THE GAUHATI HIGH COURT
ITANAGAR PERMANENT BENCH

NAHARLAGUN
No.HC (IB) 2018/1/(Vol-1)/15- 2.% Dated Nahariagun, the 7 December, 2019.

ORDER

It is for information to all concerned that ACR for the year 2019 in respect of all the Officers and
staff of this Registry will be documented as per Notification No. HC.V34/2013/656B/Estt, Dated.
05.08.2014,

The A.O. (1), Admn. Section/Deputy Registrar (IT & Admn) shall provide the formats of
the ACRs in respect of (1) Gazetted Officers; (2) Private Secretaries; (3) Ministerial (Group 'C))
staff and (4) Non-ministerial (Grade-'C) staff, to all the concerned officials.

All the Officers and Staff (except non-ministerial Group-'C’) are directed to fill up the self-
appraisal (i.e. Part-I and Part-II portion} in the concerned ACR format for the year 2018. They are
further directed to specifically mention their designation, place of posting during the reporting year
in order to obtain the remarks of the concerned Reporting/Reviewing/Accepting authorities.

All the Administrative Officer (Judicial)/In-Charge of the Section/In-Charge of Private
Secretaries/Controlling Officers are directed to circulate the concerned ACR formats amongst the
staff working under their control/in the respective Section except the non-ministerial Group 'C’
staff, in order to fill up the specific self-appraisal part.

All the A.O (J)/controlling Officers are directed to submit the filled-in ACRs (i.e. after filling
up the self-appraisal part and the column for assessment of Reporting Officer, where necessary)
for the year 2019 in sealed cover with the nos. and names of the employees clearly written on the
cover to the A.O.(J), Administration Section/Deputy registrar (IT & Admn) on or before 3 of
January, 2020 positively for further necessary action.

Copies of ACR formats, if required, may be obtained/downioad from the High Court
websites of this Bench.

Sd/
Nani Grayu
Registrar
R Gauhati High Court
\ S P Itanagar Permanent Bench



No.HC (IB) 2018/1/(Vol-I)/15 Dated Naharlagun, the 71" December, 2019,

Copy to:-

N

9.
10.

The Joint Registrar (Protocol-cum-DDO), Gauhati High Court Itanagar Permanent
Bench, Naharlagun.

The Deputy Registrar, Gauhati High Court Itanagar Permanent Bench, Naharlagun.
The Deputy Registrar (Judicial), Gauhati High Court Itanagar Permanent Bench,
Naharlagun.

The Assistant Registrar, Admn. Section, Gauhati High Court Itanagar Permanent
Bench, Naharlagun.

The Librarian-cum-Research Officer, Gauhati High Court Itanagar Permanent Bench,
Naharlagun.

The Private Secretary to Hon'ble Judge, Gauhati High Court Itanagar Permanent
Bench, Naharlagun.

The Administrative Officer (Judicial), Judicial/Administrative/Account Section,
Gauhati High Court Itanagar Permanent Bench, Naharlagun.

System Analyst, Gauhati High Court Itanagar Permanent Bench, Naharlagun.

Notice Board.

Office Copy.

/--"',-' f‘p, ."\,\:C\.
(ﬁman'g)
Joint Registrar (IT & Vig.)
Gauhati High Court
Itanagar Permanent Bench

Naharlagun.
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THE, HIGH T
(THE HIGH COURT OF ASSAM, NAGALAND, MIZORAM AND ARUNACHAL PRADESH)
NOTIFI

Dated Guwahati, the s”‘Angust, 2014+
No. HC.V-34/2013/ G686, /Estt. ## In supersession of all previous order(s),
Hon'ble the Chief Justice has been pleased to approve 4 (four) separate Performance
Appraisal Formats for the Gazetted Officers, Private Secretaries, ministerial staff and
non-ministerial & Grade-IV staff as well as the following hierarchy for
documentation of ACRs in respect of the employees of the Principal Seat and the
Outlying Benchesf the Gauhati High Court, with immediate effect and until further

order(s).
Yo For Principal Seat
Officers/staff Reporting Reviewing Accepting —
Joint Registrar Registrar Reyistrar General JAD
(Vig./Judl./Admn.)
Deputy Registrar Registrar Registrar General JAD
1 ¢ (Vig./Judl./Admn.) _
Assistant Registrar | Joint Registrar | Registrar General JAD

(concerned Section)
Secretary to HCJ Hon'ble the Chief ! ...

Justice
Librarian-cum- Registrar (Admn.) Registrar General JAD
Research Officer
"Special Officer | Registrar {Admn.) Registrar General JAD
(Translation Wing)

i “S_ykstem Analyst Registrar (Judl. &1T) | Registrar General JAD

Programmer Registrar (Judl. & IT) | Registrar General JAD
i ;
' Sr. Private | Concerned ~ Hon'dle | ...... S
i Secretary/Private | Judge/Officers  with
| Secretary/Sr. whom they are
! Personal Assistant | attached
P.S./Stenographers | In-charge of | Registrar (Admn.} | Registrar General
' on pool Stenographers
; Administrative Joint Registrar/ | Registrar Registrar General

Officer (Judicial) Deputy Registrar | (Vig./Judl./Admn.)
{concerned Section)

Court Officer Deputy Registrar | Registrar (Admn.} | RegistrarGeneral
(Adinn. )/Asstt.
Registrar (Admn)
Protocul  Officer/ | Deputy Registrar | Registrar (Admn.) | Registrar General
i Asstt. Protocol | (concerned Section)
Officer
| Court Master In-charge of Court | Joint Registrar | Registrar
- Masters (Judicial) (Judicial)
Grade-IIT Administrative Officer | Joint  Repistrar/ | Registrar (Admn.)
(ministerial) {(Judicial} (concerned | Deputy  Registrar
Il Section) {concerned Section}
Grade-II1  (non- | Administrative Officer | Joint Registrar/ | Registrar (Admn:)
ministerial) (Judicial) (concerned | Deputy  Registrar
Section) {concerned Section}
Grade-IV Ife  of  concerned | Deputy  Registrar | Registrar (Admn.)

Section/ Court Otficer | (Admn.)/Assistant




—

| Staff of Hon'ble the
| Chief Justice’s
Secretariat

Staff of Registrar
General's

Registrar-cum-
Principal Secretary to |
HCJ

Registrar Genera] )

Secretariat
| Staff  of  the Concerned Registrar | .
Secretariat of
Registrar
(Vigilﬂnce;’Admn.{
Judl.

Staff of the

Joint Registrar
Computer Section

(Admmn.)/Deputy
Registrar (Admn.)
Joint Registrar
{(Admn.)/Deputy
Registrar (Admn )
Special Officer Joint Registrar
(Translation Wing) [Admn.)/Deputy

_ Registrar (Admn.
Administrative Officer Deputy  Registrar
(Judicial) (Accounts) (Finance) -

Deputy Registrar | Joint Registrar
(Recruitment Cell) (Recruitment)

Sysiem Analyst Registrar (Admn)

Staff of the Library
Section

Librarian-cum-

Registrar (Admn.)
Research Officer

Staff of the

Registrar (Admn_)
Translation Wing

Staff  of the

Registrar General |
{Accqtﬂr:s Section

Registrar (Admn.) r

The remarks in ACR i respect of the Judicial Officers of Assam Judicial Service,
, working in this Registry, shall be documented by the Hon'ble the Chief J ustice as per
the prescribed format meant for Judicial Officers of Assam Judicial Service,

For Outlying Benchy

Staff of the
Recruitment Cell

7k Officers/staff { Reporting Reviewing / __:\ccepting ’
_ Authority -Authority Authori
Registrar/Joint Portfolio Judge 'JAD Hon'ble the Chief
Registrar | | ustice
Deputy Registrar Registrar/Joint Portfolio Judge r JAD
Registrar
Assistant Registrar Registrar/Joint Portfolio Judge |'7JAD

_ | Registrar

Librarian-cum- Registrar/Joint

Research  Officer/ Registrar

Librarian _

System Analyst | Registrar/Joint Portfolio Judge [ JAD
Registrar ) ’

Concerned Hon'ble | ..,

Judge/Officer  with

whom  they are

attached

Portfolio Judge JJAD

Private
Secretary/Sr.
Personal Assistant

|

P.S./Stenogra phers | I/c of | Registrar Registrar Ge‘nera}r'
on pool Stenographers/ o

Juint Registrar !
Deputy  Registrar Registrar/Joint | Registrar General
(concerned Section) Registrar

Administrative
Officer (Judicial)/
Court Officer

Court Master

Assistant Registrar J Deputy Registrar Registrar/  Joint
Registrar

Registrar/Joint

Registrar

Administrative Deputy Registrar
(ministerial & Nog- Officer (Judicial)
ministerigl:j {concerned Section)
Grade-IV Court Officer ! Deputy Registrar

Grade-IIT

Registrar/Joint
Registrar




Further, the Officer/staff attached in Court Rooms, Bungalows and residences
shall always be assessed by the Hon’ble Judge/Officer with whom such staff are
attached. The views of the Hon'ble J udges shall be obtained through the respective

Private Secretaries.
The ACR of the Private Secretaries attached to Hon’ble Judge/Officer shall be

written by the concerned Hon'ble Judge/Officer.

Quarterly Appraisal Report shall be given by the immediate Superior Officer
in the concerned Section, to the Reporting Officer and the Reporting Officer will take
note of the Quarterly Appraisal Report, while making the ACR report.

The formats of ACR may be seen in the High Court website and in the High
Court Notice Board. '

By order,

Sd/-R. Duarah
1

Memo No. HC.V-34/ 2013/ << /Estt. Dtd. £ .8.2014

Copy for information to : - )

1. The Registrar General, Gauhati High Court, Guwahati,

2. The Registrar (Vigilance/ Admn./Judl.), Gashati High Court, Guwahati.

3. The Registrar-cum-Principal Secretary to Hon'ble the Chief Justice, Gauhati High
Court, Guwahati,

4. The Registrar, Gauhati High Court, Kohima Bench, Kohima/Aizawl Bench,
Aizawl with a direction to initiate the process for documentation of ACRs of the
employees of the respective Benches as per the aforesaid hierarchy and formats,

5. The Joint Registrar,................... /In-charge of Private Secretaries, Gauthati
High Court, Guwahati/Joint Registrar, Itanagar Permanent Bench, Naharlagun
with a direction to initiate the process for documentation of ACRs of the
employees of the Itanagar Bench as per the aforesaid hierarchy and formats.

6. The Dy. Registrar ( _J, Gauhati High Court, Guwahati.

7. Sri R. A. Tapadar, OSD, Gauhati High Court, Guwahati,

8. Sri Rajneesh Bora, OSD, Gauhati High Court, Guwahati.

9. The Assistant Registrar, .....cev...oonno., Gauhati High Court, Guwahati.

10. The Secretary to Hon'ble the Chief J ustice, Gauhati High Court, Guwahati.

11. The Special Officer, Translation wing, Gauhati High Court, Guwahati,

12, The Librarian-cum Research Officer, Gauhati High Court, Guwahati.

\/tf"i:he System Analyst, Gauhati High Court, Guwahati. He is directed to upload this
notification in the High Court website.

14. The Pvt, Secretary to Hon'ble Mr. Justice R e R
Gauhati High Court, Guwahati.

15. The Administrative Officer (Judicial) { _)/In-charge
of Court Masters, Ganhati High Court, Guwahati,

16. The President, Gauhati High Court (Principal Seat) Employees’ Association,
Guwahati,

17. The Court Officer I & 11, Gauhati High Court, Guwahati.

18. The Court Manager, Gauhati Iligh Court, Guwahati. - ’

19. UA to the Registrar General/ Registrar (Vig.), Gauhati High Court, Guwahati.

20.P.5. 10 Registrar (Admn./Judl.), Gauhati High Court, Guwahati,

21, Notice Board (Cld/New Block).

22 Order File,

-




THE GAUHATI HIGH COURT

(Iligh Court of Assam, Nagaland, Mizaram and Arunachat Pradesh)

ANNUAL PERFORMANCE APPRATSAL REPORT
FOR GAZETTED OFFICERS OF THE GATTHATE HIGH COURT

PO T REGESTRARDEPUTY REGISTRAIASSISTANT IGISTRANSPECIAL
PR TR TRANSLATION WING VLIDRARIAN-CHM-RESEARCH GFFICERASRCRETARY 1O
LCCTTER TRANSLATORSY STEM AMALY ST/FINANCE & ACCOUNTS
OFFICERAADMIMISTRATIVE OFFICERQUDICIA LYPROTOCO, OFFICLRICTLR T
DR S ENIOR GRATE TRAMSTATOR/PROGRAMMERFCOUILY MASTLEWASSISTANT
PROTOCOL OFFICER AND OTHER GAZLTTED BIFICTERS]

Mame ol Uflicer s a0 RO
Designulinn L LR oy
Wopnrl Tor the yene/period from . |2 N S S

MPagr 1 of &



ANNUAL PERFORMANCE APPRAISAL REPORT
FORTHE YEARPERIOD

PERSONAL DATA
VARTS
i Mame of Office e I W s S
2 Dusignation e e e s s
3 Date of Rirth (DDIMMIYY YY) RARHASEL R RSt e e
(hwords_ R |

o ducanonal Oualifieating:
50 Date ol continunus appeiniment Lo fhe presenl post; 5
O Present post g dale ol appaintment thes eie:

5 o Wme o SeelinadConil e =

o Poried of absence from duty dvring (e yowe
(Lenve/ Training}

PARTAT (To be filled in by the Officer Feported upon} {The resume 1 i be farnished willin e S
"provided limited 1o 150 words roel is requlied to be signed. Mention any special aclievements durmp the
yeasperiad. li the event of shorfll in achicvament, Ninish rensnns. |

Brieldoseription of dutizs:

Lol Signatere of the Offieer | eported i

fage 2ol




PART-ML - ASSISSMENT OF THE 1

CRORYING OFFICEW:

(AL Assessment of Worlc oul put:

I Doex the Reporting Oflicer agree with cach and every significan! statoment contained in
the sesue (Tart-f1)

i

2 Aceomplishienl ol work allotted as per sobjeets aliotled:

1 Quality of antpnd

1 Analvticol abilily:

G Qverall Grading on " Work Quipnt”

(1) Assessient of persoual aflyibnics:

i Altade Inowark

2. Sense ol vesponsibiliy:

- Maidenanes of Thsgipline:

omununieation skills

S Capactty Lo worle in feam spink:

Capmcily to adhere (o Lmeschednle:

7 Inter personal relatious:

. Owernll beoving and personalily:

U Owerali Gradlng on “Persnnal Affribmles™

Mage 1ol 6



{C) Agsessment of funetion compeienvy:

b Knowledpe of Rules/Repulations/Proscdire
in the area of funclion nnd ability e apply
them eorrectly.

2. Swalegic planning abulity:

1. Diecision maldng abibity:

A Coordination ability:

5. Ahilry o malivale and develop subordinatey,

fi Initiative:

7. Overall Geading or "Fruactionsl Competency:

PART-IV ~ GENTRAL

L. {Izelations with the public (wherever apphicatle]
2 Btate af Henlth:

T Trtepsity:

a4 Regolarily and Punctiadily in atlemdinee:

S Ias the Officer any special charaeteristios and/or any aulstanding metits o abililies
which would justify his fer selection for speciai assignments, i€ so pluase mention thuse
chovacteristics brielly,

6. Owerall Grading [OutstundingfVery Good/UGond/Avernge/Beloy wvernge]

Sipnatvie of The Reporbog O1Ncer
ame in Hlock Letters:
Dusipnntion:

Date.

Paped al f



PART-V

REMARICS O VN REVIEWING OFFL Cllt

L Lo you agree with the assessiment made by the reporting ullicer with respeet 1o he walk
wilput and the various achievementsfsignificant failures of Whe officer reported npon

(Rel Part-T11 and Part 1)

||. c: ARy e — e A el —

‘ YIS / NO

O [l ense of disapicaincnt, please specify Hhe seasons, o there amytling you sush to madily or add ]

b Ovarell Grading by the Reviewing Officer: {Cutstanding/Very Goodl Good/ Avernge!
Below Avernge]

Shgtutine of he Reviewing OMficer:
Mwmne in Bock Letters

[ate ) [Designation,

PART VL

HEMARICS OF THE ACCFEPTING OFFICER:

1 No yoinagies wih e agsessment mdde by the Reporting Officor and fodtviea: O ee
wilh vespect 1o fhe wark eudpul and Lhe vajious achimfmlu:ill.‘;)'.fugl\ificnnl fethmes 0l e
aflicer iepo ted upon

(Rel Part-TH, Parl [V and Parl-V)

‘[ YES i NG

U Owarall Crrading by the Accepting Oflcer: [Outstanding/Nery Guood/Gool/Aversye
Bebpw Average|

Slgnatuee of e Accepting Anthonty:
tame i Block Doilers

Desighation
Nate;

. Pagais S ol 6



Cindifeflney reearding [illine up of A1AR

o

The colmmpe i the A PAR Shondd be filfed inowit die core and aftentras and after deveoting oo
flete

evers sha sirpdoyen on hader pecfornce o bigher present posttins ead fur ehe peilod veperied
s

The repoit shouled conriin o fdd appeectution aned s

el af e poraedaes oo nothe foom
with ang adiitional informaran considered vecessarp. The assessurer shondd by ps eljeetive ax
possthile Parsonad ildng end disfifing shovld nod foran ihe bastc of opy coonion, bus, af the soone i,
soflaess o shield defects shaudd wlyo be avorded

The vepocitng and vevieidng thor ity shoeld De aine wnder sl the oificesfemplopee Lax vengired
ai leost three months of consimtpny sereiee,

M ocase of differences of rating fhenwegn the Reporimg and Revieway Awhorires, e soti of
Accepting dinthorvin witl te ihe fival.

& thare Iy s ﬁ'esrr'e\llr'ng Audhprity o Aveeprove dutharsy ds meatiane: i e prderr the ey
Fecorded Dyt Repowilug Athosiowtt] be fina!

The veparthigfreviewing amd necepring of e APAR shoeld b campeeted ondtnarty wirkin the ve
ninths e bp 15 Mol The yeew of repartorg vl be I ey da 12 Deeender el huss)

Thu yemenrhs e sidwleee of enipies i AFAR oo ordidy comen el to e person caneieneed
snfhin gy trohil af wx eeceptanee by the 4

itinng eluthority, The dodfapee way cupresein e the
erdharity within g el ppals advarse veonn ds,

The Avseon Serviees [Confidential Aol fades 200 e agpslivaide oo soaters



THE GAUHATI HIGH COURT

(High Court of Assam, Magaland, Mizoram and Arunachal Pradesh}

ANNUAL PERFORMANCLE APPRAISAL REPGRT
FOR PIUVATE SECRETARY/STENOGIAPHER

ESenior Privite Sseretary/Privale Sverctary/Senior Persona] Assistant]

Repore tor the vearfperiod

FERSONAL DATA

PART-]

b obime o Glficer . S S = iy T
2o lresgention B R | S P S
Lo Date of Binth (DDMMeY YY) o ERR L S ST s

(1o waordy : S e o e - == TR

4. Bdusational Quadilicalion: _—

S0 Date of continuous appoiianent to the presen: past
G Present post ol dhie ol appoatitmient therewy;
Hust —— _ Dhite | Lo Atachos with .

7. Feriod ol absence from duly duving the year : .
(! eave/ Training)

PART-H {Tobe filled i by the Offeer sepnrted apen) | The resume is to be Turaished with i the spice
pravided duriled o 190 waids s s requiced to he signed. Meution any spesial achivvements Autring the
vearfperivd by the evant of shortlal HCievement, rnish feasols. )

v Hriel descrplion ol e,

Dite: Signatore of the Offieer reporied upon

Page 1 of 5



PARE-IH

ASSESSMENT BY THE REPORTING OFFICER

{Pieaszcad carefuily the nstrictions arven at the end of the forin before fikling the entries)

1. Duves the Reporting Olficer agroe with
each und every significant slatcment
contained in the resume of the work
dane by the Offieer

20 S of Heaith

S0 Regularity & puncioality inatendance

Ao Proficiensy and securaey in stenopraplic
Vel

S0 Comniurneeation skilt
6. LutePigence, kechogss & industry ;

T Trustworthiness (s bandling secret and
fapr seeved matters wad papers

& Mainionnes ol engagement daary und
tiiy submissian of necessiry papers
fOr et Utervicws, e,

9 Guacral assistance i clsuring the riters
requiring atlention e not lost sight of

10 Iitiative and tact in dealing with the
telephoae culls ard visiors

P Abitity o dealt nores faters, mbites,
e ability 1o prepare SUTIY,
elo Gncitse suen jreins of work nave
bewn pertarmed by the Officer)

i

i} Has the Officer any special
chiaracteristics andfor any
outstandisgg marils o abilities
whicl: seould justily Sisfier
aslechon for special assignmenls.
Ul se, please mention rese
charueteristios hilufly

(&) Becowonendatings regarding
switubiliy for other splieres of
work
(This shauid be substantiared)

13 Has hefshe been reprinanded for
sdiftzrent work o for other couses
during Lhe paiiad ander repon? 1 s,
ariel partiendns

I4, Gieneral assersment ot prisonty,
eamELt and femperament ineinding
relations with fellow smpioyecs,
anemability to discinling, ete

15 Interivy

Pape 7k §




(B Grading: ¢ An Officer shiuld nef be praded Outstanding/ Ve y Good/Good/Averagyf
vutsizahiog unless excepticns| QU llies and Helow Averape
perfurmince have beer: aolicos. Gryuinds for
Eiving such o aracing sheld be eleardy brouph
Tt

Signature of the Reporing O
Mawe i block Jetters: ., N
Designation,

Dawe

Page 3 ufs



YARIIY

LUMAT S QIS0 ULV ATWING O IrL G (1 ) iend ]l

LD v gree with the amsessment mands by i reperlingg aflicer wit respeat Lo work
sutput e e vielouy aelhicvenmitwsignilieant filies of Qe il e wposted oy (Red
tarte I asud Pt 110

s R i i
|
VES o NG |

| e, Sl . SRE s v s, aul

200 enae of disagceesien), plesoc apasily the weaman, o hore anyhing yoo wish do mgdity oo uldd]

gt esaithmpeideuinpth e,

B Overall Crading, by thy [teviowing OlTicer: {Oulatinding/Yery Good/ Gooddf
Averiggey’ Helow Avernpe]
Sipimtrre of s Kowbewing £ Wi
MNung it loek Lot
[ Mile: l;n',','i}'.ﬂl‘.,:‘:'l.,'u

LART-Y

LIEMARICH O3 FLTR ACCHITING ORI

o o agren with te sssessmenl soale by e Reporing QIeer cid fesdesfvr Ollicpr
with sespect 40 e wore ovlpul ard the varlous nehicvemensadvigificant uiluree of the
ailler weporied oo )

Pef Pant-U, Part 1 cod Pl VD)

Yis # NO

v e of diangresuent, pleeae speeily e isisons, is theee naytbing o wish fo monily o ndd

|

T vl Gronding [y the Ackogiing Offieen (Eheatding ™Y ery Good/Gombi Averge
hedony Avurmpee]

Vigere ol the Arcepling Anthoine
M i ek s etlain

Sremgroati,
[RIITTEN

Frpges ol



#

ey,
L

i

Editng I s IR et bt fhiteeet Jicsied. e srenva el il it iy ity e

Assitse e arapdigen an kisdhay Jrsdiaananten b e pravird paedthon cagd flae o Jriodd repiena
Iflf/'t')!f.

aliine) T finE fiae
T
At e,

Faf th g vty s,

eavdel fig g
AU L

vl Mk,
4 st dhad il i s e e 5
sstiien v catimiad cigdcty danedd ks Be o vidfelied

Wi LRI T s
I,

e i

Pthdes Pae g ! ol By Qg

Tt vigusrting eied 1 eotiidiag st el Rl e o wabee wionn thee uf

1o fenst thrae tonids i

rerriplanR Sty vnesfi gt

S Sy

it eese o gt i, Ay S e Ripoliting el Hewleraing ik itier, the centfipe of
Attt it i it de the floed

I thaeg woye e, B ddng i, i vesg
sneeine B0 10 Napainie Aihon

Nt it or Auiogaitae i, H A ety

i faers

it of e AR shead? |

sonipleiad ovdinnr e vafise sy ep
HEPEARENR i g L S v 1 Bt ety e
i H 2 § )

el

Tl vaprartingdval ar et de
e L s S e Thes v

Tl remprks wil subsivinee o edelug b AP b it e it e Jersc s ot
Wt g ) ef riGsp it iy e Aegepimg duthor fp e taatipme meg vaiesse 1o the
I Vet i @ i el aidvdie | g by

Pl Ay v Ser iz titieed Hailyd Kades, T o ispnteitdede b nthar sireran s,

P 500




THE GAUHATI HIGH COURT

(The High Court of Assam, Nagaland, Mizoram and Arunachal Pradesh)

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR MINISTERIAL STATF (GRADE-111)

[Senior Judicial Assistant/Assit, Libraciandd:. Girade Translatorfudicin) Assistanl/Library Assistant/Sr.
Compuler Assistant/Conguler Assistant and other ministerial stall]

Repurt for the year/period

PART-1

1 Mame ol Siall:

Dresignation:

ra

(]

Dule of Birth (DDIMMAYYYY ) e ——

{fn words

4. Tueations) Qualification:

5 Dot of continoous appointiment to the present post:

f. Present post and dite of appaintivent therole and Lhe seetion fi which hefshe is posted durig the
pC]'iOLl:

Post Date ___ Seution :

7. Persad al nhsence from duty during the yeaes
(Lenve Fraining)

PART-LL (To be filled in by the stalT repoded upon) [The resume is lo be furnlshed within tie spacs
gronvidded lnailed fo 100 words and is required o be signed. Meillion any special achievements during the
yearferiod 1 the event of siorifall in nehicvement, fumish reasons.)

s dpie! deseriplion ol dulies:

Date: Signature of the stall reporied vpen




PARTIL] e
ASSESSMENT BY THE RUPORTING OFFICER
(1 any of the items mentioned below does not appiy, the Reporting Officer should mention this fact
againsl the relevant ilems)

i Repulnrity s punclualily in attendnnce

2. Mmintenance of tecords including
files & prescribed registers, clc.

1 Intelligence, keenness & industry

4 Eneigy, promyphiess awl acourncy in
depling wilh bis alloted job

5 Skill in noting & dralling
G, Comununicition skill

7. Inkegrily (Tick winichever is applicable) i
Ay Bevoud doubt
)} Mathing adverse
o) Lroubiiul
d) Lack ol integrity (mention in byief)

4. Capacity to work o leam spirit

9. Dehavious towards hisftier superiorns!
colleapues

10. 1s hedshe mnesnble lo discipline?

11. Has hefshie duoe ey cutstanding work
tiing the period under report wlhich
duserves appreciation?

12, Uing hefshe been reprimanded for
innlifferant work doring e period
nnder report? [ a0, Lriel particnlars
therzof

13, Remnrks as (o delects in hisfher
chiracter whicl inay niililata ngainst
s efficiency and suiinhiliy

14, Whether qay comnplaint/departmental
enquiry is pending, if s, a briel
description thereul

|5, State of Henlth

16, General assessmenl- € Give e everall
asseasment of the siall with reference
tu any striking qualities not covered by
the above enties, sense of
responsibibittes iy dischacging dutics, efe.

27 Grading % Quistanding/Very Good/GoolfAverage/
Belew Avernge
Diatin: Signature with designation of the Reporting Officer

Name:

Dasignation:



- PARTAY

REMATUCS QIVTHE REVIEWING QFFLCILR:

L Do you pgrce with e assesamnent made by e reporting olfices with respeet to he worl
erpurd and the varieus achievementg/sigmficanl failuces of the officer rcported upon

(Rel Port-iT and JIT)

TYEs 4 NO

2 |[u sose of L|i:ji1g\'L‘L;|'1-1L:nI, pleasc stccif'y the reasons, is thooe anyhing you wisit o medify
oy acld]

1 Ovewdt Grading by (e Reviewing Olficer: [Outstanding/Very Geod/ Good/
Average/ Below Average]

Signature of the Reviewiog Olficer.
Nawe in Block Letiss: e .

hate Designation

PALL-Y

IEMATRISS QE TIN ACCERIMTING OFUICEL:

b Do you agree wille the assessinant macde by the Repaviing Olficer and Accepting Officey
willi vespoet o the worle gulput and e vatous achileverients/signilicant fajhnes of the
oflicer tepoited upan

(Rel Tart-1il Poct IV and Pacl-V})

2. b case ol dissgrecment, please specily the reasans, 15 thee anythiog you wish lo modify
n el

3 Dverat Grading by the Aceopling Officor: SCOuistanding/Very GoodiGoorlf
Average £ Below Avernge]
Siguatuee of the Aceepting Aulhorily:
Manp: in Block Letlers

Date, Diesicnalion

[



Guldelines requrding Jilting 4o of APAR

Fhe cofumns in the ARAR should be [led In with due care ond attention ond after devaiing adequate
Hine. ;
Assess the employes on kisfher performonce i bis/her present positivn and far the period reported
upon .

The repart showld contein o full eppreciation ond assessment of the penticulors tndleated fn the furm
with any cdditlnal information cansiiered necewsary, The ussessment should be os objactive as
pussibte. Personul fidng and disiiking should not form the basis of any opinion, but, ot e some tine,
softness (0 shiald defects should afso he cvoided, '

The reporting and reviewdng autharity showld be one under whom the ufficessemployee hos rendered
ot feast three inonths af continuous service :

In cose of differences of rating between the Reporting and Reviewing Authorittes, the rating af
Accepting Authority will be the final

If there is po Reviewing Authority or Aceepiing Authoviy ds m entioucd in the arders. the remarks
recarded by the Reparting Authority will be final,

The repoviinglreviewing and cccepiing of the APAR shoutd be completed ordinarily within iliree
wionthis i.e. by 30" March. The year of reporting wili be 1% January to 14" December (yearly basis)
The remarks with substance of entries in APAR be ordinartly commumecated {o the person concern ef
withive one manth of ils veceplance by the Aecepting Anthorily The emplopee may represent o the
auifrorisy withen o nonth against adverse remorks

The Asvim Services (Confidential Rollg) Rufes, 1990 be npplicable in uther marters.



THE GAUHATI HIGH COURT

(The High Court of Assam, Naqaland, Mizoram and Arunachal Pradesh)

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR NON-MINISTERIAL STAFI GRADTE-11 AND GRADE-TV

| Telephone Operator/Record Assistant/Elecicical Assistant/IFax Opetator/bead Usirerf] lead
ChanlTeur/Chauffenr Photocopier GperatorfSenior ChelfCourt Keeper/Usher/Head Lawn Altendimd/Courd
Attendant/ChelDapwan/Lawn Attendant/Farash/Pump Man/Room Attendant/Lift OperatordSanitation
Attendant and other non-mimsterial G rade- 1 and Grade-1V stall]

Report for the yeav/period

1o Mame of Stafl
2 Designation.
T Pate of Birth (DRMMIYY YY)

thhwords R )

4 Fdueational Qualificadon:
S Date of continnous appointment 1o {he present post
. Prosent post and date ol appointment therelo;

Posl Lale

1 Section in which the incumbent is presently WG, com o i s

6 Leriod of absence from duty during the year ..
(1.eave/ Training)



RSl

ASSESSMENT WY THE REPORTING OFFL 012

pgratnst the releyanl tems)

1wy of the jlems mentioned brlow daes nol apply, fhe Reqpunting Officer should ineation this laet

1 Repalmity & punclualily in atiendisice
70 Intedligenee, kesnness & industry

v Eerpy, skill, pronyHness weh recuracy
i depding with s allotled ol

g Crnnmunivation skill

v Tntepnly (Tiek whichevel is applicable}
0y Dy ond doubd
by piilhing adverse
ci Ploubtid
Wy Lack af iotepeily {ention in buiel}

f. Capieily 1 work i team spirdt

7 Diehaviea fownsds lis/hel suprios!

pdleapnes

% Flag hefehe been peprimanded o
Ll Prarent wistk during the period
aiher eepe 17 1080, briel pachiculars
ereit

G Whether any complaimtélepatinental
erquity 1 pending, 150, @ Lriel
deseription thesen!

L Sale of Health

11 Ceperal nasessments { Give an averatl
aseves et of e stafl with refercnee
tey iy st ikangg qualtities not covered by
the above enlrics, SERse ol
pesprnisibililies in discharging dulies,

cfel)
LA Ciensling : Outsinnding/Very Goo/GoadiAversge!
Felon Averige
[te Sipriature ith desipnation of the Reporiing Oflicer

MName:

Degipnatian



PANT-
WL ARIGS QLTI REVILWING QETICER

I Do van agren with the quscasment g by (e reporting ollicer wilh rospect to the work
vt (el AT variouy aelievemente/signlfeant flfurey of the oflicer ceporled upon

(et Parl-H)
‘_‘W{"E EH"""““ k ’ N 0_ 4 !

e s

2. [l ene af disngreement, plenge apecify the ronrong, L thore anything you wish to m adify

oy el

N

e

4 Dweerntt Grading by the Reviewing Offiers (Outsinndlng/Very Goold Good/ Avernge

el Avernge]
Stannture of e Rmvlowing Olfeer
Wane ln Dlock Teller

s, Deaignniton

PARLLY
REMARKS O LHIL ACCIRPTING OITICERY |

I P pon agree with the nusesmment wade by the Regorling Qfficer oud Rastgalog Officer

witly reqpent o e worlc oulput and the various schicvementivignificant fhiluwes o (e olliou

vepotied upon
(al Marl-1k nnd 1)

YIS / SN -\

——° e ‘

3 [ enss of disagrectnent, plonxs apectly the reasons, 14 lhere anylhing yow wihnh o modily

it ] ,
'\.

e - B —

e nth Qeading by thie Accepting Officer: [Quistsnding/¥Yery Gond/Gond/
Avornge/ Below Avernpe]
Signnture o the Actopting Aathorily
Mime i Hocle Lotters

- Depignntion
BRI

e



i -

Liukderlg s ren gt fli0.ue of APAL

ha

[

The eolimns o e APAI shiold be fitteed inowath o eore oinf ol fantfon and af fer doviag ailingate
fime, ‘

Assers thi mmployee o Mefher pefucmpnc: i és/her present poslten ond for ibe perld reporied
el ' o

Vhe tanert should eontoln o full apprecistfon and gssassment of the portleetors mdlcated by the foim
with any nddiitooal lafarmatfon constdered necessorp. The pssessmanl Shoold be 08 ollecthe
pussihie, Perseaal Medng and disitklng shawld nnt foro the bosis of any eplivon, bt ot ti saimne tho,
softness (o ghiteid defacis shoufd alep e nvelied

the reparting and revizwing authounly shoutd e au updor wham e afffeac/emplopree fas readeend
nf feast thees months af continuous servlcn ’ :

Gt eord of Affforenass af rotlng borwean (he Reporidng and Ravtewing Awthortdor, the ratlg of
Aceapting Authorlh wiil be the fined, j

I thore (3 no Reviewhiyg Authority or Asiepting Authority di arenflend tn tuar opdees, the renaee
recardnd by the Raporting Anthorty will bt fingd '

Phe veportingdreviewing ond aceepting af ihe APAR showld be eompleted ordivarly withit thioe
wiomihe Lo be 117 Maveh, The yoar of reporiivg will be 1 Jeonvary to 31V Duganber (peardy bridl,
Pha ramarks with sabrtande of enfriay i APAR be ordisocty commnicatad fo tha porsdn coneined
withty: ane mamh of W oscaptance by tha teeepsing Authority, The amplopes oy repoedant fethe
anthorty wtthin s maiey agabone adverts retky,

P Ageen Semeivar (Confldantinl Rolie) Rutes, 1990 ha appllontta (noather mattery,



