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ANNUAL CONFIDENTIAL REPORT FORMAT
FOR

DIBRUGARH UNIVERSITY EMPLOYEES & OFFICERS

(To be filled in by the Controlling Officer)


Name of the Employee/Officer: 


Designation:


Section:





Branch:

Date of joining in the current position:


Date of Birth:





Review Period:


Academic Qualifications:


Please Note:

a) You should grade the different attributes (from item no. 1 to 4) on the scale 1-5, in whole numbers with 1 referring to Poor and 5 referring to Excellent as below:

5- Excellent

4-Very Good

3- Good

2- Fair

1- Poor

b) Care to be taken that the rates of each attribute is different and evaluation of one attribute should not influence others.

c) The Controlling Officer must fill this Annual Confidential Report of the individual employee(s) without any biasness
1) Job Knowledge and Performance
	Job Knowledge and Performance


	Grade
	Comments

	a) Does he/she has enough knowledge in the present job
	
	

	b)Does he/she has advance plan for his/her job
	
	

	c)Can he/she Identify priority of the job
	
	

	d)Can he/she perform the allotted duties in time
	
	

	e)Does he/she know all the work methods related to his/her job
	
	

	Overall Grade for Job Knowledge and Performance
	
	


2) Aptitude for Learning
	Aptitude for Learning
	Grade
	Comments

	a) Use opportunities to learn more about the job
	
	

	b) Interested in learning new things related to his/her job
	
	

	c) How does he react when he/she is advised to do new things
	
	

	Overall Grade for Aptitude for Learning
	
	


3) Team Skills and Coordination

	Team Skills and Coordination
	Grade
	Comments

	a) Relationship with others
	
	

	b) Can he/she give any  new idea, when he/she is in a team
	
	

	c) Coordinating in case of cultural programs, function etc.
	
	

	d) Like to participate in important activities other than his/her routine works
	
	

	e) Accepts work/responsibility in case of co-worker’s absence
	
	

	Overall Grade for Team Skills and Coordination
	
	


4) Discipline and Attendance

	Discipline and Attendance
	Grade
	Comments

	a) Follow all the rules and regulations of the University
	
	

	b) Obey the orders of the superiors
	
	

	c) Regular in his/her job
	
	

	d) Take leave with the knowledge of the superiors
	
	

	e) Take medical leave rarely
	
	

	Overall Grade for Discipline and Attendance
	
	


Overall Grade of the Employee/officer for all the above items (from No. 1 to 4) ......................
For the use of the Controlling Officer/Appraiser (Use additional sheets if necessary)

5) Please comment on the Self-Appraisal Report as filled in by the Employee/Officer and specifically state whether you agree with the answers relating to job responsibilities, accomplishments/contributions and shortfalls. Also specify constrains, if any, in achieving the objectives.


6) Identify the Employee’s/Officer’s strengths and weaknesses.
7) Is the Employee/officer ready for increased responsibility? If yes, please explain.

8) What suggestions do you have for this person’s professional development?

9) Remarks of the Controlling Officer
A) For Technical Employee/Officer (Please evaluate in terms of the following)
(i) Technical Knowledge (if required in performing his/her duties)

(ii) Expertise in handling the Machineries/Tools and other Equipments

(iii) Whether the appraise takes interest in the maintenance of the Instruments/Machines, etc.

(iv) Any other comments.

B) For Non-Technical Employee/Officer

10) If the Controlling Officer states the Confidential Report of an Employee/officer to be not satisfactory, he/she shall have to specify the reasons to substantiate the same.

Name of the Controlling Officer

Signature

Date











































































