
FOR ALL CATEGORIES
OFEUELO.YEEII!
B.S"5il!

Annexure - ll

EQIIEIDENTIALUNIVERSITY OF ENGINEERING AND
TECHNOLOGY TAXItA

DEPARTMENT

PERFORMANCE EVALUATION REPORT
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PART - I

Name {in block
with Parentage

letters)

Date oi B .1h

D c -  a  e .

B.S lvith preseni pay.

Post held du ng the period

Acadernrc quali f icai ions

P ' o ' . < (  o 1 J  
- e c F  

r i c a t  q J d  l i c a t i o r s  .  . . .  . . .  , .

Job Descripi ion
(l,r ialn dut es peformed) -.

o De'  oo se. leo

!:l ll y::::119-1..::-..,__.,__:::.._.._::.::..__..'-r...!..?.1.__y.:_9._".:.:l__.,1,:_s..:Il:,".:.:.r
The rating in Parts , l l l ,  & tV should be recorded by init ial ing 

"",OOi.Or,. i .0"".The ratings denoted by alphabets is as underi-
A t '  Very Good, ,A' Good, ,B,Average, ,C, Below Average, ,D, poor.

For uniforrn interpretation of quali t ies l isted in thesJpads two extrerrre snaoes are
mentroned againsi each item_

PART - II

PERSONAL QUALITIES

Exceptionally brighti
Excellent comprehensive.

2 Emotionai stabil i ty. Unstable;
immature.

Alert & highly respons;ble.

4 Appearance and
bearing.

Creates excelleni
impression.

CJumsy;
unrmpressrve.

5. OVERALL GRADING IN PART. II



PART . III

ATTITUDES.

B c D

1 *Knowledge of
l s l am.

Well read. Naarow and
s Lr Pe riicra I

2. *Atulude towards
lslamic ideology.

Deeply motivated;
enl!ghtened.

lndi f ferent;
intolerant.

3. Punctuali ty. Very regulaf Habit!al late
comer,

4. Acceptance of
responsibi l i ty.

Always prepared to take
on responsibi l i ty even in
diff icult cases.

Reluctani to take
on responsibi l i ly;
wil l  avoid i t
whenever possible

5. Peaseverance and
devotion to duty.

Resolute, carf ies a task
ihfough to the end.

Negligent and
disinteresled.

6. Relations with:
a) Superiors.

u l  uur  EdguE! .

c) Subordinates.

Cooperative; well  l iked
and trusted.

Un-co-operatvre;
does not rnsplre
confidence.

Works well in a team. Diff icult col league.

Courteous and effecuve;
inspires confidence.

BrLrsque & lntoler-
enl; Coes not earn
respecr.

7 Behaviouf with
.  pub i i c .

CoLrrteous and helpful. Haughty; unsymp-
athetic and il be-
naveo.

B OVERALL GRADING IN PART - I

" In case of non muslirns the entries wil l  refer to their own rel igion

PART - IV

PROFICIENCY IN JOB

I  Know edge of work. Has a through grasp of
the knowledge relevant
to his job

Does not know
enough about the
present job.

2. Supervision and
Guidance.

Organises & uses staff
and other resources
effectively.

Lacks control;
lneffect ve

3 Work:
a) Output.

b) Quality.

Always upto - date,
acc!mulates no
arrears_

Always behind
scneoule; very
slow disposal.

Always produces work
of exceptionally high
quali ty.

Generaily
produces wofk of
poor quali ty.

4. OVERALL GRADING IN PART - IV
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INSTRUCTIONS FOR FTLLING UP THE ACR FORMS
ACR is the mos-t important record forthe assessment of a University servant. Atthe same timethe quality ofACR is a measure ofthe competence ofthe Repodlng bfficer and Countersigning
officer. Jt is, therefore, essential thai utmost care is exercised by all Reporting" aniCou'rte-s.gning Office-s. '

The Reporting and Countersigning Officershould be:-

(a) as objective as possible;and

fb \  .  ea 'a  oo  rec t  no la rnbgLoJSorer 'asve .^ l tse t - rema-ks .

(i i i) The over r Cing importance of part - lV shou ld be clearly understood in the overall grading.

lv) ove r-rat ng shou ld be eschewed by ai Reporting / Countersigning Officers.

(v) vaq ue rr'E.ess ons based on inadequate knowledge or isoJated incidents snou rci be avoided.

The foJms a re io ce :; l led in d uplicate. part - I wil l be fi l led by the Univers ty servant oerng reponeo uponand should be t,/pe , \!,r itten:-

(i) ln para: c: Parl - l the concemed universrty servant .nust arso indicate the name of his/herTathe. l i  case o{ married female lJniverslty servants they should give the name of husband.

(i0 l-.] ihe space provlded under para 9 of part - | the narne oi spouse alongwith particulars and
: "c. o'posl ng i 'employed. shou.d be ird cated.

:,"j:11,,?y*, bef led bythe Repo_rting Officer anci part-V by the Countersigning Officers. Both'jn: xeporTrng and uounrersrgnrng officers should give theif assessmeni of the Goveinment servan1reported upon in respectlve boxes in part _ Vl.

The Departmeni / Office concerned responsible for maintenance ofACR dossiers
anyaoverce remarks are recorded in the report.

wi l l n l l  Pa f t -  V l l l ,  i f

Assessment n the ACR should be confined to the work done by the University servant reported uponduflng tbe period coveJed bythe repod.

Repofiing Officer ls expected to counsel the University servant bejng reported upon about his weakpoits ar d ad se-hlr "ow to imp.ove. Adverse reTar(s s'rould n;rma y oF reco,oeo wl-en theur ve.s w <e1an. a s to r- orove deso Ie counsell irg.

The ACR fornr should be fi l led in a neat and tidy manner. Cuttings / erasures should be avoided andnrusl oe n1t a led, whefe made

Thera t lng  nPar t -  l , l l l , lV -A&Vlshou ldberecordedby in i t ia  ing theappropr ia tebox : -

i, ln para (a) of Part - v "pen picture shorld arso incrude remarks about the reputation ofiheUnivers ty servant reported upon.

(/, in para (c) of Part - V Assessment of performance should also'indicate furthe. employmentpotential.

2.

6 .

5 .



'1 3.

1,1

' t ' t

9.

10 .

12 .

l"].-:ll:r]n interpretation of gualities etc. tisted in part _ , l & tV the two extreme shades are

!i{liiiri"!i,."r,a"i: *ift_"T:ffiflinii,i:i:j?J:"J.1,J,i:n1,,*i:Tt""li"*r?d$$
servant wi merit a 'D'rating.A, B, & c ratings *ir.iLnoi" 

"'t "oL" 
o"t"l"niiJ"iuu" *o u"nur"".

The rating should be clear and oiven in.one ofthe boxes.provided for the purpose in part - l l , l l l ,  lV & VDo rot grade a University servint betw
and Average'or 'Average' and 'Betowii!rS"":lt"0"" ' 

" 
oetween'Very Gbod' ana 'cooo' oi 'oooo;

The Countersigning Officer should weigh 
-th_e-remarks of the Reporting Offlcer against hrs personal

!l:#"i'"';i!!iyJ:il:i'I"i"ffi:,,ffiffii,,"j"",511mj:",*'":i:E;[",:1,1,:li*:l'jfu1ili
3;:"H","r""",ffi't?,""""",";T;:Llr:il;,yj,IJ:11. ;;;"*."";;:;"',1'".r', or u su"onJ

;l $$?#lJ"dil:? PJ:.hTjfffi ,:jli^li:9':lll-s.or remarks siven (in parts o
toslvehisoir'nassess;;,ilr;;i;;;'iii1d',;?'!"#;T;U:",lffii:'li[:':'iil'Jili:['"J]:J
The Countersigning Officer should undsnouro uecomi,JhicJ;;;;;;i;;:":;;,i1*?;J"i?j,i*!",[xlfi -hich his opinion are adverse and

Time scheoute +or complel ion ofACR writ ing:_

' /  I  The UnivFrsity servant to oe reported uoon shor tn c rhm,I rhA a.p ,^._ ^
to the Reporting office,. 

"" 
, o 0"il?0,ilr"j'rilould 

submit theACR form atter completing Part I

fl, The Reporting Officer should record hjs remarks in appropriate parts by the end ot 1st week ofJanuary and send tt-e report ro tt-e count;rs;;;fil ofr:;;"rjffii;;i,:;:,
(i i i) The Cou ntersjgning Officer should record.his remarks by the end of 2nd week of January andpass on the report to the Second countersrgning Omc"r, i l  uny, ;y Gti j-unrory.

(iv) The final Countersigning Offlcer should also .ecord his remarks with in one weeK.
(r) Reoort wr,ring sho.ltd be completed within the month of January.
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