
ANNUAL PERFORMANCE APPRAISAL REPORT 

• FOR 

CENTRAL LABOUR SERVICE OFFICERS 

(i) CLC(C)/Dy.CLC(C)/DIRECTOR(TRAINING)/ 

RLC(TRAINING)/RLC(C)/ ALC(C). 

(ii) WC(C)/DWC(C)/AWC(C) 

(iii) LWC(C)/DLWC(C)/ ALWC(C)/ AD 

Name of the Officer 

Name of the Organisation where posted : --------------------------------

Report for the Year/Period ending : -----... --------------------------------



Ministry of Labour and Employment 

CLS-1 Section 

ANNUAL CONFIDENTIAL REPORT FOR THE SAG/JAG & NFSG/STS GRADE/JTS GRADE 

OFFICERS OF CENTRAL LABOUR SERVICE. 

Report for the year I period ending 

PART -I (PERSONAL DATA OF OFFICERS) 

(To be filled by the Administrative Section concerned of the Ministry /Department/Office). 

1. Name of the Officer in full 
(In capital letters). 

2. Date of Birth (DD/MM/YYYY) 

3. Educational Qualification -

4. Date of continuous appointment 
To the present grade. 

5. Present post and date of appointment 
thereto. 

6. Period of absence from duty on (1) leave 
(2) training, etc. if he has undergone 
training please specify 

Date ............ Grade ............ . 

Post ................ Date ............... . 



'mTr. 2 
PART-2 

f3R1 ~ mr !>l R1 i:) d'1 ~ J1RT ~' nrffi ~ m JrR "ffi fffi! 

1. Titxr mt mtzilC!>T marco fcrcRur 
Brief description of duties 

To be filled in by the Officer reported upon 

(~~il'>1~~~~!ffitzl"A~~.~) 
(Please read carefully tne imtructions before filing the entries) 

• 

2. O'i1'd m 3fr "fl~~/tzra :;rrq;l ~ 3rCR fffi! RttTfu1 "fum m' m 3f11icfi ~ RtliRCl fuxJ mt m R (ttft:urn:f/lmn m 3RT 

~ ll) mrtif zf5r Jm5-~ lJt Sltl!li1l<t>m <15 m tR ~ 31'h- rtm rr~ zf5r ~ ~ ~ ~ ~ 1 (~ <15 fcn! 3lTtiCfi 
~mrr <15 fffi! crrfijq; ~ ~) 
Please specify targets/objectives/goals (in 'quantitative or other terms) of work you set for yourself or that were set 
for you, eight to ten items of work in the order of priority and your achievement against each target. (Example : 
Annual Action Plan for our Division · 

Achievements 
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3. (3f) ~ 11c: 2 'll10lt! 1ft! ffam~;urm ci?r mR<1 'll m <Wrm COT ~al1l it~ <JR 1 ~ Cifam ci?r mR<ll1 ~ "!ltm! 
mm maT<m!1 
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please 
specify constraints if any, in achieving the targets. 

(i!) ~ :Ff ~ q;r \lr ~ ~ ~ Cf5Jt&' ~ J4t'lf«t;qi ~ ~ 3:fR ~ ~ ~em ~ :rcffiJ <!R 1 
(B) Please also indicate items in which there have been significanUy higher achievements and your contribution 

thereto. 

4. ~ ~ QR fcJ> CR:ff ~ ~ crtf eRr 3reM ~ ~ fcrcR'diT Fiu~Ro ~~ ~ ~ crtf ~ 
3<fl'<acff <11t cm a1 JACR)' <1c1> d q;{T er ~ ~~ ~ ~ m ~ d C~RR ctr ~ tt ~~ 
'Please state whether the annual return on immovable property for the preceding calendar year was filed within the 
prescribed date I.e. 31st January of the year following the calendar year. If not, the date of filing the return should 
be given. 

~: ~ ~ ~ 3lftm>Rl a; ~aR 
Date: ...... .. ... ................... .. .. Signature of officer reported upon · 
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mrr- 3 
PART-3 

'ti'&OII({ld5 CflffCfROT CJ5T ~ sffirm crm ~a;ur ~ fclxrr "3fRT t Jlr 1-10 <5 ~ 'tR ~ ~. -.;@ 1 ~ q;;r 

~ d5T mrr 1 o ~ ~ CJ5T 3ffi"« crmrr t 1 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 
refers to the lowest grade and 10 to the highest. 

tRCJFf 

(~ ~ lN ~ ~ ~ ra~uP!ch~ '$ f.ZI'R ~ ~. i'l) 
(Please read carefully the guidelines before ftlllng the entries) 

(3f)cmf ~ 'd5l' ~ (~ mrr 'd5T '1m: 4o% m-r) 
A Assessment of work out ut wei hta e to this Section would be 40% 

~'Wf-5l!IT~2) 
evlewing Authority 

Refer Para 2 of Part-5) 

Overall Gradin on 'Work Out ut' 

(~oafcti'W1 fct!t)ttHI31'i Cl5T ~ (~ mrr Cl5T \1R 30% ~ 
B Assessment of ersonal attributes wei hta e to this Section would be 30% 
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{~)Slit>tllh"lifi ~armn "CfiT ~ (~ mrr CfiT 'liR" 30% ~) 
C Assessment of functional com etenc wei hta e to this Section would be 30% 

IHlrnT 
Ability to motivate and develop subordinates 
vi)~R 
Initiative 

~altrnTtR~ 
Overall Gradin on 'Functional Competency' 

'lWT- 4 
PART-4 

1 . JAOT~~~(~.q)-~ 

~ 

GENERAL 

~elations wit~ th_e pu~~:~~~her:v~r applicable) _ . 
(JRCIT ~ Jlm"lfditlilit em ~ . i!<r ->11 ~ M. :m1rrr.:: "' <t'lllm ~ ~ : l 
Pie se comment on the Officer's accesslblli to the ubllc and res onslveness to their needs. 

l...---_---~-J 
2. ~atOT 

Training 
(~ ~ ~ SJ'lftcrr 1?lt <mt ~ 1l ~ 3lf'tm ¥~R ~~<fAA~~ -i) JW> Jlftr!HUT m~ftNm.w ~~~ 
( Please give recommendations for trainino with a view to further lmorovlna the effectiveness and capabilities of the Officer.l 
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3. ~ci?r~ 
State of health 

4. tlRlf.ltOI 

Integrity 
~Jifbmt~~tR~t) 

. (Please comment on the Integrity or the omcer) 

s. ~ ~ ID'T ~ cBr ~ ~~)q{lj:m <f?r ~ (~ 1oo ~ ~\ ~ -mmzt aa mt (f)>f ~ aa. 
31tlltli'<Ot JG('If4t(lj, 'll<\'CI'{uf 3HIQ5C113l) (~: ~-2 CfiT 3(3r) ~ 3{if)) mf ~ Q1jf a;'Slftr ~~~I 
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer Including area of 
strengths and lesser strength, extraordinary achievements, significant failures (ref: 3(A) & 3(8) of Part-2) and 
attitude towards weaker sections . 

. 6. ~m\WT-3 mm3f, 'i'Om'tl'-qfat!lJl! mmtmJITORtR~flrcmfR '{i&l~(f) afifdRvtl 
Overall numerical grading on the basis of weightage given in Section A, 8 and C in Part-3 of the Report. 

WR: 
Place: .. ..... ..... ...... ........... . 

fa;rta;: 
Date: .. .. .................... .... ..... . 

6 

;rn:r ~ 3Taro +l: 

Slfo~a'i~~~aR 
Signature of the Reporting Officer 

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

~: 

Designation: ................... ...... ... ... .... .. ....... .. ... ... ... .... ..... . 

.\01 fMa01 cBr 3refu ~: 
During the period o{ Report: ...... ... ............................. . 



'm1T- 5 
PART-S 

1. g"ifdC1)CIH 31fOcpffi cf5t ~: 
REMARKS OF THE REVIEWING OFFICER: 

9)"1f4t1)<!R ~ m 3RPfc:r mn <fiJ11 

Length of service under the Reviewing Officer 

2. crm Jm 'Wf-3 -q mrr-4 ·ll ~ i!>11f mn ~ 1JUff ~ "ffittt 1l ~ ~ ~ ~ m} '{faictR ~ ~ t? crm 3m · 

~ <Bf 31flltll<uJ JQt1~tt1flitt('CICA:Of 31'«QlMC113i1 m ~tt ll ~ m} l(~ ~ ~ ~? (~: mrT·3(3f)(iv) m.lT mrf-4{5)) . 
(~:m ~ 3lftm5rU :mr~ lJ171l ~ftlm) ~~~~a~ t m wrm 3JIAT ~ ~ ~~fu) ~ ~ ll ~ m:rr~ . 
~ 3fltl'aR' l!R) I 
Do you agree with the assessment made by the reporting officer with respect to the work output and the various 
attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary 
achievements/significant failures of the officer reported upon? (Ref: Part-3(A}(iv) and Part-4(5)} 
(In case you do not agree with any of the numerical assessments of attributes please record your assessment un the column provided for you in that 
section and Initial your entries). 

if ~ 
Yes No 

3 .~ ~ <Br f~ 1l ~~cmur ~. crm ~ ~ mn ~ ft1ffi :mq gm-~ m 31T~ ~ ~? 
In case of disa reement, lease s eci the reasons. Is there an thin ou wish to modi or add? 

4. 9)"1faffi<!R 3iftra;Rt mr <'fiMli ~I~ '«lili'\)a'1 CfR (('l'1NTT 100 m:1 il) ~ 3iftra;Rt <Br ~ ~>i!t:tdiM cBr ~ 
anr ect (J)Jf ~. anr ~ ~ ~ tPif m :srtir ~ ~ ent 
Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer ~ 
including area of strengths and lesser strength and his attitude towards weaker sections. · 
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5. ~ &; ~-3 &; m-31". m-il om m-~ * ftt! lJ1! mm-r a; m 1R ~ ~ 'ti&:~l\iid> ctl\T(f){OJI 
Overall numerical grading on the basis of weightage given in Section-A. Section-S and Section-C in Part-3 of the 
Report. 

~: 

Place: ............................. . 

~: 
Date: .. ... .. ............ .... ...... .. .. . 

8 

;w{ ~ 31aRT "#: 

g'"ifat.'ilaR ~a; ~aR 
Signature of the Reviewing Officer 

Name In Block Letters: ...... .. ..•............. ...... .... .............. 

qcr.:m:J: 

Designation: ... ....... .. ......... ... ................ .......... .......... .. .. . 

~fM <!'"1 <ftr 3tCifU i't: 
During the period of Report: .... ... .. ....... ............... .. ... ... . 



Guidelines regarding filling up of APAR with numerical grading. 

1. The columns in the APAR should be filled in with due care and attention and after devoting 
adequate time. 

2. 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-pi.cture 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 his/her peers that may be currently working under them. 

3. APARs graded between 8-10 will be rated as "Outstanding" and will be given a score of 9 f or 
the purpose of calculating average scores f~r empanelment/promotion. 

4. APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score 
of 7. 

5. APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5. 

6. A PARs graded below 4 will be given a score of "Zero". 
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