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NATIONAL INSTITUTE OF TECHNOLOGY SIKKIM 
 

 
 

ANNUAL PERFORMANCE APPRAISAL REPORT FOR 

MINISTERIAL/ SUPPORTING STAFF 
 

 

 

MR./MRS./MS. …………………………………………………………………………………................ 

 

 

DESIGNATION…………………………………………………………………………………………… 

 

 

DEPARTMENT……………………………………………………………………………………………. 

 

 

REPORT FOR THE PERIOD FROM ………………….………. TO ……………………………………. 

(To be followed calendar year) 

 

 

PART –I   PERSONAL DATA 

 

1. Name of the official ( in capital letters )  

2. Employee I.D.  

3. Designation  

4. 

Whether the official belongs to Scheduled 

Caste/Scheduled Tribe/PwD/OBC-NCL/UR 

/EWS 

 

5. Date of birth  

6. 
Educational qualifications including 

professional & technical qualifications 
 

7. 
Date of continuous appointment to the present 

grade 
 

8. 
Section in which served during the period 

under report 
 

9. Period of absence from duty during the year  

 

               (Please read carefully the instructions given at the end of the form before filling the entries) 



2 

 

PART- II  SELF APPRAISAL 

 

Brief description of duties assigned 

 

 

 

 

 

 

Brief description of the work done by you during the year/period from…………..…..to………..…bringing 

out any special achievement during the year/period. In the event of shortfall in achievement furnish reasons: 

 

(The description is to be furnished within the space provided limited to 100 words and is required to be 

signed) 

 

 

 

Signature of the Official reported upon 

 

    Full Name………………………………… 

 

Designation……….………………………. 

 

Date…………….………………………… 

 

Place………………………………………. 
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PART –III ASSESSMENT BY REPORTING AUTHORITY 

 

(Please state whether you agree with the self-appraisal of the Official reported upon as mentioned in Part II. 

If not, please furnish the factual details. 

 

NOTE: For A, B & C the numerical grading is to be assigned by the Reporting and the  Reviewing 

Authorities on a scale of 1-10 (One-Ten), where “1” refers to the lowest and “10” refers to the highest 

grade. 

 

A: Assessment of PROFESSIONAL COMPETENCY: 

 
 

Weightage to this Section would be 30 percent. 
 

Sl. 

No. 
Parameters 

Reporting 

Authority 

Reviewing 

Authority (Refer 

Para 2 of Part-IV) 

Initial of 

Reviewing 

Authority 

(i) 
Ability to understand the relevant rules, 

regulation and procedure correctly 

   

(ii) 
Capacity for examining cases and 

preparing/drafting of notes/report/work 

   

(iii) Ability to learn new duties/assignments    

(iv) Promptness in disposal of work    

 
Overall grading on ‘Professional 

Competency’   

   

 

  

 

 

B: Assessment of PERSONAL ATTRIBUTES: 
 

Weightage to this Section would be 40 percent. 
 

Sl. 

No. 
Parameters 

Reporting 

Authority 

Reviewing Authority 

(Refer 

Para 2 of Part-IV) 

Initial of 

Reviewing 

Authority 

(i) Attitude towards work    

(ii) Sense of responsibility    

(iii) Maintenance of discipline    

(iv) Punctuality in attendance    

(v) Capacity to work in team spirit    

(vi) Capacity to adhere to time-schedule    

(vii) Inter-personal relations    

(viii) Overall behaviour    

 
Overall grading on ‘Personal 

Attributes’ 
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C: Assessment of FUNCTIONAL COMPETENCY: 

 

Weightage to this Section would be 30 percent. 

 

Sl.  

No 

 

Parameters 
Reporting 

Authority 

Reviewing 

Authority 

(Refer Para 2 

of Part –IV) 

Initial of 

Reviewing      

Authority 

(i) 

 
Maintenance of Files/Records/Register    

(ii) 
General intelligence and functional knowledge 

in ICT environments 
   

(iii) 
Accuracy, neatness and speed of work 

 
   

(iv) 
Initiative and completion of works on schedule 

 
   

 Overall grading on ‘Functional Competency’ 
 

 
  

 

 

Physical and Mental Fitness:  
 

 

 

Integrity: 

(Please see the instruction) 

 

 

 

Overall grading benchmark: 

(on the basis of weightage given in Para A, B and C in part-III of the Report.) 

 

        

OUTSTANDING 

(APAR’s grade 

between 8 and 10) 

VERY GOOD 

(APAR’s grade 

between 6 and short of 8) 

GOOD 

(APAR’s grade 

between 4 and short of 6) 

ZERO 

(APAR’s grade 

below 4) 

 

 

 

 

Signature of the Reporting Officer 

 

 

Place………………..…….   Name in Block Letters…………….……………………… 

 

Date…………………..    Designation during the period of Report…………………. 
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PART IV REMARKS OF THE REVIEWING AUTHORITY 

 

 

Length of service under the Reviewing Officer:  ________________ 

 

 

Do you agree with the assessment made by the Reporting Officer with respect to the professional competency 

and the various attributes in Part III? 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 Part III and initials your entries. 

 
(Please strike out whichever is not applicable). 

 

 

In case of difference of opinion, please give details and reasons for the same. 

 

 

 

 

Overall grading benchmark: 

(on the basis of weightage given in Para A, B and C in part-III of the Report.) 

                                                                                                                                                                                                   

        

OUTSTANDING 

(APAR’s grade 

between 8 and 10) 

VERY GOOD 

(APAR’s grade 

between 6 and short of 8) 

GOOD 

(APAR’s grade 

between 4 and short of 6) 

ZERO 

(APAR’s grade 

below 4) 

 

 

 

 

Signature of the Reviewing Officer 

 

 

Place…………………..    Name in Block Letters………………………………… 

 

Date…………………..    Designation during the period of Report………….…… 

 

 

 

Yes,  
I agree. 

No, 

I do not agree. I have recorded my 

assessment in Part III 
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INSTRUCTIONS 

 

 

1. The Annual Performance Appraisal Report (APAR) 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 Authority, the Reviewing Authority and the 

Accepting Authority should, therefore, undertake the duty of filling out the form with a high sense of 

responsibility. 

2. The performance appraisal should be used as a tool for human resource development. Reporting 

officers should realise 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 development one. The Reporting officer 

and the Reviewing officer 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. Answer shall be given in a narrative form. The space provided indicated the desired length of the 

answer words and phrases should be chosen carefully and should accurately reflect the intention of the 

officer recording the answer. Please use unambiguous and simple language. Please do not use omnibus 

expressions like ‘Outstanding’ ‘Very good’ ‘Good’ ‘Average’ ‘Below average’ while giving your 

comments any of the attributes. 

5. The Reporting Officer shall in the beginning of the year set quantitative/physical targets in 

consultations with each of the Officer with respect to whom he is required to report upon. Performance 

appraisal should be a joint exercise between the officer reported upon and the Reporting Officer. The 

targets/goal shall be set at the commencement of the reporting year. In the case of an officer taking up 

a new assignment in the course of the reporting year, such targets/goal shall be set at the time of 

assumption of the new assignment. 

6. The target should be clearly known and understood by both the officers concerned. While fixing the 

targets, priority should be assigned item-wise, taking into consideration the nature and the area of the 

work and any special feature that may be specific to the nature to the area of the work of the officer to 

be reported upon. 

7. Although performance appraisal is a year-end exercise in order that it may be a tool for human resource 

development, the Reporting Officer and the Officer reported upon should meet during the course of 

the year at interval to review the performance and take necessary corrective steps. 

8. It should be the endeavor of each appraiser to present the truest possible picture of the appraise in 

regard to his/her performance conduct, behavior and potential. 

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

10. Some posts of the same rank may be more exaction than other. The degree of stress and strain in any 

post may also vary from time to time. These facts should be borne in mind during appraisal and should 

be commented upon appropriately. 

11. Aspect on which an appraise is to be evaluated in different attributes are delineated below each column. 

The appraiser should deal with these and other aspects relevant to the attributes. 
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12. The following procedure should be followed in filling up the column relating to integrity:- 

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

ii. If there is any doubt or suspicion, the item should be left blank and action taken up 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 APAR 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 officers work for sufficient time to form a definite judgment or that he 

has heard nothing against the officer as the case may be. 

b. If, as a result of the follow up action the doubt or suspicions are cleared, the officer’s 

integrity should be certified and an entry made accordingly in the APAR. 

c. If the doubts or suspicions are confirmed, this fact should also be recorded and duly 

communication 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 conducts should be watched for a further period and thereafter 

action taken as indicated at (b) and (c) above. 

13. Guidelines regarding filling up APAR with numerical grading: 

i. Numerical grading’s are to be awarded by the Reporting and the Reviewing Authorities for 

the quality of Professional Competency, Personal Attribute and Functional Competence of 

the officer reported upon. These should be on the scale of 1-10, where 1 refers to the lowest 

grade and 10 refers to the highest grade. 

ii.  Grades 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. 

iii. APARs grade between 8 and 10 will be rated as “Outstanding”.   

iv. APARs grade between 6 and short of 8 will be rated as “Very Good” . 

v. APARs grade between 4 and short of 6 will be rated as “Good” . 

vi.  APARs grade below 4 will be given a score of “Zero”. 

 

14. Weightage and Mean: 

Weights have been assigned to Professional Competency, Personal Attribute and Functional 

Competence. The overall grade on a score of 1-10 will be based on 30% weightage on assessment 

of Professional Competency, 40% for assessment of Personal Attributes and 30% weightage for 

Functional Competency. The overall grading which ought to be rounded off to the nearest complete 

integer/number at the stage of assessment of Professional Competency, Personal Attributes & 

Functional Competency will be based on addition of the mean value of each group of indicator in 

proportion to weightage assigned. 

 

 

 

 


