Form L
(Multi Tasking Staff)

Performance Appraisal Report for the period from __ to

Time period which the report does not cover if any, and reasons thereof:

Period for which PAR is not written Reasons why the PAR is not written
sl. | Name and designation of | Post held during | Time period as | Date of receipt of self
No. | the Reporting Officer “the period - | Reporting Officer appraisal by the

Reporting Officer

: =] _
Sl. Name and designation of | Post held during | Time period as | Date bf receipt of
No. | the Reviewing Officer the period Reviewing Officer | PAR by the Reviewing
: ' ' Officer

'Date of receipt of performance apprai_sél Date of receipt of performance appraisal report by

report by Cadre controlling authority Custodian
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Section I- Basic Information
(To be filled in by the Head of Department)

1. Name of the Official reported upon:

2. Date of joining service:

3. Educational Qualifications:

4, Date of Birth:

5. Category to which the official belongs: Gel;/ OBC/SC/ST:

6. Present Grade and date of continuous appointment to it:

7. Present posting:

8. Departmental examination qualified with date of qualifying:

9. Reporting and Reviewing Authoi’ity*

Name & Designation Period worked

Reporting Authority
Reviewing Authority
~ * Multiple entries possible |
10. Period of absence on leave, etc. - e :
Period o " Type Remarks

On Leave (specify type)

Others (specify)

11. Penalties; if any, imposed during the year:

‘Signature
Head of the-Department
ERT Please Affix Stamp
Date: '
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Section Il - Self Appralsal

1. Annual work allocated, completed and achievements (in not more than 100 words):

2 During the period under report, do you believe that you have performed -any special
work/assugnment? If yes please give a brief description. (Not mere than 150 words):

Signature of Official reported upon
Date:
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Sectici -lli Appraisal
(This assessment should rate the Official vis-a-vis his peers engaged in similar positions and not the general population.
Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
grade) Any overwriting or correction has to be authenticated by the reporting officer in the margin with full signature.

1. (a)Assessment of Work Output: (40% weightage will be assigned to this section)

Quality of Work

Does he/she know the machines/store

Does he/she maintain the machine/store/building
properly and regularly

4. Does he/she clean and takes care of chdrt visual
slides/storage items/premises.

5. Does he/she help and do the work of erection/repair of
machines/loading/unloading of stores.

6. Overall grading on Work Output (Sum of 1 to 5)/5

WiN(P|=z

1. (b) Weightage of the grade on ‘Assessment of Work Output’ 1 (a)(6) x 0.4

2. (a) Assessment of Personal Attributes: (30% weightage will be assigned to this section)

S. No. 1. Grade
1. Attitude of work
2. Sense of responsibility
3. Regularity and Punctuality in attendance (
4, Maintenance of discipline
5. Communication skills
6. Ability to work in team
7. Ability to meet deadline
8. Courtesy to Tax payer
9. _Inter-Personal relations
10. Clean use of uniform
11. Overall grading on Personal Attributes
(Sum of 1 to 10)/10
2. (b) Weightage of the grade on ‘Personal Attributes’ 2(a) (11)x 0.3 [—_—:

1

3. (a)Assessment of Functional Competency:(30% weigh:age will be assigned to this Section)

S. No. 1 ; v Grade
1. | Knowledge of Rules/regulation/procedures in the
area of function and ability to apply them correctly.
2 Coordination ability
3 Initiative
4. Proficiency in working on computer, wherever
available
5. Use of Fax, Xerox Machine etc.
6. Overali grading on Functional Competency
(Sumof 1to 5/5)
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3. (b) Weightage of the grade on ‘Functional Competency’ 3(a) (6) x 0.3

4. Integrity: Please comment on the integrity of the official. (Piease follow instructions given at
the end of the form)

5. If the grading in any row of section llI, parts 1:(a), 2 (a) and 3(a) or the overall grading (in
part 6 below) is below 4 or above 8 then please give detailed factual reasons for the same.

6. Overall Grade on a scale of 1-10 [1{b) +2(b)+ 3(b)] :

v ~ Signature of Reportihg Authority
Date: ) : _ i . Name (In Block Letters)_
Designation :
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7. Pen picture by Reporting officer (in a_bout 100 words) on the overall qualities of the official
including area of strength and lesser strength extraordinary achievements, significant
failures and attitude towards weaker sections.

Signature of Reporting Authority
Date: : ‘ Name (In Block Letters)

Designation
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Sectlion 1V- Review
Do you agree with the assessment made by the reporting officer with respect to the targets and the

various attributes in section 11I? Do you égree with the assessment of the reporting officer in respect
of extraordinary achievements and/or significant failures of the Official reported upon?

Yes /No

If not in agreement with reporting officer then pleas

(This assessment should rate the Official vis-a-vis his peers enga

e fill the form below. }
ged in similar positions and not the general population.

.

Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best

grade) Any overwriting or correction has to be authenticated by t

he reviewing officer in the margin with full signature.)

1. . (a)Assessment of Work Output: (40% Weigktage will be assigned to this Section)

Grade

Quality of Work

Does he/she know the machines/store

NI P

and regularly

Does he/she maintain the machine/store/building properly

slides/storage items/premises.

4. | Does he/she clean and takes care of chart visual

machines/loading/unloading of stores.

5. Does he/she help and do the work of erection/repair of

6. Overall Grading on Work Output (Sum of 1 to 5/5)

L

2]

(b) Weightage of the grade on ‘Assessment of Work Output’ 1 (2)(6) x 0.4

. (a) Assessment of Personal Attributes: (30% weightage will be assigned to this section)

5

o

Grade

Attitude of work

Sense of responsibility

Maintenance of discipline

‘Regularity and Punctuality in attendance

T communication skills

Ability to work in team

Ability to meet deadline

Courtesy to Tax payer

VWl |N|oO |V |R|WINIE =

Inter-Personal relations

Clean use of uniform

=
©

[N
=

(Sumof1ito 10)/10

Overall grading on  Personal

Attributes

2. (b) Weightage of the grade on ‘Personal Attributes’ 2(a) (11) x 0.3
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3. (a) Assessment of Functional Competency:(30% weightage will be assigned to this Section)

S. No. ' Grade
1. Knowiedge of Rules/regulation/procedures in the
area of function and ability to apply them correctly.
2 Coordination ability
3 Initiative
4 Proficiency in working on computer, wherever
available ‘
5. Use of Fax, Xerox Machine etc.
6. Overall grading on Functional Competency
(Sum of 1.to5/5)

3. (b) Weightage of the grade-oh ‘Functional Competency’ 3(a) (6) x 0.3

4. Reasons for disagreement with the reporting officer or low grade given to the Official
reported upon and comments if the official reported upon is Scheduled Caste/Scheduled

Tribe. *

L

* Conditicns to fill column 4.

(1) If you do not agree with the reporting officer then please state your reasons for .
disagreement in column 4.

(2) If you agree with the reporting officer that the overall grading should be be|ow 4 then
please give detailed reasons in column 4. (The reviewing officer may in such cases call both
the reporting officer and the official reported upon to ascertain the grading given before
filling this section). '

(3) If the person reported upon is a member of Scheduled Caste/Scheduled Tribe, please
indicate whether the attitude of the reporting officer in assessing the performance of the.
Scheduled caste/Scheduled Tribe member has been fair and just. '

5. Overall Grade on a scale of 1-10 [1(b) +2(b)+ 3(b)]

_ Signature of Reviewing Authorlty
Date: ' : Name (In Block Letters)
Designation
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IX

6. Pen picture by the Reviewing officer (in about 100 words) on the overall qualities of the
official including area of s'trength and lesser strength and his/her attitude towards weaker .
sections.

Signature of Reviewing Authority

Date: ' | Name (In Block Letters)_

~ Designation
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