




















                               ( True translation) 

Department of Higher Education Punjab 

 (SCD Government College, Ludhiana) 

              Self-Appraisal Form 

Analog-1 

Data for Annual Performance Appraisal Report of Group A, B, & C Officers/Employees of 

Higher Education (SCD Government College, Ludhiana) Department Time / Year 2020-21  

Report Personal: 

                                             Part-1 

1. Name of officer/employee and IHRMS code  
2.  Date of birth  
3 Post/Designation  
4. Date and Grade of continuous appointment in 

present grade  
 

5  Name of present department/branch and date of 

posting 
 

6 Period of absence from duty during the year (time 

for training etc. should also be specified) 
 

7 Date of Filing of Property Return  
8 A) Whether the officer/employee has obtained  

PR Visa/Green Card/Immigration Status  
 

 B)  If yes,  of which country is the PR/ visa/green 

card/immigration status obtained by the officer/ 

employee, and on what date 

 

 
It is certified that the above information is true/correct and no information/fact has been concealed by me. 

It is also certified that apart from this proforma I have not filled any other proforma of APR for the time 

being. 

 

 

 Signature 

 

Name & Designation of the officer reported upon: 

Period of Report:                                           

 

 

 

 



 

 

 

Part 2: - (Personal Assessment) to be filled by the officer whose report is being written: - 

1. Brief description of duties  

2a Targets set by the department  

2b The goals achieved (set by the department)  

3 Difficulties, if any, encountered in 

performance of duties and achievement of 

targets 

 

4 New initiatives/enterprises  

5 Has any training been undertaken to 

increase knowledge or sharpen skills? If yes 

then give details: 

 

 

Place: 

Date:  

          Signature 

        Employee whose report is to be written  

 

Name & Designation of the officer reported upon: 

Period of Report:                                           

(Read the rules and regualtions before write) 

 

 

 

 

 

 

 

 



 

Part 3: Appraisal by the Reviewing and Report writing officer  

Grading of each point by reporting officer should be given as Very good/ Good/ Average 

Grading of personal attributes of the officer/ employee and evaluation of his/her work done 

  Maximum 

Grading 

Grading by 

Reporting 

Officer 

Signature 

of 

Reporting 

Officer  

Reviewed 

Grading 

given by 

the 

Reviewing 

Officer (if 

he does not 

agree with 

the 

reporting 

officer) 

Signature 

of 

Reviewing 

Officer 

 1. 2 3 4 5 6 

1 Attitude 

towards work, 

sense of 

responsibility 

and ability to 

complete work 

within 

prescribed time 

0-15     

2 Keenness to 

learn 

0-10     

3 Quality of 

work, efficieny 

and knowledge 

of 

rules/regulation 

procedure 

relating to 

work and 

proper 

application 

thereof. 

0-10     

4 Maintainance 

of discipline 

0-5     

5 Ability to 

examine and 

analyse issues 

0-8     



6. Proficiency in 

computer skills 

0-6     

7. Ability to work 

on Punjabi 

0-6     

8 Ability of work 

as a team and 

interpersonal 

relation 

0-5     

9 Achievement 

of 

Targets/tasks 

alloted 

20     

10 Contribution in 

performing  of 

other 

Government 

duties outside 

the place of 

posting like 

court cases, 

visit to field 

officer or 

collection of 

data etc. 

10     

11 Maintenance of 

record 

5     

         Total 100     

 

 

Note: APR is to be ranked on the basis of percentage as follows: 

 

Grading Ranking 

81-100% Excellent 

61-80% Very Good 

51-60% Good 

31-50% Average 

30% or less Below Average 

Name & Designation of the officer reported upon:      

Period of Report:                                           

 

 

 

 



Part 4 (General) 

1. Contact with the General Public (Wherever applicable) (Please comment on the officer's 

accessibility to the general public and senstivity to their needs) 

2. Comments on Attitude towards Weaker sections 

3. Training (keeping in view the future work of the officer, Training should be recommended to 

improve his capability to work. 

4. Health Status.  

5. Integrity 

6.The reporting officer should describe (in 100 words) the ability and inability,  achievements of 

objectives, extraordinary achievements, significant failures of the employee/officer.   

Note: Whether the statements contained in this section-4 contain any adverse statements or not 

This column must be ticked (√) 

Name & Designation of the officer reported upon:      

Period of Report:                                           

6. Obtained marks in Part 3               

7. Rating to be given                                      

  

 

 

 



Place     Reporting officer signature 

 Name 

Date                                                                                                 Designation  during reporting time  

Name & Designation of the officer reported upon:      

Period of Report:                                           

Part 5 

Statement of the Reviewing officer 

1. Timing of work done under Reviewing officer 

2. Do you agree with the assessment made by the reporting officer in part -3? If not, then enter 

your assessment in the column provided in part-3 

3. Do you agree with the statement made by the reporting officer in part-4? if not, the reason 

for disagreement should also be mentioned  

4. Reviewing officer’s statement (please describe in approximately 100 words the officer’s 

overall characteristics, including strengths, weaknesses and goals achieved 

5. Rating to be given    

 

 

Place  Signature of Reporting Officer 

Name & Designation of the officer reported upon:      

Period of Report:                       

 

 

 

 

 



Part 6 

Report by receiving officer 

1. Wheather the approving officer agrees with the grading given by the reviewing officer. If not then 

the revised grading should be mentioned and the reason for 

Disagreement should also be mentioned-     

 

 

2. Are any adverse remarks required to be conveyed by the officer? If yes then give a brief summary 

of it  

 

 

 

3. Final statement      

 

 

Place     Reporting Officer Signature 

 Name 

Date         Designation during reporting time 

 

 

 

 



 



 
                                         Confidential Report Form                                   True Translation 

(For Group D Employees of Punjab Govt.) 
 

Part 1 

1. Employee's Name  

2. Father's Name  

3 Designation  

4 Time under report  

5 (a) The officer/employee has obtained PR visa/green 

card/immigration status. 
 

 (b) If yes, complete information should be entered with 

complete details, such as PR visa (green card) of any 

country obtained by the officer/employee and 

immigration status. 

 

 

It is verified that the above information given is correct and no information has not been hidden 

by me. 

          Signature 

               (Employee whose report is to be written) 

Part 2 

1. Name and designation of the officer writing the report  

2. General conduct 

(It should include an overall estimate of the work, conduct of 

the employee concerned. In particular, it should detail the 

employee's time restriction in the office for 

integrity,responsibility towards discipline and obedience to 

senior authorities) 

 

3.  Shortcomings if any  

4. Eligibility for promotion  

5. Does the employee have knowledge of Punjabi language?  

6 Rating (Excellent /Very Good/Good/ Average /Below 

Average) 

 

         

                  ................................................ 

                 Signature of reporting officer 

Name 

Designation 
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