THE PERIOD FROM

PART ~ |

( GENERAL INFORMATION ) -

1. Full Name {( |n capital )
2. Date of Birth
3. Designation
4. Date of positing in the
Present institution ;
5. Results
Class & Su bjects | Number of Number of
Taught Regular Regular
Candidates Candidates
Appeared Passed
PART - I

(SELF ASSESMENT BY THE INSTRUCTOR)

Laboratory & Workshop Activities

1. Has he prepared lesson plan,
Demonstration plan of the

Trade/Subject & updated them
during the period

2. Number of charts/Visual Aids
added during the year in his
Laboratory/Workshop.

3. Steps taken to identify and
improve weaker students

4. Number of Industrial visits/
Expert lectures carried out.
Outcome of such visits/ | .
Lectures and whether reports/Suggestion - ?
made to the Higher autherities. '

5. Training Programme
Attended/ higher
Qualified acquired
During the period

Pass
Percentage




PART- il

(ASSESSNMENT BY THE REPORTING OFFICER/OFFICIAL)

1. Comments if any, on part-B as filled in by
the official and specifically state whether
you agree with it, If not, give reason thereof.

2. Punctuality/Regularity (In attending the
Institution/laboratory/as well as class
rooms/workshop.

3. Teaching abilities

4. Maintenance of attendance register progress
card and other official records

2. Checking of theory notebooks/tutorials
Assignment

6. Whether requirement of raw material sent in
advance '

/. Maintenance of process register

8 Steps taken to ensure that of laboratory/
workshop machine, tools & equipment
are in good working condition

9. Checking and evaluation of

practical jobs or the
trainees.

10. Power of expression
A} Oral
B) written

11. Aptitude for teaching and training

12. Ability to get alone while dealing with
a) Trainees

b) Sub-ordinates
c) Superiors
d) Public

13. Reliability

14. integrity

15. General Remarks
- a) Has he been responsible for any
outstanding work

b) Has he participated in any
extra curriculum activities
¢) Has he been reprimanded for
indifferent work

L I "



NUMERICAL ASSESSMENT

(To be filled by Reporting and Reviewing Officers)

Name of the Officer reported upon
Report for the period

Numerical grading is to be awarded by reporting and reviewing authority which

refers to the lowest grade and 10 to the highest.

(please read carefully the guidelines before filling the entries)

should be on a scale of 1-10, where 1 )

: T T ons
Reporting Reviewing Initials of
Officer Officer (revised Reviewing

Grades , if does not offi cer
agree with column No.2)

[A] Assessment of work output (weightage to this section would be 40%)

J

1] Accomplishment‘df planned work/work
allotted as per subjects allotted.

2] Quality of Output

3] Analytical ability

4] Accomplishment of exceptional work/
unforeseen tasks performed

Overall Grading on "work output”

[B] Assessment of Personal attributes (weightage to this section1 would be 30%)

Biklnly

| 1] Attitude to work.

2] Sense of responsibility

}

3] Maintenance of Discipline

4] Communication Skills

5] Leadership qualities

6] Capacity to work in team spirit.

7] Capacity to adhere to time-schedule

8] Inter-personal relations

9] Overall bearing and personality

Attribute"”

Overall Grading on "Personal

—

[C] Assessment of Functional Competency (weightag

e to this section would be30%)

i

1] Knowledge of Rules/ Regulations/
procedures in the area of function and
ability to apply them correctly.

!

¥

2] Strategic Planning ability.

3] Decision making ability

4] Coordination ability

5] Ability to motivate and develop
subordinates

6] Initiative

Overall Grading on "Functional
Competency"

Section A,B and C

Date:-

Signature of the Reporting Officer

Name

Designation




Part — 1V

REMARK OF REVIEWING OFFICER

1. Length of service of assessee under the

Reviewing authority from the period under
report '

2. State of health

3. Do you agree with the assessment of the
officer given by the reporting Officer? Is there
anything.you wish to modify or add?

4. General remarks

>. Final average Grading (on scale of 1-10)

'f-l'

Date:- Signature of Reviewing Officer

Name
Designation




INSTRUCTIONS

2. Performance appraisal through APAR should be used as a tool for human resource development,
Reporting Officer should realize that the objective is to develop an officer so that hefshe realizes hisfher true
‘potential, It iIs not meant to be fault-finding process. Instead, it is intended to be a developmental one. The
Reporting Officer and the Reviewing Officer should not shy away from reporting shortcomings in
performance, attitudes or overal! personality of the officer reported upon.

3. 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.

4. If the Reviewing Authority is satisfied that the Reporting Authority had made the report without due care
and attention he shall record a remark to that effect in Section IV. The Controlling Authority shall enter the
remarks in the dossier of the Reporting Authority. | |

should accurately reflect the intention of aﬂthority recording the answer. Please use unambiguous and
simpie language. Please do not use omnibus expression like ‘Qutstanding’, Very Good', ‘Good', "Average'
and "Below Average’ while giving your cominents against any of the attributes.

6. The Reporting Officer shall, in the beginning of the year set quantitative/physical/financial targets in
consultation with each of the officers with respect to whom he is required to report upon. In the case of an
officer taking up a new assignment in the course of the reporting year, such targets/goals shall be set at the
time of assumption of the new assignment. The targets should be clearly known and understood by both the
officers concerned.

7. Although péﬁormance' appraisal is a year-end exercise, in order that it maybe tool for human resource
development, the Reporting Officer 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, |

8. it should be the endeavor of each appraiser to presént the truest possible picture of the appraise in regard
to histher performance, conduct, behavior and potential. .

8. Assessment should be confined to the appraisee’'s performance during the' period of report onty,

10.Some posts of the same rank may be more exacting than other. The degree of stress and strain in any
post may also vary from time to time. These facts should be borne in mind during appraisal and should be
commented upon appropriately.

11. Guidelines regarding filling up of APAR with numerical grading:-

{1} The columns in the APAR should be filled with due care and attention and after devoting adequate time.
(i) It is expected that any grading of 1 or 2 (against work output or attributes or overali grade) would be
adequately justified in the pen picture by way of specific failures and similarly, any grade of 9 or 10 woulid 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

{iv) APARs graded between 6 and short of 8 will be rated as “very good’ and will be given a score of'?’.
(v) APARSs graded between 4 and short or 6 will be rated as ‘good’ and given a score of 5.
(vi) APARs graded below 4 will be given a score of Zero.

12. The following procedure should be followed in filling up the item relating to INTEGRITY:-

(i) If the officer/officials integrity is beyond doubt, it Mmay be so stated.

(i) If there is any doubt of suspicion, the item should be left blank and action taken as under:-

(a) A separate secret note shouid be recorded and followed Up. A copy of note should also be sent together
with the confidential Report to the next superior officer who will ensure that the follow-up action is taken
expeditiousty. Where it is not possibie ejther to certify the integrity or to record the secret note, the
reporting officer should state either that he has not watched the officer/official’s work for sufficient time

| to form a definite judgement or that he has heard nothing against the officer/official, as the case may be.

(b} If, as a resuit of follow —up action the doubts or suspicions are cleared, the officer’s/official integrity
should be certified and an entry made accordingly in the APAR.

(c}. If the doubts or suspicions ore confirmed, the fact should also be recorded and duty 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.

. Time Schedule for preparation/ completion of APAR
(Reporting Year - Financial Year)

B - A ™ by which to be completed
1 Distribution of blank APAR forms to all 31 st March T
.| Concerned N ,H______H.____}_I_This may be completed even a week earfier).
b2 Submission of self-appraisal to reporting officer | 15% April
by officer to be reported upon {where
ppleable) b
3 Submission of report by reporting officer to 30 th June +
reviewing officer
4 Report to be completed by Reviewing Officer 31 st july -
and to be sent to Administration or CR
l |_section/Cell 3 o . N

' .
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