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(ii)

Guidelines Regarding fillin of APAR with Numerical Gradin

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

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be justified in the pen-picture by way of specific failures and similarly, any grade of 9
or 10 would be justified with respect to specific accomplishments. Grade 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.

(i) APAR graded between 8 and 10 will be rates as “Outstanding” and will be given a score of 9

for the purpose of calculating average scores for empanelment/promotion.

(iv) APARSs graded between 6 and short 8 will be rated as “Very Good” and will be given a score

of 7.

(v) APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.
(vi) APARSs graded below 4 will be given a score of “Zero”.

TIME SCHDULE FOR PREPARATION OF CONFIDENTIAL REPORTS

BE] ‘ Nature of Action Date by which to completed |

. Distribution of blank CR forms to all concerned (i.e. | 31%* March ‘
w ' to officer to be reported upon where self-appraisal
\ | has to be given and to reporting officers where self-
LF appraisals is not to be given)

Submission of self-appraisal to reporting officer by 15t April
| officer to be reported upon (where applicable)

3 Submission of report by reporting officer to
|

reviewing officer
« Where self-appraisal by officer reported upon | 7" May
is prescribed.
« Where self-appraisal by officer reported upon | 21 April
is not prescribed. .
« Where Officer reported upon is himself a | 22%May 1
& reporting officer for subordinate under him. |
4. Report to be completed by Reviewing Officer and | o 23 May where the due |
sent to Administrative or CR Section/ Cell date for the reporting |
| officer is 7" May. 1
| e 7" May where the due
" date for reporting officer is |
215t April.
e 5" June where the due
date for the reporting
officer is 22™ May. 1




