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reporting/reviewingaccepting authorities. Numerical grades should be on a scale of
refers to the lowest grade and 10 to the highest). Bench mark score will be 5. Those w
score of 5 or below shall be imparted adequate training to acquire required competency.

7. The structure and responsibilities of the Refenal Board vide clause B of the
Guidelines for filling up the pAR form (Annexure) will be issued separately.

B. All PAR. will be submiued online. The period of submission of pARs wil
January to 3lst December of ttre calendar year.

specialized categories) as per Form annexed. t
5' Regarding specialized categories, administrative departments conterned may issue

revised Performance Appraisal Forms with numerical gradinj system based on the nature of
work, duty and requirement of the post, in consultation with p&AR Department.

6. In the new PAR system, numerical grades are to be awarded bv
1-10 (1
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Chief Secretary

All Additional Chief Secretarieis/Principal Secretaries/Secretariev Special Secretaries.
All Heads of Departments.

AII District Collectors.
AII Departmens (all sections) of the Secretariat including Law and Finance.
The Principal Accountant General (Audit), Kerala, Thiruvananthapuram(with C.L.)
The Accountant General (A&E), Kerala, Thiruvananrhapuram{with C.L.).
Thelstate Election Commission Kerala, Janahitham, Vikas Bhavan, Tvpm. (with C.L.)
The Secreury, Kerala Public Service Commission (with C.L.).
The Secretary to the Govemor, Raj Bhavan, Thiruvananthapuram (with C.L.).
The Secretary, Legislature Secretariat (with C.L.).
The Registrar, High Court of Kerala, Emakulam (with C.L.).
The Advocate General, Emakulam (with C.L.).
The Dirrctor, Information and Public Relations Depanment (for wide publicity).
Information and Public RelatiOns (Web & New media) Department. (for uploading in
Govemment Website).

Nodal Officer, P&ARD (for uploading in the P&ARD websire)
Stock Fileioffice Copy.

Copy to i '
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Perforrnance Appraisal Form

Applicable for all Gazettcd Qfficcrs in the statc except spe6ializcd categorics

Per{ormance Appralsal Repon for th period from to

Scction l-Basic Information
l.Name of the Officer reponed upon:-

2. Departtnen t:

3. Date of Birth:

4. Present. Post:

5. Date of entry in the Govt. Service:

6.Date of Appointment to the Present Post: -
7.Date of entry in dre preseprt post:

8; Pay and Scale of Pay

9. Date from which functionirig in the present grade continuously
10. List of subjects dealt with according tp rhe office order disribup.ing work:

11. Educational and other ations

12.

*Cuegory of work may be any of the following iters of the work:
Esublishment, Accou s, cash, stores, Records, plannhg, office sfction and miscellaneous

13- and Authorities

Period

SL No. General Depanment
.
Special Other Skills, if anv

Deparurent +Category of Work
Perirxl

rom To

Name &Designation

ReponingAuthority

Reviewing Authority

Accepting Authority
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14. Period of absence on.leave, etc

Period TYpe Remarks

On Leave

(Specify type)

Others (Specify)

Date from Date to lnsdtute Subject

15. Trai Pro attended

16. Awards/HonourVGood Service

17. Date of filing Pmperty Statement :

Section ll-ScH Appraisal

1. Brief description of duties: (Objectives of the position you hold and the tasks

you are requird to perform, in aboutlO0 words)

2. During the period under ltspon, do you believe that you have made any exceptional

conribution, e.g. successful completion of an extaordinarily challenging task or major

systemic improvement (resuldng in significant benefits to the public and/or reduction in time

and costs If so a verbal on 100 words

?3. What are the factors that hindered our



Date

-5-

- 4. Please indicate specifi

programs:

For the current assignment:

c areas in which you feel the need to upgr4de your skills through training

For your future career

Please Note:

You should send an updated CV, including additional qualifications acquired,rrraining programs
anended/ publicationVspecial assignmens undenaken.

Signa&rc of officer reported uFon

. 
Section lll- Appraisal.

l. Please state whether you agree with.the responses relating to the accon-rplishments of the work plan
and unforeseen tasks as filled our in Section II. If n lease lain

2. Please comment on the claim if made of exc nal contribution the officer ned n.

3. Has the officer reported upon mer with any significant failures in rcspeft of his/her work? If yes,
lease Iain

4. Do ou with the skill adation needs as su b the officer'i
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5. Assessment of c6mpetency and performance (on a scale of 1-10).

(fhis assessment should rate the officer viz herAris peers and not the general population. Grades should

be assigned on a scale of 1-10, in whole numbers, with I referring to the lowest grade and 10 to the'

hest e. Bench mark score will be 5

Note:

Competencies mentioned above have the same meaning as in the Competency Frambwork'

6. pen picnre by Reponing officer.. Please comment (in about lfi) words) on the overall qualities of

the officir including areas of smngths and lesser strengths and his attitude'

Accepting

Auftority
Reviewing

Authority

Reporting

Authority
SI

No
Competency

People FirstI
2 Suategic Direction

3 E v

Problem solving

Ability to face Challenges

Team work

Leadership7

Cornmunication skillI
9 Decision making

Analytical Thinking10

nt of Time & resourcesManageme11

to work under pressureAbilityt2

13 Exercising Delegation

Goal settingt4

Ability of Planning15

16 Staff motivation

Leading by examplet7

18 of deadlinesnsunng

19

pplication of ruind with regad to public interest

decision
20

Overall Grading (Average)

EEE

+ Overall grade (on a score of 1-10)
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+ Whether the Officer reportd upon needs baining to improve his [ompet"n y and performance?

Specify.
* Punishment awarded to the Officer,if any.

7. Inte : Please comment on the of the officer.

Date: Signaturt of Reporting Authority

Section IV -Review

1. Do oua with the remarks of the reponing authorities?

2. Observations / Pen Picure the Rev

3. Overall grade on a scale of 1-10

Date Signature of Rwiewing Authoprry

Section V- Accept

1. Do wi$ the remark of the reponing/ reviewing authorities?

2. Observations / Pen Picure the Au

3. Overall grade (on a score of l-10):

Yes No

Yes No

Date: Signature of Accepting Authoriry
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General guidelines for filling up the PAR form

1. The Performance Appraisal Repon is an imponant documenl It provides the basic and vital

inputs for further dwelopment of an officer. The officer reportd upon, the Reporting Authority,

Reviewing Authority and the Accepting Authority should therefore, undertake the duty of filling up the

form with a high sense of responsibility

2. Performance appraisal should be used as a tool for career planning and training, rather than a

mere judgmental exercise. Reporting Authorities should realiz0 that the objective is to develop an

officer to her/ his true potential. It is not meam to be a fault finding process but a developmental tool.

The Reporting Authority, the Reviewing Authority and the Accepting Authority should not shy away

from reprining shortcomings in performance,attitudes or overall personality of the officer reported

upon.

3. The columns should be filled with due care and attention and after devoting adequate time.

Any attempt to fill the report in a casua.l or iuperficial manner will bq easily discernible to the higher

authorities.

.4. Documentation of performance appraisal is a year-end exercise. It is a tool for human

rcsource development, career planning and taining. Reporting Authority and the officer reponed upon

should meet during the course of the year at regular intewals to review the performance and to take

necessary colTective steps.

5. Finally, the reporting authority is required to record an overall grade. This should also be

done on a scale of 1-10, with 1 referring to the lowest grade and l0 to the highest. The performance of

the officer shalt be assessed on the basis of the Overall Grade in the PAR.

The overall grading shall be assessed as follows:

6. Numerical Grades: At sweral places, numerical grades are to be awarded by reporting and

review authorities. These should be on a scale of l-10, where 1 refers to the lowest grade and 10 to the

highest. S denotes the Benchmark Score. It is expeoed that any grading of 1 or 2 (against work output

or atrributes br overall glade) would be adequately justified in the pen-picnue by way of specific

failures and similarly, any grade of 9 or 10 would be justified with respect to sp€cific accomplishments.

Grades of 1-2 or gL10 are expected to be rare occunences and hence the need to justify them. In

awarding a numerical grade the reporting, reviewing and accepting authorities should rate the officer

against a Iarger population of her/his peers that mdy be currently working under them or would have

worked under them in the Past'

Overall Grade Meaning

1,2 Poor

3,4 Below Average

5 Average(Bench Mark Score)

6,7,8 Good

9,10 Outstanding
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7. Disclosure: There should be more openness in the systern of appraisal. The annual PAR,

including the ovenll lrade and integrity, should be communicated !o the officer rcpond uPon, in

writing, after it has been flndiz€d by the acrepting au$ority'

8. Represenration: The officer rcporad upon may have the option to give hls commen6 on the

pAR. Such comments may be rc$icted to the specific factual observations conuined in fie
Performance Appraiol Repon leading to the.asscsment of the pfficer in tenns of af,ributes,

comperency ard orput. If comrnents are rubmltt€d, the Repordng/feyiewlngAcctPtirg Audrcrity

would have thO oplon ro accrpt them and modtfy.the PAR accotdpsly. If the commen$ are not

acceped, the vi*rs of rhe Repordng/Reviewirq/Accepting Authoriry would be comrnunlcated with

rcasons to the officer leportd upon. Thereafter, only tf the officer 'relorted upon-so desires, he may

rcquest for tlre maner to be forwarded to the Refenal Board. The reppsentatifi shall be cootlned to

enors of facts and nothing else. The Refenal Board ddl give dear firfings on the replesemdon and

take a final decision on the assessrnent itrcluding the overall gnding in rcgard to the parameters

affected thereby. The decision along with details in case an eirry ls upgraded or downgrade4 wlth

reasons for.sam rnay be recorded in ttre PAR and the same communlcated, in writing, to the officer

reported upon. The decision of the Referrd Board shall be final.
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