a'rT $]’q‘qaﬁ']’ $qur[a‘|’ a’ a% Ha; W T]"Ula? QT%ZI:\
olde:lddd: Ty UTzdhb. (Gradation on works completed, efficiency and personal attributes by
officers/ employees) {1-10 ZITWJT?{HHUTFEFTE{ UTd g Ta5 }{Grade should be 1 - 10}

a% 28 tﬁa‘ﬁ
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&) P TdULddl ( Work completion) (UR=T5D 40 % )(weightage 40 %)

3.,
Sr.No.

g
Points

WaaG A

Reporting
Officer

(Review
Officer)

(Signature of
Review Officer)

IR ToTA R -_-[v\:::'l:[::;:\s-_-[ ﬂﬁaﬂi\;&:ﬂ
PHooTEST Ugddl
(Accomplishment of planned

work)

& FT?::»E\?I:::::-T DT QoI T (Quality of
Output)

G (Accomplishment of exceptional

work

hinfavamrann +nclimr mAavfAaviaa A AN

) 94 [, T, UIah AL (Personal attributes) (HR-TS® 30 % )(weightage 30 %)

3.
Sr.No.

Hg

9

[tems

JdaG

R

Reporting
Officer

(Review
Officer)

(Signature of
Review Officer)

HHEEETI TR (Attitude to
work)

SEICMNEISINIE] (Sense of

responsibility)

A TT <2 o RUT ddUTged i Hd
(Overall

bearing and Personality)

HIGYd e (Emotional stability)

TdTe IR (Communication Skills)

&l (Moral Courage and

willingness to take professional stand)

a% 28 tﬁa‘%




7UT (Leadership qualities)

a% 28 tﬁa‘%



in time limit)

Y 19, AL WAEGS FoT
Uch M
TR T[UIi ( Average gradation

on Personal Attributes)

3.
Sr.No.

Reporting
Officer

(Review
Officer)

(Signature of
Review Officer)

JagT==d $e:lii:eTCI_Q"?::-, Y 9 [lveld
D IUGd: (T, e TR doTq YT

ey T4 W\ ?R]F[ﬁ?f Yo h qﬁﬂ?ﬁ
goTdoTada FeT (Knowledge of
relevant Acts/ Rules/procedures/IT
Skill and awareness of local norms in
the

relevant area)

$T‘ZI?1€I'C[°UT YT TSI Tl §AdT

(Strategic planning ability)

@d: T g5 T Ho™
WHHQT &HdT (Decision making
ability)

SUBHTA (Initiative)

U T PTH: QT? |
EGRS Y-TD 1 AR JHGT
e -:::::::-U]\'qs:::::ﬁ[s::?[ HAT (Ability to co-

ordinate with other government

agencies in relation to

work.)

g.:::;;:m;:;;;:;m;:;;::ﬁm:;ﬁa HHAT AT
qfrun _Q’\UT\ S{TYO7 a\’qe::::sT'E[\’C[e:::sT
YqH T §AT (Ability to motivate

a% 28 tﬁa‘%




QTG 0T $H T h: HWW -

character and integrity (if remarks are negative, then mention instances)

6. 3 -:::::::-ﬁ::::::-]?-:::ﬁ/m?[ TR GeTods & g Y@ eTg- (S Nﬁﬁﬁ Sl 100 V) (Overall

Assessment of officer/employee (Maximum 100 words)

oTdddaT E{j%ﬁ GoToToT GHTIRT S (Include Strengths and lesser

strengths and his attitude towards disabled persons, women and Backward classes)

7. qo?z.'fﬁ‘[ Y17 d: HW]’OPQ{ W T Tad Yo RRT (GHTT BT 4) (Recommendations relating

to domain assignment(At least 4))

8.Th Eﬂﬁ‘IUTITb_*f (Overall Gradation)

{3107 (Place)
go10® (Date ) fidde -1 fUBRAT al, A1d 9 YgAy
Signature, Name & Designation of Reporting Officer

R 28 tﬁa‘%



’-‘ZT WFTUTC[W 10%: FOITHIHR -

HRT -4-3( (Section 4-A)

S HoRAAGHTT Sdhed goToaqs Hy@@HT9- (Assessment by Collector/Divisional
Commissioner)

T8

3. YdHMIT -

eI [y Rle:THA T T oIS oT /
DoTdeH

\H-::::.:W._,; T/ 9999 §hd::] QI AU TS 1 Jua

* (OB TRy emor uauwﬂa 3MT,3.d e
eIaSio1aull, Taam Aoa@oT GoleoT/ S o
FoT g gom=T Geyfa

5. Assessment of revenue division and district level Group "A" officers in relation to the

implementation of schemes/programs of Government

6. Udh R0d {[UTTh (Overall Gradation) -
{1-10 IT AT OIS G UATd TG, }

{&h =10 (Place) -
fGToP (Date) - Tl gl < PR /AURTT 3T cood goTod
RSCEIC] Signature & Name of Collector/Divisional

Commissioner

R 28 tﬁa‘%



’-‘ZT WWWTﬁHW\?ﬂ?

HIT 4-9 (Section 4-B)
U, Tad - 1H (Review)
U RIad-Te YT DRI YR (Remarks of Reviewing Officer)
$'R-q-|-a T a;m-q-qaal H;WWT, aﬁ'

Wa?ﬁnwa?m gorig-- T
; = o RUTRIST HgHd 3o Td HoTd? (Do you agree with assessment
of Reportlng Officer on wo*k done, efficiency, person|a| attributes in part 3 of co|ncerned officer?)

B (Yes) 8T (No)

2. qgHd 91, AU G HRO! Frdid (In case of difference of opinion details and reasons for the

same may be given)

3. yyF = FHomgor Tdh a3 1d HyqUHTAT (Gra:::::emffs:::ﬁﬁ ST 100 RM ) (Overall Assessment of
officer (Maximum

100 words)

FoTAE & 3 F = Forge/a:T Fab. U, JUITaT 30T €@ g1 1.9 T, g d

Ao TMEaT S TCTEad T @ei®moM olodol GH-Ta0R ST (Include Strengths and lesser strengths and
his attitude towards disabled persons, women and Backward classes)

R D3 o B 2 bl ‘CL::?IT:H-:::::-T /  DoldeH
=y SR HORAT/AHTT SY;dhyd oot & dds

Hy™HTU {ddoRald U@oTd AT (Considered assessment of Group “A” officers in relation to

the implementation of schemes/programs of Government by collector/Divisional Commissioner)

Eﬁ??[ (Yes) :|'I'Eﬁ (No) FI'I'{L?I?:T (Not Applicable)

5. t{oafﬁ‘[ Wﬁ\?‘[{;ﬁﬂi;:}]?{:ﬁ W oTeTad WHoRRIST (@HST HH 4)(Recommendations

relating to domain assignment(At least 4))

T 2
3.

4. Teb G0d Ul (Overall Gradation) -
{1-10 IT HYTCd YUl 0TI AT, }

YdP =TT (Place) -

{G1-® (Date) - trﬁgaaa:ﬁm K P et o i ‘v'I_G'fT qd4d
Ua::TH Signature, Name & Designation of
Reviewing Officer

R 28 tﬁa‘ﬁ



QT {01 Wijﬁj}'[.;f}a;: _\q{ﬂ -

ST T Bor—iYhd {d T Mo -Tal-], <1 3ga- T T B-Audd fd 99 T-=d
HAGRY/BHARS TFT SoTd: T IS YT U &, -
eJeidn -

<= B RY/BHAR e ol d Y- PR HYHOR ia FoTd, UG-  {@HRA
YEC 1Y [ARRA

a% 28 tﬁa‘%



’-‘ZT WWWT$HWM

RISV, T TE TR @Y, $010 : THIMR-1211/98.257/0 3T, 46, 02.02.2017
IEGE]

TR YRTE -

TS0 XMNS T AUREH R F UL T U 3gd- T YAUEUaNTS: | Had-
LFCKE]

== qeU 4Tl ol Slaolels]

-:::::::-$-:::::::-R€Il'i:ﬁ §[ T[:W ATd ‘E[\HF[Q[ I?ITHEG[\ Bl , PoTIH A GHTIT
e d:: Tl I[g:sa)'

S a'TRQI
Iﬂ:[Q[ E[?II'[E[T E{]T‘I'I@]F[ﬁ?[ J $]T!T|%[ D TIH A HTUA 3fgd::Tcd
YAUGATT I PIHER T <= \ 21 $9dl Td gld
ﬁaarcr._."r._ma'u@%r JqAG HROT IYFV 3ATED

<=olel Holtgel BT Sy
S oTd Hotygd! 8t

.3 BoTIHGAIHIUT 3gd- TR T I IhoH T
FoTdelcUyddh WRoldat d
oo 1d 91 9 holelda]. hoTdH qIH-TUT Hgd-Tdl::
A WR ?HWWQFCI'UT\ q
RAT T TG RO T qo TR ST 0T TeoT YIGIRN Togd.

%.¥ HoTIHATHTA 3Hgd-Td 81 UM TT Tac - Uul dR-Tqard T JgRd T el v«
T-IT G 3
3 -::iZ::s$-::I‘:zRQTE[-::{:sZ[e:}T &I'IIEIT%[ WW d W (_‘[-::Iij::- QWUT _C[-:::II::-UH-:II;'-W-:II(?[ odd HaT4d

4G TaTS 1 AT dTUR hdl fdac 7 duf-HorRars T a‘(:qmii}'[
grd::1, §eurd E,'.:;;;;;]?{.;;;j;;m;:;qa;;ﬁ?[

R 28 tﬁa‘ﬁ



RS [ e (U] M IS S sl 1 G R S P [ | S R [ B R A

uﬂaum"reﬂ-s' TG TH O] fdae U TgUTST § THYE d 33 Al

STASTaT =<1 BT YU QUIRCRIT 35T ¢ BT A Ga-TamioTon: g dRoTdoT;
B‘c{ :[.R009-R00(.

G-I?{-:::j::e Bl WddgdTdT DTl
gl'm\tﬂa\ d

U Td 4e-ich TG H-Tdd, IGoT. 46.10 JLTH4ER, 000 T 31 W, R00¢.

I | el Uh au.;;_;.rfl&rr G| A H\HET E{ﬂﬂ‘q’\aT{ g=

a% 28 tﬁa‘ﬁ



QT 0T $H T - '\‘l'waﬂ? -

22 FYol HoTRd SE@Cl UgoMl Iaurt iyt T3 oRU & dods Ug
(UG 3140 BoTaTerd) Y0 §.80T Weidoldgd dol/dd, aam/4dd ue
<> oRU SR 38> dl Y614 ® THa BT AR 3Te.

23  Wdded YU Tad e sufomoRaie) 99

Wdda Syur

T TH YL HRATT FoTd Y0 UGATH THa PTG Ylq. ai'w?ﬁ
DoTIH A IHIT

TR T SacTedT ¥

—=d qs;;;;Tﬂ'ER—ﬂE[a:;;Hz:ﬁ:::-T Wfﬁ;ﬁﬁ:\‘ﬂmﬂigiﬂ}?

oY T ?‘ﬁ $~:::::ﬁUﬂFrs::::-T HlaX d:1qy:c:Tdl 3‘”_5;\ a\ NESHE

24 ST, WRIGW Y0 SR HoRUIMHES ToIgoROFoladdsT HoTdo
YT Yz < ﬁ?f

HoAACTo  WEYOT, HoTCTHl YaaRITS MR
R IARE RS ge:::::sms:z::-]ﬂa:ﬁﬂ g 3 .;;;;;;;$.:;;;;RC|1%[-:;;Z[-:::::::-T/WE[QH{Zii:eT
ToTTd qUeMgaT hoTIH 3BT T
e /UTiacic T & T 3MTes Bodl HY JoTaladal Hougd RIS =TT

3. HIAT- 2

3.1 wqaaq <=oROT 3fedaTe] HI g E?::::-UHR'J-:::::-:T AHYf HoRAT T HARYH
GamEcl/dadl AL YUl SEEGoRAT  IEoladdcl Y Aot
Jag-TF-=~RUgur: 100 Wl Ha-Y W"QE{?FT{E}q%{q?:} CRICEHE gT qﬂm qﬂ\g‘\a
319 . (Bullet Form)

32 Had 9
(Work Plan)

SSHORIAST -] 4T qUTATE SareSid @t DT YqaR0ITA

THHORAETCT TgHdHS dIoR SR, ol W‘E{H\ Tdda-

PRIGITHT I (YIS SUTHBUTT BIHDISIG) JHEGR 3RATal. & Jd
BoTACTET QU T AT (46, 1 SToModoRal) P& HRoTdT 10
SordSTd SloN¥d Yq. 30 UHTd TgOT HHTH HROTAT. HUHWW?Z? Rdda-t
F>doRrRA EENEREN i ":{Hf?q"*‘T fiddad

YR Tghd & T2 BT YGaR U d-T0R-Td. dU o] H__,Wﬁ‘ﬂﬂ T &
FT?:::sFTe:;:sH-::::::sT Eap

IR Ul e:T HYGoTd T N IIE'U]\_FT\ HUgcooer/ H\WW HWW\
@A ThT PHR-Tds g Ip T HoaR Hyd YdaRUuA II?I-::;R:[-:E;; ﬁ:::-rs’s:::‘:-‘r SIy|
AN T TG THE 6. 31 HPpeoTaR Udd g YGaRUMTH SfedH HRa.

33 MO WRUW TR & oMW, HGIANT FRoEa=ol de Toa
SyfodoRU (Ui HedH HRUGId Ad 3M18) Saal gid, Ahd. TUTYY, Thl U
Ud®  qUoTIST  Teuel Sgfo®  HoTd  YIaRuuFCTRIT SICRRES] T8l

a% 28 tﬁa‘ﬁ




<2 HoTaGT YT i

= =DoRANY T r=A/Add T
clhacTd YU did did & am s T e

P14, Ho—EETHNTT  3HgdoTd, dUE T F3d-Td- 1 Fgad EE a?ii?a%qi??T
STYOT 'j:[%[.\x T h

a% 28 tﬁa‘ﬁ



’-‘ZT WWWT$HWM

3.5

&h g

3.6 HIT-2 BT USRI IRNY/HUdE! JUIHRTAT BIHLTRT TUdhaysd HRuar!

3.7

Uil @ ATl ®ol  ERUEEEeT Ry qugEned
(Accomplishments) HTTHII FRel T RIS H@TAG  BRoTaaredol
' - T T YprafHier dgdt

HORIYIRUTR g0 HUUUL §ETHd F@oUoTd UGl ey gedl -eol.

P <A UGoTHATE Y Bo T YqavOIE g SGad ad dodidl 34
(Targets) TG W d, tl?q AT U153t Yo HoTqarg s 3
ORI qHh <1 EE WW\ JH-T9LD .

Y YU qgrgol /ol Ao &/ JUTHRIG TEIGTCT BHCHY T
Taode i W ™ ST, A ‘rumlg‘i
qaY::
:T\B'ﬁ[(ﬁ[ Reg 3-I'I_6's::,:::-. B_Q"-:::.:::-T. $¢ Y Y- TARET T Tl qe:.ﬁB'H—z:;::-T
BOTPACTI IREST RN B, bdol Qulticles TRyl GEedol
DIHTH IR NRGoT HRTAT B0,

HHal ATUhTA T UQRERR-ﬁ%ﬁ e Qed T E{-:::::::ﬁmﬁ P o ERH
(3G HoYST YeEY T =g g TqIqHR GRTE T AeyadT R

I[QF\’ZII[TCIT-[ a‘)_\’-iiﬁiismﬁii\:sq{ﬁ}'r g o= 3 e:::::ilf?-:::::»]?qe:::s]:[?:::s AT T/4d T
Yool Yamp.C !ﬂ'rl}e::::- o DINTHE g - RUT HRUGRT 3140 TYRIETT YT
HIARAH T dled, df TYG B0l

SIS 315>, AT YA, AT BRI oG ToTHIS ST FoMo/Id SactoTaaic
Sl

TRATYad @ ST YWY BoTUGH | (Steps) Ay @el T80T /4d0 THG BRI AT 3e0.

3.8

3.9

FAHT  PORIHTTHNTT  3EdoTAoldid ®oRebola Wl (Career
Progression) Tgdcid dormedr oo T ot RugoeR sfufo® WR g v T
A UMD FoTdld HoTIUIAT YU B G FUBRD 3 Webdld. IS
YGRIAT 3 JIYIUAd dd DI, U U HHo™ Tdhal Jai FHIoRo
YL HRIN, T ST Q4TS ST FRGTT o TR T SURRId LEILRG
Gﬂ_s'\a, R $TCIWTIWH\ e P I BT 1T\_,UT/QITUTQ[, PRI h Ao
(RSN RE NECRICIERES q:::::T?JE?‘ﬂ He:[ -2 e Iy | Wﬁ:ﬁq\ Ul T
Do Yoo IR 'Ha:::-Tﬂ?Eﬁ R?I'E[Cr-:::::-T YT Tdd doR®IG WA oTaT
YR T godT ’C[\éffr

HyeHoTUT heIqgredal o e o7 1 | PR 19 1 Pl o G E("-::::zlill-IQd?:::- YaaUIA HIGR
@ TR U do/aft el iRy waae suf®ert emehd,
a% 28 tﬁa‘ﬁ




O O SRPARrl VRO IR e AU G, I S 9.

HET-3 A . U2 s gefod
2ot T T A H YT <= oROT 3gdTelelaR JYHRoT
a\m\ YU YR Ud: ol Sgdolddeld  FYq & FT\FIZIT 1\-'IT?{CIT-:::?:::-TZYI}[

N

pdae UH-RT SgHd RN do/dl WodeT e HgotoR sgHa
T a@
YR UaaF[\ THG PTdd YT HHgHI R HoRUE @A THa TN

a% 28 tﬁa‘ﬁ



QTG 0T $H T h: '\‘l'waﬂ? -

-:::::::-$-':.:@RTI'IT-[?:::-, I T-=a srfomerar

) -:::::::»TIUT?:::;H.‘;:?I:::::::-T TRSIG TS HYHT™T THG PR

42 F5dR, ol WFCHTIW\ Wddca 3
THa & T Bo g
3T U 35,

4.3 JIHE-TR, GavT-=d 3 S HRGCT BT YJIRUMUYR AU HdTh W\WT

TREYdldre
HE> Fol G'IT-TOUUF[\ Do Tguddl YRR I Wdded 3
(Numerical Grade) THa P, X T[OMh B oo GoT ]IUTa’ﬂ?‘[;\.'q_::}T
3 i;::-U-::Z?:::-U-::IZ:-T'_—[?I::- E\@a
SHYTMd. Wddg ¥ BRI yaqued  HRUY-TETS L gr-:::;;;em?:::zaa:ﬁw, (H-::f:::-a
hIH YU ufidm-r_Y
FoTehIIAS ReEp] PcId h) DTS e R
G111 B | [ BT YA
4TI/ oTIIEG PH  BIAoMoT FA-TAst TdCt 3gs B, o Godid
UBITIT® g, Yo RId YUl

4.4 Tddgd 3 SHeRIT dl, 9@ ddh W\ YT B TIYAdT =TS H:Td

HH-TA uﬂwﬁmﬂﬂ W T«

T PHoRA

==d

45 Wddaed AYHRGFS dab Tood wwF-S@oRamgdeT Sacleidcrsd -
Ype:T 3 If?l?-f Ha
P, TIoleIadd  SyHIRT THa Pl ToFo/4d e @ aB (RISUVASNE
cica Tae
INETRAS [FH-T 9 S dde] Foidedl aQieraaReTd ‘JEI'I_Q’QT SRt de
<7 d Yol

HRAMT @Ieltel BorIueyd] 3ae-qudrd ardor.

) YT = =hr R et “o T d” ST =T Y- TOT> THa FRTa

ii) TRQ A o] YR SN, J&R XD DHIRT STUITA I1dT ST T TASHTO!
$s::::::-TCIU?{3?ﬁ 3T FooTd T,

a) A T Yewuft SIUATd ATdl YUl ITHR UTEURTAT hRUATd ITal. Fax
YCWUICTRl YA WS ¥

HoRgieRSs P T g H: U

3fed z:::::ema:::::s]@a?[
U3Yauard Ird-sl.  ohS WCI'IEﬁ $T€|?1']'5’°[ IS UG PRUATT AT s
STUT T::TeUR 3ATe
gI&Ted did} AT golsd. 1 FHRUN FaIct TN HROT ihd-T T0od
eolt S au Wb AELW, MR WeRON Waded  Srefleora




b) W{ZZ}W{ZZ}T W\,$U-::::-F—[-:f::-?-|?, g ag Aol 3 $R’€|'|%[{T ﬂ%[}?fof
YO Tt
S{TYTT d¢ YT Do TIH OHTUT 3gd e::::::-]F[z:::::-Tl:N‘\q?::s :ﬁ_c{ ‘E[?:::;UT-.;Z[{::::-]?[ 19,
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Government Resolution, General Administration Department, No.: CFR-1211/C.R. 257/XIII,
dated 02.02.2017

“Annexure-B”
General Guidelines for writing Performance Appraisal Reports of State Government Officers

1 Introduction

11

1.2

13

14

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

21

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-Il.

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 Il, 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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4,

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 Il 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 1l 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.

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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8.

9.

(Avg. Grad. on Work Completion * 4) + (Avg. Grad. on Personal Attributes * 3) + (Avg. Grad.
on Efficiency * 3)

Disclosure

8.1

8.2.

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.

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.

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 1t April
office, specifying the reporting officer and reviewing

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

9.2 The Cadre Controlling Authority will prepare a list of PARs not received and follow up

9.3

9.4

with the Reporting and Review Authorities.

If a PAR relating 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
given in para 9.1.

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

1)

)

)

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
ii) 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 %k %k
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