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COAL MINES AUTHORITY LIMITED -
Registered Offce,
10, CAMAC STREET, CALCUTTA-100017.

Ref. No. CMA : APEX : DPIR : F 3/391/74 T July 15,1974

To .
All Managing/Functional Directors.
Dear Sirs,

I enclose herewith the following—
(a) C.R. Rules for Officers.

(b) C.R. Rules for subordinate employees.

.{¢) C.R.form for senior officers in the scale of Rs. 1300-1800 and
above, . .

(d) C.R. form for officers upto and including the scale of Rs. 1100~
1600. | :

(¢) Self Appraisal Form for senior officers in the scale of Rs. 1300~
-—- - . 1800 and above.

(f) CR. form for monthly rated -subordinate employees other
than those in the Wage Board scale of Rs. 165-230 and below or
equivalent CPC scales of pay.

(8) C.R. form for monthly rated non-supervisory stafl (Techniczl and
Non-technical) in the Wage Board scales of Rs. 165-230 and below
or equivalent CPC scales of pay. '

You may kindly circulate these rules widely amongst the officers and
. _ensure that the C. R. forms are submitted in time as stipulated in the rules.

You may also kindly draw the attention -of theofficers .that in case of
failure to submit the C. Rs. of officers under them in time, they would
run the risk of their own C. Rs., carrying a black-mark on account of
such delay.in submissicn. ‘

Self appraisal 1s a-new system being introduced as an experimental
measure for the first time with the hopc that such appraisal, inter alia,
generates & process ol objective self analysis, which would provide food
for thought for scIf improvement. It is made applicable for the time
being only to officers 1n the scales of Rs. 1300-1600{1300-1800 and above.

Yours faithfully,
(B.L. Wadehra )
Director (P & IR)
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Appendix—I

COAL MINES AUTI-_IORITY LIMITED
Registered Offioe :
10, CAMAC STREET, CALCUTTA—700017

——

C. R. RULES FOR OFFICERS

GENERAL

The Confideniial Report is a document giving appraisal of the
performance of an individual officer for & year or part thereof or
for any length of time as may be required.

The Reporting Officer in" respect of an officer is the officer under
whose direct supervision the latter works.

The Reviewing officer is the officcr under whose direct supervision
the reporiing officer works as also the officer under whom the
reviewing officer works. :

While writing and reviewing C.Rs the guidelines as given in the C.R.
forms should be strictly followed. It should be ensured that comme-
nts are given on an objective basis based on actual performance and
concrete data. ... U U

Before writing any adverse remarks it should be ensured that the
officer concerned has been appropriately counselied during the
period under review 1o enable him to make the necessary improvement
by the time his ACR is written and mention of the officer having
been informed accordingly should be made in the CR. In cases
where itis not possiblc to inform the officer beforchand, the
reason therefore has to be mentioned in the C.R,, failing which such
adverse remarks will not be taken cognisance of.,

The C.Rs for officers of the rank of Rs. 1100-1600 and above will
oe prepared in duplicate one copy of which wiil be retained in the
Divisional Hcadquarters and‘the other sent to the 0.5, D. C. R.
Ccll at Apex, Calcuua. C. Rs. of officers below the rank of Rs 1100-
1600 will be maintained at the Divisional Headquarters.

2
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Certain C. Rs. as explained below will also be reviewed by officers
discharging speciatisod functions connscted with"'the ‘work of
respective individual officers reported upon in the department/areas/
headquarters, according to the hierarchy. . )

Illostration :  An Assistant Engineer posted in the field.

5.0

6.0

70

His C. R. will be initiated by the officer under Whose direct super-
vision he works, i. ¢. Bxecutive Engincer or higher officers in the
concerned Engineering Cadre or the Colliery Manager or the Project
Officer, as the case may be.. Thercafter the C, R, will be reviewed by
the officer who is supervising the work of the Reporting officer. All
C. Rs will be reviewed by the GM/AGMs concerned before being
forwarded to headquarters where the report will be submitted to
the Head of the Department administering the cadre of the officer
for review of technical competence, e.g. CE (E&M) or CE (Excy) or
CE (Civil). S
Where the Head of the Department, ¢. g the Chief Engincer, does
not agree with the remarks of the GMJ/AGM or the Head of the
Department under whom the officer reported upon worked, cases
will be submitted to the functionalfManaging Director concerned,
as the case may be, for decision.

C.Rs of officers in the scales of Rs. 1300-1800 and above will be
submitted to the Chairman for final review through the concerned
Functional/Managing Director, as the case may be.

Officers in the scales of Rs. 1300-1800 and above will be required
to fill in Sclf Appraisal form apart from their C. ‘Rs being written
by the officers above their ranks. The. Self Appraisal form at
Appendix *V. should.be filled in Ry the individual officers giving their
own assessment of their performance. While forwarding 2 copy of
the Sclf Appraisal form along with the C. R. of the officer to the
Apex, the concerned Fuctional/Managing Director, 8s the case may

be, may make comments a5 he may decm necessary on the self

assessment made by the individual officer.

C. Rs of officers below the level of Colliery Manager need
not be submitted for review Lo the  FunctionaifManaging Directors,
as the case may be, unless so desired by the latter, except where
there is no olher officer concerned for first level review. In
such cases, the review will be done by the Functional/Managing
Director, as the case may be.
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Appendix—I (Coatd.)

C. Rs. of all officers from and above the level of Collicry Managers
will be submitted to the respective Funcuomlemgmg Director,

, ag the case may be, for revicw.

C. Rs. of officers of the rank of GM/AGM will be initiated by the
FunctionalfManaging Directors, as the case may o, and submitted
to the Chairman, who will give final appraual in respect ot' their
performance.

Expunction of adverse remarks can be considered and ordered by
the Functional/Managing Directors, as the case may be, in respect

-of officers upto and including the level of Rs. 1100-160¢ only and

those in the scales of Rs. 1300-1800 and above will be submitted to
the Chairman for final decision.

When a reporting officer is on transfer, he should without fail
write the C. Rs oa the performaace of the officers working under him
for the period of the year till the date of his transfer before handing
over charge. The Reporting Officer should also ensure that he has
writien the C. Rs in respect of his officers for the eariier periods and
submit them to the authority concerned, before proceeding on
transfer. Where the reviewing officer at the first level has been pos-
tcd to another place of duty, the Reporting Officer should forward
the C. Rs to him for review whereafter the former will forward hem
1o the next reviewing authority under intimation to the OSD (CR).

All Heads of Departments should ensure that the Reporting/Revie-
wing Officers submit the C. Rs rclating to the officers working under
them within 30 days of the end of the financial year under review
while !hc Reviewing Officer may be given 15 days. Incase of delay
in submission of C: “RsTThe toncerned- officer- would run the risk of
their own C. Rs carrying a black-mark on account of the delay in
submitting the C. Rs of the officers serving under them.

Where C. Rs of officers have not been subraitted by the Reporting
Authority ot Reviewing Authority, it will be presumed that therc
is nothing adverse against thcm for the purpose of confirmation/

promotlion.

LI R,
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Appendix—I1
COAL MINES AUTHORITY LIMITED
Registered Office : !

10, CAMAC STREET, CALCUTTA' 700017.

C. R. Rules For Subordinate Emplﬁyeu

1.0 GENERAL

1.1

12

These rules are applicable to gll employees who are monthly rated
other then officers.

Confidential Report is a document giving appraisal ‘of the perfor-
mance of an individual employee for a year or part thercoof or for
any lengih of time. as may be required, subject to the proviso that
the minimum reportable period, unless otherwise desired by the

“ Mansgenient in respect of any employee, is four moaths.

1.3

1.4

1.5

2.0

30

40

The reporting officer inrespect of an éinployec is the officer under
whom the laticr has worked for a minimum period of four menths
during any year, unless otherwise desired by the management.

The reviewing authority is the officer under whose direct supervision
the reporting officer works as also the officer under whom the

reviewing officer works. :

The annul Confidential Report is in respect of performance of any
individuzL employes for, each flnancial year (April to March)

Annua! Confidential Reports on the performance of an employce

should oc written by the reporting officer at the close of each financial

All Confidential Reports, whether annual or special, have to be
written and reviewed only as provided above. If higher officers of the
concerned department desire these reports to be reviewed by them,
the Reports would be subject 1o their review before being forwarded
to the Cell where C. Rs are kept.

Each Rcport should indicate the period for which it has been written
and other data as per ¢olumns in the C.R. forms should be carefully
&nd correctly filled in.

.
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Appeadix—-1I (Contd.)

No. C. R. should be written by an individval below the rank of aa
officer.

Where an employee belonging to one cadre is posted to work ina
different wing or depariment, his C.R. shouldibe written and reviewed
oy the officers under whom he was posted during the period of
reporting.

Where an employee is transferred to another place of work duriag
any year, his report should be written and reviewed by the concerned
officers of the department or office from which he was transferred, so
as to reach the C. R. Cell within 30 days from the date of transfer.

All C. Rs. should be signed fully with designation of the reporting
and reviewing officers and the dates of reporting and reviewing
should be clearly and fully written.

All C. Rs should be writlen on an objective basis and no subjective
remarks should be entered nor should any extrencous consideration
or extra official relations influence-the assessment. Where shortfalls
ot shortcomings have been noticed in the performance of an employee
during a year of reporting, the same should be brought to the notice
of the employee in good time orally and in writing in order to cnable
him 10 rectify his defects and thereby improve his performance.

Adverse remarks should be commnnicated to the employee concerned
provided, how ever, that where the defects are of irremediable nature
such defects need not be communicated.

AIL C. Rs should reach the C. R. Tellid 1he - Divisional headquarters . .

or the Apex, as the case may be, within M) days form the end of the
finacial year, i.c. by 30th April, duly reviewed. .

Wherc an officer has failed lo submit Annual” Confidential Repor:
the performance of an employee working under him cither as a
reporting officer or as a reviewing officer, such failures will be
recorded as an adverse entry on the ACR of such defaulting officer
and the performance of the cmployee, which has thus not been
asscssed, will be treated as good for all purposes.

Whereas all adversc entries have to be communicated to the con-
cerned employece, it 1s also necssary that the good points recorded, if
any, should also be communicated to him in writing.

6
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Appendix—II (Cond.)

Identity of the officer who has recorded any yarticular entries on the
ACR of an cmployee should be revezled while communicating
adverse entries. ,

REPRESENTATION AGAINST ADVERSE ENTRIES AND
EXPUNCTION THEREOF. '

All representations against adverse entrics in ACRs or CRs should be
sent through proper channel to the officer incharge of the C.R. Cell in
the Apex or the Division, as the case may be, who will initiate action
on such representations and call for papers and aay information that
mgy be relvant to the subject.

Dexision on representation regarding expunction or otherwise will be
given by the concerned head of department within 15 days of the
receipt of full information,

-_—— —
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Fomu -L. Appendix—D0L -

' COAL MINES AUTHORITY LIMITED -
PERFORMANCE APPRAISAL FORM

lc‘to technical and non-technical Managerial

{A Common form applicab
18006 ( Revised ) and above )

Personnel in the scale of Rs. 1300-1600/1300-

MNAIIE © GBIl . oroiveeeeieeas e nataaasanmraaas s ansesanananes

.......................................................

Unit/Branch. ... ... covnieoorearaninearia st saataaarees

Note :—Tbe repott should have comm:ats under th: following h:adings viz.
( Read through thé guide questions ).

1. Professional and Technical :
2. Adminislra.tivc;l:d- Financial including cost consciousness :
3. Personality :

4. Deccision making and judgment :

s. Imtegrity ( If anything adverse has come to
your notice please specify it also ).

8
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 Appendiz—ITI (Cond.)

6. (a) Performance (Organisation of work and initiative).

.

’
(b) Performance against targets/tasks/objectives assigned.

Targets/tasks objectives assigned. Assessment of performance
against cach target/task/
objective  ( fulfilled/partly
fulfilled/not fulfilied ).

(c) Constraints/unforeseen difficulties, if any, which the exccutive
. -had to face-during the-year-uader. zeport and which affected his
performance adversely, with regard to each target/taskfobjective.




Appendix—IIi {Contd.;

appropriate box and initial,

m——— .

Unsatisfactory Barcly Adequate Adequats

OVERALL APPRAISAL : Tick l

Unproved

ST T T
* *

Outstanding

Good ' . Very Good
GENERAL : Mention here the punishments, censures, special commen-
dations etc., if any, during the period under report. Also

mention outstanding achievements by the cmployee, if
any, duting the period,

i -
% Station : Signature of Appraiser
} ‘;1 { Name in Block Letters )
: }' Date : i Designation
151 £
4; -
4
£ Remarks of the Department Head :  { First level review }
N
f Unproved Unsatisfactory Barely Adequate Adeguate
a4 -
ﬁ _ [ I * * I
—eftad ~ Good Very Good . Outstanding
K ] L DO
1 | | |
HA ' N —
Hd COMMENTS .
s | -
1%
» ﬁ Station : Signaturce
a R Date : { Name in Block Letters )
A Deesignation
<] -
fl- NOTE : ‘Barcly Adecquate’ 1s an average remark.
*Unsalisfactory’ is an adverse remark.
Grading with star mark {which are considered 10 be adverse remarks
should be communicated to the Officer concemed. Communication
l of remarks under other headings and under ‘Commeats’ will be lcft
L. 1o the discrction of the reviewing authority who should indicate the

remarks (0 be communicated.

10
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] . _ Appendix—IIT (Contd.)
Remarks of the Reviewing Officer/Officers at higher . |
levels (Second, Third and Fourth if necessary). i
(Reports on GMs/AGMs will be reviewed: by all “ )
Functional Directors before submission to the
Chairman/Managing Director for final assessment).
Station : Signature
Date ; Designation
Station : Signature ' ,
|
|
Date : Designation } -
|
|
_ |
Station : Signature '

Datc :

11

(Name in Block Letters)

Designation

——— Wk ¢ —— e <, o =
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COAL MINES AUTHORITY LIMITED
Performance Appraisal Form

( A common form applicable to Technical and Non-technical Managerial
Personnel upto and including the pay scales of
Rs. 1100-1400/1 100-1600 (Revised)

FORM I

Report for the period From....o0.vveonunn... Toeeeinins, Ceveeas
3 7% AP Age. ...
Qualiffcation ............cc...ociiiaia, Testspassed..............
Designation. . .. ..oovvvnverrnnanaennnns Present Unit/Branch in which
WOTKING. . . i e e e, Pay....ooivenuennnn
Total service in C. M. A L. ... e iiie i iiincennrien e
Service in the present post........ et tsaseansrameanaratetaaa e
Nature of work........c.ovoevinnann.us P
Name of the ApPPraiser. ... ..o vt iiirsrecrnecnnncssas N
Designation. . ...........cooiiiiiiiiiiiinianss Total period of scrvice
under the Appraisec.................... Date of Appraisal..............

...................................................................

INSTRUCTIONS TO APPRAISER.

Concentraie only on PERFORMANCE IN PRESENT JOB. Consider
in light of five m'ajonfacigg,_{istc’g_@clow. Record appraisal with tick l"p,

T i L S SO

in appropriatc box and initial. Therc is space for additional cormments.
Read through the guide questions enclosed for filling up the forms.

AT -

A. PERFORMANCE. . e

This covers the application of knowledpge and experience to accomplish
the dutics and reponsibilitics of the post, in obtaining maximum quantity
and quality of output. Tt involves in most cases administrative ability in
planning, dclegating, operating conirols, ofganising work, maintaining
communications and in follow through. Tt must be judged against specifle
requirctnents of the job (tarpels).

In regard to the Sales Staff the points to be appraised under the head
are (1} Successful introduction of the product to Industries/Instaution/
Bulk consumers; (2) Market coverage and popularisation of the product;
(3) Ability to do market rescarch, colicction and interpretation of market
intelligence; and (4) Designing and experimentation work, resulting in new
uses for the product, publicity and public rclations.

12
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Appeadix—IV (Contd.)

(1) General comments about application of knowledgefexperieac,
ebility in plannting, operating control, organisation of work cic.

(ii) Performance against targets/  Assessinent of performance against
tasks objectives assigned. cach targetftask objective (fulfilled/
partly fulfilled/not fulfilled)

Targets/tasks/objectives sssigned.

[

I e A

(i) Constraints/unforescen difficulties, if any, which the executive had to

face during the year under report and which affected his performance

adversely, with regard to each target/task/objective.

_ e 4 e e e
.



Appeadix—IV (Contd.)

B. PERSONALITY i~ The habits, attitudes, truits and emotional
qualitics which affect one's relationship with others. '

Unproved Unsatisfactory Barely Adequate
Adequate Gord Very Good " Outstanding
COMMENTS :

C. JUDGEMENT :—The . ability to analyse problems decisively and
accuratcly, to cvaluate data objectively and to form a-propriate

generalisations.

Unproved Unsatisfactory Barely Adequate
I ) ’
Adequate Good Very Good Qutstasding
COMMENTS :

D. INTEGRITY : (1) Basic character, quality of honesty, plus frankncss
and relationships.

(2) Intellectual honesty.
(3) Make specific mention about the loyally.

14
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? . ' Appendix—IV (Contd.)

' .Rcmarks under this item are not to be communicated. But the
reviewinig officer should satisfy himself regarding the basis for the remarks.

N

Usnproved Unsatisfactory Adequate

o

COMMENTS :

E. CONSTRUCTIVE IMAGIMNATION :—The ability to produce ideas
and originate new thoughts
looking beyond present prac-
tice; the skill of constructive

criticisms,
Unproved —_.Unsausfactory . Barcly Adequate
I ’ \ L ]
Adequat: Good Very Good Qutstanding
COMMENTS :
F. Filness for promotion/
crossing of clficicncy bar (Indicite reasons)

(Inapplicable 1lem to be scored

Not just now j Fit
out) ‘




oo w >

Appeadix—IV (Contd.)

INDIVIDUAL APPRAISAL SUMMARY-OVERALL PERFOR-
MANCE APPRAISAL IN PRESENT JOB

FACTOR APPRAISAL BY FACTORS GRADING

Performance i ieseresresstsesi e
Persomality i iieeneaiseeaeas
Judgment L eieereii e

IHICST"} ......... I R R I

Constructive Imagination ™ .. iiieeiereavniianieeas
OVERALL APPRAISAL :

Unproved Unsatisfactory Barely Adeduate

| |

Adequatc . Good ] Very Good Outstanding

I O e O

General :  {Mention here, Punishments, Censures, Specizl Commendations

etc., if any, during the period under report.  Also mention out-

standing achievements of the employee, if any during the

period). :
Signature of the Appraiser
Station : (Name in Block Letters)
Date : Designation...........c..00vs -

16



" Appendix—IV (Contd,)
Remarks of the Reviewing Authority (First level) |
Unproved " Unsatisfactory Barely Adequale
Adcquate Good Yery Good Outstanding
COMMENTS :
Station : Signature
{Name in Block Letters)
Date : ' N ' o Designation
Remarks of the authority for second level review.
Unproved Unsatisfactory Barely Adequats
| |- '
Adequate Good Very Good Outstanding
COMMENTS :
Station : Signature
(Name in Block Letters)
Date : ’ “Designation




f g
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. Appendix—IV (Contd.)
Remarks of the authority for third level review. |
Unproved Unsatisfactory [ Barely Adequate
Adequatc Good Very Goo( X Qutstanding
COMMENTS :
Station : ) Signature
' (Name in Block Letters)
Date : Designatron ' : ‘
Remarks of the authority for fourth level review.
: Unproved Unsatisfactory Barely Adequate
i PR
‘ Adequate Good Very Good Outstanding

I T e e

A s

COMMENTS :
Saton.:. .. . ~ *  Signature
T (Namso in Block. Lefters)
Date : Desigaation IR S
Note :— (1) -Aspects B. C. D.and E CALL FOR CONSIDERATION

OF PERSONAL QUALITIES IN RELATION TC
PRESENT JOB ( Commonsense judgements based on B A
! experience are required).

(2) *Barcly Adequate’ is an avcraéc remark. ‘1
*Unsatisfactory’ is an adverse remark.

Grading with star l *
!

municated to the employee conceriied.  Communication of ,
B remarks under *‘Comments’ will be left 10 the discretion of

the reviewing authority who should indicate the remarks to
bc communicated. :

mark which is considered to be
adverse remarks shouid be com-

18
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_ Annexure to Appmd:ccs—l]] &lv
GUIDE QUESTIONS FOR FILLING UP PERFORMANCE
( APPRAISAL FORMS I & II FOR OFFICERS)

To facilitatc proper evaluation of each factor and uniformity in think- )
ing, in Forms I & I1 ccriain guide questions are given below. *.

Item I ‘Professional and Technical, Item 2 ‘Administrative and "é !
Financial including Cost consciousness’, and Item 6 ‘Performance’ (Orga- "’
nisation of work, intiative and out-turn) of Form I and item A-Performance 4 gﬁ?
of Porm II. 1 a

BN

Is he well versed v 1h the work of the Organisation asa whole inall } ‘:{ :
its phases?........  Duocs he know the rules and regulations in his area
of work?......... Hus he'the knowledge required for the post?........ b
Does he apply it effccively?. ... ... .. Does he plan and organise his work
well?. .. .. e Does 'ic meet target?, . ... ...... Does he produce results
i time?.......... Is iic sound in the clarity of case work?.......... Is he
resourceful in overcoriing difficult situation?......... Js he accurate and :
thorough in his work”........ ..Is he cost conscious?.......... Docs he S
maintain targets and quality?. . .......... Does he co-ordinate with others '
and work as a member of the 1cam?.......... Is he able to detect imba-
lances and take meas.ros to correct them?. .. ..., .. Does he keep upto
date with current trends and developments?............Does he exercise
initiative?.......... Has he produced satisfactory resulls in both quality
and quantity?........ .Does he exercise Drive?......coe... Is he safety
conscious?........Doues he express himself aptly and accurately in speech :
and writing?...... ....Is he a quick learner ?.......... Has he had to do Iﬁ !
NPT otherjobs 2................. 1 50 has he shown adaptability ?...... . .. .
........ Docs he delcgate with proper authority 7..............Does he g
make decisions correctly 7............ Dose he maintain commaunications ‘
upwards, downwards, and where necessary sideways ?............ Can ol

[

ful in planning the work of others 7............ Does he avoid unnecssary
paper work 7....... ... How wcll docs he develop his own people 7..
Is he honest with his superiors 7.......... .. Does he carryout instructions ‘|

thoroughly and correctly 7. .. ... .. .. .. Is he fully aware of his manage-
ment suceession responsibilitics ?

Item 3 of Form I and item B of Form Il—Pcrsonality.

Is he reasonably adapatable to new or changing circumstances ? X
T Does he think intelligently and make his dicision logically 7,
A, Isheascifstarter 7.............. Is he sound in his vision




Ny

| . B |

. Annexure to Appendices 111 & IV Contd.
!

of future possibilitics T........... ... Does he give the impression of in-
feriority or inadequacy 2............ Is he self confident and self assured
| in meeting new problems or persons 7....., cessse-os.J8 he sensible and

he accept responsibility ?.......... Does he work with a minimum of
friction and tension T............ Is he acceptable at all levels 1......
v JIs he domineering 7.......... Is he vindictive ?..............
Does Le show favountism 7,............ . Does he maintain an attrac-
tive appearance 7..,..... ....Does his perscnality carry authority ?.... {
. Is he positive aud enthusiastic ?..........Ishe in good health
as required by the job ? . _ - i

Item 4 of Form T and item C of Form I — Decision making and
judgment.

Is he courageous in his decisions 7..........Is he ambitious 7....

. ++....Is'his ambition realistic commensurate with demonstrated abilitics

and aptitudes 7.......... Docs he comnscientiously try to profit from his

mistakes 7.......... ..Does he sense the implications of his decisions ?

e Are his opinions sound 7....... veeees.Does he exercise co-
mmonsense T............ .. ' '

]

Item § of Form [ and item D of Form IT Integrity.

Eam S H

............ Is he indebted ?7............Is he always completely frank

and-straight- forward 1., .. ...,Docs he avoid exaggeration or bias in {
making statements 7 Do his personal background and affairs cast any " T
doubis on his integrity ?...... . ... If you have doubts about his loyalty

‘ —— picase make specific remarks.

‘ Arc his conduct and character good 2.......... Is he trust-worthy

Item E of form H-Constructive Imagination.,

Docs he initiate new ideas?.......... Is he resourceful 7........

.......... Docs he possess creativity and imagination 7..............

| Docs he find new ways of attacking a problem?............ Does he have
i an open and progressive mind?.. ..., ....Is he quick to recognise oppor-
tunitics for improvement?............ Does his conversation indicate an !
awarcncss of and an inlerest in scientific management?............ Is his }
contribution Lo discussions constructive 7 . l

Jp—

20




Form-111 Appendix—V

COAL MINES AUTHORITY LIMITED"
REGISTERED OFFICE
10, CAMAC STREET, CALCUCTA-700017

SELF-APPRAISAL FORM
Section I 3 Petiod of REPOML ovveesiananniierronness

1. Name :
2. Officefoffices wicre employed during the year :
3. Position currer - held
4. Duties and rcsrsibilities of the post
Section I
My own asszssn .0 of my performance during the year indicaling :—
(8) Significant : ‘nevement and contributions :
(b) Failures, sf v )
Keeping it in und that in an organisation like the CMAL quick
grasp of situations a-.! problems, resourcefulness, know-how, tact, team-
work, sense of comm. iicnl, cl¢, are essential—

<

(i) What arc v strengths, including my
special competence 7

(it) What are my special professional
interests ?

(i) What are my weaknesses 7

. e
. R T

Section TV ' - S

(a) Suggestions aslo the area where my services can be better utilised
keeping in vwww my competence and interests :

(b)' Suggestions about Tourses of iraining which should be useful
for my profussional development in the context of the objectives
of the Corporation

21
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5| Appendix—V (Contd.)
\ SPECIAL INSTRUCTIONS REGARDING SELF-APPRAISAL

_ This 1s an exercise in objective self~examination, and not an oppor-
| tunity for sclf-praise or for advancing claims for promotion or particular
postings or for defending one self. The object is to make the officer assess
his cflectiveness 10 the organisation and to encourage him, after some
intensive introspection and comparison with officers of established repute, to
i indicatc, where he needs training, why he has been failing if be perceives his
i _ shortcomings, and how he could be more effective. And weakness or failing -
: indicaicd will be aocepted as valuable data for ensuring guidance, training
and help for growth, rather than as any kind of evidence against the officer.
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Form Iv - Appendix—VI

{ Annual Appraisal Form for all monthly rated subordinate employees other ' :
than those in the Wage Board scale of Rs. 165-230 and below or equwalcnl 1.

COAL MINES AUTHORITY LIMITED

REGISTERED OFFICE
10, CAMAC STREET, CALCUTTA—700017

CPC scales of Pay).

Office of the. .. .. e i, earreaeee e
Repor: fur the yearending................ Chreer e,

(Strike vut columns not applicable).

1. Name of empiovee
2. Date of birihy
3. (@) Dewignation
(b)) Grade
(c) Nature of duties
4. Educational qual:fications
5. Dale of joining the Depariment
6. Preceding Depariment/Secticn of posting
7. Date of continuous appointment in the
T présent graddl vt v T e
8. Whether permancnt or temporary
9. Period for which_the employee has
worked under the Reporting Officer
in the year
ASSESSMENT BY THL REPORTING OFFICER
10. Professiona!/Technical/General
knowicdge and apphcallon
11. Il a Superyivor—

Very Gond Good Average
(a) Capacv o plan,
organ se and execute.

RIS ' ‘.\‘

$ SR

AL RN,

Poor
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19.

20.
21,

24.

26.

Ar- - B —m e

{b)} Declegating duties 10 and taking
work from subordinates, exerci-
sing effective supervision and
control, maintenance of disci-
ptine and Jeadership.

Docs he rise 10 occasion ?

Cost consciousness

Punctualty in attendance
Maintenance of official records
Accuracy and speed

Capacily to express

Has he mect with any accident while
handling. Company machincs and
equipments T If so, please give de-
tats bricfly.

Docs he keep his machines and equip-
meni in good order?

Skitln discharging his present duties

Has he been warned for any failure
or any inadequacy in the year in
writing or orally? If so, give bricf
details. T

Relations with colleagues and fellow

- employces.

Was any disciplinary action initiated.
against him during the period under
report znd il so, the resulis ?

Devotion to duty.
Loyalty ond honesty.

Docs his health interfere  with his
work 7

Funess for confirmation/promotion.
General remarks, if any

Overall grading

i
s

Appendix VI (Contd..)

Very Good Good Average Poor
 Yes No
Yes ' No
Punctual Irregular
Very Good  Good  Poor
Very Good  Good  Poor

Yes No
Very Good Average Poor
Good
Very Good Average Poor
Good
“Qut- “Very “Good”,

standing”, Good”,

“Avcrage”, “Poor™.
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