AR AF g0
(FATY=T 8T
Hes : TU-V/-4/2018 e+ 09.01.2019
e . arfées srieRar Aearr Rale (@ 2018-2019)

qRYa / Circular

a¥ 2018-2019 & arf¥eh HRIFIRAT Hediche RUIE & Nered Juo Sk G- (IAEA U e TAUT 37 Ug),
9- @’ UG IYI-0 (eshlollel P9 37 & Ty Gigd) & HAaRE! & v §, MTSTH Sgeic W 3uereyy FATRE |

2. el deaftrg HRRRAt v wdaial ¥ 3Ry § & & Sedf@d geas & HgaR d6fed yus &t

T3eTelIS &Y Ud YU & HIT-1 7 37060 safFdard STery $iT &Y 379a) RO o et 3Ry / et 3Ry &l dedise
gqay:
qqq - & CA> o s . .
For All Group ‘A’ Officers (Administration, Finance & Other Posts)
FORM - A
G- For Groups ‘B’, ‘C’ Officials (Clerical) and Supervisory Posts (Clerical) i.e Private

Secretary, Section Officer, Stenographer, Assistant, Upper Division Clerk, Junior
FORM - B Stenographer & Lower Division Clerk.

For Groups ‘B’ & ‘C’ Officials (Skilled/Semi-skilled/Technical) i.e Laboratory
Officer (A), Laboratory Officer (B), Supervisor (Editing & Printing), Librarian,
Supervisor (Drawing), Senior Master Technician, Supervisor (Reprography), Senior
99y - I Translator, Deputy Librarian, Assistant Librarian, Senior Proof Reader, Staff Car
FORM - C Drivers, Technical Assistant (Lab), Junior Translator, Master Technician, Senior
Operator, Library Assistant, Assistant Operator, Senior Technician, Junior Operator,
Garden Choudhury, Dispatch Rider, Canteen Halwai, Assistant Halwai, Coupon
Clerk, Sales Clerk, Cook and Senior Attendant.

LEERS) For Group “C” (Erstwhile Group “D” Officials) i.e. Attendant, Beldar, Mali, Farash,
FORM - D Helper, Coffee-cum-Tea Maker, Bearer & Wash Boy, Helper (Canteen)

3. g A fhar SiTar § Heied SHaaREl va ARt gaRT arf¥eh SrRIsRdr Hedihad RAE Tedd el &
o A fod AT IR g A TS § -

S1 Action Date by which to be

No. completed

1. Submission of self-appraisal to Reporting Officer 15th April 2019
by official to be reported upon

2. Submission of report by Reporting Officer to 22nd May 2019
Reviewing Officer

3. Report to be completed by Reviewing Officer and 05t June 2019
to be sent to Establishment Department

4. AT HRIFRAT Fedihat RUIE I # § FaRAT ST, faem Hér ta fa# IFeay-F (Annex-A) A
AT | RO oredr/wehen sifteiat @ SRt 8 afier srimRar Heaids RAIE &1 ART-IIT (T95-8)
HIETIL (I99-T U G9-3T) #Rel o ol Ueh ST (Specimen) $7 3Id-@ (Annex-B) # 3Ucist ST ST 6T
g
gedi/-
LG RICEIEDS!
fagere (Tamgem

aRenfaa:  Feare & @l fawmer, yeRnard, gRIefor §EuE, g ey U e ey # sty
Soglic ganT gRarfad |



9T - F
FORM - A
[@ ‘& & AFR (Tawa va Red qur 37w <))
[For Group ‘A’ Officers (Administration, Finance & Other Posts)]

I HATAF =TT
BUREAU OF INDIAN STANDARDS

aif¥e FEFRar Aearra ROE - 31 A 2019 Ft garea ¥
ANNUAL PERFORMANCE ASSESSMENT REPORT- YEAR ENDING 31 MARCH 2019

AT |
PART I
fash srerer
PERSONAL DATA
FAGR! 4. TGATH
Employee No. Designation
1. &= 2. fasmaT/ 3regermer
Name Deptt./Section
3. q deh &1 3rafr & fow
For the period from to
4. yAUHAY 5. T TATIT / 33T H gt hr Al
Date of Entry Date of Posting to Present Deptt/Sec.
6. A U 7. aIAA I3 H fagfea i ada
Present Grade Date of Appointment to Present Grade
8. SfetH fafy 9. gfSe & ™
Date of Birth Date of Confirmation
10. A&7f0F AR 11. dafFdas Blee & 3¢aT0T
Academic Qualification Extracts from Personal File

12. ¥ & ERIeT 30 o7 & 3T¥eh o ToIT ST @ HeIUTEAd Tge T 3Tafer (3raehrer, TRIETT ScATies
W)

Period of Absence from Duty Exceeding 30 days during the year (on Leave, Training etc.)



PART- I
Self Assessment Report by the Officer

1. Work assigned during the year
2. Work carried out during the year:
3. Anything specific about yourself and your professional contribution, if not covered above:



4.

5.

Date:

PART- Il Contd.

Any remarks regarding your organizing capability, leadership, decision- making, training of
subordinate staff and team spirit:

State any difficulty faced by you in your assignment:

Remarks/Suggestions, if any:

It is certified that | have reported upon number of officials and reviewed APARs of
number of officials working under me and submitted them within the fixed time
schedule for submitting the APARs to appropriate authority on (date) for further

necessary action.

Signature:

Name in Capital:

Designation:




Hret- 1l

PART- llI
Assessment by the Reporting and Reviewing Officers
Raré ot wHaT g FOFH F
R sifaarY RGLIRS
Reporting Reviewing Initial of Reviewing
Authority Authority Authority

a@I¥e A 3R AIar

Professional Knowledge and ability

aat, _faA ik FI-[3™ &1 7=

2.
Knowledge of rules, regulations and procedures
3. | IS JTAr
Organizational ability
4. | fGart & ufa ygor ferar
Receptivity to ideas
5. | 96 Sgfd
Initiative
6. ERIEENECL
Resourcefulness
7. | 3cRERAcT o &1 sTRT
Willingness to accept responsibility
8. | ol # Rsfad 3T SRIE e Y arwar
Ability to develop and train others
9. TAFIAIAT
Dependability
10. | 3RO AR =TGR
Conduct and behaviour
11, | T
Tact
12, | @
Co-operation
13, | oG &FAaT
Writing ability
14, | % &THdT
Reasoning ability
15. | 3iffcgse afea
Power of expression
16. | P fAgera
Work output
17. | Gcgfasar
Integrity

(Please see Annex-A)




18. Further remarks (Please report on any aspect not covered above but which can help in better

appreciation of good work done or in matters of work, discipline, attendance, etc.)

gHtam IRF F gEaBER

Signature of Reviewing Officer

YcerH
Designation

HEX o
(Affix Stamp)

IGIE]
Date

RorE o AFH F geanw
Signature of Reporting Officer

YcerH
Designation

A T
(Affix Stamp)

IGIE]
Date



PART IV

RAIfear srgar affen 3fUed garT arfde FRERAr Heiwa RAE @ gfafadr saam &
got & fafy

Copy of Annual Performance Assessment Report given to official by Reporting/Reviewing
Officer on

Raiféer srerar afFem 3ReRT garT FATRT #1 HfAdeA gred gl @ Ay

Representation received from official by Reporting/Reviewing Officer on

FIIRY & AT W FFar = [Av

Decision taken on representation of the employee

HaTH HTUSRT & AR
Signature of Competent Authority



LEERKC)
FORM -B

ToF ‘@, ‘o FaaREl (RdR) v g&a3ed g & v
For Group ‘B’, ‘C’ Employees (Clerical) and (Supervisory Posts)

TIIANTT HATAF =0
BUREAU OF INDIAN STANDARDS

aif¥s FRAFIRaT Hearra RAE - 31 AR 2019 A FACT a§
ANNUAL PERFORMANCE ASSESSMENT REPORT- YEAR ENDING 31 MARCH 2019

AT |
PART |
fash srerer
PERSONAL DATA
FHAR . 9eeTH
Employee No. Designation
1. &R 2. fasmaT/ 3regemer
Name Deptt./Section
3. a deh T 31aTe & ferw
For the period from to
4. gAHIaY 5. ad#ATe fasmaT / 3reerrer 7 g fera & adrg
Date of Entry Date of Posting to Present Deptt/Sec.
6. TIAT IS 7. gaH A3 H fAgiFa H alrg
Present Grade Date of Appointment to Present Grade
8. SfetH fafy 9. gfSe & ™
Date of Birth Date of Confirmation
10. A&7f0w AR 11. dafFas Bred & 3¢aT0T

Academic Qualification

Extracts from Personal File

12. a9 & R 30 oot & 31f8eh & fT ST @ 3eTuiua Tg=t it rafer (3raehrer, TiRIEToT saane

M)

Period of Absence from Duty Exceeding 30 days during the year (on Leave, Training etc.)



HTar-l

Rae A=t va g sfFRAt qarr qearrT

PART- Il

Assessment by the Reporting and Reviewing Officers

Ffar I/ F
Work assigned :

Rai¢ agh wetaTm gete AR
sfasrd sfasrd ¥ gEARR
Reporting Reviewing Initial of
Authority Authority Reviewing
Authority

fagaT, fagat 3k s/ &1 aJ=
Knowledge of rules, regulations and procedures

2. 3caRGIAcd el S gToT
Willingness to accept responsibility
3. | e yafd IR uragRrerar
Initiative and resourcefulness
4. TTFIAIAT
Dependability
5. HrAROT 3R a8
Conduct and behaviour
6. | TEANT
Cooperation
7. | oG &THAT
Writing ability
8. iffegsrer afea
Power of expression
9. F e
Work output
10. | GcafeTsar
Integrity

(Please see Annex-A)




11.

PART- 1l Contd.

=g feoufora

(F9AT 3UAFT & Irerar Rl 3T Uge] & IR
# RO S Weg 300 386 gt #i 3R
IS Tl #H IYAT HA, A, FISNT,
saife gFaet Jraioey ggfeadt & gurR A
HEIIAT Yed g1 Gehdl &l )

Further Remarks :

(Please report on any aspect not covered
above but which can help in better
appreciation of good work done or in
rectifying undesirable trends in matters of
work, discipline, attendance, etc.)

gtam IOF F gEaABER

Signature of Reviewing Officer

YcodTH
Designation

HEY oY
(Affix Stamp)

IGIE]
Date

ROy ad AR & gEaner
Signature of Reporting Officer

YcodTH
Designation

HET oY
(Affix Stamp)

Date



AT 111
PART Il

Rféar 3rear afFeT ARFRT g@RT aTfiie FRIBIRAT Heidwd RAE A gfaferdy Faans &
Sot & fafy

Copy of Annual Performance Assessment Report given to official by Reporting/Reviewing
Officer on

Raiféer srerar afFem 3R garT FATR #1 HfAdeA gred gl @ Ay

Representation received from official by Reporting/Reviewing Officer on

FIARY & 3iAdeT W fFFar = [Av

Decision taken on representation of the employee

H&TH TSR & e’
Signature of Competent Authority



T IV

PART IV
(TO BE FILED BY GROUP ‘B’ SUPERVISORY STAFF ONLY)

It is certified that number of officials are reporting to me and their APARs for the
current year have been written by me and submitted to the Reviewing Officer on
(date).

Raré o srfaed & gEanr
Signature of Official with date & stamp



99+ - T
FORM-C

o ‘@ 3R T FAIIRGT (a7 3da-gat/ aF- ug) F fav

For Group ‘B’ and ‘C’ Employees (Skilled / Semi-Skilled / Technical Post)

TIIATT ATAHF =AY
BUREAU OF INDIAN STANDARDS

aif¥s FRAFIRET Hearra RAE - 31 AR 2019 A FACT a§
ANNUAL PERFORMANCE ASSESSMENT REPORT- YEAR ENDING 31 MARCH 2019

a1eT |/ PART
fasht srerer
PERSONAL DATA
FAGR! 4. TGATH
Employee No. Designation
I 12 2. faemar/ 3eTsmaT
Name Deptt./Section
3. o de & 3afe & faw
For the period from to
4. GAHIaY 5. adATe s / 3regearer 7 g fara & adrg
Date of Entry Date of Posting to Present Deptt/Sec.
6. dTHA IS 7. adAA I3 H fagfea i ada
Present Grade Date of Appointment to Present Grade
8. St fafy 9. gfSe T ™
Date of Birth Date of Confirmation
10. A&7f0w TR 11. dafFas Bled & 3¢aT0T
Academic Qualification Extracts from Personal File

12. ¥ & ERIeT 30 o7 & 3HT¥eh o ToIT ST A A Tge T 3Tafer (3raehrer, TRIETOT SeATier

a0
Period of Absence from Duty Exceeding 30 days during the year (on Leave, Training etc.)



HTar-l

Rae A=t va g sfFRAt qarr qearrT

PART- Il

Assessment by the Reporting and Reviewing Officers

wiar I w1
Work assigned :

Raté o

i
Reporting
Authority

gt
e Y

Reviewing
Authority

gatem ey

F FEART
Initial of
Reviewing
Authority

SEaATAe AR 3R Jegd
Professional Knowledge and ability

At [JfETat 3tk F-R”f &1 a1

Knowledge of rules, regulations and procedures

3ccReIAcd ofel &l gTaT

Willingness to accept responsibility

IS AT

Organizational ability

ggel Fgfd R SUrIHRIET
Initiative and resourcefulness

aRT & 9fa Jgor eferdar

Receptivity to ideas

FeTFSAAAT
Dependability

JTROT 3R egagR
Conduct and behaviour

RRIE

Cooperation

10.

fPcgaar afea

Power of expression

11.

F Ave
Work output

12.

TS

Integrity
(Please see Annex-A)




13.

PART- Il Contd.

3= feoaforar

(@91 39gFd & Jelrar R 3T gge] & AR
# RO N Weq 38F 386 bt H AR
AT gEIfT A HuAT FE, IegArEe, gIfon,
scalfe wFeeth e yafcadl & gur &
HETAT STod g1 Hhell & )

Further Remarks

(Please report on any aspect not covered
above but which can help in better
appreciation of good work done or in
rectifying undesirable trends in matters of

work, discipline, attendance, etc.)

gtam IWFT F gEaABER

Signature of Reviewing Officer

YcerH
Designation

HEY oY
(Affix Stamp)

IGIE]
Date

Rare ot el & gFanR

Signature of Reporting Officer

YcerH
Designation

HET oY
(Affix Stamp)

Date



Har-lll
PART-II

Rféar 3rear afFeT ARFRT g@rT aTfiie FRIBIRAT Heidwd XA A gfaferdy Faans Hr
Sol & fafy

Copy of Annual Performance Assessment Report given to official by Reporting/Reviewing
Officer on

Raiféer 3rerar affeT AfOERT gart FFart & Hf#AdeT urcd gl & fafy

Representation received from official by Reporting/Reviewing Officer on

FHART & 3fFdead W Far =r Ao

Decision taken on representation of the employee

H&TH TSR & e’
Signature of Competent Authority



HIET-IV
PART-IV
( TO BE FILED BY GROUP ‘B’ SUPERVISORY STAFF ONLY)

It is certified that number of officials are reporting to me and their APARs for the
current year have been written by me and submitted to the Reviewing Officer on
(date).

Raré o srfaed & gEanr
Signature of Official with date & stamp



LEEER}
FORM -D

(37Ee13T, SCR, ATell, AGGIR, FIA-UT I drell, T TF aRr 1 & AT 9=9)

(Proforma for Attendant, Beldar, Mali, Farash, Helper, Coffee-cum-Tea Maker, Bearer & Wash Boy)

ST HATAHH =IaIr

o~

BUREAU OF INDIAN STANDARDS

aif¥s FEFRar HearFa ROE - 31 A 2019 Fr AT a¥
ANNUAL PERFORMANCE ASSESSMENT REPORT- YEAR ENDING 31 MARCH 2019
T T ¥ T A JIs FY wAEr
UPGRADED FROM GROUP ‘D’ TO GROUP ‘C’ EMPLOYEE

1. FIIR I.
EMPLOYEE NO.

2. ATH
NAME

3. qeATH
DESIGNATION

4. fasmT/ 3rgemar

DEPARTMENT/SECTION

5. Cop) :  SATISFACTORY /* UNSATISFACTORY
WORK

6. 3ATROT . SATISFACTORY /* UNSATISFACTORY
CONDUCT

7. 3y fecuforr
ANY OTHER REMARKS

(*IF REPORT IS UNSATISFACTORY PLEASE FURNISH REASON)

Signature of Departmental Head
(AFFIX SEAL)



HAEU-F / Annex-A

=4

GENERAL GUIDELINES

1. All the Reporting Officers are requested to fill up Part-II of APAR and submit the same
directly to the respective Reviewing Officers. Reviewing Officer are requested to arrange to
hand over the photocopy of the duly reviewed APAR to concerned official working under them
with the directions that representations against the entries, if any, may be submitted within
15 days of such communication and make an entry in Part-IV of APAR. The original APARs
and the representations of the officials, if any, along with the comments of the Reporting and
Reviewing Authorities may be sent to Establishment Department, HQs so that final decision
is taken by the Competent Authority within the prescribed time limit.

2. It is further informed that the following time scheduled has been fixed for submitting
the APARs by the respective authorities for strict compliance:-

Sl Action Date by which to be

No. completed

1. Submission of self-appraisal to Reporting 15tk April 2019
Officer by official to be reported upon

2. Submission of report by Reporting Officer to 22nd May 2019
Reviewing Officer

3. Report to be completed by Reviewing Officer 05tk June 2019
and to be sent to Establishment Department

3. It is also informed that the submission of APAR at every stage may please be informed
to Establishment Department for records. In case of any doubt/discrepancy, Establishment
Department may please be contacted.

4. While scrutinizing the APARs for earlier years, the following discrepancies/ difficulties
have been observed:

i) Some Reviewing Officers do not sign at the reviewing portion in Part II of the
APARs;

ii) The numerical figures have been filled instead of ‘integrity’ of the official in the
column relating to “Integrity”;

iii) The numerical figures (1 to 10) have not been filled in the related columns by
the Reporting/Reviewing Officer;

iv) There is no remark/justification given in the APAR regarding the grading of ‘8-
10’ by the Reporting/Reviewing Officers;

\Y| The APARs are being received without Signature/Official Stamp/Designation of

Reporting /Reviewing Officers at the end of the report;

Vi) The last page (Part-III) of the APARs are being found left blank while entries
must be filled by the Reporting/Reviewing Officer itself;

vii) The Reporting/Reviewing Officers do not mention the period of gap including
the reasons for which a report for that period has not been written;

viii) APARs are being received in the wrong proformae of APARs especially for ‘Senior
Attendant’ or ‘Attendant’; and

ix) Reviewing Officers are sending the APARs directly to the Establishment
Department without providing the photocopies to the concerned officials
working under them with the directions that representations on the
grading/entries, if any, may be submitted to them within 15 days of such
communications.



5.

ORDERS/GUIDELINES ISSUED BY GOVT. OF INDIA

In view of the observations mentioned in GENERAL GUIDELINES para 4 above,

Reporting and Reviewing Officers are requested to go through the following important
Orders/Guidelines issued by Govt. of India while writing/reviewing the APARs:

i)

ii)

Periodicity of Writing of APARs:

a) The assessment of the performance of Government servant should cover a
definite period over which it is possible to form a reasonably correct assessment.
With this end in view, APARs are recorded for the period covered by the
financial year.

b) Normally there should be only one report covering the year. There may, however,
be occasions where it becomes necessary to write more than one report during
a year by different Reporting Officers, when the Reporting Officer or the officer
reported upon, is transferred or deputed elsewhere for a period of more than
three months, etc. In that event, the condition stipulated is that, the Reporting
Officer has at least three months’ experience on which he can base his report
on the officer reported upon. When more than one report is written, each report
should indicate precisely the period covered by it. If the period of observation
happens to be less than three months, this fact only need be indicated in the
report. At any rate, a report must be written invariably at the end of the year
which must be done within one month.

c) When a report does not cover an earlier period during the year, the Reporting
Officer should mention at the top of the report the period of gap indicating the
reasons for which report could not be written for the period.

d) The annual report should be recorded within one month of the expiry of the
report period. Any delay in this regard should be adversely commented upon. If
there is delay in submission of self-appraisal by the officer reported upon, the
Reporting Officer should give the report without self-appraisal making a
suitable note.

Objectivity in confidential reports and assessment at more than one level - In
order to minimize the operation of the subjective human element and of conscious or
unconscious bias, the confidential report of every employee should contain the
assessments of more than one officer except in cases where there is only one
supervisory level above the officer reported upon. The confidential report should be
written by the immediate superior and should be submitted by the Reporting Officer to
his own superior.

While it might be difficult for the higher officer to get to know a large number of
employees two grades below him, his overall assessment of the character, performance
and ability of the reported officer is vitally necessary as a built-in corrective. The
judgment of the immediate superior even though completely fair in its intent might
sometimes be too narrow and subjective to do justice to the officer reported upon. The
officer superior to the Reporting Officer should, therefore, consider it his duty to
personally know and form his own judgment of the work and conduct of the officer
reported upon. He should accordingly exercise positive and independent judgment on
the remarks of the Reporting Officer under the various detailed headings in the form of
the report as well as on the general assessment, and express clearly his agreement or
disagreement with those remarks. This is particularly necessary in regard to adverse
remarks (if any) where the opinion of the higher officer shall be construed as the
correct assessment.

The Reviewing Officer is free to make his remarks on points not even mentioned by the
Reporting Officer. Such additional remarks would, in fact, are necessary where the
report is too brief, vague or cryptic.

[C.S., O.M. No. 51/5/72-Ests.(A), dated the 20th May, 1972, Para. 7.].



iii)

iv)

vi)

vii)

Transfer of Reporting and / or Reviewing Officer in the middle of the reporting
year - If an officer is transferred during the middle of the reporting year he/she
should immediately write the APARs of his/her subordinates in respect of the year for
the period up to the date of his transfer, provided that the period is at least six
months, and the reports should be submitted to the reviewing authority who will
retain them in his custody and record his remarks in the reviewing portions in the last
of the reports for the year, taking into account the reports for the previous portions of
the year also, submitted to him by the transferred officers, at the time of their transfer.
If the reviewing authority is transferred not simultaneously with Reporting Officer, but
after sometime, he will hand over such reports to his successor and the successor will
review the reports if he happens to have three months’ experience. Otherwise, the
previous reviewing authority will review the reports at the end of the year. If, however,
a reviewing authority retires while there is no change in the Reporting Officer and the
subsequent reviewing authority does not have three months’ experience of the work
and conduct of the reportee, the reviewing portion will be left blank with a suitable
note, recorded therein. This note can be recorded by the new reviewing authority who
could not review the report because he did not have even three months’ experience, or
by the Reporting Officer himself.

[D.G. P.&T., Letter No. 27-3/79-Disc.1, dated the 11th September, 1981].

When there is no Reporting Officer having the requisite experience - A question
has been raised as to the course of action to be adopted when, in case of an officer,
there is no Reporting Officer having the requisite of three months or more during the
period of report, as a result of which no Reporting Officer is in a position to initiate the
report. It has been decided that where for a period of report there is no Reporting
Officer with the requisite experience to initiate the report, the Reviewing Officer
himself may initiate the report as a Reporting Officer, provided the Reviewing Officer
has been the same for the entire period of report and he is in a position to fill in the
columns to be filled in by the Reporting Officer. Where a report is thus initiated by the
Reporting Officer, it will have to be reviewed by the officer above the Reviewing Officer.

[G.I. Dept. of Per. & Trg. O.M. No. 21011/8/85-Estt."A’ dated the 23 September,
1985).

Report to be written within one month of the expiry of report period - The
annual report should be recorded within one month of the expiry of the report period
and delay in this regard on the part of the Reporting Officer should be adversely
commented upon; if the officer to be reported upon delays submission of self-
appraisal, this should be adversely commented upon by the Reporting Officer.

[G.I., D.P.& A.R., O.M. No. 21011/1/77-Estt., dated 30tk January, 1978].

Reporting Officer can write CR of his subordinates within one month of his
retirement - When the Reporting Officer retires or otherwise demits office, he may be
allowed to give the report on his subordinates within a month of his retirement or
demission of office. However, a reviewing authority cannot review the CR after his
retirement.

[G.I., D.P.&A.R., O.M. No. 21011/1/77-Estt., dated 30t January, 1978].

It has been decided to extend this provision to the Reviewing Authority also to enable
him review the ACRs of his subordinates within one month of his retirement or
demission of office.

[G.I., Dept. of Per. & Trg., O.M. No. 21011/1/93-Estt.(A), dated 14t January,
1993].

Reports of retired and deceased officers - Confidential reports relating to a deceased
officer may be destroyed after a period of two years from the date of his death and that
of a retired Government servant, five years after his date of retirement.

[C.S., O.M. No. 51/5/72-Ests.(A), dated the 20th May, 1972].



viii)

6.

As per 7th CPC “Benchmark for Performance appraisal for promotion and financial
upgradation under MACPS has been enhanced from ‘GOOD’ to ‘VERY GOOD”’.
[DOPT O.M. No. 35034/3/2015-Estt.(D) dated the 27/28th Sep, 2016].

Procedure for filling up the column relating to integrity - Procedures for filling up
the column relating to integrity are as follows:--

(a) Supervisory officer should maintain a confidential diary in which instances
which create suspicion about the integrity of a subordinate should be noted from time
to time and action to verify the truth of such suspicion should be taken expeditiously
by making confidential enquiries departmentally or by referring the matter to the
special Police Establishment. At the time of recording the Annual Confidential Report,
this diary should be consulted and the material in it utilized for filling in the column
about integrity. If the column is not filled on account of the unconfirmed nature of the
suspicions, further action should be taken in accordance with the following sub-
paragraphs.

(b) The column pertaining to integrity in the Character Roll should be left blank
and a separate secret note about the doubts and suspicions regarding the officer’s
integrity should be recorded simultaneously and followed up.

(c) A copy of the secret note should be sent together with the Character Roll to the
next superior officer who should ensure that the follow up action is taken with the due
expedition.

(d) If, as a result of the follow up action, an officer is exonerated, his integrity
should be certified and any entry made in the Character Roll. If suspicions regarding
his integrity are confirmed, this fact can also be recorded and duly communicated to
the Government servant concerned.

(e) There are occasions when a Reporting officer cannot in fairness to himself and
to the officer reported upon, either certify integrity or make an adverse entry, or even
be in possession of any information which would enable him to make a secret report to
the Head of the Department. Such instances can occur when an officer is serving in a
remote station and the Reporting Officer has not had occasion to watch his work
closely or when Government Servant has worked under the Reporting Officer only for a
brief period or has been on long leave etc. In all such cases, the Reporting officer
should make an entry in the integrity column to the effect that he has not watched the
officer’s work for sufficient time to be able to make any definite remark or that he has
heard nothing against the officer’s integrity, as the case may be. This would be a
factual statement to which there can be no objection. But, it is necessary that a
superior officer should make every effort to form a definite judgment about the
integrity of those working under him, as early as possible, so that he may be able to
make a positive statement.

(f) There maybe cases in which after a secret report/note has been recorded
expressing suspicion about an officer’s integrity, the inquiries that follow do not
disclose sufficient material to remove the suspicion or to confirm it. In such a case,
the officer’s conduct should be watched for a further period, and in the meantime, he
should, as far as practicable, be kept away from positions in which there are
opportunities for indulging in corrupt practices.

It is further observed that column related to “Integrity” is not being filled up as per

the instructions available on the issue. Therefore, the detailed instructions/guidelines as
issued by Government of India are given in Para 5(viii) above and O.M. No.51/4/64-Estt(A)
dated the 21st June 1965 regarding filling up the column relating to integrity is as under:

i)

ii)

If the officer’s integrity is beyond doubt, it may be stated,

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 Confidential 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 had not watched the Officer’s work for sufficient time to
form a definite judgment or that he had 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 Confidential
Report.

) 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.

IMPORTANT - In cases where suspicion exists regarding the integrity of a subordinate
officer reported upon, an entry in the integrity column can be made only
after definite and distinct articles of charges have been framed.

7. As per Office Order No. BIS/DGO(361)/2014 dated 20t March, 2014, the Group A
Officers i.e. DD(A&F) and AD(A&F) who are posted in ROs/BOs, the APAR of DD(A&F) will be
written/reported by concerned DDGR and reviewed by DDGA & DDGF. Likewise, the APAR of
AD(A&F) will be written/reported by concerned DD(A&F) and reviewed by concerned DDGR.
Please refer Annexure-I and Annexure-II of the said Office Order.

8. Prior sending the APARs to Establishment Department, it is requested to all concerned
that the above mentioned instructions/observations may be followed while writing the APARs.

9. It may please be noted that APAR is a crucial component to assess the performance in
determining future career advancement of officials. Non availability of APAR may affect the
promotional avenues/financial upgradation of the concerned official.

10. All are requested to strictly adhere to the time limits and guidelines as mentioned
above.



ii)

i)

iv)

vi)

GUIDELINES REGARDING FILLING UP OF ANNUAL PERFORMANCE ASSESSMENT

REPORT WITH NUMERICAL GRADING

The columns in the APAR should be filled with due care and attention and 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 accomplishments. Grade 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.

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 graded 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 given a
score of 5.

APARs graded below 4 will be given a score of ZERO.



INSTRUCTIONS

1. The Confidential Report is an important document. It provides the basic and vital
inputs for assessing the performance of an officer and for his/her further advancement in
his/her career. The officer reported upon, the Reporting Officer, the Reviewing Officer should,
therefore, undertake the duty of filling out the form with a high sense of responsibility.

2. Performance appraisal through Confidential Reports should be used as a tool for
human resource development. Reporting Officers 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
fault/finding process but a developmental one. The Reporting Officer and the Reviewing
Office should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

3. The items 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 Officer is satisfied that the Reporting Officer had made the report
without due care and attention, he/she shall record a remark to that effect in Item 2 of Part-
IV. The Government shall enter the remarks in the Confidential Roll of the Reporting
Authority.

S. Every answer shall be given in a narrative form. The space provided indicates the
desired length of the answer. Words and phrases should be chosen carefully and should
accurately reflect the intention of the authority recording the answer. Please use
unambiguous and simple language. Please do not use omnibus expressions like
‘Outstanding’, Very Good’, ‘Average’, ‘Below Average’, while giving your comments against
any of the attributes.

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

7. Although performance appraisal is year-end exercise, in order that it may be a tool for
human resource development, the Reporting Officer should at regular intervals review the
performance and take necessary corrective steps by way of advice, etc.

8. It should be the endeavour of each appraiser to present the truest possible picture of
the appraisee’s performance in regard to his/her performance, conduct, behaviour and
potential.

9. Assessment should be confined to the appraisee’s performance during the period of
report only.

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



HAaU-F / Annex-B

=4

dAHAT / Specimen

#TT-Il @ PART-II
ASSESSMENT BY THE REPORTING AND REVIEWING OFFICERS
dfar s SR

Work assigned :

Raffear e gatem e
IOFH Kl Eari F FEART

Reporting Reviewing Initial of
Authority Authority Reviewing
Authority

1. faast, fafaaat 3Rk w-fafr & aJ
Knowledge of rules, regulations/and procedures
2. 3caRGIAcd el S gToT

Willingness to accept responsibitity

3. | UEel 9gfd 3R U]

Initiative and resourcefulness

4. TTFIAIAT

Dependability

5. HTROT AR Ta8R,

Conduct and behaviodr

6. | Gedr
Cooperation

7. G &TAAT
Writing ability

8. 3tfregs=m afea
Power of jlexpression
9. F et

Work output

10. | * @afasaT / Integrity

i) Beyond Doubt / Doubtful Integrity; or
i) Left Blank;

* it . 10 3 §T & HAATT & AYT . 51/4/64 &t 21.06.1965 & Afga el = e
# @ WY S Foleel Iat-A F 9T 6 H Ieolidd ¢ |



