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Office of the Registrar

Indian Institute of Engineering Science and Technology, Shibpur
(Formerly Bengal Engineering and Science University, Shibpur)
P.O.: Botanical Garden

Emrmmmien Howrah - 711 103, West Bengal.
No. QM / o8 / 26 Dated: 10/01/2025
Notice

As per Resolution No. 19.20.M3 of the 19" meeting of the BoG of IIEST, Shibpur held on 07.01.2021, this is
for information of all Non-Teaching Employees including the Officers, Technical Staff, Ministerial Staff and
Supporting  Staff (MTS) of IIEST, Shibpur that they are required to submit their Annual Performance
Appraisal Report (APAR) for the year 2023-24 in prescribed format (available in Institute website) to their

respective Heads/Controlling Officers within 15 days from the date of issuance of this notice positively.

Accordingly, the Controlling Heads/Officers are requested to evaluate and submit each APAR in separate

sealed envelope to the Record Section addressing to the undersigned within 15 days.
This 1s issued with the approval of the competent authority.

Sd/-
(Prof. Anirban Gupta)
Registrar (Acting)

Copy forwarded for information necessary action to:

1. Office of the Director

2. All Deans

3. All Heads of the Departments/Schools/Centres — with a request to circulate among the respective
non teaching employees
All Officers - with a request to circulate among the respective non teaching employees
All Section In-charges - with a request to circulate among the respective non teaching employees
Record Section- with a request to collect all APAR’s and store in Record Section

Institute Website
KA i
(Prof. Anirbdn Gupta)

Registrar (Acting)

1S A o

P.O. BOTANIC GARDEN, HOWRAH, 711 103, WEST BENGAL, INDIA
Phone: (033) 2668-1503 Fax: (033) 2668-2916
E-mail : regis@iiests.ac.in Website : www.iiests.ac.in
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PART-1: PERSONAL DATA

A LS T T L R ARty A S o

(To be filled in by Concerned Section/Department/Officer of the Institute)

51 Subject Information

No.

1. | Name in full

2. | Scale of pay

8. | Date of Birth

4. | Total Sexvice

8. | Unit to which attached

6. | Educational Qualifications
(as recorded)

1. | Date of continuous Post: Date:
g;p;;nmnt to the present Pay Scale: Grade Pay:
Present post and date of Post; Date:

8. | appointment thereto; Pay Scale: Grade Pay:

9. | Period of absence from duty
on leave efc. during the year*

“Please altach a separate sheet, if required

Pageiof8
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PRRT-2: DESCORIPTION OF DUTIES
To be filled in by the Officer reported upon

(Please read carefully the instructions before filling the entries)
1. Brief description of duties

2. Please specify targets/objectives/goals (in quantitative or other terms) of work
you set for yourself or that were set for you, eight to ten items of work in the order
of priority and your achievement against each taxrget,

Targets/Objectives/Goals Kchievements

Page 2 of B

el



AT T TR D T T KR T e sy

8. (A) Please state briefly, the shortfalls with roference to the
targets/objectives/goals referred to in item 2. Please specify constraints, if any, in
achieving the targets.

(B) Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

4. Please state whether the annual return on immovable property for the
preceding calendar year was filed within the prescribed date i.e. 31* January of
the year following the calendar year. If not, the date of filing the return should be

given.

Dater gt Signature
of the Officer reported upon

Page 3 of 8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL ATTRIBUTES AND
FUNCTIONAL COMPETENCY
Numerical grading is to be awarded by Reporting and Reviewing authority which should be
on a scale of 1.10 where I refers to the lowest grade and 10 to the highest.
(Please xead the guidelines mentioned in the last page carefully before filling the entries)

A, Assessment of Work Output (weightage to this section would be 40%)
51 Reporting Reviewing Kuthority | Initial of Reviewing
No Criteria Ruthority (Reler Para-2 of parl-8) Authority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted

2. | Quality of oulput

3. | Analytical ability

4. | Accomplishment of
oxcaptional
work/unforeseen
task performed

8. | Overall Grading on
‘Work Output’

B. Assessment of Personal Atfributes (weightage to this section would be 30%)

s1 Criteria Reporting | Reviewing Ruthoxity Initial of Reviewing
No. Euthority (Refer Para 2 of part-5) Ruthority
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

1. | Capacity to adhere
to time schedule

8. | Intex-personal

relation

9. | Overall bearing and
personality

10. | Overall Grading on
'Personal Attributes’

Pageq of 8
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G. Rssessment of Functional Competency (weightage to this section would be 0%)
51 Critaria Reporting Roviewing Initial of
No. ZButhority Buthority Reviewing
(Refer Para 2 of ZRuthority
part-5)
1 | Technical knowledge of
Rules/proceduses In (he area of
function and ability to apply that
correctly
2 | Knowledge of
Rules/Regulations/Procedures
it1 the area of [unction
3 | Decision making ability
4 | Co-ordination ability
5§ | Ability to motivate and develop
subordinates
6 | Iniliative
7 | Overall Grading on ‘Functional
Competency’

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1. Relations with the public (wherever applicable)

(Please cormment on the Officer's accessibility to the public and responsiveness to
their needs)

Pagesof 8
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Date:

Seal:

. 'Training:

(Please give recommendations for training with a view to further improving
the effectiveness and capabilities of the Officer)

. State of health:

. Integrity:

(Please comment on the integrity of the Officer)

Pen picture by Reporting Officer(in about 100 words) on the overall qualities
of the officer including area of strengths and lesser strengths, extraordinary
achievements, significant failures [Ref.:3A & 3B of Part -2] and attitude towards
weaker sections.

Overall numerical grading on the basis of weightage given in section A,Band
Cin part-3 of the report.

Signature of the Reporting Officer
Name in Block LEtteIS: ...vvvivveesucsseisaiersreersrarereesrons

Dosignation: ssuseeisisivis ssuss iz

Page6of 8
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PART-5 OVERALL ASSCSYMENT BY 'THE REVEWING OTFTICER

Length of sexvice under tho Reviewing Officer

. Do you agree with the assessment made by the reporting officex with respect to

the work output and the various attributes in Part-3 & Part 4 ? Do you agree with
the assessment of Reporting Officer in respect of extraordinary
achieverents/significant failures of the Officer reported upon? [Rel.: Pat -3A(4)
and Part-4(5)]

(In case you do not agree with any of the numerical assessments of attributes, please
record your assessment in the column provided for you in that section and initials your
entries).

Yes No

3. In case of disagreement, please specify the reasons. Is thére ahyihing you wish to

modify or add?

Pen picture by Reviewing Officer. Please comment (in about 100 wozrds) on the
overall qualities of the Officer including area of strengths, lesser strength and his
attitude towards weaker sections.

Overall numerical grading on the basis of weightage given in section-A, B and C
in part-3 of the report.

Signature
of the Reviewing Officer
Date: Name in Block Letters: ....... ..iwaransisssstiasisso ifieai
Seal: Designation: .....ssemmsissmsssas it o g
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be

ona scale of 1-10 where 1 refexs to the lowest grade and 10 to the highest.

The columns in the APAR should be filled with due care and attention, after
devoting adequate time.

It is expected that any grading of 1 or 2 (against work ocutput 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 accomplishment. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence, necessary 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.

APARs graded between 8 and 10 will be rated as ‘Outstanding’ and will be

~ given a score of 9 for the pumrpose of calculating average scores for

empanelment/promotion.

APARs grade between 6 and short of 8 will be rated as '‘Very Good’ and
will be given a score of 7.

APARs graded between 4 and 6, short of 6 will be rated as ‘good’ and will

be given a score of 5.

APARs graded below 4 will be given a score of ‘Zero'.

PageBof 8
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Indian Institute of Engineering Science and
Technology,Shibpur

Annual Performance Appraisal Report (APAR)
of the Technical Staff
for the year

N :
Pty 23 o
B g i W,

Name with Designation: ......... D L Vo evanaa iR R e e R A PR S
Posted at: wociicivvivrnnnnnnns

Mobile NO. ciicciericeneiicnriersesrnnssnss ssavensss BINAIL ID? s msssiasiniimdi s i s aa s i SR wetai
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PART-1: PERSONAL DATA

(To be filled in by Concemed Section/Department/Employee of the Institute)

s1 Subject Information

1. | Name in full

2. | Scale of pay

3. Date of Bixth

4. | Total Service

5. | Unit to which attached

© 8. | Educational Qualifications -

(as recorded)

7. | Date of continnous - Post: Date:
appointment to the present » .
. S : ; Pay Scale: Grade Pay:
Present post and date of Post: Date:

8. | appointment thereto; Pay Seals: Grade Pay:

9. | Period of absence from duty
onleave etc. during the year*

*Please attach a separate sheet, if required

Page1of8



PART-21 DRSCRIFITION OI' DUTIES
To be filled in by the Technical Staff reported upon

(Please read carefully the instructions before filling the entries)
1. Brief description of duties

.. 2. Blease specify.targets/abjectives/goals( in quantitative or other:terms) of work you set for
- yourself or that were set for you, eight to ten items of work in the order of priority and your
:@Eﬂement ag_eiip_gt each target,

... . Targeis/Ohjectives/Goals " Achievements

e e e . B . . Bt e . £

Page2of 8
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3. (A) Please state brieily, the shortfalls with reference to ﬂ{e ta.rgets/objéctives/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets.

(B) Please also indicate items in which there have been éigniﬁéﬁtiy lugher
achievements and your contribution thereto.

o

4. Please state whether the annnal return on immovable property for the preceding
calendar year was filed within the prescribed date i.e. 31% January of the year
following the calendar year, If not, the date of filing the return should be given.

Date: ......... T e Signature

o ; of the Supporting Staff reported upon

Pagegof 8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL ATTRIBUTES AND
FUNCTIONAL COMPETENCY

Numerical grading is to be awarded by Reporting and Reviewing authority which should be on a scale

of 1.10 where 1 refers to the lowest grade and 10 fo the highest,
(Please read the guidelines carefully before filling the entries)

A. Assessment of Worl Output (weight age to this section would be 40%)
Sl Reviewing Authority | Imitial of Reviewing
No Criteria Buthority (Refer Para-2 of part-5) Authority
L. | Accomplislunent of
work
planned/allotted as
per subjects allotted
2. | Quality of output
3. | Analytical ability
4. | Accomiplishment of v
exceptional
work/unforeseen
L:ask performecd
5. | Overall Grading on
"Work Output’
B. Assessment of Personal Aftributes (weightage to this section would be 30%)
sl Criteria Reviewing Authority Initial of Reviewing
No. (Refer Para 2 of part-5) Buthoxity
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
* | discipline
4. | Communication
skills
5. | Capacity to work in
team spirit
6. | Capacity to work in
time limit
7. | Inter-personal
relation
8. | Overall bearing and
personality
9. | Overall Grading on
1 personal aitributes

Page 4 of 8
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C. Assessment of Fapctional Competonoy (woightago to this seotion would be 30%)
sl Critexia " Reporting Reviewing Authorify [ Initial of Reviewing |
No. Ruthority (Refer Pata 2 of parl-§) HAuthority .
1 | Technical knowledge ~
of Rules/procedures in
the area of function
and ability to apply
them correctly
2 | Strategic planning
ability
8 | Decision making i
ability
4 | Co-ordination ability
5 | Ability to motivate and
develop subordinates
6 | Initiative
7 | Overall Grading onn s snmeery
‘Functional \
Competency’' i a

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER-

1. Relations with the public (wherever applicable)
(Please comment on the Official's accessibility to the public and responsiveness to their
needs)

Page5of8
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Traimng: - o .
(Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Official)

e A AT PR £ 1 B 5 e SRS AL

3. State of health:
4. Integrity: ! F . P5 BlE R
(Please comment on the integrity of Official) : -
5. Penpicture by Reporting Officer(in about 100 words). on the overall qua]mes of the
.. official including srea of strengths and lesser strengths, extraordmary achievemeants,
e Slr.mut.af\t faaltr.rys[ref 3A & 3B of Part -2] and attitude towards weaker secnons__ )
6.. Overall numerical grading on the basis of weightage given in section & ,-Band C in
part-3 of the report
Signature of the Reporting Officer
Date: Name in Block Leters: ...c.ccveeiivimnsisinnsrnasnssinnmsasssrnsssns
Seal:

Deglemations sayisssssssstyssomanneins vk iimikig

Page 6of 8
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1. Length of service under the Reviewing Officer

2. Do you agree with the assessment made by the reporting officer with xespect to the work
output and the various attributes in Part-3 & Part 4? Do you agree with the assessment of
reporting officer in respect of extraordinary achievemems/sigmﬁcant failures of the
official reported upon? [Ref.: Part-3A(4) and Part-4(5)]

(In case you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided. for you in that section and initials your entries).
Yes No F

3. In case of disagreement, please specify the reasons. Is there anytlung YOUWL:h fo mochfy
or add?

| S —

L

4. .Pen.pisture by Reviewing. Ofiicer. Please comment (in abotit 100 words) e the ‘overal
* Qualitieg of the-official including area of strengths and Jesser strength and his aititude
towards weaker sections.

Vulle, IR s i

AT

8.. Overall numerical grading.on the basis of weightage gwen in 3ectzon-A B and C in paxt-3

of the repoxt.
Signature of the Reviewing Officer
Date; Name in Block Letters: ...........vuueens
Seal: . Designation: jwsssssisisarswams

Page 70f 8
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be on a scale

2.

of 1-10 where 1 refers to the lowest grade and 10 to the highest,

. The columns in the APAR should be filled with due care and attention, after

devoting adequate time.

It is expected that any qrading of 1 or 2 (against’ work output o allributes or
overall grade) would be adequately justified in the pen pichire by way of specific
failures and similarly, any grade of 9 or 10 would bé justified ‘with respect to
specific accomp]ia!‘unent. Crades of 1-2 or 9-10 are expected to be rare

i occmrenqes.andlheﬁpe. necessary 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., ..

o

BEARs graded between 8 and 10 will be rated as ‘Outstanding’ and will be given a
score  of 9  for .the purpose of calenlating average scores for
empanelment/promotion.

- APARs grade between 6 and short of 8 will be rajed d‘*‘VW&'G"Odi andl will be

given a score of 7.
APARs graded between 4 and 6, short of 8 will be rated as ‘good’ and will be given
a score of 5.

APARs graded below 4 will be given a score of ‘Zero'.

Page 8 of 8
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Ifian Institute of Engineering Science and
Technology,Shibpur
Annual Per formance Appraisal Reptt (APAR)
of the Ministerial Staff
for the year - L. -
20......... --20.......

Name with Designation: .........
Posted at: ..........oeeunn..

Mobile No.: T TR DRSNS -- .11 | 91D IR
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om e PART-1: PERSONAL DATA

(T'o be filled in by Concemed Section/Department/Fmployee of the Institute)

S1 T e Information o
( No. et . o
| s - 1. |Nameinfll -

2. | Scale of pay

L T e R R |+ T R
B g ki ‘4, | Total Setvice i 5 i -
| & ” = - e
| 5.7 [ Unit te which dttached ~ ™ -
6. | Educational Qualifications
(as recoxded)
7. | Dateofcontinuons = - Post: Date:
appointment to the present s
. grade e Pay Scale: Grade Pay:
D o MR @ mcny Presént post and date of | Post: Date: &
) & e omt‘megt Dhoreror Pay Scale: Grade Pay:

— e,

|
' e it wm 8. | Period of abséiice from duty
| on leave ete. during the year*

* *Please attach & separate shaet, if required

Page1of8



PART-2: DESCRIPTION OF DUTIES
To be filled in by the Ministerial Staff reported upon

(Flease read carelully (he lustructions before filling the entries)
1. Brief descriplion of dulies

2. Please specify targets/objectives/goals (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work in the order of
priority and your achievement against each target,

Targets/Objectives/Goals Achievements

Page 2 of 8
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. W Please
targets/obi ectives/q,
achieving the target

4, Pleage state wh

ether the
Preceding cq Year was fijjgq within the
Year fo]lowing the calendar year. If not, the
given

Date:

BT T ST e

8,

FPL T TR T

TP T PR ,
A R

e

T

of the Ministeria]

Pagegofg
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Staff reported upon
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL XTTRIBUTES AND
FUNCTIONAL COMPETENCY
Numerical grading is to be awarded by Reporting and Reviewing authority which should be on
ascale of 1-10 where 1 refers to the lowest grade and 10 to the highest

(Please read the quidelines carefully before filling the entries)

A, Assessment of Work Output (weight age to this section would be 40%)
51 Reporting Reviewing Ruthority Initial of Reviewing
No Criteria Buthority (Refer Para-2 of part-5) Ruthority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted
2. | Quality of cutput
3. | Analytical ability
4. | Accomplishment of ]
exceptional
work/unforeseen
task performed
8. | Overall Grading on
"Work Output’
B. HAssessment of Personal Attributes (weightage to this section would be 30%)
51 Criteria Reporting | Reviewing Huthority Initial of Reviewing
No. Buthority (Refer Para 2 of part-5) Authority
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
discipline
4. | Communication
skills
5. | Capacity to work in
team spirit
6. | Capacity to work in
time lirit
1. | Inter-personal
relation
8. | Overall bearing and
personality
9. | Overall Grading on
personal atiributes

Page 4 of 8
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Asgessment of Functional Competency (weightage to this section would be 30%)

81 Criteria Repoxting Reviewing Authority | Initial of Reviewing
No. ERuthority (Refer Para 2 of part.5) BRuthority
1 | Technical knowledge
of Rules/procedures in
the area of function
and ability to apply
them correctly
2 | Strategic planning
ability
8 | Decision making
ability
4 | Co-ordinalion ability
§ | Ability to motivale and
develop subordinates
6 | Initiative
T | Overall Grading on
‘Functional
Competency'

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1. Relations with the public (wherever applicable)
(Please comment on the Official's accessibility to the public and responsiveness to
their needs)

Page 50f 8
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2. Training:
(Please give recommendations for training with a view to further improving
_the effectiveness and capabilities of the Official)

BB o S g S ey

3. State of health:

4. Integrity:
{Please comment on the intecrity of Official)

8. Pen picture by Reporting Officer(in about 100 words) on the overall qualities
of the official including area of strengths and lesser strengths, extraordinary
achievements, significant failures[ref:3A & 3B of Part ~2] and attitude towards

 weaker sections.

6. Overall numerical grading on the basis of weightage given in section A, B and

C in part-3 of the report.
Signature of the Reporting Officer
Date: Name in Block Letters: .......ovveerurreesmrssessuesinneas
Seal: Deslanation: . uuapissknmassi
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PART.5 OVERALL BSSESSMEN'T BY THE REVEWING OFFICER

L. Leugth of service under (he Reviewing Officer

2. Do you agree with the assessment mado by the reporting officer with respect to
the work output and the various attributes in Pari-3 & Part 4? Do you agree with the
assessment of reporting officer in  respect of extraordinary
achicvements/significant failutes of the ofticial reported upon? [Ret.: Part-8A(4)
and Part-4(5)]

(In case you do not agree with any of the numerical asscssments of attxibutes please
record your assessment in the column provided for you in that section and initials your

entries).
Yes No J

3. In case of disagreement, please specify the reasons. Is there anything you wish to
modify or add?

4. Pen picture by Reviewing Officer. Please comment (in about 100 words) on the
overall qualities of the official including area of strengths and lesser strength and
his attitude towards weaker sections.

8. Overall numerical grading on the basis of weightage given in section-A, B and C
in part-3 of the report,

Signature
of the Reviewing Officer
Date: Name in Block LetOYS: 1uiiieesserienissenniinsonssnrencssessasns

Seal: Deslgmation: .........ssumsmssesmsvavmsse s maaiias

Page7of 8
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GUIDELINES FOR 'I'HE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be on

ascale of 1-10 whexe 1 refers to the lowest grade and 10 to the highest.

The columns in the APAR should be filled with due care and attention, after
devoting adequate time.

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 accomplishment. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence, necessary 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.

APARs graded between 8 and 10 will be rated as ‘Outstanding’ and will be
given a score of 9 for the purpose of calculating average scores for
empanelment/promotion.
APARs grade between 6 and short of 8 will be rated as ‘Very Good' and
will be given a score of 7.
APARs graded between 4 and 6, short of 6 will be rated as ‘good’ and will

be given a score of 5,

APARs graded below 4 will be given a score of ‘Zero’.

Page8of8
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Indian Institute of Engineering Science and
Technology,Shibpur -

Annual Performance Appraisal Report (APAR)
of the Supporting Staff
for the year

Name with Designation: .............c.cuu......
Posted at:

Mobile No.: ..vuevvareenne SO oo e e ey EmalI o s

T e g e

.
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PART-1: PERSONAL DATA

(To be filled in by Concerned Section/Department/Employee of the Institute)

T B T, S T A T AT T T R R 48

S1 Subject Information
No.

l. | Name in full

2. | Scale of pay

3. | Date ofBirth -

4. | Total Service

8. | Unit to which attached

6. | Educational Qualifications
(as recorded)

1. | Period of absence from duty
on leave etc. during the year*

*Please attach a separate sheet, if recuired

PART-2 : DESCRIPTION OF DUTIES
To be filled in by the Supporting Staff reported upon
(Please read the instructions carefully before filling the entries)
Brief description of duties

) = R ————— Signature
of the Supporting Staif reported upon
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" PART-3 ASSESSMENT ON WORK OUTPUT AND PERSONAL ATTRIBUTES

Numeric¢al grading is to be awarded by Reporting and Reviewing Authority which should be on a scale
of 1-10 where 1 refexs to the lowest grade and 10 to the highest.

(Please read the guidelines carefully before filling the entries)

A. Assessment of Work Output (weightage to this section wéuld be 60%)

51, ; Reporting Reviewing Buthority Initial of Reviewing
No Criteria Buthority (Refer Para-2 of part-5) Authority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted

2. | Quality of output

3. | Analytical ability

4. | Accomplishment of
exceptional
worlc/unforeseen
task performed

5. | Overall Grading on
"Work Output’

B, Assessment of Personal Attributes (weightage to this section would be 40%)

S1 Criteria Reporting | Reviewing Authority Initial of Reviewing
No. Buthority (Refer Para 2 of part-5) Ruthority
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
Discipline
4. | Communication
gkills
5. | Capacity to workin
team spirit
6. | Capacity to work in
time Hmit
7. | Inter-personal
relation
8. | OQverall bearing and
personality
9. | Grading on
personal attributes
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PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1. State of health:

I

2. Integrity
(Please comment on the integrity of the Supporting Staff)

3. Pen picture by Reporting Officer ( in about 100 words) on the overall qualities of the

.. Supporting Staff including area of strengths and lesser strengths, extraordinary
achievements(significant failures (ref: 3 A & 3 B of part-3) and attitude towards weaker
sections, : .

— - e —_—

4. Overall numerical grading on the basis of weightage given in section A and B in part-3 of
the report

Signature of the Reporting Officer
Date: Hianiadn BIGRLEterie .. ... oo esassenmmbparsaniinsanss “

Seal: Designation: ....... :
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PART-5 OVERALL ASSESSMENT BY THE REVIEWING OFFICER

. Length of service under the Reviewing Officer

. Do you agree with the assessment made by the reporting officer with respect to the

- work output and the various attributes in Part-3 & Part 47 (In case you do not agree with
any of the numerical assessments of attributes please record your assessment in the
column provided for you in that section and initials your entzies),

Yes No

- In case of disagreement, please specify the reasons. Is there anything you wish to
modify or add?

. Pen picture by Reviewing Officer. Please comment (i;‘.'l about 100 wordsj on the overall
qualities of the official including area of strengths and lesser strength and his attitude
towards weaker sections.

. Overall numerical grading on the basis of weightage given in section-A and section-B of
the report.

Signature of the Reviewing Officer

Date: Name in Block Letters: ....vvuerereesnsennses . =

Seal: Desigmation: auwswesssmwrimv s i nrs s

Pageqof g



GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be on 2 scale

of 1-10 wheve 1 refers to the lowest grade and 10 to the highest.

The colummns in the APAR should be filled with due care and attention, after
devoting adequate time.

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 8 or 10 would be justified with respect to
specific accomplishment. Grades of 1-2 or 9-10 are expected -to be rare
occurrences and hence, necessary to justify them. In awarding a numerical grade,
the reporting and reviewing authorities should rate the officer agairist a larger
Ppopulation of his/her peers that may be currently working under thern.

APARs graded between 8 and 10 will be rated as ‘Outstanding’ and will be given a

score . of 9. for -the purpose of calculating average scores for

empanelment/promotion.

APARs grade betwsen 6 and short of 8 will be rated as ‘Very Good’ and will be
given a score of 7,

APARs graded between 4 and 8, short of 6 will be rated as ‘good’ and will be given

a score of 5.

APARs graded below 4 will be given a score of ‘Zero’.
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