FORM-I

CONFIDENTIAL

PERFORMANCE APPRAISAL

(For Grades NT-1 to NT-2)
Period of assessment (from DD/MM/YYYY to DD/MM/YYYY)
PART I

1. Name of the Institute
:


9. Total Experience

:


2. Name of Employee
:


10. (a) Last date of promotion
:

3. Date of Joining

:



if any


4. Grade


:
     

      (b) Last date of special
:


5. Pay (Excl. allowances)
:


          increment if any

6. Date of Joining

:


11. Qualifications
:




7. Experience outside 
:


      (a) Academic 


:
    the Institute




      (b) Professional


8. Experience within 
:


      (indicate year of passing)


    the Institute




    


    (Up to 30th June of current



 

     Year)






                                                                                    __________________________

Signature of the Employee
PART II
Self Appraisal by the Employee covering the role and performance not exceeding 1000 words.(Attach separate sheet if required)
PART III (Assessment by the Initiating Officer) 

Please award marks from 1 to 5 with 1 being minimum and 5 being maximum:

1.  Poor        2. Average 
 3. Good  
    4.Very Good 
   5.Excellent

i. Personal Qualities
	S.No
	Attributes
	Initiating Officer

	01
	Physical Attributes (Appearance, Dress etiquettes, Body Language etc.)
	

	02
	Drive, Determination & Decisiveness
	

	03
	Dependability
	

	05
	Moral Courage
	

	06
	Integrity
	

	07
	Loyalty
	

	08
	Ingenuity
	

	09
	Maturity
	

	10
	Tenacity
	

	11
	Communication Skills
	

	Overall Performance rating
	


ii. Demonstrative Performance

	S.No
	Attributes
	Initiating Officer

	01
	Foresight and Planning
	

	02
	Delegation and Responsibility
	

	03
	Vision & Conceptual ability
	

	05
	Tolerance for ambiguity
	

	06
	Competency for handling higher responsibility
	

	07
	Job Knowledge and skills
	

	08
	Management ability (includes planning organizing, controlling ability and leadership)
	

	09
	Application (Team Work, Training of subordinates, communication up/down, relation with colleagues)
	

	10
	Demonstrated Performance in Achievement of objective, innovation, initiative, cost control and optimal utilization of resources
	

	Overall Performance rating


Description -  Special qualities, traits, achievements, weaknesses and points for improvements Grading & Comments.

Recommendations / Review (Initiating Officer)
Signature
Name
Designation (Concerned Head / Director / VC if he reviewed officer is directly under the VC)
PART IV
Final Remarks of the Vice Chancellor (In case not a initiating officer)
Date:_________________





Signature__________________










(Name)_____________________

Instructions 

1. Part I & II to be filled by the Employee 

2. Part III & IV to be filled by Initiating Officers and Reviewing Officers.

3. All Reports shall be handled as confidential documents.

4. Recommendations for promotions in PART II , indicate ‘Out of Turn’,’ In Turn’ , ‘Not Yet’ or ‘ Not Recommended’ as applicable 

FORM II
CONFIDENTIAL 
PERFORMANCE APPRAISAL

(For Grades NT-3 to NT-8)

Period of assessment (from DD/MM/YYYY to DD/MM/YYYY)
PART I

1. Name of the Institute
:


9. Total Experience

:


2. Name of Employee
:


10. (a) Last date of promotion
:

3. Date of Joining

:



  if any


4. Grade


:
     

      (b) Last date of special
:


5. Pay (Excl. allowances)
:


           increment if any

6. Date of Joining

:


11. Qualifications
:




7. Experience outside 
:


      (a) Academic 


:
    the Institute




      (b) Professional


8. Experience within 
:


      (indicate year of passing)


    the Institute




    


    (Up to 30th June of current



 

     Year)






                                                                                    __________________________

Signature of the Employee
PART II
Self Appraisal by the Employee covering the role and performance not exceeding 500 words. .(Attach separate sheet if required)
PART III (Assessment by the Initiating Officer) 

Please award marks from 1 to 5 with 1 being minimum and 5 being maximum:

1.  Poor        2.  Average  
 3. Good  
    4.Very Good 
   5.Excellent

i. Personal Qualities

	S.No
	Attributes
	Initiating Officer

	01
	Physical Attributes (Appearance, Dress etiquettes, Body Language etc.)
	

	02
	Drive, Determination, Decisiveness & Dependability
	

	03
	Integrity, Loyalty
	

	05
	Ingenuity, Maturity
	

	06
	Communication Skills
	

	Overall Performance rating
	


ii. Demonstrative Performance

	S.No
	Attributes
	Initiating Officer

	01
	Foresight and Planning
	

	02
	Job Knowledge and skills
	

	03
	Management ability (includes planning organizing, controlling ability and leadership)
	

	04
	Application (Team Work, Training of subordinates, communication up/down, relation with colleagues)
	

	05
	Demonstrated Performance in Achievement of objective, innovation, initiative, cost control and optimal utilization of resources
	

	06
	Competency for handling higher responsibility
	

	Overall Performance rating


	Initiating Officer




:

Reviewing Officer

	Description- Special qualities traits,           :

achievements, weaknesses and points for  : 

improvements                                            : 









:








:









:








:








Recommendations



:
(a) For promotion in Routine

:

(b) For out of turn promotion

:

(c) Additional increments only

:

     (in case (b) is not applicable)
:
Note: between (a) and (b) one to be filled 


and between (b) & (c) one to be filled 





:















Signature





:
Name






:
Designation





:

PART IV – Reviewing Officer’s Remarks (Dean / Director if not IO)
Date:_________________





Signature________________









(Name)___________________


PART V – Final Remarks by the VC

Date:_________________





Signature________________









(Name)___________________
Instructions 

1. Part I & II to be filled by the Employee 

2. Part III and IV to be filled by Initiating Officers and Reviewing Officers.

3. All Reports shall be handled as confidential documents.

4. Recommendations for promotions in PART III , indicate ‘Out of Turn’,’ In Turn’ , ‘Not Yet’ or ‘ Not Recommended’ as applicable 

Note: For employees in NT-8 category appraisal form need not be filled. However, the initiating officer must submit a one page note listing the overall performance in the designated trade / Job and recommendations if any.

