No. 28011/3/2008FSH . .
Govemment of India '
Ministry of Environment & Forests

_. Pa'ryavaran Bhawan, Lodi Road,
o CGO Complex, New Delhi-110003.

- Dated: 22 April, 2008

Subject: All India Services (Performance Appraisal Report) Rules, 2007 -
introduction of new ACR format for IFS officers— regarding

The undersigned is directed to refer to a communication No. 14059/18/2602-
AIS i dated #.4.2008 as received from Department of Personnel and Training onythe
subject mentiohed above and to say that the All India Service (Performance Appraisal
Report) Rules, 2007 containing formats for writing performance appraisa report for IAS
officers were fotified on 14" march, 2007. The broad contours of the'system ingjude
use of the performance appraisal for career planning and training, prep’aration of vg’ork-
plan, provision for annual health check up, numerical grading, integrity certifiate,
maintenance of comprehensive personat dossier, disclosure of the report - and

constitution of a Referral Board to decide fepresentations from officers on performance
assessment, etc. o

2. As the format for writing reports of the IFS officers have peen notified by the
Department of personne! and Training on 34st March, 2008 vide notification No.
11059/09/20086- AIS-WI, it has been decided with the approval of competent authority
to implement the new system from 2008-09. : ‘- ' .

3. The new format involves the exercise of preparation of work plan and its mid
term review as well the requirement of annual medical check up, the new system may -
be implementéd from the assessment year 2008-09. It is requested ‘that all the IFS .
Officers may Be informed and sensitized about the new ACR format.” The new ACR
format is enclosed for necessary action and the same format is alsQ available on

website: www.#s.nic.in

i

(Vivek Saxena)

Director (AGNIUT)
To .

4." Chief Secretaries/ Administrators-All States/ UTs. i €
2. All Ministries/ Departments: '

3. Forests SecretarieslPCCFs—all states/UTs

4. All IFS Officers working in this Ministry.




(To be published in the Gazette of India, Extraordinary, Part i, Section 3, Sub-section {i))

Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

Nofification
New Delhi, dated the 318! March, 2008

G.S.R. 2 54(E). - In exercise of the powers conferred by sub-section (1) of section 3 of the All India Services Act,
1951, (61 of 1951), the Central Government, after consultation with the Governments of the States concerned, hereby
makes the following rules further to amend the All India Services (Performance Appraisal Report) Rules, 2007, namely: -

1 (1) These rules may be called the All India Services (Performance Appraisal Report) Second Amendment Rules,
2008.

(2) They shall come into force on the date of their publication in the Official Gazette.

2 in the All India Services {Performance Appraisal Report) Rules, 2007 (hereinafter referred to as the said rules}),
for “SCHEDULE 2", the following shall be substituted, namely: -

“SCHEDULE 2
[See rule 4]
List of Appendices containing Ferms for Performance Appraisal Report

Appendix | - Performance Appraisal Report Forms and summary of medical report for the Indian Administrative

Service

e Form | and general guidelines for filling up the Performance Appraisal Report form for the Indian
Administrative Service officers except the level of Secretary or Additional Secretary or equivalent to
Government of India.

e Form Il and generat guidelines for filling up the Performance Appraisal Report form for the Indian
Administrative Service officers of the level of Secretary or Additional Secretary or equivalent fo
Government of India.

+  Form 1l for the indian Administrative Service officers who are on depulation under clauses (i) and {ji) of
sub-rule (2} of rule 6 of the Indian Administrative Service {Cadre) Rules, 1954.

= Form 1A Performance Report on study leave or leave for study for Indian Administrative Service
officers.

s Form lIB Performance report on training (applicable for the Indian Administrative Service officers).

Appendix |l - Performance Appraisal Report Forms and summary of madical report for the Indian Police Service
officers

¢ Form | and general guidelines for filling up the Performance Appraisal Report form for the Indian Police
Service officers except the level of Additional Director General of Police or Director General of Police or
equivalent. :

s  Form |l and general guidelines for filling up the Performance Appraisal Report form for the indian Police
Service officers of the level of Additional Director General of Police or Director General of Police or
equivalent.

e Form It for the Indian Police Service officers who are on deputafion under clauses (i) and (ii) of sub-rule
2 of ruie 6 of the Indian Police Service (Cadre} Rules, 1954.

«  Form llIA Performance Report on study leave or leave for study for Indian Police Service officers.



» Form IIIB Performance report on training {applicable for the Indian Police Service officers).

Appendix Ili - Performance Appraisal Report Forms and summary of medical report for the Indian Forest Service
officers

« Form | and general guidelines for filling up the Performance Appraisal Report form for the Indian Forest
Service officers except the level of Principal Chief Conservator of Forests or Additional Principal Chief
Conservator of Forests.

»  Form Il and general guidetines for filling up the Performance Appraisal Report form for the Indian Forest
Service officers of the level of Principal Chief Conservator of Forests or Additional Principal Chief
Conservalor of Forests.

+  Form Hi for the Indian Forest Service officers who are on deputation under clauses (i) and (ii) of sub-rule
2 of rule 6 of the Indian Forest Service {Cadre) Rules, 1966.

«  Form IlIA Performance Report on study leave or leave for study for Indian Forest Service officers.
»  Form IIIB Performance report on training {applicable for the Indian Forest Service officers).”.

3. In the said rules, for “SCHEDULE 3", the following shall be substituted, namely:-
“SCHEDULE 3
[See rule 2 {i)]
Composition of the Referral Board

For indian Administrative Service

(a) In respect of officers working in the States -
{i) Chief Secretary of the State Chairperson
(i)  Senior most Secretary in the State Member
(i)  Secretary (Appointments) : Convener
(b In respect of officers working in the Centre -
) Cabinet Secretary - Chairperson
()  Secretary (Personnel) Member
(i}  Establishment Officer Convener

For Indian Police Sarvice

(a) In respect of officers working in the States -

{0 Chief Secretary of the State . Chairperson
(i)  Director General of Police Member
(i}  Secretary {(Appointments) ' Member
(v}  Principal Secretary/Secretary, Home Department Convener

{b) In respect of officers working in the Centre —

(i Cabinet Secretary Chairperson
{iy  Secretary (Home) Member
(i)  Establishment Officer, Department of Personnel and Training Member

(iv)  Joint Secretary (Police) Convener



Provided that when the officer being appraised is of the level of Joint Secretary or above, the Joint Secretary
{Police) may be replaced by an officer of the level of Secretary to be nominated by the Cabinet Secretary.”.

For Indian Forest Service

(a) In respect of officers working in the States -

(i) Chief Secretary of the State Chairperson
(i)  Principal Chief Conservator of Forests in the State Member
(i)  Secretary (Appointments) Member

(v)  Principal Secretary (Environment and Forests)f Secretary {Environment Convener
and Forests) ; o

(b} In respect of officers working in the Centre -

(i) Cabinet Secretary _ Chairperson
(i)  Secretary (Environment and Forests) Member

{iy  Establishment Officer, Deparfment of Personnel and Training Member

(v} Joint Secretary (CCl) Convener

Provided that when the officer being appraised is of the level of Joint Secretary or above, the Joint Secretary (CCh
may be replaced by an officer of the leve! of Secretary fo be nominated by the Cabinet Secretary.”.

4 In the said rules, after SCHEDULE 3 in Form |, for the heading “Form 1", the following shall be substituted,
namely:-
“ Appendix |
Form I”
B. In the said rules, in Form |, -

(i) in Section |, in Serial number 15, for the entry, the following entry shall be substituted, namely.-

“Date of last prescribed medical examination (for officers over 40 years of age). Attach copy of
the summary of the medical report”;

(i) in Section IV, in Serial number 3, for the entry, the following entry shall be substituted, namely:-
“Comments, if any, on the pen picture written by the Reporting Authority”;

(ili) after Section V, in the “General guidelines for filling up the PAR form for IAS officers except the level of
Secretary or Additional Secretary or equivalent to the Government of India”, in Section |, for paragraph
2.5, the following paragraph shall be substituted, namely:-

“ 95, This Section provides for regular annual medical examination. The health check is mandatory
for all officers above the age of 40 and may be tofally dispensed with for officers below the age of
40, except in case of medical incident. A copy of the summary of the medical report is lo be
attached to the PAR Farm by the Admin./Persannel Department. The format of the health check up
and the summary of medical report will be as circulated by the Cadre Controlling Authority, after
consultation with the Ministry of Health and Family Welfare.", '



{iv} after Section V, In the "General guidelines for filling up the PAR form for IAS officers except the level of
Secretary or Additional Secretary or equivalent to the Government of India", in Section Iy, for
paragraphs 5.1 and 5.2, the following paragraph shall be substituted, namely:-

“5 1. This Section is to be filled up by the reviewing authority. Hefshe is required to indicate if
helshe agrees with the assessments made by the reporting officer. In case of disagreement,
he/she may record histher own assessment against the work output or any of the attributes in the
column specifically provided for the purpose. In case of agreement, hefshe need not fill in the
column meant for himher in the attributesiwork output tables. Finally, the reviewing authority is
required to record an overall grade in the scale of 1-10.",

B. In the said rules, in Form i, -
(i) in Section |, in Serial number 15, for the entry, the following entry shall be subslituted, namely: -

“Date of last prescribed medicat examination (for officers over 40 years of age). Attach copy of
the summary of the medical report”;

(i) in Section 1V, after Serial number 3, the following *3A" shall be inserled, namely:-
« 34, Comments, if any, on the pen picture written by the Reporting Authority”;

(iii) after Section V, in the “General guidelines for filing up the PAR form for 1AS officers of the level of
Secretary or Additional Secretary or equivalent to the Government of India”, in Section |, for paragraph
2.5, the following paragraph shall be substituted, namely:-

“95. This Section provides for regular annual medical examination. The health check is mandatory
for all officers above the age of 40 and may be totally dispensed with for officers below the age of
40, except in case of medical incident. A copy of the summary of the medical report is to be
altached to the PAR Form by the Admin./Personnel Department, The format of the health check up
and the summary of medical report will be as circulated by the Cadre Controlling Authorily, after
consuitation with the Ministry of Health and Family Weifare.”;

iv) after Section V, in the “General guidelines for filing up the PAR form for IAS officers of the level of
Sectetary or Additional Secretary or equivalent to the Government of India", in Section IV, for
paragraphs 5.1 and 5.2, the following paragraph shall be substituted, namely-

« 51 This Section is to be filed up by the reviewing authority. He/she is required to indicate if
hefshe agrees with the assessments made by the reporting officer. In case of disagreement,
hefshe may record hisfer own assessment against the work output or any of the atiributes in the
column specifically provided for the purpose. In case of agresment, hefshe need not fill in the
column meant for himMer in the attributes/work output tables. Finally, the reviewing authority is
required to record an overall grade in the scale of 1-10.",

7. In the said rules, in Form Ill, -
(i) after the heading “The All India Services (Performance Appraisal Report) Rules, 2007", for the words,
figures and brackets “Applicable for IAS officers who are on deputation under Rule 6(2) {ii)" the following

shall be substituted, namely:-

“Applicable for Indian Administrative Service officers who are on deputation under clauses (i) and
(i) of sub-rule (2) of rule 6 of the Indian Administrative Service (Cadre} Rules, 1954,



(ii) in Section L, in Serial number 15, for entry, the following entry shall be substituted, namely: -

“Date of last prescribed medical examination (for officers over 40 years of age). Attach copy of
the summary of the medical report”;

iil) in Section IV, in Serial number 3, for the entry, the following entry shall be substituted, namely:-
“Gomments, if any, on the pen picture written by the Reporting Authority™;

(iv) after Section V. in the “General quidelines for filing up the PAR form for IAS officers who are on
deputation under rule 6(2) (i, the following shall be substituted, namely:-

“General guidelines for filling up the Performance Appraisal Report form for the indian
Administrative Service officers who are on deputation under clause (i) and {ii) of sub-rule (2) of
rule 6 of the Indian Administrative Service {Cadre) Rules, 1954”;

(v) after Section V, in the “General guidelines for filing up the PAR for the IAS officers who are on
deputation under Rule B{2)(ii)", in Section |, for paragraph 2.5, the following paragraph shall be
substituted, namely-

" 2.5 This Section provides for regular annual medical examination. The heaith check is mandatory
for all officers above the age of 40 and may be fotally dispensed for with officers below the age of
40, except in case of medical incident. A copy of the summary of the medical report is to be
attached to the PAR Form by the Admin./Personnel Department. The format of the health check
up and the summary of medical report will be as circulated by the Cadre Controlling Authority, after
consultation with the Ministry of Health and Family Welfare.”;

(vi) after Section V, in the "General guidelines for filing up the PAR form for IAS officers who are on
deputation under Rule 6(2)(i)", in Section IV, for paragraphs 5.1 and 5.2, the following paragraph shall
be substituted, namely:-

“5 {1 This Section is to be filled up by the reviewing authority. Hefshe is required to indicate if
helshe agrees with the assessments made by the reporting officer. In case of disagreement,
helshe may record hisher own assessment againsl the work output or any of the attributes in the
column specifically provided for the purpose. In case of agreement, hefshe need not fill in the
column meant for himiher in the attributesfwork output tables. Finally, the reviewing authority is
required to record an overall grade in the scale of 1-10.".

8. In the said rules, for "Form V", the following shall be substituled, namely:-

“Appendix I
Formi
[See rule 4]

The All India Services (Performance Appraisal Report) Rules, 2007
(Applicable for all Indian Police Service officers up to the level of Inspector General of Police} '

Performance Appraisal Report for the period from to

Section | - Basic Information

(Vo be filied in by the Administration Division/Home Departmant)




1.Name of the officer reported upon: r

2.Service: 3.Cadre: [:\ 4 Year of allotment: 5.Date of Birth:

6.Present Grade: ‘j 7.Present post:

8.Date of appointment to present post:

9.Reporting, Reviewing and Accepting Authorities
Name & Designation Period worked

Reporting Authority

Revigwing Authority
Accepting Authority

10.Period of abs-ence on leave, etc.

Period Type Remarks T

On Leave (specify type)
Qthers (specify)

11.Training Programs attended
Date from Date to jnstitute Subject

|

12, AwardsfHonours

13, Details of PARs of officers not written by the officer as reporting/reviewing authority for the previous year

[

14. Date of filing the property return for the year ending December r

R R

15. Date of iast prescribed medical examination (Mandatory for all indian Police Service officers)
Attach summary of the medical report

Signature on behalf of
Date: AdmniHome Dept




Section Il - Self Appraisal

1.Brief description of duties:
{Objectives of tha position you hold and the tasks you are required to perform, in about 100 words)

2.Annual work plan and achievement:
Tasks to be performed Deliverablesi Actual
Achievement 42

Initial??! Mid year¢

3.During the period under report, do you believe that you have made any exceptional contribution, e.g. successful
completion of an extraordinarily challenging task or major systemic improvement? If so, please give a verbal
description {within 100 words):

4.What are the factors that hindered your performance?

141 Deliverables refer to quantitative or financial targets or verbal description of expected outputs.

2 Actual achievement refers to achievement against the specified deliverables in respect of each task {as updaled at mid-year). No explanations for
divergences are fo be given in this {able.

30 |nitia Yisting of deliverables are to be finalized within 1 month of the star of the period under report.

419 Mid year listing of deliverables are to be finalized within 6 months of the start of the pericd under report.



5. Please indicate specific areas in which you feel the need to upgrade your skills through training programs:

mr the current assignment:

For your future career

Please Note: You should send an updated CV, including additional qualifications acquired/ training programs
attended/ publications! special assignments undertaken, in a prescribed proforma, to the cadre controliing
authority, once in 5 years, s0 that the records available with the cadre controlling authority remain updated.

6. Dectaration

Have you filed your immovable property return, as due. If yes, please mention Yes/No
date.

Date

Have you undergone the prescribed medical check up? Yes/No

Have you set the annual work plan for all officers for the current year, in respect | Yes/No
of whom you are the reporting authority?

Signature of officer reported upon

Date:

Saction Il Appraisal

1 Please state whether you agree with the responses relating to the accomplishments of the work plan and

unforesaen tasks as filled out in Section II. If net, please furnish factual details.

2 Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

e

3. Has the officer reported upon met with any significant failures in respect of his work? f yes, please furnish

faciual details.

=




4.Do you agree with the skill up-gradation needs as identified by the officer?

5, Assessment of work output (This assessment should rate the officer vis-a-vis his peers and not the general population.
Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best

rade. Weightage to this Section will be 40%).

Reporting | Reviewing | Initial of
Authority Authority Reviewing
_ Authority
i. Accomplishment of planned work including training courses for various
ranks
li Quality of output and effecliveness in areas like supervising,
investigation
iii. Accomplishment of exceptional work / unforeseen tasks performed
Overall Grading on "Work Qutput’
6. Assessment of Personal Attributes (on a scale of 1-10. Weightage to this Section will be 30%).
Reporting Review Initials of
Authority Authority Reviewing
Authority
i Aftilude to work
i Sense of responsibility
ii Overall bearing and personality
Iv Emotional stability
v Communication skills
vi Moral courage and willingness to lake a professional stand
Vi, Leadership qualities
viil. Capacity to work in time limit
Overall Grading on Personal Attributes
1. Assessment of Functional Competency (on a scale of 1-10. Weightage to this Section will be 30%).
Reporting | Review | Initials of
Authority | Authority | Reviewing
Authority
i. Knowtedge of laws/Police rules/procedures/Knowledge of area
and terrain/IT skills and awareness of the local norms in the
relevant area
il Strategic planning ability
il Decision making ability
v, Initiative
v, Interest in welfare of Policemen and their families and appraising
ahility
vi, Ability to motivate and develop subordinates / work in a team.
Qverall Grading on ‘Functional competency’
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B.integrity
Please comment on the integrity of the officer.

8. Pen picture by Reporting Officer. Please comment (in about 100 words) on the overall qualities of the officer
including areas of strengths and lesser strengths and his attitude towards weaker sections.

10. Recommendation relating to domain assignment (Please tick mark any four)

Anti-corruption & Vigilance Police Research & Development
Criminal Investigation (CBI, CID) Security Related Communication Network/IT
Paramilitary forces Intelligence ]
Railways Counter-insurgency

Economic Cffences Security (VIP & Industrial)

Traffic Armed Police Bn.

Law & Order Metropglitan & Urban Policing
Police Training Anti Terrorism

Personnel Administration Cyber Crimes

Border Management Others

Forest & Wild life related crimes

11, Overall grade {on a score of 1-10)

Signature of Reporting Authority
Date:

Sectionlv ~- Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in section llI? Do you agree with the assessment of the reporting officer in respect of extraordinary
achievements andfor significant failures of the moS / officer reported upon?

(In case you do not agree with any of th- numerical assessments of attributes please record your assessmentin the column
provided for you in that section and initia! your entries).

[ Yes [No |

2. In case of difference of opinion ¢ :tails and reasons for the same may be given.
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3.Comments, if any, on the pen picture wriften by the Reporting Authority.

4 Recommendation relating to domain assignment (Please tick mark any four)

Anti-corruption & Vigilance Police Research & Development
Criminal Investigation (CBI, CID) Security Related Communication Network/iT
Paramiiitary forces Inielligence

Railways Counter-insurgency

Economic Offences Security (VIP & Industrial)
Traffic Armed Police Bn.

Law & Order Metropolitan & Urban Palicing
Police Training Anfi Terrorism

Personnel Administration Cyber Crimes

Border Management Others

Forest & Wild life related crimes

5.0verail grade on a scale of 1-10

Signature of Reviewing Authority

Date:

Section V Acceptance

1. Do you agree with the remarks of the reporting  reviewing authorities?
[ Yes [No ]

2.1n case of difference of opinion details and reasons for the same may be given.

3. Overall grade (on a score of 1-10)

Date Signature of Accepting Authority
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General guidelines for filling up the PAR form for Indian Police Service up to the level of Inspector General of Police

1. Introduction -
1.1. The Performance Appraisal Report is an important document. It provides the basic and vital inputs for further
development of an officer. The officer reported 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.

12 Performance appraisal should be used as a tool for career pianning and fraining, rather than a mere judgmental
exercise. Reporting Authorities should roalize that the objective is to develop an officer so that helshe realizes his/her true
potential. It is not meant to be a faultfinding process but a developmental tool. The Reporting Authority, the Reviewing
Authority and the Accepting Authority should not shy away from reporting shortcomings in performance, atiitudes or overall
personality of the officer reported upon.

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

1.4 Although the actual documentztion of performance appraisal is a year-end exercise, in order that it may be a tooi
for human resource development, career planning and training, rather than a mere judgmental exercise, the Reporting
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the
performance and to take necessary correclive steps.

Instructions on filling up the different sections

2. Section-|

2.1 This Section should be filed : in the Administration Division/Home Deptt. Period of report could either be the
entire reporting year, namely, from 1st 7 April to 315t March or a part of the year {exceeding 3 months). In case the period
of report is a full year, it should be indicated accordingly; for example, 2007-2008. In case the period of report is less than
the entire year, specific start and end dales should be indicated, for example, 10% September 2007 - 31% March 2008.

22 information on the present grade (pay-scale) as well as present post (actual designation and
organization) and the date from which hefshe has been on his/her present post neads to be mentioned.
23 In the table relating to report , reviewing and accepting authorities the name and designation of the reporting

and reviewing authorities should be m:..ioned so that the officer reported upon is clear about whom he/she is required to
send the report.

24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Oetails of the training attended, date of fiing of property returns and whether the
officer reported upon has reported/revizwed and the annual performance report of all hisfer subordinate officers for the
previous year should be mentioned in the table for the purpose.

25 This Section provides for reg .. annual medical examination. The health check is mandatory for alf Indian Police
Service officers. A copy of the sumni.iy of medical report is fo be attached to the PAR Form by the Admin./Home
Departmeni. The format for health chicck up and the summary of medical report will be as circulated by the Cadre
Controlfing Authority, after consultation with the Ministry of Health and Family Welfare.

3. Section-l

3 The officer reported upon is frt required fo give brief description of hisfher duties and responsibilities, which
woulld normally not exceed about 100 v~ s, |deally, this should be in bullet form. :

3.2 Al officers are required to d.='op a work plan for the year and agree upon the same with the reporting officer.
The work plan should incorporate the re..ive annual work rhythm and budgetary cycle. This exeicise is (o be carried out at
the beginning of fhe year and finalized . - 30% April, positively. In case of a change of the reporting officer during the year,
the work plan agreed with the previous reporting officer would continue to apply. The work plan agreed upon at the
beginning of the year has to be reviews 2 again during the month of September/October as a mid-year exercise and finalized
by 31%t October. Based on this review U ark plan may undergo some changes from that originally prepared.
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33 After the work plan is prepared, it is possible that the officer reported upon is transferred out. There need not be
more than one work plan for one post each year. The period spent by the officer during the year and his confribution could
be considered for evaluating his performance against the work plan. In the case of mid-term transfers, continuity and
assessment of work and the lower performance profile in the first quarter should be taken into consideration.

34 The work plans, duly signed by the officer reported upon and the reporting authority has to be submitted to the
reviewing authority for histher perusal and custody. The performance appraisal form provides for an assessment of the
accomplishments vis-3-vis the work plan agreed at the commencement of the year and reviewed mid- year. The officer
reported upon is required to fill up the table provided for the purpose in Section-II.

3.5 I is not necessary that the work plan should be entirely quantitative in nature. While for field level posts, the work
plan would consist essentially of quantifiable targets, for secretarial level posts it would consist of policy objectives to be
achieved efc.

36 Section 1l also provides an opportunity for the officer to reflect upon histher performance during the year and
indicate one item which hefshe thought was a significant contributions made by him/her during the year. ILis always
possible for any officer to make significant contribution even in activities otherwise regarded as routing in nature. Examples
of such contribution may be the successful organization of a major event like the Kumbh Mela or successful conclusion of
an activity that has been going on for a long time, or even successful dealing of an emergency (e.g. major earth
quakefflood) would certainly be an exceptional contribution.

3.7 The officer reported upon is required to indicate specific areas in which hefshe feels the need to upgrade skills
and attend training programs. He/she should also mention the specific steps that hefshe has taken or proposes to take to
upgrade histher skills in the identified area.

38 There is an increased emphasis on competency building in the new performance appraisal and career
progression system. There would be a premium on competency and skill upgradation. Hence, ali officers are advised,
through a note in Section 1i, to keep the cadre controlling authority informed, at least once in five years, of all educafional
and training programs attended, including the details of marksfgrades secured in such programs, details of professional
papers published. These would be taken into account in the future career progression.

39 This Section also requires the officer reported upon to record certain cerlificates about submission of property
returns, annual medical check up and setting up of annual work plan for whom he/she would be the reporting authority.

4. Section-ll ‘

41 Segtion 1li requires the reporting authority to comment on Section Il as filled out by the officer reported upon, and

specifically state whether hefshe agrees with the responses relating to the accomplishments. In case of disagreement the
reporting authority should highlight the specific porions with which he/she s unable to agree and the reasons for such
disagreement. '

4.2 This Section then requires the reporting authority to comment on the skill upgradation needs as identified by the
officer.
4.3 Thereafter, this Section requires the reporting authority to record a numerical grade in respect of the workout put

of the officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is aiso
required in respect of the “qualily” of the output. In doing so, the reporting authority should take into account the costs
incurred {whether the officer reported upon has been cost conscious), the time taken and whether the laid down
rules/procedures have been adhered to in accomplishing the tasks.

44 The reporting authority is also required to record a numerical grade in respect of work output, personal attributes
and functional competencies.

45 Section Il requires the reporting authority to comment on the integrity of the officer reported upon.  In recording
remarks with regard to integrity, hefshe need not fimit himmerself only to matters relating to financial integrity but could also
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take into account the moral and intellectual integrity of the officer reported upon. The following procedure should be followed
in filing up the column relating to integrity:

(i) f the Officer’s integrity is beyond doubt, it may be stated.
(i) If there is any doubt or suspicion, the column should be left biank and action taken as under:

{a) A separate secret note should be recorded and followed up. A copy of the note should also be sent together
wiih the Performance Appraisal Report to the next superior officer who will ensure that the follow up action is
taken expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the
Reporting Officer should state either that hefshe had not walched the officer's work for sufficient time to form a
definite judgement or that hefshe has heard nothing against the officer, as the case may be.

(b) If, as a result of the follow up action, the doubls or suspicions are cleared, the officer’s integrity should be
certified and an entry made accordingly in the Performance Appraisal Report.

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concarned.

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officers
conduct should be watched for a further period and thereafter action taken as indicated at (b) and (c) above.

45 The reporting authorily is also required to record a descriplive pen-picture on the overall qualities of the officer
reported upon and histher performance including his attitude towards weaker sections. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant 1o be a qualitative supplement to the quantitative assessments made earlier part of this section.

47 Reporting authority is then required to make recommendations relating to domain assignment.

48, 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 10 to the highest.

5. Section-1V

5.1 This Section is to be filled up by the reviewing authority. He/she is required to indicate if hefshe agrees with the

assessments made by the reporting officer. In case of disagreement, he/she may record hisher own assessment against
the work output ot any of the attributes in the column specifically provided for the purpose. In case of agreement, helshe

need not fill in the column meant for him/her in the attribules/work output tables. Finally he/she is required to record an
overall grade in the scale of 1-10.

8. Section-V

6.1 This Section is to be filled by the accepting authority. Hefshe is required to indicate if he/she agrees with the
assessments made by the reporting authority/reviewing authorities. In case of difference of opinion, hefshe is required to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.

1. Numerical Grades

[A At several places, numerical grades are to be awarded by reporting and review authorities. These should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. It is expected that any grading of 1 or 2 (against
work output or atiributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and
similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occuriences and hence the need to justify them. in awarding a numerical grade the reporting, reviewing

and accepling authorities should rate the officer against a larger poputation of hisfher peers thal may be curently working
under them or would have worked under them in the past.
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7.2  Weightage & Mean
Weights have been assigned to work output, personal atiributes and functional competency. The overall grade
will be based on the addition of the mean value of each group of indicators in proportion to weightage assigned.

8 Disclosure
8.1 There should be more openness in the system of appraisal. The annual PAR, including the overall grade and
integrity, should be communicated to the officer reported upon after it has been finalized by the accepting authority.

8.2 Representation

The officer reported upon may have the option to give his comments on the PAR. Such comments may be
restricted to the specific factual observations contained in the Performance Appraisal Report leading to the assessment of
ihe officer in terms of attributes, competency and output. If comments are submitted, the Reporting/Reviewing/Accepting
Authority wouid have the option to accept them and modify the PAR accordingly. If the comments are not accepted, the
views of the Reporting/Reviewing/Accepling Authority would be communicated with reasons to the officer reported upon.
Thereatter, only if the officer reported upon 0 desires, he may request for the matter to be forwarded to the Referral Board.
The representation shall be confined to errors of facts and nothing else. The Referral Board shall give clear findings on the
representation and take a final decision on the assessment, including the overalt grading in regard to the parameters
affected thereby. The decision along with details in case an entry is upgraded or down graded with, reasons for same may
be recorded in the PAR and the same communicated to the officer reported upon. The decision of the Referral Board shall
be final.

9. Schedule for completion of PARs of Indian Police Service Officers
9.1 The following schedule should be strictly followed: -

Reporting Year — Financial Year

Cut-off dales

Activity Below Super Time Scale [Super Time
Scale

Blank PAR form to be given to the officer reporled upon by the | 1st April 15t May
Administration Division/Home Department, specifying the reporting
officer and reviewing authority
Self appraisal for current year 30t April 31t May
Appraisal by reporting authority 31s! May 30 June
Appraisal by reviewing authority 30% June 318 July
Appraisal by accepting authority 3 July 31t August
Disclosure to the officer reported upon 15% August 15t September
Comments of the officer reported upon, if any (if none, transmission of | 31st August 30™ September
the PAR to the MHA)}
Forwarding of comments of the officer reported upon to the reviewing 15t September 15t Qctober
and the reporting authority by the accepting authority, in case the officer
reported upon makes comments
Comments of reporting authority 30t September 31st Oclober
Comments of reviewing authority 154 October 151 November
Comments of accepting authority/PAR to be finalized and disclosed to | 31t October 30h November
the officer reported upon,
Representation to the Referral Board by the officer reported upon 30% November 31¢t December
Forwarding of representation to the Referral Board along with the | 15% December 154 January
comments of reporting authority/reviewing authority and accepting
authority
Finalization by Referral Board if the officer reported upon represents | 15" January 15% February
against the decision of the Accepting Authority.
Disclosure to the officer reported upon st January 28" February
End of entirg PAR Process J1stMarch 31# March
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9.2 The completed PAR should reach the Cadre Controlling Authorities by 31¢ March the following year. The Cadre
Controlling Authority will prepare & list of PARs not received and follow up with the Secretaries of the concerned Ministries
and Chief Secretaries of the respective States.

9.3 Secretary (Home) in the State and the Joint Secretary (Police} in the Centre shall be the Nodal officers to ensure
that the PARSs of the members of Service, duly completed, are sent to the Cadre Controlling Authority by 315t March of the
following year. They shall send a {ist each of the members of Service whose PARS are to he written and reviewed to the

concerned Reporting/Reviewing/Accepting Authorilies by 15% Apiil every year to enable them to ensure compleficn of PARs
within the time-schedule. '

94, If a PAR relating to a financial year is not recorded by the 31t of December of the year in which the financia! year
ended, no remarks shall be recorded thereafter. The member of Service will be assessed based on the overall record and
self-assessment of the year concerned, if he had given his self-assessment in time and the Reporting Authority, Reviewing
Authority and the Accepting Authority have not completed the PAR according lo the time schedule given in para 9.1.

8.5, The member of Service reported upon shall, while forwarding his self-appraisal to the Reporting Authority,

endorse a copy of the self-appraisal, to the nodal officer and keep a record of the same as evidence that he had submitted
the same in time.

9.6. The Reporting Authority shall record his comments in the PAR of the officer reported upon within the stipulated
time and send it to the Reviewing Authority along with a copy thereof to the nodal Authority.

9.7. In case the Reporting Authority fails to submit the PAR to the Reviewing Authority within the stipulated period
under intimation to the nodal officer, the riodal officer shall send a copy of self-appraisal directly to the Reviewing Authority
and authorize him fo initiate the PAR. The nodal officer shall also keep a nole of the failure of the Reporting Authority to
submit the PAR of his subordinate in time for an appropriate entry in the PAR of such Reporting Authorities,

9.8. The nodal officer shall evolve a suitable mechanism to ensure that the remarks of the Reporting, the Reviewing
and the Accapling Authorities are recorded without fail by the dates given in the schedule below Para 9.1.

Form I
[Seerule 4]
The All India Services (Performance Appraisal Report) Rules, 2007
[Applicable for Indian Police Service officers of the level of Additional Director Generat of Police or Director
General of Police or equivalent]

Performance Appraisal Report for the period from to

Section | - Basic Information
(To befilled in by the Administration Division/Home Department)

1.Name of the officer reported upon:

2.Service: 3.Cadre: 4 Year of allotment:

5.Date of Birth:

6.Present Grade:
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7.Present post:

8.Date of appointment to present post:

9.Reporting, Reviewing and Accepting Authorities

Name & Designation Period worked

Reporting Authority

Reviewing Authority

Accepting Authority

10.Period of absence on leave, etc,
) Period Type

Remarks

On Leave (specify iype)

Others (specify)

11.Training Programs attended

Date from Date 1o institule Subject

12, Awards/Honours

13. Details of PARs of officers not written by the officer as reporting/reviewing authority for the previous year

14. Date of filing the property return for year ending December

15.Date of last prescribed medical examination (Mandatory for all Indian Police
Service officers) Attach summary of the medical report

Signature on behalf of
Date: Admn/Home Dept

Section il

1. Declaration

Have you filed your immovable property return, as due. If yes, please mention | Yes/No Date
date

Have you undergone the prescribed medical check up? Yes/No

Have you set the annual work plan for all officers for the current year, in respact | Yes/No

of whom you are the reporting authority?

Have you prepared the work plan for yourself? YesMNo

Have you enclosed a note on important achievements during the period? Yes/No

Date: Signature of officer reported upon
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Section Il Appraisal

1. Assessment of Attributes (This assessment should rate the officer vis-a-vis his peers and not the general population. -
Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
grade. 70% weightage will be assigned fo this item).

Reporting officer Reviewing officer Initial of Reviewing
Officer

i) Attitude to work
i) Decision making ability
iii} initiative
iv) Ability fo inspire and molivate
v} Strategic Planning abilityfinnovativeness
vi) Coordination ability
Overall grading on attributes

2. Assessment of work output (This assessment should rate the officer vis-a-vis his peers and not the general population.

Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
rade. 30% weightage will be assigned to this item.)

Reporting officer | Review officer | Initial of Reviewing
Officer

i} Accomplishment of Planned Work

ii) Quality of Quiput

iii) Accomplishment of exceptional work/ unforeseen tasks
during the period

Overall Grading on "Work Qutput'

3. Integrity
Please comment on the integrity of the officer, keeping in mind both his financial integrity and his moral integrity.

4. Pen picture by the Reporting Authority.

Please comment (in about 100 words) on the overall qualities of the officer including areas of strengths and lesser
strengths and his attitude towards weaker sections.

5. _Recommendation relating to domain assignment (Please tick mark any four),

Anti-corruption & Vigilance Police Research & Development
Criminal Investigation (CBI, CiD) Security Related Communicafion Network/IT
Paramilitary forces Intelligence

Railways Counler-insurgency

Economic Offences Security (VIP & Industrial)
Traffic ' Armed Police Bn.

Law & Order Melropolitan & Urban Paiicing
Police Training Anti Terrorism

Personnet Administration Cyber Crimes

Border Management Others

Forest & Wild life related crimes




6. Overall Grade on a scale of 1-10

Date:

Section IV - Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in section 117 Do you agree with the assessment of the reporting officer in respect of extraordinary
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Signature of Reporting Authority

achievements andlor significant failures of the mo$ / officer reported upon?

(In case you do not agree with any of the numerical assessments of atlributes please record your assessment in the column
provided for you in that section and initial your entries)

Yes [No |

2. In case of difference of opinion details and reasons for the same may be given,

3. Comments, if any, on the pen picture written by the Reporting Authority.

4, Recommendation relating to domain assignment (Please tick mark any four)

Anti-corruption & Vigilance

Police Research & Development

Criminal Investigation (CBI, CID}

Security Related Communicalion Network/T

Paramilitary forces

Intelligence

Railways Counter-insurgency
Economic Offences Security (VIP & Industrial)
Traffic Armed Police Bn.

Law & Order

Metropolitan & Urban Palicing

Palice Training

Anti Terrorism

Personnel Administration

Cyber Crimes

Border Management

QOthers

Forest & Wild Yife related crimes

5, Overal! Grade on a scale of 1-10,

Date:

Signature of Reviewing Authority
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Section V - Acceptance

1. Do you agree with the remarks of the reporting/reviewing authorities?

IYes [ No j

2. In case of difference of opinion details and reasons for the same may be given.

3. Overall Grade on a scale of 1-10.

Date Signature of Accepting Authority

General guidelines for filling up the PAR form for Indian Police Service officers of the level of Additional Director
General of Police or Director General of Police or equivalent.

1. Introduction

1.1 The Performance Appraisal Report is an imporlant document. It provides the basic and vital inputs for further
development of an officer. The officer reported upon, the Reporting Authority, the Reviewing Authority and the Accepting
Authority should, therefore, undertake the duty of filing up the form with a high sense of responsibility.

1.2 Performance appraisal should be used as a toel for career planning and training, rather than a mere judgmental
exercise. Reporting Autherities should realize that the objective is to develop an officer so that hefshe realizes hisfher true
potential. It is not meant lo be a faultfinding process but a developmenial tool. The Reporting Authority, the Reviewing

Authority and the Accepting Authority should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

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

14 Although the actual documentation of performance appraisal is a year-end exercise, in order that it may be a fool
for human resource development, career planning and training, rather than a mere judgmental exercise, the Reporiing
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the
performance and to take necessary corrective steps.

Instructions on filiing up the different sections

2 Section-|

21 This Section should be filled up in the Administration Division/Home Deptt. Period of report could either be the
entire reporting year, namely, from 15t of April to 315 March or a part of the year {exceeding 3 months). In case the period
of report is a full year, it should be indicated. accordingly, for example, 2007-2008. In case the period of report is less than
the entire year, specific start and end dates should be indicated, for example, 10 September 2007 — 31st March 2008,

22 Information on the present grade (pay-scale} as well as present post {(actual designation and organization) and the
date from which hefshe has been on histher present post needs to be mentioned.

2.3 In the table relating to reporting, reviewing and accepting authorities the name and designation of the reporting,
reviewing and accepting authorities should be mentioned so that the officer reported upon is clear about whom hefshe is
required to send the report to.
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24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Details of the training attended dale of filing of property returns and whether the
officer reported upon has reportedireviewed should be mentioned in the table for the purpose and annual performance
report of alt his/her subordinate officers for the previous year.

25 This Section provides for regular annual medical examination. The health check is mandatory for all indian Police
Service officers. A copy of the summary of medical report is to be attached to the PAR Form by the Admin./Home
Department. The format for health check up and the summary of medical report wili be as circulated by the Cadre
Controlling Authority, after consultation with the Ministry of Health and Family Weifare.

3 Section-ll

31 This Seclion requires the officer reported upon to record certain certificates about submission of property
retumns, annual medical check up, setting up of annual work plan for whom he/she would be the reporting authority as
well as for himself. The officer has to report on the preparation of the work plan for himself and has the option to enclose

a note on the important achievements during the period. No target should be fixed or considered which may encourage
the officer to minimise or avoid registration of crime.

4, Section-lll
4.1 The reporting authority is required to record a numerical grade in respect of certain attributes and work output.
4.2 This Section requires the reporting authority to record a numerical grade in respect of the work output of the

officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is also
required in respect of the “quality” of the output. In doing so, the reporting authority should take into account the costs
incurred (whether the officer reported upon has been cost conscious), the time taken and whether the laid down
rules/procedures have been adhered to in accomplishing the tasks. '

4.3 Section Il requires the reparting authority to comment on the integrity of the officer reported upon. In recording
remarks with regard to integrity, hefshe need not limit him/herself onty to matters relating to financial integrity but could also
take into account the moral and intellectual integrity of the officer reported upon. The following procedure should be followed
in filling up the column relating to integrity:

' (i) If the Officer’s integrity is beyond doubt, it may be stated.
(i)} If there is any doubt or suspicion, the column should be left blank and action taken as under:

{a) A separate secret note should be recorded and followed up. A copy of the note should also be sent together
with the Performance Appraisal Report to the next superior officer who wilt ensure that the foflow up action is
taken expeditiously. Where it is not possible sither to certify the integrity or to record the secret note, the
Reporting Officer should state either that hefshe had not watched the officer's work for sufficient time to form a
definite judgement or that hefshe has heard nothing against the officer, as the case may be.

(b} If, as a result of the follow up action, the doubts or suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Performance Appraisal Report.

{c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concerned.

{d) If as a resuit of the foliow up action, the doubts or suspicions are neither cleared nor confirmed, the officers
conduct should be watched for a further period and thereafter action taken as indicated at (b) and (c) above.

4.4 The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the officer
reported upon and hismer performance including his attitude towards weaker sections. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant to be a qualitative supplement to the quantitative assessments made earlier part of this section.



*

22

4.5 The reporting authority is then required to make recommendations relating to domain assignment,

4.6 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 10 to the highest.

5. Section-IV

51 This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she agrees with the

assessments made by the reporting officer. In case of disagresment, he/she may record hisfher own assessment against
the work output or any of the aftributes in the column specifically provided for the purpose. In case of agreement, hefshe
need not fill in the column meant for him/her in the attributesiwork output lables. Finally, the reviewing authority is required
to record an overall grade in the scale of 1-10.

6 Section-V

6.1 This Section is to be filled by the accepting authority. He/she is required to indicate if he/she agrees with the
assessments made by the reporting authority/reviewing authorities. In case of difference of opinion, he/she is raquired to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.,

T. Numerical Grades

74 At several places, numerical grades are to be awarded by reporting and review authorities. These should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 1t is expected that any grading of 1 or 2 (against
work output or attributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and
similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence the need to justify them. In awarding a numerical grade the reporting and

reviewing authorities should rate the officer against a larger population of hisier peers that may be currently working under
them or would have worked under them in the past.

72 = Weightage & Mean
Weights have been assigned to attributes and work output. The overall grade will be based on the addition of the

mean value of each group of indicators/descriptive piclure in proportion to weightage assigned. The overall grade will be the
average mean of all the numerical indicators assigned by the authority.

8, Disclosure

8.1 There should be more openness in the system of appraisal. The annual PAR, including the overall grade and
integrity, should be communicated to the officer reported upon after it has been finalized by the accepting authority.

82 Representation

The officer reported upon may have the option to give his comments on the PAR. Such comments may be
restricted to the specific factual observations contained in the Performance Appraisal Report leading to the assessment of
the officer in terms of attributes and output. If comments are submitted, the Reporting/Reviewing/Accepting Authority would

. have the oplion to accept them and modify the PAR accordingly. If the comments are not accepted, the views of the

Reporting/Reviewing/Accepting Authority would be communicated with reasons to the officer reported upon. Thereafter,
only if the officer reported upon so desires, he may request for the matter to be forwarded to the Referral Board. The
representalion shall be confined to errors of facts and nothing else. The Referral Board shall give clear findings on the
representation and take a final decision on the assessment, including the overall grading in regard to the parameters
affected thereby. In case of an adverse entry, the entry and the overall grading may be communicated. In case an enlry is
upgraded or down graded, reasons for the same may be recorded in the PAR.

9, Schedule for completion of PARs of Indian Pollce Service Officers
8.1 The following schedule should be strictly followed: -

Reporting Year ~ Financial Year

Activily Cut-off dates
Blank PAR form to be given to the officer reported upon by the Administration Division/Home 18t June
Department, specifying the reporting officer and reviewing authority
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Filing in Section 1 by the officer reported upon 15h June*
Appraisal by reporting authority 15t July
Appraisal by reviewing authority 150 August
Appraisal by accepting authority 15h September
Disclosure to the officer reported upon 30t Seplember
Comments of the officer reported upon, if any (if none, transmission of the PAR fo the MHA) 15t Qctober

Forwarding of comments of the officer reported upon to the reviewing and the reporting authority
by the accepting authority, in case the officer reported upon makes comments

31st October

Comments of reporting authority 15% November
Comments of reviewlng authority 30th November
Comments of accepting authority/PAR to be finalized and disclosed to him 15% December
Representation to the Referral Board by the officer reported upon 315t December
Forwarding of representation to the Referral Board along with the comments of reporting J=t January
authority/reviewing authority and accepling authority

Finalization by Referral Board if the officer reported upon represents against the decision of the 28t February
Accepling Authority.

Disclosure to the officer reported upon 15t March

End of entire PAR Process 31st March

*They are required to fill in only Section Il - Declaration

92 The completed PAR should reach the Cadre Controlling Authorities by 31% March the following year. The Cadre
Controlling Authority will prepare a list of PARs not received and follow up with the Secrelaries of the concerned Ministries

and Chief Secretaries of the respective States.

9.3 Secretary (Home) in the State and Joint Secretary (Palice) in the Centre shall be the Nodal officers to ensure that
the PARSs of the members of Service, duly completed, are sent to the Cadre Controlling Authorily by 31%t March of the
following year. They shall send a list each of the members of Service whose PARs are to be writien and reviewed to the
concerned Reporting/Reviewing/Accepting Authorities by 15% April every year to enable them to ensure completion of PARs

within the time-schedule.

9.4 If a PAR relating to a financia! year is not recorded by the 31% of December of the year in which the financial year

ended, no remarks shall be recorded thereafter.

9.5. The Reporting Authority shall record his comments in the PAR of the officer reported upon within the stipulated

time and send it to the Reviewing Authority along with a copy thereof to the nedal Authority.

9.6. The nodal officer shall evolve a suitable mechanism to ensure that the remarks of the Reporting, the Reviewing

and the Accepting Authorities are recorded without fail by the dates given in the schedule below Para 9.1.

Form Il
[See rule 4]

The All India Services (Performance Appraisal Report) Rules, 2007

[Applicabte for Indian Police Service officers who are on deputation under clauses (i} and {if) of sub-rule 2 of rule 6

of the Indian Police Service(Cadre) Rules, 1954]

Performance Appraisal Report for the period from to

Saction | - Basic Information
(To be filled in by the Administration Division/Home Department)

1.Name of the officer
reported upon:




2.8ervice:

5.Date of Birth:

6.Present Grade:

3.Cadre:
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7.Present post:

8.Date of appointment to present post:

9.Reporting, Reviewing and Accepting Authorities

4.Year of allotment:

Namea & Designation

Period worked

Reporting Authority

Reviewing Authority

Accepting Authority

0.Period of absence on leave, etc.

9

Period

Type

Remarks

On Leave {specify lype)

Others (specify)

11.Training Programs attended

Date from

Date to

Insfitute

Subject

12, AwardsfHonours

—

3. Details of PARs of officers not written by the officer as reportingfreviewing authority for the previous year

14. Date of flling the property return for year ending December

15. Date of last prescribed medical examination {Mandatory for all Indian Police Service officers)

Attach summary of the medical report

Date:

Signature on behalf of
AdmniHome Dept
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Section il - Self Appraisal .

1,Brlef description of duties:
Objectives of the position you hold and the tasks you are required to perform, In about 100 words)

Z.Annua[ work plan and achievement:
Tasks to be performed Deliverahles® Actual

Achievement %2l

Initial’® Mid yeartit

3.During the period under report, do you believe that you have made any exceptional contribution? If so, please
give a verbal description {within 100 words):

4. Declaration

Have you fited your immovable property retum, as due. If yes, please mention Yes/No Date
date.
Have you undergone the prescribed medical check up? YosiNo

Have you set the annual work plan for all officers for the current year, in respect | Yes/No
of whom you are the reporting authority?

Signature of officer reported upon

Date:

S peliverables refer to quantitative or financial targets or verbal description of expected outputs.

®21 Actual achievement refers to achievement against the specified deliverables in respect of each task (as updated at mid-
year). No explanations for divergences are to be given in this table.

B nitial listing of deliverables are to be finalized within 1 month of the start of the period under report.
¥ Mid year listing of deliverables are to be finalized within 6 months of the start of the period under report.



Section HI Appraisal

1. Assessment of Attributes (This assessment should rate the officer vis-a-vis his
Grades should be assigned on a scale of 1-10, In whole numbers, with 1 referrin

grade). 70% weightage will be assigned to this item.
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peers and not the general population.
g to the lowest grade and 10 to the best

Reporting officer

Reviewing officer.

Iniial of Reviewing
Officer

i) Attitude to work

if) Decision making ability

{ii) _Initiative

ivi) Ability to inspire and motivate

v) Strategic Planning abilityinnovativeness

vi} Coordination ability

Overall grading on attributes

2. Assessment of work output {This assessment should rate th
Grades should be assigned on a scale of 1-10, in whole number

grade. 30% weightage will be assigned to this item.)

e officer vis-a-vis his peers and not the general population.
s, with 1 referring to the lowest grade and 10 to the best

Reporting officer

Review officer Initial of
Reviewing

Officer

i. Accomplishment of Planned Work

i Quality of Quiput

during the period

iil. Accomplishment of unforeseen tasks/ exceptional work

Overall Grading on ‘Work Qutput’

3. Integrity

Please comment on the integrity of the officer, keeping in mind both his financial integrity and  his moral integrity.,

4. Pen picture by the Reporting Authority. Please comment {in about 100 words) on the overall qualiies of the officer
including areas of strengths and lesser strengths and his attitude towards weaker sections.

5. Recommendation relating to domain assignment (Please tick mark any four).

Anti-corruption & Vigilance

Police Research & Development

Criminal Investigation (CB1, CID)

Security Related Communication Network/IT

Paramilitary forces

intelligence

Railways Counter-insurgency
Economic Offences Security (VIP & Industrial)
Traffic Armed Police Bn.

Law & Order

Metropolitan & Urban Policing

Police Training

Anti Terrorism

Personnel Administration

Cyber Crimes

Border Management

Others

Forest & Wild life related crimes
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6. Overall Grade on a scale of 1-10

Signature of Reporting Authority
Date:

SectionlV - Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes In section IlI? Do you agree with the assessment of the reporting officer in respect of extraordinary
achlevements and’or significant failures of the moS / officer reported upon?

(In case you do not agree with any of the numerical assessments of attributes please record your assessment in the column
provided for you in that section and initial your entries)

| Yes [ No I

2. In case of difference of opinion details and reasons for the same may be given.

3. Comments, if any, on the pen picture written by the Reporting Authority.

4. Recommendation relating to domain assignment (Please tick mark any four)

Anti-corruption & Vigilance Police Research & Development
Crimina! Investigation (CBI, CID) Security Related Communication Network/IT
Paramilitary forces Inteligence
Railways Counter-insurgency
Eccnomic Offences Security (VIP & Industrial)
Traffic Armed Police Bn.
Law & Order : Metropelitan & Urban Policing
Police Training : Anti Terrorism
Personnel Administration Cyber Crimes
Border Management : Others
Forest & Wild life related crimes

5. Overall Grade on a scale of 1-10.

Signature of Reviewing Authority

Date:
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Section V - Acceptance

1. Do you agree with the remarks of the reporting/reviewing authorities?

[ Yes | No |

2. In case of difference of opinion details and reasons for the same may be given.

3. Overall Grade on a scale of 1-10.

Date Signature of Accepting Authority

General guidelines for filling up the PAR form for Indian Police Service officers who are on deputation under
clauses (i) and (ii) of sub-rule 2 of rule 6 of the Indian Police Service {Cadre) Rules, 1954

1. Intreduction

1.1. The Performance Appraisal Report is an important document. !t provides the basic and vital inputs for further
development of an officer. The officer reported upon, the Reporting Authority, the Reviewing Authority and the Accepting
Authority should, therefore, undertake the duty of filing up the form with a high sense of responsibility.

12 Performance appraisal should be used as a tool for career planning and training, rather than a mere judgmental
exercise. Reporting Authorities should realize thal the objective is to develop an officer so that he/she realizes hisfher true
potential. It is not meant to be a faultfinding process but a developmental tool. The Reporting Authority, the Reviewing
Authority and the Accepting Authority should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reparted upon.

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

14 Although the actual documentation of performance appraisal is a year-end exercise, in order that it may be a tool
for human resource development, career planning and training, rather than a mere judgmental exercise, the Reporting
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the -
performance and to take necessary corrective sleps.

Instructions on filling up the different sections

2, Saction-l .

21 This Section should be filled up in the Administration Division/Home Deptt. Period of report could either be the
entire reporting year, namely, from 1st of April to 31%t March or a part of the year {exceeding 3 months). In case the period
of report is a full year, it should be indicated accordingly; for example, 2007-2008. In case the period of report is less than
the entire year, specific start and end dates should be indicated, for example, 10% September 2007 — 315t March 2008.

22 Information on the present grade {pay-scale) as well as present post (actual designation and organization} and the
date from which he/she has been on histher present post needs to be mentioned. .
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23 In the table relating to reporling, reviewing and accepling authorities the name and designation of the reporting,
reviewing and accepting authorities should be mentioned sa that the officer reported upan is clear about whom he/she is
required to send the report fo.

24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Details of the training attended date of filing of property refurns and whether {he
officer reported tpon has reportedireviewed should be mentioned in the table for the purpose and annual performance
report of alt histher subordinate officers for the previous year.

25 This Section provides for regular annual medical examination. The health check is mandatory for all Indian Police
Service officers. A copy of the summary of medical report is to be attached to the PAR Form hy the Admin./fHome
Department.. The format for health check up and the summary of medical report will be as circulated by the Cadre
Controlling Authority, after consultation with the Ministry of Health and Family Welfare.

3. Section-ll

341 The officer reported upon is first required to give brief description of hisfher duties and responsibilities, which
would normally not exceed about 100 words. Ideally, this should be in bullet form.

3.2 All officers are required to develop a work plan for the year and agree upon the same with the reporting officer.

The work plan should incarporate the relative annual work rhythm and budgetary cycle. This exercise is to be carried cut at
the beginning of the year and finalized by 304 Apiil, positively. In case of a change of the reporting officer during the year,
the work plan agreed with the previous reporting officer would continue to apply. The work plan agreed upon at the
beginning of the year has to be reviewed again during the month of September/October as a mid-year exercise and finalized
by 31%t Oclober. Based on this review the work plan may undergo some changes from that criginally prepared.

33 After the work plan is prepared, it is possible that the officer reported upon is transferred out. There need not be
more than one work plan for one post each year. The period spent by the officer during the year and his contribution coutd
be considered for evaluating his performance against the work plan. In the case of mid-term fransfers, continuity and
assessment of work and the lower performance profile in the first quarter should be taken into consideration,

3.4 The work plans, duly signed by the officer reported upon and the reporting authority has to be submitted to the
reviewing authority for histher perusal and custody. The performance appraisal form provides for an assessment of the
accomplishments vis-a-vis the work plan agreed at the commencement of the year and reviewed mid- year. The officer
reported upon is required to fill up the table provided for the purpose in Section-I.

35 It is not necessary that the work plan should be enfirely quantitative in nature. While for field level posts, the work

plan would consist essentially of quantifiable targets, for secretarial level posts it would consist of policy objechves to be
achieved etc.

4, Section-ll
4.1. The reporting authority is required fo record a numerical grade in respect of certain attributes and work output.
4.2, This Section requires the reporting authority to record a numerical grade in respect of the work oufput of the

officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is also
required in respect of the “quality” of the output. In doing so, the reporting authority should take into account the costs
incurred (whether the officer reported upon has been cost conscious), the lime taken and whether the laid down
rules/procedures have been adhered to in accomplishing the tasks.

43. Section il requires the reporting authorily to comment on the integrity of the officer reported upon. in recording
remarks with regard to integrity, hefshe need not limit him/herself only to matters relating to financial integrity but could also

take into account the moral and intellectual integrity of the officer reported upon. The following procedure should be followed
in filling up the column retating to integrity:

(i) If the Officer's integrity is beyond doubt, it may be stated.

{ii) ¥ there is any doubt or suspicion, the column should be left Blank and action taken as under:
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(a) A separate secret note should be recorded and followed up. A copy of the note should aiso be sent together
with the Performance Appraisal Report to the next superior officer who will ensure that the follow up action is
taken expeditiously. Where it is not possible either to certify the integrity or to record the secret nole, the
Reporting Officer should state eilher that hefshe had not watched the officer's work for sufficient time to form a
definite judgement or that he/she has heard nothing against the officer, as the case may be.

(b} If, as a result of the follow up action, the doubts or suspicions are cleared, the officer's inlegrity should be
certified and an eniry made accordingly in the Performance Appraisal Report.

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concerned.

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officers
conduct should be watched for a further period and thereafter action taken as indicated at (b) and (c) above.

44 The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the officer
reported upon and his/her performance including areas of strengths and lesser strengths. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant to be a qualitative supplement to the quantitative assessments made earlier part of this. section.

45 The reporting authorily is then required to make recommendations relating to domain assignment.

4.6 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 10 1o the highest.

5. Section-IV

5.1. This Section is o be filled up by the reviewing authority. Hefshe is required to indicate if he/she agrees with the

assessments made by the reporting officer. In case of disagreement, he/she may record hisfher own assessment against
the work output or any of the attributes in the column specifically provided for the purpose. In case of agreement, hefshe
need not fill in the column meant for himther in the atfributes/work cutput tables. Finally , the reviewing authority is required
to record an overall grade in the scale of 1-10.

6. Section-V

6.1 This Section is to be filled by the accepting authority. Hefshe is requited to indicate if hefshe agrees with the
assessments made by the reporting authority/reviewing authorities. In case of difference of opinion, hefshe is required to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.

7. Numerical Grades

7.1 At several places, numerical grades are o be awarded by reporling and review authorities. These should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 fo the highest. It is expected that any grading of 1 or 2 (against
work output or altributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and
similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected fo be rare occurrences and hence the need fo justify them. In awarding a numerical grade the reporting and

reviewing authorities should rate the officer against a larger population of histher peers that may be currently working under
them or would have worked under them in the past.

7.2 Weightage & Mean

Welghts have been assigned lo altiibutes and work output. The overall grade will be based on the addition of the
mean value of each group of indicators/descriplive picture in proportion to weightage assigned.

B. Schedule for completion of PARs of Indian Police Service Officers
The completed PAR should reach the Cadre Controlling Authorities by 31 March the following year. The Cadre
Conirolling Authority will prepare a list of PARS not received and follow up with the concerned organisations.
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Form llIA
, : [Seerule 4]
The All India Services (Performance Appraisal Report) Rules, 2007

PERFORMANCE REPORT ON STUDY LEAVE/LEAVE FOR STUDY
(Applicable for Indian Police Service Officers)

{For the year/period ending )

A PERSONAL DATA

Name of the Officer
Cadrefyear of allotment
Pate of Birth
Present Grade Dale
Study Leavef Leave Details
a) Course
b) Institution
¢) Buration
6. Period of Sanctioned Leave
7. Details of DegreefCerlificate/Diploma
and Evaluation obtained during the
period (copies to be enclosed)
8. Date of Filing Annual Property Returns

SUE SR

- B. SELF ASSESSMENT: -
Officer's Signature
Date:

To be filled in duplicate and submitted fo Cadre Contralling Authorities in the State and the Central Government.

Form I B
[See rule 4]

The All India Services (Performance Appraisal Report) Rules, 2007
PERFORMANCE REPORT ON TRAINING
(Applicabte for Indian Police Service Officers)

{For the year/period ending )

A PERSONAL DATA

Name of the Officer
Service/Cadre/year of allotment
Date of Birth
Present Grade Date
Training Details
a} Course
b} Institution

o1
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¢} Duration
6. Details of Degree/Certificate/Diploma
and Evaluation obtained during the -
period (copies to be enclosed)
7. Date of Filing Annual Property Returns

B. SELF ASSESSMENT. -

Officer's Signature
Date:

To be filled in duplicate and submitted to Cadre Controlling Authorities in the State and the Central Government.

Signature
Appendix HI

Form |
[See rule 4}

The All India Services {Performance Appraisal Report} Rules, 2007

[Applicable for Ali Indlan Forest Service officers except the level of Principal Chief Conservator of Forests or
Additional Principal Chief Conservator of Forests]

Performance Appraisal Report for the period from fo

Section | — Basic Information

(To be filled in by the Administration Divisionf Environment & Forest Depart!nent)

1.Name of the officer reported upon:

2.8ervice: 3.Cadre: 4 Year of allotment: 5.Date of Birth:

8.Present Grade: 1.Present post:

8.Date of appointment to present post:
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9.Reporting, Reviewing and Accepting Authorities

Name & Designation

Period worked

Reporting Authority

Reviewing Authority .

Accepting Authority

10.Period of absence on leave, etc.

Period Type

Remarks

On Leave (specify type)

Others (specify)

11.Training Programs attended

Date from

Date to

Institute

Subject

12. Awards/Honours

13. Details of PARSs of officers not written by the officer as reportingfreviewing authority for the previous year

14. Date of filing the property return for year ending December

15. Date of last prescribed medical examination (Mandatory for all Indian Forest Service

officers) Attach summary of the medical report

Date:

Section l - Self Appraisal

1.Brief description of duties:
(Objectives of the position you hold and the tasks you are required to perform, in about 100 words)

Signature on behalf of

Admn.[ Environment & Forest Department

¥
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2.Annual work plan and achievement:
Tasks to be performed Deliverables®i! Actual
Achievement 107

Initial 113 Mid year'2¥]

3.During the period under report, do you believe that you have made any exceptional contribution, .g. successful
completion of an extraordinarily challenging task or major systemic improvement (resulting in significant benefits to
the public and/or reduction in time and costs)? If so, please give a verbal description (within 100 words):

4.What are the factors that hindered your performance?

5. Pleass indicate specific areas in which you feel the need to upgrade your skills through training programs:

For the current assignment:

For your future career

Please Note: You should send an updated CV, including additional qualifications acquired! training programs

attended! publications! special assignments undertaken, in a prescribed proforma, to the cadre controlling
authority, once in § years, so that the records available with the cadre controlling authority remain updated.

6.Declaration

Have you filed your immovable property return, as due. if yes, please YesiNo Date
mention date.

Have you undergone the prescribed medical check up? YesiNo

Have you set the annual work plan for all officers for the current year, Yes/No

in respect of whom you are the reporting authority?

Signature of officer reported upon
Date:

911 Deliverables refer to quantitative or financial targets or verbal description of expected outputs.

i Actual achievement refers 1o achievement against the specified deliverables in respect of each task (as updated at mid-year). No explanations for
divergences are to be givern in this table.

143 Initial Yisting of deliverables are to be finalized within 1 month of the start of the perod under report,

24 Mid year listing of deliverables are to be finalized within & months of the start of the period under report.
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Section i1l Appraisal

1.Please state whether you agree with the responses relating to the accomplishments of the work plan and

unforeseen tasks as fifled out in Section IL. If not, please furnish factual details.

2.Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

3. Has the officer reported upon met with any significant failures in respect of his work? If yes, please furnish

factual details.

4.Do you agree with the skill up-gradation needs as identified by the officer?

3. Assessment of work output (This assessment should rate the officer vis-a-vis his peers and not the general population.
Grades should be assigned on a scale of 1-10, in whole numbers, wnth 1 refering lo the lowest grade and 10 fo the best

grade. Weightage to this Section will be 40%).

Reporting | Reviewing | -initial of
Authority Authority Reviewing
Authority

i, Accomplishment of planned work including training courses for various ranks

Ii Quality of output and effectiveness in areas like forest and wildiife
conservation, supervision and investigation in forest offences,

iii. Accomplishment of exceptional work  unforeseen tasks performed

Overall Grading on "Work Output’
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6. Assessment of Personal Attributes (on a scale of 1-10. Weightage to this Section will be 30%).

Reporting Reviewing | Initials of
Authority Authority Reviewing
Authority
1. Attitude to work
fi Sense of responsibility
lii Overall bearing and personality
Iv Emotional stability
v Communication skills
vi Moral courage and willingness to take a professional stand
Vi, Leadership qualities
viil, Capacity to work in time limit
Qverall Grading on Personal Attributes
7. Assessment of Functional Competency (on a scale of 1-10. Weightage to this Section will be 30%).
‘ Reporting | Review Initials of
Authority Authority Reviewing
Authority

i, Knowledge of forest and related laws/rules/procedures/ knowledge
of area and terrainfawareness of local norms (culture, customs,
janguage etc.) in the relevant area and IT skills.

ii. Strategic planning ability

i, Decision making abilily

v, initiative
v, Interest in welfare of forest officials and appraising ability
vi, Ability to motivate and develop subordinates / work in a team.

Overall Grading on ‘Functional competency’

B.Integrity
Please comment on the integrity of the officer:

9. Pen picture by Reporting Officer. Please comment ( in about 100 words) on the overall qualities of the officer
including areas of strengths and lesser strengths and his attitude towards weaker sections.
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10. Recommendation relating to domain assignment (Please tick mark any four)

Afforestationfagro-forestry and tribal/hill areas Bio-diversity and wildlife management
development

Social Welfare of Dwellers in forest and tribal Training

areas

Forest and wild life related crimes Research and Development

Natural Resource Management Bio-technology

{i) General Forestry
(ii) Minor Forest Produce

Environmental issues including climate change Forest Personnel Administration
Forest conservation and development Qthers

11. Overall grade on a score of 1-10

Signature of Reporting Authority
Date:

SectionilV - Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in section I? Do you agree with the assessment of the reporting officer in respect of extraordinary
achievements andfor significant failures of the moS / officer reported upon?

(In case you do not agree with any of the numerical assessments of attributes please record your assessment in the column
provided for you in that section and initial your entries).

Yes

2. In case of difference of opinion details and reasons for the same may be given.

3. Comments, if any, on the pen picture written by the Reporting Authority

4, Recommendation relating to domain assignment (Please tick mark any four)

Afforestationfagro-forestry and  tibathill  areas Bio-diversity and wildlife management
development

Social Welfare of Dwellers in forest and tribal areas Training

Forest and wild life related crimes Research and Development

Natural Resource Management Bio-technology

(i General Forestry
(i} Minor Forest Produce
Environmental issues including climate change Forest Personnel Administration

Forest conservation and development Others
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5.0verall grade (on a scale of 1-10)

Signature of Reviewing Authority

Date:

Section V Acceptance

1. Do you agree with the remarks of the reporting / reviewing authorities?

[Yes [No |

2. In case of difference of opinion details and reasons for the same may be given.

3. Overall grade on a score of 1-10

Date Signature of Accepting Authority

General guidelines for filling up the PAR form for indian Forest Service officers except the level of Principal Chief
Conservator of Forests or Additional Principal Chief Conservator of Forests.

1. Introduction _
1.1 The Performance Appraisal Report is an important document. It provides the basic and vital inputs for further
development of an officer. The officer reported upon, the Reporting Authority, Reviewing Authority and the Accepting
Authority should, therefore, undertake the duty of filiing up the form wilh a high sense of responsibility.

1.2 Performance appraisal should be used as a tool for career planning and training, rather than a mere judgmental
exercise. Reporting Authorities should realize that the objective is to develop an officer so that hefshe realizes hisiher true
potential. It is not meant to be a faultfinding process but a developmental tool. The Reporting Authority, the Reviewing
Authority and the Accepting Authority should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

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

14 Although the actual documentation of performance appraisal is a year-end exercise, in order that it may be a tool
for human resource development, career planning and training, rather than a mere judgmental exercise, the Reporting
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the
performance and to take necessary corrective steps.

2. Section-|

2.1 This Section should be filled up in the Administration Division/Environment & Forest Department. Period of report
could either be the entire reporting year, namely, from 15! of April to 315t March or a part of the year (exceeding 3 months).
In case the period of report is a full year, it should be indicated accordingly; for example, 2007-2008. In case the period of
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report is less than the entire year, specific start and end dates should be indicated, for example, 10t September 2007 — 31st
March 2008.

22 Information on the present grade (pay-scale) as welf as present post (actual designation and organization) and the
date from which he/she has been on hisfher present post needs to be mentioned.

2.3 In the table refating fo reporting, reviewing and accepling authorities the name and designation of the reporting
and reviewing authorities should be mentioned so that the officer reported upon is clear about whom he/she is required to
send the report,

24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Detaiis of the training altended, date of filing of property. returns and whether the
officer reported upon has reportedireviewed and the annual performance report of all hisher subordinate officers for the
previous year should be mentioned in the table for the purpose.

25 This Section provides for regular annual medical examination. The health check is mandatory for all indian Forest
Service officers. A copy of the summary of medical report is to be attached to the PAR Form by the Admin./Environment
and Forest Department. The format for health check up and the summary of medical report will be as circulated by the
Cadre Controlling Authorily, after consultation with the Ministry of Health and Family Welfare.

3. Section-ll

3.1 The officer reported upon Is first required to give brief description of hister duties and responsibilities, which
would normally not exceed about 100 words. ideally, this should be in bullet form.

32 All officers are required to develop a work plan for the year and agree upon the same with the reporting officer.
The work plan should incorporate the relative annual work rhythm and budgetary cycle. This exercise is to be carried out at
the beginning of the year and finalized by 30t Apri, positively. In case of a change of the reporting officer during the year,
the work pfan agreed with the previous reporting officer would continue to apply. The work plan agreed upon at the
beginning of the year has to be reviewed again during the month of September/October as a mid-year exercise and finalized
by 31%t October. Based on this review the work plan may undergo some changes from that originally prepared.

33 After the work plan is prepared, it is possible that the officer reported upon is fransferred out. There need not be

more than one work plan for one post each year. The period spent by the officer during the year and his contribution could

be considered for evaluating his performance against the work-plan. In the case of mid-term transfers, continuity and
assessment of work and the lower performance profile in the first quarter should be taken into consideration.

34 The work plans, duly signed by the officer reported upon and the reporting authority has to be submitted to the
reviewing authority for his/her perusal and custody. The performance appraisal form provides for an assessment of the
accomplishments vis-a-vis the work plan agreed at the commencement of the year and reviewed mid- year. The officer
reported upon is required to fill up the table provided for the purpose in Section-II.

35 Itis not necessary that the work plan should be entirely quantitative in nature. While for field level posts, the work

plan would consist essentially of quantifiable targets, for secretarial level posts it would consist of policy objectives to be
achieved etc,

36 Section Il also provides an opportunity for the officer to reflect upon hisfher performance during the year and
indicate one item which he/she thought was a significant contributions made by himer during the year. It is always
possible for any officer to make significant contribution even in activities otherwise regarded as routine in nature. Examples

of such contribution may be successful dealing of an emergency (e.g. major forest fire) would certainly be an exceptionat
contribution.

37 The officer reported upon is required to indicate specific areas in which hefshe feels the need to upgrade skills

and attend training programs. Hefshe should also mention the specific steps that he/she has taken or proposes fo take lo
upgrade his/her skills in the identified area,
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3.8 There is an increased emphasis on competency building in the new performance appraisal and career
progression system. There would be a premium on competency and skill upgradation. Hence, all officers are advised,
through a note in Section I, to keep the cadre controlling authority informed, at least once in five years, of all educational
and training programs attended, including the details of marks/grades secured in such programs, details of professional
papers published. These would be taken into account in the future career progression.

'3'.9 This Section alsc requires the officer reported upon to record certain certificates about submission of property
returns, annual medical check up and selling up of annual work plan for whom he/she would be the reporting authority.

4. Section-Hl

4.1 Section IIl requires the reporting authority to comment on Section I as filed out by the officer reported upon, and

specifically state whether he/she agrees with the responses refating to the accomplishments. In case of disagreement the
reporting authority should highlight the specific portions with which he/she is unable to agree and the reasons for such
disagreement.

4.2 This Section then requires the reporting authority to comment on the skill upgradation needs as identified by the
officer.
43 Thereafter, this Section requires the reporfing authority to record a numerical grade in respect of the workaut put

of the officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is also
required in respect of the “quality” of the output. In doing so, the reporting authority should take into account the costs
incurred (whether the officer reported upon has been cost conscious), the time taken and whether the laid down
rules/procedures have been adhered to in accomplishing the tasks.

44 The reporting authority is also required to record a numerical grade in respect of work output, personal attributes
and functional compatencies.

45  Section lll requires the reporting authority to comment on the integrity of the officer reported upon. In recording
remarks with regard to integrity, he/she need not limit himfherself only to matters relating to financial integrity but could also
take into account the moral and intellectual integrity of the officer reported upon. The following procedure should be followed
in filling up the column relating to integrity:

(i} If the Officer's integrity is beyond doubt, it may be stated.
{ii) If there is any doubt or suspicion, the column should be left blank and action taken as under:

(a) A separate secret note should be recorded and followed up. A copy of the note should also be sent together with
the Performance Appraisal Report to the next superior officer who will ensure that the follow up action is taken
expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer
should state either that he/she had not watched the officer's work for sufficient time o form a definite judgement or that
hefshe has heard nothing against the officer, as the case may be.

{b) If, as a result of the follow up action, the doubls or suspicions are cleared, the officer’s integrity should be certified
and an entry made accordingly in the Performance Appraisal Report.

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated fo the officer
concemed.

{d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officers conduct
should be watched for a further period and thereafter action taken as indicated at (b} and (c) above.

46 The reporting authority is also required to record a descriplive pen-picture on the overall qualities of the officer
reported upon and hisfher performance including his affitude towards weaker sections. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant to be a qualitative supplement to the quantitative assessments made earlier part of this section.
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4.7 Reporting authority is then required to make recommendations relating to domain assignment. The list of
domains is at para 10, '

48 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 10 fo the highest.

5. Section-IV

51. This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she agrees with the
assessments made by the reporting officer. in case of disagreement, he/she may record hisfher own assessment against
the work output or any of the attributes in the column specifically provided for the purpose. In case of agreement, hefshe
need not fill in the column meant for himher in the attributes/work output tables. Finally, the reviewing authority is required
to record an overall grade in the scale of 1-10. :

8. Section-V

6.1 This Section is to be filled by the accepling authority. He/she is required to indicate if hefshe agrees with the
assessments made by the reporting authority/reviewing authorities. in case of difference of opinion, he/she Is required to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.

1. Numerical Grades

71 At several places, numerical grades are to be awarded by reporting and reviewing authorities. These should be on
a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. it is expected that any grading of 1 or 2 (against
work output or attributes or overall grade) would be adequately justified In the pen-picture by way of specific failures and
simifarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence the need to justify them. In awarding a numerical grade the reporting, reviewing
and accepting authorities should rate the officer against a larger population of his/her peers that may be currently working
under them or would have worked under them in the past.

7.2 Weightage & Mean

Weights have heen assigned to work output, personal attributes and functional compatency. The overall grade wil
be based on the addition of the mean value of each group of indicators in proportion {0 weightage assigned.

8. Disclosure

8.1 There should be more openness in the system of appraisal. The annual PAR, including the overall grade and
integrity, should be communicated to the officer reported upon after it has been finalized by the accepting authority.

8.2 Representation

The officer reported upon may have the oplion to give his comments on the PAR. Such comments may be
restricted 1o the specific factual observations contained in the Performance Appraisal Report leading to the assessment of
ihe officer in terms of attibutes, competency and output. If comments are submitted, the Reporting/ReviewingfAccepting
Authority would have the oplion to accept them and modify the PAR accordingly. If the comments are not accepted, the
views of the Reporting/Reviewing/Accepting Authority would be communicated with reasons to the officer reported upon.
Thereafter, only if the officer reported upon so desires, he may request for the matter o be forwarded to the Referral Board.
The representation shall be confined to errors of facts and nothing else. The Referrai Board shall give clear findings on the
representation and take a final decision on the assessment, including the overall grading in regard to the parameters
affected thereby. The decision along with details in case an entry is upgraded or down graded with, reasons for same may

be recorded in the PAR and the same communicated to the officer reported upon. The decision of the Referral Board shall
be final.

9. Schedule for completion of PARs of Indian Forest Service Officers
91 The following schedule should be strictly followed: -

Reporting Year - Financial Year

Cut-off dates

Below Super Time [Super Time
ale cale
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Blank PAR form to be given to the officer reported upon by the; 15t April 15t May
Administration Division/Environment & Forest specifying the reporting
officer and reviewing authority

Self appraisal for current year 30% April 315t May
Appraisal by reporting authority st May 300 June
Appraisal by reviewing authority 30% June st July
Appraisal by accepting authority et July J1st August
Disclasure to the officer reporlted upon 15h August 155 September
Comments of the officer reported upon, if any (if none, transmission | 31 August 30 September
of the PAR to the Ministry of Environment & Forests)

Forwarding of comments of the officer reported upon to the reviewing 150 September 15" October

and the reporting authority by the accepting authority, in case the
officer reported upon makes comments

Comments of reporting authority 30t September 31 Qctober
Comments of reviewing authority 15" October 15% November
Comments of accepting authority/PAR to be finalized and disclosed | 31%t October 30h November
to the officer reported upon.

Representation to the Referral Board by the officer reported upon 30h November 31t December
Forwarding of representation to the Referral Board along with the | 15" December 154 January
comments of reporting authority/reviewing authority and accepling

authority

Finalization by Referral Board if the officer reported upon represents 150 January 15 February
against the decision of the Accepling Authority.

Disclosure fo the officer reported upon st January 28 February
End of entire PAR Process 31t March 315 March

9.2 The completed PAR should reach the Cadre Controlling Authorities by 31¢ March the following year. The Cadre

Controlling Authority will prepare a list of PARs not received and follow up with the Secretaries of the concerned Ministries
and Chief Secretaries of the respeciive States.

9.3 Secretary {Environment & Forest) in the State and the Joint Secretary (CCl} in the Centre shall be the Nodal
officers to ensure that the PARs of the members of Service, duly completed, are sent o the Cadre Controliing Authority by
31st March of the following year. They shall send a list sach of the members of Service whose PARs are to be written and

reviewed to the concerned Reporting/Reviewing/Accepting Authorities by 15% April every year to enable them fo ensure
completion of PARs within the time-schedule.

94 If 3 PAR relating to a financial year is not recorded by the 31t of December of the year in which the financial year
ended, no remarks shall be recorded thereafter. The member of Service will be assessed based on the overall record and
self-assessment of the year concerned, if he had given his self-assessment in time and the Reporiing Authority, Reviewing
Authority and the Accepting Authority have not completed the PAR according to the time schedule given in para 9.1.

95. The member of Service reported upon shall, while forwarding his self-appraisal to the Reporting Authority,

endorse a copy of the self-appraisal, to the nodal officer and keep a record of the same as evidence that he had submitted
the same in time.

9.8. The Reporting Authority shall record his comments in the PAR of the officer reported upon within the stipulated
time and send it to the Reviewing Authority along with a copy thereof to the nodal Authority.

7. In case the Reporting Authority fails to submit the PAR to the Reviewing Authority within the stipulated period
under intimation to the nodal officer, the nodal officer shall send a copy of self-appraisal directly to the Reviewing Authority
and authorize him to initiate the PAR. The nodal officer $hall also keep a note of the failure of the Reporting Authority to
submit the PAR of his subordinate in time for an appropriate entry in the PAR of such Reporting Authorities.

98. The nodal officer shalt evolve a suitable mechanism to ensure that the remarks of the Reporting, the Reviewing
and the Accepling Authorities are recorded without fail by the dates given.in the schedule below Para 91.
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Form Il
[See rule 4]
The All India Services (Performance Appraisal Report) Rules, 2007

[Applicable for Indian Forest Service officers of the level of Principal Chief Conservator of Forests or Additional
Principal Chief Consetvator of Forests]

Performance Appraisal Report for the period from to

Section | - Basic Information
{To be filled in by the Administration Division/Environment & Forest Departmant)

1.Name of the officer reported upon:

2.Service: 3.Cadre: 4.Year of allotment:

5.Date of Birth:

8.Present Grade:

1.Present post:

8.Date of appointment to present post:

9.Reporting, Reviewing and Accepting Authorities :
Name & Designation Period worked

Reporling Authority
Reviewing Authority
Accepling Autharity
10.Period of absence on leave, etc.
Period Type Remarks
On Leave (specify type)
Others {specify)
11.Training Programs attended
Date from | Dale to institute Subject

12. Awards/Honours
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13. Details of PARs of officers not written by the officer as reporting/reviewing authority for the previous year

14. Date of filing the property return for year ending December

15. Date of last prescribed medical examination (Mandatory for all Indian Forest Service
Officers) Attach summary of the medical report

Signature on behalf of
Date: Admn./Environment & Forest Department

Section Il

1. Declaration

Have you filed your immovable property return, as due. If yes, please mention Yes/No Date
date
Have you undergone the prescribed medical check up? YesNo

Have you set the annual work plan for all officers for the current year, in respect | Yes/No
of whom you are the reporting authority?
Have you prepared the work plan for yourself? YesiNo
Have you enclosed a note on important achievements during the period? Yas/No

Signature of Officer reported upon

Date:

Section lll Appraisal

1. Assessment of Attributes {This assessment should rate the officer vis-a-vis his peers and not the general population.
Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
grade. 70% weightage will be assigned to this item).

Reporting officer Reviewing officer Initial of Reviewing
Officer

i) Attitude to work

ii) Decision making ability

jil) Initiative

iv) Ability lo inspire and motivate
v} Strategic Planning
abilityfinnovaliveness

Overall grading on attributes
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2. Assessment of work output {This assessmenl should rate the officer vis-a-vis his peers and not the general population.
Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 fo the best
grade. 30% weightage will be assigned to this item.)

Reporting officer | Review officer | Initial of Reviewing
Officer

i. Accomplishment of planned work including training
courses for various ranks

li Quatity of outpul ad effeciiveness in areas like forest
and wildlife conservation, supervision and investigation
in forest offences.

iii. Accomplishment of exceptional work / unforeseen
tasks performed

Overall Grading on 'Work OQutput’

3. Integrity
Please comment on the integrity of the officer, keeping in mind both his financial integrity and his moral integrity.

4. Pen picture by the Reporting Authority.

Piease comment {in about 100 words) on the overall qualities of the officer including areas of strengths and lesser strengths
and his atlitude towards weaker sections.

5. Recommendation relating to domain assignment (Please tick mark any four),

Afforeslation/agro-forestry and tribal/hill areas Bio-diversity and wildlife management
development

Social Welfare of Dwellers in forest and tribal areas Training

Forest and wild life related crimes Research and Development

Matural Resource Management Bio-technology

{i) General Forestry

(i) Mingr Forest Produce
Environmental issues including climate change Forest Personnel Administration
Forest congervation and development Others

6. Overall Grade on a scale of 1-10

Signature of Reporting Authority
Date:
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SectionlV - Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in section NI? Do you agree with the assessment of the reporting officer in respect of extraordinary
achievements andior significant failures of the mo$S ! officer reported upon?

{In case you do not agree with any of the numerical assessments of attributes please record your assessment in the colurn
provided for you in that section and initial your entries)

2. In case of difference of opinion details and reasons for the same may be given.

3. Comments, if any, on the pen picture written by the Reporting Authority

4, Recommendation relating to domain assignment (Please tick mark any four)

Afforestation/ agro-foresfry and tribalfill areas Bio-diversity and wildlife management
development .
Social Welfare of Dwellers in forest and tribal |~ | Training
areas
Forest and wild life related crimes Research and Development
Natural Resource Management Bio-technology
{i} General Forestry
(i) Minor Forest Produce
Environmental issues including climate change Forest Personnel Administration
Forest conservation and development Others

5. Overall Grade on a scale of 1-10.

Signature of Reviewing Authority
Date:

Section V - Acceptance

1. Do you agree with the remarks of the reportingfreviewing authorities?

[Yes | No |
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2.In case of difference of opinion details and reasons for the same may be given.

3. Overall Grade on a scale of 1-10

Date Signature of Accepting Authority

General guidelines for filling up the PAR form for Indian Forest Service officers of the level of Principal Chief
Conservator of Forests or Additional Principal Chief Conservator of Forests.

1. Introduction

1.4 The Performance Appraisal Report is an important document. it provides the basic and vital inputs for further
development of an officer. The officer reported upon, the Reporfing Authority, the Reviewing Authority and the Accepting
Authority should, therefore, undertake the duty of filling up the form with a high sense of responsibility.

1.2 Performance appraisal should be used as a lool for career planning and training, rather than a mere judgmental
exercise. Reporting Authorities should realize that the objective is to develop an officer so that he/she realizes hisher true
potential. It is not meant to be a faultfinding process but a developmental tool. The Reporting Authority, the Reviewing
Authority and the Accepting Authority should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

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

14 Although the actual documentation of performance appraisal is a year-end exercise, in order that it may be a tool
for human resource development, career planning and training, rather than a mere judgmental exercise, the Reporiing
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the
performance and to take necessary corrective steps.

2. Secfion-i

24 This Section should be filled up in the Administration Division/Environment & Forest Department. Period of report
could either be the entire reporting year, namely, from {5t of April to 31! March or a part of the year {exceeding 3 months}.
In case the period of report is a full year, it should be indicated accordingly; for example, 2007-2008. In case the period of

report is less than the entire year, specific start and end dates should be indicated, for example, 10" September 2007 — 31t
March 2008.

2.2 Information on the present grade (pay-scale) as well as present post (actual designation and organization) and the
date from which hefshe has been on hislher present post needs to be mentioned.

23 In the table relating to reporting, reviewing and accepling authorities the name énd designation of the reporting,
reviewing and accepting authorities should be mentioned so that the officer reported upon is clear about whom he/she is
required fo send the report to.

24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Details of the training aftended date of filing of property returns and whether the

officer reported upon has reportedfreviewed should be mentioned in the table for the purpose and annual performance
report of all histher subordinate officers for the previous year.
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25 This Section provides for regutar annual medical examination. The health check is mandatory for all Indian Forest
Service officers. A copy of the summary of medical report is to be attached to the PAR Form by the Admin./ Environment
and Forest Department and a copy provided to the member of the Service. The format for health check up and the summary
of medical report will be as circulated by the Cadre Controlling Authority, after consultation with the Ministry of Health and
Family Welfare.

3. Section-ll

This Section requires the officer reported upon to record certain cerlificates about submission of property returns,
annual medical check up, setting up of annual work plan for whom hefshe would be the reporting authorily as well as for
himself. The officer has to report on the preparation of the work plan for himself and has the option to enclose a note on the
important achievements duting the period.

4. Section-ll
4.1 The reporting authority is required to record a numerical grade in respect of certain attributes and work output.
42 This Section reguires the reporting authority to record a numerical grade in respect of the work oulput of the

officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is also
required in respect of the “quality” of the output. In doing so, the reporting authority should take into account the costs
incurred {whether the officer reported upon has been cost conscious), the time taken and whether the laid down
rules/procedures have been adhered to in accomplishing the tasks.

43 Section Il requires the reporting authority to comment on the integrity of the officer reported upon. In recording
remarks with regard to integrity, he/she need not limit him/herself only to matiers relating to financial integrity but could also
take into account the moral and intellectua! integrity of the officer reported upon. The following procedure should be followed
in filing up the column relating to integrity:

(i) If the Officer’s integrity is beyond doubt, it may be stated.
{ii) 1f there is any doubt or suspicion, the column should be left blank and action taken as under:

{a) A separate secret note should be recorded and followed up. A copy of the note should also be sent together
with the Performance Appraisal Report lo the next superior officer who will ensure that the follow up action is
taken expeditiously. Where it is not possible either to certify the integrity of to record the secret note, the
Reporting Officer should state either that he/she had not watched the officer's work for sufficient time to form a
definite judgement or that he/she has heard nothing against the officer, as the case may be.

(b) If, as a result of the follow up action, the doubts or suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Performance Appraisal Report.

(c) If the doubts.or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concerned.

(d) If as a resull of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officers
conduct should be watched for a further period and thereafter action taken as indicated at (b} and {c) above.

44 The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the officer
reporied upon and hisfer performance including his atlitude towards weaker sections. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant to be a qualitative supplement to the quantitative assessments made earlier part of this section.

45 The reporting authority is then required to make recommendations relating to domain assignment. The list of
domains is at para 10.

46 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 10 to the highest.
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5. Section-lV

5.1 This Section is to be filed up by the reviewing authority. He/she is required fo indicate if he/she agrees with the
assessments made by the reporting officer. In case of disagresment, hefshe may record hisher own assessment against
the work oulput or any of the atfributes in the column specifically provided for the purpose. In case of agreement, he/she
need not fill in the column meant for him/her in the attributesiwork output tables. Finally, the reviewing authority is required
to record an overall grade in the scale of 1-10.

6. . SectionV -

8.1 This Section is to be filled by the accepting authority. He/she is required to indicate if he/she agrees with the
assessments made by the reporting authority/reviewing authorities. In case of difference of opinion, hefshe is required to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.

7. Numerical Grades

71 At several places, numerical grades are to be awarded by reporting and reviewing authcrilies. These should be on
a scale of 1-10, where 1 refers to the lowest grade and 10 fo the highest. Il is expected that any grading of 1 or 2 (against
work output or atlributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and
similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence the need to juslify them. In awarding a numerical grade the reporting and

reviewing authorities should rale the officer against a larger population of hisfher peers that may be currently working under
them or would have worked under them in the past.

72 Welghtage & Mean

Weights have been assigned to attributes and work output. The overall grade will be based on the addition of the
mean value of each group of indicators/descriptive picture in proportion to weightage assigned. The overall grade will be the
average mean of all the numerical indicators assigned by the authority.

8, Disclosure

8.1 There should be more openness in the system of appraisal. The annual PAR, including the cverall grade and
integrity, should be communicated to the officer reported upon after it has been finalized by the accepling authority.

8.2 Representation

The officer reported upon may have the option to give his comments on the PAR. Such commenis may be
restricted to the specific factual observations contained in the Performance Appraisal Report leading to the assessment of
the officer in terms of attributes and output. if comments are submitted, the Reporling/Reviewing/Accepting Authority would
have the option to accept them and modify the PAR accordingly. If the comments are not accepted, the views of the
Reporling/Reviewing/Accepting Authority would be communicated with reasons to the officer reported upon. Thereafter,
only if the officer reported upon so desires, he may request for the matter to be forwarded to the Referral Board. The
representation shall be confined to errors of facts and nothing else. The Referral Board shall give clear findings on the
representation and take a final decision on the assessment, including the overall grading in regard {o the parameters

affected thereby. In case of an adverse enfry, the eniry and the overall grading may be communicated. In case an entry is
upgraded or down graded, reasons for same may be recorded in the PAR,

9. Schedule for completion of PARs of Indian Forest Service Officers
a1 The following schedule should be strictly followed: -

Reporting Year - Financial Year

Activity Cut-off dates
Blank PAR form to be given to the officer reported upon by the Administration [1stJune

Division/Environment & Forest Department, specifying the reporting officer and reviewing

authority _

Filling in Section i by the officer reported upon 15% June*
Appraisal by reporling authority 150 July
Appraisal by reviewing authority 15 August

Appraisal by accepting authority 15t September
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Disclosure to the officer reported upon

304 September

Comments of the officer reported upon, if any (if none, transmission of the PAR to the
Ministry of Environment & Forests)

15t October

Forwarding of comments of the officer reported upon to the reviewing and the reporting
authority by the accepting authority, in case the officer reported upon makes comments

31st October

Comments of reporting authority 15" November
Comments of reviewing authority 30th November
Commenls of accepting authority/PAR to be finalized and disclosed to him 15t December
Representation to the Referral Board by the officer reported upen 31 December

Forwarding of representation to the Referral Board along with the comments of reporting
authority/reviewing authority and accepling authority

31U January

Finalization by Referral Board if the officer reported upon represents against the decision |28t February
of the Accepting Authority.

Disclosure to the officer reported upon 15 March
End of enfire PAR Process 31 March

*They are required to fill in only Section Il - Declaration

9.2 The completed PAR should reach the Cadre Controlling Authorities by 31st March the following year. The Cadre
Controlling Authority will prepare a list of PARs not received and follow up with the Secretaries of the concerned Ministries
and Chief Secretaries of the respective States.

93 Secretary (Environment & Forest) in the State and Joint Secretary {CC 1) In the Centre shall be the Nodal officers
to ensure that the PARs of the members of Service, duly completed, are sent to the Cadre Controlling Authority by 31st
March of the following year. They shall send a list each of the members of Service whose PARs are to be written and
reviewed fo the concerned Reporting/Reviewing/Accepling Authorities by 15 April every year to enable them to ensure
completion of PARs within the time-schedule.

9.4. Ifa PAR relating to a financial year is not recorded by the 31%t of Decerber of the year in which the financial year
ended, no remarks shall be recorded thereafter.

95, The Reporting Authority shall record his comments in the PAR of the officer reported upon within the stipulated
time and send it to the Reviewing Authority along with a copy thereof to the nodal Authority.,

9.6. The nedal officer shall evolve a suitabfe mechanism to ensure that the remarks of the Reporting, the Reviewing
and the Acceptling Authorities are recorded without {ail by the dates given in the schedule below Para 9.1.
Form Il
[See rule 4]

The All India Setvices (Performance Appraisal Report) Rules, 2007

[Applicable for indian Forest Service officers who are on deputation under clauses (i) and {ii) of sub-
ruls 2 of rule 6 of the Indian Forsst Service (Cadre) Rules, 1966]

Performance Appraisal Report for the period from to

Section | - Basic Information
(To be filled in by the Administration Division/Environment & Forest Department)

1.Name of the officer reported upon:

2 Service: 3.Cadre: 4.Year of allotment:
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5.Date of Birth:

6.Present Grade:

71.Present post:

8.Date of appointment to present post:

9.Reporting, Reviewing and Accepting Authorities

Name & Designation Period worked

Reporting Authority

Reviewing Authority

Accepting Authority

-

0.Period of absence on leave, etc.

Period Type Remarks

On Leave {specify type)

Others (specify)

11.Training Programs attended

Date Date to Institute Subject
from

12. Awards/Honours

13. Details of PARs of officers not written by the officer as reporting/reviewing authority for the previous year

14. Date of filing the property return for year ending December

15. Date of last prescribed medical examination (Mandatory for al! Indian Forest
Service officers) Attach summary of the medical report

Signature on behalf of
Date: Admn./Environment & Forest Department
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Section i - Self Appraisal

1.Brief description of duties:
Objectives of the position you hold and the tasks you are required to perform, in about 100 words)

2.Annua! work plan and achievement:
Tasks to be performed Deliverables® Actual

Achievement 142

Initial!® Mid yeart6s

3.During the period under report, do you believe that you have made any exceptional contribution, e.9. successful
completion of an extraordinarily challenging task or major systemic improvement (resulting in significant benefits to
the public andfor reduction in time and costs)? If so, please give a verbal description

4. Declaration

Have you filed your immovable property return, as due. If yes, please mention Yes/No Date
date.

Have you undergone the prescribed medical check up? Yes/No

Have you set the annual work plan for all officers for the current year, in Yes/No

respect of whom you are the reporting authority?

Signature of officer reported upon
Date:

1l Deliverables refer to quantitative or financial targets or verbal description of expected outputs.

2 Actual achievernent refers to achievement against the specified deliverables in respect of each task (as updated at mid-year). No explanations for
divergences are to be given In this table.

159 [nitial listing of defiverables are to be finalized within 1 month of the start of the period under repoit,
=14 Mid year listing of deliverables are to be finalized within 6 months of the start of the period under repod.
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Section Il} Appraisal

1. Assessment of Persona! Attributes (This assessment should rate the officer vis-a-vis his peers and not the general
population. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to
the best grade). 70% weightage will be assigned (o this item.

Reporting | Reviewing | Initials of
Authority Authority Reviewing
Authority

i. Attitude to work
fi Sense of responsibility
li Overall bearing and personality

v Emotional stability

v Communication skills

vi Moral courage and willingness to take a professional stand
vil. Leadership qualities

viil. Capacity to work in lime limit

Overall Grading on Personal Attributes

2. Assessment of work output (This assessment should rate the officer vis-a-vis his peers and not the general population.

Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the bast
rade. 30% weightage will be assigned to this item.)

Reporting 1 Reviewing | Initial of
Authority Authority Reviewing
Authority

i. Accomplishment of planned work including training courses for various ranks
i.Quality of output ad effectiveness in areas like forest and wildlife
conservalion, supervision and investigation in forest offences.

iii. Accomplishment of exceptional work f unforeseen tasks performed

Overall Grading on "Work Output’

3. Integrity Please comment on the integrity of the officer, keeping in mind both his financial integrity and his moral integrity.

4. Pen picture by the Reporting Authority. Please comment (in about 100 words) on the overall qualities of the
officer including areas of strengths and lesser strangths and his attitude towards weaker sections.

5. Recommendation refating to domain assignment (Please tick mark any four].

Afforestation/agro-forestry and  Uribalhill  areas Bio-diversity and wildlifs management
development

Social Welfare of Dwellers in forest and tribal areas Training

Forest and wild life related crimes Research and Development

Natural Resource Management Bio-technology

(i) General Forestry

(i) Minor Forest Produce
Environmental issues including climate change Forest Personnel Administration
Forest conservation and development Others
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6. Overall Grade on a scale of 1-10

Signature of Reporting Authority

Date:

SectionlV - Review

1. Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in section 117 Do you agree with the assessment of the reporting officer in respect of extraordinary
achievements and/or significant failures of the moS / officer reported upon?

(In case you do not agree with any of the numerical assessments of ailributes please record your assessment in the column
provided for you in that section and initial your entries)

Yes [No |

2. In case of difference of opinion details and reasons for the same may be given.

3. Comments, if any, on the pen picture written by the Reporting Authority

4, Recommendation relating te domain assignment (Please tick mark any four)

Afforestation/agro-forestry and tribal/hill areas Bio-diversity and wildlife management
development

Social Welfare of Dwellers in forest and ftribal Training

areas

Forest and wild life related crimes Research and Development

Natural Resource Management Bio-technology

(i) General Forestry

{ii) Minor Forest Produce
Enviranmental issues including climale change Forest Personnel Administration
Forest conservation and development Others

5. Overall Grade on a scale of 1-10.

Signature of Reviewing Authority

Date:
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Section V — Acceptance
1. Do you agree with the remarks of the reporting/reviewing authorities?

Yes [No |

2. In case of difference of opinion details and reasons for the same may be given.

3. Overall Grade on a scale of 1-10,

Date Signature of Accepting Authority

General guidelines for fifling up the PAR form for Indian Forest Service officers who are on deputation under
clauses (i) and (ii) of sub-rule 2 of rule 6 of the Indian Forest Service (Cadre) Rules, 1966

1. Introduction

1.1. The Performance Appraisal Report is an important document. 1t provides the basic and vital inputs for further
development of an officer. The officer reported upon, the Reporting Authority, the Reviewing Authority and the Accepting
Authority should, therefore, undertake the duty of filling up the form with a high sense of responsibility.

12 Performance appraisal should be used as a tool for career planning and training, rather than a mere judgmental
exercise. Reporting Authorities should realize that the objective is to develop an officer so that he/she realizes hisfher true
potential. It is not meant to be a faultfinding process but a developmental too!. The Reporting Authorily, the Reviewing

Authority and the Accepting Authority should not shy away from reparting shortcomings in performance, attitudes or overalt
personality of the officer reported upon.

1.3 The columns should be filled with due cars and attention and after deveting adequate time. Any aitempt to fitl the
report in a casual or superficial manner will be easily discernible to the higher authorities.

14 Although the actual docurentation of performance appraisal is a year-end exercise, in order that it may be a tool
for human resource development, career planning and ftraining, rather than a mere judgmental exercise, the Reporting
Authority and the officer reported upon should meet during the course of the year at regular intervals to review the
performance and to take necessary corrective steps.

2 Section-|

21 This Seclion should be filed up in the Administration Division/Environment & Forest Department. Period of report
could either be the entire reporting year, namely, from 15t of April to 31st March or a part of the year {exceeding 3 months).
In case the period of report is a full year, it should be indicated accordingly; for example, 2007-2008. 'n case the period of

report is less than the entire year, specific start and end dates should be indicated, for example, 10% September 2007 - 31t
March 2008.

2.2 information on the present grade (pay-scale} as well as present post (actual designation and organization) and the
date from which he/she has been on hisfher present post needs to be mentioned.
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23 In the table relating to reporting, reviewing and accepting authorities the name and designation of the reporting,
reviewing and accepting authorities should be mentioned so that the officer reported upon is clear about whom he/she is
required to send the repart to.

24 The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this section
in the table provided for the purpose. Details of the training attended date of filing of property returns and whether the
officer reporied upon has reportedireviewed should be mentioned in the table for the purpose and annual performance
report of all histher subordinate officers for the previous year.

2.5 This Section provides for regular annual medical examination. The health check up is mandatory for alt Indian
Forest Service officers. A copy of the summary of medical report is to be attached to the PAR Form by the Admin/
Environment and Forest Department. The format for health check up and the summary of medical report will be as
circulated by the Cadre Controliing Authority, after consultation with the Ministry of Health and Family Welfare.

3. Section-Il

31 The officer reported upon is first required to give brief description of hisiher duties and responsibilities, which
would normally not exceed about 100 words. Ideally, this should be in bullet form.

32 All officers are required to develop a work plan for the year and agree upon the same with the reporting officer.
The work plan should incorporate the relative annual work rhythm and budgetary cycle. This exercise is to be carried out al
the beginning of the year and finalized by 30% April, positively. In case of a change of the reporting officer during the year,
the work plan agreed with the previous reporting officer would continue to apply. The work plan agreed upon at the
beginning of the year has to be reviewed again during the monih of September/October as a mid-year exercise and finalized
by 315t October. Based on this review the work plan may undergo some changes from that originally prepared.

33 After the work plan is prepared, it is possible that the officer reported upon is transferred out. There need not be
more than one work plan for one post each year. The period spent by the officer during the year and his contribution could
be considered for evaluating his performance against the work plan. In the case of mid-term transfers, continuity and
assessment of work and the lower performance profile in the first quarter should be taken into consideration.

34 The work plans, duly signed by the officer reported upon and the reporting authority has to be submitted to the
reviewing authority for hisfher perusal and custody. The performance appraisal form provides for an assessment of the
accomplishments vis-2-vis the work plan agreed at the commencement of the year and reviewed mid- year. The officer
reported upon is required to fill up the table provided for the purpose in Section-II.

35 It is not necessary that the work plan should be enfirely quanfitative in nature. While for field level posts, the work

plan would consist essentially of quantifiable targets, for secretarial level posts il would consist of policy objectives to be
achieved efc.

4, Section-Iill
41 The reporting authority is required to record a numerical grade in respect of certain attributes and work output.
4.2 This Section requires the reporting authority to record a numerical grade in respect of the work output of the

officer reported upon both in respect of the planned work as well as the unforeseen tasks. A numerical grade is also
required in respect of the “quality” of the output. In doing so, the reporting authority should take into account the costs
incurred (whether the officer reported upon has been cost conscious), the time taken and whether the laid down
rulesfprocedures have been adhered to in accomplishing the tasks.

43 Section 111 requires the reporting authority to comment on the integrity of the officer reported upon. In recording
remarks with regard to integrity, he/she need not limit him/herself only to matters refating to financial integrity but could also

take into account the moral and intellectual integrity of the officer reported upon. The following procedure should be followed
in filing up the column relating fo integrity:

(i) If the Officer's integrity is beyond doubt, it may be stated.



57

(ii) If there is any doubt or suspicion, the column should be left blank and action taken as under:

(a) A separate secret nole should be recorded and followed up. A copy of the note should also be sent together
with the Performance Appraisal Report to the next superior officer who will ensure that the foliow up action is
taken expeditiously. Where it is not possibie either fo certify the integrity or to record the secret note, the
Reporting Officer should state either that he/she had not watched the officer’s work for sufficient time to form a
definite judgement or that he/she has heard nothing against the officer, as the case may be.

~(b) ¥, as a result of the follow up action, the doubts or suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Performance Appraisal Report.

(¢} If ihe doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concerned.

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officers
conduct should be watched for a further period and thereafter action taken as indicated at (b} and (c) above.

4.4 The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the officer
reported upon and hisfher performance including areas of strengths and lesser strengths. This need not exceed about 100
words and should try to cover overall qualities of the officer including areas of strengths and lesser strengths. The pen-
picture is also meant to be a qualitative supplement to the quantitative assessmenls made earlier part of this section.

45 The reporting authority is then required to make recommendations relating to domain assignment. The list of
domains is at para 9.

4.8 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 10 to the highest.

5 Section-IV

5.1 This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she agrees with the
assessments made by the reporting officer. In case of disagreement, hefshe may record his/her own assessment against
the work output or any of the attributes in the column specifically provided for the purpose. In case of agreement, he/she

need not fill in the column meant for him/er in the attributes/work output tables. Finally, the reviewing authority is required
to record an overall grade in the scale of 1-10.

6. Section-V

6.1 This Section is to be filed by the accepting authority. Hefshe is required to indicate if hefshe agrees with the
assessments made by the reporting authority/reviewing authorities. In case of difference of opinion, hefshe is required to
give details and reasons for the same in the column specifically provided for the purpose in the table in Section V.

T. Numerical Grades

7.1 At several places, numerical grades ae to be awarded by reporting and reviewing authorities. These should be on
a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. It is expected that any grading of 1 or 2 (against
work output or attributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and
similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence the need to justify them. In awarding a numerical grade the reporting and

reviewing authorities should rate the officer against a larger population of hisher peers that may be currently working under
them or would have worked under them in the past.

7.2 Weightage & Mean

Weights have been assigned to altributes and work output. The overall grade will be based on the addition of the
mean value of each group of indicators/descriptive picture in proportion to weightage assigned.

8. Schedule for c'ompietion of PARs of Indian Forest Service Officers
The completed PAR should reach the Cadre Controliing Authorities by 31t March the following year. The Cadre
Controling Authority will prepare a list of PARs not received and follow up with the concerned organisations.
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Form lllA
{See rule 4]

The All India Services {Performance Appraisal Report) Rules, 2007

PERFORMANCE REPORT ON STUDY LEAVE/LEAVE FOR STUDY
(Applicable for Indian Forest Service Officers)

)

PERSONAL DATA

S S

o

Name of the Officer
Cadrefyear of allolment
Date of Birth
Present Grade
Study Leavef Leave Details
a) Course
b) Institution
c) Duration
Period of Sanctioned Leave
Details of Degree/Certificate/Diploma
and Evaluation obtained during the
pericd (copies to be enclosed)

. Date of Filing Annual Property Returns

Dale

B.

SELF ASSESSMENT:

Officer's Signature

Date:

To be filled In duplicate and submitted to Cadre Controlling Authorities in the State and the Central Government.

{For the year/period ending

A

Formill B
(Seerule 4]

The All India Services (Psrformance Appraisal Report) Rules, 2007

PERFORMANCE REPORT ON TRAINING
(Applicable for Indian Forest Service Officers)

)

PERSONAL DATA

Il

Name of the Cfficer
Service/Cadrefyear of allotment
Date of Birth

Present Grade

Training Details

a) Course

Date
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b) Insfitution
¢} Buration
6. Details of Degree/Ceriificate/Diploma
and Evaluation obtained during the
period (copies to be enclosed)
7. Date of Filing Annual Property Refurns

B. SELF ASSESSMENT.: -

Officer's Signature
Date:

To be fiiled in duplicate and submitted to Cadre Controlling Authorities in the State and the Central Government.”,

(No.11059/09/2006-A1S-I)

Under Secretary to the Gvernment of India

Note:  The principal rules were published in the Gazette of India, Extraordinary, under GSR No. 197(E), dated 14D
March, 2007 and furfher amended vide GSR 296 (E), dated the 16% April, 2007.

To
The Manager,
Govt, of India Press,
Ring Road, Mayapuri, New Dethi

Copy for information to:-

The Chief Secretaries to the Govt. of All StatesfUnion Territories

All Ministries/Departments of the Government of india

Ministry of Home Affairs {I) IPS Section {Il) UTS Section (with 10 spare copies}

Ministry of Environment and Forests, Paryavaran Bahwan, New Delhi (with 10 spare copies).
The Lok Sabha Sectt. (Committee Branch}, New Delhi

The Rajya Sabha Sectt. (Committee Branch}, New Delhi

The € & AG, New Delhi {with 50 spare copies}

The UPSC, Shahjahan Road, New Delhi

= S Al S

Under Secretary to the Government of India
INTERNAL DISTRIBUTION

PPS to Secretary/PPS to AS (S&V)/PS to JS (AT&A)
P.S to Director (S)

All Officers/Section in DOP&T

500 spare copies
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