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	APPRAISAL FORM - ADMIN & TECH STAFF
	Review Date:
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NCU-FRM-66
Period: 
	NAME:                                                                                   DATE OF JOINING:

	DESIGNATION:                                                                     DEPARTMENT:

	QUALIFICATIONS:                                                               DOB:
Eg B.E. Fulltime 2003 and so on


Leave Record  Leave availed during the appraisal period             ( To obtain from Admin Office)     
	Casual
	Earned
	SCL
	Maternity
	Any Other
	LWP
	Total



	
	
	
	
	
	
	


*LWP may be considered adversely

GUIDELINES TO BE FOLLOWED:
Performance assessment to be filled by the Reporting officer (Appraiser) for the given assessment period. 
Give remarks to justify the performance along with areas and suggestions for improvement.
The Reviewer will give final remarks and ratings after careful evaluation of appraiser remarks.

RATINGS DESCRIPTION
Excellent

5     Exceeds expectations and exceptionally good in work

Very Good              4     Always meets expectations and does a good job




Good

3     Meets expectations and performs his duties on time. 



Satisfactory

2     Able to meet job requirements but needs supervision.




Unsatisfactory
1     Fails to perform his job and needs training and counselling.

     1
PERFORMANCE   ASSESSMENT   BY   APPRAISER        (Please tick ( for each parameter)

	ASSESSMENT   PARAMETER
	Excellent(5)


	Very

Good

(4)


	Good

(3)


	Satisfactory

(2)


	Unsatisfactory

(1)



	1. Subject Knowledge

Rate the Procedural knowledge, Technical and Equipment handling skills (wherever applicable).
	
	
	
	
	

	2. Quality of work

Rate accuracy and efficiency of work output.
	
	
	
	
	

	3. Discipline

Does the employee exhibit disciplined behaviour and comply by the rules?
	
	
	
	
	

	4. Initiative and Problem solving
How well does the employee anticipate problem and provides solution?
	
	
	
	
	

	5. Dependability

How well does the employee follow deadline? Does the employee require constant reminders / follow up?
	
	
	
	
	

	6. Inter-personal skills

Rate team spirit and ability to work with others to accomplish the tasks.
	
	
	
	
	

	7. Communication

Rate verbal, written communication, presentation and ability to interpret information.
	
	
	
	
	

	8. Attendance 

Rate on reliability and punctuality. 
	
	
	
	
	

	9. Attitude 

Does the employee show positive attitude and takes additional responsibilities?
	
	
	
	
	

	10. Creativity 

Does the employee share innovative thoughts and comes up with new ideas in his/her area of responsibility?
	
	
	
	
	

	TOTAL SCORE OBTAINED OUT OF 50
	


SCORE AND RATINGS CHART (For reference)

	RATINGS
	EXCELLENT
	VERY GOOD
	GOOD
	SATISFACTORY
	UNSATISFACTORY



	SCORE RANGE
	50-41
	40-31
	30-21
	20-11
	10-0
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	APPRAISER’S  OVER ALL REMARKS:



	MAJOR CONTRIBUTIONS:



	AREAS/SUGGESTIONS  FOR  IMPROVEMENT:



	LIST OF SOFTWARE PROGRAMS  OR  APPLICATIONS  USED  IN THE DEPT :



	RECOMMEND  ADDITIONAL SOFTWARE PROGRAMS ETC FOR BETTER FUNCTIONING OF THE DEPT :




WAS THERE ANY CASE OF INDISCIPLINE AGAINST THE EMPLOYEE?  IF YES, GIVE MORE DETAILS    

To be filled by the  Appraiser
	


WAS THERE ANY NEED FOR MID YEAR COUNSELLING? IF YES, WHEN AND FOR WHAT REASONS       

To be filled by the Appraiser
	


EMPLOYEE SIGN                                                                                                              DATE
APPRAISER SIGN





                                       DATE
     REVIEWER’S ASSESSMENT:   
	REVIEWER’S  REMARKS:




REVIEWER’S RATING:  TICK AS APPLICABLE

	EXCELLENT
	VERY GOOD
	GOOD
	SATISFACTORY
	UNSATISFACTORY


REVIEWER SIGN  





                                          DATE
                3
PAGE  

