[bookmark: _GoBack] INSTRUCTIONS FOR FILLING THE FORM

The purpose of this appraisal form is to evaluate your performance in the period appraised and to encourage employee development. 

Part I is to be filled by the faculty being appraised. It is to be typed and final form is to be printed. Please do not write with hand.

Part II is to be filled by the Head of the department or Incharge. The printed form is to be filled by handwriting.

Part III is to be filled by the Chief of CODS or CON, whichever is appropriate. The printed form is to be filled by handwriting.

GUIDELINES FOR HoD/ DEPARTMENT INCHARGE

1. The preparation of reliable reports on the staff is an exceedingly important duty. In fairness to the staff reported on, as well as in the interest of the smooth and efficient working of the department and the Institute, reports should be carefully and critically made. The HoD/ In-Charge must fix annual target of the individual sitting together and performance evaluation must be based on the target fixed. He/she must inform the candidate about his weakness and areas to be improved and reformed.

2. Concentrate on one factor at a time and study the implications of each factor carefully. Do not feel obliged to mark under every heading, as some of the headings may be inapplicable. Do not attempt to guess any quality, which you have not been able to judge at first hand. In such cases make no marking at all.

3. Do not be afraid of giving low markings if they are called for. No one can hope to be equally good in every way and some low markings may be justified even for the most brilliant.

4. Markings should not take account of age.

5. Do not allow any personal feelings to govern the assessment. The assessment requires the appraisal of the faculty in terms of his/her ACTUAL PERFORMANCE.



