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(1)
Sub: Preparation & Maintenance of Confidential Reports.

| am directed to state that the Department of Personnel and Training, Ministry of
Personnel and Training, Administrative Reforms and Public Grievances and Pension have
brought out a Brochure on Preparation and Maintenance of Confidential Reports in
order to consolidate instructions issued from time to time relating to maintenance of
Confidential Reports. A copy of the Brochure is sent herewith for your information and
guidance.

Kindly acknowledge receipt.
Copy of CSIR letter No. 3/1/71-O&M dated 17.7.1987
(2)
Sub:- Writing of Confidential Reports in respect of Administrative Staff.

It has been noted for quite some time that there has been no uniformity in filling
of Confidential Reports of Administrative Categories of officers and staff. The need for a
uniform system has been felt as a result of new concept of devolution of autonomy.

Accordingly, Director-General, Scientific and Industrial Research has been
pleased to approve the Reporting, Reviewing and Accepting Authorities for writing
Confidential Reports for the Administrative Staff in the National Labs/Instts. as well as in
CSIR Hgrs. as specified in the two statements enclosed.

It is requested that these instructions may kindly, be followed scrupulously in
completing the reports of the Administrative categories of staff for the year 1988-1989.
Existing proformae already circulated will continued to be used for the purpose.

Kindly acknowledge receipt.
Copy of CSIR letter No. 3(1)/88-0&M dated 25/30.1.1989
(3)

Sub: Maintenance of duplicate copies of Confidential Reports of all the Scientists B
and above working in the Labs/Instts.

| am directed to state that during its meeting held on 19.7.1989 the Central
Grievance Committee discussed the matter of micro-filming Confidential Reports in
respect of Scientists — B and above.



The Committee decided that Confidential Reports of Scientists B and above may
be Micro filmed and copy thereof sent to the CSIR Hqgrs. for record.

You are, therefore, requested kindly to take immediate necessary action and
send Micro-filmed copies of Confidential Reports to us within a months time.

Copy of CSIR letter No. 3/1/89-O&M dated 10.8.1989

(4)

Sub: Appeal against adverse remarks in Annual Confidential Report — Clarification
regarding.

| am directed to state that a clarification has been sought by one of the National
Laboratories whether disposal of appeals against adverse remarks recorded by the
Director in his capacity as Reviewing/Reporting Officer in the Confidential Reports falls
within the purview of Bye law 66(b) relating to functions of Management Council. It is
hereby clarified that Bye-law 66(b) does not cover appeals against the adverse remarks
in the Confidential Reports recorded by the Director as Reporting/Reviewing Officers.
Such appeals will continue to be sent to the CSIR.

In this connection, your kind attention is also invited to instructions contained in
para 4.11 of the Brochure on Preparation and Maintenance of Confidential Reports
circulated to all the National Laboratories/Institutes vide letter of even number dated
17t July, 1987.

Copy of CSIR letter No. 3/1/71-0&M dated 5.10.1989
(5)

Sub:- Annual Performance Appraisal Report Proforma.

| am directed to invite your attention to para 5.1.3 of MANAS circulated on
12.9.1990 intimating that the New Annual Performance Appraisal Report (APAR)
proforma will be introduced from the current year (1990-91).
2. The proforma has now been approved by the GB. It consists of the following parts:

Part I: Self-Assessment report by the assessee and its appraisal by the

Reporting/Reviewing Officer based on assigned tasks, accomplished work

and S&T output. This part of the appraisal will be open, non-confidential
and carry 75% weightage;



Part Il: Assessment/Appraisal of behavioral aspects. This part of the appraisal
will be confidential and carry 25% weightage.

3. A copy of the proforma is enclosed for necessary action and wide circulation among
the S&T staff. You are requested kindly to make sufficient number of copies required by
your Labs/Instts. and a few copies may be kept in the Library for reference by the staff.

4. Since a major portion of the financial year is already over, it may not be possible to
assign tasks at this stage and evaluate performance there against. Accordingly, it has
been decided that the form for filling up of APAR for the current financial year 1990-91
may include only the work done during this assessment year by the
Reporting/Reviewing officer. However, from the financial year 1991-92 onwards, the
instructions contained in the Prescribed APAR format may be scrupulously followed.

It is requested that the Laboratories may structure their S&T work in such a
manner that Reporting/Reviewing authoritaties at least upto the level of Scientist-El or
equivalent, are below the level of the Head of the Laboratory or designated authority so
that disputes, if any, arising in future, are settled at the level of the Head of the Lab/Instt
designated authority. Wherever, Head of the Lab./Instt is required to act as the
Reporting/Reviewing authority in the case of officers of the rank of Scientists Ell and
above - disputes, if any, arising may be referred to DGSIR with detailed
reasons/comments of the Head of the Lab/Instt. on the points raised by the aggrieved
officer for final decisions.

Kindly acknowledge receipt.

Copy of CSIR letter No. 17(65/P.42)/90-PPS dated 8.1.1991

(6)
Sub:- Preparation and Maintenance of Annual Confidential Reports.

| would like to draw your attention to CSIR letter of even no. dated 17.7.1989,
enclosing a copy of the brochure on Preparation and Maintenance of Annual
Confidential Reports. The instructions contained therein inter alia prescribed schedule
for completing Annual Confidential Reports named as Annual Performance Apprasal
Report (APAR) for S&T staff in CSIR. Any delay either on the part of the Reporting Officer
or the officer reported upon in the matter of submission of self-appraisal report will be
adversely commented upon by the reviewing/reporting officer, as the case may be.
Despite clear instructions the schedule laid down for completing ACRs/APARs are not
being completed/submitted within the prescribed period. The non-observation of
schedule some time creates piquant situation, particularly when the employees are to
be considered for assessment, promotion, confirmation, etc.



2. | would therefore, request you to ensure that the schedule for
submission/completion of ACRs/APARs is strictly adhered to in your Labs/Instts. and the
completed reports wherever required to be maintain at the CSIR Hqgrs., are sent to us
by the end of January, 1993, positively. A certificate should also be sent to me by 30t
June, of every year by the Sr. COA/COA/AQ, as the case may be to the effect that the
CRs upto the period ending 31t March, 1992 have been completed and placed in the
respective CR folders.

3. It has also been noted that in some cases where staff has been awarded
outstanding grade in ACR/APAR have remarks/entries against each individual coloumns,
when taken together do not substantiate the overall outstanding grading. The
instructions contained in the brochure provide that an officer should not be graded
outstanding unless exceptional qualities and performance have been noticed and
grounds for giving such a grading are clearly brought out and recorded. These
instructions may kindly be followed strictly in your Labs/Instts. when any person has to
be graded as outstanding.

4. | would request you kindly to bring these instructions to the notice of all
reporting/reviewing officers and also your Sr. COA/COA/AO for strict compliance

Kindly acknowledge the receipt.
Copy of CSIR letter No. 3/71/7-O&M-Il dated 12.1.1992

CONFIDENTIAL

NO. 21011/1/92-ESTT.(A)
GOVERNMENT OF INDIA
MINISTRY OF PERSONNAL, PUBLIC GRIVANCES & PENSIONS
Dated: January, 1993

Office Memorandum

Sub: Confidential Report preparation and maintenance of.

The undersigned is directed to say that in accordance with para 1(ii) of this
Department’s O.M No. 21011/1/77-Estt.(A) dated 30.1.78, where a reporting officer
retires or otherwise demits office, he may be allowed to give the report on his
subordinates within one month of his retirement or demission of office. It has been
decided to extend this provision hitherto applicable only to the reporting officer, to the
reviewing authority also to enable him to review ACRs of his subordinates within one
month after his retirement or demission of office.



2. Ministries/Departments are requested to bring this to the notice of all
concerned for information and necessary action.

(7)
Sub: Preparation and Maintenance of Annual Confidential Reports — Reg.

| would like to draw your attention to CSIR letter of even number dated 17.7.1987,
enclosing a copy of the brochure on Preparation and Maintenance of Annual Confidential
Reports. The instructions contained therein inter alia prescribed schedule for completing Annual
Confidential Reports named as Annual Performance Appraisal Report (APAR) for S&T staff in
CSIR. Any delay either on the part of the reporting officer or the officer reported upon in the
matter of submission of self-appraisal report is adversely commented upon by the
reviewing/reporting officer as the case may be. Despite clear instructions the schedule laid
down for completing ACRs/APARs is not being achered to by many Labs/Instts. in many cases .
Inspite of reminders ACRs/APARs are not being completed/submitted within the prescribed
period. The non-observation of schedule same time creates piquant situation. Particularly, when
the employees are to be considered for assessment, promotion, confirmation, etc.

2. | would therefore, request you to ensure that the schedule for submission/completion of
ACRs/APARs is strictly adhered to in your Laboratory/Institute and the completed reports,
wherever required to be maintained at the CSIR Hgrs. are sent to us by the end of January, 1993
positively. A certificate should also be sent to me by 30" June of every year by the Sr.
COA/COA/AQ, as the case may, to the effect that the CRs upto the period ending 31t March,
1992 have been completed and placed in the respective CR folders.

3. It has also been noted that in some cases where staff has been awarded outstanding grade in
ACR/APAR have remarks/entries against each individual column. When taken together do not
substantiate overall outstanding grading. The instructions contained in the brochure provide
that an officer should not be graded outstanding unless exceptional qualities and performance
have been noticed and grounds for giving such a grading are clearly brought out and recorded.
These instructions may kindly be followed strictly in your Lab/Instt. when any person has to be
graded as outstanding.

4. 1 would request you kindly to bring these instructions to the notice or all Reporting/Reviewing
Officer and also your Sr. COA/COA/AQ for strict compliance.

Kindly acknowledge receipt.

Copy of CSIR letter No. 3(1)71-0&M vol. Il dated 12.1.1993



(8)

Sub:- Writing/completion of confidential Reports of Administrative staff — Guidelines —
reg.

| am directed to invite reference to this office letter of even number dated 25t
January, 1989 enclosing a statement specifying authorities for
Writing/Reviewing/accepting the Annual Confidential Reports of Administrative Staff in
CSIR and its Labs/Instts. and to state that the procedure laid down therein has been
under consideration for some time now.

2. Keeping in view the governmental system for writing of ACRs for its Administrative
staff vis-a-vis applicability to CSIR system, DGCSIR has approved that the —

a. Concept of acceptance/countersigning of ACRs by the Heads of
Labs/Instts/designated authority at CSIR has been discontinued. Accordingly,
there will be only two levels of authorities, viz. the Reporting officer and the
Reviewing Officer.

b. ACR of an employee shall be written by his/her immediate superior or, where
such an officer is not in a position or does not have the requisite experience to
initiate the report during a particular reporting period, by the next superior
officer as the Reporting Officer and then submitted to his own superior for
review/completion.

c. ACRs of Sr. COA/COA shall be written by the respective Director or Head of the
Lab/Inst. as Reporting Officer only and thereafter sent to CSIR for review by the
appropriate authority.

d. Wherever the Sr. COA/COA has not been in position in a Lab/Instt. Or has not
had an occasion to oversee the performance of the officer(s), the CR of AO/Sr.
F&AQ/Sr. S&PO in that case shall also be filled up by the respective Director or
Head of the Lab/Instt. as Reporting Officer and thereafter sent to us for review
by the appropriate authority at CSIR.

3. It is requested that the CRs of the respective officers for the year 1993-94 and
onwards may kindly be filled up as per the procedure outlined above and those in
respect of common cadre officers be sent to us for review and/retention at CSIR Hqrs.
Copy of CSIR letter No. 3(1)/88-0O&M dated 13.4.1993

(9)

Sub:- Guidelines for writing the APARs- Normalization reg.

| have been receiving a number of representations from the Scientists from
different Laboratories/Institutes regarding the APAR gradings, alleging bias and



subjectivity in reporting and awarding of the grades. In some cases persons concerned
have also gone to the courts. As such the matter regarding evolving a system to avoid
such representations and unnecessary frustration amongst the employees has been
under consideration for some time. After careful consideration, it has now been decided
that the following guidelines may be followed with immediate effect for writing the
APARs:

1. The normalization of the APAR grading should be done at the Lab./Instt. Level
by a Committee consisting of senior Scientists under the Chairmanship of the
Director and the normalized grade finally awarded by the Committee should
only be communicated to the employee concerned:

2. Tasks should be assigned to all the S&T personnel in advance in the beginning
of the reporting year, for the sake of objective evaluation/assessment of the
performance of the concerned employee against these assigned tasks at the
time of writing receiving the reports.

3. The approved guidelines laid down in MANAS should be scrupulously followed
without any change or deviation at the Lab./Instt. Level:

4. The reports should be written by the immediate supervisor of the employee
concerned and the reporting and reviewing both should not be done by the
same person, save in exceptional circumstances:

5. The S&T work in the Lab./ Instt. should be structured in such a way that the
Reporting/Reviewing authorities at least upto the level Scientist-El or
equivalent are below the level of the Head of the Lab. or designated authority
so that disputes if any, arising in future are settled at the level of the Head of
the Lab./Instt. Wherever the Head of the Lab./Instt. is required to act as the
Reporting/Reviewing authority in the case of the Scientist-Ell and above,
disputes if any arising should be referred to DG/CSIR with detailed comments of
the Head of the Lab./Instt. on the different points raised by the aggrieved
employee;

6. The Reporting/Reviewing Officers can write the ACR/APAR of their
subordinates within one month of their retirement/demitting the office. It
should be ensured that no retired employee is allowed to write or review the
reports after the permissible period of one month of his retirement/demitting
the office.

7. It should be ensured that the schedule for submission/completion of the
reports and communication of the critical appraisal and gradings the S&T staff
in their APARs is strictly adhered to; and a certificate that the reports of all the



staff members (including the communication of the critical appraisal and the
gradings wherever applicable) have been completed, should be sent to CSIR
Headquarters by the 30th June of every year positively.

Kindly acknowledge receipt and also, keep me informed of the action taken in your
Laboratory in the matter. These instructions may also kindly he brought to the notice
of your Controller of Administration/Administrative Officer for strict compliance.

Copy of CSIR letter No. 17/(66)/94-PPS dated 9.11.1994
(10)

Sub:- Annual Proformance Appraisal Report (APAR) Constitution of the Normalization
Committee.

| am directed to invite your kind attention to D.O. letter of even number
dated 9th November 1994 from the DG, CSIR on the above subject and to state
that in partial modification of the guidelines for constitution of the Committee
for normalisation of the APAR gradings the competent authority has been
pleased to decide that the normalisation committee should be constituted
under the Chairmanship of the seniormost Scientist of the Lab./Instt. so that the
dispute, if any, relating to the gradings awarded by the Committee could be
considered by the Director at the Lab./Instt. level in his capacity as the
appellate/decision making authority.

Further with the introduction of the normalisation of the gradings by the
Committee as above, the critical appraisaland the grade awarded by the
Committee will now be communicated to the scientists. In view of this revised
procedure, the proforma for recording the appraisal by the Reviewing Officer
has also accordingly been modified. A copy of the revised proforma is enclosed
herewith for your information and necessary action.

The above revised procedure to be implemented starting with the APAR for
the reporting year 1994-95 will be applicable to the employees in Group-IV and
Group I11(3) to I1I(6).

It is requested that the above revised guidelines may kindly be brought to
the notice of all concerned in your .Labs./Instts. for their information, guidance

and compliance.

Kindly acknowledge receipt.



Annexure:
Normalization of APAR for the year ending 31t March

Name of the Office reported upon: Division Group

APPRAISAL BY THE REVIEWING OFFICER
(a) Critical appraisal by the Reviewing Officer:
(b) Grade awarded by the Reviewing Officer
Signature of Reviewing Officer with date
(c) Critical appraisal by the Normalisation Committee:
(d) Grade awarded by the Normalisation Committee:

Signature of the Members of the Normalisation
Committee with date

Note:

1. The critical appraisal and grade awarded by the Normalisation Committee shall
be communicated to the employee. If the employee has any representation to
make against the grading communicated to him, he/she may respond in writing
within a period of four weeks from the date of the receipt of the communication
by him/her. The representation thus made will he considered by the competent
authority and the employee will be informed of the final decision. Wherever
necessary the employee may seek an interview with the competent authority.
However, no further representation will lie against the final decision of the
competent authority.

2. If the employee has served under more than one Reporting Officer during
the period, appraisal by each Reporting Officer should be given.

Copy of CSIR letter No. 17/66/94-PPS dated 23.5.1995



(11)
Sub: Revised MANAS effective from 1.4.1992 - Clarifications regarding.

| am directed to invite your kind attention to DO letter of even number dated Ist
September 1994 from Shri Dilip Kumar, JS (Admn.) CSIR forwarding a copy of the revised
MANAS approved by the competent authority for implementation w.e.f. 1.4.92 and to
state that references have been received in this office from some of the Labs./Instts.
after issuance of the above document, seeking clarifications regarding some of the
provisions of the revised MANAS. These points are clarified as under for your kind
information, guidance and necessary action.

1. There was a provision under the pre-revised MANAS made effective from 1.4.88
vide para  2.5.8 to the effect that

" Those (employees) in Group Ill & V(A) who did not possess qualification of the
lowest Grade of these Groups on 1.2.1981 will be eligible for consideration for
assessment upto Grade Il1(2) and V(A) (2) (Rs. 1640-2900) only. However, if condition of
qualification in respect of those in position on 1.2.81 in Groups | & Il pre-revised scales
of Rs. 260-350 (revised Rs. 950-1400) and Rs. 425-700 (revised Rs. 1400-2300) has been
relaxed as an exceptional case by the DG, CSIR by virtue of acquiring experience,
specialised skill etc., Assessment of these persons can be considered upto Grade 11(3) in
the scale of Rs. 1400-2300 and Grade llI(4) in the scale of Rs. 2200-4000.”

The Governing Body while considering the revision of the MANAS, decided to delete
the above provision of MANAS taking a view that there may be stray cases requiring the
application of the said provision under Para 2.5.8 of the pre-revised MANAS. While
deciding to delete the said provision, the Governing Body at the same time also decided
that separate administrative instructions could be issued to decide such stray cases that
may come in future.

Pursuant to the decision of the Governing Body as above, it has administratively
been decided that under the revised MANAS implemented w.e.f. 1.4.92 also, the
employees in Group Il and V(A) who did not possess the qualifications of the lowest
grade (entry level qualifications prescribed under NRAS) of these Groups on 1.2.1981,
will be eligible for consideration for assessment upto Gr. Ill(2) and V(A) (2) (Rs. 1640-
2900) only. However, if the condition of qualification in respect of those who were in
position on 1.2.1981 in Group | in the pre-revised scale of RS. 260-350 (revised RS. 950-
1400) and in Group Il in the pre-revised scale of RS. 425-700 (Revised RS. 1400-2300) has
been relaxed as an exceptional case by the DG, CSIR by virtue of acquiring experience,
specialised skill etc., assessment of these persons can be considered upto Grade 11(3) in
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the scale of RS. 1400-2300 and Grade lll(4) in the scale of RS. 2200-4000 in the
respective Groups. Accordingly, para 1.3.2 of the revised MANAS containing the
provision that "for assessment promotion within the same group, the restriction of
minimum qualifications and experience will not apply for the existing employees" may
be deemed to have been modified to the above extent in respect of the above
categories of employees in Group Ill and V(A).

2. Para 0.6.7 of the revised MANAS provides that:

"For foreign assignment/deputation, study leave, EOL which has not resulted in break
in service where no ACRs/APARs are available, average of percentage of marks as
obtained for interview and peer review combined for Group IV and interview (including
trade test) for other groups will be counted for Normal assessment only by conversion
or rating given by the outside organisation into 7 point scale. For this purpose, at least
three ACRs/APARs written in CSIR Labs./Hqrs. are required."

It may kindly be seen from the above that the provision has been made under the
said para for regulating the cases of assessees involving foreign assignment/deputation,
study leave, EOL, with or without the availability of ACRs/APARs for the period of their
foreign assignment/deputation etc. The conversion of rating given by the outside
organisation into 7 point scale is envisaged only in respect of the cases where the
ACRs/APARs may be available. But this is not very clear from the language of the para as
it is. It is, therefore, clarified that para 0.6.7 under the revised MANAS may be deemed
to have been modified as under:-

"For foreign assignment/deputation study leave, EOL which has not been resulted in
break of service where no ACRs/APARs are available, average of percentage of marks as
obtained for interview and peer review, combined for Group IV and interview (including
trade test) for other Groups will be counted for Normal assessment only. If, however,
the ACRs/APARs for the said period are available, then the rating given by the outside
organisation will be converted into 7 points scale. For above purposes, at least three
ACRs/APARs written in CSIR Labs./Instts. are required."

3. It has also been noted that Para 6.4.7 and 2.3.5 of the old and revised MANAS,
respectively are being misinterpreted by some of the Labs./Instt. who are taking them at
par with other provisions of MANAS applicable for assessment promotions for the next
higher grades for the purpose of determining the effective date of promotion to the
higher group post, and are giving the benefit to the concerned employees with
retrospective effect of 1.4.1988 i.e. the effective date of implementation of the old
MANAS containing this provision, on the basis of the interviews conducted by them
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under the provisions of the said paras much after 1.4.1988, which is not in order. It is,
therefore, clarified here that the benefit of placement in the higher group under the
provisions of the said paras is admissible to the concerned employees from prospective
effect from the date of their joining on the higher group post after their selection for the
same on acquiring a comparable level expected in open recruitment to such positions
through the selection Committee constituted as per the instructions.

4. Clarifications are also being sought by the Labs./Instts. whether there is any cut off
date for acquiring the qualification of next higher group by the employees who were in
position as on 1.2.1981/31.12.1981 for being eligible for the benefit of movement to
higher group under the provisions of paras 6.4.7 and 2.3.5 of the pre-revised and revised
MANAS, respectively. It is clarified in this regard that the benefit envisaged under the
above provisions is admissible prospectively as explained in para 3 here above, to all the
employees who were in position as on 31.12.81 and acquire the qualifications of the
next higher group at any time after 31.12.81 without the restriction of any cut off date
for acquiring the same.

5. It has also been observed that inspite of the fact that it has been clearly stipulated
under the relevant provisions under the old as well as the revised MANAS that
Assessment Committees will be constituted areawise from the approved panel of
experts, as per prescribed constitution, some of the Labs/Instts. are not following these
guidelines strictly, in as much as they are including the expert members in the
Assessment Committees from outside the approved expert panels and in some cases
more members than the prescribed under the relevent provisions are being put in the
Assessment Committee. In this connection, it is clarified that the Assessment
Committees have to be constituted invariably out of the experts panels (both internal
CSIR as well as outside experts ) only, and the number of experts should also not exceed
the number prescribed under the relevant provisions. Needless to emphasize any kind
of violation of the procedure/guidelines approved by the competent authority,
irrespective of its magnitude, could be challenged and may not withstand the legal
scrutiny. It is, therefore, necessary to ensure that all actions are taken strictly in
accordance with the prescribed provisions/guidelines and related instructions without
allowing any violation of any kind.

It is requested that the above clarifications may kindly be brought to the notice of
all concerned in your Labs./Instts. for their information, guidance and necessary action.

Kindly acknowledge the receipt.

Copy of CSIR letter No. 17/66/94-PPS dated 19.6.1995
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(12)
Sub:- Normalisation of APAR Grades.

| am directed to invite your, kind attention to this office letter of even number
dated 23.5.95 on the above subject’, and to state that references have been received in
this office from some of the Labs./Instts. seeking clarification, about the normalisation
of the gradings in respect of the APAR reviewed by the Heads of the Labs./Instts.

The matter has been considered and it is accordingly clarified that "the Heads of the
Labs./Instts. themselves being the decision making authority in respect of any disputes
arising out of the gradings awarded by the Normalisation Committee, the APARs.
reviewed by them will not be subject to any further normalization/review by the
Committee. In such cases the gradings awarded by the Heads of the Labs./Instts- will
only be communicated to the employees concerned.

In the above context it may also be pertinent to reiterate that as also already
communicated vide this office circular letter No. 17(66)/94-PPS dated 9.11.1994 the S&T
work in the Lab./Instt. should be structured in such a way that the Reporting/Reviewing
authorities at least upto the level of Scientist El or equivalent are below the level of the
Head of the Lab. or designated authority so that disputes if any, arising in future
resettled at the level of the Lab./Instt.

The above clarification may kindly be brought to the notice of all concerned for their
information, guidance and necessary action.

Copy of CSIR No. 17/66/8/94-PPS dated 10.7.1995
(13)
Sub:- ANNUAL APPRAISAL PREFORMACE REPORT (APAR) — Clarification

In continuation of this office letter of even number dated 10™ July 1995 on
the above subject, | am directed to further clarify that only the open part of the
APAR containing the critical appraisal and grade awarded by the Reviewing Officer
carrying 75% weightage will not be normalised by the Normalisation Committee.
The Confidential part of the APAR pertaining to the Behavioral aspect carrying 25%
weightage will not be subject to any review/normalisation by the said Committee.

The above clarification may kindly be brought to the notice of all concerned in
your Lab./Instt. for their information, guidance and necessary action.

Copy of CSIR letter No. 17/66/9/94-PPS dated 21.8.1995
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(14)
Sub:- Annual Performance Appraisal Report (APAR) Proforma.

| am directed to invite a reference to this office letters of even No. dated
8.1.1991 and 19.4.1991 enclose therewith the APAR proformae for Group I&ll
Group lll, IV(A) and V(B) and to state that references are being received in this
office from some of the Labs./Instts. Seeking clarification regarding applicability of
Part-IV (copy enclosed) in the Annexure proforma for Groups lll, IV & V(A).

The matter has been considered and it is accordingly clarified that Part-IV
pertaining to the final marks in APAR be computed by apportioning the marks in
Part Il & Ill applicable to all categories of S&T staff and as such may kindly be made
a part of the APAR proforma prescribed for the employee in all the S&T Groups | to
IV and V(A).

Copy of CSIR letter No. 17/65/(P-42)/90-PPS dated 12.9.1995

PART-IV: FINAL MARKS IN
ANNUAL PERFORMANCE APPRAISAL REPORT
Laboratory/Institute:

Period from :- to

1. Name of the Employee
(In block letters)

2. Final marks (to be computed by apportioning relating marks of Part Il and lll)
Marks in part Il (out of 75)

Marks in part Il (out of 25)
Total Marks (out of 100)
Signature of Reviewing Officer or
Designated Authority with date.
(15)
Sub: Regarding timely completion of Annual Confidential Reports.

Please find enclosed herewith a copy of O.M. No. 21011/02/98-Estt. (A) dated
20% April, 1998, Deptt. Of Personnel & Training regarding timely completion of Annual
Confidential Reports.
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| would like to draw your attention to CSIR letter of even number dated
20.5.1996 wherein it has been stated that the need for proper preparation and timely
completion of ACRs of officers particularly those belonging to the Common Cadre within
the prescribed schedule and their timely forwardal to CSIR has been stressed from time
to time as per instruction of Govt. of India.

It has however been observed the these instructions are not being adhered to by
a number of Labs/Instts. In view of the position stated above and incorporated in the
enclosed O.M., | would request you to ensure that the schedule for
submission/completion of ACRs/APARs strictly adhered to in your Lab./Instt. and the
completed reports, wherever required to be maintained at the CSIR Hqrs., are sent to us
latest by 15™ April each year. A certificate should also be sent to undersigned by 30t
June of every year by the Sr. COA/COA/AQ, as the case may, to the effect that the CRs
upto the period ending 1°t March have been completed and placed in the respective CR
folders.

| would request you kindly to bring these instructions to the notice of all
Reporting/Reviewing Officers and also your Sr. COA/COA/AO for strict compliance and
forwarding the requisite certificate for the period ending 315t Mach, 1998 by due date.

Kindly acknowledge receipt.
Copy of CSIR letter No. 3/1/71-0&M-Vol.ll dated 29.6.1998

F.No. 21011/02/98-Estt. (A) dated 20" April, 1998 Government of India, Ministry of
Personnel, Pub. Grievances & pensioners, Deptt. Of Personnel & Training

The undersigned is directed to refer to the instructions contained in this
Ministry’s OM No. 35014/4/83-Estt.(A) dated 23.9.85 on the subject noted above and to
say that according to the prescribed time schedule, the Annual Confidential Reports
(ACRs) should be completed by the 5t June, in respect of a financial year.

2. A case has come to the notice of this Ministry where ACRs of some of the
officers were not available for four years, out of the assessment period of five
years, the reason being that reporting/reviewing officers had retired from
service. As a result, the Union Public Service Commission (UPSC) had to
recommend officers for promotion to the next higher grade on the basis of
available ACRs of the preceding years. This led to a situation where the
Departmental Promotion Committee (DPC) had to assess ACRs for the periods
which were the basis of promotion of officers to the post presently held by
them.

3. The case cited in the preceding paragraph has arisen because of non-adherence
to the instructions about timely completion of Annual Confidential Reports,
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Non-availability of ACRs for abnormally long periods could affect just and fair
selection by the Departmental Promotion Committees and the UPSC.

4. It is requested that the instructions contained in this Ministry’s Om dated
23.9.85 should be carefully observed for ensuring availability of ACRs for just
and fair selections.

(16)
Sub:- Procedure laid-down for writing of ACRs and time scheduled for submission.

It has been observed that despite clear instructions concerning the procedure
laid down for writing of ACRs and time schedule for submission of the same, these are
not being followed in a large number of cases by the Labs./Instts. The common
shortcomings, to list a few are:-

The ACRs are not being completed by either the concerned employees or their
Reporting/Reviewing Officers within the prescribed time schedule resulting in delay of
communication and disposing of the adverse remarks, if any. Consequently there is
delay in holding meeting of Departmental Promotion Committee.

Only the actual Reporting and Reviewing Officers under whom the employee
worked during the reporting period may write/review the reports for the concerned
period. No other official is to be designated for the purpose.

As per rules, the Reporting Officers may write the ACRs of employees formerly under
their charge upto one month after their retirement/demitting office. However, his
provision is not applicable to Reviewing Officers. The instructions in this regard may be
strictly adhered to.

If Reporting Officer is under suspension, he may fill up ACRs of his subordinates
within 2 months.

If the Reporting Officer is transferred during middle of the reporting year, he
should immediately write the CRs of his subordinates in respect of the year for the
period which he functioned as their Reporting Officer, provided that such period is at
least six months. Such, reports should then be submitted to the Reviewing Officer who
should retain them in his custody. At the end of the year the Reviewing. Officer will
recordhis remarks in the reviewing portion of the reports submitted by the present
Reporting Officer, taking into account' the report submitted by the previous (i.e.
transferred) Reporting Officer. If the Reviewing Officer is subsequently transferred, he
will hand over all such reports in his custody to his successor and the successor will
review the reports if he has three months or more experience of overseeing the 'work of
the personnel reported upon." Otherwise, the reports will be reviewed
by 'the previous Reviewing Officer, if he continues in CSIR service.
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When CR does not cover an earlier period during the year, Reporting
Officershould mention the period of gap at the top of the reportingindicating the
reasons for which a report for that period had not been written. In the case of common
cadre officials, if such gap occurs, the details of the same are to be intimated to CSIR
Hgrs.' so that a note could be 'appended to their CR folders being maintained at CSIR
Hars.

If an employee reports to one officerfor a part of his or her work and for
the remaining part of his/her work to another officer and where -such a period is for 3
months or more then separate CRs may be got written from each Reporting Officer and
reviewed thereafter by the Reviewing Officer(s) so that all such periods cover the entire
reporting year.

If an employee had worked under two or more officers separately within the
reporting year and each period is of 3 months duration or more, separate ACRs may be
got written so as to cover the entire period of the reporting year.

The period of report is not indicated clearly in many ACRs. In case, the period of
report is less than 3 months, a report need not be written.

In quite a few ACRs some columns are left unfilled resulting in further
communication and delay in taking the said ACR on record. Against the columns calling
for assessments of general performance, aptitude etc. a one word reply or dash (-)
would not suffice but a concise assessment should be recorded.

In some cases, neither the employee concerned nor his/her Reporting/Reviewing
Officers record the date while appending their signatures, which is not proper.

Sometimes Director of the Lab./Instt. reports and reviews the same ACR (it
sometimes happens in the cases of COAs) . It is again clarified that whenever the
Director functions as Reporting Officer, the DG, CSIR being the higher authority will be
Reviewing Officer in such cases.

Some of the Reporting/Reviewing Officers do not grade the officials reported
upon as per the gradings specified. To quote a few examples, the grading such as ‘Good
to Very Good’ ‘A+’, ‘Very Good plus’ etc. are given. This does not conform to the laid
down procedure. Only one specific grading should be awarded.

Whenever an official is awarded the Outstanding grading, the reasons for awarding the
same are to be Clearly brought out, lest it results in avoidable communication with the

Lab./Instt.

The column relating to certification of integrity is often not filled up as per
guidelines issued by GOI, Deptt. of Pers. OM No. 51/5/71-Estt.A dt. 20.5.1992. Integrity
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should be certified as Beyond Doubt and substitutes such as ‘Very Good’, ‘Excellent’,
‘Honest’, or ‘Infallible’ nothing adverse has come to my notice ‘trustworthy’ etc. should
NOT be used. When the integrity is in doubt, action may be taken as provided in the
instructions enclosed with the ACR proforma itself.

Before recording any adverse remarks in the ACRs the Reporting/Reviewing
Officer should satisfy himself that such decision has been' taken only after he was made
known of the deficiencies noticed and reasonable time and opportunity was given to
him to improve upon himself. Non compliance of this usually leads to unnecessary
correspondence between the aggrieved official and Lab./CSIR Hqrs. and at time leads to
legal complications.

The Self Assessment Report (SAR) by the individual should be confined within,
the prescribed limit ofwords and extra pages are not to be annexed to the ACR
Proforma.

The column regarding submission of Annual Property Returns is often found not
filled or if filled, the date and signature of the concerned employee are not appended.
This results in a lot of unnecessary correspondence and delay in the final acceptance of
ACRs.

The details given by the individuals in Part | (particulars of the employee) are not
scrutinized and certified as correct by the concerned administrative section of the
Labs/Instts. where such details of employees are to be filled in by the administration
themselves, the information is often incomplete. This should be avoided and all the
details of the individual including his/her date of birth, date of joining service and
present post, pay scale, leave availed and name of his/her Reporting/Reviewing Officer
etc. should be certified as correct by the officer in charge of the Laboratory
administration. To quote an illustration, the Date of Birth of an official was shown
differently in different ACRs which ultimately lead to the doubt as to what exactly his
date of birth is and had resulted in unnecessary embarrassment both to the individual
and the office.

All entries relating to penalty should be recorded in the report for the year in
which the punishment order is issued. In this entry, an indication may, however, be
given about the period to which the incidents leading to the disciplinary case relate.

ACRs of Common Cadre Officers should be sent through confidential sealed
cover under the signature of Reviewing Officer or Reporting Officer where DG, CSIR is
the Reviewing Officer by name to the undersigned only. They should not be forwarded
by the officer reported upon or by any other official.

Proforma of CR should be in bilingual form as per instructions contained in
Deptt. of Per. & Trg., OM NO. 21001/17/88-Estt. (A) dated 20" January, 1989.
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The column pertaining to Accepting Authority if it appears in the ACR proforma is to be
deleted as there is no provision for acceptance of the ACR by a superior authority after
review.

It is requested that the above short-comings are duly taken care of while
Reporting/Reviewing the CRs in future and the process of writing CRs are completed in
time, each year.

Copy of CSIR letter No. 3/1/71-0O&M dated 1.6.1999
(17)

Sub: i. Deletion of the col. in Part — | of CR format of Group ‘A’ Officer meant to
indicate whether they belong to SC/ST community effective from Reporting year 1999-
2000.

ii. Segregation of the format of ACR in respect of Under Secretary/Administrative
Officer from the format meant for Section Officer and clubbing it with format
prescribed for the post of Deputy Secretary/Controller of Administration.

| am to send herewith a copy each of OMs No. 21011/6/97-Estt. (A) dated 17t
February, 1999 and 5% April, 1999 received from Ministry of Personnel Public,
Grievances & Pensioners, Deptt. Of Personnel & Training on the above mentioned
subject, for your information, guidance and compliance.

2. The CR form in respect of Section Officer (Gen.) in the pay scale of Rs. 6500-
10500 in General Cadre and Finance & Accounts Officer in the pay scale of Rs.
8000-13500 in finance cadre should henceforth be segregated from the next
higher posts i.e. Under Secretary and Sr. Finance & Accounts Officer
respectively. The ACRs of the posts of Under Secretary and Sr. Finance &
Accounts Officer should be in the same format ass fo the next higher posts of
Deputy Secretary/Dy. Financial Adviser and in such format, the column No. 2
relating to “whether Officer belongs to SC/ST” should be deleted.

3. In so far as APARs for Scientific/Technical personnel in the Group/Grades 111(4)
and above, Gr. IV (1) and above and Group V(A) (4) and above are concerned, it
may kindly be ensured that no column is incorporated in APARs off Sc./Tech.
personnel wherein it would be required to indicate their Caste or whether they
belong to SC/ST or not. If such a column has been incorporated, the same may
be deleted from APARs.

Copy of CSIR letter No. 3/1/71-O&M dated 22.6.1999
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F.No. 21011/6/97-Estt. (A) dated 17™ February, 1999 of Government of India,
Ministry of Personnel, Pub. Grievances & Pensioners (DoPT).

Subject: Annual Confidential Report formats.

The undersigned is directed to say that confidential Report formats of Central
Services Group ‘A’ officers and other Group ‘A’ officers, including CHS officers, have
a column in Part | to indicate whether they belong to SC/ST community. A
suggestion was made that this column should be deleted from the CR formats as it
operated to the disadvantage of SC/ST officers.

2. This suggestion was examined in consultation with the National Commission for
Scheduled Castes & Scheduled Tribes. The Commission agreed to the deletion of
the column in Part | of CR formats of Group ‘A’ officers meant to indicate
whether they belong to SC/ST community.

3. It has, therefore, been decided to delete the said column in CR formats of Group
‘A’ officers with effect from the next reporting year.

4. CR formats prescribed by this Deptt. Vide OM No. 12/2/84-PPS dated 18-12-
1986 inter-alia for the post of Under Secretary, Dy. Secretary/Director in the
Central Secretariat would stand modified accordingly.

5. All the Cadre Controlling Authorities are requested to delete the said column in
CR formats of Central Services Group ‘A’ officers and other Group ‘A’ officers,
including CHS officers.

F.No. 21011/6/97-Estt. (A) dated 5% April, 1999 received from Ministry of Personnel
Public, Grievances & Pensioners, DoPT.

The undersigned is directed to refer to this Department’s OM of even number dated
the 17" February, 1999 on the subject noted above and to clarify that instructions
relating to deletion of the column in Part | of CR formats of Group ‘A’ officers meant to
indicate whether they belong to SC/ST community would be effective from the next
reporting year i.e. 1999-2000.

2. ltis further clarified that CR formats prescribed by this Department vide Om No.
12/2/84-PPS dated 18.12.86 inter-alia for the post of Under Secretary may be
segregated from the format meant for Section Officer/Desk Officer and clubbed
with the format prescribed for the post of Deputy Secretary/Director.
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(18)
Sub: Filling up of APARs in respect of Sci. Gr. IV(6)/IV(7).

| am directed to state that in respect of filling up of APARs of Sci. ‘G’ and ‘H’ i.e.
scientists in the grades of Gr. IV(6) and Gr. IV(7), it is clarified that as hitherto their
Reporting and Reviewing Officers shall be as follows:

Reporting Officer : Director of the Lab./Instt.
Reviewing Officer : Director — General, CSIR

The APARs of all scientists in the grade of Gr. IV(6) and Gr. IV(7) of your
Lab./Instt. may kindly be got filled up and sent to the undersigned by name through
confidential sealed cover for further necessary action at this end.

Copy of CSIR letter No. 3/1/71-0&M-II dated 21.9.1999
(19)
Sub:- Guidelines for completing ACRs/APARs.

In continuation of this office letter of even number dated 1st June, 1999, it has
further been observed that:-

Despite clear instructions, the schedule laid down for completing ACRs/APARs is
not being adhered to by many Labs./Instts. Non-observance of the schedule creates a
piquant situation particularly when the employees are considered for promotion,
confirmation etc. by the respective departmental promotion/selection committees or
when up to date ACR/APAR folders are requisitioned by outside agencies in the event of
the concerned official applying for deputation/other employment etc.

In some cases proper attention is not paid to the procedure laid down for filling
up the column relation to “Integrity” and “Grade awarded” to the concerned officers
reported upon as provided in the ACR proformae:-

In view of the above, it is reiterated that COAs/AOs of the national Labs./Intts.
[DS(CO) in CSIR Hgrs.] should scrutinize the annual confidential reports relating to the
officers and staff under their control to see that they have been written in accordance
with instructions. It is to be ensured that the respective parts of the ACR form of each
employee is duly filled up and signed with date by the concerned employee himself
(Pt.lIl) as well as the administration section (Pt. 1), Reporting Officer (Pt.lll & IV) and
Reviewing Officer (Pt.V) and inadvertent lapses e.g. columns not incorporated, left blank
inadvertently by the Rep./Rev. Officer etc. are also got duly corrected before sending
the same to CSIR Hgrs. for verification and updation of CR dossiers.
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It has further been observed that ACRs for the years ending 31st March, 1997,
1998 and 1999 have not yet been received from a large number of Labs./Instts./CSIR
Hars. You may kindly advise the officers concerned that the reports for the
aforementioned period in respect of Common Cadre Officials and Sci. Gr. IV(6) and Gr.
IV(7) which are to be retained at CSIR Hqrs., if not already sent, may be completed and
sent to the undersigned by name under sealed cover by 30th December, 1999 positively.
If any employee has not submitted his/her self assessment in respect of confidential
report either ACR or APAR, then it should be initiated without the self assessment by
following the prescribed procedure after giving one more time-bound scrutunity before
doing so.

The schedule for submission/completion of ACRs/APARs should be strictly adhered to.
Copy of CSIR letter No. 3/1/71-O&M-II dated 30.11.1999
(20)

Sub: Confidential Reports — Updation and maintenance of dossiers in respect of
common cadre officers and Scientists Gr. IV(6) and Gr. IV(7).

It has been observed that ACRs/ACR dossiers of some common cadre officers
and APARs/APAR dossiers of Scientists Gr. IV(6) and Gr. IV(7) which are to be maintained
in this office have not yet been sent by some labs/Instts. Complete and updated
ACR/APAR dossiers are often required at short notice in connection the
DPCs/Assessment Committee meetings etc. In some cases this office is required to send
repeated letters/faxes/telephonic messages to the DPC/Assessment Committee
meetings. This not only results in unnecessary paper work but also entails infructuous
expenditure.

In order to avoid the attendant problems of sending required
ACRs/APARs/dossiers at short notice, you are requested to kindly go through your
records and identify all the ACRs/ACR dossiers of common cadre officers (including
dossiers containing ACRs belonging to years when they may have been borne on local
cadre in lower posts) and APARs/APAR dossiers of Scientists Gr. IV(6) and Gr. IV (7)
(including APARs for the period when they were holding lower grades) and send the
same to the undersigned by name through confidential/sealed insured cover. It may also
kindly be ensured that ACRs/ACR dossiers of all common cadre officers posted in your
Lab./Instt. at present as well as those who were posted there previously are included in
this exercise. The names of such common cadre officers in service at present may be got
ascertained from the Seniority lists of common cadres circulated by CSIR Hagrs.
Previously.
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Further, the ACRs/APARs/dossiers identified for sending to CSIR Hqgrs. May be
dispatched at the earliest, but not later than 315t March, 2000. Action on priority in the
matter is solicited at your end.

Copy of CSIR letter No. 3/1/71-0O&M-II dated 10.3.2000
(21)

Sub:-Writing of the ACRs in respect of Common Cadre Officers-Amendment in Bye-law
17-Procedure reg.

| am to invite a reference to CSIR O.M.No.6/1/99-Cte dated 4th June, 1999 and
circular No.17/66/94-PPS dated 5% July, 1999 regarding amendment made in Bye-law 17
and clarification thereof.

The amended Bye-law 17 provided that the Director of each National Lab /Instt.
shall be assisted by COA, Sr. F&AO, SPO and others shall advise the Director on all
administrative and financial matters and be responsible for providing support services to
all the Scientific Staff and bench level Scientists. Director shall have the power to over-
rule the advice of aforesaid functionaries after recording reasons therefore. A report of
such cases shall be sent to Director-General, CSIR. Further, CSIR letter dated 5.7.99 as
referred to above inter-alia mentions that with the above modification in Bye-law 17,
the Sr. COA, Sr. F&AO and SPO will now be reporting independently and directly to the
Director. Consequently, the Confidential Reports of these Officers will also be written by
the Director himself as Reporting Officer and reviewed by the DG, CSIR. Further in
respect of the reports written by these officers, Director will be the Reviewing Officer.

A doubt has been raised whether in the absence of Sr. COA/COA/Sr.
F&AO/SO(F&A) or Dy. SPO as per their availability in the concerned Lab./Instt. would
advise the Director directly or not and also whether due to the incumbent senior officer
proceeding on leave/transfer and the post remaining vacant for a long time, whether
the Director of the Lab./Instt. is to function as Reporting Officer in respect of the junior
officers directly reporting to him.

The matter has been examined and it is now clarified that the Confidential Reports
of the Officers functioning as Incharge of different areas viz. Gen. Administration,
Finance or Stores & Purchase in a Lab./Instts. irrespective of the level of the officer will
be written by the Directors of the concerned Lab./Instt. if they are reporting to him
directly and such ACRs will then be reviewed by DG, CSIR.

It is further clarified that it is mandatory to conform to the policy of line of
reporting, to satisfy the provisions of the amended bye-law 17, on account of the fact
that the decision is of the GB. It is, therefore, essential that the senior most officer in
position in the Lab./Instt. in the respective cadre will function as incharge of that area
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and accordingly will be the advising officer of that area. It is not open to practice any
alteration in the schedule of Reporting Officer/Reviewing Officer as stated in para 2 to 4

above.

It

is requested that these requirements may kindly be ensured for strict

compliance.

Copy of CSIR letter No.3/1/71-0&M-Il dated 23.5.2000

(22)

Sub:- Irregularities noticed while Writing/Reviewing and Communicating of APARs.

of bias

| have been receiving many representations from employees making allegations
and/or irregularities of one or the other kind in the conduct of many cases, as a

result of which the wrongly conducted assessments have to be quashed, resulting in
avoidable inconvenience/problems to all concerned. Some of the common irregularities
noticed in such cases are as under:-

Writing/Reviewing and Communicating of APARs — There is a prescribed
schedule for writing, reviewing and communication of APAR gradings. It is noted
that this is not being followed strictly by many Labs/Instts. and the assessments
are being conducted either without communicating the gradings or
communicating the same just a few days before the assessments. As per rules, it
is necessary to communicate the APAR gradings and dispose off the
representations made, if any, within the prescribed time limit well before the
assessments, failing which the assessment(s) conducted are liable to be quashed.

If the employee concerned fails to submit his self-assessment report by
the stipulated date, the reports have to be written and reviewed by the
concerned offices on the basis of their own knowledge about the work and
conduct of the officer to be reported upon. The prescribed procedure must be
followed to ensure proper and timely completion of the APARs.

Assessment Committees were not constituted strictly as per prescribed
guidelines, inasmuch as either the members were not taken from the approved
valid panel of experts or they were not from the relevant field, or the number of
experts was not what it should be as per given guidelines. It is to be noted that
inclusion of experts from non-relevant field or constituted the Assessment
Committee with more or less number of experts than the number prescribed
under the relevant provisions, amounts to violation of guidelines. It is, therefore,
imperative that the experts of Assessment Committee are chosen only from the
approved expert panel and their numbers and level are kept strictly as
prescribed under the guidelines.
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3. As per guidelines the Assessment Committees are to be constituted by the RC or
MC as the case may be. In some cases, this has been found to have been done
only by the Director and/or Chairman, R.C., which is not proper. The Assessment
Committees should always be constituted by the RC/MC at their meetings.

4. As per guidelines, the names of alternate Chairman and expert members are also
required to be specified by the RC/.MC while constituting the Assessment
Committees. This was not done in some cases. Consequently, in place of the
Chairman or any expert member who did not come to attend the meeting, they
were replaced at the last moment improperly. This is also a procedural
irregularity and should, therefore, be avoided.

5. In some cases the declaration of assessment results were unduly delayed. The
results of successful as well as non-successful candidates should be announced
soon after the assessments.

6. The procedure of seeing the APARs and opening the Peer Review/Refree marking
and adding the marks of these two components only after awarding the
interview marks by the Assessment Committee, has also to be strictly followed.

7. As per Para 0.8 of revised MANAS, it is the primary responsibilities of the
COA/AO of the Lab/Instt to ensure that the guidelines of the Assessment
Schemes are followed correctly. To ensure this, it is necessary to associate these
offices with the processing of the assessments at each and every stage and all
papers/records relating to the assessments, including the proceedings etc.
should be maintained by the COA/AQ. Consequently, the COA/AO handling the
assessments shall be held personally responsible in case of any technical lacunae
in the proceedings.

These are only a few of the points out of the many aspects which are required to
be kept in view for proper conduct of the assessments.

Keeping in view the fact that even a minor procedural irregularity is considered
to be a violation of the rules/guidelines by the courts resulting in quashing of such
irregular assessments, | request you kindly to ensure that all assessments are
processed and conducted strictly as per prescribed procedures and guidelines.

The contents of this letter may also be brought to the notice of COA/AO and all
other concerned staff members of your Lab/Intt. for their information, guidance and
strict compliance.

Kindly acknowledge receipt.

Copy of CSIR D.O Letter No. 17/66/8/94-PPS dated 25.08.2000
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(23)

Sub:- Procedure to be followed in respect of incomplete APARs.

Refer to your letter No. 105-Admn(153)RM/99-E.Il dated 19.6.2000 regarding the

procedure to be adopted to update the /APAR dossier in respect of S&T staff whose
APAR. forms were left incomplete/not returned to Lab/Instt. administration by
respective Reporting /Reviewing Officer within the prescribed time limit on their
demitting the offices due to retirement/resignation etc.

2.

The following procedure may be adopted

In the absence of Reviewing Officer not completing his portion in the APAR form,
the report written by Reporting officer may be placed before the APAR
Normalization Committee and the grading as awarded by 'APAR Normalization
Committee' be communicated to the employee concerned as in any other case
when report has been reviewed by the Reviewing Officer.

In the absence of both reporting and reviewing in the APAR for any particular
year, an ‘averaged grading' on the basis of all the APARs available for past years
in the same group and grade held by the individual may be taken for calculating
the APAR marks for that particular year for which APAR was not filled in, and

The APAR for any particular period cannot be filled in at a later stage by any
officer who had not been authorized to act as Reporting or Reviewing Officer
during that relevant period in respect of the concerned scientist. Such cases may
be regulated as per item 2 (a) or (b) above as the case may be.

3. The best course, will always' be to ensure that all the reports which are due to be

filled in by both the Reporting and Reviewing Officers. In this connection your
attention is also invited to DO letter No. 17/66/8/94-PPS dated 25.8.2000 from the
DG, CSIR underlining, inter-alia, the need for timely completion of APARs/ACRs.

Copy of CSIR letter No. 3(80)/85-0&M dated 31.10.2000

(24)

Sub:- Writing of ACRs by officers under suspension-Review of instructions reg.
Ref: Circular letter No.3/1/71-0O & M dated 23.8.1978

In continuation of this office letter of even number dated 23rd August, 1978 on

the subject cited above, | am directed to forward herewith a copy of 0.M.No.2101
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I/8/2000-Estt.(A) dated 25.10.2000 from Department of Personnel & Training, New Delhi
for information, compliance /guidance and necessary action.

Copy of CSIR letter No. 3/1/71-O & M dated 13.12.2000

Enclosure
Copy of 0.M.N0.21011/8/2000-Estt.(A) dated 25.10.2000 from Department of Personnel
& Training (DoPT)

The undersigned is directed to refer to this Department's 0.M.No0.21011/2/78-
Estt. (A) dated 1st August, 1978 which allows the Reporting/ Reviewing officer under
suspension to write/review the ACR on his subordinates within two months from the
date on which the report was due.

The policy of the Government has been reviewed in the light of a suggestion
from Central Vigilance Commission and it has been decided in partial modification of the
above orders that no officer under suspension should be allowed to write/review the
ACRs on his subordinates if during major part of writing/reviewing he is under
suspension as he might not have full opportunity to supervise the work of his
subordinates.

3. The Ministry of Agriculture & Cooperation etc are requested to bring the above
decision to the notice of all concerned authorities for compliance and guidance.
Sd.
Harinder Singh)
Joint Secretary to the government of India
Copy to All Ministries /Departments as per standard list.

(25)

Sub: Maintenance of APAR/ACR folders in respect of Scientist G&H and Common
Cadre Officers at CSIR Hqrs.

| am to refer to this officer circular letters of even number dated 9t Sept., 1999
and 10™ March, 2000 (copies attached) calling for uptodate and complete APAR/ACR
folders of Scientists G&H and Common Cadre Officers and to state that the dossiers of
all the officers who have since been promoted/appointed to the above grades during
the last two years i.e. subsequent to your reply to above mentioned circulars, may be
sent by name to the undersigned.

Further, the following details may also be furnished separately in respect of al
Scientists G&H posted in your Lab//Instts. as on date:-
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1. Name

2. Group & Grade of the post held
3. Date from which holding the post
4. Date of birth

5. Date of superannuation

Urgent action in the matter is solicited.
Copy of CSIR letter No. 3/1/71-0O&M:-II(a) dated 15/19.10.2001
F.No. 3/1/71-0&M/Il dated 9t Sept. 1999

| am to state that the updated service particulars in respect of Scientists, of Gr.
IV(6) and Gr. IV(7) on the rolls of your Lab./Instts. are not available with us. You are,
therefore, requested to kindly furnish the details in respect of Scientists Gr.IV(6)s and
Gr.IV(7) posted in your Lab./Instts. as Indicated below:-

1. Date of birth/Superannuation.
2. Date of Apptt./Assessment to the present post (Group and Grade.

It may also be mentioned that the APAR folders of all Scientists, Gr.IV(6) and Gr.
IV(7) are required to be maintained at CSIR Hgrs. In the event of the APAR folder
of any Scientist Gr. IV(6) and Gr. IV(7) not having been sent to this office, the
same may kindly be sent at the earliest.

The above information is required in this office in connection with updation
of our records. This may kindly be treated at URGENT.

(26)
Sub:- Incomplete APARs - procedure regarding.

As per CSIR Circular letter no. 3/80/85-0&M, dated 31.10.2000, the benefit of
averaging is available only in respect of cases of foreign assignment/deputation/study
leave/EOL where APARs cannot normally be written under the given system. In practice,
however, it is observed that this provision is grossly misinterpreted and misused to give
undue benefit to those Officers who are intentionally avoiding submission of Self-
Assessment Report for fear that reports might not fetch them the grades as per their
liking.

The matter has been examined and it has been decided with the approval of the
DG, CSIR that:-
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a) If APAR is not available for a year/part of year/a number of years because the
officer has not submitted his/her self-Assessment report inspite of one or more
reminders, and Reporting/Reviewing Officers are not in a position to grade the
officer without self-assessment report, a remarks to this effect will be placed in
the APAR Dossier of the officer by the COA/AO after getting the approval of the
Director.

b) The COA/AO will also place in the Dossier copies of the correspondence made
with the officer reported upon/Reporting Officer/Reviewing Officer in this
regard; and

c) The Officer will get zero mark for those APARs. In other words, computing the
marks of APAR component in respect of the laid down residency period the
officer, who has failed to submit his/her self-assessment report for some period
will not get any mark for the APAR in question.

It is, therefore, requested that all future assessment may be regulated
accordingly.

Copy of CSIR letter No. 17/66/94-PPS dated 26.3.2002
(27)
Sub:- Revised ACR forms.

In continuation to CSIR letter of even no. dated 26.3.2002 (Serial Circular No. 124),
| am directed to state that:

The critical appraisal/grade for the period ending 31.3.2001 as per the existing
APAR format and instructions thereon, may be communicated to the respective
scientists for the full reporting year i.e. 2000-2001.

As per instructions issued so far, the new ACR format for Gr. IV scientists was to be
introduced from 2001-2002 and onwards. However, since the exercise to devise the new
ACR format is going to take some more time, it has been decided that till such time as
the new format is approved and introduced, the existing format of APAR may be used as
ACR proforma. The gradings, except the adverse remarks, if any, shall not be
recommended.

The CSIR Recruitment & Assessment Promotion Rules, 2001 are applicable only to
Gr. IV scientists, hence the existing recruitment and assessment promotion rules for Gr.
I, I, 1Il will continue to apply. Therefore, the existing APAR format for these group will
continue to be operative.

Copy of CSIR letter No. 7-1(2)/2002-R&A dated 7.6.2002
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(28)
Sub:- Revised ACR forms.

| am directed to refer to your letter No. RLJ -18(5)/Vig. dated 13.6.2002 on the
above subject and to clarify that w.e.f. 1.4.2001 normalization of APAR gradings of Gr. IV
scientists will not be required since the APAR system has been replaced by closed
confidential ACR system w.e.f. 1.4.2001.

Copy of CSIR letter No. 7-1(2)/2002-R&A dated 20.6.2002
(29)
Sub:- Annual Review of Performance (ARP) Proforma.

| am directed to invite your attention to para 8.1. of CSIR Scientists Recruitment
& Assessment Promotion Rules, 2001 and CSIR letter No. 7-1(2)/2002- R&A, dated
7.6.2002 regarding replacement of existing non-confidential system of Annual
Performance Appraisal Report (APAR) by Annual Confidential Report (ACR) and to "state
that the new proforma has now been devised and finalised. The new ARP proforma will
be effective from 1.4.2003. APARs for the period ending 31.3.2003 may be written in the
old proforma. However, the gradings, except the adverse remarks, if any, shall not be
communicated as already conveyed vide CSIR circular dated 7.6.2002 referred to above.
A copy of the new Annual Review of Performance (ARP) proforma is enclosed for
necessary action.
(Please link CSIR Proformae at “Group-1V Staff, CSIR”)

Copy of CSIR letter No. 5-17/70/2002-PPS dated 1.1.2003

(30)

=T Wmﬁﬁmmmﬁmﬁmmﬁﬂﬁﬁquqsuﬁ?vmdl
Haell dretH H 3oToh AT T FT Seold [T FTe T A |

Sub: Indication in the Annual Confidential Reports against the column  for
Communication Skill n respect of officers who have done good work in Rajbhasha Hindi.

3 TSTHTST fARTT, Ig FHATST § UIedd 3UYFT faNT W fetien 8/11/2002 & 3 Am. U
HEAT1/14013/03/94- 1. 1. (#f 1) T FfeY TIhRT F=AT, 3fegaelet AR 3TaRTR HRGTEN & T FT
®I gl
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| am to forward herewith a copy of the Govt. of India, Deptt. Of Official Language,
Ministry of Home Affairs dated 8.11.2002 on the above subject for your information, guidance
and further necessary action.

Copy of CSIR letter No. 15-3/1/71-O&M-ll(a) dated 8.1.2003

37 QM. YT HEAT 1/14013/03/94- 1. 1. ( fa 1) feaiish 8/11/2002

#H It €T ATAAT TETHAFAT S & 379a7 AfAFZ TgAfaa o FEfoT f&tiss 23.12.2000 & 95
(GersT Tt & frw gf Herve) Y 3R RS AT TG TTHH T fEe  3rest e et arel
IR T arides M= RUE H 3eTeh TG B I Seol [hT STl T A& § 8 & /37edTelel
H g WAR & TN F @ aur 1 Ao & 3RFRTIT / FATRIT W AR Jar3it & ifmiRar
i) @RI ISTATT EET 7 FohT 31T TG 1 T Sooid 3a7eh AT Mg RAIE & I FagR H
Ieldl ( Communication Skill) Heielt e & fovar STal

2. 3ERY B T 38 ITAR 39 FHATerd/ TImeT qur deer/ efierey Hrforat # Hriarr giafad
EREIY

TTAHAT

Dated 23.12.2000

herar e afAfa, it der dhr TrsremT f@EY & TR T e 1T & woer faenrd & forw geima e arelr
Hafed AfATT & foh e 22.09.2000 1§ ook & ITTHTST fEEY & TR HIFHIST & T HY Tl
et i aeietr A 91 | 58 919 IR AT a1 918 T Tiawne & @ $r TorenT e Taeh grawmer
& IR H gAR AR/ FHATRIT GaRT 3BT T HeH] ﬁqu FfAar § 39w T F T
HHAIST H EEY & Scaicak TT Y FIATRET el o feIT S sheH 3TV SIIU| STgl el ot Heor g,
g &Y & 1 X 3/ o 8 3 T & WcaTied Fa T JATH 1T Iyl

2. U HSY A H GG & 19 U FHATerT/ T U Irefereer hraflerdl & et f&dr & v fhw

ST T ST AT 0T AT let & TIT o¥e=T she# 3oIT:

I eNEy gemafae domt # aur afaar fr afafa fr sowl # faar faad Ak sriaEr a6 7
el &l Scdllcd] WcdTTad fohar STl

I IrsreTeT iR dr aR13(3) FI( THS dgd TS FITSd fRer 3R 3T & |ry ary sy
R SieY 31fard & ar R 5 &1 (S 3iaera B & ured o &7 3car B & e s
HAGTI § | FF TTGETAT ST 3UETT et aTel HTAFRAT I fr e A gz ane s ag #ifasy
38 ygiad @ |
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. TTTST 38 # 3ot ) et arel iUt i arfde aosha RO 7 3o augaig
I Seold fohaT ST

IV. ST qUT HRTSET Aged o TN W, STeT el THT g1, 3T IR 3k TgTeiamoT 3oy
syor TGS A &1 fagt A S arer IRA 9 fAfey Asel & dew ganr & # siftsiias
ST ST ST 3HTGRThdTTHR SR GATaT o HIETH § GTST AaTT o 51T Hebll &

3. 3MMRATE, 319 39 HATRT TAT H HraToral H S A ) itel o foIv 3uderd foigait W fagy
ETeT 3T AT FHI-FHT OR TEATA T G 81 X IEIN HOAT HT 391 HATor/ Haer T Jrefierey
el H TSI FEEY & e et o IR H 3uT g3t & Faer 7 worfey & FAT-9Hg X 734 87
39T A TG

QURTHATIN Higel
(31)

Sub:- Annual Review of Performance (ARP) Proforma.

| am directed to refer to this office letter of even number dated 2.1.2003 on the
above subject wherein it was communicated that the new ARP proforma will be
effective from 1.4.2003. It has now been decided that the new ARP proforma for Group-
IV staff will be implemented from 1.4.2004. APARs for the period ending 31.3.2004 may
be written in the old proforma. However, the gradings, except the adverse remarks, if
any, shall not be communicated as already conveyed vide CSIR letter No.7-1 (2)/2002-
R&A, dated 7.6.2002.

Copy of CSIR letter No. 5-17/70/2002-PPS dated 13.8.2003
(32)
Sub:- Annual Review of Performance (ARP) Proforma.

| am directed to refer to this office letter of even number dated 12.8.2003 on the
above subject wherein it was communicated that APAR for the period ending 31.3.2004
may be written in the old proforma and to clarify with the approval of the competent
authority that the new ARP proforma for Group-IV staff will be implemented for the
reporting period from 1.4.2003 to 31.3.2004. Thus, the ARP for the period ending
31.3.2004 will be written in new proforma, instead of old proforma as mentioned in
aforesaid letter.

Copy of CSIR letter No. 5-17/70/2002-PPS dated 20.11.2003

32



(33)
Sub:- Writing/Reviewing of APARs.

| am directed to state that under the existing guidelines, the Reporting Officer shall
be at least one rank higher than that of the assessee and the Reviewing Officer should
be senior and wherever possible should be of a rank higher than that of the Reporting
Officer. The reports should be written by the immediate supervisor of the employee
concerned and the reporting and reviewing should not be done by same person, save in
exceptional circumstances. Since large number of Scientists have been promoted as
E.II/F, it is becoming difficult for the Labs./Instts. to follow the above instructions and
Directors have to act as Reviewing Authority in a large number of cases as a result a
number of references are sent to DG, CSIR, being the Appellate Authority.

The matter has been considered by the competent authority and it has been
decided that the “Reporting Officer should normally be one rank higher than that of
assessee” instead of the existing position that “the Reporting Officer should be at least
one rank higher than that of the assessee” The above position may kindly be brought to
the notice of all concerned in your Lab./Instt. for their information/guidance and
necessary action.

Copy of CSIR letter No. 17/66/94-PPS dated 5.12.2003
(34)
Sub:- Annual Review of Performance (ARP) Proforma.

In continuation of this office letter of even number dated 1/2.1.2003 on the
subject cited above, | am directed to state that a copy of final ARP format (English
version) has been received from OSD, HRDC, Ghaziabad which contains few
corrections/changes in the format which have been underlined, a copy of which is
enclosed herewith for incorporating necessary corrections while printing the ARP
Format.

Copy of CSIR letter No. 5-17/70/2002-PPS dated 25.2.2004
(35)
Sub:- Procedure laid down for writing the APAR/ACR/ARP - reg.

It has been observed that despite clear instructions concerning the procedure laid
down for writing the APAR/ARP/ACR and time schedule for submission of the same, the
instructions are not being followed in a large number of cases. The following
instructions/guidelines may kindly be kept in view by all concerned while writing the
ARP/APAR/ACR: -
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The assessment must be fair to the individual and should be so written as to
assist the Reviewing Officer or the Designated Authority in deciding whether the
individual is fit for promotion/confirmation, etc. It should give an objective view
of the officer's main qualities 'taking into consideration his work for the whole
year and not .on the basis of occasional flashes of good work and lapses, if any.
The Reporting Officer should bear in mind that the report in ARP/APAR/ACR is a
reflection of his judgment. These should be written carefully after giving
judicious thought. Cryptic, vague or non-committal remarks are to be avoided.

Some employees are graded between "good to very good", "fair to good", etc.
This practice does not conform to the laid down procedure. The grading in APAR
to be written in respect of Technical —employees in Group-I, II, lll should conform
to 7-point scale in accordance with the guidelines issued under MANAS &
Revised MANAS. Similarly, the grading in ACRs of Administrative(Non-Tech) staff
should conform to the 5-point scale as enumerated below (in Descending Order).
As regards, Scientists in Group-IV, their performance is to be evaluated as per
instructions contained in CSIR letter no. 5- 7/70/2002-PPS dated 01.01.2003 &
13.8.2003.

7- Point Scale in r/o Technical staff

Outstanding
Excellent

Very Good

Good

Satisfactory

Fair
Poor

5-Point Scale in r/o Administrative (Non-Technical) staff

Outstanding
Very-Good

Good

Average
Below Average

The report of an employee should not be .written by an officer under whom the
employee to be reported upon has worked for less than three months.

Only the actual Reporting and Reviewing Officers under whom the employee
worked during the reporting period may write/review the -reports for the

concerned period.
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10.

11.

12.

13.

if an employee has worked under two or more officers separately within the
reporting year and each period is of 3 months duration or more., separate ACRs
may be got written so as to cover the entire period of the reporting year.

The Column relating to certification of Integrity shall be filled up as per the
guidelines issued by the Govt. of India, OM No. 51/5/71-Estt.A dated 20/5/1972.
Integrity should be certified as "Beyond Doubt"; and substitutes such as "Above
Board", "Very Good", "Excellent”, "Honest" or "Infallible", "Nothing adverse
has come to my notice", "Trustworthy" etc. should not be used.

In accordance with the instructions contained in Circulars No.17(65)/P.42/90-
PPS.dated January 8, 1991 and February 26, 1993, the performance-.of
Scientific/Technical staff are to be evaluated against the tasks assigned.

In case an Administrative employee does not submit his self assessment report,
in time to his/her Reporting Officer, the Reporting Officer will be issued another
blank form from CR Cell and he/she will proceed to write the report on the basis
of his/her experience of work and conduct of the officer reported upon during
the period under review. While doing so he/she may also point out the failure on
the part of the officer reported upon in submitting his self- assessment within
the stipulated time.

Before recording any adverse remarks in the ACRs. the Reporting/Reviewing
Officer should satisfy himself that such decision has been taken only after the
person reported upon was made known of the deficiencies noticed and
reasonable time and opportunity was given to the employee concerned to
improve upon himself.

It may kindly be ensured by the Reporting/Reviewing officer that the declaration
regarding submission of Annual Property Returns of the preceding year in time
has been given in Part Il by all officers/officials falling in Group A and B (i.e. all
those in the pay scale of Rs. 5500-9000 and above).

The Column regarding "Communication Skill" in Hindi in r/o Class "A” "B” and "C
officers/officials shall also be filled-up as per the .Ministry of Home Affairs, Govt,
of India DO No. 1/14013/03/94-Raj.bhasha dated 8™"Nov. 2002.

The reports should be written by the immediate supervisor of the employee
concerned and the reporting and reviewing both should not be done by the same
person, save in exceptional circumstances;, as per the instructions contained in
DG's D.O. No. 1/(66)/PPS dated 09.11.1994.

If a Scientific /Technical officer has not submitted his/her self- assessment report
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in spite of "one or more reminders and Reporting/Reviewing-officer are not in a
position to grade the officer without self-assessment reports, a remark to this
effect will be placed in the APAR dossier of the officer and he/she will get zero
mark for those APARs, in accordance with CSIR Circular letter No. 17/66/94-PPS
dated 26.3.2002.

14. Whenever an official is awarded the grading viz; "Outstanding", the reasons for
awarding the same are to be clearly brought out in terms of CSIR Circular letter
No.3-1/71-0&M dated 1.6.1999.

15. In cases, where the Reporting Officer is not available during the Reporting year
or if the Reporting Officer has an experience of less 'than 3 months on which to
base his report, the Reviewing Officer can act as Reporting as well as Reviewing
Officer, provided he/she is fully conversant with the functions and performance
of the officer being reported upon in terms of CSIR Central Office OM
No.l6/15(BF)/2004-CR dated 5/3/2004.

16.  The reporting officer should normally be one rank higher than that of the
assessee as per instructions contained in CSIR Circulars No. 17/66/7/94-PPS
dated 5.12.2003.

17. The time ' schedule for writing/reviewing/ and communication of APARs should
be strictly followed as per instructions contained in DG, CSIR D.O. letter No.
17/66/8/94-PPS dt.'25.8.2000,

18. The procedure to be followed in respect of incomplete APARS may be followed
in terms of instructions contained in CSIR letter No. 3/80/85-O & M dt.
31.10.2000.

Copy of CSIR letter No. NO: 16/15(BF)/2004-CR. dated 11.5.2004
(36)
Sub: Maintenance of ACRs/APARs/ARPs.

It has been decided that henceforth the following work relating to maintenance
of Annual Confidential Reports (ACRs)/Annual Performance Appraisal Reports
(APRs)/Annual Review of Performance (ARPs) shall be performed under the signature of
Under Secretary(Vig.):-

1. Verification of all ACRs/APARs/ARPs in respect of all

administrative/technical/scientific personnel in the scale of 8000-13500 and
below.
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2. Communication of adverse remarks in ACRs of Officers in the pay scale of Rs.
8000-13500 and below.

3. Communication of orders of Competent Authority in respect of representations
against adverse remarks in all ACRs/APARs/ARPs.

4. Attestation of entries regarding expunction of adverse remarks in
ACRs/APARs/ARPs.

Copy of CSIR letter No. 15-3/65/42/2003-0O&M dated 19.5.2004
(37)
Sub:- Reviewing of APARs/ARPs in respect of Scientists EI/EII/F.

From time to time, CSIR Labs/Instts. have been advised that the S&T work should
be structured in such a way that the APARs/ARPs in respect of S&T staff is written by the
immediate supervisor of the employee concerned and that the Reporting Officer should
be at least one rank higher than that of the Officer being reported upon. Likewise, the
Reviewing Officer should be senior and wherever possible should be of a rank higher
than that of the Reporting Officer.

It has been observed that a large number of APARs/ARPs in respect of Scientists
E.l, E.lIl and F are being sent to CSIR Hqrs. for getting them reviewed by the Director-
General, CSIR on the plea that the individuals concerned are reporting directly to the
Director. The matter has been considered by the DG, CSIR and it has been decided to
advise all the Labs/Instts. to structure their work and activities in such a way that
APARs/ARPs of Scientists up to the level of Scientist Gr.IV(5) are written and reviewed at
Labs/Instt. level.

You are, therefore, requested to take necessary action accordingly and send
APARs/ARPs of only Scientist ‘G’ for review by DG, CSIR.

Copy of CSIR letter No. 15-3/71-0O&M(pt.V) dated 30.8.2005
(38)
Sub: Conversion of APAR marks for assessment under CSRAP Rules, 2001.

| am directed to invite a reference to CSIR Circular letter No. 7-1(1 )/2001-R&A
dated 16-10-2002 whereby the Labs./Instts. were intimated the procedure as to how the
existing 7-Point APAR Gradings are to be converted into marks to arrive at the minimum
average percentage of the marks for determining the eligibility as specified under Rule
7.4 of CSIR Scientists Recruitment & Promotion Rules, 2004, and to say that w.e.f. 1-4-
2001 for Scientists Group-IV, the APAR was replaced with the ACR system. As such, the
conversion of APAR gradings as per the aforesaid guidelines is to be done only upto 31-
3-2001. Accordingly, in case the Labs./Instts. have used the conversion table beyond 31-
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3-2001, they are requested to take corrective measure for rectifying the mistake after
following the due procedure.

Copy of CSIR letter No. 7-1(2)/2005-R&A dated 28.11.2005
(39)
Sub:- Communication of adverse entries marks recorded in the ACR.

The undersigned is directed to state that in accordance with the existing
instructions of this Department, adverse entries/remarks recorded in the ACR of the
official have to be communicated to him for further improvement in his performance
and the official concerned has also an option to make a representation against the
adverse remarks within the prescribed time limit. According to the existing instructions,
the overall grading given in the ACR should however, not be communicated even when
the grading given is below the bench mark prescribed for promotion to the next higher
grade. The overall grading recorded in the ACR has also not to be changed in any way
even after the expunction of the adverse remarks either fully or partially by the
Competent Authority.

The Hon'ble Supreme Court has declared in its judgement, dated 22.11.2005 in
UOI and. Anr. Vs. Major Bahadur Singh (Civil Appeal No. 4482 of 2003) that the
judgement of the court, dated 31.1.1996 in UP Jal Nigam and Ors. Vs. Prabhat Chandra
Jain/and Ors. SKP (Civil) No.16988/95 has no universal application and the judgement
itself shows that it was intended to be meant only for the employees of UP Jal Nigam.

All Ministries/departments are accordingly requested to ensure that any
challenge to the existing instructions of this Department in regard to the communication
of adverse remarks in any court taking shelter in the Supreme Court judgement in UP Jal
Nigam or any other judgement based on UP Jal Nigam judgement is properly defended
keeping in view the above declaration of the Supreme Court in UOI vs. Major Bahadur
Singh.

Copy of Gol O.M No. 21011/1/2006-Estt.(A) dated 28.3.2006
(40)

Sub:- Treating the Earned Leave taken during the period of report for the purpose of
computing 3 months service under a Reporting/Reviewing Officer.

| am to forward herewith a copy of Govt. of India, Ministry of Personnel, PG &

Pensions, Department of personnel & Training OM No. 21011/1/2006-Estt(A) dated
16.1.2006 for your information, guidance, compliance and necessary action.
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This circular will be applicable to Scientific, Technical and support staff also.
Copy of CSIR letter No. 15-3/1/71-O&M (Pt. V) dated 5/17.4.2006

F.No. 21011/1/2006-Estt(A) dated 16.1.2006 of Govt. of India, Ministry of Personnel, PG
& Pensions, Department of personnel & Training

The undersigned is directed to state that in accordance with the existing
instructions of this Department, the Reporting and Reviewing Officers are required to
have at least 3 months experience of supervising the work and conduct of the Govt.
servant reported upon to record their assessment in the Annual Confidential Report
(ACR). The question of treating the period of Earned leave availed at a time for more
than 15 days by the officer to be reported upon, during the period of report has been
considered in this Department. It has now been decided that where an officer has taken
Earned Leave for a period of more than 15 days, the total period spent on leave can be
deducted from the total period spent on any post, for purposes of computing the period
of 3 months which is relevant for writing of entries in the ACR. Leave taken for short
term duration need not be treated as relevant for the purpose.

(41)
Sub:- Timely completion of ACRs/APARs/ARPs.

It has been observed that ACRs/APARs/ARPs of Officers and staff posted in CSIR
Laboratories/Institutes are not completed in time leading to avoidable administrative
problems. DG, CSIR has taken a serious view of the matter and has ordered that
henceforth the following schedule be strictly followed for completion of
ACRs/APARs/ARPs:-

(i) | Distribution of ACR/APAR/ARP - | By 10t April
proforma

(ii) | Submission of Self-Appraisal Report - | By 20%™ April
(SAR) in downloaded proforma to
Admn.

(iii) | Forwarding of Report proforma by - | By 30t April

Admn. to Reporting Officer

(iv) | Submission of Self-Appraisal Report - | By 30t April
(SAR) by the employee to Reporting
Officer (where form has been
provided by the Admn.)
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(v)

Completion of report by Reporting - | By 31t May
Officer (and submission to Reviewing

Officer)

(vi) | Completion of report by Reviewing - | By 20™" June
Officer

(vii) | Forwarding completed reports to - | By 30™" June

Admn. (Scientists 'G' and Common
Cadre Officers to CVO)

2. Director-General, CSIR has further ordered that:

(a)

(b)

(c)

(d)

(e)

The names of the Reporting and Reviewing Officers should be notified to the
employees well in time.

In order to get the process of writing the ACRs completed within the given
time schedule, all the Labs./Instts. including CSIR Hqgrs. may place the
proforma of the reports on their website so that employees (who have not
been issued blank ACR/APAR/ARP proforma by the
Establishment/Administration/CR Section) can download it immediately for
filling up Part-l (personal information) and submitting their Self-Appraisal
Reports (SARs) to the Establishment/Administration/CR Section of their
respective Lab./Instt. so that the concerned Reporting Officers may receive
these proformae latest by 30th April.

In those cases where the employee to be reported upon does not submit
his/her SAR by the scheduled date, the Reporting Officer should
obtain/download the proforma and fill the portion earmarked for Reporting
Officer based on his/her knowledge of the work and conduct of the
employee to be reported upon. In such cases, explanation of the concerned
employee should be obtained for not submitting his/her SAR by the
stipulated date.

It would be the personal responsibility of the Reporting/Reviewing Officers
to ensure that no delay is caused in completing the ACRs/APARs/ARPs, as
per the aforementioned schedule, due to inaction on their part.

The meetings of DPCs and Assessment Committees shall be held only after
ACRs/APARs/ARPs of all the officers, who are to be considered, have been
received and verified.

You are requested to ensure that the aforementioned orders of Director-General,
CSIR are complied with by all the officers and staff in your Lab./Instt..

Copy of CSIR letter No. 15-3/1/71(2006) dated 10.4.2006
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(42)

Sub:- Normalization of APAR Gradings - Extension of use of conversion table upto
period ending 315 March' 2003.

| am directed to draw your attention to this office letter no.7-1(2)/2002-R&A dated
26.03.2002, regarding replacement of APAR to ACR system. Further vide circular no. 7-
1(2)/2002-R&A dated 7.6.2002; it was clarified that till ACR format is devised and
introduced, the existing format of APAR may be used as ACR proforma. Thereafter,
guidelines were issued vide letter no. 7-1(1)/2001-R&A dated 16.10.2002, relating to
conversion of 7-point APAR grading into marks to arrive at the minimum average
percentage of marks for determining the eligibility of scientists for consideration for
assessment promotion as specified under Rule 7.4 of CSIR Scientist Recruitment and
Promotion Rules, 2001. The new ACR format was circulated vide letter no. 5-
17/70/2002-PPS dated 1/2.1.2003 and 25.02.2004.

Reference were being received from different Labs./Instts. regarding conversion of
APAR gradings into marks for the period from 1.4.2001 to 31.3.2003 as during that
period old APAR format was in use for determining the eligibility of scientists for
assessment purpose. Accordingly, information from all the Labs./Instts. was called (vide
letter 7-1(2)/2005-R&A dated 25.1.2006) to review the position. Simultaneously, the
labs./Instts. were requested that till the review is made, assessment cases of scientists
in whose cases eligibility was to be determined based on APARs for the period from
1.4.2001 to 31.3.2003 may be kept in abeyance.

The matter has now been reconsidered by the DG,CSIR in consultation with Legal
Adviser and it has been decided to allow conversion of APAR gradings, into marks as per
procedure laid down in CSIR letter no. 7-1(1)/2001)/2001-R&A dated 16.10.2002 upto
the period 31.03.2003 i.e. the period upto which old APAR proforma was used for
writing ACR.

You are, therefore, requested to review the cases of scientists whose assessment
was due during the period from 01.04.2001 to 31.03.2003 in the light of the
aforementioned decision and in case any one becomes eligible for consideration for
assessment, his/her case may be reconsidered for assessment.

Copy of CSIR letter No. 7-1(2)/2006-R&A dated 25.4.2006
(43)

Sub:- Regarding ARP/APAR/ACR proforma available on the CSIR Website viz.
WWW.CSir.res.in.

It is for information of the all concerned staff of the Council that the
ARP/APAR/ACR form earlier issued by CR Cell, are now available at CSIR Website
(www.CSIR.res.in).
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Al the staff/officers of the Council are requested to get the proforma
downloaded relating to their respective Post and fill the personal data and Self Appraisal
report and submit the same to their respective Reporting/Reviewing Officers as per
Time Schedule given below:-

e Submission of Self Appraisal Report (SAR) : 17t May, 2007
In downloaded Proforma.

e Forwarding of Report Proforma : 25 May, 2007
To the concerned Reporting Officer

e Submission of Self-Appraisal Report (SAR) : 4% June, 2007
By the Reporting Officer/Reviewing Officer

e Completion of report by Reviewing Officer : 13t June, 2007

e Forwarding the completed reports to CR Cell : 25% June, 2007

All the Reporting Officers while submitting their own self-appraisal to their
respective Reporting Officers, may please mention in the covering note whether
they have forwarded all the ARP/APAR/ACR forms in r/o their subordinates, duly
completed, to the Reviewing Officer within the specified date.

Heads off Divisions are requested to ensure that all the pending ACR/APAR/ARP
for the previous years still pending with them are sent to CR Cell immediately as
non-submission of ACR/APAR/ARP leads to various administrative problems.

If any staff member does not submit the self-appraisal within the specified date,
it will be presumed that no self-appraisal is being submitted by the individual
concerned, and the Divisional Heads may report the same to CR Cell for necessary
action as per the existing rules.

In case any staff member has been transferred to some other Division/Section,
the correct period upto which the report is relevant may please be indicated against
their name. The time schedule indicated above may therefore kindly be adhered to
scrupulously. It is reiterated that the ARP/APAR/ACR forms are available through the
CSIR’s Website and may be downloaded for immediate action.

Copy of CSIR letter No. 16/15(BF)/2007-CR dated 4.5.2007
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(44)

Sub:- Making ARP/APAR/ACR proforma available on the CSIR Website.
Ref: OM No. 16/15(BF)/2007-CR dated 4.5.2007

Corrigendum
In continuation of OM of even number dated 4.5.2007, it is requested to download

the ARP/APAR/ACR proforma from CSIR Website address http://www.csir.res.in and not
WWW.csir.nic.in as mentioned in our above referred O.M.

Copy of CSIR letter No. 16/15(BF)/2007-CR dated 8.5.2007
(45)
Sub:- Reporting and Reviewing of ACRs/APRs —reg.

| am directed to state that under CSIR Scientist Recruitment & Assessment
Promotion Rules, 2001, APR grading/scores form the basis of eligibility for consideration
of assessment. As such, any subjective and bias grading awarded by the
Reporting/Reviewing Officer may adversely affect the scientific career of the individual.
It has been observed that in a number of cases, there is a wide difference between the
grading/scores awarded by the Reporting Officer and the Reviewing Officer or by the
Normalization Committee, as a result the individual Scientist is not eligible to be
considered for assessment which results in frustration and lot of discontentment among
the scientific community.

In order to obviate such situation, DG, CSIR has decided that for future assessment,
in cases where the incumbent is not able to secure the minimum averaged percentage
of ACR scores for eligibility for his/her assessment, the present Director/Acting
Director/Director-In-Charge of the Labs./Instts. may get the APRs for entire duration of
residency period in the present post be reviewed either by himself or through the
Normalization Committee (including in those cases where he was not a
reporting/reviewing officer or Director of the Laboratory). Wherever, after such a
review the ACR scores are upgraded by the Normalization Committee/Director, a report
with detailed justification for such an upgradation may be sent to DG, CSIR. In cases
where Director is the Reporting Officer, such a review will be undertaken by the DG,
CSIR, based on the inputs provided by the Director.

Past cases, where assessment has already taken place, and the incumbent has not

been considered/recommended for a particular assessment year, need not to be
reopened and only to be considered for subsequent chance.
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It is requested to bring the above decision to the notice of all concerned in your
Laboratory/Institute for guidance and compliance.

Copy of CSIR letter No. 5-1(44)/2008-PD dated 8.7.2008
(46)
Sub:- Revised Performance Appraisal System for CSIR Scientists.

| am directed to state that the Competent Authority, after revisiting the existing
system of ARP and with the objective to ensure adoption of participative determining of
performance dimensions, objective method of assessment, transparency & fairness, has
approved the “Performance Mapping of Scientists” (PMS) for Scientists.

The new Performance Mapping of Scientists will be applicable w.e.f. 01.04.2010
for the Scientists of CSIR. The PMS proforma is available on CSIR website.

This may be brought to the notice of all concerned for information, guidance and
strict compliance.
[Please link CSIR Proformae at “Form CSIR” — FORM-HRDG-CSIR-CR / APAR / ARP FORMS (For CSIR
Staff )]

Copy of CSIR letter No. 5-1(44)/2007-PD dated 31.12.2010
(47)
Sub:- Performance Mapping of Scientists (PMS) for CSIR Scientists — revision thereof.

In continuation of CSIR circular letter of even no dated 31.12.2010, | am directed
to state that the competent authority has approved amendments to the PMS. A copy of
the aforesaid revised PMS incorporating the amendments is available at OASIS portal.

This may kindly be brought to the notice of all concerned.

Copy of CSIR letter No. 5-1(44)/2007-PD dated 3.1.2012
(48)
Sub:- Maintenance of APARs/ARPs/PMS in respect of Chief Scientist reg.

| am to invite a reference to CSIR Circular letter No. 5-1(44)/2008-PD dated
31.10.2008, regarding Reporting and Reviewing of APARs/ARPs/PMS of Chief-Scientists
by the Director of the concerned Lab/Instts. from the reporting year 31.3.2008 and to
state that since the Director will be the Reporting and Reviewing Officer for the purpose
of annual review of APARs/ARPs/PMS, their APARs/ARPs/PMS are not required to be
sent to Vigilance Division as no action is needed at this end. Therefore, the
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APARs/ARPs/PMS of Chief Scientists of your Lab/Instt. may be maintained at the
Lab/Instt. level and the same may not be sent to the Vigilance Division. Hindi Version
will follow.

Copy of CSIR letter No. 15-31/71-0O&M/Vig. dated 8.5.2012
(49)
Sub:- Issues related to deferred promotion for scientist assessments.

This has reference to your letter highlighting the issues relating to deferred
promotion for scientist assessments. This scheme was implemented by the DRDO during
2010-11. Securing of minimum eligibility marks in APARs in the next assessment year is
not a precondition for implementing the deferred promotion recommendation of a
scientist assessment board. | am attaching herewith a copy of DRDO Communication in
this regard.

You are most welcome to contact Dr. Arun Kumar, Director of Personnel, DRDO
for further information or clarification on the above subject.
With best regards.

Copy of CSIR D.O. letter No. KVR/RAB/2012/05 dated 25.5.2012
(50)

Sub:- Regarding disposal of routine administrative work of Labs./Instts. and ACRs/O-
APARs of Common Cadre Officers.

In order to alleviate the burden of routine administrative work on Directors of
CSIR Labs./Instts. and to enable them to devote their valuable time to more important
activities pertaining to Science, Research & Development, DG, CSIR has been pleased to
approve of the following;

a) One of the senior scientists of the Lab./Instt. may be identified by the Director in
consultation with Chairman, Research Council of the Lab./Instt. to deal with
routine matters pertaining to general administration, financial management, and
services & materials management. The Director may make appropriate
delegation to enable the identified senior scientist to dispose of all the routine
matters at his level.

b) Consequent upon the above arrangement, the Heads of Administration, Finance

& Accounts and Stores & Purchase in the Labs./Instts. shall report to the
designated senior scientist
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c) The ACRs of the Officers as mentioned at (b) above, may be reported upon by
the Scientist looking after the work of administration, finance & accounts and
stores & purchase, and the Director of the Lab./Instt. may act as Reviewing
Authority.

With the above arrangement in place, the ACRs/O-APARs of Common Cadre Officers
posted in Labs, will not be sent for reviewing to DG, CSIR. The ACR/O-APAR folders of all
Common Cadre Officers posted in a Lab /Instt. shall henceforth be maintained in the
concerned Lab./Instt. On transfer of a Common Cadre Officer, his folder shall be sent
along with the Service Book to the new place of posting. To ensure that these folders
are maintained properly, the schedule of reporting and reviewing the ACRs/O-APARs, as
has already been notified to all Labs/Instts., shall be followed scrupulously.

As the new system of performance evaluation is an open system, it becomes
necessary that the gradings in O-APARs are communicated to the concerned
Officers/members of staff as per rules and instructions on the subject.

Copy of CSIR letter No. 4-10(0O-APAR)/2012-HR dated 3.8.2012
(51)

Sub:- Non-completion of ACRs/OAPARs in respect of Common Cadre Officers (CCOs) —
reg.

During the process of recent DPC meetings for Gr. ‘A’ CCOs’ posts, it has been
observed that ACRs/)-APARs of some of the Officers for the residency period were not
available till the last moment. In order to avoid recurrence of such a situation in future,
Heads of Administration (i.e. Sr. COA/COA/AQ) of the Labs./Instts. may be advised to
ensure that ACRs/O-APARs of the CCOs are completed (i.e. reported and reviewed) at
the Lab./Instt., latest by 30t™ September every year. A certificate to the effect that
ACRs/O-APARs of all CCOs posted in the Lab./Instt. have been completed and received in
the CR Cell of the Lab./Instt., is required to be sent to JS(Admn.), CSIR by the end of
October every year.

All Sr. COAs/COAs/AOs are requested to comply with the aforementioned
schedule of completion of ACRs/OAPARs.

Copy of CSIR letter No. 3-3(b)/2012-E.I dated 18.1.2013
(52)
Sub:- Adoption of online APAR from the financial year 2014-15.

The Department of Personnel & Training has notified all Central
Ministries/Departments and Personal Department of all states to adopt online
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performing appraisal system and had given instructions that Civil Servants be engaged
to make them familiar with operations and functions of online features in software.

2. As everyone is aware, CSIR has its own bespoke (customized) ERP and is making
consistent efforts to adopt online processes progressively in performing, day to
day functions. The online APAR performance appraisal system in CSIR ERP will
require to be adopted with effect from current financial year 2014-15. All
COAs/AOs and DS(CO) in the Hqgrs. are required to organize workshops to
provide training to Officers/Staff on the features of HR Portal and facility for
online APAR.

3. CSIR ERP has advanced features associated with configuration of software for
role mapping, activity allocation and work flow definition for reporting and
reviewing authorities. All COAs/AOs and SOs dealing with establishment matters
are required to familiarize themselves with these features and update the
hierarchy of reporting/reviewing officers in the service book as also associated
role specification, activity configuration setting and precede to facilitate the
adoption of online APAR.

4. The labs may also initiate action to apply for digital signature certificates for all
competent/approving and sanctioning authorities which they may decide in
consultation with Directors of their respective Laboratory. Necessary augmented
features to incorporate digital signature at final stages by the accepting authority
shall be incorporated in ERP software in the next cycle of improvement along
with the provision for FA& JS to endorse/review performances of key
functionaries in the system.

5. The core team at CSIR HQ managing the help desk would provide all the
necessary assistance to the Laboratories for adoption of online APAR.

Copy of CSIR letter No. 2/7/2010-JS(Admn.) dated 27.3.2014
(53)
Sub:- Below Benchmark gradings in ACRs prior to the reporting period 2008-09 and
objective consideration of representation by the competent authority against remarks
in the APAR or for upgradation of the final grading — regarding
| am directed to forward herewith a copy of Government of India, Department of
Personnel & Training OM No. 21011/1/2010-Estt. A dated 13™ April, 2010 on the subject
cited above for information, compliance and necessary action. This O.M shall be

applicable from reporting period 2014-15 onwards.

Copy of CSIR letter NO. 3-27/2014-E.| dated 17.4.2014
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No. 21011/1/2010-Estt. A dated 13™ April, 2010 of Govt. of India, Ministry of Personnel,
Public Grievances & Pensions, DoPT.

The undersigned is directed to say that prior to the reporting period 2008-09,
only the adverse remarks in the ACRs had to be communicated to the concerned officer
for representation, if any to be considered by the competent authority. The question of
treating the grading in the ACR which is below the benchmark for next promotion has
been considered in this Department and it has been decided that if an employee is to be
considered for promotion in a future DPC and his ACRs prior to the period 2008-09
which would be reckonable for assessment of his fitness in such future DPCs contain
final grading which are below the benchmark for his next promotion, before such ACRs
are placed before the DPC, the concerned employee will be given a copy of the relevant
ACR for his representation, if any, within 15 days of such communication, It may be
noted that only below benchmark ACR for the period relevant to promotion need be
sent. There is no need to send below benchmark ACRs of other years.

2. As per existing instructions, representations against the remarks or for
upgradation of the final grading given in the APAR (previously known as ACR)
should be examined by the competent authority in consultation, if necessary,
with the Reporting and the Reviewing Officer, if any. While considering the
representation, the competent authority decides the matter objectively in a
quasi-judicial manner on the basis of material placed before it. This would imply
that the competent authority shall take into account the contentions of the
officer who has represented against the particular remarks/grading in the APAR
and the views of the Reporting and Reviewing officer if they are still in service
on the points raised in the representation vis-a-vis the remarks/gradings given
by them in the APAR. The UPSC has informed this Department that the
Commission has observed that while deciding such representations, the
competent authorities sometimes do not take into account the views of
Reporting/Reviewing Officers if they are still in service. The Commission has
further observed that in a majority of such cases, the competent authority does
not give specific reasons for upgrading the below benchmark ACR/APAR
gradings at par with the benchmark for next promotion,

3. All Ministries/Departments are therefore requested to inform the competent
authorities while forwarding such cases to them to decide on the
representations against the remarks or for upgradation of the grading in the
APAR that the decision on the representation may be taken objectively after
taking into account the views of the concerned Reporting/Reviewing Officers if
they are still in service 'and in case of upgradation of the final grading given in
the APAR, specific reasons therefore may also be given in the order of the
competent authority.
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(54)

Sub:- Reporting/Reviewing and Maintenance of ACRs/O-APARs of Common Cadre
Officers.

DG, CSIR has been pleased to review the existing system of reporting, reviewing
and maintenance of ACRs/O-APARs of Common Cadre Officers and has decided, in
supersession of CSIR OM of even No. dated 03.08.2012. to revert to the earlier system
of reporting and reviewing of ACRs/APARs as was notified vide CSIR letter No. 15-
3/1/71-0&M-Il dated 26.02.2002.

The ACRs/O-APARs of Common Cadre Officers shall be maintained by CR Cell
under the overall charge of Sr. DS (HR) at CSIR Hqrs.

Hindi version follows.
Copy of CSIR letter No. 4-10(0O-APAR)/2012-HR dated 28.5.2014
(55)

Sub:- Guidelines on treatment of effect of penalties on promotion - role of
Departmental Promotion Committee — Consideration of overall granting of CRs.

| am directed to forward herewith the following Office memoranda issued by
Government of India for information guidance and compliance:-

S.No. Govt. of India, DP, PG&P, Subject(s)
DoPT, OM No. & date
(1) (2) (3)

1. DoPT oM No. | Guidelines on treatment of effect of penalties on
22011/4/2007-Estt.(D) promotion — role of Departmental Promotion
dated 28.4.2014 Committee.

2. DoPT oM No. | Eligibility of officers to be considered for
22011/6/2013-Estt(D) promotion by DPC — Fixing of Crucial Date —reg.
dated 28.5.2014

DoPT OM No, 22-11/4/2007-Estt.(D) dated 28-04-2014 is adopted in CSIR and
made applicable to the Council employees to the extent it is commensurate with the
provisions of CSIR Administrative Services (Recruitment &Promotion) (ASR&P) Rules,
1982.

Copy of CSIR letter No. 5-1(17)/2008-PD dated 18.7.2014
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F.No. 22011/4/2007-Estt. (D) dated 28™ April, 2014 of Government of India, Ministry of
Personnel, Grievances & Pension, DoPT.

The Department of Personnel & Training had in its OM No. 22011/5/86-Estt (D)
dated 10.04.1989 issued consolidated instructions on Departmental Promotion
Committee and matters related thereto. Para 6.2.3 of said O.M. provides that "before
making the overall grading after considering the CRs for the relevant years, the DPC
should take into account whether the officer has been awarded any major or minor
penalty or whether any displeasure of any superior officer or authority has been
conveyed to him as reflected in the ACRs," These guidelines further provide that "the
DPC should not be guided merely by the overall grading, if any, that may be recorded in
the ACRs {now APARs} but should also make its own assessment on the basis of entries
in the CRs (now APARs) because it has been noticed that sometimes the overall grading
in a ACR (now APAR) may be inconsistent with the grades under various parameters or
attributes".

2. It further provides that an officer whose increments have been withheld or who
has been reduced to a lower stage in the time scale, cannot be considered on
thataccount to be ineligible for promotion to the higher grade as the specific
penalty of withholding promotion has not been imposed on him/her. The
suitability of the officer for promotion should be assessed by the DPC as and
when occasions arise for such assessment. In assessing the suitability, the DPC
will take into account the circumstances leading to the imposition of the penalty
and decide whether in the light of the general service record of the officer and
the fact of the imposition of the penalty he should be considered suitable for
promotion. However, even where the DPC considers that despite the penalty,
the officer is suitable for promotion, the officer should not be actually promoted
during the currency of the penalty.

3. Further, this Department's O.M. No. 22034/5/2004-Estt (D) dated 15.12.2004
provides that a Government servant, on whom a minor penalty of withholding
of increment etc. has been imposed, should be considered for promotion by the
Departmental Promotion Committee which meets after the imposition of the
said penalty and after due consideration of full facts leading to imposition of the
penalty, if he is still considered fit for promotion, the promotion may be given
effect after the expiry of the currency of the penalty.

4. The procedure and guidelines to be followed for promotion of Government
servants against whom disciplinary/court proceedings are pending or whose
conduct is under investigation has been laid down in this Department’s OM No.
22034/4/91-Estt (D) dated 14.9.92 and O.M. No0.22034/4/2012-Estt (D) dated
02.11.2012 and 23.1.2014.
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5.

(a)

(b)

(c)

The role of Departmental Promotion Committee (DPC) in assessment of the
officers being considered for promotion, Including the officer(s) against whom a
chargesheet has been issued or on whom a penalty has been imposed, has been
examined by the Supreme Court in several judgments. The observations of
Supreme Court in some of the important cases are summarized as under:

In A.K. Narula case (AIR 2007 SC 22961. the Hon'ble Supreme Court has
observed:

"the guidelines give a certain amount of play in the joints to the DPC by providing
that it need not be guided by the overall grading recorded in the CRs, but may
make its own assessment on the basis of the entries in the CRs. The DPC Is
required to make an overall assessment of the performance of each candidate
separately, bat by adopting the same standards, yardsticks and norms. It Is only
when the process of assessment is vitiated either on the ground of bias, malafide
or arbitrariness, the selection calls for interference. Where the DPC has
proceeded in a fair, impartial and reasonable manner, by applying the same
yardstick and norms to all candidates and there is no arbitrariness in the process
of assessment by the DPC, the court will not interfere".

In Union of India vs. K.V. Jankiraman case(AIR 1991 SC 2010), the Supreme

Court has taken cognizance of role of DPC the case of an officer on whom a

penalty has been imposed and has held that:

"An employee has no right to promotion. He has only right to be considered for
promotion. The promotion to a post and more so, to a selection post, depends
upon several circumstances. To qualify for promotion, the least that is expected
of an employee is to have an unblemished record. That is the minimum expected
to ensure a clean and efficient administration and to protect the public interest
An employee found guilty of misconduct cannot be placed on par with the other
employees, and his case has to be treated-

differently. In fact, while considering an employee for promotion his whole
record has to be taken into consideration and if a promotion committee takes
the penalties Imposed upon the employee into consideration and denies him the
promotion, such denial is not illegal and unjustified,"

In UOI & Anr. Vs, S.K. Goel & Ors. (Appeal (Civil) 689/2007-SLP©-2410/2007),
the Hon'ble Supreme Court has held that:

"DPC enjoyed full discretion to devise its method and procedure for objective
assessment of suitability and merit of the candidate being considered by it Hence

interference by High Court Is not called for. "

While delivering the above judgement, the Division Bench has observed that:
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"...It is now more or less well settled that the evaluation made by an Expert
Committee should not be easily interfered with by the Court which do not have
the necessary expertise to undertake the exercise that is necessary for such
purpose."”

It has been brought to the notice of this Department that DPCs have been
adopting varying criteria in assessment of officials undergoing penalty that are
not consistent with the extant instructions of the DOPT for e.g., downgradation
of grading

in ACR/APAR, denying promotion for specified number of years, etc.

7. The matter has been examined In consultation with the Department of Legal

a.

Affairs, it is a settled position that the DPC, within its power to make Its own
assessment, has to assess every proposal for promotion, on case to case basis.
In assessing the suitability, the DPC is to take into account the circumstances
leading to the imposition of the penalty and decide, whether In the light of
general service record of the officer and the effect of imposition of penalty,
he/she should be considered suitable for promotion and therefore,
downgradation of APARs by one level in all such cases may not be legally
sustainable. Following broad guidelines are laid down in respect of DPC:

DPCs enjoy full discretion to devise their own methods and procedures for
objective assessment of the suitability of candidates who are to be considered by
them, including those officers on whom penalty has been imposed as provided in
DoPT O.M. dated 10.4.89 and O.M. dated 15.12.2004.

The DPC should not be guided merely by the overall grading, if any, that may be
recorded in the ACRs/APARs but should make its own assessment on the basis of
the entries in the ACRs/APARs as It has been noticed that sometimes the overall
grading in a ACR/APAR may be: inconsistent with the grading under various
parameters or attributes. Before making the overall recommendation after
considering the APARs (earlier ACRs} for the relevant years, the DPC should take
Into account whether the officer has been awarded any major or minor penalty.
(Refer para 6.2.1(e) and para 6.23 of DoPT OM dated 10.04.89)

In case, the disciplinary/criminal prosecution is in the preliminary stage and the
officer is not yet covered under any of the three conditions mentioned in para 2
of DoPT O.M. dated 14.09.1992, the DPC will assess the suitability of the officer
and If found fit, the officer will be promoted along with other officers. As
provided in this Department's O.M. dated 02.11.2012, the onus to ensure that
only person with unblemished records are considered for promotion and
disciplinary proceedings, if any, against any person coming in the zone of
consideration are expedited, is that of the administrative Ministry/Department.
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If the official under consideration is covered under any of the three condition
mentioned in para 2 of O.M. dated 14.09,1992, the DPC will assess the suitability
of Government servant along with other eligible candidates without taking into
consideration the disciplinary case/criminal prosecution pending. The
assessment of the DPC including 'unfit for promotion' and the grading awarded
are kept in a sealed cover, (Para 2.1 of DoPT OM dated 14.9.92).

Para 7 of DoPT OM dated 14,09.92 provides that a Government servant, who is
recommended for promotion by the DPC, but in whose case, any of the three
circumstances on denial of vigilance clearance mentioned in para 2 of ibid O.M.
arises after the recommendations of the DPC are received but before he/she is
actually promoted, will be considered as if his/her case had been placed in a
sealed cover by the DPC. He/she shall not be promoted until he/she is
completely exonerated of the charges against him/her.

If any penalty is imposed on the Government servant as a result of the ;-
disciplinary proceedings or If he/she is found guilty in the criminal prosecution
against him/her, the findings of the sealed cover/covers shall not be acted upon.
His/her case for promotion may be considered by the next DPC in the normal:
course and having regard to the penalty imposed on him/her (para 3,1 of DoPT [
OM dated 14.9.92).

In assessing the suitability of the officer on whom a penalty has been imposed,
the DPC will take into account the circumstances leading to the imposition of the
penalty and decide whether in the light of general service record of the officer
and the fact of imposition of penalty, the officer should be considered for
promotion. The DPC, after due consideration, has authority to assess the officer
as 'unfit' for promotion. However, where the DPC considers that despite the
penalty the officer is suitable. For promotion, the officer will be actually
promoted only after the currency of the penalty is over (para 13 of DoPT OM
dated 10.4.89).

. Any proposal for promotion has to be assessed by the DPC, on case to case

basis, and the practice of downgradation of APARs (earlier ACRs) by one level in;
all cases for one time, where a penalty has been imposed in a year included in
the assessment matrix or till the date of DPC should be discontinued
immediately, being legally non-sustainable.

While there is no illegality in denying promotion during the currency of the
penalty, denying promotion in such cases after the period of penalty is over

would be in violation of the provisions of Article 20 of the Constitution

The appointing authorities concerned should review comprehensively the cases
of Government servants, whose suitability for promotion to a higher grade has
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been kept in a sealed cover on the expiry of 6 months from the date of
convening the first Departmental Promotion Committee which had adjudged his
suitability and kept its findings in the sealed cover. Such a review should be done
subsequently also every six months. The review should, inter alia, cover the
progress made in the disciplinary proceedings/criminal prosecution and the
further measures to be taken to expedite the completion. (Para 4 of O.M. dated
14.09.1992).

k. In cases where the disciplinary case/criminal prosecution against the
Government servant is not concluded even after the expiry of two years from the
date of the meeting of the first DPC which kept its findings In respect of the
Government servant in a sealed cover then subject to condition mentioned in
Para 5 of this Department's O.M, dated 14.09.1992, the appointing authority
may consider desirability of giving him ad-hoc promotion (Para 5 of this
Department’s OM dated 14.9.1992).

8. All the administrative authorities in the Ministries/Department are advised to
place relevant records, including chargesheet, if any, issued to the officer
concerned, penalty imposed, etc., before the DPC/ACC who will decide the
suitability of officer for promotion keeping In view the general service records of
the officer including the circumstances leading to the imposition of the
chargesheet or penalty imposed. If such an officer is found suitable, promotion
will be given effect after the currency of the penalty is over.

9. All Ministries/Departments are, therefore, requested to keep in view the above
guidelines while convening DPC for promotion of the Government servants on
whom either penalty has been imposed or where there are adverse remarks in
the reckonable ACRs/APARs.

(56)

Sub:- O-APAR/APAR/PMS available at CSIR Website www.csir.res.in.

In order to ensure timely completion of APARs an OM was issued by this office
on 28/03/2013 giving in detail the time limits and other instructions issued by DoPT on
the subject. A copy of the OM and prescribed time schedule for submission of APARs is
enclosed with time OM.

It is for the information of staff members of CSIR Hqgrs. /HRDG/HRDC/IPU/RAB/
URDIP/ESD/EMR-I/II that the O-APAR/APAR/PMS forms are available at CSIR Website
www.csir.res.in. The staff members are requested to download the forms from the
website and submit 'self-appraisal report' to this section latest by 15lh April, 2015, for
recording the necessary entries relating to leave etc. and forwarding to the concerned
reporting/reviewing Officers.
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The performance evaluating system evolved/devised for Group IV Scientists is
available on CSIR website along with detailed instructions. All Group IV Scientists are
requested to go through it and submit their appraisals accordingly to office for further
necessary action vis-a-vis reporting and reviewing. The Office will record necessary
entries related to leave etc. before taking action regarding Reporting and Reviewing.

In case any staff member does not submit the self-appraisal within the specified
date, it would be presumed that no self-appraisal is being submitted by the individual
concerned. In such cases, the concerned Reporting Officer may initiate the O-
APAR/APAR/PMS of the individual at her/his own level.

Hindi version follow
Copy of CSIR letter No. 16/15/(BF)/2008-CR dated 23.3.2015
(57)

Sub: Reporting/Reviewing Officers for O-APARs/APARs for the Reporting year 2015-
16.

Since 2004-2005 onwards extensive exercise is undertaken to notify the list of all
Reporting and Reviewing Offices of ACRs/APARs in order to give effect to the policy
contained in the CSIR letter No. 17/66/7/94-PPS dated 5.12.2003. The said letter
provides that the Reporting and Reviewing should not be done by the same person, save
in exceptional circumstances.

In order to avoid discrepancies and to fall in line with the prescribed procedure
all HODs of varios Divisions of CSIR Hgrs. /CSIR
Complex/HRDG/RAB/HRDC/MBSA/MBGH/IPU/URDIP are requested to provide the
information regarding names of Reporting and Reviewing Officers in respect of the staff
working under their control for the year 2015-16 latest by 20.1.2016.

Copy of CSIR letter No. 16/22(Rep. Rev.)/2008-CR dated 1/6.1.2016
(58)

Sub:- Non-receipt of ACRs/OAPARs or folders of Common Cadre Officers from
respective Labs/Instts. — reg.

The Common Cadre Officers ACR Cell had been set up at CSIR Hgrs to maintain
the Confidential Reports of CCOs. Accordingly, all the Labs/Instts. were requested to
send up to date ACR/OAPAR or folders of the Common Cadre Officer vide e-mails dated
9th July, 2014, 17t July, 2014 and 315t July, 2014 and CSIR DO latter dated 3.9.2014
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It has been observed that the duly completed ACRs/OPARs and folder in respect
of CCOs as on date have not been received from some of the Labs/Instts. till date.
Further in most of the cases O-OPARs for the year up to 2014-15 has also been not
received yet.

It is therefore, requested to all COAs/AOs of the Labs/Instts. kindly ensure that
up to date ACR/APAR or folders of all CCOs is Labs/Instts. may be sent to this office at
the earliest, latest by 5™ February, 2016 as it a pre-requisite for holding the forthcoming
meeting of DPCs.

Copy of CSIR letter No. 16-1(001)/2014-CCO/ACR dated 20.1.2016
(59)

Sub: Reporting/Reviewing Officers for O-APARs/APARs for the Reporting year 2015-
16.
Ref: OM of even number of dated 1.1.2016

Reference is invited to this Office Memorandum of even number dated 1.1.2016
whereby all Heads of Divisions/Sections were requested to forward names of Reporting
and Reviewing Officers in respect of the staff of their Divisions/Sections for the
reporting year 2015-16. The above information, which was expected to be forwarded by
20.1.2014 is yet to be received from the various Divisions/Sections.

The Heads of the Divisions/Sections are once again requested to forward the
information by 29.1.2016 positively to enable this office to initiate the process of writing
of O-APARs.

Copy of CSIR letter No. 16/22(Rep. Rev.)/2008-CR dated 20.1.2016
(60)

Sub: Non-receipt of ACRs/OPARs or folders of Common Cadre Officers from respective
Labs/Instts. — reg.

With reference to e-mails dated 9t July, 2014, 17% July, 2014 and 315t July 2014,
CSIR DO Letter dated 3.9.2014 and OM dated 20.1.2016.

It has been observed that the duly completed ACRs/OPARs and folder in respect
of CCOs as on date have not been received from some of the Labs/Instts. till date.
Further, in most of the cases O-APARs for the year up to 21014-15 has also been not
received yet.
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It is therefore, requested to all COAs/AOs of the Labs/Instts. kindly ensure that up
to date ACR/O-APAR or folders for last five years i.e. 2010-11 to 2014-15 of all CCOs of
Labs/Instts. may be sent to this office at the earliest, latest by 10.4.2016 as it is a
prerequisite for holding the forthcoming meeting of DPCs. This may be treated as
“MOST URGENT”.

Copy of CSIR letter No. 16-1(001)/2014-CCOACR dated 28.3.2016
(61)
Sub:- ARP/PMS in respect of Chief Scientist of NISCAIR for the period 2014-15-reg.

With the approval of Competent Authority on the above mentioned subject, | am
directed to state that in the absence of Scientist ‘H" at CSIR Hqrs, DG, CSIR will be
reporting/reviewing authority for Acting Director and Scientist ‘G’. Therefore in such
cases, their ARP/PMS may be sent directly to DG, CSIR for necessary action.

Copy of CSIR letter No. 5-1(44)/2008-PD dated 29.4.2016
(62)

Sub:- Non-receipt of ACRs/ OPARs or folders of Common Cadre Officers from
respective Labs./ Instts. -reg.

All the Laboratories/ Institutes were requested to send up-to-date ACR/OAPAR
or folders up to 2014-15 in r/o Common Cadre Officers working in their Instt./Labs, vide
this office O.M. of even No. dated 16-03-2016 but It has been observed that the duly
completed ACRs/ OPARs and folder in respect of CCOs have not been received from
some of the Labs/ Instts till date. Further, in most of the cases O-PARs for the period
ending 2014-15 has not been received till date.

It is therefore, requested to all COAs/AOs of the Labs/ Instts. kindly ensure that
up-to-date ACR/O'PAR or folders up to the year 2014-15 of all CCOs of Labs/Instts may
be sent to this office at the earliest, latest by 15-05-2016 as it is a pre-requisite for
holding the forthcoming meeting of DPCs.

Copy of CSIR letter No. 16-1(001)/2014-CCO/ACR dated 5.5.2016

57



(63)
T : FaHeieh ol & HFa Al

FHRATST AT

S AT o feeTieh 30.3.2016 o HH HEUh HTdTerd AT SaRT HEATerT & Fail TR
[HEARIIAT T a¥ 2015-2016 & FIHAThA/IIR #e I FHY HAT TG & a5 oA
o T Td 3N HATerdl & Hd TRHREY/HHaREr & a¥ 2015-2016 & o7
T $Y U EaHoIeheT 316 T S ST Y 9Tl 761 U ¢

Gl HTRARIRAT/HAATRET & oT: IR § T T 3o FaHediehe] SH IHeTEHR & ST Bl &
Th HEATE o e S og#TTaT A1 AT 1

Copy of CSIR letter No. 16/15(B/F)/2008-CR dated 27.6.2016
(64)
Sub: Avilability and communication of O-APAR status for ensuring DPC for the FY

2016-17 for Group ‘A’ CCOs —reg.
Ref: CSIR Web Notification No. 3-3(b)/2016-E.| dated 8.8.2016 & 16.8.16.

In continuation of CSIR web notification referred above, the updated O-APAR
status of eligible CCOs is hereby notified for information of all concerned.

Discrepancy, if any, may be reported to the undersigned immediately or latest by
23.8.2016.

Copy of CSIR letter No. 16-1(001)/2016-CCOACR dated 19.8.2016
(65)
Sub: Submission of O-APAR Folders of Common Cadre Officers — reg.

Reference is invited to this office OM/Circulars No. 5-1(44)/2008-PD dated
29/31.03.2010 and 4-10(0-APAR)/2012-HR dated 28.5.2014 wherein the schedule for
submission of ACRs was notified for information and compliance. However, it has been
observed that the ACRs folders of Common Cadre Officers, are not being forwarded by
Labs/Instt. to ACR Cell, CSIR HQ in time. This results in delay in convening
DPC/Labs/Instts. to ACR Cell, CSIR Hg. in time. This result in delay in convening
DPC/Screening Committee meetings, etc and consequent hardship to officers.
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All Administrative functionaries are required to ensure that the O-APAR of CCOs
are submitted regularly within the prescribed them schedule by the officers and are
forwarded to CSIR Hgr. Completed in all respect along with the following certificates:-

1. That the final grading awarded during the period year has been communicated
to the officer reported upon,

2. That the representation, if any, against adverse remark, during the period year
are disposed of as per the instructions on the subject.

Copy of CSIR letter No. 16-1(001)/2017-CCOACR dated 4.10.2017
(66)
Sub: Reporting/Reviewing Officers for O-APARs/APARs for the Reporting year 2017-18.

Since 2004 -2005 onwards extensive exercise is undertaken to notify the list of all
Reporting and Reviewing Officers of ACRs/APARs in order to give effect to the policy contained
in the CSIR letter No. 17/66/7/94-PPS dated 5.12.2003. The said letter provides that the
Reporting and Reviewing should not be done by the same person, save in exceptional
circumstances.

In order to avoid discrepancies and to fall in line with the prescribed procedure all HODs
of various Divisions of CSIR Hgrs./CSIR
Complex/HRDG/RAB/HRDC/MBSA/MBGH/IPU/TKDL/URDIP  are requested to provide
information regarding names of Reporting and Reviewing Officers in respect of the staff working
under their control for the year 2017-2018 latest by 28.1.2018.

Copy of CSIR letter No. 16/22(Rep. Rev.)/2008-CR dated 22.1.2018
(67)

Sub: Reporting/Reviewing Officers for O-APARs/APARs for the Reporting year 2016-17.
Ref: OM of even number of dated 22.1.2018

Reference is invited to this Office Memorandum of even number dated 22.1.2018
whereby all Heads of Divisions/Sections were requested to forward names of Reporting and
Reviewing Officers in respect of the staff of their Division/Sections for the reporting year 2017-
2018. The above information, which was expected to be forwarded by 28.1.2018 is yet to be
received from the various Divisions/Sections.

The Heads of the Divisions/Sections are once again requested to forward the
information by 9.12.2018 positively to enable this office to initiate the process of writing of O-
APARs.

Copy of CSIR letter No. 16/22(Rep.Rev.)/2018-CR dated 30.1.2018
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(68)
Sub: Timely completion of O-APAR/APAR/PMS.

In order to ensure timely completion of O-APAR/APAR/PMS a OM was issued by this
office on 28.3.2013 giving in detail the time limits and other instructions issued by DoPT on the
subject (copies enclosed with this OM).

It is for the information of staff members of CSIR Hgrs./CSIR
Complex/HRDC/HRDG/MBSA/MBGH/IPU/RAB/ESD/TKDL/URDIP/Science Centre that the O-
APAR/APAR/PMS forms are available on CSIR Website www.csir.res.in. The staff members are
requested to download the forms from the website and submit self-appraisal report to this
section latest by 15™ April, 2018, for recording the necessary entries relating to leave etc. and
forwarding to the concerned Reporting/Reviewing Offices.

The performance evaluating system devised for Group IV Scientists is available on CSIR
website along with detailed instructions. All Group IV Scientists are requested to go through it
and submit their appraisals accordingly to office for further necessary action vis-a-vis reporting
and reviewing. The Office will record necessary entries related to leave etc. before taking action
regarding Reporting and Reviewing.

In case any staff member does not submit the self-appraisal within the specified date, it
would be presumed that no self-appraisal is being submitted by the individual concerned. In
such cases, the concerned Reporting Officer may initiate the O-APAR/APAR/PMS of the
individual at her/his own level.

Copy of CSIR letter No. 16/15(BF)/2008-CR dated 9/13.3.2018
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Proforma-1

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

AT 98} W daadE # FRE AR & e ushr R ya7 w6t
CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING POSTS/PAY
SCALE

1. AShafag
Private Secretary

2. aRss Jmeferiaes
Senior Stenographer

3. asﬁrvo';mzw

Junior Stenographer
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COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

T €l W dgaaE & FRitg AfeRE & P vy R ga3 et
CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING POSTS (Pay Scale)

A . TGATH ddaTATT
S.No. Designation Pay scale

1. fosl afa FIT6500-10500
Private Secretary Rs. 6500-10500

2. aRss smefafs FIT5500-9000
Senior Stenographer Rs. 5500-9000

3. Hiass Imefafs FIT4000-6000
Junior Stenographer Rs. 4000-6000

TR FT ATH

Name of Official

qcATH

Designation
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COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

Ofash afeEt () aRss smyfafst (i) Ffass smyfafst & faw aves
RO 99a (%)

CONFIDENTIAL REPORT FORM FOR Private secretary/Senior Stenographer/Junior
Stenographer)

TSET GIRTRATAT TEATA HT ATH
Name of National Lab/Instt.

$ gATCT Iy g™ fr Rae

Report for the year/period ending

T -Iafade s

PART-I PERSONAL DATA

(RSET TR HEAA/HTHINESHR ATAOI o Hd  FeMTfeish  3fegerrar
GanT X ST & folv)

(To be filled by the Administrative Section concerned in National Labs/Instt./CSIR Hqgrs.)

1. ORI H ATH
Name of officer
2. S H ag
Date of birth
3. UeAH [ W X @ ¢
Designation/Post held
4. FIT SR I ST/ St - STife r g2
Whether official belongs to SC/ST?
5. AT U3
Present Grade

6. AT A5 H g T ali@

Date of appointment to the present grade

7. Rae fr 3afS & av & Sl e - IVRIRAT 1 A7, 39D
foreT 3fORIRAY & @1y« forar & yeTH dfed
aqr e & AT fhdel - fhdat
AT ds H foear §

With whom employed during the year Period with designation
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and the period served with each

8. a¥ & NI eI, YRIGToT 311fe WX gll & FRUT Y & A qaied
I 3rafer

Periods of absence from duty on leave, training Etc.,, during the vyear

HIET -1l & FHedichl
(e R & Ruie fodr ael § 3899 cant iR S & forw)
PART-II — Self Appraisal

1. & 3T HT FieTed fqaor

Brief description of duties

2. RUE ay 3@ & = q de AU His AT FA
forar § o 38T TAT H TR & IR 3T & o gl & HROT
< 1 (feT v T & 100 ersel # WRGed & AR 3R 38 W &R
A |

Brief resume of the work done by you during the year/period from

to bringing out any special achievements during
the year/period. In the event of shortfall in achievement furnish reasons.
(The resume is to be furnished within the space provided, limited to 100
words and is required to be signed).

3. YT 9 I gare f&q
dl@ &I USe Felsy a¥ H
3ol FFITA S aTf¥en faavor
Hrse fohar
(st afaa/aRss 3mfefs garT & sR’T ST )
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Please state the date on which annual return
on immovable property for the preceeding
calendar year was filed

(To be filled in by PS/Sr. Steno only)

EEAER

Signature

% e H 1
Name in block letters

YcedTH
Designation

GIREcH

Date
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ar - 1 RO fAEa 9 SR qarT Aedarwe
Part Ill — Assessment by the Reporting Officer
(FoaT wRAfAT # Ra F qF g9 (B) F AT A Rw 7w reqeent
F &I § 9T o)

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

1. &7 RO for@sr arer ey
T (1) F Picdd 2 H U v
favor & "gAd g2
afg AT, O ag el d& ITAd &

dar 384 FIT HRUT g

Does the Reporting Officer agree with each
and every significant statement contained
in the resume Col.2 of Part-Il of the work
done by the officer?

2. AT
State of health

3. 39fEafyr & AafAaar qur gag 1 geed)

Regularity & Punctuality in attendance

4. JTYTATIRT T & gatar AT qga

Proficiency and accuracy in stenographic work

5. AT, WG T ofaTel TUT Ao

Intelligence, keenness & industry

6. IMIATT dAT THNYATT HATHAT TAT
FITATA &l Auea & [egaa

Trust-worthiness in handling secret &
top secret matter & papers.

7. F SRAY (SAede SRAY) IW@-IWd
dYT Sohi, TERPRT 3G & forw

3HEeTh  HESATA Pl THAT TR TEI |
Maintenance of engagement dairy and
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10.

11.

timely submission of necessary papers
for meetings, interviews etc.

g gARad e & v g
FEIAT dI T AAG N 3Aedr
T8 I O W e fear
ST 3TaT® & |

General assistance in ensuring that
matters requiring attention are not
lost sight of.

CellhleT el TUT HETThT & ATY
A9 A H ggel AR cAcgR-HAeldl

Initiative & tact in dealing with telephone
calls & visitors

fecqforar, u=t, sriacdf, s &
AT IR & 3R IR 37fe
IR A T Jegdr

(I FSERT garT 39 THR
& HF fFY 71T 8y

Ability to draft notes, letters, minutes,
briefs and ability to prepare summary etc.
(In case such items of work have been
performed by the officer)

() FIT ARVHRT F 0T FS

faavard 3R a1 #1g W e

9[0T IT AT § TS¥eteh 0T faQw
S & U ol Tl ST 3T & |
gfe g7 ol 3T 989 H 3ool@ Y

(a) Has the officer any special characteristics
and/or any outstanding merits or abilities
which would justify his/her selection for

special assignments. If so, please mention
these characteristics briefly.
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(@) 3T S & & AU 3ugaddr & aFey # AEme (38
gAToTT foear Srer anfgu)

(b) Recommendation regarding suitability for
other spheres of work.
(This should be substantiated).

12. T ROC Hr 3@ d orRargr
q HH el AT T HROT &
RFRT AT FAcHar HT AT §
afe gt a sEw GuEa saikT & |
Has he/she been reprimanded for indifferent

work or for other causes during the period
under report? If so, give brief particulars.

13. 37T WERHAT & TY T, HeMHATE T
e |fed, Safddea, IR TAT FGHET HT
AT HodTehet
General assessment of personality, character

and temperament including relations with fellow
employees, amenability to discipline, etc.

14, GcgfasaT
(Pom el & e & Rl fequolr <)
Integrity
(Please see Note below instructions)

15. Sofrezor (AfSam)
(3cpe [aEd 3roT/3reoT/3Ea/AET & FA)
forell PR T T TR 3cpse FfE G A
St @few S dh T 3TA Iz FfC & IOT
aur H fasures et & 7 3mar &, 5w 3R
W I W Fife H @1 /T § 39T TS 9
q 3@ fhar Ser arfiRe|
Grading
(Outstanding/Very Good/Good/Average/
Below Average) (An officer should not be
graded outstanding unless exceptional qualities

and performance have been noticed: Grounds,
for giving such a grading should clearly brought out).

AT Rale forgsr arer AR & gEaar
Place: Signature of the Reporting Officer
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Date:

69

% 3G A ATH
Name(in block letters)
EEGIE
Designation

(ToX Fr AT w@fzq)
(With Rubber Stamp)



1.

HF

INSTRUCTIONS

MY RAE Toh Agcaqol S&cdidel & | 387 AR & HrI-fosarest &1 Fediehe
o & v AR 38F FRAW A 386 3@ qGlewild & fov Fereid AR Ageaqor
e § | s o iRy i Roie ford s gl 33, Ruie foras are 3ifesn
ﬁﬁ?gﬁwmﬁ?wmmmﬁmﬁs@ﬁ
3T 3ccRelidcd H HIGAT F FIAT ARV

The Confidential Report 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, has duty of filling out
the form with a high sense of responsibility.

Mg RAE & AIHA § SA-ASUIGT & Hediehel I 3UAT AlTd HHUA Tdhra &
T W & § H fHAT ST Anige | RAE fows el eiEr d Jg s
AT TR foF @ 3227 IRAFNAT F Aha a1 § dIfh 98 39 aedids
STAAT 1 qUT §9 ¥ FHST T | SHAN 32T AV Aehlelel I Gishdm o gl fasmra
T FI gfehaT § |Wﬁ@ﬁmﬁﬁ%gﬂﬁﬂﬂ@ﬂaﬁﬁl‘%@ﬁimm
#r Rale fodt a1 W1 8, 388 F-fasuers, [War 3yar 9747 afddea A HfAAT &
oo FA H T F |

Performance appraisal through Confidential Report should be used as a tool for
human resource development. Reporting Officer should realize 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 process but a developmental one. The Reporting
Officer and other Reviewing officer should not shy away from reporting short
comings in performance, attitudes or overall personality of the officer reported
upon.

AT FI G WEUED IR AT F AN 3UYFT FHT SR ST ST AIRT | AR
Rl @@ @ a1 WET d @ A & YA fhar J1ar § o 391 3=
JAFHINAY & 3T F 9T 9T SR/ |

The Columns should be filled with the due care and attention and after devoting
adequate time. Any attempt to fill the report in casual or superficial manner will
be easily discernible to the higher authorities.

Ife goAieToT AT 30 o1d & IREE & ST g & RO fogsr arer 3@ &
RO 3T gaurE gur eae R ar ey § o a8 58 3m i fequoly srer-4
T A TEAT R H gof X I | Ruie formsr arer et & auelr Rae & sa
Hﬁ'ﬂﬁa Fr gfase & ST Afge |

If the Reviewing Officer is satisfied that the Reporting Officer had made the
report without due care and attention he/she shall record a remark to that effect
in Part iv Column 2. The remarks shall be entered in the Confidential Report of
the Reporting Officer.
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5. YA 3cd dUiTcH® &7 H &7 TR | 3Ty A T TAT F 3cal o difod

9.

TFATS T AT T § | Aeal AAT TG FY FAUG F AT A AT AR I g2
¥ 3ceR TorEa arel ISR #T aedfdeh HAUT Jehe gl TRT| Hoar FEase adr
I AT 1 g HY| el off fafrsear & arg@ sveh Reuforai & @7y 3egee,
g 3T, 30T, WA, A palie (g e ) W QeGT T WINPT Al F&AT
IR |

Every answer shall be given in a narrative form. The space provided indicates
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 against any of the attributes.

Rare forger arer JASRT a¥ & IRFH F T g8 IRIRAT & o957 Fuia s,
St RAE 3q% ganr fody Sl &, Iie #ig 3t R & awdfed  @gerd
T B T FHSA § o W oe T 38T AC AgfFd & P doe & dwy @
R ST |

The Reporting Officer shall, in the beginning of the year, assign targets to each of
the officers with respect to whom he is required to report upon. In the case of an
officer taking up a new post in the course of the reporting year, such
targets/goals shall be set at the time of assumption of the new charge.

arAr gFafad IfREIRAT T8 FI TISe T T I 3R FAST o1 AfeT: A&dT Fr
fuRor & @7y FF FT gRiad 3R &7 Jur T sfeiar & Rdaie fodr s §
mmﬁmaﬂ?aﬁq%qwmﬂvﬁﬁtmﬁwﬁgqm-wm
R S S wrafAear & e arfgu |

The targets 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 features
that may be specific to the nature or the area of the work of the officer to be
reported upon.

U F-fAsaies #1 Hodiehe a¥ H FANCT W RAT ST &, e 6 a1 &I
e H @R FTI a8 Alg A & e &1 arae g, Rae for@e arer e
i FAfAd et R FR-fAsues i gee e TR AR gURCHS 39T ¥
& forw gemg anfe & @R |

Although performance appraisal is a year-end exercise, in order that it maybe a
tool for human resource development, the Reporting Officer should at regular
intervals, review the performance and take necessary corrective steps by way of
advice etc.

Hediehel a1 dTel gleh ITARRT T T§ Yol Bloll ARV b o e eafdd & sl &t
HedTeheT haT ST TET &, 36% HA-TASUTE, TN, SHER TAT &THAAT 1 TATHHT T
o geqd fRar s |
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It should be the endeavour of each appraiser to present the truest possible
picture of the appraised in regard to his/her performance, conduct, behaviour
and potential.

10. 9 <l & ® &1 Hedichal fohar ST T & 3@ RO H @i # 3705 H-

fasaresT a& & AT gar afky |

Assessment should be confined to the appraisee's performance during the
period of report only.

11. U & ¥& & $ U¢ gaU A Joiar F i 3uared g dhd ¢ | el v & ug &
gard AR AR o FAT-HAT W HA-39T B bl § | Hedidhad H 34 qAT A
AT H I@T AT AT AR 3 W gUifRa feoqoft &t St @nfge |
Some posts of the same rank may be more exacting than others. 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.

12. Heitehcl HT T Tgef3il & TFaetr & A U & HUR R Hediehad AT ST
&, 37T Ul JA YA FicdH H § |

Aspects on which an appraisee is to be evaluated on different attributes are
delineated below in each column. The appraiser should deal with these and
other relevant to the attributes.

13. 0O o 33aW & THhd g o9 IS IWART & v 30 3T 7 e arer
PR & FF AT Ffcihel AT FIEAT HTALTh & Tehcll & AT T8 Fohell $[el-qeh
& fAT 3E0 TTAROT AW FHAT & AR 57 T ARG F oA A @S g
Ig HAeqH far ST whdr & aRkfdear &1 v &3 & &1 3fifiey g #=a &
for gefg Amer wita & & Mk A4 & o @ Fafy & fofea
AaTaal/ATgRl/ s Sl fRdr o Fias A smaeadar g § | Ster o
AT /ARG /A=A T STl § Al a8 Foaftra JfUSRY &1 cFfFdaTa bl # o9mg
ST AR | 9§ & 3d H 39 SR Hr My R forga Ey g Rue
TR THr AcdTasl/ Argel/HiH=AT H 3FhT MY RAE H oo™ o e &
forota o @ehar § aert 3@ TR Y TF #H 3E Adrael AT AT AT HAEEET, S
1 S g, % S gl & dTe RulE i1 S arel 3Ry i1 frifasueshar # ger
gmﬁaﬂia?ﬁaiwmﬁmﬁﬁmﬁﬁmﬁwsﬂﬁwqwqgﬂw%ﬁ?m
et /ATGN/ATEAT & daele o 38 HRHR A GeR FEF I § A g5 v el
et /Argelt /Hwa, St o AHer g, & Rifdar el qanr geawa &
G MO RAE & 607 Ao & Jafdisd Fled # 3ugFd Soo@ H Tohdl ©
3R 3@ Eafy & aueig RO & gefis i Aarae /=rgel /arcwarh s gid 39
TOEAE AT F AT MU RaEs a1 gedas & 7 F 3R Af{R F s
STt 1T | 37 ideger feuuolt & aR & 37 3SR & off giaa fhar sier =@nfge
IR PR & deaath eArde 1, Il Hg g A, TH FEY H S EgeAt A
fAfgd wfhar & 3ged e giem wifew | MTHAIEIHR & ek 10 ey, 2001 &
AT . 15-3/1/71 - HTSTH -U & aRT AT |
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There may be occasions when a superior officer may find it necessary to criticize
adversely the work of an officer working under him or he may call for an
explanation for some act of omission or commission and taking all circumstances
into consideration, it may be felt that while the matter is not serious enough to
justify the imposition of the formal punishment of censure, it calls for some
formal  action such as the communication of a  written
warning/displeasure/reprimand. Where such a warning/displeasure/reprimand
is issued, it should be placed in the personal file of the officer concerned. At the
end of the year, the reporting authority, while writing the confidential report of
the officer, may decide not to make a reference in the confidential report to the
warning/displeasure/reprimand, if, in the opinion of that authority, the
performance of the officer reported on after the issue of the warning or
displeasure or reprimand, as the case may be, has improved and has been found
satisfactory. If, however, the reporting authority comes to the conclusion that
despite such warning/displeasure/reprimand, the officer has not improved, it
may make appropriate mention of such warning/displeasure/reprimand, as the
case may be, in the relevant column in Part Ill of the form of confidential report
relating to assessment by the reporting officer, and in that case, a copy of the
warning/displeasure/reprimand referred to in the confidential report should be
placed in the CR Dossier as an annexure to the confidential report for the
relevant period. The adverse remark should also be conveyed to the officer and
his representation, if any, against the same disposed of, in accordance with the
procedure laid down in the instructions issued in this regard. (Issued vide CSIR
DO No. 15-3/1/71-0&M-lI(a) dated 10th December, 2001).
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HRT THR Fiad GHET & G 20 A3, 1972 F FHATET A9 . 51/5/72 - TG & GaRT
Tafass & geaey # TRy Y av Anleelt Rgia
GUIDELINES ISSUED BY GOVERNMENT OF INDIA, DEPARTMENT OF

PERSONNEL, REGARDING 'INTEGRITY' VIDE O.M. NO. 51/5/72-ESTT ‘A’
DATED 20" MAY 1972

MINT RNE F IS B HA TIATS GFa=el Teh VAT HiadH glar aifiev Fad Roe formsr
arelr IS 39 TR Haar, g Rae fodr ot § & gcafass W 3ge Rogofr ¢
% | Gcaferss et Hiow 7 yiaftedr st gwy frafaf@a Armeelt g &1 segaor
IERIRCIE

In every form of Confidential Report there should be a column regarding integrity to
enable the Reporting Officer to make his remarks on the integrity of the Government
servant reported upon. The following guidelines should be followed in the matter of
making entries in the column relating to integrity.

(h)TddeTh TSR @ o SR qAEN AT SHA THT FAT W OANAEY FAURT dHr
FAMTSS & R H HEE 3cUeel el dlel TSIAT Al sAlc FHAT SR dAT TH WS T AT Y
YATOIT el & U 9o fqemefg Siie gsalel caRT 3Ydl AT Oy gfed T19=m i
Ao MY HEAAET H S | AT MY RAIC IR TFT 37 A T €A I@T S a4
Tafass THREfY FieH RS AT 34 ¢ & &7 =0T @raft &1 399er fovar o | afe siere
3YSC FCE & HRUT A6 R IAT &, T T HRARET T=iaf@d 3U-RE® & IHTaR H S
(A). Supervisory Officer should maintain a confidential diary in which instances which
create suspicion about the integrity of a subordinate should be noted from time to time
and action to verify the truth of such suspicion should be taken expeditiously by making
confidential enquiries departmentally or by referring the matter to the Special Police
Establishment. At the time of recording the Annual Confidential Report, this diary should
be consulted and the material in it utilized for filling in the column relating to integrity. If
the column is not filled on account of the unconfirment nature of the suspicions, further
action should be taken in accordance with the following sub-paragraphs.

@) IRT ol & TIASST el P FI el B AT I T WFRT FHART Fr
TafaAsaT el BT AR A & IR H AT T Th MY aAlc d gfafseary g Hr
S AT 3eTehl 3TEROT TR S |

(B). The column pertaining to integrity in the Character Roll should be left blank and a
separate secret note about the doubts and suspicions regarding the Government
servant's integrity should be recorded simultaneously and followed up.

@M Mg Ae H vk gfad IRT goir & TY 30T aRss IWFERT & g At Sv Saug
gAfRad ae a1fRT & Jefadt HarT dopre $1 = ¢ |

(C). A copy of the secret note should be sent together with the Character Roll to the next
superior officer who should ensure that the follow-up action is taken expeditiously.

74



(&) 37efach HREET & URUMA FEEY I FIHNT HAAN HRT HFd § o IHA Fedfersal
JATOIT T ST Jar akT goit & s@eT ufase & Sv |

(D). If, as a result of the follow-up action, a Government servant is exonerated, his
integrity should be certified and an entry made in the Character Roll.

(8) IR 3HH TchleIsol Foawth Hig & GfSe g1 oich ¢ ar 39 a2y &1 gfafse & sme e
TR Fary Y Rftad g R o |

(E). If, suspicions regarding his integrity are confirmed, this fact should also be recorded
and duly communicated to the Government servant concerned.

(@ W AHS M g Fhd § TH HATl F wAAser & aR #A g HHeIId H
arell My RAE e $i yfaffe & g @ =l S Isdiel Heg T el 31ar 38eh qie
A & AU 3Uged A 3T AT I & | O AHST H WO HAUR & TR Al
$o 3R AT & fAv aciers fhar S0, dur 5@ &R, S6l I ¥ &, 38 3 9al ¥ 1
TWAT AT e #se 3eROT # ot WEa & 8 g aUr a9l # 39ged (6) a1 (3) |
MY 1T IHTER HREET HT ST |

(F). There may be cases in which after a secret report/note has been recorded
expressing suspicion about a Government servant's integrity, the inquiries that follow do
not disclose sufficient material to remove the suspicion or to confirm it. In such a case
the Government servant's conduct should be watched for a further period, and, in the
meantime, he should, as far as practicable, be kept away from positions in which there
are opportunities for indulging in corrupt practices and thereafter action taken as
indicated at (d) and (e) above.

(@) U 3aaT f Y & 39 RO g arer 30y & & ufd aur 59 saary &
RaTE fordr Sel @ 38 9fd, deafarser & qAford oiel 3ryar ufdege Jiafse &iel 3ryar i
fordr off Faar S 3EhT MUy ROE foaget faamr sregel I 9e&dd el & A9 ol g,
& gfc reaer 767 Wl §| W TS ad g Wahd ¢ ofd Fanl Rl QAT & dhg W A
Y T 8 aur RAE formsr arel 3ifUerl &1 30 HeTanll & 1 &l Fofdieh ¥ G@e &l 3HTE o e
81 31YaT 519 FHAAN o R o) arel sefardl & 3meha Fo 3@t & v & R g srgar
9E o A A gE W@ @ sl | O Wi Awer # R el @ aeatiser
TFa-t Plotd H 3 IR & giAfe G @RT &1 38 FAGN & FI F @ & v
3R qAg Fg Ao arn § | Gwd & 9 ARea feouolr & @& srrar 3Ea el dr
goafaser & fawg 1S feoaoh g goh, Stam off A\em &1 | I8 aredias faawor gen Sras
T IS mafed A& & TR | Req Tg NaRTF ¥ o aRss 3R # 3aF rehe FRRa
FHARET & Feafassr & TR F guhy AfRdd vy &@ F ® d@g g e Tk
e &1 a7 arieafas faaor § 9 |

(G). There are occasions when a Reporting Officer cannot in fairness to himself and to
the Government servant reported upon, either certify integrity or make an adverse
entry or even be in possession of any information which would enable him to make a
secret report to the Head of the Department. Such instances can occur when a
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Government servant is serving in a remote station and the Reporting Officer has not had
occasion to watch his work closely or when a Government servant has worked under the
Reporting Officer only for a brief period or has been on long leave etc. In all such cases,
the Reporting Officer should make an entry in the integrity column to the effect that he
has not watched the Government servant's work for sufficient time to be able to make
any definite remark or that he has heard nothing against the Government servant's
integrity, as the case may be. This would be a factual statement to which there can be
no objection. But it is necessary that a superior officer should make every effort to form
a definite judgement about the integrity of those working under him, as early as
possible, so that he may be able to make a positive statement.
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Proforma- 2

deATfaeh aUT Jienafae e aRve
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

AT i@d gl 7 R FARET & forw Mua RO 997 wrer
CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING POSTS

1. "I AT/ T Tdcd U4 i@l /H3SR Y Tg1dH I3 - 1
Assistant(G)/Assistant (F&A)/Stores & Purchase Asstt. Gr. |

2. TEI& AT/ T [dcd U oWl /H3R T Tgids 38 - 11
Assistant (G)/Assistant (F&A)/Stores & Purchase Asstt. Gr. ||

3. TEIS ATHY/ e [dcd Tdeldl /3R T g 38 - 111
Assistant (G)/Assistant (F&A)/Stores & Purchase Asstt. Gr. ll|

4. FTEF (i) ¥ (ill) T SO AT 35 e 3 HYE 3 T AT 3 IR TRy
Ya
Any other post in the range of the pay scales mentioned from (i) to (iii) above including
other non-gazetted isolated posts.
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deAfaeh TUT 3NN ANS AT IRV
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

Rrafaf@d uel # +RRT 1RRRAT & T My RO 997 ey

CONFIDENTIAL REPORT FORM FOR OFFICIALS IN THE FOLLOWING POSTS

FAET SI.No. 9SATH AqAATT
Designation Pay Scale

1. HETIe AT/ HETIeh fdcd Ud ol /HSR 5 Hg1ds | 9T 5500-9000
A5 -1 Rs. 5500-9000
Assistant(G)/Assistant (F&A)/Stores & Purchase Asstt.
Gr. |

2. HETI AT/ HETIeh fdcd Ud ol /HSR 5 Hglds | 9T 4000-6000
DEREI Rs. 4000-6000
Assistant (G)/Assistant (F&A)/Stores & Purchase
Asstt. Gr. 1l

3. HETI AT/ HETIeh [dcd Ud ol /HSR %3 Tg1deh | $YU 3050-4590
I3 - 111 Rs. 3050-4590
Assistant (G)/Assistant (F&A)/Stores & Purchase
Asstt. Gr. 1l

4, 39gerd (i) & (iii) T 3T AT o 91 H IS ey Te, TUT 3
3RSTYTI Uhlehl UG
Any other post in the range of the pay scales mentioned from (i) to (iii)
above including other non-gazetted isolated posts.

TR T ATH

Name of Official

RG]

Designation
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deAfaeh TUT 3NN ANS AT IRV
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

eI ATATT/ Tgie fdcd U9 oiT /HSR & gidsh 33 - 11,111

CONFIDENTIAL REPORT FORM FOR Assistant(G)/Assistant (F&A)/Stores & Purchase Asstt. (Gr.
1, 11, 1)

TSEIT THARTRATAT/ THEAT Hl ATH
Name of National Lab/Institute

T gATCT aV/ afey Hr R

Report for the year/period ending

ameT 1 dgfedes salk
Part - PERSONAL DATA

(TS JAITRATAT31T/ FEATeAT/ TTHIMEIHR HEATrI H HeiTereT FTaToteh 3FTeTTaT SanT o Siiel &
forT)
(To be filled by the Administrative Section concerned in National labs/Instt./CSIR Hgrs)

1. AR HTATH

Name of official

2. USHIH /IJHTT UG
Designation/Post held

3. SeH&HTRE
Date of birth

4. AT ATARRT I ST/ TG ST T 8
Whether official belongs to SC/ST

5. AT U H MR g S arre

Date of continuous appointment to the present grade

6. TATS/ 3TEATS 37UAAT TATHATToeT
Whether permanent, temporary or Officiating

7. R Fav/ 39 & S fFva-fore
Wﬁﬁﬁwﬁwa%mﬁm

Section (s) in which served during the year/
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10.

period under Report and period of service in each

3TeT3TaT afer
Section Period
aY o SR ) 3FE A JreTuieufer 3rafer (T ux giIaTor 31iY)

Period of absence from duty (on leave training etc.),
during the year/period

FelH 9 3N 10 el HegrIe Tded Td oIl GaRT 31T ST+ &
(Columns 9 & 10 to be filled up by Asst. F&A only)
SATaaTA 3R deheitent Afed AaTfOren gdaisit

Education qualifications including professional

and technical qualifications

faerafar odretr & 3ol

Departmental Examination passed

AT 1

Part | verified by :

(FUTIAT 3BT o JRATHA fo 2o/ JRmafeeh THRY
TR HTIHRT & gEleR)
(Signature of COA/AO/Authorized Officer of Estt. Sec.)
AT 376RT H AT
Name in capital letters

YSATH/ I&3 I Al
Designation/Rubber Stamp
IEGIED

Date:
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{1 -11 & -Hediehad
Part Il — Self Appraisal

1. & 3yl & afared s

Brief description of duties

2. RONEa/ 3rafer & QRret-------- S — T Y IS RS et e & et T
HETH AR Gocd ¢ TRl STCITeR & &A1 g1t oh HRoT S (feT I T 7 300 rsel A AR TS
3REE WEEdsR Y )

Brief resume of the work done by you during the year/period from __ to

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

(The resume is to be furnished within the space provided, limited to 300 words and is
required to be signed).
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3. T I TRIW ST f5F ARG 1 Sl SHeist
Y &Y 3T cd T aTf¥e faavoT wrser fohar
(TETI AT/ TeTd fdcd Ud i@ /8sR
HITGTIS dUT FIT 5500- 9000 3R 31f=w

J AAAATA H HRRA TH FAATRIT SaRT & FRT ST )
Please state the date on which annual return on immovable

Property for the preceeding calendar year was filed
(To be filled in by Asst. (G)/Asstt.(F&A)/SPA and
others in the pay scale of Rs. 5500-9000 & above

FEAIETY
Signature

ATH T 37eRT A
Name

(in block letters)

YcaTH
Designation

akrg
Date
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AT 111 RO ferEsarel3 i itaicar#eaihe

Part Ill — Assessment by the Reporting Officer

(o TSl sl ot & Y& T Ble & 3T F fow 7T =i 1 €1+t & gged)

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

1. Far Raré for@s arar 3y amer 2 & feware

faaRor & geH & Il 78T o a8 el oo rEAT
€ AT 3Th FIATHROT &

Does the Reporting Officer agree with the
statement made in Part II; if not, the extent
of disagreement and reasons therefore

2. &g
State of health

3. O 3R d@e F 6T

General intelligence and keenness

(FTeId 4 3R 5 Fad AR FRI aa arel JaX
e 33 I 11 111 AT 37T AT i b T H

HERKICIEY)
(Columns 4 & 5 to be filled in for Assistant Gr. | 11 1]
and other similar posts Involving clerical duties).

4. TS H gatdr (1 R aReygar et #)

Proficiency in typing (in both speed and accuracy)

5. 38% H H gaTar o freifa doee 3R
aTe 3fe 1 IER@
Proficiency in work viz. maintenance of
prescribed registers and charts, etc.

6. T3 & & Shrieh 7Tl 39 FIS 31T
S diar 9ra § I gf a el Reeaforgt
3Fdler & TaT F TISedr Ud sargshdr &
JfAeTeFd a1 A o 3T &7HAT I 3T AL
Has he/she ever been entrusted with work
other than routine? If so, indicate his
capacity to express himself with clarity and
comprehension, in his notes and drafts.
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10.

11.

12.

13.

14.

gi&HcT HE= T oaTe JRSegHeerdr

Intelligence, keenness and industry

TR Sl
Amenability to discipline

3ufeufa & gag i greer

Punctuality in attendance

Tt FHATRIT & T T/ STATIR
ERCID]

Relations with fellow employees/
Public Relations (wherever applicable)

(11 & 14 T FIdH Fdd HEIH AT JUT g
facd ud o@r & HaE H g #R7 S10)

(Columns 11 to 14 to be filled in for Asstt. (G)

& Asstt. (F&A) only)

AT BTl hT Repifsar, SSfareer aam seat,

IS WISl 3R TSR T IWIETT T2T 3T
faaoT & 3fe gEdd et S e+t AR

gl 3NTSTH fawg &1 s &1 AT S dfered salr &
Please state briefly the quantum of O&M aspects

of work done in regard to recording, Indexing and
weeding out of files, maintenance of Guard Files
and registers, furnishing of returns etc.

HTATSIT TG Tl T AT

Knowledge of office procedure

Tt / fafagat 3R 3rgeeit o1 AT § & 3R 38 e o fay Hest # AT
Knowledge of Rules, Regulations and Instructions

in general and with particular reference to the work

allotted to him.

T T T[0T
Quality of work :
() Fra AT 3R fafraaAT 6t w8 v0 & Sy et i AeFar
Ability to apply the relevant Rules
and Regulations correctly

(@) ATHE T qUT ®G { ST TScTel A Y &THAT
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15.

16.

17.

18.

Capacity for examining cases thoroughly

(an)feeqoft iR FEteY s oracdr
Quiality of Noting and Drafting 2(a)
2 U IR ?frfl;‘\wdl TroTaTeT e &
(&) 1 & ATers & derd

Performance in disposal of work

HITH 15 FHael gl facd Ud @ &
e 7 g 9T AT
(Col. 15 to be filled in for Asstt. (F&A) only)

3o AT T IFAER 3R 3T gEAdST & I@-3@19
T TR AR ITTERT 3R faazora &1 dg axat 3R
3¢ STHT HleT H dcaTdr

Standard of maintenance of registers and
other documents assigned to him/ her and
promptness in closing and submission of
registers and returns

a7 RATE 6T 37137 & gRIeT ToRaTeT ¥ s

e AT 3T SR F TAHIY T d1cdaTr

IE & I i ar 3wehr wiared sakT e

Has the officer been reprimanded for
indifferent work or for other causes during
the period under report? If so, please give
brief particulars

T TR = JET AT S Schse 3T
3colGaT Y fRaT § 37T H&TT H Soold Y
Has the officer done any outstanding or
notable work meriting commendation ?
Briefly mention them.

3TeTHRI SiTfct 3R/ 3rereT JTeTefard Sietstierar
3R FxaTor H gHTGRTRAT

Effectiveness in the development and
protection of SCs and/or STs

() 3egErRd STt ARy 3ruar g
SeAettaar & ufa gieeshior
Attitude towards SCs and/or STs
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19.

20.

gedraiy

(@) TATSS a1 T TagaTeirerdr
Sensitivity of social justice

(3T)cFeehTel 3R FRIR FeH IS T TAT 3T

St iR/ 31 g Stereniaat =
feremay & e1ear
Ability to take quick and effective action
to ensure justice to SCs and/or STs

(&) 3T et 3R/ 32T STeTefere Sietstierat
& fashra o forw gaHTaRIRGT
Effectiveness in bringing about the
development of SCs and/or STs

HAfATsaT HOT Je1e et & i & 1S fevqoft hr &g
Integrity (Please see Note below instructions)
AofeoT Iche /% 3/ 3w/ dma/ g a s
TRl TR T 7 T 3 I ST TRT ST dh
T 3q# 3T dhifedh o ayr wR Fsdes caa &

T 37T 81 Ford 3R oY 3o

VEY HIfe F 7@ ST AT

Grading (Outstanding/Very Good/Good/
Average/Below Average)

(An Officer should not be graded

outstanding unless exceptional qualities and
performance have been noticed; grounds for
giving such a grading should be clearly
brought out.)

s ic) e forast arer sl &

Place: Signature of Reporting Officer

arg
Date: AT 37&RT H AT

Name in Block Letters

e &1 3raf™ & SR gea1

Designation during the period of report

@ AT AT afed
(With Rubber Stamp)
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AT 4 YeTTdollenet JTTRIehRY 1 3refigfercran (ReArery))

Part-IV — Remarks of the Reviewing Officer

. YeATdeiehet TR o 37elleT Aar rater

Length of service under Reviewing Officer

. &G YeATdeilehel TR S8 &1 @ Hse & oh RATE
Tor@eT arer 31T8SRY o 379e1T RAre 3faa araeneir
3R 1o ek T T FI STl Y AT
TGAGUATE ?

Is the Reviewing Officer satisfied that

the reporting Officer has made his/

her report with due care and attention

and after taking into account all the

relevant material ?

. &1 319 Rte for@e arer 38R gant fee

1T 3UHRY & HodTehed ¥ HeHd ¢ I feeT g1 al
FIAT HROT FATE) THT IS <1 § 54 319 o5
SC.oTeTT 3TdT SIISAT ATgIT

Do you agree with the assessment of

the officer given by the Reporting Officer ?
(In case of disagreement, Please specify

the reasons) Is there anything you wish

to modify or add ?

. o Ay Fr Rare fordr ST g, afe

a8 I S/ g sierenfa # g,

ol T S &1 T 4T & F Soold A (6

2T SRR Y/ TR Heranter 35 Ry
o 1Y fersuTEs T FeaTehal il THI SHeT EfSChITT
et qur 3R_T @/ E

If the Officer reported upon is a member

of a SC/ST, please indicate specifically
whether the attitude of the Reporting
Officer in assessing the performance of the
SC/ST Officer has been fair and just.

. WWWWW&@WW%W#%@WW%W
WWHWWWW%WW%W@WW
feamer & Rererey

General remarks with specific comments
about the general remarks given by the
Reporting Officer and remarks about the
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Meritorious work of the officer including
the grading.

6. T TARRT 7 WA FIS TAAvaw 3R/ T
AITATY g TIeT o PROUTTAAY 1 o [T 3eTept
AT AT AT S 7 €1 U 37 3 Teletel fohar
ST 3T 81 1 (o Tuse a)

Has the Officer any special characteristics,
and/or any abilities which would justify
his/her selection for special assignment
or out-or-turn promotion If so, specify

TATH YeATdeiTehet TR o GEATER
Place: Signature of Reviewing Officer
GIEEC] TP 376 & 18
Date: Name in Block letters
e o Sey i 379 & SR yearH

Designation during the period of Report

WS Hr AT Afed
(With Rubber Stamp)
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1.

31303‘\91'
INSTRUCTION

MYt RAE Teh Ageaqol e&didsl ¢ 38 H SR & Hr AU 1 Hodiehet e &
T 3R 3 SR F 3qF 3 geleatial & FoIw FHers{d 3 AgeaqoT Fa=1 gl ¢ safaT
fora srfRrenrdr hr e foredr St & sqehr Raté forger arer fRemdy & 31k gerdiaror iferenrdy
3R FFREdT TSN GaRT ®1T T 3= T 3T I 3T ScaalAcd AT H el
afe

The Confidential Report 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
Officer, the Reviewing Officer and the Accepting Authority should, therefore,
undertake the duty of filling out the form with a high sense of responsibility.
MY RUIE & ACIH § SR fASUIE & Hodiehal i SYANT Aleld HATET faehrg & Teh
AL & &9 H T ST w1fg vl RUTE forge arel 31fReh iy sht I8 31e737a el =1Te T o SEeht
329 AR T TR AT & AR T 300 TRETIeh &THAT Bl Y7 &9 I THST Toh 8 &1
3207 Al TeiehToret chT Uisha =11 81 & Taehrel shdat ol Sisharr 81 RUIE foraet arel aam gadieTor
RIFRT F arfgr fon o 3R & Raie fordr 31 18T § 39 & 1 fAsdea 93T rar
AT TTFdcd H HIATT T Sooll Il & ThId T HLI

Performance appraisal through Confidential Report should be used as a tool for
human resource development. Reporting Officer should realise that objective is
to develop an officer so that he/she realizes his/her true potential. It is not
meant to be a fault process but a developmental one. The Reporting Officer and
other Reviewing officer should not shy away from reporting short comings in
performance, attitudes or overall personality of the officer reported upon.
HicHl B G FEUE IR A F IR IUYFT FHRI SR WU S Tl Iy
Rfe 3ramau= @ ar IEd dX O IR F7 T [T SITar § aY ST 35T TSRt sy
3T & AT o137 ST |

The Columns should be filled with the due care and attention and after devoting
adequate time. Any attempt to fill the report in casual or superficial manner will
be easily discernible to the higher authorities.

I YARETOT TR 38 ST & 3Raed 81 STl ¢ foh e for@er arer 3iftrepny & Rare
3T araurel aUr €31 feT foar ford § o ag 39 3merg & feequft 6er-4 $r #Ag gear 2 #
ﬁmmmmmmmmmﬁ%ﬁwmwﬁmﬁm
arfew |

If the Reviewing Officer is satisfied that the Reporting Officer had made the
report without due care and attention he/she shall record a remark to that
effect in Part IV Column 2 . The remarks shall be entered in the Confidential
Report of the Reporting Officer.

JAP 3cck dUTETcHS §9 H AT SATTIN ITTSET IRTUIT TATT H Sl T difedd oleTs T
T TeIclT ¢ QAT TUT Y&t hl WUl & YaAT STl TRV 3R 3eTeh JAI9T & ek forget arel
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http://potential.lt/

10.

HTARRY &7 A Taen AT Fehe Bl TRV HUIT FETST TUT Fel HATNT HT TN Y fohaly
8 TAAWaT & TFAE YA feodfOmr ¢ FHY Scpse 3ol A, qH T & & S|
Wamwmaﬁmaﬁm

Every answer shall be given in a narrative form. The space provided indicates
the desired length of 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 against any of the attributes.
R forger arer 31fUeRT a¥ & 3R 7 08 g3 ATUDNRT & a6 [AUTRa Hem Serehr Raic

3% AT el ST ¥ AR A AR ROE § e af ¥ 7§ PR & e
HHTAAT § ot VW o/ 3237 ofs TG Toher & 1 arTeret & wordy foraret fopw et

The Reporting Officer shall, in the beginning of the year, assign targets to each
of the officers with respect to whom he is required to report upon. In the case
of an officer taking up a new post in the course of the reporting year, such
targets/ goals shall be set at the time assumption of the new charge.

arAr AT TURTREAT BT &g HI TISC T F 1T 3R TAST oI AT & ahr T RoT
Wwﬂ@r%ﬁaﬁwﬁmw@rﬁ%@raﬁ%m%ﬁﬁwﬁaﬂ?m
 JA FETU T €T H W §U THY IR FY FohT SAToY T IrAfADAT & AT 2Tl

The targets 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
features that may be specific to the nature or the area of the work of the officer
to be reported upon.

FeAT S fAsurest 1 Fediehe a¥ ST HATCT T FRAT ST & IR 3 ST FY €Tl H IGHT
o a8 ATTaTaresT & A T Jrae g RUIE for@et arer 3R FF HafAd aRTed W e
forsaTesT T THTeT e R T IR GURTCHT U FIA & feIT Helrg et =g Tl

Although performance appraisal is a year- end exercise, in order that it may be a
tool for human resource development, the Reporting Officer should at regular
intervals, review the performance and take necessary corrective steps by way of
advice etc.

Hoishe! el dTel §Y Ueh TR T T§ Tt g1t TR o o1 safera & st & Heienet
TR SIT 6T & 38eh R f¥sdTesT TeRUT SFagR T &TH T T faehre T81a TeT TeT o Tt
o Sl

It should be the endeavour of each appraiser to present the truest possible
picture of the appraised in regard to his /her performance, conduct, behaviour
and potential.

o cafea & 1 &1 Hedianet T ST 18T & 38eht Raie & 3rafey 38 & fasares de &
AifAa el anfgul

Assessment should be confined to the appraise’s performance during the period
of report only.
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11. Ueh &1 ¥ o S UG GERT hT Jotell 7 31T SUATET 81 Tehl &1 Tohdll Teh €1 v o gema 3K
HR $NEAT-HHY G 370197 31T g1 Heell & FHedTehel H FoT 2T T €ATeT H [T AT 3R
37 X T feoguft fir St anfgul

Some posts of the same rank may be more exacting than others. 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.

12. Foifehcl &1 TSeT qgef3it & Taer 7 faifiest Ul & HTUR IR FedTehet [T ST g, 3T T
JUTeT 71 Tceh it H gl
Aspects on which an appraisee is to evaluated on different attributes are
delineated below each column. The appraiser should deal with these and other
relevant to the attributes.

13. 08 §AT Y 3G g1 Hhdl ¢ 19 ISS AT & FoIw 39t 3mefiet ) aXat arel 3SR &
T T TicTehol HTelTeIeAT Shiell TaRAeh g1 Hehcll ¢ IT TE Tehdll 87T Teh oh ToIT SHA TASEIHIOT
HIAT Fehell & 3R 31 T aRTTUr 1 earet 3 7@l U ¥g Feq@ fhar o qehel & o6
aRfeigrent 3itoare €3 ot &1 3 g aat & forw Hafra ATder gated §9 & 18i% a81
g o Ot et A fafed ddmash/amrgeiesrcast St el 3ioreries srdarér st 3maeaehdr
Bl &1 STeT Ul elTaat/mArg R/ ST T STTcll & oY a8 Fafere 3ifeer hr caferderd wrge
H oS ST Arfgul av & 37d A 39 IFRFHRT Fr ey Rare fowa a@7g ag Rafcar
eI QT cTaet/ATG /AT T 3HT M= Rate 7 fomsr &t 0T o Hehr Bl
a%ﬁﬂmmﬁ@rwﬁmﬁma?ﬁ/ﬂﬂg%ﬁlméwﬁwg’r*aﬁ’ré’lﬁ%aﬁ
Wﬁwmﬁmﬁm%mﬁmﬁﬁwgmﬁﬁa@mmﬂégﬂ afg
Retféar arftrsrly g6 fasehd oY 9garr & & Ol Aaraei/=rgei/scdien & srasig o 39
ITRIRRY R A€t 372 ¢ A g off Fohell Aefraeh/ ARG Rf/s1eierer Sia off Areer gy Rafear
IUPRY GaRT Hediched § FAT INGAT RGE & HET 3 & JAfS Pl H 3T
3ool@ T Hehcll & AR 38 Al & Mueig RAE H g2l 7 Actraeit/ATgeh/eredar 1 veh
gfa 38 wEAe 39t & T Mo RAE & Gy Joed & 9 & @S Se anfgel 39
wfciepet feoauft & TR # 38 ifeer &t oy giaa forar S =nfe e 3k 3R & aw deferd
3T$ATACET T AT IS 81 ol 58 Farer 7 SN 3R 3egeeut & Ufoham & 31769 foivereT gl =nfgu
(& T 3 IR & fAF 10 fG@eR 2001 *3.30=ew15-3/1/71-0&M-11(a)F garT
ST
There may be occasions when a superior officer may find it necessary to criticize
adversely the work of an officer working under him or he may call for an
explanation for some act of omission or commission and taking all
circumstances into consideration, it may be felt that while the matter is not
serious enough to justify the imposition of the formal punishment of censure, it
calls for some formal action such as the communication of a written
warning/displeasure/reprimand. Where such a warning/displeasure/reprimand
is issued, it should be placed in the personal file of the officer concerned. At the

end of the year, the reporting authority, while writing the confidential report of
the officer, may decide to make a reference in the confidential report to the
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warning/displeasure/reprimand, if, in the opinion of that authority, the
performance of the officer reported on after the issue of the warning or
displeasure or reprimand, as the case may be, has improved and has been
found satisfactory. If, however, the reporting authority comes to the conclusion
that despite such warning/displeasure/reprimand, the officer has not improved,
it may make appropriate mention of such warning/displeasure/reprimand, as
the case may be, in the relevant column in Part lll of the form of confidential
report relating to assessment by the reporting officer, and in that case, a copy
of the warning/displeasure/reprimand referred to in the confidential report
should be placed in the CR Dossier as an annexure to the confidential report for
the relevant period. The adverse remark should also be conveyed to the officer
and his representation, if any, against the same disposed of, in accordance with
the procedure laid down in the instructions issued in this regard. (Issued vide
CSIR DO No. 15-3/1/71-0&M-11(a) dated 10 December, 2001).
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HRT WHR FfAS TN & EeAier 20 A, 1972 F FrATed AW F. 51/5/72 - A9 & GaRT
FAfTSaT & Foaedr # ST fFd arw Arteelf Rgia
GUIDELINES ISSUED BY GOVERNMENT OF INDIA, DEPARTMENT OF

PERSONNEL, REGARDING 'INTEGRITY' VIDE O.M. NO. 51/5/72-ESTT ‘A’
DATED 20™ MAY 1972

MINT RAOE & 936 B H AT TFaeEl Teh VAT SictH glel et forad RaE @y
arel ISR 39 W HHAN, fSgdT A fodr Sl & fr gcafassr av 39e feoqolt ¢
% | FcAfeIsel Graet Hled 7 yiaftedr ata aay Pafaf@a Aeieeft feia &1 segeor
IERIRCIE

In every form of Confidential Report there should be a column regarding integrity to
enable the Reporting Officer to make his remarks on the integrity of the Government
servant reported upon. The following guidelines should be followed in the matter of
making entries in the column relating to integrity.

(h)TddeTh ISR @ o SR qEn AT A TAT gAY WOy Al v
FAMTSS & X H HEE 3cUeed Hisl dlel TSIA! I sAlc fHAT S dAT CH WS T AT Y
YATOIT el & U 9o fqemefg Siie gsalel caRT 3Ydl AT Oy gfed T19=m i
Ao MY HEAAEr H S | a1f¥F MU=y RAC R T3H 50 A FT €A IW@T S 4T
Tafass THREfY FieH RS AT 34 ¢ & &7 =0T @raft &1 399er fovar o | afe siere
IYSC TCE & HRUT A6 ¥R IAT &, 3T T HRAARET THefaf@d 3T-REmh & IHTaR H S
Supervisory Officer should maintain a confidential diary in which instances which create
suspicion about the integrity of a subordinate should be noted from time to time and
action to verify the truth of such suspicion should be taken expeditiously by making
confidential enquiries departmentally or by referring the matter to the Special Police
Establishment. At the time of recording the Annual Confidential Report, this diary should
be consulted and the material in it utilized for filling in the column relating to integrity. If
the column is not filled on account of the unconfirment nature of the suspicions, further
action should be taken in accordance with the following sub-paragraphs.

@) IRT ol & TIASST el P FI el B AT I T WFRT FHART Fr
TSl FaFaedl A3 IR Heg & IR A 3@ & Th MUAT dAlc & gfase HFRr &
qrH A ST AT Sofehl 3HTaR0T R S |

The column pertaining to integrity in the Character Roll should be left blank and a
separate secret note about the doubts and suspicions regarding the Government
servant's integrity should be recorded simultaneously and followed up.

@ MUAT Alc A TH gfa IRT goit & 1Y 3T aice IR & 9w Her Fw H
gAfRad a aIfRT & efadt HarT dopre $ = ¢ |

A copy of the secret note should be sent together with the Character Roll to the next
superior officer who should ensure that the follow-up action is taken expeditiously.
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(@)  3eddl FRHGET & IRUTH FTEET I THR HATRT HRT FFd § A SHRT Fedforsal
JATOIT T ST Jar akT goit & s@eT ufase & Sv |

If, as a result of the follow-up action, a Government servant is exonerated, his integrity
should be certified and an entry made in the Character Roll.

(3) I 3&H FcIIsal Goaeth Heg H S g S § aF 3@ aeg & gfafse & s
YT FFTE ST & faftad giRd fear s |

(E). I, suspicions regarding his integrity are confirmed, this fact should also be recorded
and duly communicated to the Government servant concerned.

(@ W AHS M g Fhd § TH HATl F wAAser & aR #A g HHeIId H
arell My R e $i yfaffe & g @ =0 S Isdiel §eg T el Al 38eh qie
A & AU 3Uged A 3T AT I & | O AHST H WO HAUR & TR Al
$o 3R AT & fAv achers fhar S0, dur 5@ 2R, S6l I ¥ &, 38 3 9al ¥ I
TWAT AT e #se 3eROT # ot WEa & 8 g aUr a9l # 39ged (6) a1 (3) |
MY 1T IHTER HREET HT ST |

(F). There may be cases in which after a secret report/note has been recorded
expressing suspicion about a Government servant's integrity, the inquiries that follow do
not disclose sufficient material to remove the suspicion or to confirm it. In such a case
the Government servant's conduct should be watched for a further period, and, in the
meantime, he should, as far as practicable, be kept away from positions in which there
are opportunities for indulging in corrupt practices and thereafter action taken as
indicated at (d) and (e) above.

(@) U 3EaT o Y & 39 RO g arer 3fery @ & ufd aur 59 sy i
RarE foredr S § 38 9, dcafaser & yaAforg oter 3ryar ufdge wfafse &eer ryar ol
fordr off Faar S 3EhT MUy ROE foaget faamr sregel I 9e&dd el & A9 ol g,
& gfc ¥eaer 767 War §| W TS ad g Wahd ¢ ofd Fanl Rl qI-aXeT F dhg W w
Y TET g aur Rue for@el arel wdaly & 3mefieT $o 3@ & fav & fhar g ryar a8
T 3aftr T TE W @ @ s | 0 Wl AT 7 RO sl F1 wcaferser e
HoH H 3T AT T YA Feh TRT & 37 FHAY & I H @ & fov 3T gq@x
T A g & | e F ag Aftag feouoh ax @ ryar 399wy fr gcafaser &
feg 1§ Roaolr @@ @&l ST off #wen @ | ¥F aRaRE R gen fes R a8
Jmafed w81 g1 Fehdl | Wed I8 3HMEeTh ¢ fh aRss @l & 3a& 3t HRRd
FHAIRET T F@ser & I F Uiy ARTT AUy R & &7 T0HT 999 e A1ige
Sae $r gg arfedias [T & T |

(G). There are occasions when a Reporting Officer cannot in fairness to himself and to
the Government servant reported upon, either certify integrity or make an adverse
entry or even be in possession of any information which would enable him to make a
secret report to the Head of the Department. Such instances can occur when a
Government servant is serving in a remote station and the Reporting Officer has not had
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occasion to watch his work closely or when a Government servant has worked under the
Reporting Officer only for a brief period or has been on long leave etc. In all such cases,
the Reporting Officer should make an entry in the integrity column to the effect that he
has not watched the Government servant's work for sufficient time to be able to make
any definite remark or that he has heard nothing against the Government servant's
integrity, as the case may be. This would be a factual statement to which there can be
no objection. But it is necessary that a superior officer should make every effort to form
a definite judgement about the integrity of those working under him, as early as
possible, so that he may be able to make a positive statement.
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Proforma-3

Open - Annual Performance Appraisal Report

(O-APAR) for

Administrative Cadre including Stenographic
and Isolated Posts also

Form and Guidelines
Reporting Year 01/04/2016 to 31/03/2017

Name and Signature Date of

Submission

Employee

Reporting Officer

Endorsement by
Reviewing
Officer
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Instructions and Guidelines

The Administration Apex Committee has undertaken a review exercise of the
Performance Assessment process for Administrative Cadre. As a result of this initiative,
the performance assessment form has been simplified and has been renamed as “Open
- Annual Performance Appraisal Report (O-APAR)”. Modifications in the process
steps have also been undertaken to make the process of performance assessment more
objective and seek inputs for employee’s development.

This form is applicable on all officers in the Administrative Cadre, Stenographic Cadre
and the Isolated Cadre at all levels - Assistants Ill, I, I, Section Officers/ PS, Under
Secretary/ PPS, Deputy Secretary and Sr. Deputy Secretary.

This form includes detailed guidelines and explanatory notes to help the employee /
incumbent and the senior officers during the course of filling the form.

Overview of Sections in the O-APAR Form

Section No. Description
Section 1 Personal Information
A. Performance Assessment of Allocated/ Assigned work for reporting
year 2016-2017 by Employee, Reporting Officer and Reviewer Officer
Section 2
B. Documentation of Significant Achievements during Reporting
Year2016-2017 by Self
Section 3 Performance Assessment of Personal & Behavioral Attributes for
reporting year 2016-2017 by Reporting Officer and Reviewing Officer
Section 4 Pen Picture & Overall Grading for Reporting year 2016-2017
A. Work Plan for the current year 2016-2017
Section 5 B. Development Planning, Areas of development & Areas of Interest
for Current year 2016-2017
Annexure 1: Draft Indicative “Responsibility Matrix”
Annexure Annexure 2: Sample Pen Pictures
Annexure 3: Process Flow and Time Frame to be reported
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Section 1: Personal Information

Personal Information

Name

Designation
Date of Birth

Employee Code

Group

Grade

Division

Laboratory/Institute CSIR Hgrs.

Type of Report Period Annual

Report Period 01/04/2016 to 31/03/2017

Reporting Officer

Reviewing Officer

Earlier Positions Held

Leave Record

Immovable Property

Declaration Submitted Yes/NO
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Section 2: Performance Assessment

This section is divided into 2 parts:

A Performance Assessment on Allocated/ Assigned work for Reporting Year
' 2016-2017
B. Significant Achievements during Reporting Year 2016-2017

Guidelines and Instructions for Filling Section 2

Guidelines and Instructions for Employee Filling Section 2

e In Part A of this section, the employee captures the responsibilities handled by
him/her during the year 2016-2017. These need to be written in the form
of“Responsibility Matrix”.

o “Responsibility Matrix”defines key responsibilities managed and key activities

that are undertaken to ensure effective execution of the responsibilities.

e Draft indicative Responsibility Matrix are shared in Annexure-1 toprovide inputs

on how to draft responsibilities and corresponding activities.

o After completing the Responsibility Matrix, the employee conducts a self
assessment using the rating scale provided for evaluating the responsibilities.

The Rating Scale is given on Page 5

e In Part B, of this section, please provide details of your key achievements during

the year

Guidelines and Instructions for Reporting Officer Filling Section 2

e The Reporting Officer reviews the responsibilities documented by the employee for

the reporting period 2016-2017 in the format of Responsibility Matrix
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He/She makes appropriate modifications on the Responsibility Matrix and
discusses them with the employee for acceptance and finalization. If required,
the form is given back to the employee for self assessment on the modified
responsibilities

The Reporting Officer then assesses the employee for the responsibilities performed
and gives a rating as per the rating scale provided on Page 5 for measuring the
responsibilities

The Reporting Officer then comments on the achievements made by the employee
during the year

He/She also gives an overall rating and comment on the responsibilities
handled

Guidelines and Instructions for Reviewing Officer Filling Section 2

The Reviewing Officer reviews the self assessment of the employee and appraisal
given by the Reporting Officer

He/She provides an overall rating and observations on the responsibilities performed
by the employee

Rating Scale for Assessment of Responsibilities

For assessment on the responsibilities, the following evaluation scale can be

used. Please rate each of the responsibilities using this scale:

Rating Scale Description
1 Does not meet the responsibility
2 Meets the responsibility to some extent
3 Meets the responsibility
4 Exceeds the performance against the responsibility
5 Significantly exceeds performance against the responsibility
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While assessing the responsibilities, please use these draft indicative factors to rate
them. Please consider the relevant/ applicable parameters from this list and any others
that may apply while assessing the responsibilities.

Completion within defined schedule

Correctness of work

Completion level/ Percentage of accomplishment
Volume of work managed/ Number of files completed
Consistency in the work output

Speed of output

N o o bk~ w0 Dbd P

Quiality of the work output
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Section 2: Part A. Performance Assessment on Allocated/Assigned Work for Reporting Year 2016-2017

Please refer to the guidelines provided in the above pages for completing this section before proceeding.

For support in documenting the Responsibility Matrix, it is recommended to refer to the draft indicative Responsibility
Matrix given in Annexure 1

Employee / Incumbent: Please document your Responsibility Matrix for the year 2016-2017 and do a self appraisal on the
performance in Column A

Reporting Officer: Please assess the performance of the incumbent on the key responsibilities assigned in reporting year in Column
B

Reviewing Officer: Please assess the performance of the incumbent on the key responsibilities assigned in reporting year in
Column C

S No.

Key Responsibilities
Allocated and
Assigned

(to be filled by the
employee at the start
of the financial year/

reporting period)

Column A

Column B

Column C

Self-Assessment on
accomplishment of
these
responsibilities

Reporting Officer
Assessment on
accomplishment of
these responsibilities

Reviewing Officer Assessment on
accomplishment of these responsibilities

Rating

Remarks Rating

Remarks

Rating

Remarks
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Key Responsibilities
Allocated and

Column A

Column B

Column C

Assigned Self-Assessment on Reporting Officer Reviewing Officer Assessment on
SN accomplishment of Assessment on accomplishment of these responsibilities
0. (to be filled by the these accomplishment of
employee at the start responsibilities these responsibilities
of the financial year/
reporting period) Rating Remarks Rating Remarks Rating Remarks

1.
2.
3.
4.

103




Section 2: Part B. Significant Achievements in Reporting Year 2016-2017

Please mention the significant achievements, any additional/ exceptional/ unforeseen tasks that you performed during the reporting
period 2016-2017.

Remarks by Reporting Remarks by Reviewing

S No. Self (Employee) Officer Officer
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Section 3: Performance Assessment of Personal & Behavioral Attributes for
Reporting Year 2016-2017

Guidelines for Filling this Section

Guidelines for Reporting Officer and Reviewing Officer filling this section

e There are 3 key clusters in which the personality and behavioral attributes have
been distributed. These attributes define the desired behavior by the organization for
performing efficiently

e Please assess the behavior for its frequency, consistency and proficiency of
display by the employee and assign suitable rating as per the rating scale
provided below

Rating Scale for Assessing the Personality and Behavioral Attributes

Rating Description

Displays always: When the desired behavior is displayed consistently,
3 proficiently and always. This in-turn impacts the quality of output being better
than others

Displays occasionally: When the desired behavior is displayed often but the
2 consistency and proficiency changes as per the situations or individual
comfort zones

Displays sometimes: When the desired behavior is displayed only on some
occasions only and with significantly varying degree of proficiency. This could

1 . . . o .
be due to various reasons like new in the organization/ role/ location, some
personal problems or even lack of ability

0 Almost never displays: When the desired behavior is never observed

NA Not Applicable: When the behavioral attribute

NO Not Observed: When the desired behavior is not displayed
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1. Attitude to Work

Behaviors

Reporting Officer

Reviewing Officer

Rating

Remarks

Rating Remarks

Sense of Responsibility

Takes personal responsibility for completing
tasks as per defined norms

Prioritizes work as per organizational
requirements

Discipline

Understand the processes and adheres to
them in own area of work

Extends support to others for adherence to
the work guidelines

Working and collaborating in Teams
Collaboratively works with other members of
the team/ organization towards a common
goal

Provides constructive inputs to the team
performance

Capacity to Plan Work

Plans and prioritizes assigned tasks to
ensure efficient and timely completion of
assigned work

Takes corrective action to address
deviations/ delays/ process inefficiencies
and keeps the concerned team informed

Final Rating on Attitude to Work=
(Average of Reviewing Officer’s
assessment)

2. Contribution to Work Culture

Behaviors

Reporting Officer

Reviewing Officer

Rating

Remarks

Rating Remarks

Interpersonal relations and ability to
contribute to progressive work culture
Uses techniques like convincing and
persuasion to achieve the desired result
Maintains cordial work relations with
everyone
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Supports maintenance of a healthy and
conducive work environment

Ability to motivate subordinate

Helps team in reviewing their assumptions
and conceptualize out of box ideas
Recognizes and celebrates teams victories
and promotes team work and collective win
Acts as a coach or mentor to the team by
sharing own experience and learning

Final Rating on Contribution to Work
Culture=

(Average of Reviewing Officer’s
assessment)

3. Leadership Qualities

Behaviors

Reporting Officer

Reviewing Officer

Rating Remarks

Rating Remarks

Decision making and problem solving ability

» |nteracts with others to collate the
required information (like document study,
team and inter-departmental interactions)

= Analyzes data and develops trends to
facilitate decision making

= States/ communicates likely impact of
decision on all concerned and proposes
possible counter measures

Execution of tasks

= [nitiates tasks and manages them till
completion and closure

= Adopts planning and management tools
to ensure successful execution
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Final Rating on Leadership Qualities=

(Average of Reviewing Officer’s
assessment)

Section 4: Pen Picture and Overall Grading of the Employee for Reporting Year 2016-2017

This section summarizes the performance appraisal of the employee for the reporting period
2016-2017. The Reporting and Reviewing Officers give their comments on following:

Pen picture of the employee
Physical Health of the employee
Integrity

Adverse Comments, if any
Overall Grading of the employee

agrwnNpE

1. Pen Picture

Guidelines for writing a pen picture of the employee

Please provide details on his/ her

= Overall performance during the reporting period: Did the employee show a consistent
performance or drastic variation in the performance levels? What are the possible reasons for
the variation?

= Key strengths and development areas: What are some of the strengths and proficiency
areas of the employee? What are some of the work areas where he/ she would need training/
coaching to perform better?

= Ability to manage the work assigned: Did the employee show adequate capabilities to
complete the assigned work with out much direction and guidance. Does he/she have
adequate knowledge of the required rules and regulations? Is he/ she able to apply them in
his/her working?

= Teaming and Leadership Abilities: Did the employee display cooperation and respect to
the team members and worked with them in a participatory manner or a follower? Did he/ she
show capabilities to lead the team when required?
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Reporting Officer Reviewing Officer

2. Physical Health of the Employee
(Establishment to attach the annual medical report)

Reporting Officer Reviewing Officer

3. Integrity of the Employee

Reporting Officer Reviewing Officer
e Impeccable e Impeccable
e To be monitored e To be monitored

4. Adverse Comments
Adverse comments to be brought to the notice of superior officer for subsequent follow-up and
action.

Please note any comment except for those indicated here will not be treated as adverse
in nature.
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Reporting Officer Reviewing Officer

5. Overall Grading of the Employee

The Reporting and Reviewing Officer give an overall rating on the employee considering the
performance on key responsibilities, personality and behavioral attributes, overall integrity,
conduct and health.

Reporting Average Good Very Good Outstanding
Officer
Reviewing Average Good Very Good Outstanding
Officer

Reporting Officer Date

(Name and Signature)

Reviewing Officer Date
(Name and Signature)
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Section 5: Work Plan for Current Year 2017 - 2018

This section has been included to encourage employee / incumbent to plan his/her work
for the current year 2017-2018 and define the key responsibilities and activities that need
to be undertaken.

This section needs to be filled together through a discussion between the employee /
incumbent and his/her Reporting Officer to:

Define the key responsibilities
Training requirements and
Areas where the employee / incumbent can additionally contribute for the current year

Guidelines for filling this section

Guidelines for the Employee filling this section

Employee documents his/her responsibilities in the format of a “Responsibility Matrix”.
Please refer to Annexure 1 for draft indicative Responsibility Matrix
Employee discusses his/her Responsibility Matrix with his/her Reporting Officer and finalizes
it
The Employee and the Reporting Officer sign and accept the Responsibility Matrix for 2017-
2018
Changes in the responsibilities are documented

o If any new work is allocated/ assigned the same is added to the above list

o If any existing responsibility is modified, then the same is accordingly changed
Further, the employee needs to give inputs on which key areas he/ she wants training on
He/She also needs to document areas of interest where he/she would want to additionally
contribute

Guidelines for the Reporting Officer filling this section

The Reporting Officer needs to discuss the Responsibility Matrix created by the employee
and develop consensus on the same. Please refer to Annexure 1 for draft indicative
Responsibility Matrix

Any changes and modifications during the year need to be documented in the form

The Reporting Officer needs to discuss the Training Needs and ensure that these are
considered while nominations for training are made

He/She also needs to allocate suitable responsibilities while forming dynamic teams as per
the Interest Areas of the employee

The Employee and the Reporting Officer sign and accept the Responsibility Matrix for 2016-
2017
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Section 5: Part A. Responsibility Matrix

Instructions to the Employee

Responsibility Matrix: Please list down the key responsibilities allocated and assigned to you
by the Reporting Officer for 2017-2018. Please also provide the indicative measures for them.

Please ensure agreement and consensus on the responsibilities documented between
yourself and your Reporting Officer.

Key Responsibilities Allocated and

Assigned
S No. Key Activities
(to befilled by the employee at the

start of the financial year)

Section 5: Part B. Development Planning & Areas of Interest for Current Year 2017 - 2018

Development Planning: Please indicate three areas in which you would want to develop your
current skills and capabilities. Please provide specific inputs so that suitable training sessions
can be organized.

Please note that the inputs provided here are only for planning your training and development
sessions. These will not be construed as adverse remarks.

S No. Area for Development and Need for training/ Competence
Development
1
2
3
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S.No. | Areas in which | can additionally contribute

(b) Areas of Interest: Please indicate three work areas of your interest in which you would want
to work. Some of the indicative areas where one can contribute are:

= any additional responsibilities that you wish to handle,

» any special project/ assignment you would like to be associated with e.g. Internal Audit team,
Foundation Day celebrations, Policy review committees etc.

= any process improvement/ modification within the organization that you wish to initiate —
process of filing within CSIR, take-up any of the 10 point charter for CSIR etc.

Declaration on the Responsibility Matrix, Development Planning & Areas of Interest for
Current Year 2017 - 2018

| accept that the above documented Responsibility Matrix for 2017-2018 has been discussed
and agreed between me and my Reporting Officer. | will ensure any changes to it are
documented with immediate effect.

Employee Date

Name and Signature

| accept that the above documented Responsibility Matrix for 2017-2018 has been discussed
and agreed between me and my Reportee. | will ensure any changes to it are documented with
immediate effect.

Reporting Officer Date

Name and Signature
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Annexure to

Open - Annual Performance Appraisal Report
(O-APAR) for
Administrative Cadre

Reporting Year 2016 to 2017

Annexure 1: Draft Indicative “Responsibility Matrix”

Annexure 2: Sample Pen Pictures

Annexure 3: Process Flow and Time Frame to be reported

Annexure — 1 Responsibility Matrix

Responsibility Matrix helps define and document the key responsibilities and activities that are
allocated to an employee during the year.

Documenting the Responsibility Matrix at the start of the year ensures that there is an
agreement and clarity on the performance standards, goals and objectives to be achieved by
the employee on which appraisal shall be done at the end of the year.

Some illustrative Responsibility Matrix have been provided as reference and support documents
in the annexure. Responsibilities and activities or process steps have been defined for some
key functions for different levels.

In the matrix, ‘responsibility’ refers to the key responsibilities entrusted with a particular
individual and ‘activity’ related to the key processes undertaken to accomplish the responsibility.
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The functions for which Responsibility Matrix has been defined are:
= General Administration

= Finance & Accounts
= |Lab Administration
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Example 1
Designation: Under Secretary
Function: Central Office

lllustrative Responsibility Matrix for the role of an Under Secretary — Central Office

Section 1: Role Summary

To manage and oversee the central office related responsibilities and

Role Summar . .
. y provide regular update to function head

Section 2: Key Responsibilities and Measures

Key Responsibility Key Activities
e Collation of manpower requirements from various
departments
e Prepare and review a proposal based on the roster and
¢ Manage all recruitment other recruitment rules and guidelines and send for
related activities for S&T and review to superior authority
other staff for HQ ¢ Release advertisement for inviting applications

e Prepare a note for formation of committees for selection
and screening committees
e Coordinate activities related to recruitment

e Review eligibility list prepared

¢ Review and make suggestions on the recommendations
of RAB to Sr DS

e Follow-up and coordinate with RAB for completion of the
assessment process

¢ Plan working of the team to ensure timely issue of orders
as per the final approval of DG, CSIR

¢ Manage assessment related
activities for S&T staff at HQ

Review seniority list and ensure correctness

o Circulate the list to all concerned and incorporate
modifications/ clarifications received

« Manage promotion of S&T e Circulation of the revisgd I‘ist to all concerned
staff at HQ e Send request for constitution of DPC

e Maintaining complete confidentiality and

comprehensiveness of the DPC proceedings

e Plan working of the team to ensure timely issue of orders
as per the final approval of DG, CSIR

¢ Contributions made by self to the Knowledge
Management System

e Frequency of reference to Knowledge Management
System in day-to-day working

e Strengthens Knowledge
Management system for
enhanced service quality

e Ensure training and e Number of times subordinates are nominated / released
development of subordinates for training as per schedule
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Number of training man days provided to subordinates
Percentage adherence to training needs identification
schedule

Coordinate auditing
requirements with the audit
team

Completion of audit as per the requirements defined in
advance

Respond to paras/ audit remarks

Undertake actions to rectify deviations
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Example 2
Designation: FAO (Internal Audit)

Function: Finance & Accounts

lllustrative Responsibility Matrix for the role of a FAO (Internal Audit) — Finance &

Accounts

Section 1: Role Summary

Role Summary

Key Responsibility

Section 2: Key Responsibilities and Measures

To manage and oversee the responsibilities related to internal audit and
provide regular update to function head

Key Activities

o Ensure all rules & regulations, bye-laws
are followed scrupulously by all CSIR
labs/instt/centres

Regular review of processes followed;
Provide rule position, correct method of
procedures and other advisory suggestions;
Adoption of innovative methods to drive
adherence/ compliance

conduct the internal audit of each

FA, CSIR

e Perform as a team leader of audit party to

labs/institute as per schedule approved by

Overall planning for audit implementation
Preparation and compliance level achieved
for external audit

Correspondence sent to teams with details
and guidelines for audit requirements
Support extended to help teams prepare for
external audit

Discussion on major issues of the draft audit
report with the Director of the respective labs
for corrective action

Preparation of the audit report for
submission

e Deputing audit team to different labs/

assistant/ suggestion to the team to HQ
and Laboratories

institute as per schedule approved by FA,
CSIR HQ and coordination for any further

Communication to the team for audit
Guidelines shared for audit preparation and
readiness

e Ensure corrective action by each
labs/institute/unit on the Internal audit
report shared

Scrutiny of the response received from labs
on the audit paras shared

Follow-up on compliance achieved for
serious notings

Resolve / prevent legal issues/
consequences
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Example 3
Designation: Section Officer (Internal Audit)

Function: Finance & Accounts

lllustrative Responsibility Matrix for the role of a Section Officer (Internal Audit) —

Finance & Accounts

Section 1: Role Summary

Role Summary

Section 2: Key Responsibilities and Measures

Key Responsibility

To manage and oversee the responsibilities related to internal audit and
provide regular update to function head

Key Activities

o Ensure all rules & regulations, bye-laws
are followed scrupulously by all CSIR
labs/institute/centres

Regular review of processes followed;
Provide rule position, correct method of
procedures and other advisory
suggestions;

e Perform as a team member on audit party | e
to conduct the internal audit of each
labs/institute as per schedule approved by | o
FA, CSIR

Support extended for planning of audit
Correspondence sent to teams with details
and guidelines for audit requirements
Support extended to help teams prepare
for external audit

Suggestions and corrective actions
proposed on major issues of the draft audit
report

Preparation of the audit report for
submission

e Support in identifying additional manpower | e
from other division/ labs

Steps taken to induct/ orient the additional
team on the audit processes

¢ Deputing audit team to different labs/
institute as per schedule approved by FA, | e
CSIR HQ and coordination for any further | o
assistant/ suggestion to the team to HQ
and Laboratories

Communication to the team for audit
Guidelines shared for audit preparation
and readiness

e Support labs/institute/unit in taking the
required corrective action on the Internal
audit report shared and major lapses or
irregularities identified o

Scrutiny of the response received from
labs on the audit paras shared

Follow-up on compliance achieved for
serious notings

Highlight areas of concern to prevent legal
issues/ consequences
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Example 4
Designation: Under Secretary

Function: Lab Administration

lllustrative Responsibility Matrix for the role of an Under Secretary — Lab Administration

Section 1: Role Summary

Role Summary

Section 2: Key Responsibilities and Measures

Providing Policy Clarifications sought from references from the Labs,
Data Collection and information Compilation to be sent to the Labs,
Providing Clarifications on Matters relating to CGC, JCM etc. Dealing
with matters concerning the CGHS, Compassionate Appointments,
Commercial Employment, issues related to Isolated categories etc.

Key Responsibility

Key Activities

e Policy Clarifications sought from
references from the Labs like NRAS/
MANAS/ Revised MANAS/ Bye-Law 71(b)

Number of clarifications provided to the
Labs relating to these policies matters
Ensuring a smooth co-ordination among
the labs in various policy matters
Providing the clarifications in a timely
manner

e Dealing with matters relating to JCM, ESI
Act, EPF Act, Gratuity Act, Medical Cases
of employees or pensioners, CSMA rules
and CGHS Rules etc.

Dealing with these matters in a timely
manner by co-ordinating with the labs,
collating the Information provided by them
in an organised manner

o Dealing with matters like Counting of Past | ¢ Receipt of PUC
Services, Commercial Employment, ¢ Examination of the same with reference to
Qualifying to Service Under Rule30, rules
Engagement of Consultants, Reservations | ¢ To call for additional information from
of SC/ ST Minorities, Pay Fixation under concerned Lab/Institute, if required
FR 22, HRA/ Advances etc. e Submission to the authorities for
e Dealing with Recruitment of QHF, decision/approval
Deputation and Lien Of Employees, Ad- e To obtain concurrence of Finance where
hoc appointments, Assured Career ever required
Progression Scheme, Pension Cases etc. |« Re-submission to authorities after Finance
concurrence
e Communication of decision/approval
¢ Receipt of Communication
¢ Examination of the same by dealing

¢ Right to Information Action

assistant with reference to applicable rules
and regulations

Verification of records, based on the
information sought

Compilation of information
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Submission for approval of CA
Forwarding the information to RTI Cell

Legal Cases

Receipt of note from Legal section
Examination of the same by dealing
assistant with reference to applicable rules
and regulations

Preparation of comments

Submission of file to CA for approval
Forwarding approved comments to the
Legal Section

Seeking advice from DoP&T, DP&PW,
MoF etc.

Compilation of views from administration
and finance

Preparation of note duly providing the rule
position

Forwarding UO note to the concerned
ministry / department

Obtaining reply from the ministry /
department

Submission for financial concurrence
Submission to the authorities for decision /
approval

Communication of decision / approval to
the concerned lab

Clarifications on verification of Character &
antecedents

Receipt of representation / application from
the individual

Examination of the same by dealing
assistant with reference to applicable rules
and regulations

Sending communication to IB for clearance
Receipt of communication from IB
Forwarding the communication to the
concerned lab

Inter laboratory transfer of S&T staff

Receipt of representations / requests from
S&T staff

Proposal submitted to DG for orders

In case of non-availability of posts,
proposal submitted for release of positions
from DG's quota

Comments of MC / RC.

Receipt of minutes of MC / RC meetings
Preparation of comments on the minutes
related to administrative matters

Receipt of approval from DS

Forwarding the comments to CTE Section
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Example 5
Designation: Section Officer

Function: Lab Administration

lllustrative Responsibility Matrix for the role of a Section Officer — Lab Administration

Section 1: Role Summary

Role Summary

Section 2: Key Responsibilities and Measures

To plan and implement activities pertaining to smooth working of the
section. To manage and oversee activities related to employees

Key Responsibility Key Activities
o Receipt of PUC
e Examination of the same with reference to
e Provide policy clarifications sought for rules
?Joo“i(r;lliis’ ?ﬁ;seresseizg?lﬁl:r;g;ment e Relevant rules highlighted and quoted
compla%nts pr’omotion cases of isolated e To call for additional information from
! g S concerned Lab/Institute, if required
cadre, reservations for SC/ST/ Minorities, e Submission to the authoritie Sqf or
Pay fixation under FR-22, pension cases, decision/aporoval
ACPs, CPF, GPF, FR-56(j), Counting of vapp .
past service, Commercial Employment, e To obtaln_concurrence of Finance where
Compassionate Appointment, Addition to cver reqt{lreq . :
qualifying service rule 30, Engagement of | * Re-submission to authorities after Finance
Consultant, Handle HRA/ Advances, OTA/ concurrence .
Honorarium/ Allowances, Write-off and  Communication of decision/approval
waiver of Penal License Fee, Manage ad- | ® Initiatives taken for improvement/ update of
hoc Appointment policy drats _
e Escalation of cases to concerned authority
and follow-up
¢ Number of instances when updated data
e Ensure all required databases/ records are not available/ updated in time
maintained and kept updated ¢ Number of times data requirements not as
per audit rules
e Timely completion of performance planning
discussion
e Complete ACR/APAR of self and reporting | ¢ Timely completion of self appraisal process
officers as per schedule e Timely feedback sharing and review
e Timely completion of year-end reporting
and review
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e Contributions made to the Knowledge
Management System

e Frequency of reference to Knowledge
Management System in the day-to-day
working

e Strengthen Knowledge Management
system for enhanced service quality

Annexure 2: Sample Pen Pictures

Please find below three sample pen-pictures. These are only indicative in nature and are
provided only to support the officer for writing the pen picture of the incumbent.

Sample Pen Picture 1

Mr. Amit Singh comes across as hard-working, diligent and confident leader with a strong drive
for action and results. He displays strong planning and organizing skills with thoroughness for
attention to detail. He displays the ability to set stretch targets for self and team and detailing the
strategies and plans to execute them. Mr. Singh appears resilient in face of failure and displays
the ability to take end-to-end responsibilities for the tasks assigned to him. He believes in
empowering his team and involving them in strategy creation and planning but needs to develop
on his interaction with them to communicate his expectations to manage performance.

Developmentally, Mr. Singh tends to be little defensive when confronted with non-performance,
delays, mistakes and conflicting view and opinions which may adversely impact his ability to
engage in meaningful interaction with others. He would benefit by seeking inputs from all
stakeholders to understand and acknowledge the differing views and opinions and incorporate
them when planning for execution.

Though he displays ability to develop strong relationships, he needs to get out of his comfort
zone and force himself to interact with others.

Key Strengths Key Areas of Development
Collaborating and leveraging strengths Defensiveness when confronted with
across the organization to create conflicting views and situations

sustainable value

Setting stretch targets for self and team Employing empathy and compassion when
and undertaking responsibility for its interacting with various stakeholders
execution
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Sample Pen Picture 2

Mr. Shubh Raj displays a balanced leadership profile with a combination of business,
operational and people excellence.

Mr. Shubh Raj seems to possess a sharp, analytical and creative business mindset. He displays
robust awareness of the work environment and organization needs. Given his combination of
innovative mindset, risk taking ability and urgency of implementation, he displays ability to
champion change initiatives that bring value to the organization. He not only challenges the
status quo but also encourages team to think out of the box.

In his own area of functioning, Mr. Shubh Raj displays clarity of thought and conviction in his
plans while executing tasks. He would set stretched goals for self and team and take complete
ownership for meeting quality standards and timely deliverables. He passionately drives towards
resolving problems and improving existing processes to bring greater customer satisfaction.

While managing his team, Mr. Shubh Raj assumes natural leadership without displaying
authority. He provides direction to the team members and allocates roles based on his
understanding of individual strengths and their interest areas.

While Mr. Shubh Raj seems to be customer sensitive in his approach and proactive in meeting
their requirements, he could do even better if he were to bring a personalized touch in
responding to their needs.

Sample Pen Picture 3

e |s an analytical, action oriented and energetic individual with abstract reasoning, listening
and influencing skills

e Spends time in developing and building them

¢ His domain knowledge, flexibility and idea orientation make him capable to analyze multiple
perspectives

¢ He will generally display the resilience and tenacity to persevere when faced with negative
feedback or adverse conditions

e Employs a problem-solving strategy that considers the identification and evaluation of
alternative solutions as a routine practice

e Heis likely to take on and implement initiatives which can lead to tangible impact on process

efficiencies
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Annexure 3: Process Flow and Time Frame complied with (please record)

S No.

Step/ Activity

Date
Completed

At the start of the financial year, employee documents his/her
responsibilities in the Work Plan

This work plan is sent to the Reporting Officer for finalization

Once the Work Plan is finalized between the Employee and the
Reporting Officer, the same is sent to the Establishment for records and
Reviewing Officer for inputs

Inputs from the Reviewing Officer, if any, are incorporated in the Work
Plan and re-submitted

During the year any changes in the allocated work/ responsibilities are
updated in the Work Plan. Any change in the Work Plan undergoes the
same process of approval by the Reporting Officer and Reviewing
Officer

Employee and the Reporting Officer are encouraged to conduct regular
conversations (at least once in a quarter) to discuss the progress made
on the Work Plan. Any hindrances and matters are taken into
consideration and resolved

At the end of the financial year, the performance is appraised. The
Employee does a self appraisal on the Work Plan and provides inputs
on their achievements and contributions. Employees submits his/her self
appraisal to the Reporting Officer

The Reporting Officer provides his/her assessment inputs on the Work
Plan, Behavioral Attributes and Functional Know-how. This is submitted
to the Reviewing Officer.

It is encouraged that the Reporting Officer conducts a performance
review meeting with individual Reportees before filling the assessment

The Reporting Officer submits assessment reports for his/ her Reportee
to their respective Reviewing Officers
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10.

The Reviewing Officer discusses the performance assessments with the
Reporting Officer for the Reportees. Based on this discussion and own
review, the Reviewing Officer completes the assessment of the
employees for whom he/she is the reviewing officer. This report is
submitted to the Establishment for filing and endorsement by the
Accepting Authority

11.

Now the appraisal is communicated back to the employee

12.

Employee submits any representation within 15 days of receipt of
appraisal

13.

The representation is reviewed by the Reviewing Officer and the
Establishment team and appropriate action is taken. A suitable response
is sent back to the employee

14.

Work Planning for the next financial year is initiated
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Proforma-4

Group-I

derfaeh T NS TaeeT gRve

Council of Scientific and Industrial Research

aIieh H-fsures Hearhad RaE

Annual Performance Appraisal Report

TR/ EEUTT :
Laboratory/Institute:
3a™ I d&
Period: From to
ATIT - |
Part—|
FHIN I AAvaT

Particulars of the Employee
YRATHT GaRT #RT S
(To be furnished by the Administration)

ATH (TISC A=Al H)
Name (in block letters)

FIs 7.

Code Number

S=r fafyr
Date of Birth

o T IS IR H AR TgoT I aig
Date of joining CSIR

STHTIT/&Y=/ 37T
Division / Area / Section

JIATT 9

Present Post

a) YcdAH
Designation

b) adHEE Ug W fAgiFd Hr al™

Date of appointment to the present post

c) U AR Is
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Group & Grade
IIT/ET/IHTET H HIEHR g1 H A

Date of joining the Division / Area / Section

. Rare Ry
' Reporting Officer
8 YeRIETOT TR

Reviewing Officer
*HFGCYFOT & fAT FIRCI/ETAT & G FAAN & fav w15 7. AuiRa #{The laboratory / institute

should assign a code number to each employee for computerization.

9. Aregdr (Aferen/Aariash/denstie)

Qualification (Academic / Scientific / Technical)

10. T2 &1 RS (afens o & sfafed )

Leave Record (other than casual leave)

FHAAN & FEABR T et

Signature of the employee with date

YATHT I Th/gefaier JRHRY & gEaeR U fetish
Signature of COA / AO with date
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Dated:

HIT - 1I(3h)
PART-II (A)
(RATE AR gar’T 11 S)
TO BE COMPLETED BY THE REPORTING OFFICER

T T GiEIcd JuIT/HAaRT & f5ar I1ar w:

Brief description of the work/work assigned to the employee:

R T [FaRoT/HAERY g@RT QU fhar arar H:

Details of the work/task completed by the employee:

g fAAY HF 1 G@iacd quia/HAIRT garT $r =y Afdse gara:

Brief description of any specialized/distinguished services rendered by the employee:

RO 3SR g@RT fohaT a1 JTelle=AIcHS Hedihe
Critical appraisal by the Reporting Officer:

RAE T garr f&ar aw=r 9

Grade awarded by the Reporting Officer:

RaE 3 & gEanerR:

Signature of Reporting Officer

Name :

Ya:

Designation:
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HTIT-(ch )
PART II(A)

gAdETOT ITARRY @R fohar I T FHedTeReT
Appraisal by Reviewing Officer:

a. # fArfaf@d & ARFT FAal i TT-Hedihd RUIE FFHR T §

| accept the self-assessment report of the employee except for the following:

b. Y=IETOT JHTASNT 2arT fam I Is:

Grade awarded by the Reviewing Officer

YAIETOT DRI & §EAEN Ud featien

Signature of Reviewing Officer with date

Are/Note :

1.9eRIET0T JTRIRY & TcATeeiTcHD Hodiehel T ATST o IR H HearT 1 i fohar s
| If& AR 3T Fo SiISAT el =gl &, of g8 feodfOrgr el & 4 Fedlg & 37eX
fafa 3car & ThaT / Tl &1 FHART & HFITAST W T&TH FTARRT garT faar frar
StTeat 3R forw a7e A @0 & IR & SAary S FRd war Sier Jaid AaT &
3ifae v & Aeg 9% Tearce!s &Y 31T 313uTdesT TIhR A8 [haT ST | i sl
T &1, FHART TEUT & T/ ATANESE UTTABRT T el Thar gl

Critical appraisal of the Reviewing Officer and grading shall be communicated to the employee.
If the employee has anything further to add, he/ she may respond in writing within a period of
four weeks after the receipt of remarks. Representation of the employee will be considered by
the competent authority and the employee will be informed of the final decision. No further
representation will lie against the final decision of the competent authority. Whenever
necessary, the employee may seek an interview with the competent authority.
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2.1 Aay Teh @ 3T RO TR o 37efleT hreA & el &, ol Tedeh RAIE ifUahry
CaRT HodTeho! TohdT STT |

If the employee has served under more than one Reporting Officer during the period, Appraisal
by each Reporting Officer should be given.
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$TIT- 1l (3T)
PART 11 (C)

2(3T ) *HEUTH & TEITeT 37dT ATAI RS TTSnrY &1 fAuTy
Il (C) * DECISION BY THE HEAD OF THE INSTITUTE OR DESIGNATED AUTHORITY

1. JARTRATAT/ GEATA o TITeT 37T ATHITESE FITHhNT ehl feoeaforar:

Remarks by the Head of the laboratory/ Institute or Designated authority.:

2. A T E AT AT IS

Final Grade Awarded:

AT & T/ ATAIRSE IR RT
% §EATER U4 et

Signature of the Head of the Institute/
Designated Authority with date

g AT shd ol dHT 9T ATT ST AAFITT 8T |

This part is to be filled only in case of difference of opinion.
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HATIT- 3
PART - 1l

deATfereh T 3eAN T IrgaeneT aRve
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

TAITRATAT/ TETT: HTT 3: IJg FaedT geT

laboratory/ Institute: part 3: behavioural aspect

3afe: pa d&

Period ---—------=-m-- from -—---—---—-—-—- to

g BT G G T RIS TUT HTARTeh HATE! oh [T FRATHeT T eller <l

[Completed form is to be returned to administration for record and necessary action]

1. HHTRY T ATH [ TISE 37&RT H]

Name of the Employee [in block letters]

2. YCITH/ Designation

3.[ ] T / &3/ JTaT3TaT
Division/ Area/Section

[ @] FRIGH/ FRIGATT/ TRATSTAT
Program/ Activity/Project

4. HEART T PSS

Employees’ Profile

[T 3T 37 &
[Please give appropriate marks ]

133



IEREGIIY
Attributes
3
(Marks)

Eccl

Outstandi
ng

(5)

3-Icﬂcd+l
Very Good

(4)

SccldA
Good

(3)

RIS ECY

Statisfactory

(2)

Poor

(1)

1. 9fEaT T sgaHTAshar

Intelligence and Industry

2. golaTcH ST 33 AsToT

Creativity and Motivation

3.8 H 1 et T JITAT

Ability to work in a Team

4.3cRETRAcd/ HeATH Ser

Sense of responsibility/
discipline

5.9\ greer 3R 3uteafa

Punctuality and Attendance

5. AT/ Integrity

6. 3ITa# 379/ Final Marks
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R 31PRY & gE&areR ud feaie

Signature of Reporting Officer with date

YeRIETOT TR & §EATeR Td Eetieh

Signature of Reviewing Officer with date




1. IE PicH A @ Tg el Holaol ARl fAgidl sl o ear= 4 9g|

Please read carefully the attached guidelines before filling up this column.

2. I FATR T G 3w RO 3fwRat o Roe a1 @1 e aY s R Afeeary 3rerer-
ST BIH T | Y RAIE 31fARRT ganrT T aTw 37! T Jharfoda 3itaa € 3ifan
3{eh Aol SATTT |

If the employee is reporting to more than one Reporting Officer, each reporting officer will fill

separate form. Arithmetic mean of the marks given by each Reporting Officer will be the final
marks.

3. agR Yae uel & U Sifa ofhl & IR H HHAR! BT G ol of oiart quift sHart
RT T 30, S Fipw Aol F 3y & o wferer W wfge sfgfFadt & av F 59
T AT SITTITT |

Final marks obtained in the behavioural aspects will not be communicated to the Employees.
However, marks obtained by the employees which fall under the category Poor as well as
adverse remarks or Integrity shall be communicated.
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HIT- 4
PART -IV

deATfereh T 3eAN T IrgaeneT aRve
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

TATRITAT/ TEAT:

laboratory/ Institute:

HIIT- 4 : AT R foreaTest Hodiehe RUTE 7 few are 3ifaH 31
PART -IV FINAL MARKS IN ANNUAL PERFORMANCE APPRAISAL

3afer: b} REY

Period ---—------=-m-- from -—---—---—-—-—- to

1. HHTRY &7 ATH [ TISE 37&RT H]

Name of the Employee (in block letters)

2. 31T 37 [ H19T 2 UT 3 & g 3T &l [T Y IUTAT T SATT]

Final marks [ to be counted by apportioning relative marks of part 2 and 3]

HTIT-2 H3Th [ 75 H 1]
Marks in part 2 [ out of 75]

AT 3 HAH [ 25 H T ]
Marks in part 3 [out of 25]

Fel37eh [100 H 4]
Total marks [out of 100]

Y187 3TfReh Y 312at #fese
IThRT & gEdTeR U et

Signature of Reviewing Officer or
Designated Authority with date
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ARG WHR FfAe fQaeT & e 20 A, 1972 & FATET A9 F. 51/5/72 - TA9AT & @RI

IS & FFaey & I R arv Aeteedt e
GUIDELINES ISSUED BY GOVERNMENT OF INDIA, DEPARTMENT OF PERSONNEL,
REGARDING 'INTEGRITY' VIDE O.M. NO. 51/5/72-ESTT 'A' DATED 20" MAY 1972

Mg ROE & gdsd BH H TIfaser TFaedl T VAT Pl gl difev foad Rdie fo@er arerm
FIVER 30 Wl Faan), Fadr RaE fodr ser § & acafaser o 3oer feoaol & @ |
Heafersar TFawth Hice H Fiatear ad Ta6d Aeafaiad Aneell gl w1 3egasor fhar s

In every form of Confidential Report there should be a column regarding integrity to enable the
Reporting Officer to make his remarks on the integrity of the Government servant reported
upon. The following guidelines should be followed in the matter of making entries in the
column relating to integrity.

(o) TddeTsh TUHRT @I o SRR T AT 6T T0T THT W ey Sy # Fcafass
F T H Ueg 3c9oo] Hlel dlel TSCIAl Hl ailc [hal I dUT 07 TEg I TcIdr &l JAOIT el &
T ared fasmehg St gsdrel g@RT 3ryar AHeT 3R g TA9= 1 ooy el HRareT S Sy
| ¥ MU AE A TBH 5F SAY FI &I W@ I dAT TcIeISS FHATS Hictd IR THT
58 S A & Il @l 7 3UAT AT S | IS @iclE HYSC WA & BRUT AEN #RT IRAT §, 3T
1 SREET AT 3T-RETH & 3TaR H S

Supervisory Officer should maintain a confidential diary in which instances which create
suspicion about the integrity of a subordinate should be noted from time to time and action to
verify the truth of such suspicion should be taken expeditiously by making confidential
enquiries departmentally or by referring the matter to the Special Police Establishment. At the
time of recording the Annual Confidential Report, this diary should be consulted and the
material in it utilized for filling in the column relating to integrity. If the column is not filled on
account of the unconfirment nature of the suspicions, further action should be taken in
accordance with the following sub-paragraphs.

@ INT gt § Fafaser ey Fidd A Tell B AT I JAT TERIGHIRT HI JcI ST
T HI3T R TS & TR H 3007 F Th NIAT Alc & giase AR™ERT & 9/ Holl e g2ar
3T JTEROT foham S |

The column pertaining to integrity in the Character Roll should be left blank and a separate
secret note about the doubts and suspicions regarding the Government servant's integrity
should be recorded simultaneously and followed up.

(M) YA Al HT v gid TRT gl & @Y Irerer aRts ISR F gr Al U TE - gAREd
AT AT o 3re7acll HIarr dceprer T a2l § |

A copy of the secret note should be sent together with the Character Roll to the next superior
officer who should ensure that the follow-up action is taken expeditiously.

(@) I efacl HREAET & IRUTH TEET I WHR FHAAR HRT HFd ¢ ol 3HhI Fcdfersar
YATOIT T ST adar Ik goit & s@er gfase & SU |
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If, as a result of the follow-up action, a Government servant is exonerated, his integrity should
becertified and an entry made in the Character Roll.

(3) 3 3 wFafAssl wrawth g &1 gfte @ onch ¢ ar @ axy & gfafse & sme aur
TR FAar & faftad giaa far S |

(E). If, suspicions regarding his integrity are confirmed, this fact should also be recorded and
duly communicated to the Government servant concerned.

@ v AHS ol & Thd ¢ TR FHARy A FAASST & R H Teg AfRegdFd e arelr
Mg RAE e & gfafse & aig & - S IS HeE T el 37YaT 3HA Yioe el & fow
3G WHAT 3T g I & | W AT A WHRT HAURT & ¥R & Fo AR 3@ & faw
facliehel AT ST, AT 38 SR, 5181 o caagid g, 38 3o Ual ¥ gy 3@ar =1fev foeist arse 3meror
# e W=l & HEER g YT 916 # IUGad (9) IUT (3) H U 7T 3HJHR HRARET HT ST |

(F). There may be cases in which after a secret report/note has been recorded expressing
suspicion about a Government servant's integrity, the inquiries that follow do not disclose
sufficient material to remove the suspicion or to confirm it. In such a case the Government
servant's conduct should be watched for a further period, and, in the meantime, he should, as
far as practicable, be kept away from positions in which there are opportunities for indulging in
corrupt practices and thereafter action taken as indicated at (d) and (e) above.

(B) W AW T gIa g, S R orger aren 3R Tag & 9fa dur 59 saanr @ Ree fodr
Sl 36h Ui, Heaforsar 1 qAIOId e 3rear gfdger gfafSe @ver srear Ot fel off gem S
3 MUAT RUIE for@e T HedeT &l GE&dd A & AT Tl §, & 9id Aset =gl @ g
W TS dd @ Fehd § ST HHARY R gT-EqST & g W HF FY @1 @ dUr Re fowa arer
W%W@W%WMW?W%WW@@WW?W | o8
Tl #AAC F R 3l & acafaser aeae i F 37 Mg f 9fafe & afige i 38
FHART & BT B ¢W & [T 3T g 78 B a=r § | oaw & ag @Raa feogoft wv @&
3YAT 38 HHAAN T Feglersar & faeg g feoqolt 7 Fah, siam it AT g1 | 95 aedfash faavor
g e fow &S 3mafed @€t g1 Tohcl | e Tg 3G ¢ & aiss M¥aRr & 35 3rehe
PRI FHARAT HT TcI@ST & IR # gareiy AfRaa oy & & &7 @99 998 a0 aifge
Saa &1 ag arfedfas fGavor ¢ @ |

(G). There are occasions when a Reporting Officer cannot in fairness to himself and to the
Government servant reported upon, either certify integrity or make an adverse entry or even
be in possession of any information which would enable him to make a secret report to the
Head of the Department. Such instances can occur when a Government servant is serving in a
remote station and the Reporting Officer has not had occasion to watch his work closely or
when a Government servant has worked under the Reporting Officer only for a brief period or
has been on long leave etc. In all such cases, the Reporting Officer should make an entry in the
integrity column to the effect that he has not watched the Government servant's work for
sufficient time to be able to make any definite remark or that he has heard nothing against the
Government servant's integrity, as the case may be. This would be a factual statement to which

138



there can be no objection. But it is necessary that a superior officer should make every effort to
form a definite judgement about the integrity of those working under him, as early as possible,
so that he may be able to make a positive statement.
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Proforma-5

INTEGRITY CERTIFICATE

Name of Lab/Instt.

Place

Reporting year/Period

INTEGRITY CERTIFICATE

This is to certify that the integiryt of Sh./Smt./Ms.

Who has worked under me from

to is

Signature

Name in Block letters

(Designation with rubber stamp)

Date

Note:

If the official’s integrity is beyond is doubt, it may be stated so in the given space. In case of doubt or
suspicion, prescribed procedure for recording a secret note separately to be followed up. Such a column
to be filled up suitably if doubts are cleared. If suspicions are confirmed, fact to be recorded. In no case
‘doubtful integrity or complaints against the official to be mentioned. If there is no material for follow-

up action, general practice is to mention nothing adverse came to notice’.
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Proforma-6

g III(1) Jar III(2)
Group (1) and 111(2)

deATfereh T 3eANfareh IrgaeneT aRve
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
Annual Performance Appraisal Report

TIRTRATAT/ FEUTA
Laboratory/Institute:

Rare safer: q GEY
Reporting Period : oo, FROM e To
HTIT-1
HAARY @RI TEI 6 S are AR

PART -1

Particulars

(To be furnished by the employee)

1. AT ( T 3R H)
Name (in Block Letters)

2. HISAR
Code Number*

3. SeAfafy
Date of Birth

4. & vE IS IR A AgfFa & fafy
Date of Joining, CSIR

5. (o)FTIT/ &1/ TSI
a. Division/Area/Section
(@) Frd%aA/ afafafaat

b. Programme(s)/activity(ies)

6. IJHAIG

Present Post
(P)geATH
a. Designation

(@)ast vadrs

141



b. Group & Grade
(a)ac#Te ue R fergfera @ fafy
c. Date of appointment

To the present post

(&) SI3T/ &1/ TS & 1 7R
TGUT Fod T ARG

d. Date of Joining the Division/
Area/Section

7. RarE for@e arer 31fRY
Reporting Officer
8. HHET ISR

Reviewing Officer

* GATITRATRT/ FEATeT SART HYETALIT hiolT Fedeh haTART T his HEAT 4 ael hr
ST =T

* The laboratory/institute should assign a code, number to each employee for
computerization

9. AIFATY (AeTOTen/d=Tioteh/Tehelichl) SecehTellelshdl H
Qualification (Academic/Scientific/Technical) in the reverse chronological order.

feaf/ fevatar/ afcfhare ay fawr faQryaar

Degree/Diploma/Certificate Year Subject(s) Specialization

10. STGATS ANATS AT Hhr GEeIdT
Membership of professional societies
TIETSET T AT TSEIAT Fhr Fofy
Name of the Society Class of Membership

11. DAt Heel Repis( 3T {EHeh Sigdl & 3Helrar )

Leave Record (Other than Casual leave)
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.................. .CaRT HTAT
R FIT HAT AT
& feetieh afgd gedmaR

Verified by :
Signature of US(CO) With date
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Signature of Employees with date



HIT 2 S foTsdTest Hediehat
I1 & AR SaRT FGT HedTehel RUIC

PART — Il PERFORMANCE APPRAISAL
Il (A) SELF ASSESSMENT REPORT BY THE EMPLOYEE

1. SRish#A/ afafafey afafafet /aRErser /aRarsere fds g

Programme(s)/Activity(ies)/Project(s) (Give titles)

.
I.
.
(1) (2) (3)

2. FHA A/ (Ir) RT3
H feufa (Feafa afea & @gr & AT

foreret eremy) 3regeT

Status in the

Programme(s)/Activity (ies)/

Project(s) gol & IeEd
(please tick the relevant Boxes) GETICIRHEGH

3. S HIE § 39 hr uhia aur (1) (2) (3)
3H SRR 3T IHT
Type of work engaged
In & time devoted.

(o) 3TeTETT T faehre

Research & Development

CC)IESIESIGRIRCEIE:

Design & Development

(1) GAETOT HeeheT AT THAMEIT

Testing, evaluating & calibration
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g Il Yol JEAHTrd T 3fe]dlc
Documentation Publication, Library & Translation

g THUS & {aw
S&T Services

T O
Engineering Services

& NUAS Fu= i H9eh ATaHHTeT e

PME, information Industrial Liaison HRD.

ST 3T HIS (HUAT TS )
Any other, (Please specify)

4. 39 ROYE r 3af & e I arv
e GoIell Heldoleh -1 FERAH AN TITH G

Tasks assigned during the period covered by the Report
(Give Information in the Format enclosed as Annexure |)

5. 3 RUlc Hr37afer & ek e v st
HART A1 2 & §9 H o) 99T H & |
Work done during the period covered by the report.
(Give information in the Format enclosed as Annexure Il)

6. TH TS <I3cUlG
S&T Output

6.1 AT & & FH & IS dohellehl TR, [FATATT T2 vF TS & JQw

Technical Know how, Expertise & S&T Services Contributed.

() Tarfad fohU ITT YshaUT 3cUTG TARMcHD 3TTE T&T, 3UHIOT ,3IEHT, 3THIOT a2T
HTATIAT]

Processes, Products, Experimental Prototypes, Appratus, Instruments, Devices and Materials
developed.

A &l & "G &
Item Team Member(s)

(@) TaerTad T 1T AIFeaT/ FAHH /FISTTHH/ Tl RTAH
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Software/Programmes/New Data Base/algorithms/developed.
Ag ol & HeEg
ltem Team Member(s)

(31) AR T 7S Teheiteh fTaTael, ATIS AfAder afear ugfa a smer g Rae/ s
Rare gar f3geyor RaE
(TN 91T Yeeh Aige quT faaror )

Technical Manuals, Standard Specifications/Code of practice/calibration report/Test Reports &
Analytical Reports prepared (give full particulars including fee realized)

A Gl & HGET
Item Team Member(s)

(7) farfad fohu 91T B8+ Ug 31897 waTg aTe

Design & Drawing/Flow charts developed.

G gl h &I

ltem Team Member(s)

(3) WISd duTHid fhw T dde

Patents Filed & Sealed

G A H AT

Item Team Member(s)

@) U v I WAl e

Consultancy Assignments undertaken

G ol oh TEET

Iltem Team Member(s)

(T) U FohT 9T IeTaT IFTEETeT (Forar qof faawor )

Contract Research Undertaken (give full particulars)

G T h &g

Iltem Team Member(s)

()  gEAfaasmAfSTaufaTor

Training offered/organized
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A &l & TG E T
Item Team Member(s)

(F)  UE T a7 FARIY 3cUTe/ ARFHCT T 3RET0T 7 feToT/ Scurest
Fabrication/Production of Special Products/Repair & Maintenance (Job Work) Undertaken.

G gl h &I

Iltem Team Member(s)

(F)  TCTeT &Y IS ddhellehl TETIAAT (sIRT )

Technical Assistance rendered (Give details)

G A H ST

Iltem Team Member(s)

(@) deetreht ATt i g (ot faawer &)

Membership of Technical committees (give full particulars)

G gl h &I

Item Team Member(s)

(@) IS R{AIROTS

Any other (give details)

G ol oh TEET

ltem Team Member(s)

6.2 3TTHET Th1RIe, cTohailehl RUIE, HFACHAT HEll GEcTdeil 3THTIT AR Scaie|

Research Publication, Technical Reports, Conference Papers, Invited Lectures etc.

(@) deNTfeieh/ Aeheteh! STeTell 37 YehTeleT o foTT TallehTal 312raT FehTTRIe Qe (ot faawor &)

Papers published or accepted for publication in Scientific/Technical Journals (give full particulars)

(T)ITANTHT FFAeTeA/ TIAR TS/ FINSE ST H TEJ T Aera=T

Papers presented in organized conferences/symposia/seminars etc. (give full particulars)
(1) ol AT ScATE F TehTTRIT GEcieh, HAIATh, TEcehl 3 JEATAT |, FHIET 74T Fefs
FIsORT S

Books, Monographs, Chapters in Books, Reviews and Bibliographies published in the open

literature etc. (give details)
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(&) ATAR T A JRITAT d3ATTeIeh/ Tehsilehl RUIC

Internally published Scientific/Technical Reports.

Porey [CECE
Item Author(s)

(3) druIEl/ THCEH/ MD MUVSELR/ 3T eyeed foieterr gdaetor fRar arm(faaxor
i)

Ph.D/M.Tech./M.D. thesis/Other Thesis supervised (give particulars)

few av 3EfT e (sEhT Q)

Invited Lectures Delivered (give details)

3T FS (sART )
Any other (give details)

6.3 deheiTehl TETIT HATHT § T 341G

Outputs relating to Technical Support Services

(&) FHIRARATAT TG 3T Thoileh] HETIAT AT & SN S
Workshop and other Technical Support Services (give details)

(@) T3 T FoTeTol AT TG IWTE SAT0] o T T TATEOT AR AT/ HHRABIAT AT Secieh
SHATUL3HT T TERETE/ Soceh TATSSH ol [HHTOT el hl 1S 3= Fard-

Breeding & Maintenance of Animals/Preparation of Culture Media/Maintenance Cell and Tissue

Cultures/Preparation of Histological Slides/other services rendered.

() TS IUEHT/ GITEIT hT TelTeleT AT IEWTT

Operation & Maintenance of Sophisticated Equipment/Facilities

(&) SrAEer §TH/ S WIS Gl SIS T TlToled

Operation of Pilot/Batch Production units etc.

(3) 31T deheileh! AT AU AT S

Other Technical Support services (give details)

6.4 3 TG US <& VAT @ a19d 3c916

Outputs relating to other S&T Services.
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() TTSTAT hT TARY/ TRENSTAT HeTNET0T/ Hediehel/ Seh ol 3TANSTA/ JaTaHlT/ aRIeT
fargeror qar 37y fiung dard (sal &)

Plan preparation/Project Monitoring/Evaluation/Organization of Meetings/Forecasting/Perspective
Analysis & Other PME services (give details)

(W) SYISH TS TS AT/ Th1RIeT/ ToIeT/ TETHT/ JHelale Hard saRTE
Information/Publication/Documentation/Library/Translation Services Provided (give details)

(@) 3NN Fudh, AR, SIS AT TS dfaes geder sair g

Industrial Liasion, Extension, Public Relation & Internationals Scientific Collaborations (give details)

(@) FfFd qUT AT T ey sakT &

Manpower and Human Resources Development (give details)

(3) UerEgrFgId 31°1<-iulc1 JuT9ée OIS
Extramural Research and Patents (give details)

(d) T HIg AT

Any other (give details)

7. 38 At & GRIeT UTed WFATe/ qRERR/ 3uifel/ serfeaar satr

Honours/Awards/Distinctions/Citation received during the period (give details)

8. urca faiera a1 Jreadr/ grea 9iIeTor saRT &

Additional Qualification obtained/Training Received (give details)

() FIATEISC AL foh FAT G holsT I e Hed T AT [daor it fafy
37T AT helsT aY Y 31 STeAadl csh Sl 2 feam Iram mi afe; o7, faaor g
et Y ARG &Y AT |

Please state whether the annual return on immovable property for the proceeding calendar year was
filed within the prescribed date i.e. 31 January of the year following the calendar year. If not, the date of

filing the return should be given.

FHI & AT afied gEaner

Signature of the employee with date
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II (@) RUC 3R SaRT Hediehe

Il B. Appraisal by the Reporting Officer

1. ROré arfeer

Reporting Officer

() ATH AT HERT H

Name (In Block Letters)

(@) 9<
Designation

2. R 310 & eI FaRY & S fasurest &1 Aaascas
HodTehe [Tl &l Seoll Y () HEURT T HgcaquT STelieerdr i faQ
ar fafersear (@) I 710 FRIt & Gefed siEar

Critical Appraisal of the Performance of the employees during the period (give a. Highlight of
the significant achievements of the Employee (b) short falls relevant to the assigned tasks).

3. ROIE 31TUART gaRT YT fohdT a1 I8 7 3R Tohel ATFAToId [haT SITT

Grade Awarded by the Reporting Officer (seven point scale to be inserted)

Rate 3T & featien Aigd gEarer

Signature of the Reporting Officer with date

4. g 3PN carT Hedieh

Appraisal by Reviewing Officer

() #HfAFAfATad T SIgH FATR H RANE TR FATE

| accept the report of the Employee except for the following.

(@) TFYET TAFRT GaRT YTl fohdT 3T AT (7 3ifohd Tohol ATFATCI R T STTT)

Grade awarded by the Reviewing Officer (seven point scale to be inserted).

e I7TFRY & e Tfgd gEdier

Signature of the Reviewing Officer with date
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A
1. GHET TSR & HTeTdellcHs Hedlehel AT IS & HG H HAART I Flad fomar

ST A A FS FgelT TMET & o gg feeaforat & wifed & 4 Feare are
faf@a & gaar 3cax &1 FAIRY & yfdded W Fa1H AR ganry faar o
ST 2T 3¢ 3 foTar iy Ferar o &y Seelt I wate iR & 3ifaw Ao &
foeg fordT off R &1 ufadea TIeh T AT gl ST TG &1 aF e dRT T&TH
IIfIRRY & $ic H AehdT g |

Critical appraisal of the Reviewing Officer and shall be communicated to the employee. If the

employee has anything further to add, he/she may respond in writing within a period of four
weeks after the receipt of remarks, Representation of the employees will be considered by the
competent authority and the employees will be informed of final decision. No further
representation will lie against the final decision of the competent authority. Whenever
necessary, the employee may seek an interview with the competent authority.

. Ife R Gadr Raie fod Set § o 59 39 & e v & 318 Rl

HTRRIRET o1 fohar § @t Tedieh R 31TReh T GaRT Hediehed 36 Y6 i Blel Fiadr
R &Y ez seeT 1

If the Assessee has served under more than one Reporting officer during the period, Appraisal
by each Reporting officer should be given using Xeroxed copies of the page only.

II 37 YA GEATT & T 372UaT A fEse mitsrY s Aoy

Decision of the head of the Laboratory/Institute or Designated Authority

. TATRITAT/ TEAT & Tt 31204 fAfese urfrenry iy fecqof

Remarks by the Head of the Laboratory/Institution Designation Authority.

. 9ere fonar = 3w 98

Final Grade Awarded

TEATA FAILATAT o TeITeT 3720aT A fese

iR & Tt afgd g&are™

Signature of the Head of the Institute/Lab. Or
Designated Authority with date

g AT T H 37X 8l T G H 3T FATV]

The part is to be filled only in case of difference of opinion.
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THg-11I, IV,Ta vV (&)
Group : III, IV and V (B)

danTeteh T e e regeene aRve
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

AN/ TEATT
Laboratory/Institute:

3afer

s Il JTAROTIE
Part Ill : Behavioral Aspects

a

Period: From To

(TE BT T 1 Y RIS AT HTGLTeh hrATET 8] TATHeT TS & aToF FSiT STl TieV)
(This completed form is to be returned to the Administration for record and necessary action)

1.

2.

FHHARY FT AT

(T 378 H)

Name of the Employee

(in block letters)

9q

Designation

() THTIT/ &1 /3TgeTeT
Division/Area/Section

(@) Frdwa afafafry aRasEr
programme/Activity/project

FHAR i FR@T

HUAT SUeFc HATeh oMU

Employees Profile
(Please give appropriate marks)

[ENAGIRCEIREE 3chsT ggd

< S

Attributes Aspects Outstanding | 31=aTVery

(5) Good
(4)

3<aT
Good
(3)

RIS EED
Satisfactory

(2)

Poor

(1)

EI

Pl
Intelligence

GoTelTcHhdT TUT TR
Creativity & Motivation

&oT 3 T ¥ Y &THAT

Ability to work in a team
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al a(‘a/ Hﬂ'QW
Responsibility/Discipline

Adca

(4

Leadership

VI.

Tcafesart
Integrity

VIL.

HTEROT g A 3iTdH AT
Final
behavioral aspects.

marks in the

feeTen

Date

R 3fwRT & gedra
Signature of the Reporting Officer

LT ST Il T I T TGl HolaoT AT &eeh TAGIcll T ATaTeA Jdeh Te1

Please read carefully the attached guidelines before filling up this column.

IfE FAar v ¥ 3fUE ROE 3 & a0 1 a0 6 g &dr § o 936 R
TN 36T & 997 AT Tedeh RAIE 3R garT few 910 A &7 AereAs arey 3ifaa
AT graml

If the employee is reporting to more than one reporting officer each reporting officer

will fill separate form. Arithmetic Mean of the marks given by each reporting officer will
be the final marks.

TEROT Tge] # STed 3ifa ATt 1 FaaTr Ferandy S w167 &1 il qor Rl wAany garr
TSI ARt & HROT HARY G AN & AT AT § TUT SHEY 3T FATASST T Afctehol
RecafSrar e & a ey 1 g8 &1 FaaT & e

Final marks obtained in the Behavioral Aspects will not be communicated to the

employee. However marks obtained by the employee which fall under the category
poor as well as adverse remarks on Integrity shall be communicated.
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R DR FHIHD GHT & elieh 20 A 1972 & FEATAT & AT FE&AT 51/5/72 -FATIAT ST @RI

TATASST & G H S T a7 ARl fAgia
GUIDELINES ISSUED BY GOVERNMENT OF INDIA DEPARTMENT OF PERSONNEL, REGARDING INTEGRITY
VIDE 0.M. NO. 51/5/72-ESTT. A DATED 20™ MAY, 1972.

MY ROIE & I Ju7 H AcATASaT Gl Teh THT Field glalT AT fordd Rule for@st arer ey 39
WY FHARY, Tahr R foredt st § 6 acafaser W 3vel feouoh & @ | acafaser deeh #iee &
fafSedr i Ty e Arfedt @gidt 1 3egavor fhar s

In every form of Confidential Report there should be a column regarding integrity to enable to Reporting
Officer to make his remarks on the integrity of the Government servant reported upon. The following
should be followed in the matter of making entries in the column relating to integrity:

() Tddeteh TSR T o SRR AT AT o1 H TAY THI W HNAEY HAURY Hl HcAfeTsar & TR H
TCE 3cUee el dlel TSI I AlE T SITT TUT XX TCE T FeAlT hl THTTOI el o forw Iy fasmmirar s
TS ITel SaRT 31T HTHCT fARIY o TUTI=AT Y $oTeh Mer AT 1 ST | arides gy Rale R qo7g
5 ST &7 €T T@T ST TUT I ToISaT T it R TAT 59 ST & &Y 315 Il T 3uAeT fFam s
| I i YSC HEE o HIROT AET $IRT ITAT 8, 33T hT el oAl e 3ufegledl & 3HTHR T 1T |
Supervisory officer should maintain a confidential diary in which instances which create suspicion about
the integrity of a subordinate should be noted from time to time and action to verify the truth of such
suspicion should be taken expeditiously by making confidential enquiries departmentally or by referring
the matter to the special police Establishment. At the time of recording the Annual Confidential Report,
this diary should be consulted and the material in it utilized for filling in the column relating to integrity.
If the column is not filled on account of the unconfirmed nature of the suspicions, further action should
be taken in accordance with the following sub-paragraphs.

(9) T doft ¥ gafmT Yadh Hiad o Wl 1S faar e aur WeR! HHart & Iafg Jefiiers ik
Hag & IR T T ¥ T MU Al DI UfAfP A1 g1 Dt ST aUT IehT SI¥R0T fsar AW |

The column pertaining to integrity in the Character Roll should be left blank and a separate secret note
about the doubts and suspicions regarding the Government servants integrity should be recorded
simultaneously and followed up.

()TN AT T Teh FieT TR Toil o6 A1 30Tl aRTS HARRY o G Foil S0 {5 78 AR e arige
T 3eTarcil SHTIETET cTeehlel T TS & 1

A copy of the secret note should be sent together with the Character Roll to the next superior officer
who should ensure that the follow up action is taken expeditiously.

(&) 3TeTarcit HRIETET & TRUTH Taed I TR HHARY TR HF & Al SHR! TG TSl FHTTOIT T ST FAuT
TR ool & saeh gfafe Fr e 1

If, as a result of the follow-up action, a Government servant is exonerated, his integrity should be
certified and entry made in the Character Roll.
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(3) afe 3! Heaferss Hath e 1 IS gl Siicll & o $H 2T &1 Yidise &l SITU qT Heferd ey
At giad far s 1

If, suspicions regarding his integrity are confirmed, this fact can also be recorded and duly
communicated to the Government servant concerned.

(T) T AT 81 g T & T F FFERY Y Fafersar & aR F Ty ATHTFT A arell Mg RAE/
sAre & yfafse & are 1 18 S I5dTer, 636 g1 e 37T 3HHT fSE A & forT 3ugerd Al 3uerser =gt
AN E T W& ATHS A TSN FAaN & oJaeR W Fo AR 37af & fAv sraeltenst fomam sire, qer sa Sk
STET e UG 81, 3¥ 3T Ual U &Y 3T TRV fSieT # 75 3reror # foed W= & 3aek g aur e & 39
()T (3) H ERMT 7T HTHR HIRATET I ST I

There may be cases in which after a secret report/note has been recorded expressing suspicion about a
Government servants integrity, the inquiries that follow do not disclose sufficient material to remove
the suspicion or to confirm it. In such a case the Government servants conduct should be watched for a
further period, and, in the meantime, he should, as far as practicable, be kept away from positions in
which there are opportunities for indulging in corrupt practices and thereafter action taken as indicated
at (d) and (e) above.

(@) W 3w o 89 & 59 RO fomsy arer s Tog & gfa aur 5F saardr fr Rae o
S ¥ 3ER A, WA F AT e Srar yfage RAfe S srar Our Rl o maer o
3T MY RUIE for@ent [T 3reer & Todd e & AT &=l §, & Tia f@suer =g @ g
U TSI a9 & Wehd § ST HHUR) Rl gI-EXST % g WX Y Y T @ aur R fowa arer
IR Fr 58 FEA) & F 1 Tl T Sohed T 3G o AT @Y 312ar Haary & RO @ arer
FA & T Fo 3ET F U FF G g var a5 dwar 3Ef B gfr W 8 sas |
gy ArEN F ROE 310y 1 gafaser graes fidd & 3@ 3mT i yfafte a== =ige $r 39
FHAR & FT A @ & fov 3T gag 78 e g § | Tuw 5 g ARga feouoh &= @&
YT 3HA HAAN B FAfASer & fawg @ feoqult wet g, Shar off aHen 8 | J§ aedfas faavor
g S T @IS 3mufed A€ g7 Tohcl | e TE AT § o aiss M¥aRr & 3§ el
PRI FHARAT A FAASST & R #F Uiy Afaa Aoy & & & T%9 I w6 afge
fSaa &1 ag Jeged Ao & @ |

(G). There are occasions when a Reporting Officer cannot in fairness to himself and to the
Government servant reported upon, either certify integrity or make an adverse entry or even
be in possession of any information which would enable him to make a secret report to the
Head of the Department. Such instances can occur when a Government servant is serving in a
remote station and the Reporting Officer has not had occasion to watch his work closely or
when a Government servant has worked under the Reporting Officer only for a brief period or
has been on long leave etc. In all such cases, the Reporting Officer should make an entry in the
integrity column to the effect that he has not watched the Government servant's work for
sufficient time to be able to make any definite remark or that he has heard nothing against the
Government servant's integrity, as the case may be. This would be a factual statement to which
there can be no objection. But it is necessary that a superior officer should make every effort to
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form a definite judgement about the integrity of those working under him, as early as possible,
so that he may be able to make a positive statement.
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10.

11.

12.

13.

mgtma:aﬂ-s:
CODES FOR FORM OF OUTPUT

YshaIUT, 3cUTG, GARTcH 1T IR, 3YRIUT, IYERT, STRIUT 2T JTHAT I
Process, Product, Experimental Prototypes, Appartus, Instruments, Devices & Material.

HIFCAAT HIAHH 73 ST TH Toal ReH
Software/Programmes/New Data Base/Algorithms.

deheiiehT T HATaelT, AT fAATATY/ TG FHis/TAMe/ 31erenersT Rare/aderor Raré ud fageyor
Rarén

Technical Manuals, Standard Specifications/Code of Practice/Calibration Report/Test
Reports & Analytical Reports.

ESIEGRCE EU R CIRCI

Design & Drawing/Flow Charts.
[

Patents

R FRY

Consultancy Assignments
Hfder e

Contract Research

fRrafor fe=m arr
Training offered organized

TAHTOT/faRIY ScuTel a1 ScuTes1/20% T #ATFA Ud TiRIToT R/ fBeye

Fabrication/Production of Special Products/Repair & Maintenance (Job work) undertaken.

YeTeT Y IS Teheileh! TETIdT

Technical Assistance rendered.

ATiaTeh cleheitehl T-TTIehT3iT & TehTere &] FehTTRIcl Ue Tdlehrd o

Papers Published or accepted for publication in Scientific/Technical Journals.

TN TRl HAMSE NS Fe1ie H Tl fohu 1w 9o

Papers presented in organized conference/symposia/seminars etc.

Gl HIMEcd 3c1e H TehIRIT GEcieh, HIAIE, Teclehl 7 LA, FHIEIT Ud He, (37ehT

Books, Monographs, Chapters in Books, Reviews and Bibliographies published in the open
literature etc.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24

25.

26.

AR T & YHITAT AT/ dheiient RUIE
Internally published Scientific/Technically Reports.

PoTs)/TAeEH /TH 3 MY YT 3 ATET Yaer T qIqeTor
Ph.D/M.Tech/M.D. Thesis/other Thesis supervision

I EGER R G

Invited Lectures

deheitent @fATAAT hr Teeaar

Membership of Technical Committees.

FIARATEAT
Workshop

TRI3HT T FoTetel Vel TERWTE/ Hatiel HICIH hl AR/ IR TWERET 7T Scck I HaEeT Sealiid e
TATSST &l AR AT 3g HATT

Breeding & Maintenance of Animals Preparation of Culture Media/Maintenance Cell and,
Tissue Cultures/Preparation of Histological slides/other services.

3fcareffareh 3TEHT FIALTHT T TaTelel Td IQIG@TT
Operation & Maintenance of Sophisticated Equipment/Facilities.

YRITE HAF &l FaTolel $° 3cUTeeT Jfele Scane

Operation of Pilot Plants Batch Production units etc.

3T GEIIAT |ary
Other Support Services

TYSTAT IR TRATSTAT JTeTdT&T0T HoATehal/ASeht T HTATSTeT/ AT AT/ HTIET Heged & [a2elyoT Ud 313
PME Jara@

Plan Preparation/Project Monitoring/Evaluation/Organization of
Meetings/Forecasting/perspective Analysis & other PME Services.

- JAT /TR /Tl Wl /TETRT eI/ 3eTdTE Yara

Information/Publication/Documentation/Library/Translation Services.

Industrial Liasion, Extension, Public Relations & International Scientific Collaborations.

SR d Ud ATAT GATET faaTeT
Manpower and Resources Development.
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27. 91Ed THYTT Ud 9
External Research and Patents.

28. 3179 FIS fAaUK)
Any other (Give details)

159



FHARY FT ATH

Tasks Assigned during the period covered by the report

HoldeT 1

Raie 3rafer & e @it v Ry

(Annexure-I)

a¥ o & YT ST A STe 8fY e FiT STl & $_7 a1 &
(to be filled in the beginning of the year or latter whenever task is assigned)

Name of the Employee

Rare $r 3afer
Reporting Period

FRIGH
TATSTAT wiatafer
o=

Programmes/project
activity Title

ay & gRreT
Figr arar
F

Task Assigned
during the
year

IcATTAIT TH U5 & 3¢S,

Expected S&T Output(s)

T 3c4r &l fdaxor
3cUTE & 99T g 7Y

3TTaceT AT
Assignment Completion
Hr a@

date of

HHASE INTGTT
W TEITA &
STET b gred fohar

SiTedl

Inputs committed but
to be procured from
outside the instt.

Details
expected
Output

of

From of
Output (fill
codes)

aE afgd HHATN & gEdaR aiE afed Ruld foraa arer 3ifarerl & geansr
Signature of the Employee with Date Signature of the Reporting Officer with Date

160




HolaeT 11

Annexure-ll
Rare 3rafer & el e ar Ry
Work done during the period covered by the report
R 3rafer fr gafea W Ry ST g
(to be filled at the end of the reporting period)
AT 7 | v e A@iv T sy & v fear | @l v et YIS FT AT | 3cUTE Hl
Tasks Assigned | 37377 Sy AT 1 ar Aderamamd o | g
Work done against each task Dates(s) of Completion of T grH=T 7T gaffgaie
Tasks .
I CIry
Inputs Form of
provided/Constrai Output (Fill
nts faced the relevant
code)
IEGIEG] FHIIBG
Distributed Revised
IN@ Tfga HAA F gEarey IRE gfgd RarE forga arer 318 & geaier

Signature of Employee with date

Signature of reporting officer with date
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Proforma-7

g1

daTfeieh T e e rqaene aRve
aTf¥es fsarest Aot Rae

AN/ TEATT

3rafer: e GC

#mT-1
FHIRY &7 faavor
( 38 YA EaRT T AT §)

1. oA (A6 &R #)

2. dSATR

3. FeAHradg

4, TUFISIR H FRAHAR AT FA T TG

5. JeTIT/ &/ 3HeTHIT

6. TIHATA UG

a. YeaTH

b. adAT Ug W g Hi ariw

C. GHEUAIUS

d. 9eTa/ &1/ 3T H HRIHR FUT lel T ARG
7. Raféer foery
8. Regger sifasmy
* SAITRITRlT/ HEUT T HEURIUT 8] Tcdeh haTaRT &l IS HR ST AT
9. 3rgdar ( A&/ danfaren/ depstrehn)

feaft/ feeena/ aféfrane ay ICERICRENLE )

10. Rt 7 Rerrs (3 o) & JrfaReran)

BELEAEEIN Repis

162




aNE afgd FHAART & gEATER

I g T2 AITe/ TArEsT TOFRY & gEdeT
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$aT-11 Giar arr Sy
Raie 3afe & ko a3 F7
(TS & 3RS 37YQT &1 H 3T SATAT g (ST Y Sy Fm)

( Fuar | 1w et o1 Reprs @)

(F) AHT FE
wA | SR/ |iar geaTad diarare s & | w7 g A S FuiRa | didrag
¥ | deieeE/ | aEn Meqe/ | ag arr™ GABED
Tl | e fAuiRa
[ ) TAHeldl &
ATACE
(@) RvFE
e | WATER/ | |iTIRT | Geanfid 33e e/ | HiAraAv R AT | o @l O A gidr s
g | ue Y fuiRa aweaar& | alr@ e alirg AT
Fea/ AICS
ufFefa
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g1

HET-111 forsaTest Hediehat

RAIE 3rafer & e @ fro are
( R 37afdr & 31d & T ATATE)
(F) THT H
Tl TT-H ATl
w | W | dfor | geRia | dfwrae | s g d@dr | e | s e wfe | Raféar Reggar
"7/ AT | HBEYe/ | wEH FA BT LIES T | FADT coofi+ | 3rfsRrr 3R
@ | e | feifa | ot | PeiRaadw | e | @8 | acaReate | @i | gEr et | ganr Rl
F<H/ SR eFard
ufefa & ALIES )
drerge
il
(@) faw sy
e -l & T-Heichel
w | W/ | "o | gyenRa | "iorae | wRer | "l | R | s e ques | w&feer | Raféar Reggar
A | dolecH | T | 3MPeqe/ | FRET WHE | TS T | W ardias off+ PR garr | 3Ry ganr
g |/ Bl fuifa | i & gEew | wd | i A | feoqofy feoquly
efefa ThdTH [GRIEG] EEAT
drerse AT GIRgCH o
5l
o araT 1S fAfrse & 3r2rar fafrse Jar
faferse %/ fafse dar | Taaedichet | Rolféar siftrenily 1 sfearehad | Reggam 31Ty &1 Hedichat
[EEECIT LR LT
VS Proare e

HgcayoT eTAdTT

a
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Terrd & Fgea ot &

RafaT srferery

Reggar ey

7 3T I3 ThoT
3chse: 100 37
3fd3caa: 90 3%
g 3oT: 75 3
3ToT: 60 3%
Hdveeish: 50 3%
ATYROT: 35 31
W 20 376
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qeg-11
HET-IV UagR- Gael

LT SYI T ITT Eehel %ﬁgau cIIgRIcHS qsgdﬁﬂ?sqqacrdﬁiﬁaﬁv

9

gieHaT va egHALMerar

Wuﬁm

AHF # PRI ey T &THar

SccReTRAcd/ AT T HId1T

THY T greer va 39iedfa

Fol3ieh 25 AN

cgagR Hatl Fohel:

TEANR
AlfARET T ST &

Foar oo AR ST ar g
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Foar oo (g FS T ard)

HET V: dTieh foisuTesT Hediened RO # 3ifas feoqol
31T 3ok (SaTehl ATOTAAT 19T 111 3R IV o HelToIeT 37ehl T STRICT 31e]uTeT A diceh &l Sirelt §)

9T 111 A37 (75 #9)

AT IV A3 (25 #7)

FeI3i (100 #9)

Relifé (o Foradhr Reé ferdr aré 2) RO sfad | Roager st

arig

oATH

YaeTH

HET-VI : TEATA & YT 37T AR ESeATTHAT T fA0TR=r
1. TARTRATAT/ TEATA & G 372UAT THIESE TITAHRT hr feequiy
2. JiT T S b Gy A Ued SifH s

Rarfar srfRrery Regger sifasry TEATA I T/ AANCST

AT SH PlcTH I I § Tgol Tolael ATTGL FAIcl 1 €A1 & Tgel

Ife IR T I 318F RO 31fRY s Ra1E 3 38T & aF vl Rafear 31Oy 3rerer u= sRem Tl
RAifEer ATURRY gaRT fohT 37T 37T T FHTAR ATE AT 37 gier

SATERICHE Tgel, Tt Hicrd #H UTod HTH 37T T T FHART Hl 61 &7 SeelT g @a Aoft & iasrd
HAIN fIAY GIRT e 3eh! TAT HeATereaT @ Heiftre uiciper feoaul it et 3§ ey 1 & smeeft
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HRT TIHR FHITHS [GHTT aRT 391 falier 20 A 1972 & AT A9l §&AT 51/5/71-Estt. (T) &
HAIETH A I far & Tay H AFTeelt Rgia sy frw are Elnaeia R & geds ya7 & gcafaser @ gefag
Teh PicTH gl AT dTfeh Rafear 318l o TR sherard T Rt forg 38T & 3T Aca=Isar & Taer #
3l oot ¢ aFlacaiASer & Tafd Hiew 7 feouoht a wag Rrafaf@d Arle:lt fgrdr @ aree fFar
St =ifge

gl RRY S MUAT SRRT g1 AT o 3 319e) 3refieyr Faiardy H Tcafaser I @eg F Tseidr
FHI-FHY W Ale fhar Sir =g v 3R s o9 & aiueier ST e@RT 3rar ATl &l {3y gierd e &
U ST UH HAg T WA I TATONT ot & [ ia HRAATg! Hr Sl a1fge arfden e Rae
forga a7 T 38 Y & garen forar Srer arfgv 3R dcafaser & Gafiid sicd FI Rd TAT 38 H 396y
ATHAT T 3TN TRAT SATAT AMET T, TR T HTATRTAAT o HRUT 3 FITH I A6 3T IAT & Al fold=Tad 3T
ERTAThT & 3R T3 T HRAGTET T STeAT =g

HaTTsor ¥ T HIcTH Pl TTeil I3 fGAT SATAT AIfRT HR THRT FATRT Sl A TSI W TS AR T2 &
T H Teh 370797 I[Cc] Al ATY-ATY ReblS T ST ARV 3R 31eTarcit Shrdarér i STt =rigal

S o FAle Y Teh A TRT il & T 39T GAAET BRI & I Sl SeA AT it g FiATerd Hiam
T 8 TR Tl 31egacil ShRIETET I Sl

I fegact AR & ARUTH T TART FHARY FI IRIGHFT AT AT ST 8 A IHRT Fedfasar Hr
IO foram ST anfew 3R 3@eht ais dforemr & yfaffe & e arfee |

I 3T FeafAser W Heg H1 IS gl Tl § dl 58 g 1 8t Repis fovam S Fevel § 3R Faftra axany
FHARY T SH T FAT &1 ST Hebel 51

U T ATHS B Thl § et H T ey T Feafersar 0¥ #eg & ar A e Rt/ e Repfs v e &
STe; 1 TS ST & OF HEE & THATC glel 37aT 3HehT YTSe gt H TATCd HHIA ST 77¢T glell ol 3T TR
HATRY o ITEROT IR 3T F© 3R 37afer & forw R 7@ Siesh 3R 38 5761 e cgaei g1 08 gei O et
TET foraT ST TfRT foeT & arse3meroT 7 fored 81 & 37a3R 81 3R acueara 3uX faf@d sriardr $r s a@endr
gl

T oY AR g § o9 RfEar 31f8eny Tar 3R T SRRy Feary 61 Raie fordy 3 3@ & 39 ufa fosaer
mﬁgwﬁwﬁa&ﬁwﬁmﬁamwﬁmaﬁw%@amﬁa&mm%wmm
o= ¢ gY fore & g fasmameger it aed RUIE & @ 08 Tseid dd 3cee g1 Tohdl & Sfd TXhRT harany o
ReaféaT 3rftrerdt & 3refier &vor 3rafer & forw & fomam g1 am o el 3rafr & fore ot o Ta7 81 O welt aArevelt o
R 31T F acafaser ot sres & 57 3mT Hi ufafSe Feh TfRT fF 389 TER F3FErY & S
A TATed gAY & fAU ¢ &@r & arfe ag 1 ARaa ool o e 3rUar 387 38 GhRT haany &
eaferser & fa%g Fo AL o & SHar off AT 81 Tg AT TLdicssh [qavor gram fore o) el 1 #h1g 3mafed
g1 greft fohq] I8 3maeTs ¢ & aftss siftrenrd & srvar srefierey ol & gcafaser & ar & Feref
AT T o711 & FoIT Y 311 1 ¢ drfes 98 ThRIcHS fdaioT & Th
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Group-II
Council of Scientific and Industrial Research
Annual Performance Appraisal Report
Laboratory/Institute:

Period: From to

Part - 1
Particulars of the Employee

(To be furnished by the Administration)

Name (in block letters)

Code Number

Date of Birth

Date of joining CSIR
Division / Area / Section

QU AWM=

Present Post

a) Designation

b) Date of appointment to the present post
c) Group & Grade
d) Date of joining the Division / Area / Section

7. Reporting Officer

8. Reviewing Officer
*The laboratory / institute should assign a code number to each employee for computerization.

9. Qualification (Academic / Scientific / Technical)

10. Leave Record (other than casual leave)

*

Signature of the employee with date

Signature of COA / AO with date
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Part - II Task Assighment
Tasks assigned during the period covered by the Report:
(to be filled in the beginning of the year or later whenever task is assigned)

(Please document the tasks assigned)

(a) General Tasks

(b) Special Tasks
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Part - III Performance Appraisal
Tasks completed during the period covered by the Report

(to be filled at the end of the Reporting Period)

(a) General tasks

(b) Special Tasks
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Any specialized work done or distinguished service rendered:

Critical Appraisal

Key Strengths

Key Areas of Development

Grade awarded on the tasks allocated

Seven Point Grade Scale:
Outstanding: 100 marks
Excellent: 90 marks

Very Good: 75 marks
Good: 60 marks
Satisfactory: 50 marks
Fair: 35 marks

Poor: 20 marks
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Part IV: Behavioural Aspects

Please give appropriate marks on the behavioural aspects as per the scale provided

Intelligence & Industry

Creativity & Motivation

Ability to work in a team

Sense of responsibility / discipline
Punctuality and Attendance

Total Marks on 25

Scale for behavioral aspects:
5: Outstanding

4: Very Good

3: Good

2: Satisfactory

1: Poor

174



Integrity

Impacable
To be monitored

Please provide remarks if any

Pen Picture

Please provide remarks if any
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Part V: Final remarks in Annual Performance Appraisal Report

Final Marks (to be computed by apportioning relating marks of Part III and IV)

Marks in Part III (out of 75)
Marks in Part IV (out of 25)
Total Marks (out of 100)

Date
Name

Designation
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Part VI: Decision by the Head of the Institute of Designated Nominee

1. Remarks of the head of the Laboratory/Institute on Designated Authority

2. Final grade awarded on the tasks assigned

Date:

Name:

Designation:

177



Please read carefully the attached guidelines before filling up this column

If the employee is reporting to more than one Reporting Officer, each reporting officer will file a
separate form. Arithmetic mean of the marks given by each Reporting Officer will be the final marks.

Final marks obtained in the Behavioural Aspects will nhot be communicated to the employee. However,
marks obtained by the employee which fall under the category “Poor” as well as adverse remarks on
“integrity” shall be communicated.

Guidelines issued by Govt. of India, Department of Personnel, regarding “Integrity” vide O.M. No.
51/5/71-Estt. “A” dated 20" May 1972.

In every form of Confidential Report there should be a column regarding integrity to enable the
Reporting officer to mark his remarks on the integrity of the Government servant reported upon. The
following guidelines should be followed in the matter of making remarks in the column relating to
integrity.

Supervisory officer should maintain a confidential diary in which instances which create suspicion
about the integrity of subordinate should be noted from time to time and action to verify the truth of
such suspicion should be taken expeditiously by making confidential enquiries departmentally or by
referring the matter to the special police establishment. At the time of recording the ACR this diary
should be consulted and the material in it utilized for filling in the column relating to integrity. If the
column is not filled on account of the unconfirmed nature of the suspicion further action should be
taken in accordance with the following sub-paragraphs.

The column pertaining to integrity should be left blank and a separate secret note about the doubts
and suspicious regarding the government servant’s integrity should be recorded simultaneously and
followed up.

A copy of the secret note should be sent together with the Character Roll to the next supervisor officer
who should ensure that the follow-up action is taken expeditiously.

If, as a result of the follow-up action, a government servant is exonerated, his integrity should be
certified and an entry made in the Character Roll.

If, suspicions regarding his integrity are confirmed, this fact can also be recorded and duly
communicated to the Govt. servant concerned.

There may be cases in which after a secret report/note has been recorded expressing suspicion about
a govt’s servant integrity, the enquiries that follow do not disclose sufficient material to remove the
suspicion or to confirm it. In such a case the Govt. servant’s conduct be watched for a further period,
and in the meantime, he should, as far as practicable be kept away from positions in which there are
opportunities for indulging in corrupt practices and thereafter action taken as indicated above may be
taken.

There are occasions when a reporting officer cannot in fairness to himself and to the Govt. servant
reported upon, either certified integrity or make an adverse entry or even be in possession of any
information which would enable him to make a secret report to the Head of the Department. Such
instances can occur when a Govt. servant has worked under the Reporting Officer only for a brief
period or has been on long leave etc. In all such cases, the reporting officer should make an entry in
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the integrity column to the effect that he has not watched the Govt. servant’s work for sufficient time
to be able to make any definite remarks, or that he has heard nothing against the Govt. servant’s
integrity, as the case may be. This would be a factual statement to which there can be no objection.
But it is necessary that a superior officer should make every effort to form a definite judgment about

the integrity of those working under him, as early as possible, so that he may be able to make a
positive statement.
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Proforma-8

Council of Scientific & Industrial Research
Performance Mapping of Scientists

Assessment Year To

BASIC INFORMATION

Identification Information

Name of Employee Employee ID
Group/Grade Date of Birth
Division/Department

Date of Joining CSIR

Category (indicate if belonging to SC/ST/OBC)

Email ID

Mobile No.

About the Evaluation Period (and other obligatory Information)

Status

Part year or full year evaluation

Members-Collegiums

Members-Empowered Committee

Have you filled the annual return on immovable property during this evaluation period
Categories information (for the period under evaluation)

CSIR Core subject Area

Further sub subject Specialization of the area under which the activities have been carried out

during the assessment period (refer: This may be different from the functional divisions of the
Lab)
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EDUCATIONAL ATTAINMENT(S)

Qualification | Specialization/Subject(s) | Year Division (0- University/Institute Additional
Not Information
Applicable)

EMPLOYMENT DETAILS

Grade/Post Estt./Lab/Instt. Duration From Duration To Remarks

LEAVE RECORD

Please list leave record for the year being evaluating (include all leave)
Type of Leave No. of Days
Verified by COA/AO Signature of the employee
Date: Date:
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Common to all (those in PB3 & PB4 scales)
Council of Scientific & Industrial Research
Entre your Lab Name

Performance Mapping of Scientists

Assessment Year To

Please provide detailed/additional relevant information at appropriate places as Annexure
suitably marked/identified as per the Work Report format as per Appendix-B wherever
necessary. It is not expected that all section of Appendix-B will be relevant to the concerned
scientist and will be filled- in. Only those sections/sub-sections that are closely relevant to the
concerned scientist need to be responded to or filled in.

1. What do you consider to be your most important achievements sector wise for the past
year? List sector-wise contribution in one or more areas (Public goods/Private
goods/Strategic goods/Societal goods).

2. Define your major knowledge portfolio — state whether you are involved in knowledge

Generation, Knowledge Development or Knowledge Management. Please elaborate by
filling in the appropriate sections of the form provided in Appendix B.
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(For only those in PB4 scale)

3. How has your contribution enhanced the prestige of the laboratory?

4. In light of your current capabilities, your performance against past objectives, and your
future personal growth and/or job aspirations, what activities and tasks would you like to
focus on during the next 2-3 years. Again, also think of development and experiences
outside of job skills — related to personal aims, fulfillment, passions, etc.

5. What sort of training/experience would benefit you in the next year? Not just job-skill-
also your natural strengths and personal passions you’d like to develop — you, your work
and team can benefit from these.

Signature of the Employee

Place :

Date:
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WORK REPORT FORMAT

Appendix B

(It is not expected that all sections/sub-sections of Appendix-B will be relevant to

the concerned scientist and will be filled-in.ONLY those sections/sub-sections that

are closely relevant to the concerned scientist need to be responded to or filled-in.)

Section I

Kindly ensure that there is no repetition while providing information.
I.1 Participation in the "R&D /R&D Managerial activities” of the Laboratory/Institute:

SI.No

Title of
Project

Project
Category

Participating
Agencies

Your Role as
defined

1.2 Participation in “major programmes” and/ or “facility creation” identified at the
National level:

SI.No

Title of the
Project

Coordinating
Agency

Contribution being made by
you as representative of
your organization*

I.3 Acquisition, operation and maintenance of “major facilities” of the

Laboratory/Institute:

SI.No

Title of the Facility

Your role in brief*

Beneficiaries*
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1.4 Enlist notable contributions (upto ten, indicating status like individual
achievement, output of a team work/collaborative work etc.)
(not exceeding 150 words)

1.5 Highlight the significance/impact of your work on industry/
society/environment/nation as a whole

(not more than 100 words)

*not more than ten words.
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I1.1 Publications
II.1.1 Papers published in Journals (during the year)

Section II

(i) In peer reviewed/SCI Journal (Indicate the total Impact Factor
and citations of your publications)
(ii) In non peer reviewed Journal

(iii) Review papers (non SCI Journal)

SI.No

Authors

Title of the
Article

Year of
Pubn

Name of
Journal

Country

Vol No.
Issue,
Pages

DOI

Note: Scientistis fully responsible for the accuracy of their references. All
references must include
2 Author/editor last name plus initials (for six or fewer authors; if there

are more than six authors, use "et al."
agency

2 Year of publication
2 Full title of article or chapter (lower case)
o Title of journal (abbreviated according to standard engineering journal)
or book/proceedings in title case

o City/state/country of publication and name of publisher

2 Volume and inclusive page numbers

2 DOI number, if available.

I1.1.2 Papers published in Conference Proceedings

after the sixth) or authoring

SI.No

Authors

Title of
the
Article

Date/Year

Name of
Conference

Venue

Vol
No.
Pages

Publisher

I1.1.3 Contribution to Books
(Indicate total number of chapters and pages)
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SI.No

Editors | Title of Year of
the Pubn
chapter

Title of
Book

Country

Edition
No.

Publisher

I1.1.4 Enlist institutional publications brought out
(specify the nature like Technical brochures, Feasibility reports, Training manuals,
Publicity brochures, Organizational plans, Annual reports, Performance reports,
Protocols, Brochures, IPR documents etc.)

I1.2 Patents filed and granted during the assessment period (indicate separately
total number of national and international patents filed and granted, also
provide details as per format given below):

SI No. | Title Country Filed on Granted on Names of other
(Date) (Date) inventors
I1.3 Financial Contribution
I1.3.1 ECF during assessment period:
SI.No Title of Project Amount received | Govt./ Lab Reserve
the Type/Category | with your generation
) L Industry
project initiative
I1.3.2 Technology / Process / Know-how transferred:
Sl. | Title Period during Date of | Organization/Industry | Total fees | Your
No which transfer realised Role*
developed
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I1.3.3 Testing, Evaluation and Calibration jobs undertaken and amount charged
I1.3.4 No. of EIA jobs undertaken and amount charged
I1.3.5 Software developed & delivered and amount charged
I1.3.6 Others (specify, if any)
I1.4 Technology / Process / Product development:

Sl. No | Title Year of Your contribution in
Development | the development*

*not more than ten words.

In case your work such as 'spin-offs’ etc., cannot be depicted in terms of the
above parameters, you may like to quantify your contributions in your own way
and while doing so you may refer to Section/Para No (s), in case such points are
already reflected elsewhere in this report.
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Section III

Kindly provide details on the following, whatever applicable, total information
being within 300 words

ITII.1. Field work undertaken
a) Field data collection (including oceanic data) indicating the number of
days involved per year
b) Field implementation / Technology diffusion

c) Technical guidance / Counseling

ITI.2. ECF catalyzed and budget handled (CSIR & other Agencies)

ITII.3. Participation and contributions made for strategic sector

II1.4. Have you been able to create / add new clients to the organization

ITII.5. Contribution to indigenous technology / component / product / device /
engineering systems design & development

ITI.6. Activities leading to foreign exchange saving

II1.7. S&T Cooperation established with other countries including regional
collaboration

ITI.8. Assistance provided for national / international institution building
IT1.9. National / International training programs organized

ITI.10. Your contribution towards upliftment of science & technology in the
country

ITII.11. Any other point, not covered so far, to complete the spectrum of your
achievements
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Section IV

Kindly provide information on following lines, whatever applicable, within 300 words

IV.1.

Iv.2.

IV.3.

IvV.4.

IV.5.

IV.6.

IvV.7.

IV.8.

IV.9.

Participation in policy formulation and / or decision making

Formulating/amending existing rules / procedures for better effective

functioning of the organization

Interacting within CSIR, with other R&D Organizations, Govt.
Departments, Industry and / or International Agencies for project
formulation or meeting effectively the objectives of identified programmes

Obtaining/processing for financial approval and associated management

for implementing mega projects.

Providing major service to your organization in its efficient functioning &

image building.

Membership in organizational / national / international committees.

Important administrative responsibilities taken and success achieved.

Major events organized as leader / coordinator.

Major initiative taken towards better positioning of your organization.

IV.10. Any other dimension of your contribution essentially depicting your

leadership quality.
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Section V

Participation/Contribution to AcSIR/HRD

V.1. No. of Lectures delivered and details
SI.No Subject/Cour | Credits No. of No .of No. of
se Students | Lecture Practical
Hours Sessions

V.2. Did you have a role in the design of curriculum of any subject?
(under 100 words)

V.3. What other contributions you have made to the Academy this year ?

(under 150 words)

V.4. Did you prepare any lecture notes, tutorials, test/assignments etc.? (under

100 words)

V.5. Please explain any other responsibility you have been assigned/undertaken

including teaching PG/PhD students in 150 words.

V.6. No. ofMS(Research), Ph.D. students guided (indicate whether in progress

or completed/awarded).

V.7. Students guided for their project work/assignments for PG Courses like

M.Sc./M.E/ M.Tech. /MBA/MCA etc.
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Section VI

Provide salient details including the name of the organization and the year of

award, on the following

VI.1. Fellowships of professional societies (restricted to all India level selections

only, besides international selections, if any)

VI.2. Prestigious award / recognition received (restricted to national &
international level recognitions only, kindly also indicate in monetary terms,

wherever applicable)

VI.3. Editorship in reputed journals

Date (Signature of Scientist)

NB : Correctness of the information provided as above, is crucial as the assessment
is based fully on the Work Report forwarded to the Collegium for the purpose.
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Central Glass & Ceramic Research Institute, Kolkata
Performance Mapping of Scientists

Assessment Year 2015 to

Employee Name

(Please note that this is only a qualitative evaluation and therefore no

awarded)

Council of Scientific & Industrial Research

2016

Pen Picture — Behavioral Aspects

Enter Your Lab Name

Employee ID

marks are to be

A. PERSONAL ATTRIBUTES
1. Personality
2. Maturity and
thinking
3. Level of self confidence
4. Initiative and drive
5. Mental alertness

logical

Excellent

|
(I
(I
|
|

Very Good

ood oOdg

Good

oo dd

Needs to be improved

O
O
O
0l
O

B. PROFESSIONAL

COMPETENCE

1. Perception of
organizational role

2. Competence to handle
the job

3. Ability to communicate
(both in speech and
writing)

4. Dedication and
commitment to the job

5. Comprehension and
appreciation of new
development related to
his job

o O

O

C. MANAGERIAL CAPABILITIES

1. Ability to get along with
colleagues

2. Willingness to
responsibility

3. Decision making ability

4. Crisis handling

5. Qualities of Leadership

accept

o0 0O O

OoOoo g d

Ooo0 O g

D. INTEGRITY AND ETHICS
(Place refer Appendix E before
filling this column)

Unooo o O

OTo

monitored

Impeccable

[1Beyond
Doubt
be
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E. Any Adverse Comment
(if Yes give details separately)

Yes/No

Total Individual Score

(Member 1)

Place:

[ ]

(Member 2)

Members — Collegium
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(Member 3)

Date:




Council of Scientific & Industrial Research
Enter Your Lab Name

Performance Mapping of Scientists
Assessment Year To

Employee Name Employee ID

We concur with the individual score as
Assigned by the collegium

The individual score may be upgrade to
Give reasons justifying the upgradation of individual score

The score may be downgrade to
Give reasons justifying the downgradation of the individual score

Final score of the individual

General Comments on Appraisal Individual Equivalent
Score %

Grade Assign equivalent score out 1.1 100

of the corresponding range. 1.0 90-99

Please refer adjoining table 0.9 85-89
0.8 70-84
0.7 60-69
0.6 50-59
0.5 40-49

(Member-1) Member-2)

(Member-3) Member-4)

(Director/DG, Chairman, Empowered Committee)

Place: Date:
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Proforma-9

Far lI(3) T 388 I
Group 1lI(3) and above

deATfereh T 3eANfareh IrgaeneT aRve
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH

TIRTRATAT/ FEUTA
Laboratory/Institute:

Rie 3rafer: a a%
Reporting Period : oo, FROM e To
HTIT-1
HAARY @RI TEI 6 S are AR
PART -1
Particulars

(To be furnished by the employee)

1. AT ( T 3R H)
Name (in Block Letters)

2. S AR
Code Number*

3. J=A fafy
Date of Birth

4. & vE IS IR A AgfFa & fafy
Date of Joining, CSIR

5. (o)FTIT/ &1/ TSI
a. Division/Area/Section
(@) Frd%aA/ afafafaat

b. Programme(s)/activity(ies)

6. IAHT Uc

Present Post
(P)geATH
a. Designation

(@)ast Ta I
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b. Group & Grade
(a)ac#Te ue R fergfera @ fafy
c. Date of appointment

To the present post

(&) SI3T/ &1/ TS & HheR
TGUT Pt T ARG

d. Date of Joining the Division/
Area/Section

7. RarE for@e arer 31fRY
Reporting Officer
8. HHET ISR

Reviewing Officer

* AT/ HEATACIRT HYSHUT & Tl Fedeh woTary 1 his Hear g &
ST =g T

* The laboratory/institute should assign a code, number to each employee for
computerization

9. AIFATY (AeTfOTen/dMMioreh/TeheilchT) Secehlelle] shel &
Qualification (Academic/Scientific/Technical) in the reverse chronological order.

feaf/ fevatar/ afcfhare ay fawr faQryaar

Degree/Diploma/Certificate Year Subject(s) Specialization

10. STGATS ANATS AT Hhr GEeIdT
Membership of professional societies
TIETSET &l AT TSEIAT Fr Fofy
Name of the Society Class of Membership

11. BT Hetl Repis (3o {Eeh Sigdl & 3Hefar )

Leave Record (Other than Casual leave)
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.................. .CaRT HTAT
31X afaa e st
& feetren afgd g&areR

Verified by :

Signature of US(CO) With date
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FIIR & e afgd geaer

Signature of Employees with date



HIT 2 S foTsdTest Hediehat
I1 & AR SaRT FGT HedTehel RUIC

PART — Il PERFORMANCE APPRAISAL
Il (A) SELF ASSESSMENT REPORT BY THE EMPLOYEE

1. @A/ sifafafay afakfRat /9Raser /aRasee s &
Programme(s)/Activity(ies)/Project(s) (Give titles)
.
1.
11
(1) (2) (3)

2. FHA A/ (Ir) RT3
HA eufa (wefta atea & wgr &1 AT

foreret eremy) 3regeT

Status in the

Programme(s)/Activity (ies)/

Project(s) gol & IeEd
(please tick the relevant Boxes) GETICIRHEGH

3. ST HTIE § SHA Thial aam (1) (2) (3)
3H SRR 3T IHT
Type of work engaged
In & time devoted.

(o) eTETS AT faehre s

Research & Development

(@) fSairs qur faera

Design & Development
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M QT HedTeheT oTT IR
Testing, evaluating & calibration
oIl Jh1Rle JEdHhed Td 3fefdic
Documentation Publication, Library & Translation
g THUSE {aw
S&T Services
- N ——
Engineering Services
& NUHAS I A T ATeTd HHTHT Taehre

PME, information Industrial Liaison HRD.

S 375 IS HUAT TS HY
Any other, (Please specify)

4. 39 ROYE r 3af & e I are
e T GIeT Holdoleh -1 FEITH @I IITH &

Tasks assigned during the period covered by the Report
(Give Information in the Format enclosed as Annexure |)

5. 3 RUlc $r 31afe & e fhw v
T T 2 FETH AN TITHG |
Work done during the period covered by the report.
(Give information in the Format enclosed as Annexure Il)

6. TH TUSCI3cUIG
S&T Output

6.1 ARSI & & H & IS dheilhlaThRY, FAVAT I T TS &Y Jamd

Technical Know how, Expertise & S&T Services Contributed.

() TARTAT fRT ITT ThAUT 3cUTE, TANIMcHS 311G TFT, ITRIOT ,3TER, ITHIOT d2T
AT

Processes, Products, Experimental Prototypes, Appratus, Instruments, Devices and Materials
developed.
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A &l & HET
Item Team Member(s)

(@) TaehfAc fohT 31T AIFeaAY/ FRIHH /FFselad/ THNREHA

Software/Programmes/New Data Base/algorithms/developed.

HAS o ae T

Item Team Member(s)

@31) IR FI IS Tehaieh! TATIN, ATeTeh [AfAEer @fgar ugfa a 3ier e Rae/ s
Rare gr fFeevor Rae
(TGl 1T oeh Higd quT [aerorS)

Technical Manuals, Standard Specifications/Code of practice/calibration report/Test Reports &
Analytical Reports prepared (give full particulars including fee realized)

A &ol & &
Item Team Member(s)

(7) farfad fhu T B8+ Ug 31897 waTg a1

Design & Drawing/Flow charts developed.

AG ol & &I

Item Team Member(s)

(3) WA dUT e [hTaTTUT

Patents Filed & Sealed

G ol h eI

ltem Team Member(s)

@) U v I Wit S

Consultancy Assignments undertaken

G ol oh TEET

Iltem Team Member(s)

(T) U TR 9T IeTaer ITTEETeT HUAT o7 fFeror g

Contract Research Undertaken (give full particulars)

G A H AT

Iltem Team Member(s)
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(37)  SEafad IS gfvafor

Training offered/organized

HAG

&ol o ge&T
Item

Team Member(s)

(F)  UE T a7 FARIY 3cUTe/ ARFHT T 3RET0T 7 feToT/ Scurest
Fabrication/Production of Special Products/Repair & Maintenance (Job Work) Undertaken.

HAG

Item

&ol & HeET
Team Member(s)
() TCTH FI IS dhailhl TETIdT sART &

Technical Assistance rendered (Give details)

HAG

Item

&ol & HeE
Team Member(s)
(T) aFeirenr BRI T Feraar qot faavor g

Membership of Technical committees (give full particulars)

HAG

Item

Gol o Teeg

Team Member(s)
(@) TS RARTE

Any other (give details)

HAG

Item

&ol & deEg
Team Member(s)

6.2 3TTHEIT TR, cTohilehl RUIE, HEACHAT HEll GEcTdeil 3THIT AR i

Research Publication, Technical Reports, Conference Papers, Invited Lectures etc.

(@) daNTfeieh/ qehattehl SeToll 3 TehTeret o foTT Talieha 312raT FenTTRld Qe qot faaRer &

Papers published or accepted for publication in Scientific/Technical Journals (give full particulars)

(@) ITANTHT TR/ TIR TS/ FINSE FThe H TEJ T ANera=

Papers presented in organized conferences/symposia/seminars etc. (give full particulars)

(3T) ol ATEed SAE H TR Tecieh, AIAITD, TEAD 3 HEATAT |, FHTET FUT Fafdy
FIsORT S
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Books, Monographs, Chapters in Books, Reviews and Bibliographies published in the open
literature etc. (give details)

()3T BT F YhITAT dATTeieh/ deheilehl RAIC

Internally published Scientific/Technical Reports.

A [SECEY
Item Author(s)

(3) AT/ TACH/ MD MY Y4/ 3T MY JauT fSietenr qdaeqor fohar
arr(faazor &i)
Ph.D/M.Tech./M.D. thesis/Other Thesis supervised (give particulars)
faw 9T 3HTT sarEaE (sahT Q)
Invited Lectures Delivered (give details)

3T FS (sART )
Any other (give details)

6.3 deheiTehl TETIT HATHT § T 34T

Outputs relating to Technical Support Services

() BRI T 3 deb-11ob| HoTadl Yal SART &

Workshop and other Technical Support Services (give details)

(@) U3 T FoTeTol TUT TERWTT SHATV] o feTT qTaRoT IR A1/ HIRABIIIT TAUT 3ecieh

SETUT3it T TERETE/ Soceh TAS5H i [HHTOT AT Y 1S 377 Fard-

Breeding & Maintenance of Animals/Preparation of Culture Media/Maintenance Cell and Tissue

Cultures/Preparation of Histological Slides/other services rendered.

(31) 37T A IUERT/ GIAETIT ohT Tellele AT TEWTS

Operation & Maintenance of Sophisticated Equipment/Facilities

(@)  UREeR @I/ S WS Gl ScaTic 1 Trols

Operation of Pilot/Batch Production units etc.

(3) 3T dehaieh! HETIAT QaTU sART S

Other Technical Support services (give details)

6.4 3= UY USET A3 & Gaf¥d 39S

Outputs relating to other S&T Services.
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() TTSTAT hT TARY/ TRENSTAT HeTNET0T/ Hediehel/ Seh ol 3TANSTA/ JaTaHlT/ aRIeT
fargeror qar 37y fiung dard (sal &)

Plan preparation/Project Monitoring/Evaluation/Organization of Meetings/Forecasting/Perspective
Analysis & Other PME services (give details)

(W) SYISH TS TS AT/ Th1RIeT/ ToIeT/ TETHT/ JHelale Hard saRTE
Information/Publication/Documentation/Library/Translation Services Provided (give details)

(@) 3NN Fudh, AR, SIS AT TS dfaes geder sair g

Industrial Liasion, Extension, Public Relation & Internationals Scientific Collaborations (give details)

() STIRATFd TUT AT FATY TAhT sIRT S

Manpower and Human Resources Development (give details)

(3) UerEgrFgId 31°1<-iulc1 JuT9ée OIS
Extramural Research and Patents (give details)

(d) T HIg AT

Any other (give details)

7. 38 At & GRIeT UTed WFATe/ qRERR/ 3uifel/ serfeaar satr

Honours/Awards/Distinctions/Citation received during the period (give details)

8. urca faiera a1 Jreadr/ grea 9iIeTor saRT &

Additional Qualification obtained/Training Received (give details)

() FIATEISC AL foh FAT G holsT I e Hed T AT [daor it fafy
37T AT helsT aY Y 31 STeAadl csh Sl 2 feam Iram mi afe; o7, faaor g
et Y ARG &Y AT |

Please state whether the annual return on immovable property for the proceeding calendar year was

filed within the prescribed date i.e. 31 January of the year following the calendar year. If not, the date of
filing the return should be given.

FHT & e afied geaner

Signature of the employee with date
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II (@) RUC 3R SaRT Hediehe

Il B. Appraisal by the Reporting Officer

1. ROré arfeer

Reporting Officer

() ATH AT HERT H

Name (In Block Letters)

(@) g

Designation
2. ROrE 3rafer & et FaAan & & fasdresT &1 [Aaaetcas

HodTehe [Tl &l Seoll Y () HAURT T Agca ol STeleurdr T
v [AfAsear (@) |9 arv st @ geEfa s@Ear

Critical Appraisal of the Performance of the employees during the period (give a. Highlight of
the significant achievements of the Employee b. short falls relevant to the assigned tasks).

3. ROIE 31TUART gaRT YT fohdT a1 I8 7 3R Tohel ATFAToId [haT SITT

Grade Awarded by the Reporting Officer (seven point scale to be inserted)

Rare 3R & feais afgd geaer

Signature of the Reporting Officer with date

4. g 3PN carT Hedieh

Appraisal by Reviewing Officer

() #HfAFAfATad T SIgH FATR H RANE TR FATE

| accept the report of the Employee except for the following.

(@) TFYET TAFRT GaRT YTl fohdT 3T AT (7 3ifohd Tohol ATFATCI R T STTT)

Grade awarded by the Reviewing Officer (seven point scale to be inserted).

e I7TFRY & e Tfgd gEdier

Signature of the Reviewing Officer with date
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o—_ﬂa- .

1. JHHAARIOT HIATT GarT fodm I/ FaiellcAs Hodlhed dUT A5 HAUNT Sl

Ul frar Smoem afe Saanlr & TuUa & 9 AT & faeg 3@
TG FAT & AT g8 BT AT I ged @ F dRE § 4 Fedre Hr ey
& 3ex Tfld 3egrdesT YEdd Y Hehal/ Hehcll g1 Ut 3H3TTdesT T HaTH
Wt garT faar fear sver 3R g& 3ifas ot & geem sl & &
ST HATRT FUTGAFAT HeTH TSR H AR 39T G&T TEIT Y Hehell
g 1gaf, et ey & 3ifaq PAvir & Qg s 3r9urde =g fear o

el

The critical appraisal and grid awarded by the normalisation committee shall be
communicated to the employee. if the employee has any representation to make
against the grading communicated to him, he/ she may respond in writing within a
period of 4 weeks from the date of receipt of the communication by him/ her. The
Representation thus made will be considered by the competent authority And the
employee will be informed of the final decision. Wherever necessary the employee may
seek an interview with the competent authority. However, no further Representation
will lie against the final decision of the competent authority.

e 38 3afY & SR AT A T § 3f¥e RAfcr AfUaRr & 3l sy
foram & dr 9cde RAféer AT garT Fedihe e el

If the employee has served under more than one reporting officer during the period,
appraisal by each reporting officer should be given.

II 37 YA GEATT & T 372UaT A fEse witsrY s Aoy

Decision of the head of the Laboratory/Institute or Designated Authority

. TARTRITAT/ TEAT & Tt 3720aT fAfese urfrenry iy fecqof

Remarks by the Head of the Laboratory/Institution Designation Authority.

. Yerd fohar = 3ifad I

Final Grade Awarded
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TEAT FAIRATT o FeITeT 3720aT A fese

QIR & feetieh gfgd g&die

Signature of the Head of the Institute/Lab. Or
Designated Authority with date

o Ig NI TT H Hc glat ohl G2T H T ATV

e The partis to be filled only in case of difference of opinion.
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THg-11I, IV,Ta vV (&)
Group : III, IV and V (B)
EEIC R IEICC IR LG LRI I
COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH
AT/ HELTT
Laboratory/Institute:

s III 3TeROT9ge]
Part Ill : Behavioral Aspects

3rafer 3 RED

Period: From To

(TE BT T 1 Y RIS AT HTGLTeh hrATET 8] TATHeT TS & aToF FSiT STl TieV)
(This completed form is to be returned to the Administration for record and necessary action)

1. ARy FHIATH
(T 378 H)
Name of the Employee
(in block letters)
2. Ug
Designation
3. () TeTIT &1 3TeaTTaT
Division/Area/Section
(@) S HA Afafafe aREsE=T
programme/Activity/project
4. FHAART HT TRGET
HUAT SUeFc HATeh oMU

Employees Profile
(Please give appropriate marks)

farerer weed ugef, 3T SE 3TOT | 37T Halwsfeldh | I3R
Attributes Aspects Outstanding | Very Good | Good | Satisfactory Poor
(5) (4) (3) (2) (1)
. g
Intelligence

1. GoTeATcH R T ATHIROT
Creativity & Motivation

1. ol H T 1 &TH T

Ability to work in a team
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al a(‘a/ Hﬂ'QW
Responsibility/Discipline

Adca

(4

Leadership

VI.

Tcafesart
Integrity

VIL.

HTEROT g A 3iTdH AT
Final marks in the
behavioral aspects.

feeTen

Date

RO 31fRRY & gEamer
Signature of the Reporting Officer

FIAT 3T T I e T TGl Holdol APIGLI Gl 1 AIaHTell qdeh T61

Please read carefully the attached guidelines before filling up this column.

IfE FAar v ¥ 3fUE ROE 3 & a0 1 a0 6 g &dr § o 936 R
TN 36T & 997 AT Tedeh RAIE 3R garT few 910 A &7 AereAs arey 3ifaa
AT graml

If the employee is reporting to more than one reporting officer each reporting officer

will fill separate form. Arithmetic Mean of the marks given by each reporting officer will
be the final marks.

HTEROT Ugef 7 UTe 3HTAH ATenf hr Ferelr oy 1 w167 & Sreahl qanfy afe saA=m garr
TSI ATl & HROT HAANT G AN & AT AT § TAT SHY 38 & HcAfeTsal T Ffcishor
RecafSrar e & a ey 1 8 &1 FaaT & e

Final marks obtained in the Behavioral Aspects will not be communicated to the

employee. However marks obtained by the employee which fall under the category
poor as well as adverse remarks on Integrity shall be communicated.
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R DR FIHD GHTT & elieh 20 A 1972 & FEATAT & AT FE&AT 51/5/72- TATIAT ST @RI

TcIfIsaT & Faer 7 SR forT a1 Areteeif fRAga
GUIDELINES ISSUED BY GOVERNMENT OF INDIA DEPARTMENT OF PERSONNEL, REGARDING INTEGRITY
VIDE 0.M. NO. 51/5/72-ESTT. A DATED 20™ MAY, 1972.

MY RAIE & T Bl H Acafosor Tadl Teh VAT Fierd gl Aifev forae Raie forger arerm 31fery 39
TSR HHARY, T RAE fordt Sel §, i Tcafersar W 319e feoqoft & @k | acafaser dady siee
SfafSeat ae e T ArTae Rgial 1 3rTaRoT R o

In every form of Confidential Report there should be a column regarding integrity to enable to Reporting
Officer to make his remarks on the integrity of the Government servant reported upon. The following
should be followed in the matter of making entries in the column relating to integrity:

() Tddeteh TSR T o SRR AT AT o1 H TAY THI W HNAEY HAURY Hl HcAfeTsar & TR H
HEE 3cUee il dlel TSIl T AlE fohaT ST TUT XH HEE T T Sl FHTOIT iel & T ayeet fqemi
ST TS clTel SaRT 31T HATHET [aAY Yo FUTYAT i $isT T e HRIETET 1 ST | aTideh v RETE Rk
AT 3T SRRY FT €A TWT ST JAT I TASST T Plold Ha THT ST ST & &Y 315 JraE FT 39T
fohaT ST | Afe; hieraT 3TqSe g o HIROT AT $IRT I1AT &, 33T hl HRIATET (o= T STRMETH3IT o HTHR
FHram |

Supervisory officer should maintain a confidential diary in which instances which create suspicion about

the integrity of a subordinate should be noted from time to time and action to verify the truth of such
suspicion should be taken expeditiously by making confidential enquiries departmentally or by referring
the matter to the special police Establishment. At the time of recording the Annual Confidential Report,
this diary should be consulted and the material in it utilized for filling in the column relating to integrity.
If the column is not filled on account of the unconfirmed nature of the suspicions, further action should
be taken in accordance with the following sub-paragraphs.

@) aRT Il & Gcafaser et e wF Grell SISEAT 1T T2AT THRT FHART T eI fasar Hefer Qarmait
3R EEE o TR H 37691 A Teh INTAT AlE T FTATS A1 €1 T ST TAUT Sofehl ITET0T fohdT ST |

The column pertaining to integrity in the Character Roll should be left blank and a separate secret note
about the doubts and suspicions regarding the Government servants integrity should be recorded
simultaneously and followed up.

()TN AT T Teh FieY TR Toil 6 A1 30Tl aRTS HARRY o a1 Foil S0 {5 78 AR e arige
T 3eTarcil SHTIETET cTeehlel T TS & 1

A copy of the secret note should be sent together with the Character Roll to the next superior officer
who should ensure that the follow up action is taken expeditiously.

(&) 3TeTarcit HRIETET & TRUTH Taed I TR HHARY TR HF & Al SHR! TG TSl FHTTOIT T ST FAuT
TR ool & gaeh gfafe Fr e 1

If, as a result of the follow-up action, a Government servant is exonerated, his integrity should be
certified and entry made in the Character Roll.
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(3) Ife 38 & Gegfervs Hath deer T iSe g1 STl § off 36 o2y 1 gfafSe Hr ST aur Heftra weary
At giad far s 1

If, suspicions regarding his integrity are confirmed, this fact can also be recorded and duly
communicated to the Government servant concerned.

(T) T A 3T 8T Tohdl & ToTeTH FHAANT  FHTI AT oh IR H Teg JTRTFA Hlel aTell NI RAle/
wite T wfafSe & a1e &I 378 ST TScTel, HeE GT el AT 3HRT YO el oh [TT IUGercd ATHAT ST 61
FANE I T AHS H TIHR FHAART & JGeR & F6 AR 3@ & v sraalient fhar e, qur s&@ e
STl ook SFaeTd 81,38 3o 9al § g¥ IWell OIfgU foled # e3eror # faed W & 3@ g aun aig
& STFA()TUI(S) H AT IV ITER HIAETE! T AT 1
There may be cases in which after a secret report/note has been recorded expressing suspicion about a
Government servants integrity, the inquiries that follow do not disclose sufficient material to remove

the suspicion or to confirm it. In such a case the Government servants conduct should be watched for a
further period, and, in the meantime, he should, as far as practicable, be kept away from positions in
which there are opportunities for indulging in corrupt practices and thereafter action taken as indicated
at (d) and (e) above.

(@) W A 4 g §, S RUE g aren 3R Tag & ufa aur 5w saany @ Rae o
STl & 38 i, cafasar & GAOIT o¥el 3ruar Gldeel 9iafSe e 3ryar Odr el off geem S
3T MY RUIE @t [aemT 3reer & Todd e & AT &=l §, & Tia @saer =g g g
WH TS A9 g Thd & Sfd HAAR) fRE qT-aleT & g W H Y T g aur R fowe arer
FHAY & WeNT Fo 3 F AU FF B @ uar a5 3Efy B g W sy |
gt @t F Raie 3l & gcafaser araee Fided & g 3mT f ufafte wE afike fr 33
FHANT & P F W & fov 3T gA7 7@ e ar § | Fwa 5 ag AfRgg ool &t @&
YT 3 HAAN B FAfASer & fawg @ feoqult #t goll, Shar off &Hen 8 | J§ aedfash faavor
g foas faw g mufed 87 &1 @hal | We T8 3MavTs ¢ 6 aftss sfedr & 3@ el
FRIRA FHAARAT AT TAfasar & TR F gaeiyg ARgad Ao = & &) G979 WO &l age
a8 $r ag arfedfas favor ¢ & |

(G). There are occasions when a Reporting Officer cannot in fairness to himself and to the
Governmentservant reported upon, either certify integrity or make an adverse entry or even be
in possession of anyinformation which would enable him to make a secret report to the Head of
the Department. Such instances canoccur when a Government servant is serving in a remote
station and the Reporting Officer has not had occasionto watch his work closely or when a
Government servant has worked under the Reporting Officer only for a brief period orhas been
on long leave etc. In all such cases, the Reporting Officer should make an entry in theintegrity
column to the effect that he has not watched the Government servant's work for sufficient time
to beable to make any definite remark or that he has heard nothing against the Government
servant's integrity, asthe case may be. This would be a factual statement to which there can be
no objection. But it is necessary that asuperior officer should make every effort to form a
definite judgement about the integrity of those workingunder him, as early as possible, so that
he may be able to make a positive statement.
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10.

11.

12.

13.

mm%aﬂg
CODES FOR FORM OF OUTPUT

UhHUT, 3cUTE, TAIMcHBINICHTRY, 3UHI0T, IYTHL, 3UHIUT JAT ATHIATT

Process, Product, Experimental Prototypes, Appartus, Instruments, Devices & Material.

HIFEAAT HI FHGSICTSH TN REH
Software/Programmes/New Data Base/Algorithms.

deheiiehT T HATaelT, AT fAATATY/ TG FHis/TAMe/ 31erenersT Rare/aderor Raré ud fageyor
Rarén

Technical Manuals, Standard Specifications/Code of Practice/Calibration Report/Test
Reports & Analytical Reports.

ESIEGRCE EU R CIRCI

Design & Drawing/Flow Charts.
[

Patents

R FRY

Consultancy Assignments
Hfder e

Contract Research

gfreoT fear arar

Training offered organized

TAHTOT/faRIY SeuTel 1 ScdTes/2r% ot #ATFA va TiRIeTor SR/ fdede sr

Fabrication/Production of Special Products/Repair & Maintenance (Job work) undertaken.

YeTeT Y IS Teheileh! TETIdT

Technical Assistance rendered.

dTTYeh ceheitehl TF-UTIeRT3i 7 TenTere g FefRId va Feienrd o

Papers Published or accepted for publication in Scientific/Technical Journals.

TSI FEaeTal/HMSE NS Fea1ie H Tl fohu 1w 9o

Papers presented in organized conference/symposia/seminars etc.

ol AR Sc1Te H TR Tecieh, HAIAITS, JETeh # HEART, FHETT Td He (37t
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Books, Monographs, Chapters in Books, Reviews and Bibliographies published in the open
literature etc.

AR T F FHITRAT JATTeTeh/ dehailehl RATE
Internally published Scientific/Technically Reports.

PoTSl/TATEH /TH 3 MY YT 3 ATET Yaer T qIqeTor
Ph.D/M.Tech/M.D. Thesis/other Thesis supervision

AT SarEaT
Invited Lectures

dheirehl GATAAT T Ae&adr

Membership of Technical Committees.

FIARMTEAT
Workshop

TRI3HT T FoTelel Ud TERETE/ HatieT HTCIH i IR/ hi TRV T@IETE TN 3eck l HateT Scciid fohw
TATSST T AR HAT g AT

Breeding & Maintenance of Animals Preparation of Culture Media/Maintenance Cell and,
Tissue Cultures/Preparation of Histological slides/other services.

AT feeh 3T FIAUT3T T FelTelel Ud TWRATT
Operation & Maintenance of Sophisticated Equipment/Facilities.

URITE HAF &l FaTelel 3 3cUTee Ffele Scarie
Operation of Pilot Plants Batch Production units etc.

3T GEIIAT §ary
Other Support Services

TYSTAT IR TRATSTAT JeTdT&TOT HoATehal/ASeht T HTATSTeT/ AT AT /HTIET Hged & [aeelyoT Ud 313
PME @ard

Plan Preparation/Project Monitoring/Evaluation/Organization of
Meetings/Forecasting/perspective Analysis & other PME Services.

AAT/FRTRI /T eT G /TR T/ 3Te]dTe, HaTT
Information/Publication/Documentation/Library/Translation Services.

3¢ @u, AR, TAHIS Ud HRTSET dATfA Tgarer

Industrial Liasion, Extension, Public Relations & International Scientific Collaborations.
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26. 37T 2T Ud AlTd G fairet
Manpower and Resources Development.

27.91Ed ITHYTT Ud 9ee
External Research and Patents.

28. 3=gHis(faarure)
Any other (Give details)
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Tasks Assigned during the period covered by the report

HoldeT 1

e 3rafr F el v vy

(Annexure-I)

a¥ o & YT ST A STe 8fY e FiT STl & $_7 a1 &
(to be filled in the beginning of the year or latter whenever task is assigned)

HITRY T ATH Rare fr safer
Name of the Employee Reporting Period
FIAHH Y F SR | TeTIfAd vF U & 3c9Te 3Tded GATT & | FHdg ATerT
T3St gfafafReides | dararr Expected S&T Output(s) arg W G &
]
Programmes/project FT Assignment CIRSy 9T R
activity Title Task Assizned ST 3cqTe; T faavor Completion q
ask Assigne . ST
during the | 3cJTq bl 99 CIERINS date of .
ear Inputs  committed
y but to be procured
from outside the
instt.
Details of | From of
expected Output  (fill
Output codes)
IN@ Tfga HAA F gEarey g gfgd RarE forga arer 31ferd & geaner

Signature of the Employee with Date

Signature of the Reporting Officer with Date
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HoraeT 11
Annexure
Rare srafer & gt e arT vy
Work done during the period covered by the report
Rate srafer i garfea W s Sere

(to be filled at the end of the reporting period)

divaw &7 | v 9 v aw FRtHrgafeadr | 3Ty ST AT RAIA | 3T T 99T

Tasks Assigned | g0 & fow | ak@ et AT Fr A | HEfUd s
Dates(s) of Completion of Tasks Form of Output
R aTaT Iy T
(Fill the relevant
Work done Inputs code)
against each task provided/Constraints
faced

IERIEG Fenfaa

Distributed Revised
airg afgd Faar) & geder alrg g Raie forger arer 31 &
gEATAY
Signature of Employee with date Signature of reporting officer with date
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Proforma-10

Open - Annual Performance Appraisal Report (O-

APAR) for

Administrative Cadre including Stenographic and
Isolated Posts also

Form and Guidelines
Reporting Year 01/04/2017 to 31/03/2018

Name and Signature Date of

Submission

Employee

Reporting Officer

Endorsement by
Reviewing
Officer
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Instructions and Guidelines

The Administration Apex Committee has undertaken a review exercise of the Performance
Assessment process for Administrative Cadre. As a result of this initiative, the performance
assessment form has been simplified and has been renamed as “Open - Annual Performance
Appraisal Report (O-APAR)”. Modifications in the process steps have also been undertaken to
make the process of performance assessment more objective and seek inputs for employee’s
development.

This form is applicable on all officers in the Administrative Cadre, Stenographic Cadre and the
Isolated Cadre at all levels - Assistants I, Il, I, Section Officers/ PS, Under Secretary/ PPS,
Deputy Secretary and Sr. Deputy Secretary.

This form includes detailed guidelines and explanatory notes to help the employee / incumbent
and the senior officers during the course of filling the form.

Overview of Sections in the O-APAR Form

Section No. Description
Section 1 Personal Information
A. Performance Assessment of Allocated/ Assigned work for reporting
year 2017-2018 by Employee, Reporting Officer and Reviewer Officer
Section 2
B. Documentation of Significant Achievements during Reporting Year
2017-2018 by Self
Section 3 Performance Assessment of Personal & Behavioral Attributes for
reporting year 2017-2018 by Reporting Officer and Reviewing Officer
Section 4 Pen Picture & Overall Grading for Reporting year 2017-2018
A. Work Plan for the current year 2017-2018
Section 5 B. Development Planning, Areas of development & Areas of Interest
for Current year 2017-2018
Annexure 1: Draft Indicative “Responsibility Matrix”
Annexure Annexure 2: Sample Pen Pictures
Annexure 3: Process Flow and Time Frame to be reported
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Section 1: Personal Information

Personal Information

Name

Designation
Date of Birth

Employee Code

Group

Grade

Division

Laboratory/Institute CSIR Hqrs.

Type of Report Period Annual

Report Period 01/04/2017 to 31/03/2018

Reporting Officer

Reviewing Officer

Earlier Positions Held

Leave Record

Immovable Property

Declaration Submitted Yes /NO
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Section 2: Performance Assessment

This section is divided into 2 parts:

A.

Performance Assessment on Allocated/ Assigned work for Reporting Year
2017-2018

Significant Achievements during Reporting Year 2017-2018

Guidelines and Instructions for Filling Section 2

Guidelines and Instructions for Employee Filling Section 2

In Part A of this section, the employee captures the responsibilities handled by him/her
during the year 2016-2017. These need to be written in the form of“Responsibility Matrix”.

“Responsibility Matrix”defines key responsibilities managed and key activities that are
undertaken to ensure effective execution of the responsibilities.

Draft indicative Responsibility Matrix are shared in Annexure-1 toprovide inputs on how
to draft responsibilities and corresponding activities.

After completing the Responsibility Matrix, the employee conducts a self assessment
using the rating scale provided for evaluating the responsibilities. The Rating Scale is

given on Page 5

In Part B, of this section, please provide details of your key achievements during the year

Guidelines and Instructions for Reporting Officer Filling Section 2

The Reporting Officer reviews the responsibilities documented by the employee for the
reporting period 2017-2018 in the format of Responsibility Matrix

He/She makes appropriate modifications on the Responsibility Matrix and discusses
them with the employee for acceptance and finalization. If required, the form is given
back to the employee for self assessment on the modified responsibilities

The Reporting Officer then assesses the employee for the responsibilities performed and
gives a rating as per the rating scale provided on Page 5 for measuring the responsibilities
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e The Reporting Officer then comments on the achievements made by the employee during
the year

o He/She also gives an overall rating and comment on the responsibilities handled

Guidelines and Instructions for Reviewing Officer Filling Section 2

o The Reviewing Officer reviews the self assessment of the employee and appraisal given by
the Reporting Officer

¢ He/She provides an overall rating and observations on the responsibilities performed by the
employee

Rating Scale for Assessment of Responsibilities

For assessment on the responsibilities, the following evaluation scale can be used.
Please rate each of the responsibilities using this scale:

Rating Scale Description
1 Does not meet the responsibility
2 Meets the responsibility to some extent
3 Meets the responsibility
4 Exceeds the performance against the responsibility
5 Significantly exceeds performance against the responsibility

While assessing the responsibilities, please use these draft indicative factors to rate them.
Please consider the relevant/ applicable parameters from this list and any others that may apply

while assessing the responsibilities.

Completion within defined schedule
Correctness of work
Completion level/ Percentage of accomplishment

Volume of work managed/ Number of files completed

a > w e

Consistency in the work output
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6. Speed of output
7. Quality of the work output

Section 2: Part A. Performance Assessment on Allocated/Assigned Work for Reporting

Year 2017-2018

Please refer to the guidelines provided in the above pages for completing this section

before proceeding.

For support in documenting the Responsibility Matrix, it is recommended to refer to the
draft indicative Responsibility Matrix given in Annexure 1

Employee / Incumbent: Please document your Responsibility Matrix for the year 2017-2018

and do a self appraisal on the performance in Column A

Reporting Officer: Please assess the performance of the incumbent on the key responsibilities

assigned in reporting year in Column B

Reviewing Officer: Please assess the performance of the incumbent on the key responsibilities

assigned in reporting year in Column C

Key Responsibilities Column A

Allocated and

Column B

Column C

Assigned Self-Assessment on Reporting Officer Reviewing Officer Assessment on
SN accomplishment of Assessment on accomplishment of these responsibilities
0. (to be filled by the these accomplishment of
employee at the start responsibilities these responsibilities
of the financial year/
reporting period) Rating Remarks Rating Remarks Rating Remarks

1.
2.

222




Section 2: Part B. Significant Achievements in Reporting Year 2017-2018

Please mention the significant achievements, any additional/ exceptional/ unforeseen tasks that
you performed during the reporting period 2017-2018.

S No.

Self (Employee)

Remarks by Reporting
Officer

Remarks by Reviewing Officer

Section 3: Performance Assessment of Personal & Behavioral Attributes for Reporting

Guidelines for Filling this Section

Year 2017-2018

Guidelines for Reporting Officer and Reviewing Officer filling this section

o There are 3 key clusters in which the personality and behavioral attributes have been
distributed. These attributes define the desired behavior by the organization for performing

efficiently
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o Please assess the behavior for its frequency, consistency and proficiency of display
by the employee and assign suitable rating as per the rating scale provided below

Rating Scale for Assessing the Personality and Behavioral Attributes

Rating Description

3 Displays always: When the desired behavior is displayed consistently, proficiently
and always. This in-turn impacts the quality of output being better than others
Displays occasionally: When the desired behavior is displayed often but the

2 consistency and proficiency changes as per the situations or individual comfort
zones
Displays sometimes: When the desired behavior is displayed only on some

1 occasions only and with significantly varying degree of proficiency. This could be
due to various reasons like new in the organization/ role/ location, some personal
problems or even lack of ability

0 Almost never displays: When the desired behavior is never observed

NA Not Applicable: When the behavioral attribute

NO Not Observed: When the desired behavior is not displayed

1. Attitude to Work

Reporting Officer Reviewing Officer
Behaviors

Rating Remarks Rating Remarks

Sense of Responsibility

Takes personal responsibility for completing
tasks as per defined norms

Prioritizes work as per organizational
requirements

Discipline

Understand the processes and adheres to
them in own area of work

Extends support to others for adherence to
the work guidelines

Working and collaborating in Teams

Collaboratively works with other members of
the team/ organization towards a common

goal
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Provides constructive inputs to the team
performance

Capacity to Plan Work

Plans and prioritizes assigned tasks to
ensure efficient and timely completion of
assigned work

Takes corrective action to address
deviations/ delays/ process inefficiencies
and keeps the concerned team informed

Final Rating on Attitude to Work=
(Average of Reviewing Officer’s
assessment)

2. Contribution to Work Culture

Behaviors

Reporting Officer

Reviewing Officer

Rating Remarks

Rating Remarks

Interpersonal relations and ability to
contribute to progressive work culture
Uses techniques like convincing and
persuasion to achieve the desired result
Maintains cordial work relations with
everyone

Supports maintenance of a healthy and
conducive work environment

Ability to motivate subordinate

Helps team in reviewing their assumptions
and conceptualize out of box ideas
Recognizes and celebrates teams victories
and promotes team work and collective win
Acts as a coach or mentor to the team by
sharing own experience and learning

Final Rating on Contribution to Work
Culture=

(Average of Reviewing Officer’s
assessment)
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3. Leadership Qualities

Behaviors

Reporting Officer

Reviewing Officer

Rating Remarks

Rating Remarks

Decision making and problem solving ability

= Interacts with others to collate the
required information (like document study,
team and inter-departmental interactions)

* Analyzes data and develops trends to
facilitate decision making

= States/ communicates likely impact of
decision on all concerned and proposes
possible counter measures

Execution of tasks

= [nitiates tasks and manages them till
completion and closure

= Adopts planning and management tools
to ensure successful execution

Final Rating on Leadership Qualities=

(Average of Reviewing Officer’s
assessment)
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Section 4: Pen Picture and Overall Grading of the Employee for Reporting Year 2017-2018

This section summarizes the performance appraisal of the employee for the reporting period

2017-2018. The Reporting and Reviewing Officers give their comments on following:

arwdE

Pen picture of the employee
Physical Health of the employee
Integrity

Adverse Comments, if any
Overall Grading of the employee

1. Pen Picture

Guidelines for writing a pen picture of the employee

Please provide details on his/ her

Overall performance during the reporting period: Did the employee show a consistent
performance or drastic variation in the performance levels? What are the possible reasons for
the variation?

Key strengths and development areas: What are some of the strengths and proficiency
areas of the employee? What are some of the work areas where he/ she would need training/
coaching to perform better?

Ability to manage the work assigned: Did the employee show adequate capabilities to
complete the assigned work with out much direction and guidance. Does he/she have
adequate knowledge of the required rules and regulations? Is he/ she able to apply them in
his/her working?

Teaming and Leadership Abilities: Did the employee display cooperation and respect to
the team members and worked with them in a participatory manner or a follower? Did he/ she
show capabilities to lead the team when required?

Reporting Officer Reviewing Officer
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2. Physical Health of the Employee
(Establishment to attach the annual medical report)

Reporting Officer Reviewing Officer

3. Integrity of the Employee

Reporting Officer Reviewing Officer

e Impeccable

e Impeccable
e To be monitored

e To be monitored

4. Adverse Comments

Adverse comments to be brought to the notice of superior officer for subsequent follow-up and
action.

Please note any comment except for those indicated here will not be treated as adverse
in nature.

Reporting Officer Reviewing Officer
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5. Overall Grading of the Employee

The Reporting and Reviewing Officer give an overall rating on the employee considering the
performance on key responsibilities, personality and behavioral attributes, overall integrity,
conduct and health.

Reporting Average Goaod Very Good Outstanding
Officer
Reviewing Average Goaod Very Good Outstanding
Officer

Reporting Officer Date

(Name and Signature)

Reviewing Officer Date
(Name and Signature)
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Section 5: Work Plan for Current Year 2017 - 2018

This section has been included to encourage employee / incumbent to plan his/her work
for the current year 2017-2018 and define the key responsibilities and activities that need
to be undertaken.

This section needs to be filled together through a discussion between the employee /
incumbent and his/her Reporting Officer to:

Define the key responsibilities
Training requirements and
Areas where the employee / incumbent can additionally contribute for the current year

Guidelines for filling this section

Guidelines for the Employee filling this section

Employee documents his/her responsibilities in the format of a “Responsibility Matrix”.
Please refer to Annexure 1 for draft indicative Responsibility Matrix
Employee discusses his/her Responsibility Matrix with his/her Reporting Officer and finalizes
it
The Employee and the Reporting Officer sign and accept the Responsibility Matrix for 2017-
2018
Changes in the responsibilities are documented

o If any new work is allocated/ assigned the same is added to the above list

o If any existing responsibility is modified, then the same is accordingly changed
Further, the employee needs to give inputs on which key areas he/ she wants training on
He/She also needs to document areas of interest where he/she would want to additionally
contribute

Guidelines for the Reporting Officer filling this section

The Reporting Officer needs to discuss the Responsibility Matrix created by the employee
and develop consensus on the same. Please refer to Annexure 1 for draft indicative
Responsibility Matrix

Any changes and modifications during the year need to be documented in the form

The Reporting Officer needs to discuss the Training Needs and ensure that these are
considered while nominations for training are made

He/She also needs to allocate suitable responsibilities while forming dynamic teams as per
the Interest Areas of the employee

The Employee and the Reporting Officer sign and accept the Responsibility Matrix for 2018-
2019
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Section 5: Part A. Responsibility Matrix

Instructions to the Employee

Responsibility Matrix: Please list down the key responsibilities allocated and assigned to you
by the Reporting Officer for 2017-2018. Please also provide the indicative measures for them.

Please ensure agreement and consensus on the responsibilities documented between
yourself and your Reporting Officer.

Key Responsibilities Allocated and

Assigned
S No. Key Activities
(to befilled by the employee at the

start of the financial year)

Section 5: Part B. Development Planning & Areas of Interest for Current Year 2018 - 2019

Development Planning: Please indicate three areas in which you would want to develop your
current skills and capabilities. Please provide specific inputs so that suitable training sessions
can be organized.

Please note that the inputs provided here are only for planning your training and development
sessions. These will not be construed as adverse remarks.

S No. Area for Development and Need for training/ Competence
Development
1
2
3
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S.No. | Areas in which | can additionally contribute

(b) Areas of Interest: Please indicate three work areas of your interest in which you would want
to work. Some of the indicative areas where one can contribute are:

= any additional responsibilities that you wish to handle,

» any special project/ assignment you would like to be associated with e.g. Internal Audit team,
Foundation Day celebrations, Policy review committees etc.

= any process improvement/ modification within the organization that you wish to initiate —
process of filing within CSIR, take-up any of the 10 point charter for CSIR etc.

Declaration on the Responsibility Matrix, Development Planning & Areas of Interest for
Current Year 2017 - 2018

| accept that the above documented Responsibility Matrix for 2017-2018 has been discussed
and agreed between me and my Reporting Officer. | will ensure any changes to it are
documented with immediate effect.

Employee Date

Name and Signature

| accept that the above documented Responsibility Matrix for 2017-2018 has been discussed
and agreed between me and my Reportee. | will ensure any changes to it are documented with
immediate effect.

Reporting Officer Date

Name and Signature
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Annexure to
Open — Annual Performance Appraisal
Report
(O-APAR) for
Administrative Cadre

Reporting Year 2017-2018

Annexure 1: Draft Indicative “REsponsibiity Matrix”

Annexure 2: Sample Pen Pictures

Annexure 3: Process Flow and Time Frame to be reported
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Annexure — 1 Responsibility Matrix

Responsibility Matrix helps define and document the key responsibility and activities that are allocated
to an employee during the year.

Documenting the Responsibility Matrix at the start of the year ensures that there is an agreement and
clarity on the performance standards, goals and objectives to be achieved by the employee on which
appraisal shall be done at the end of the year.

Some illustrative Responsibility Matrix have been provided as reference and support documents in the
annexure. Responsibilities and activities or process steps have been defined for some key functions for
different levels.

In the matrix, ‘responsibility’ refer to the key responsibilities entrusted with a particular individual and
activity related to the key processes undertaken to accomplish the responsibility.

The functions for which Responsibility Matrix has been defined are:

=  General Administration
=  Finance & Accounts
= Lab Administration
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Example 1
Designation: Under Secretary
Function: Central Office

lllustrative Responsibility Matrix for the role of an Under Secretary — Central Office

Section 1: Role Summary

To manage and oversee the central office related responsibilities and

Role Summar . .
. y provide regular update to function head

Section 2: Key Responsibilities and Measures

Key Responsibility Key Activities
e Collation of manpower requirements from various
departments
e Prepare and review a proposal based on the roster and
¢ Manage all recruitment other recruitment rules and guidelines and send for
related activities for S&T and review to superior authority
other staff for HQ ¢ Release advertisement for inviting applications

e Prepare a note for formation of committees for selection
and screening committees
e Coordinate activities related to recruitment

e Review eligibility list prepared

¢ Review and make suggestions on the recommendations
of RAB to Sr DS

e Follow-up and coordinate with RAB for completion of the
assessment process

¢ Plan working of the team to ensure timely issue of orders
as per the final approval of DG, CSIR

¢ Manage assessment related
activities for S&T staff at HQ

Review seniority list and ensure correctness

o Circulate the list to all concerned and incorporate
modifications/ clarifications received

« Manage promotion of S&T e Circulation of the revisgd I‘ist to all concerned
staff at HQ e Send request for constitution of DPC

e Maintaining complete confidentiality and

comprehensiveness of the DPC proceedings

e Plan working of the team to ensure timely issue of orders
as per the final approval of DG, CSIR

¢ Contributions made by self to the Knowledge
Management System

e Frequency of reference to Knowledge Management
System in day-to-day working

e Strengthens Knowledge
Management system for
enhanced service quality

e Ensure training and e Number of times subordinates are nominated / released
development of subordinates for training as per schedule
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Number of training man days provided to subordinates
Percentage adherence to training needs identification
schedule

Coordinate auditing
requirements with the audit
team

Completion of audit as per the requirements defined in
advance

Respond to paras/ audit remarks

Undertake actions to rectify deviations
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Example 2
Designation: FAO (Internal Audit)

Function: Finance & Accounts

lllustrative Responsibility Matrix for the role of a FAO (Internal Audit) — Finance &

Accounts

Section 1: Role Summary

Role Summary

Key Responsibility

Section 2: Key Responsibilities and Measures

To manage and oversee the responsibilities related to internal audit and
provide regular update to function head

Key Activities

o Ensure all rules & regulations, bye-laws
are followed scrupulously by all CSIR
labs/instt/centres

Regular review of processes followed;
Provide rule position, correct method of
procedures and other advisory suggestions;
Adoption of innovative methods to drive
adherence/ compliance

conduct the internal audit of each

FA, CSIR

e Perform as a team leader of audit party to

labs/institute as per schedule approved by

Overall planning for audit implementation
Preparation and compliance level achieved
for external audit

Correspondence sent to teams with details
and guidelines for audit requirements
Support extended to help teams prepare for
external audit

Discussion on major issues of the draft audit
report with the Director of the respective labs
for corrective action

Preparation of the audit report for
submission

e Deputing audit team to different labs/

assistant/ suggestion to the team to HQ
and Laboratories

institute as per schedule approved by FA,
CSIR HQ and coordination for any further

Communication to the team for audit
Guidelines shared for audit preparation and
readiness

e Ensure corrective action by each
labs/institute/unit on the Internal audit
report shared

Scrutiny of the response received from labs
on the audit paras shared

Follow-up on compliance achieved for
serious notings

Resolve / prevent legal issues/
consequences
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Example 3
Designation: Section Officer (Internal Audit)

Function: Finance & Accounts

lllustrative Responsibility Matrix for the role of a Section Officer (Internal Audit) —

Finance & Accounts

Section 1: Role Summary

Role Summary

Section 2: Key Responsibilities and Measures

Key Responsibility

To manage and oversee the responsibilities related to internal audit and
provide regular update to function head

Key Activities

e Ensure all rules & regulations, bye-laws
are followed scrupulously by all CSIR
labs/institute/centres

Regular review of processes followed:;
Provide rule position, correct method of
procedures and other advisory
suggestions;

e Perform as a team member on audit party | e
to conduct the internal audit of each
labs/institute as per schedule approved by | o
FA, CSIR

Support extended for planning of audit
Correspondence sent to teams with details
and guidelines for audit requirements
Support extended to help teams prepare
for external audit

Suggestions and corrective  actions
proposed on major issues of the draft audit
report

Preparation of the audit report for
submission

e Support in identifying additional manpower | o
from other division/ labs

Steps taken to induct/ orient the additional
team on the audit processes

e Deputing audit team to different labs/
institute as per schedule approved by FA, | e
CSIR HQ and coordination for any further | o
assistant/ suggestion to the team to HQ
and Laboratories

Communication to the team for audit
Guidelines shared for audit preparation
and readiness

e Support labs/institute/unit in taking the
required corrective action on the Internal
audit report shared and major lapses or
irregularities identified o

Scrutiny of the response received from
labs on the audit paras shared
Follow-up on compliance achieved for
serious notings

Highlight areas of concern to prevent legal
issues/ consequences
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Example 4
Designation: Under Secretary
Function: Lab Administration

lllustrative Responsibility Matrix for the role of an Under Secretary — Lab Administration

Section 1: Role Summary

Role Summary

Section 2: Key Responsibilities and Measures

Providing Policy Clarifications sought from references from the Labs,
Data Collection and information Compilation to be sent to the Labs,
Providing Clarifications on Matters relating to CGC, JCM etc. Dealing
with matters concerning the CGHS, Compassionate Appointments,
Commercial Employment, issues related to Isolated categories etc.

Key Responsibility

Key Activities

Policy Clarifications sought from
references from the Labs like NRAS/
MANAS/ Revised MANAS/ Bye-Law 71(b)

Number of clarifications provided to the
Labs relating to these policies matters
Ensuring a smooth co-ordination among
the labs in various policy matters

Providing the clarifications in a timely
manner

Dealing with matters relating to JCM, ESI
Act, EPF Act, Gratuity Act, Medical Cases
of employees or pensioners, CSMA rules
and CGHS Rules etc.

Dealing with these matters in a timely
manner by co-ordinating with the labs,
collating the Information provided by them
in an organised manner

Dealing with matters like Counting of Past
Services, Commercial Employment,
Qualifying to Service Under Rule30,
Engagement of Consultants, Reservations
of SC/ ST Minorities, Pay Fixation under
FR 22, HRA/ Advances etc.

Dealing with Recruitment of QHF,
Deputation and Lien Of Employees, Ad-
hoc appointments, Assured Career
Progression Scheme, Pension Cases etc.

Receipt of PUC

Examination of the same with reference to
rules

To call for additional information from
concerned Lab/Institute, if required
Submission to the authorities for
decision/approval

To obtain concurrence of Finance where
ever required

Re-submission to authorities after Finance
concurrence

Communication of decision/approval

Right to Information Action

Receipt of Communication

Examination of the same by dealing
assistant with reference to applicable rules
and regulations

Verification of records, based on the
information sought

Compilation of information
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e Submission for approval of CA
e Forwarding the information to RTI Cell
e Legal Cases ¢ Receipt of note from Legal section
e Examination of the same by dealing
assistant with reference to applicable rules
and regulations
e Preparation of comments
e Submission of file to CA for approval
e Forwarding approved comments to the
Legal Section
e Seeking advice from DoP&T, DP&PW, e Compilation of views from administration
MoF etc. and finance
e Preparation of note duly providing the rule
position
e Forwarding UO note to the concerned
ministry / department
e Obtaining reply from the ministry /
department
e Submission for financial concurrence
e Submission to the authorities for decision /
approval
e Communication of decision / approval to
the concerned lab
o Clarifications on verification of Character & | ¢ Receipt of representation / application from
antecedents the individual
e Examination of the same by dealing
assistant with reference to applicable rules
and regulations
¢ Sending communication to IB for clearance
e Receipt of communication from IB
e Forwarding the communication to the
concerned lab
o Inter laboratory transfer of S&T staff ¢ Receipt of representations / requests from
S&T staff
e Proposal submitted to DG for orders
e In case of non-availability of posts,
proposal submitted for release of positions
from DG's quota
¢ Comments of MC / RC. e Receipt of minutes of MC / RC meetings
e Preparation of comments on the minutes
related to administrative matters
e Receipt of approval from DS
e Forwarding the comments to CTE Section
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Example 5

Designation: Section Officer

Function: Lab Administration

lllustrative Responsibility Matrix for the role of a Section Officer — Lab Administration

Section 1: Role Summary

To plan and implement activities pertaining to smooth working of the

Role Summar . L
y section. To manage and oversee activities related to employees

Section 2: Key Responsibilities and Measures

Key Responsibility Key Activities

Receipt of PUC
i i o ¢ Examination of the same with reference to
e Provide policy clarifications sought for rules

policies, acts responsible for | ¢ Relevant rules highlighted and quoted

(Jommg Time, _sexual hare}ssment e To call for additional information from
complaints, promotion cases of _|sol_a_ted concerned Lab/Institute, if required
cadre, reservations for SC/ST/ Minorities, e Submission to the authorities for

Pay fixation under FR-22, pension cases, decision/approval

ACPs, CPF, GPF, FR-56(j), Counting of . .
ast service. Commercial  Emplovment. | ® To obtain concurrence of Finance where
P ' ploy ! ever required

Compassionate Appointment, Addition to . . :
qualifying service rule 30, Engagement of e Re-submission to authorities after Finance
Consultant, Handle HRA/ Advances, OTA/ concurrence

Honorarium/ Allowances, Write-off and |® COmmunication of decision/approval
waiver of Penal License Fee, Manage ad- | ® [nitiatives taken for improvement/ update of

hoc Appointment policy drafts
e Escalation of cases to concerned authority
and follow-up
¢ Number of instances when updated data
e Ensure all required databases/ records are not available/ updated in time
maintained and kept updated e Number of times data requirements not as

per audit rules

e Timely completion of performance planning

discussion
e Complete ACR/APAR of self and reporting | ¢ Timely completion of self appraisal process
officers as per schedule e Timely feedback sharing and review
e Timely completion of year-end reporting
and review
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e Contributions made to the Knowledge
Management System

e Frequency of reference to Knowledge
Management System in the day-to-day
working

e Strengthen  Knowledge = Management
system for enhanced service quality

Annexure 2: Sample Pen Pictures

Please find below three sample pen-pictures. These are only indicative in nature and are
provided only to support the officer for writing the pen picture of the incumbent.

Sample Pen Picture 1

Mr. Amit Singh comes across as hard-working, diligent and confident leader with a strong drive
for action and results. He displays strong planning and organizing skills with thoroughness for
attention to detail. He displays the ability to set stretch targets for self and team and detailing the
strategies and plans to execute them. Mr. Singh appears resilient in face of failure and displays
the ability to take end-to-end responsibilities for the tasks assigned to him. He believes in
empowering his team and involving them in strategy creation and planning but needs to develop
on his interaction with them to communicate his expectations to manage performance.

Developmentally, Mr. Singh tends to be little defensive when confronted with non-performance,
delays, mistakes and conflicting view and opinions which may adversely impact his ability to
engage in meaningful interaction with others. He would benefit by seeking inputs from all
stakeholders to understand and acknowledge the differing views and opinions and incorporate
them when planning for execution.

Though he displays ability to develop strong relationships, he needs to get out of his comfort
zone and force himself to interact with others.

Key Strengths Key Areas of Development
Collaborating and leveraging strengths Defensiveness when confronted with
across the organization to create conflicting views and situations

sustainable value

Setting stretch targets for self and team Employing empathy and compassion when
and undertaking responsibility for its interacting with various stakeholders
execution
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Sample Pen Picture 2

Mr. Shubh Raj displays a balanced leadership profile with a combination of business,
operational and people excellence.

Mr. Shubh Raj seems to possess a sharp, analytical and creative business mindset. He displays
robust awareness of the work environment and organization needs. Given his combination of
innovative mindset, risk taking ability and urgency of implementation, he displays ability to
champion change initiatives that bring value to the organization. He not only challenges the
status quo but also encourages team to think out of the box.

In his own area of functioning, Mr. Shubh Raj displays clarity of thought and conviction in his
plans while executing tasks. He would set stretched goals for self and team and take complete
ownership for meeting quality standards and timely deliverables. He passionately drives towards
resolving problems and improving existing processes to bring greater customer satisfaction.

While managing his team, Mr. Shubh Raj assumes natural leadership without displaying
authority. He provides direction to the team members and allocates roles based on his
understanding of individual strengths and their interest areas.

While Mr. Shubh Raj seems to be customer sensitive in his approach and proactive in meeting
their requirements, he could do even better if he were to bring a personalized touch in
responding to their needs.

Sample Pen Picture 3

e |s an analytical, action oriented and energetic individual with abstract reasoning, listening
and influencing skills

e Spends time in developing and building them

¢ His domain knowledge, flexibility and idea orientation make him capable to analyze multiple
perspectives

¢ He will generally display the resilience and tenacity to persevere when faced with negative
feedback or adverse conditions

e Employs a problem-solving strategy that considers the identification and evaluation of
alternative solutions as a routine practice

e Heis likely to take on and implement initiatives which can lead to tangible impact on process

efficiencies
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Annexure 3: Process Flow and Time Frame complied with (please record)

S No.

Step/ Activity

Date
Completed

At the start of the financial year, employee documents his/her
responsibilities in the Work Plan

This work plan is sent to the Reporting Officer for finalization

Once the Work Plan is finalized between the Employee and the
Reporting Officer, the same is sent to the Establishment for records and
Reviewing Officer for inputs

Inputs from the Reviewing Officer, if any, are incorporated in the Work
Plan and re-submitted

During the year any changes in the allocated work/ responsibilities are
updated in the Work Plan. Any change in the Work Plan undergoes the
same process of approval by the Reporting Officer and Reviewing
Officer

Employee and the Reporting Officer are encouraged to conduct regular
conversations (at least once in a quarter) to discuss the progress made
on the Work Plan. Any hindrances and matters are taken into
consideration and resolved

At the end of the financial year, the performance is appraised. The
Employee does a self appraisal on the Work Plan and provides inputs
on their achievements and contributions. Employees submits his/her self
appraisal to the Reporting Officer

The Reporting Officer provides his/her assessment inputs on the Work
Plan, Behavioral Attributes and Functional Know-how. This is submitted
to the Reviewing Officer.

It is encouraged that the Reporting Officer conducts a performance
review meeting with individual Reportees before filling the assessment

The Reporting Officer submits assessment reports for his/ her Reportee
to their respective Reviewing Officers
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10.

The Reviewing Officer discusses the performance assessments with the
Reporting Officer for the Reportees. Based on this discussion and own
review, the Reviewing Officer completes the assessment of the
employees for whom he/she is the reviewing officer. This report is
submitted to the Establishment for filing and endorsement by the
Accepting Authority

11.

Now the appraisal is communicated back to the employee

12.

Employee submits any representation within 15 days of receipt of
appraisal

13.

The representation is reviewed by the Reviewing Officer and the
Establishment team and appropriate action is taken. A suitable response
is sent back to the employee

14.

Work Planning for the next financial year is initiated

245




