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As you all are aware that the forms of the Performance Assessment Reports for IDAS
officers have been revised and implemented with effect from the reporting year 2010-11.
Some discrepancies were noted in reports which were received in this office duly
reported/reviewed by respective authorities. This is with regard to the numerical gradings
and distribution of forms. The following clarifications are issued which may be strictly

adhered to and brought to the notice of the reporting/reviewing officers for future

reference also.
NUMERICAL GRADINGS

1. Numerical grading is to be assigned to each attribute of the three assessments (i.e.,
Assessment of work output, Assessment of personal attributes and assessment of functional
competence) . The grades given should be in whole numbers (1,2,3, etc. up to and including

10). No conventional gradings such as OS, VG, Good etc. should be used. {para 16 of

instructions annexed with each APAR form}

2. The overall grading in each assessment should be the arithmetic mean (average of all

elements of assessment). For example the overall grading on work output/personal
attributes/functional competence, in PAR, as the case may be should be the sum of gradings

of all elements of assessment divided by number of elements in respective assessment.

In simple terms for PARs for officers upto SAG level and below:

Overall grading on work output = arithmetic mean (average) of four elements i.e., sum

of the grading of all four elements +4

Overall grading on personal attributes = arithmetic mean (average) of eight elements

i.e., sum of the grading of all eight elements <8

Overall grading on functional competence = arithmetic mean (average) of five elements

i.e., sum of the grading of all five elements +5
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For PARs for officers of HAG level and above:

Overali grading on attributes = arithmetic mean (average} of seven eiementsi.e., sum of

the grading of all seven elements <7

Cverall grading on work cutput

of the grading of all three elements +3

arithmetic mean

(average) of three elementsi.e., sum

3. For officers upto SAG level and below: the overall grading given to the officer is to be

the sum total of

a) 40% of overall grading of work output on a scale of 10

b) 30% of overall grading of personal attribute on a scale of 10

c) 30% of overall grading of functional competence on a scale of 10

For HAG and above officer: the overall grading given to the officer is to be the sum

total of

a) 70% of overall grading of attribute on a scale of 10

b) 30% of overall grading of work output on a scale of 10

In simple terms

for PARs for officers upto SAG level and below:

Overall Grading given to the officer =Overall grading on work output x 0.4 + Overall

grading on personal attribute x 0.3 + Overall grading on functional competence x 0.3

for PARs for officers HAG and above:

Overall Grading given to the officer =Overall grading on attribute x 0.7 + Overall

grading on work output x 0.3

DISTRIBUTION OF FORMS

4. The PAR forms, it is observed were distributed by some sub offices without adhering

to the colour codes/without reading the cover page of the forms. For instance in a case it

was found that SAG form was issued to an officer who is presently in the grade of NFSG of

JAG, and in another case a HAG and above form was issued to SAG grade officer. The forms

should invariably be issued according to the grades of the officers as mentioned below.

Colour of the form

Grade of officer for
whom intended

Posts/Ranks held by the officers

Cream HAG & above PCDA, PIFA, Addl. CGDA, CGDA, SDF, (in
dep. Cases)Add!|. Secretary & above
Blue SAG CDA, IFA, CFA (Fys.), CIA(Fys) (in dep.
_ Cases) Jt. Secy and equivalent.
Pink NFSG of JAG, JAG, STS, | Addl. CDA, Jt. CDA, DCDA, ACDA, Addl.

JTS

IFA, Jt. IFA, Sr. Dy. IFA, Dy. IFA, JCA (Fys.),
(in dep. Cases) Director/Dy. Secretary &
below
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5. Before starting to write the self appraisal/reporting/reviewing/accepting a report

all the officers may kindly read the instructions annexed with each form.

6. In case of doubt this office should invariably be consulted for clarifications.

(Rakesh Sehgal)
Jt. CGDA(AN)

Copy to : EDP cell for uploading in the CGDA’s website
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