
*----,
-, --: \ \

t-/r'
,'r'i

I'I|ITIIOITJ\{ ANCE API' IIAISAL FTOR]\{ T

(TO BE SUIIMITTED tlY t..MI'}l-OYhllS OF'AND ABOVE THE OITFICIT ASSISTANTS. COMpUTER
oPERATOT{S ETC.)

I'AIiT I
Division Appraisal of : (ln block letters)
For the period

Name

Date of birth

Post

Date of entry in CAPE's Service

Date of appointment to the present post

Date of entry in the present division

Pay and Scale ofpay

Date from which functioning in the prese.rt grade
continuoqsly
Subject dealt with according to the office ordei
distributing work

EDUCATIONALANDa. ITDUCATIONALAND OTHER UALIFICATIONS

General Department Special Other skills, if
any

1 1Otr Class Board of Public
Examinations

2 Plus-two Board of Higher
Secondary Education

-) Degree

4

b. BXPERIENCE
Division Category of work Period

From To

College'of Egg: Perumon
On wards

c. SELF- ASSESSI\{ENT
(To be obtained from the repartee in a separate sheet and filed as part of the facing sheet of the form)

Instructions for reporting officers
I. Consider only one factor at a time
2. Study each factor and the specifications for each grade.
3' Review upon completion to see that the rating ofeach factor applies exclusively to the individual,s actual performance on

this job.
4' Comment fully at the bottom of thc page and on reverse sidc upon any mattcr, rvhich in -your opinion necds explanation.5. Put a tick (Lr) rnark in thc appropriate boxes provided herc under.
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rtcllrl;crrt:c

i:;r:iplrrrc

u,iri,rility i,rt
:o rrrl )Urcs-s- Il>cactness

, kccping time ia
lrnnrnoallllaa ' I

.l

Eping appointmcnt,
schargc of o{Iicial
rties and obs'crtrancc
timc limits as pcr

anuals standing
ders

:spon-sibiliry aad
pcndability-
luscicntiousncss
.rrards dqtfr -

lercst in tlre
;signmenL lntcrcst
d thc capacity to scc
rt t-hc work isdone
: krowlcdgc-
;hnic-al and gcncra.l

orvledge about thc
r hc is doinlf:

Gencral (of t\is
and rcla(cd subjca)
or vcrsatility-
Of rvork.

odatcncss
rting dra-fiing &
rcspondincc.
,ilify to prcparc no(cs
fts arid tundlc
respondcncc sith
rial rcfcrcncc.

Accuracy
Thoroughness
Pou'cr of analysis
Porver of

$4":: t"1rrl{ 
-ro.)

l-xti? ordin-aniy
proficient ald
rcsourccfu.l and
understalding ocrv
a-nd di-fficul_t
msllcTs

..<-_

hxccpti6rnlly
punctual and
prompt

(ir;rrlc il
'Iax N'1;u l: s i,

Qurtc ablc to
h.andlc ncrv ard
df_trcult rnadcrs

Ah*ays puactual
and prompt

Grade C
(N'h.r,l.u{arks - 3

).ionuJ1y
undcrsu.lrCs a ncw
sinr-aton a-fl.cr

prop<f
cxPI:na1ieo3 

"16hqdlcs it if givcn
all dirrctions

UsraIIy p,goct-ral

atrd'[romp(
Not punctual and
pmmF

]v{ar}ls

Arvardcd

Poor
comprchensiorL
usually fails to
pcrfoln a fuhaion
dcspitc prior
instrucil-ons-'

Eximplary-conduct Obscrves t-he codc
ofconduct

Trics to follow thc
gcocral codcof
conduct

Indiffcrent to
gencral codc of
conduct

Vcf, conscicntious
and dcpcndablc in
thc pcrfornrancc of
thcjob. Ahvays
rcady to tzkc

Couscicqtious atrd
stcady workcr-
Has a gcxid rccorC
of dcpcndability- -

Canics out his
rcsporsibility in a
routine ma[rrcr-

Oftca fails to
pcrform his duty,
Shtuks
rcsponsibility

Has initiativc and
takcs kccn intcrcst

Docs his uork in a
routioc nzy-

Indi-ffcrcat in thc
discharge ofhis
dutics

Has an unusually
thorough and
comprchcnsivc
mastery of his field
of worlc Strivcs to
crpand his frontier
of kni:wledgc-

Knor.a'his job.

Posscsscsjus
adcquatc
loosledgc
requircd of thc
job. .

Knowlcdgc
inadcquata Has
not ),ct gained
compctcncc-

Vcry precisc in
noiing and drafting
vcry prompt ard
a€ura{.c at :

corrcspohd'encc-.
His dra-ft.s ned no
cditinC- :

Precisc in noting
and dra-ft"ing-

Go.od at.
Corrcspondcn'cc- '

Hi! dralts scldom
rcquireriliting

cditine Trics to
handlc
corrcspoirdencc in
timc if pmpcrly
supcn'iscd.

Poor in noting and
drafting- C:rclcss

: in kndling. .
correspondcnce

expression

t

Grade D
Q'{o }r'.arks)

Takcs xdcqnitq
intercst

I
!
r
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otcrune cf
ister: aad Rccords-
Li$r il 'rreint:lning
fl.a aM r.ecords

Vcry neat a-rd
mcticulous il t-b.e

inailtcrrancc of
rcgisters and
records

I'-eFps rcgisicr:;
and rccords clciln
and uptodatc.

-I'rits to maintail
rcgistcrs and
rccords rn a
routinc man"ner

Docs not mai'n.tain
regiscrs and
rrcords propcr{y

rk Tumovcr
C-ou-sistcntly
cxrccds
requirernents-

Frcqucntly
cxcccds
rcquircrncnts.

MccG
rcquiremcats

Consistcntly
bclpw
requircrncnts

Ecicncy in
nputcr Opo-afion
dcvclopingtools

Officc Automation
-'-..+.

-Has cxccllcnt. -
conm-and ovcr
computcrs with
abiliti.to wrjtc
fi'ontddprograms
which usually
rc3uls ingctling
$init'doacvcgl.: -:::
-..: ^t-r..lJuwt

Hasgqodworkiug
Irrowledgc of
Word Proccssing
Spread-Shccting
and Prcscntalion
Tools a.nd docs all
corrcspondeoccs
and computations-
nn iha lttnmnrrfar

Canu'ork with
computer\ if '

rcquircd

^bu-Nct baleto
opcra(c colnFutcr

rus points fgl
iqhrncnt awardcd
ing thc rcporting
iod'

Scvcrc punishmcnt
srcb as Suqpcosiou

I,faxi irtinus Mark
-is

Consi<icrabic
punishmed. such
withholdingof

lv{ax Mnus l"{ark
-50

l.'&ld punishmcol
srchas 6acs ctc,

IVtax Mnus lv{ark
-25-

WarningMcmos

Max Mnus Mark
-I0.

:TND TOTAL
:( ll{arkr) '-

Pcriod of Punistrmcn( if ar,y-

-" 
a*:

,)

rncots an?rdcd to thc officcr. (irany) attach copics of (hc OrCers of punishr.rcnc

t
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t Do you know of ary physical d-Lsability or hca1tl i;roblcnr
Which prsvcnts l-his offi.ccr froru q'crtjng to full calncity?
If ycs, plcasc cxplain thc naturc of tJ-rc proble m

) Commenr with spccial rcfcrcnrc to:

\dd scparatc strccts ifueccesary)

ratc_of qrbmission to R.cvicwing Officcc

RE:MARICS O.F THE REVIEWING OFFICER/AUTHORITY

t- Irngthof scrvioc under him ' . J

' 1f,11gffi.tli!:ffiiiffxi*"*i#r,:uns 
of'ccr?

(Add scparatc shccts if ucccssary)

l- 'tlas 
thc Officcr any spccial cluraacr*tics and or/any outstandin$

mcrit orabititics which would justi$ his advanccrircnt and spccial.i:
selection for'highcr appoinnncnf out of turn? 

.

If ycs, plcasc girrc dctails:
(Ad( scpantc shecs if necessary)

)al,c:

(a) Thq advcrsc rcrnarks passcd agzitrst tlc cmploycc wrthin tbc coursc of his pcrformancc or thc
' ' 

aisciprirary actiontakcs agai45thim duriDg rhc pcriod undcr rcporr .

(b) The cfforts rnade to improvc thc firaaioning of thc cmploycc whcrc his pcrforrmncc witfi
- ' 

rcfg11e to thc fzaors-cmrmcratcd inftis rcport is coosidcred riot up to lhc mark or poor-

(c) Thc irnportanf rcguircmcnts of faaors whidr aftca thc cffcdivcness of lhc work oftbc offccr
such as-spcciai dift-rsuitics or fuaorj.ica6, a.aG.ini cf d;d' cr !::Ckcct sq=rvisioq thc cmergency

dcarands, if any. ctc

Iinthc(d) Spccific instanccs of any work r*orthy of bcing mcritioncd in erppo( of thc asscssmct

.

Ycs )No

Signaturq of Bcporting Officcc

Namg 
:

Llcsrgnatlon: -

Scctiou B

Signai.u-rc of thc Rwiewing.Olliccr/Authority: . .

Ycs

Ycs (

)No (

) No".. (
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6.

n

s
a

,F
il

:?

E

t
ii

i.

4

:.

i)
i
:r

i

lrevc rcad this rcpor(

iiglaturc of thc C)llccr rcprollcd uprou-

-)^ra'

Narnc:

.Dcsignatiou:

\
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(i\o1 io [rt' s-hou,rr lo tlrc ()[Iiccr reported upon)
(This part r.r,iilnot Lrc tlrt'l.rasis of proitlotion ii-r ti-re normal course)

i. (so as tc.]udge his -curtai,.ilit'i,r assig^,re.t to se.siti'c posts)

IJas anything Come to r',tui i,i.,or.r,ledgr:1,l.,jch rellects aclver.sely op the
Officers'io1,;11it
If 'Yes'please give detaiis
(Add separa ie sheets i 1' n--cessarr')

2. Integrity and General reputaiion

Yes ( ) No(

(a) Has anything come io 'our k.ort,ledge either as oral ,r w,r.itt.rr
complaint or otherrt.isc u'l.rich reflects adversely
(1) On the Officer's asriitl.to lronestlv execute his duties yes ( ) No ( )(2) Shorving favoritism irr discharging his duties yes ( ) Nc, ( )

(b) If 'Yes', please give detaiis of tl-re case/cases
(1) I-ias thert'Lrecrr any pieliinirrart'findrngregarding the corrupt yes ( ) No ( )

Pr.acticcs of the Officer.
(2) lJa.sanycascof corruptir.;nontlreOlficerbccnreferrecl to yes ( ) r.\o ( )

Vigilauce Dcpar-tnrent. after prcliminary enquiries
If 'Yes' give detaiis

3. Whether the Employee require any training for the Lrurpose oi l.ris yc.s ( ) N,,( )
present job ol for arry highcr resrronsibilitics.

4. \4hether the emptoyees should be posted to some other sectionioffice for Yes ( ) No ( )
better u,ork or for other reasons (to be specified)

Date: Signature of tire Reporting Officer-

Name:

Designation:

Remarks of the revierving Officer/Authority

Do 1,s11 agree w.ith the assessment made by the reporting Officer

If you rt ish to ntodify anytl-Ling or add, please elaborate:

res( jt\o (

Si gnalure of the ilevier^,,ing Of ficer/Au thority

Nami:.
Irr,..!tl]naiic:-L:

Dati..


