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SATYAJIT RAY FILM & TELEVISION INSTITUTE

Annual Performance Appraisal Report
of

. Group'C'Officers

d)

Rcport for the year / period ending onl

Part I : Pcrsoual Data (to be filled by Administration Section)

a) Narne & Designation of the Officer (in Block letters)

b) Whether the officer belongs to Scheduled Caste/

Scheduled Tlibe

c) Date of Bilth

Educational Qualifi cations
(Details of Degrees, Educational Institutions
including U niversities attended)

e) Date ol continuous appointment in the present grade

t) Present post and date ofappointment thereto

Period ofabsence from duty on leave,

training etc. during the period reported

upon

h) Any other tetnarks

c)
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Part -II -Self-Appraisal (to be filled by the officer reported upon)

l) Blicl descliption of duties:

2) Brief resume ofthe work done by you

during the yearlperiod from ...........to.........
bringing out any special achievement
during the year/period. ln the event of shortfall
in aclrievement furnish reasons.(This resume
is to be f'urnished withirr the space provided,
lirnited to 300 wolds and is required to be signed

Date: Signature
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Part - III (to be filled up by Reporting Authority and Reviewing Authority)

[Nurnerical glading is to be awarded by the reporting and reviewing authority which
should be on a scale of | - 10, where I refers to the lowest grade and l0 to the highest]

a) Assessnrent ofwork output (weightage to this Section would be 40'h\

b) Assessment of personal attributes (weightage to this Section would be 307o)

iv) Commun ication
skills

Reporting Authority Reviewing
Authority

Initial of
Reviewing
Authoriff

ii) Quality of output

iii)
ability

Analvtical

(iv)Accornplislrment
of exceptional worl<
/ unfbreseen tasks
pc!81rrred
Overall Grading on
"Wolk Output"

Reporting Authority Reviewing
Authority

Initial of
Reviewing
Authority

i) Attitude to work

ii) Sense

responsibility
ol'

iii) Maintenance of
Discipline

v) Leadelship

i) Accomplishrnent
of planned
wolk/wolk allotted
as per sub.iects
allotted
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q u a lities

c) Assessment of functional competency (weightage to this Section would be
30"h\

Reporting Authorify Reviewing
Authority

Initial of
Reviewing
Authority

vi) Capacity to work
in teanr spirit

vii) Capacity to
rvorl< in time limit

viii) Inter-personal
lelations

Ovelall Crading on
"persorral attributes"

Reporting Authority Initial of
Reviewing
Authoritv

i) l(nowledge of Ru les

/ Regulations
/Plocedures in the area
of firnction and ability
to apply them
correctly.

ii) Strategic plarrning
ability

ii i) Decision making
ability

iv)
ability

Coordination

v) Ability to motivate
and develop
'subold inates

Overall Crading on
firnctional competeucy

Reviewing
Authority

I



5

Part lV

I. Srate olheaith;
GENERAL

2) Integrity:
(Please comment on the integrity ofthe officer)

['lhe reporting offlcel shall make the remarks against the integrity column in one the
thlee options merrtioned below: -
. Beyond doubt
. Since the integrity ofthe offlcer is doubtiul, a secret note is attached
o Not watched the officer's work for sufficient time to form a definitejudgment but

noth ing adverse has been reported to me about the officer.]

3) Pen Picture by Reporting Oflicer (in about 100 words) on the overall qualities of the
Officer inclLrding area ol strengths and lesser strength, extraordinary achievements,
signiticant lailures [ref: ( l) & (2) of Part - tl] and attitude towards weaker sections

4) Overall nurnerical grading on the basis ofweightage given in Section (a), (b) and (c) in
Palt - lll ofthe Report.

Place Name in Block Letters... .

DesignationDatc.
Period of Report

Signature ofthe Reporting Officer
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PART _ V IIEMARKS OF'I'HE REVIEWING OFFICER:

L Length ofservice under the Reviewing Officer

2 Do you agree with the assessment made by the reporting-officer with respect to

tfr" *orf iutput and the various attributes in Part -lll & Part -lV? Do you agree

*l,f', tl 
" 

urr".trent of reporting officer in respect of extra ordinary achievements/

.ig"iii""'-r, failules of the officir reported upon? (Ref' Part -ttl(a)(iv) and Part -
lv(3)
(in case you do not agree with any of the numerical^ assessment of attributes

pl"ur".eio.d your assessment in the colurnn provided for you initial section and

initial your entries)

J

Yes No

ln case of d isagreetrent, please specify the reasons' ls there anything you wish to

modity or add?

4 Pen Picture by Reviewing Oil'icer. Please comment (in about 100 words) on the

or"rafl quditLs of the oficel including alea of strengths and lesser strength and

his rh itude towards weaker sections'
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) Overall numerical grading on the basis of weightage given in Section - A' Section

- B and Section - C in Part - lll ofthe Report'

Signature of the Reviewing Officer

Name in Block Letters :..'''' '''' ' ''

Date:........ .. .. Designation
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Guidelincs regarding filling up of APAR with numerical grading :

(i)TlrecolumnsintheAPARshouldbefil|edwithduecareandattentionandafter
devoting adequate time.

(ii) lt is expected thar any grading of .l or-2 .(against 
work output or attributes or

overall grade) would be idequa-tely justified in the pen-picture by way of specific

I'ailules-and similally, any grade of 9 or l0 would be justified with respect to

,p""iti" u""o*plishmenti. 
-Grades of l-2 or 9-10 are expected to be rare

o".urr",l""rundh"n""theneedtojustifythem'tnawardinganumericalgradethe
r"porti,,g and reviewing authorities should .rate the offioer against a larger

populati-on ol his/her peeis that may be currently working under them'

(iii)APARsgradedbetweenSandl0willberatedas..outstanding',andwillbegiv.en
a scole* of 9 fbr the purpose of calculating average scores for

entpanelnrent/Promotion.

(iv) APARs graded between 6 and short of8 will be rated as "very good" and will be

givcn a scot'e of 7.

(v) APARs graded between 4 and 6 short of 6 will be rated as "good" and given a

score ol5.

(vi) APARs gladed below 4 will be given a score ofzero'


