
NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
Form of Annual Performance Appraisal Report of Senior Asstt./Junior Asstt./ 

Meter Readers/Clerical Asstt. and similar other ministerial posts.

Report for the year/period ending ………………………………………………………………
Employee’s Code No. ……………………

PART-I

	1. SELF APPRAISAL


1. Name & Designation

2. Date of birth

3. Present grade and date since working
4. Whether permanent quasi-permanent/
temporary

5. Section in which served during the year
under report and period of service in each

6. Nature of work on which employed (Diary,
Despatch, Recording and Indexing, Cash &
Accounts, Typing etc.)
7. Proper maintenance of prescribed registers,
 
     charts etc. i.e. Section Diary, Control Chart, 
Despatch Register, Index Slip, File Register etc.

8. Accuracy and speed in typing English & Hindi

9. Referencing and paging of notes and 
correspondence

10. Keeping files and papers in tidy condition
11. Maintaining properly the Assistant’s Diary
& Standing Guard Files

12. Promptness and accuracy in disposing of work

13. Intelligence & Keenness and Industry

14. Knowledge of procedure and regulations

15. Aptitude for particular types of work

16. Skill in drafting
17. Relation with fellow employees
18. Amenability to discipline

19. Punctual in attendance

20. Has he been responsible for any 
outstanding work during the year
under report?  If so, what?

21. Has he been reprimanded for 
indifferent works or for other causes
during the year under report? 
If so, give brief particulars.

22. Remarks as to defects in character 
indebtedness etc. which may militate 
against efficiency and suitability for 
particular types of work

23. Assessment of integrity (if anything 
adverse has come to your notice please 
specify this also)

24. Fitness for promotion to the Grade 
of Sr. Clerk Assistant/Head Clerk/Supdt./
Branch-in-Charge

25. Proficiency in Hindi

26. General Assessment of good and bad
 
     qualities (Outstanding/Very Good/
     Good/Average/ Below Average)

Signature of Reporting Officer…………………………………
Name in block letters…………………………………………….
Designation with stamp…………………………………………
Remarks of Reviewing Officer

(Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects, if he differs from the Reporting Officer in any respect, the fact should be clearly stated)

Signature of Reviewing Officer………………………………
Name in block letters…………………………………………..
Designation with stamp…………………………………………
NEW DELHI MUNICIPAL COUNCIL
(FIRE MAINTENANCE CELL)

PALIKA KENDRA:NEW DELHI


Form of Annual Performance Appraisal Report of Sub-Fire Officer/ Leading Fireman/ Fireman and similar other posts.

Report for the year/period ending from………………….……… to …………………………….

1. Name of employee:

2. ----------------------------------------------   Employee’s Code No.………………………….
3. Rank/Designation:
4. Date of appointment to the present
                rank and place of working:
5. Date of birth :
6. Whether permanent/quasi 
permanent/temporary:
7. Personality & health (comments 
about active enthusiastic initiative, 
quickness, stouter, ordinary or 
weak in health, weak commonsense):
8. General Intelligence, Keen-ness to 
learn and Industry:
9. Amenability to discipline:
10. Punctuality of attendance: 
(Loyalty to committee.  If takes too 
much leave Specially on M.C. or 
when there is a rush of work):
11. Relations with fellow employees:
12. Maintenance of engagement of 
occurance Book, extinguishers Register,
Hose Cards etc. and timely submission
of necessary papers for meeting, interview 
etc.
13. Is the employee courageous and full of
initiative on fire ground/parade ground:
14. Sense of loyalty to duty:
15. Behaviour with seniors:
16. Interest of the employee in up-keep 
and maintenance of fire units/fire
installations in the various NDMC buildings:

17. Is the employee fully conversant with 
the operation of the fighting system:
18. Attitude of the employee towards
wearing & up-keep of items of uniform: 
(turn out)
19. Has the employee been reprimanded for
 
     indifferent work or for other reasons 
during the period under report?  
If so, give brief particulars:
20. Fitness for promotion:
(a) Deserves out of turn selection
(give reasons):

(b) Fit for (give reasons):

(c) Not fit (give reasons):
21.  Assessment of Integrity:
(If anything adverse has come to your
 notice, please specify this also):

22. Proficiency in Hindi:

23. General, Assessment of good and bad
 
     Qualities: 
     (Outstanding/Very Good/Good/
     Average/Below Average):
Date:…………………


Signature of Reporting Officer:………………………………….

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

Designation with stamp:……………….………………………….

Remarks of Reviewing Officer :
The Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects, if he differs from the Reporting Officer in any respect, the fact should be clearly stated.
Signature of Reviewing Officer
Name in block letters…………………..…………………………..

Designation with stamp..…………..………………….………….
NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001

Form of Annual Performance Appraisal Report of Doctor/Vaids in Health, Medical Department
C.R. for the period 1st April_______________ to 31st March________________

PART-I
Emp. Code No.______________

1. Name of Officer



:
2. Department



:
3. Date of Joining GHS.


:
4. Date of posting to present Department
:
5. Present Designation


:
6. Date of appointment to present position
:
7. Whether on probation


:
8. Present Salary



:
9. Date of acquiring present salary

:
10. Date of Birth



:
11. Scale of pay



:
Part-II (Self Appraisal)

(To be filled by the Officer reported upon)

1. Brief description of duties.

2. (A) Academic and professional achievements 
during the year including deg./diploma/ certificate/award/commendations/obtained 
and seminars/conferences/workshops 
attended during the course of the reporting 
year.

(B) Brief details of research projects undertaken, 
     Scientific Papers read or published, teaching 
     work done, if and during the course of
     the year.

3. Resume of work done by the Officer during the 
year/period from __________ to ___________ 
indicating clinical/research/Training/
Administrative work bringing out also any special 
achievements with particular reference to target,
if any.  Short falls, if any, in achievement may 
also be indicated specifying constraints.

4. Remarks, if any

(Signature of the Officer)

        Designation

Station:

Date _________________
PART-III ASSESSMENT OF REPORTING OFFICERS:
1. Does the Reporting Officer agree with all 
that is recorded under Part-II by the Officer,
if not, enumerate precisely the extent of 
disagreement with the reasons therefor.

2. General comments on the quality of
     professional performance and application 
of knowledge.

3. Comment of clearly and unambiguous 
terms on the following attributes of the 
Officer in relation to his performance:

i) Commitment to the tasks assigned.

ii) Devotion to duty.

iii) Human relation (his conduct) with his 
colleagues, superiors and subordinates) 
and capacity to get work done.

iv) Intellectual, honesty, creativity and 
innovative qualities.

4. Aptitude for Research, Teaching & Administration.

5. Integrity:

6. Grading: Outstanding/Very Good/
        Good/Average/Below Average



(Signature of the Reporting Officer)

Station:
Name:___________________________
(in block letters)

Date
Designation with stamp_____________
PART-IV REMARKS OF REVIEWING OFFICER:-


(i)    Length of Service under the Reviewing Officer.  
  Does the Reviewing Officer fully agree with 
  the remarks of the Reporting Officer recorded 
  in Part III of the Proforma?

     (ii)    If he does not agree with any adverse remarks 
  of the Reporting Officer, those remarks should
  be specifically mentioned for expunction or 
  modification.

     (iii)   Is the Officer reporting upon Specifically suited 
  for particular job?  If so, the nature of placement 
  should be suggested.

     (iv)   Grading.

  Outstanding/Very Good/Good/Average/Below Average









Signature of the 









Reviewing Officer
Name 

(In Block Letters)

Designation with stamp

Dated___________

Annual Performance Appraisal Report Form for Deputy Director, Joint Director & Head of Departments
Department/Office of ………………………………………………………………………….…………….
Report for year period ending……………………………………………………………………….……..

PART-I PERSONAL DATA & DUTIES & RESPONSIBILITIES

(To be filled by the concerned Administrative Section)

PART-I

	SELF APPRAISAL


Employee’s Code No. ……………………

1. Name of Officer

2. Date of Birth:

3. Date of continuous appointment
to the present grade, viz.

4. Present post & date of appointment thereto:

5. Period of absence from duty on leave, 
training etc. during the year:

6. Key items of the duties & responsibilities 
of the post in order of importance 

(Care is to be taken that no item is left out)

PART-II SELF APPRAISAL (to be filled by the Officer reported upon)
1. Academic & professional achievements
during the year, including degrees 
obtained, books/articles published etc.  
The training courses attended during 
the course of the reported year need 
also be mentioned.

2. Enumerate items of task & targets 
assigned to the Officer for completion 
during the year/period from 
………………………. to ………………………
3. Brief resume of the work done by the 
Officer during the year/period from 
………………… to …………………… bringing 
out any special achievement of his during
 the year/period.  In the event of 
achievement gap, furnish reasons 
(The resume should not exceed 300 words.)

PART-III ASSESSMENT OF REPORTING OFFICER

1. (a)  Does the Reporting Officer agree with 
all that is recorded under Part-II by the 
Officer.  If not, enumerate precisely the
extent of disagreement with and reasons 
therefor.
(b) General comments on the results 
achieved & the quality of performance & 
application of knowledge, delegated authority
 and conceptual & professional skills on the job.

2. Comment clearly & in unambiguous terms on
 the following attributes of the Officer in 
relation to his performance.
i) Commitment of the task assigned,
ii) Devotion to duty,
iii) Human relations (his conduct with his
 

      colleagues, superiors & subordinates) 
and capacity to get work done.
iv) Public relations.
v) Intellectual honesty, Creativity & 
Innovative qualities.
vi) Integrity.

Please see * notes at the end of the form

3. Please indicate if on any of the item 
in this part the Reporting Officer 
administered any written or oral 
warning or counselling & how the officer 
reacted thereafter.
4. Over all Grading 
Outstanding/Very Good/Good/
Average/Below Average

Signature of the Reporting Officer…………………………………

Name in Block Letters……………………………………………..….

Designation with Stamp………………………………………………
Date:

PART-IV REMARKS OF THE REVIEWING OFFICER

1. Length of service under the 
Reviewing Officer:
2. Does the Reviewing Officer fully agree 
with the remarks of the Reporting Officer
recorded in Part-III of the proforma?  
If he does not agree with any adverse 
remarks of the Reporting Officer, these 
remarks should be specifically mentioned 
for expunction or modification
3. If the Officer reported upon is a member 
of a Scheduled Caste/Tribe, please indicate 
specifically whether the attitude of the 
Reporting Officer in assessing the performance 
of the SC/ST Officer has been fair & just.
4. Is the Officer reported upon specially suited
for particular job?  If so, the nature of 
placement should be suggested.
5. Aptitude & potentials of the Officer reported 
upon and suggestion for possible lines of 
growth and development.

Signature of the Reporting Officer…………………………………

Name in Block Letters……………………………………………..….

              
             Designation with Stamp………………………………………………
Dated:

* NOTES: 
(1)
If any Department/Office feels that the case of any particular job, 
attributes other than those mentioned in column 2 of Part-III are relevant to 
effective performance of the job, such attributes may also be added to the list given therein.
(2) In regard to Officers belonging to organized-services, the cadre controlling authority 
may add its remarks, if any, in column 2 of Part-III

(3) The column relating to Public Relations need be filled in by Reporting Officer only 
where the duties of the Officer reported upon are such that he comes in contact with members of the public.

(4) The following procedure should be followed in filling up the column relating to 
Integrity.
(i) If the Officer’s integrity is beyond doubt, it may be so stated.
(ii) If there is any doubt of suspicion, the column should be left blank and action taken as under:

(a) A separate secret note should be recorded and followed up.  A copy of note should also be sent together with the Confidential Report to the next superior officer who will ensure that the follow up action is taken expeditiously where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state either that he had not watched the officer’s work for sufficient time to form a definite judgement or that he has nothing against the officer, as the case may be.

(b) If as a result of the follow-up action, the doubts or suspicions are cleared, the officer’s integrity should be certified & an entry made accordingly in the C.R..
(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated, to the officer concerned.

(d) If as a result of the follow-up action the doubts or suspicions are neither cleared nor confirmed, the officer’s conduct should be watched for a further period and thereafter action taken as indicated at (b) and (c) above.

NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001

Form of Annual Performance Appraisal Report on Private Secretary/Personal Assistant/Steno/Jr. Steno

Office of the N.D.M.C. Report for the year/period ending ……………………………………

Employee’s Code No. ………………………

PART-I

1. SELF APPRAISAL

1. Name of the Officer

2. Date of Birth

3. Present grade

4. Date of appointment to the present 

grade

5. Name of Officers with whom employed 

during the year and the period served 

with each

6. Regularity and punctuality in attendance

7. Proficiency and accuracy in Stenographic 

work

8. Intelligence, keenness and industry

9. Trust worthiness in handling secret and 

topsecret matters and papers

10. Maintenance of engagement diary and 

timely, submission of necessary papers 

for meeting, interview etc.

11. General assistance ensuring that matters 

requiring attention are not lost sight of

12. Initiative and tact in dealing with telephone 

calls and visitors.

13. Nature of other duties, if any, on which 

employed and whether carried them out 

satisfactorily.

14. Fitness for promotion to the next higher grade.
15. Suitability for working as a Supdt./Assistant
16. Brief mention of any outstanding or 
notable work, if any, meriting special 
commendation.

17. Has he been reprimanded for indifferent 
works or for other causes during the year 
under report?  If so, give brief particulars.

18. Remarks as to defects in character 
indebtedness etc. which may militate 
against efficiency and suitability.

19. General assessment of personality character 
and temperament including relations with 
fellow employees, amenability to discipline.

20. Assessment of integrity (if any thing adverse 
has come to your notice, please, specify this also)

21. Proficiency in Hindi

22. Grading: Outstanding/Very Good/

  Good/Average/Below Average

Signature of Reporting Officer:………………………………….

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

Designation with stamp:……………….………………………….

Remarks of Reviewing Officer:

The Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects, if he differs from the Reporting Officer in any respect, the fact should be clearly stated.

Signature of Reviewing Officer……………….………………….
Name in block letters…………………..…………………………..

Designation with stamp..…………..………………….………….
NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
Form of Annual Performance Appraisal Report of Section Officer/Head Assistant/Branch-in-charge/ Accountant
Office of the N.D.M.C. Report for the year/period ending …………………………………………..

Employee’s Code No. …………………………..

PART-I

1. SELF APPRAISAL

1. Name of the Officer

2. Date of Birth

3. Date of continuous appointment to 
the present grade

4. Department/office in which employed 
during the year and period of service 
in each

5. Supervision and distribution of work 
amongst his staff

6. Maintaining order and discipline and 
checked, late attendance

7. Handling of dak and exercise of proper 
discretion in marking it for perusal of 
higher officer

8. Capacity for ensuring prompt disposal 
of work and submission of various 
O&M and other returns.

9. Submission of case in proper order 
(i.e. whether all relevant papers are
put up properly referenced without 
errors or mis-statement of facts.

10. Capacity to train, help, advise his staff 
and handle his subordinate

11. Knowledge of procedures and regulations

12. Ability to handle intricate cases

13. Has he been responsible for any 
outstanding work during the period 
under report meriting special 
commendation?  If so, what?
14. Has he been reprimanded for indifferent 
work, or for other causes during the 
period under report.  If so, give brief 
particulars.
15. Remarks as to defects in character 
indebtedness etc. which may militate 
against efficiency and suitability for 
particular types of work 

16. Fitness for promotion

17. General assessment of personality 
integrity, character and temperament
including relations with fellow employees etc.

18. Assessment of integrity (if anything 
adverse has come to your notice, please, 
specify it also).

19. Proficiency in Hindi

20. Grading: Outstanding/Very Good/
Good/Average/Below Average

Signature of Reporting Officer:………………………………….

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

Designation with stamp:……………….………………………….

Remarks of Reviewing Officer:

The Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects, if he differs from the Reporting Officer in any respect, the fact should be clearly stated.

Signature of Reviewing Officer……………….………………….

Name in block letters…………………..…………………………..

Designation with stamp..…………..………………….………….
CONFIDENTIAL
NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
ANNUAL PERFORMANCE APPRAISAL REPORT FOR THE PERIOD ENDING
Emp. Code No. …………………………

PART-I

1.1
Name:





1.2. 
Date of Birth:

1.3.
Present Post:




1.4 
Qualifications:

1.5.
Pay:





1.6. 
Date of appointment 

to the present grade:

1.7. Self appraisal by the Officer:

Date:






Signature of Officer……………………………

__________________________________________________________________________
PART-2




BY THE REPORTING OFFICER

(a) Knowledge
2.1 Technical:
2.2 Work-Specification & Designs:
2.3 Rules, Regulations and Procedure:
2.4 Knowledge of construction and architectural details:

(b) Performance
2.5 Capacity & Output:
2.6 Administration:

* 2.7
Management & Organization of Works:
2.8 Control over office work & accounts:

**2.9
Imagination & Creative ability:

(c) General Assessment
2.10 Is he energetic & of active habits?
2.11 Intelligence:

2.12 Degree of interest:

2.13 Initiative, drive & resourcefulness:

2.14 Ability to take decisions:

2.15 Team work:

2.16 Dependability:
Executive/Asstt. Engineer, Dy Director/Asstt. Director (Hort.) Surveyors /Asstt. Surveyors of Works, Engineer Asstt., Architects, Dy. / Asstt. Architects.

*For Engineers & Hort. Staff only.

**For Architects only.

2.17 Outstanding work of achievement:

2.18 Special aptitude, skill or interest:

2.19 Integrity:

2.20 Pen picture of officer:

2.21 Grading:  Outstanding/ Very good/

    Good/ Average/

    Below Average

Signature …..…………..…………………………………….

Name in block letters……….…………..…………………

Designation with stamp…..….……………….………….

Date:
__________________________________________________________________________
PART-3


REMARKS OF THE REVIEWING OFFICER
3.1 Do you accept the assessment of the reporting Officer:

Please add your general remarks:

3.2 Fitness for Promotion :
(a) Deserves out of turn selection (give reasons)

(b) Fit for promotion

(c) Not fit (give reasons)

Signature …..…………..…………………………………….

Name in block letters……….…………..…………………

Designation with stamp…..…………..……….………….

Date:

__________________________________________________________________________
PART-4

REMARKS OF THE COUNTERSIGNING OFFICER:
Signature …..…………..…………………………………….

Name in block letters……….…………..…………………

Designation with stamp…..……....………….………….

Date:

NEW DELHI MUNICIPAL COUNCIL, 

NEW DELHI-110001

Form of Annual Performance Appraisal Report

Head Draftsman and Jr. Draftsman

Performance:

Period from …………………………………………………… to ………………..……………………………………..

Name ……………………………………………………. Qualification………………………………….……………..

Emp. Code No. ……………………………………….. Present Post ……………………………………………..

Date of Birth ………………………………………………………..

Part I Self Appraisal by the Official

Date ………………………………..



                       
Signature of Official
Part II


By the Reporting Officer



Proficiency

1. Quality of Tracing

2. Capacity to read drawing
3. Quality of strubtural drawing work

4. Ability to prepare and check extra and sub items

5. Ability to check contract document (NIT)

6. Ability to prepare and check estimate
7. Thoroughness in routine work of drawing Branch
General

8. Speed

9. Accuracy

10. Health

11. Punctuality and Regularity

12. Integrity

13. General remarks

14. Grading: Outstanding/Very Good/
 Good/Fair/Average/
 Below Average

Signature

      Name

    Designation

Dated……………………………………..






       P.T.O

Part III Remarks of Reviewing Officer
General remarks and comments on 
the assessment of the Reporting Officer 
Fitness for promotion (i)
Fit for promotion out of turn

(iii)   Fit for promotion

(iii)   Not yet fit for promotion

Remarks as to any special characteristics and/or any outstanding merits or abilities which would justify his advancement and special selection for higher post out of turn.

Signature …..…………..…………………………………….

Name in block letters……….…………..…………………

Designation with stamp…..……....………….………….

Date:…………………………….

Part IV Remarks of Countersigning Officer
i.e. next to Reviewing Officer

Signature …..…………..…………………………………….

Name in block letters……….…………..…………………

Designation with stamp…..……....………….………….

Date:…………………………….

Note: 
Where any adverse entry is made, whether it relates to a remediable or to any 

irremediable defect, it should be communicated but while doing so the substance of the entire report including what may have been said in praise of the Officer reported upon should be communicated

CONFIDENTIAL

NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
	PART-I SELF APPRAISAL


Emp. Code No. ………………………….

Annual Performance Appraisal Report in respect of (Name)………………………………………………
Designation ……………………………………………………… for the period of ………………………………..

(1) Date of Birth…………………………………………………………….…………………………………..
(2) Date of appointment in the Council…………………………..…………………………………….
(3) Date of appointment in the cadre………………………….……………………………………….

Notes:
The report should be in the narrative form under each paragraph, with a general 
assessment of the work and conduct of the Official under para (10) under head General.

The items noted under such para are only illustrative had not exhaustive.  These may be kept in mind when recording the report.  It is not necessary to comment on each item and only items where commendation or adverse views are taken need be mentioned.  In the absence of any noting on any point, it will be presumed that the report is neutral i.e. there is nothing special to mention on the point.

1. TECHNICAL

Comments about knowledge of Rules/Procedure-Understanding of Job Expression.  As a worker generally, if outstanding/Above average/Medicore/Below Average-nil

2. ADDITIONAL (FOR SUPERVISORY STAFF ONLY)

Comments about watch over periodical Returns/Sections-Ensurance that policy matters and important cases are doggedly pusued- Personal contribution to work.  Guidance to assistants- Capacity to get work from assistants-knowledge of procedure and rules.

3. ADDITIONAL (FOR OUTDOOR STAFF ONLY)

Comments about intimate knowledge of area-behaviour.  Tact and Courtesy in dealing with the Public.  Reports regarding happening in the area (Local Knowledge)- Knowledge of Municipal Rules and By-Law.

4. WORK

Comments about output accuracy-Quality or work.  Outstanding/Good/Ordinary/ Average, commits mistakes, work uptodate or in arrears, grudges or grumbles when extra work given, if utilizes office time properly.
5. HABITS
(Comments about Tidiness/punctuality/Regularity/ is smart or slovenly in appearance)

6. PERSONALITY AND HEALTH
(Comments about active/Enthusiastic initiative-Quickness, Stouter, Ordinary or weak in health intelligence-Smart, Ordinary, Weak Commonsense, if fit for executive/outdoor jobs)

7. CONDUCT
(Comments about trustworthiness.  Devotion to duty sense of responsibility, Discipline, Capacity to keep things confidential-Loyalty to Council, if takes too much leave specially on MC or when there is rush of work.

8. BEHAVIOUR
(Comments about manners, dealing with the Public-Relations with Colleagues, Team work, capacity to inspire respect)

9. INTEGRITY

10. FITNESS FOR PROMOTION

11. GENERAL REMARKS
Outstanding/Very Good/Good/Average/Below Average
Signature of Reporting Officer:………………………………….

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

Designation with stamp:……………….………………………….

Remarks of Reviewing Officer:

The Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects, if he differs from the Reporting Officer in any respect, the fact should be clearly stated.

       Signature of Reviewing Officer……………….………………….

Name in block letters…………………..…………………………..

Designation with stamp..…………..………………….………….

Signature of the next Superior Officer

(with remarks if any)
Name in block letters…………………..…………………………..

Designation with stamp..…………..………………….………….

NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
ANNUAL PERFORMANCE APPRAISAL REPORT OF JUNIOR ENGINEERS
Period (from……………….…………………….. to ……………………………………….)
1. Name…………………………………………………………………………………………………...…....
2. Employee’s Code No………………………………………………………………………………………
3. Date of Entry………………………………….4. Qualifications……………………..………………
5.
     Post held…………………..…………………..6.
Office of work…………………………………….
_______________________________________________________________________
PART 1* SELF APPRAISAL (Each Junior Engineer/Engineer to write on the important 
items of work handled during the period)

Date………………………


Signature of the Officer………………………………….

_______________________________________________________________________
PART II. A TECHENICAL ASSESSMENT BY REPORTING OFFICE

(a) For Junior Engineer/Engineer in Planning Units, Give brief remarks on:

1. Theoretical Knowledge …………………………………………………….……………………………

2. Estimating …………………………………………………………………………………………………..

3. Specifications …………………………………………………………………………….………………..

4. Drawing, sketching and detailing …………………………………..………………………………

5. Analysis of rates, checking of extra/ 

substituted items etc…………………………………………………………………………….……….

6. Knowledge of departmental rules and procedures…………………………………………………………………………………………..……..

_______________________________________________________________________
(b) For Junior Engineer/Engineers on field duties, Give brief remarks on:

1. Engineering.

(a) Theoretical Knowledge

(b) Practical application…………………………………………………………………………………

2. Management & Organization of work………………………………………………………………

3. Knowledge of accounts/rules and 

departmental procedure

4. Promptness in submission of measurements, 
estimates and returns.

5. Control and supervision of work

6. Promptness, in carrying out instructions.
      _____________________________________________________________

*Self appraisal may invariably be taken by the Reporting Officer wherever possible, but the report need not be held up on this account. 
PART II……….B GENERAL ASSESSMENT BY REPORTING OFFICER
7. Health.

8. Intelligence

9. Initiative drive resourcefulness……………………………………………………………………….
10. Correspondence and office work…………………………………………………………………….
11. Capacity and output of work…………………………………………………………………………..
12. Mention of any special contribution 
and notable work………………………………………………………………………………………….
13. Integrity……………………………………………………………………………………………………….
14. General Remarks: (Outstanding/
Very Good/Good/Average/Below Average)

Date…………………………………..
         Signatures……………………………………………………..

Designation with stamp……………………………
Name in block letters…………………….………………

PART III 
BY REVIEWING OFFICER

15. General remarks in the light of assessment 
of the Reporting Officer………………………………………………….……………………………..

16. Fitness for promotion……………………………………………..………..

(i) Fit for promotion in turn……………………………………………….…….

(ii) Not yet fit for promotion (Give reasons)…………………………………………

(iii) Fit for promotion out of turn (Give justification)…………………….

17. Give justification for (b) or (c) in column 15

Date…………………………………..
         Signatures……………………………………………………..

Designation with stamp……………………………
Name in block letters…………………….………………

PART IV 
REMARKS OF THE COUNTERSIGNING OFFICER*

Signatures……………………………………………………..

Designation with stamp……………………………
Name in block letters…………………….………………

*Countersigning officer may clearly record the adverse remarks and communicate them
NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
Form of Annual Performance Appraisal Report on Technical Personnel in Health Department
(For C.S.I.s/ A.S.I.s /Vaccinators/ V.Inspector/ Nurses/ A.N.M. and other Inspectorate Staff)
Report for the year/period ending ____________________________________________
Emp. Code No. ___________________

	PART I SELF APPRAISAL


1. Name (in Capital letters/Designation)

(b)
Father’s name

2. Date of Birth

3. Educational Qualification

4. Date of continuous appointment to
 
the present grade with present pay

5. Whether permanent, quasi-permanent 
or temporary

6. Deptt. (s) in which served during the 
year under report and period of service
in each

7. Posts held in Deptt. (s) during the year 
with period of service in each                                         Signature of Official
ASSESSMENT BY THE REPORTING OFFICER
8. Punctuality in Attendance

9. Hand Writing & neatness

10. Acquaintance with Rules & orders.

11. Proper maintenance of prescribed registers 

and charts.

12. General Assessment

a) Personality

b) Integrity & Honesty

c) Amenability to discipline

d) Capacity and intelligence

e) Willingness to assume responsibility

f) Patience, tact and courtesy, particularly 
in relation with:-

i. Fellow Officers
ii. Subordinates

iii. Members of the Public
13. Whether he has been responsible 
for any outstanding work during the 
period under review, if so, what?
14. Has any Warning either, oral or written,
 
been given during the year for any lapses,
if so, brief particulars thereof?

15. Remarks as to defects in Character 
indebtedness etc. which go against 
suitability for the post

16. Fitness for promotion to next higher grade.

17. General summing up of good and bad qualities

18. Grading: (Outstanding/Very Good/ Good/ 
Average/ Below Average)

Signature of Reporting Officer:………………………………….

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

Designation with stamp:……………….………………………….

Remarks of Reviewing Officer:

(The Reviewing Officer should carefully consider and state whether he accepts the Assessment recorded by the Reporting Officer in all respects. If he differs from the Reporting Officer in any respect, the facts should be clearly stated.)

GRADING: “OUTSTANDING” “VERY GOOD” “GOOD” “AVERAGE” OR “BELOW AVERAGE”

       
Signature of Reviewing Officer……………….…….……………….

Name in block letters…………………..……..………………………..

Designation with stamp..…..……..……………………….………….

                     Signature of the next Supervisory Officer…………..……………
                                           Name in block letters…………………..……………………………
Designation and stamp..…………..……………………….………….

*Countersigning Officer may clearly record the adverse remarks and communicate them.

NEW DELHI MUNICIPAL COUNCIL, NEW DELHI-110001
Annual Performance Appraisal Report of the work and conduct of Teacher

For the year _____________________________ 
Emp. Code No. ______________

Name of School _______________________________________________________

1. Name in Full (CAPITAL LETTERS) _________________________________________

2. Father’s/Husband Name ________________________________________________

3. Designation ___________________________________ 4. Grade________________

5. 
Qualification (Academic & Training) _______________________________________
6.
Date of Birth __________________________________________________________
7.
Date of appointment in Municipal Service ___________________________________

8.
Present Scale of Pay ___________________________________________________

9.
Date of Promotion to the present grade, if any ______________________________

10.
Subject of classes taught


Classes



Subject


Percentage of result class-wise


11.
Remarks if any________________________________________________________

Note:  The extent of the quality should be 



Instance in support of 

 recorded from the scale given against 


rating suggested

each in Rating Officers own hand writing

Traits & Qualities
*1.
Punctuality____________________________________________________________

(1.  Always punctual


2.  Occasionally

3.  Mostly late)


*2.
Promptitude   
(1.  Very prompt

2.  Prompt

3.  Lags behind)

3.
Neatness (1. Always neat 2. Generally neat, tends to be shabby)________________

4.
General behavior & Culture 
(1. Always polite & well mannered  2. Generally polite

3.
Some times impolite.


2

5.
Honesty & Integrity (1. Exemplary  2.  Good  3.  Doubtfull)_____________________
6.
Emotional Stability (1. Usually balanced.  2.  Generally balanced  

3.  Provoked) _________________________________________________________

7. Ability to maintain discipline (1.  Very Great ability 2.  Some ability

3.  No Ability) _________________________________________________________

8. Interest in work (1.  Keenly interested.
2.  Interested

3.  No interest) ________________________________________________________

9. Attitude towards His/Her Profession:

(1. respects and likes it.
2.  feels responsible for it.
3.  lacks respect for it)

B. Inter Relations
1.
Relations with the Head of the school (1. Very cooperative. 2. cooperative 3. Un-cooperative___________________________________________________________

2.
Guidance from the Head (Greatly appreciates guidance and suggestions 2. Generally takes suggestions. 3. does not welcome suggestions)_________________________

3.
Relations with students (1. commands great respect. 2. Generally gets on 3. Not-liked by the student)____________________________________________________

4.
Relations with teachers (1. Gets on very smoothly 2. Generally gets on 3. find it difficult to get on)______________________________________________________

5.
Sociability & conduct (1. Keeps a high and discipline tone 2. careful in what he/she says 3. talks loosly)_____________________________________________________

C. Maintenance of Records
1.
Class registers (1. Very neat and accurate 2. tolerably neat and few mistakes 3. untidy)_______________________________________________________________

2.
Teachers diary (1. very neatly kept with useful notes and observations 2. tolerably neat and few mistakes 3. untidy)__________________________________________


3.
Planning and written work (1. very carefully planned 2. Some planning 3. no planning)_____________________________________________________________
4.
Corrections of written work (1. very thoroughly corrected 2. some what corrected 3. No corrections)________________________________________________________

5.
Follow up corrections (1. considerable work done 2. some what corrected 3. No corrections)___________________________________________________________

6.
Supplementary class work (1. considerable work done 2. some work done 3. very little work done)_______________________________________________________

D.  Evaluation
1.
Question papers 1. Very thoughtfully set. 2. some thought given 3. carelessly set. ____________________________________________________________________

2.
Evaluation work (1. very fair marking and very prompt 2. fair marking and reasonably prompt 3. careless evaluation)___________________________________

3.
Invigilation (1. very thorough and effective 2. thorough work 3. Inattentive ____________________________________________________________________
Contd---3
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E. Class Room Teaching
1.
Planning of lesson (1. very good planning 2. planning 3. no planning) ____________________________________________________________________

2.
Presentation of lesson (1. very good effective. 2. reasonably effective. 3. No Interest at all)________________________________________________________________

3.
Cocurricular Activities (1. keenly interested. 2. Interest to a degree. 3. No Interest at all)__________________________________________________________________

4.
School functions (1. Helps considerable in organizing. 2. Helps when asked. 3. Gives very little help)________________________________________________________

5.
Use of vacant periods (1. Uses them profitably. 2. Makes some use. 3. Merely gossips)______________________________________________________________

6.
Capacity to help and guide students (Enormous/offers help when asked/unhelpful) ____________________________________________________________________

7.
Does he/she keeps abreast with the advance in education sphere (Remarkably makes earnest efforts/casually/not prone)___________________________________

F. General Remark

(To be given after summing up the rating given in a way to justify the category indicated_____________________________________________________________

	1.
	Has he/she been responsible for any outstanding work during the year under report? If so what?
	

	
	
	

	2.
	Has he/she been reprimanded for indifferent work or other causes during the year under report? If so give brief particulars:
	

	
	
	

	3.
	Capacity to train, help and guide students, (Enormous/ very good/ offers help when it is solicited/ unhelpful.)
	



4.
Does the teacher Indulge in unauthorized private tuitions?

5.
Have these defects been brought to the notice of the authorities? If so, when ____________________________________________________________________
6.
Special aptitude or handicaps :


Grading. 1. Outstanding/Very good/Good/Average/Below Average.

Signature of the Rating Officer

Name in Block Letters________________________

Designation with stamp_______________________

4
Remarks by the Inspecting Officer–

	1.
	I am in full agreement/consider the rating/overgenerous/Responsible/ unusually severe.
	


Signature of the Inspecting Officer

Name in Block Letters________________________

Designation with stamp_______________________
Countersigned
Signature__________________________________

Name in Block Letters________________________

Designation with stamp_______________________

*Countersigning officer may clearly record the adverse remarks and communicate them.
NEW DELHI MUNICIPAL COUNCIL
ANNUAL PERFORMANCE APPRAISAL REPORT ON THE WORK AND CONDUCT OF STUDENT’S WELFARE WORKERS
Period from 1st May                     to 30th April,____________           Emp. Code No.______________

	Part-I (Self Appraisal)


1.
Name of School (Parent School)__________________________________________________
2.
Name in full (in capital letters)___________________________________________________

3.
Designation__________________________________________________________________

4.
Qualification (Academic & Training)_______________________________________________
5.
Date of appointment in Municipal Service__________________________________________
6.
Date of birth_________________________________________________________________
7.
Present scale of pay___________________________________________________________
8.
Date of promotion to the present grade, if any______________________________________
9.
Area allotted (name of attached schools):


1.________________________________________4.________________________________


2.________________________________________5.________________________________

3.________________________________________6.________________________________

(Anyone of the bracketed remarks found suitable for the incumbent will be written in Rating Officer’s own handwriting) 

10.
Assessment of personality:

a) Intelligence : (Above average, below average, very much below average)_____________
b) Amenability to discipline (Very amenable, amenable, reasonably disciplined, Indisciplined and Insubodinate)_________________________________________________________
c) Behaviour : (very polite & well mannered, polite and well mannered, not very polite or mannered, Impolite and bad mannered)________________________________________

d) Dress : (Always neat, reasonably neat, does not dress well, shabby and untidy) ________________________________________________________________________

e) How does he/she controls his/her emotions (Unusually balanced, well balanced, tends to be over emotional, easily moved to anger or depression)__________________________

f) Honesty and Integrity : (Far above suspicion, Honest, Tends to seek advantage if gets an opportunity, dishonest)_____________________________________________________

g) Punctuality : (Always punctual, occasionally late in reaching school, frequently late in reaching school, mostly late in reaching school)__________________________________

11.
Assessment of work as a Social Worker :

a) Cases brought back and adjusted in the school: (Appreciable, Adequate, Inadequate) ________________________________________________________________________

b) Other cases dealt (slow learners, health problem, psychological treatment): (Appreciable, Adequate, Inadequate)_____________________________________________________
c) Case histories prepared : (Excellent, good, fair, poor) ____________________________
d) Community Dealing : (Harmonious, Average, Lacks tact and quarrelsome) ________________________________________________________________________

e) Regularity in submitting weekly diary and report : (Always regular, occasionally irregular, frequently irregular, Mostly irregular)__________________________________________

12.
Interest in work : (Very interested, interested, little interested, least interested) ___________________________________________________________________________

13.
Ability to get on with the Head, Colleagues and students : (Very smoothly and harmoniously, average, lacks tact and quarrelsome)_____________________________________________

14.
Maintenance of diaries and their records : (very well maintained, average, carelessly maintained)__________________________________________________________________

15.
Observation (does he/she observe the problem of the students and try to remedy them) : (Excellently, good, fair, poor)____________________________________________________

16.
Aptitude for other work : (Extra curricular activities, Health programmes in the schools, Helping other department with their service): (very interested, little interested, not interested)___________________________________________________________________

17.
Love for learning (Reading in general, participation in seminars) : (very interested, little interested, least interested)_____________________________________________________

18.
Remarks of the inspecting Officer ________________________________________________


___________________________________________________________________________ 

___________________________________________________________________________
19.
Grading :
Outstanding / Very Good / Good / 




Average / Below Average 

Signature of the Reporting Officer

Name in Block Letters________________________

Designation with stamp_______________________

Remarks of the Reviewing Officer : 
(The reviewing officer should carefully consider and state whether he accepts the assessment recorded by the Reporting Officer in all respects. If he differs from the Reporting Officer in any respect the facts should be clearly stated).

Signature of the Reviewing Officer

Name in Block Letters________________________

Designation with stamp_______________________

Counter signed _____________________________
Name in Block Letters________________________

Designation with stamp_______________________

NEW DELHI MUNICIPAL COUNCIL

NEW DELHI-110001

Employee’s Code No._____________

ANNUAL PERFORMANCE APPRAISAL REPORT OF HEAD MASTER/MISTRESS
Period_____________________________________________________________________________
	Part-I (Self Appraisal)


1.
Name of School_______________________________________________________________

2.
Name in full__________________________________________________________________

3.
Father’s/Husband Name________________________________________________________

4.
Date of Birth_________________________________________________________________

5.
Date of Initial appointment______________________________________________________

6.
Date of Promotion__________________________7. Category/Cadre____________________

8.
Qualification_______________________________9. Scale of Pay______________________

10.
Whether confirmed, probationary or adhoc_________________________________________


Part-II

	1.
	Has the officer shown ability to do the work entrusted (Administration, Supervision & Guidance) 
	____________________________________

	
	
	

	2.
	Has the officer kept school accounts properly? Fee, contingencies, purchase, Boys fund)
	____________________________________

	
	
	

	3.
	Has the officer in your opinion maintained a reputation for honesty during the period under report? (Give instances in support of your remarks if the integrity is to be categorized as ‘Nil’ or doubtful)
	____________________________________

	
	
	

	4.
	Has the officer shown all-round diligence & industry in his/her works?

(a) Academic

(b) Maintenance of school records and statistical information
	____________________________________

	
	
	

	5.
	Has the officer been able to shown good result at the various examination?

(Middle, Primary, Nursery)
	____________________________________

	
	
	

	6.
	Has the officer paid adequate attention to the games sports and co-curricular activities? (Physical Education, Inter-School tournaments, Character building activities & Scouting)
	____________________________________

	
	
	

	7.
	Has the officer been able to achieve a standard of discipline at the school?
	____________________________________

	
	
	

	8.
	Has the officer the capacity to take work from his/her colleagues or needs extra help.
	____________________________________

	
	
	


	9.
	Has the officer maintained cordial relations with 

(1) Staff

(2) Parents – teachers association
	____________________________________

____________________________________

____________________________________



	
	
	

	10.
	Has the officer adequate love for learning?

(Reading in general, participation in seminars)
	____________________________________

	
	
	

	11.
	Have any lapses in conduct and behaviour been noticed in the officer during the year? (Parents, students, teachers, officers)
	____________________________________

	
	
	

	12.
	His/her assessment of the work of teachers of the school been fair and sound?
	____________________________________

	
	
	

	13.
	General remarks
	____________________________________



	
	
	

	14.
	Grading : Outstanding/Very Good/Good/Fair/ Average/Below Average
	


Signature of the Rating

Officer (with date) [DEO(a)]

Name in Block Letters________________________

Designation with stamp_______________________

Remarks of Reviewing Officer

Director (Education)

Name in Block Letters________________________

Designation with stamp_______________________
Note : Please try to be objective in your assessment and do not allow your personal likes 

and dislikes to effect your judgement.






