FOR ALL CATEGORIES

Annexure -

OF EMPLOYEES IN ; UNIVERSITY OF ENGINEERING AND = coNFiDENTIAL
e TECHNOLOGY TAXILA | --
DEPARTMENT

F’ERFORMANCE EVALUATION REPORT
- For the perted from = A to

PART -1

= Job Descnptlon

. Period served

Name (in block letters) _
with Pareéntage=...c. .. . . R e R e e s

DateofBigh - 0. —adiaaammne . o e g e o =

(Main duties performed)

(@ In present pest”_.';_'.-. ..... e awe ( b) under reportfng offcer ................... S =

The ratings denoted by alphabets is as under:-

mentloned against each item.

The ratmg in Parts Il, III & IV should be’ recorded by |n|t|almg the approprlate box.

‘A — |' Very Good, ‘A’ Good, ‘B’ Average - ‘C'Below Average, ‘D’ Poor
For uniform interpretation of qua!mes Ilsted in these parts two extreme shades are

 PART-Il

PERSONAL QUALITIES
_ _ At |lA|BlclD e
1. Intelligence. Exceptionally bright; = | e - Dull, slow.
s Excellent comprehensive. : = =ne
2. Emotional stability. | Mature; balanced. ' : | Unstable;
: : = = : immature.
3. Adaptability. =~ | Alert & hig_hl_y responsible. | | = R_i'gid;_inﬂexibie.'
4. - Appearance and Creates excellent ! e = Cf!u.mswy;
bearing |mpre55|0n = e | | | unimpressive.
5. OVERALL GRADING IN PART - '
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PART -1ll
ATTITUDES
Al
*Knowledge of Well read. Narrow and
Islam. = F superficial.
*Attitude towards Deeply motivated:; Indifferent;
enlightened. intolerant.

Islamic ideology.

Punctuality.

Vefy regular

Habitual late
comer.

Acceptance of
responsibility.

Always prepared to take
on responsibility even in
difficult cases.

Reluctant to take
on responsibility;
will avoid it
whenever possible.

Perseverance and
devotion to duty.

| Resolute, carries a task
“| through to the end.

Negligent and
disinterested.

Relations with:
a) Superiors.

b) Colleagues.

c) Subordinates.

Cooperative; well liked
and trusted.

Un-co-operatvie;
does not inspire
confidence.

Works well in a team.

Difficult colleague-

| Courteous and effective; _

inspires confidence.

Brusque & intoler- -

1 ent; does not earn

respect.

Behaviour with
public.

Courteous and helpful.

Haughty; unsymp-

| athetic and ill be-

haved.

OVERALL GRADING IN PART - Ili

In case of non muslims the entries will refer to their own religion.

PART - IV

L

PROFICIENCY IN JOB

Knowledge of work:

Has a through grasp of
the knowledge relevant
to his job '

Does not know
enough about the
present job.

Supervision and

Organises & uses staff

Lacks control;

Guidance. and other resources Ineffective.
effectively. _
Work: : - Always behind
- a) Output. Always upio- date, schedule; very
- | accumulates no slow disposal.
_ _ arrears. ; -
 b) Quality. Always produces work Generally
- . of exceptionally high produces work of
quality. poor guality.

OVERALL GRADING IN PART - IV
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INSTRUCTIONS FOR FILLING UP THE ACR FORMS
(i) ACRisthe fnost important record for the assessment of a University servant. At the same time
: the quality of ACR is a measure ofthe competence of the Reporting Officer and Countersigning
Officer. It is, therefore, essential that utmost care is exercised by all Reporting and
Countersigning Officers. o =
(e ' The'Rép’orting and Countersigning Officer should be:-
(a) as objective as possible; and
= (b) clear and direct, notambiguous or evasive in their remarks.
(iiff) The over-riding importance of Part- I\ should be clearly understood inthe overall gradiﬁg.
(iv)  over-rating should be eschewed by all Reporting/ Countersigning Officers. :

(v) Vague impressions based oninadequate knowledge or isolated i’hbidents should be avoided.

- The forms are to be filled ind uplicate. Part - | will be ﬁi!ed,.'by the University servant being reported upon

°andshould be type - written:-

() In para | of Part - | the concerned University servant must also indicate the name of his/her
father. In case of married female University servants they should give the name of husband.

(ii) In the space provided under para 9 of Part - | the name of'spduse alongwith particu!aré and
place of posting, if employed. should be indicated. _ .

Parts - I to V will be filled by the Reporting Officer and Part - VI by the Countersigning Officérs. Both -
the Reporting and Countersigning Officers should give their assessment of the Government servant -
reported upon in respective boxesin Part - VI : : ' :

The Department/ Office concerned responsible for maintenance of ACR dossiers  will fill Part- /11, if
~ anyadverse rema rks are recorded in the report. '

~ Assessment in the ACR should be confined to the work done by the University servant reported upon
during the period covered by the report. : T '

Reporting Officer is expected to counsel the Univ.érsi_ty servant being reported upon about his weak
points and advise him how to improve. Adverse remarks should normally be recorded when the

- University servant fails to improve despite counselling.

The ACR form should be filled in a neat and tidy manner. Cutting's-f erasures should be avoided and
must be initialled, where made. = e

Theratingin Part- 1, lIl, IV=A&V] should be re’cordedby.in'i_tialling the appropriate box:- -

(i) -~ In para (a) of Part- V "Pen 'F’i'cture" should also inctude'rem'ark_s_ 'about the reputation of the
University servant reported upon. ' ; : :

- (if) In para (c) of Part - VV Assessment of Performance shmﬂd also indicate further employment
potential. . ' : =
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For uniform interpretation of qualities etc. listed in Part - Il 1l & IV the two .extreme shades are
mentioned against each item. For example an ‘exceptionally bright' Government Servant with
‘excellent comprehension’ will be rated ‘A | ‘Intelligence’ (box - | of Part - ). Adull and slow University
servantwill merita 'D’rating. A, B, & C ratings will denote shades between the above two extremes.

The rating should be clear and given in one of the boxes pro}/ided for the purpose in Part- i, {il, _I_V &V.
Do not grade a University servant between two shades i.e. between ‘Very Good’ and ‘Good’ or Good’
and ‘Average’or ‘Average’ and ‘BelowAverage'. :

The Countersigning Officer should weigh the remarks of the Reporting Officer against his personal
knowledge of the University servant being reported upon, compare him with other officials of the same
grade working under different Reporting Officers but under the same Countersigning Officer, and then
give his overall assessment in Part - VI. In certain categories of cases remarks of a Second
Countersigning Officer may also be required to be recorded. it

If the Countersigning Officer differs with the grading or remarks given ('in. parts other than Part V1) by
the Reporting Officer, he should score it outand give his own grading in red ink. InPart VI he is required
to give his ownassessment in addition to that of the Reporting Officer, : :

The Countersignixng. Officer should underline, in red ink, remarks which his opinion are adverse and
should be communicated to the University servant reported upan.

Time schedule for compieiion-—of_ACR writing:-

(i) The University servant to be reported Upon should submit the ACR form after corﬁpfetin_g Part |
tothe Reporting Officer on 1st day of January. - . :

(1) . The Reporting Officer should record his remarks in appropriate parts by the end of 1st week of
January and send the report to the Countersigning Officer by 8th January.

(iif)  The Countersigning Officer should record his remarks by the end of 2nd week of January and
- passonthe report to the Second Countersigning Officer, if any, by 16th January . -

(iv) - Thefinal Countersigning Officer should also record his remarks with inone week.

(v) Reportwriting should be completed within the month of January. .
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