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PBC No: 64 / 2023

;&zz}idi Ka RBE No: 46 /2023
Amrit Mahotsav
a'fEI'UTW Southern Railway
WU Y1 BIfd® iRt sy
Office of the Principal Chief Personnel Officer
B wratad, Sifde faum, 93-600003
Headquarters, Personnel Department, Chennai-600003
T/No: P(R) 184/P/ Vol .XI fai/Dated: 24.03.2023

All PHODs/ DRMs/ CWMs/ CEWE/ CAQ/ CPM/ PDA/ Dy.CPOs/ Sr.DPQOs/ Secy to GM,
Chairman/RRB/MAS,TVC, Addl.Registrar/RCT/MAS, Secretary/RRT/MAS,

Principal MDZTI/TPJ, SRCETC/TBM, ZETTC/AVD,

DPOs/SPOs/WPQOs/APQOs of HQ/Divisions /Workshops/Units.

fawg/Sub :Chain of acceptance of APARs of Group ‘C’ staff of a Division.

*edek

A copy of Railway Board’s letter No. E{NG)I-2022/CR/2 dated 24.03.2023 on
the above subject is enclosed for information guidance and necessary action.

Railway Board's letter dated 13.05.2022 referred therein has been circulated
as PBC No. 87 / 2022.

Copy of Railway Board’s letter dated 17.06.1991 referred therein is enclosed

for reference.
Digitally signed by

. g SENTHIL KUMAR
ga%/Encl. 31 pages. ~7 = 7 Date: 2023.03.24

15:56:22 +05'30"
SUHHTA/AH4 /Deputy Chief Personnel Officer / Co-ord

Fd THTTA/For Principal Chief Personnel Officer

gfafeifa/Copy to: The General Secretary/SRMU

The General Secretary/AISCTREA
The General Secretary/AIOBCREA
The General Secretary/NFIR

IT Section/PB/HQ - to upload in the SR website.



RBE No.46 /2023

IR GTHT/GOVERNMENT OF INDIA
I {ATII/MINISTRY OF RAILWAYS
(3 SIS/RAILWAY BOARD)

No. E(NG)I-2022/CR/2 New Delhi dated 24.03.2023

The General Managers (P),
All Zonal Railways & Production Units.
(as per standard mailing list)

Sub: Chain of acceptance of APARs of Group 'C' staff of a Division.
Ref: 1. Board's letter No. E(NG)I-90/CR/4 dated 17.06.1991 (MC No. 28/91).
2. Board's letter of even no. dated 13.05.2022.

Attention is invited to instructions contained in Board's letter No. E(NG)I-90/CR/4
dated 17.06.1991 (MC No. 28/91), governing APARs of non gazetted employees.

Consequent upon doubts being raised in certain quarters regarding the
procedure/practice being followed for chain of acceptance of APARs of supervisory staff
of the Accounts Department being quite different from the existing provisions contained in
Master Circular No. 28/91, and instructions issued on the subject from time to time, the
matter was examined and clarification was issued vide letter of even number date
13.5.2022 that the same system as contained in Master Circular No. 28/91 ibid is to be
followed by all Departments, including the Accounts Department.

The matter has been reviewed further and it is reiterated that the APARs of
supervisory staff of Accounts Department [Sr. SO (Accounts), Sr. TIA & Sr. ISA] should
continue to be governed as per exiting provisions contained in Master Circular No. 28/91
and subsequent clarification issued vide letter dated 13.05.2022 ibid. Mapping of APARs of
Accounts staff in the APAR/HRMS is to be done accordingly. '

oy
ConSDraV*
_—(Sanjay Kumar)
Depufy Director Estt.(N)
Railway Board
Tele No. 23303658

Please acknowledge receipt.

T qr, F9 A, 359-A, & WA, 7% [{eeli-110001, EH sanjay.kumar6@gov.in
3™ Floor, Room No.359-A, Rail Bhawan, New Delhi-110001, E-mai! sanjay.kumaré@gov.in



No. E(NG)I-2022/CR/2 New Delhi, dated 24.03.2023
Copy forwarded to:-

1. The General Secretary, AIRF, Room No.253, Rail Bhawan, New Delhi (35 copies).
2. The General Secretary, NFIR, Room No.256-E, Rail Bhawan, New Delhi (35 copies).
. All Members/Departmental Council & National Council & Secretary/Staff Side, National
Council, 13-C, Ferozeshah Road, New Delhi (60 spares).
. The Secretary General, FROA, Room No.256-A, Rail Bhawan, New Delhi (5 spares).
. The Secretary General, IRPOF, Room No.268, Rail Bhawan, New Delhi (5 spares).
. The Secretary, RBSS Group ‘A’ Officers Association, Rail Bhawan, New Delhi.
. The Secretary, RBSS Group 'B' Officers Association, Rail Bhawan, New Delhi.
. The Secretary, Railway Board Ministerial Staff Association, Rail Bhawan, New Delhi.
. The Secretary, Railway Board Group 'D’ Employees Association, Rail Bhawan, New Delhi.
10. The Secretary, Railway Board Promotee Officers Association, Room No.341-C, Rail
Bhawan, New Delhi. .
11. Chief Commissioner of Railway Safety, Lucknow.
12. General Secretary, All India SC&ST Railway Employees Association, Rail Bhawan, New
Delhi. \a
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for PED(IR)/Railway Board
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Advisor/MR, PSs/MoSR(D), MOSR (J), EDPG/MR,; OSD/MR, OSD/Caord/MR
PPSs to Chairman & CEO, M(F), M(Infra), M(T&RS), M(O&BD), Secretary, D6/RHS and
DG/RPF.

PPSs to AM(Comml), AM(CE), AM(C&IS), AM(Elec.), AM(Budget), AM(F), AM(Mech.),
AM(Plg.), AM(Project), AM(PV), AM(Sig.), AM(Stores), AM(Tele), AM(Traffic), AM(Works),
AM(T&C), AM(Staff), AM(HR), PED(Vig.) and PED(Infra.).

PSs to ED/Safety(M), EDCE(G), ED(E&R), EDE, EDE(N), EDME(W), EDERS(G), EDE(Res.),
EDE(RRB), EDF(B), ED(RE), ED/Track(M), EDF(X)I, EDF(X)II, ED(H), EDE(GC), ED(Stat),
ED(Track/MC), EDME(Chg.), EDME(Traction), ED(Works), EDME(Dev.), EDRS(C), EDRS(W),
EDPC, EDF(E), EDA, EDV(A), J5(6) and IG/RPF.

DPC-II, DE(G), D(IH), D(H&FW), D(MPP), DE(N)II, DE(R), DE(D&A), DE(LL), ID(OL),
JDE(Rep), JDE(RRB), DD(Code Revision), DDE(LR)X, DDE(LR)II, DDE(LR)III, DDV(A&P),
DD(OL)I, E(NG)IT, E(Rep)I, E(Rep)IT, E(Rep)IIL, E(SCT)I, E(SCT) II, E(RRB), PC-IIT, PC-
IV, PC-V, E(PRA)L, E(PRA)IT, CE-I, CE-II, CE-III, Sec.(E), Sec.(ABE), E(MPP), Safety
Branch, A/C-II1 and Code Revision Cell.
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- GOVERNMENT-OF INDIA/FHARAT SARKAR
MINISTRY OF RAILWAYS/HAIL MANTRALAYA

{ RAILWAY BOARU )
M. CoNe, 28791

Nos E{NE)I/SO/CRLS New Delhi, dated: 1%/6 /1591
Tha‘Enaural Manage s,

All Indian Raillways

including Production YUnits & others,

{AS PER STANDARD MATLINGE L.IST)

Subt Confidentisl Reporta on non-gazetted Réilway
sarvante - Mgstar Circular,

- g

The instructions issued by the Railway Board from time

to time en the subject of prepsration and maintanance of
Confidential Reportsz on non-Gazetted Roilway servants ere
contained in smveral letters., 1t has now been decided by
the Railiway Board to issue a congolidated master circulasw,
as below, incorporating =ll the instructione issved so Tar
on the gubject for the infomation end guidance of all
cancernad. ' '

GENERAL

2, The Confidentisd Report is en important document,
providing for the basic and vital inputs necmesary for
assessing *h» parformance of a Railway servent for his/her
aflvancament in official career, The Hailway EEIVE?* .
raporied upon, the Reporting authority o d the HRsviewing
Officer ehould, thexefore, fill in the form with & high
aanas of rusponsibility, '

3. The rpport ahauld bp written annually on every Rai lw
sgrvant, except those mentioned below, in *the form prescrs
for thas puzpose, generally for the period ending with the
finanéial year, appmaising the pexformanca, character,
conduct and gualitied of the concernsd Railway servanty

{a] Group D' Railway marvantss
" {Re?: Bomrd's lsttar No.E55/CR/3 dated 9/11/56)

(B} Sxoup W0 Hliluay.an:uanta'in the tnitial
tecruitment greds of f,950-1500(RPS),

a:f

ihed

Y1

except thoes working in tha Ministry of Aeilwayss
{Ref1 Boaxd's letter No.E{NG)ST/CR3I/ dt.34/6/66),

l.if’!zl'
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(e) Group 'C' Railwey ssrvants whose initial grade is
higher than the grode of R.950~1500(RPS) provided
the next higher grade for them iz = non~gelé€tion
grade, excapt in the case of Skilled Br.I & II,
Artisans staff for whom Confidentiel Reports shall

be written for those int wog rades below ths
selectinn grade,

(RefY Board's letters No,E(NG}67/CR3/Z dated
23/10/67 & E(NG)I/B1/CR/5 dated 26/9/81).

FORMS PRESCRIHED

4., - The forms prescribed for writing the Confidential

Reports, sincs the reporting year 1986 ars enclossd es
Annexuzas=1 to VI,

_ vrg=I1: For all Grpup 'CT Railway servants,
including Worksheop S5taff, but excluding PWls, APWIs, IDWs,

AlOWs, 5Is, ASIs, Toachsrs/Instructoks and those working in ' *
grade f&,1200-2040(RP5),

Anmexurs~Il;: For IO0Wws & AIDWs, - *
Annexure-1l Is For Pwis, APWIs, S5Ie and ASls,

Annexure~IV; For Teschere/Ingtructors in Teaching/
Training ingtitutions.

Anne xure~\V: For Group 'C' Railway servents in Gr.
Re, 1200~2040(RPS), .

(Ref: Boerd's lettozs No,E(NG) I/B6/CR/5 dated
22/4/87 and 23/6/87).

4.1 In respect of Ra‘lway sasrvants warking in grade

W, 160026 €0(RPS) and in grades abgve %, 1600G-2600, likely to
Pe considered for provotion ta Group 'B! Eazettad sarvice,
an additicnal section celled Section=Il is reguired to be"
written in the prescribed form as per Annexure-VI, -

(Ref: Aosrd's letters No. EING) I1/75/CR/9 dated
14/9/76, E(NG)I/B6/CR/S dated 22/4/87 and
E{NE};;E§4£H;4 dated 23/2/88),

ELE APPRATSAL w

3. . Evesy Railway servent working in Gr.f, 1600-2660 ‘.
and in grade(e} above ., 1600-2660, should, befors ths LA
r8 initiatad, furnish @ brief description of hia dutiea

-*-#.:-3-
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and g rsaume of the work done by hip duxing the ysar/period
for which LR on him/her is written, bringing cut the special
achigvementa during the péricd and slson shortfall in achicsve~
ment, if any together with ragsons thexwfor, This should be
done in part-II of 4he CR form., -

ﬂgﬂnﬂllué AUTHORITY & HIS DUTIES

5.1 The confidentisl report should be injitiastsd by the
Raporting authority, whe was, during the peried for which
the CR {& written, immedistely supezior to the Railway

- aaryvant on whom the report is weitten, or auch ather

authority -es may be specificeily =mpowered in this hahelf
:r the Generel Manager ‘ar any othsr officer authorissd by
m,

(Raf: Bomxd's letter No.E(NG)1781/CR/5 ot.26/30.9.81},

5.2 The confidentisl reports on Railway servants working
in grades below R, 1600-2860{APS) should be initieted by
Suparvisors working in Gr,R,2000.3200(RP5) and sbove, Foz
those working in Go,fs, 160026 60{RAPS} abd above, the reporct
should bs initiatad by g Gazetted officer.

(Re¥s Boerd's letters No,E(NG)II/T5/CR/9 deted 14/9/76
and E{NG}3/82/LR/1 detad 20/3/B2). '

5.3  The confidential reparte on Teschsra working in the
8chools mey he initiated by the Headmastas/Headmistress/
Principel of ths School concerned izvespoctive of their
Qrades, The mmpori so written is subjsct to review and
tounter-signeture by the Gazetted exscutive officer concernsd.
{Rats Boerd’a lettsr No,E{MNG)II/68/CR/1 dt.16/12/70).

S¢4 Where a clope Telative of a Reporting sutharity
functions undar the lattar (which situatisn should be aveided
to tha extent @casibls and if it becames insscapable io be
sllowed for the barest minimum time possible), ths quurt1qgl
authority should abstain from writing the annual Eun{zdsnt?g
report on the Railway ssrvant who is hias close ralatlva} o )
Reviewing ocfficer will in such cesea tekz on the Tole o a
Reporting auvthority, If s esmilar relationship exists
betwean the reviswing qfficer and thz officer rppprtnd uPD?é
the wame would apouly in respect of the Reviewing OfficeT ant
tha role of tha Reporting Officer will be transferrsd tqld
the suthority naxt higher, In ceses of this nature shﬂ:i
thare be any doubt, it would bs incombent upon the rReporiing
Of ficer ta cansult the next higher suthority befoxe hs

writsy the report, '

(Ref: Brard'as lattar No.C(NG)I1/7B/CR/3 dt.8/8/78).
4,

[ E X N E R,
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5.5 Ths Reporting authority hes alsc the responsibility to
decide regarding making s mensio¥n the report about wara-
ingls) /adnonitipn/displeastza/teprimend adrinistered %o a
Railway servant fox inefficient warking/avta of omission or
conmission depending wpon the pusition while writing the
rtsport, whethsr the concomed Railway servenifs pérformance,
after the waxning/reprimand, has improved snd ig satisfaciory.
if it has shown improvement, he may decide not toc mcke a
refarence in the Lonfidentiel report to the Warﬂiﬂqtﬁ}_“tc'
given. Dtherwise, he mey make an appropriate mentioh in the
relevant column in Part-II1 of the report. In that cane, 2
copy of the warning/reprimend/displeasuxs referrad to in the
Canfidential rsport should be pleced in the CR folder as-an
annexure to the releyant Lontidential raporxt, The edvgrsn
remarks thus entersd should slso be conmveyed to the Rsilway
.8ervant concerned and his repressentaetion, if any, disposed
of as per the preocedure prescribed. :

{Ref: Bpardt's lstter No,E{NG)I/81/CR/B deted
31/°/01 8 22/9/81),

5.0 The confidentisl report should be yecorded Withi? one
month of the expiry of the ropgrting period and delsy in

this regerd by the Reporting authority will be adverssly.
viewed, If the Railway servant delays eubmission ef sel¥-
sppraisal, the Resporting authority should comment sdvarsely
on this aspect. If the Reporting authority retires or demits
office, he may give the confidential reports an his sub?rdl-
nates Wwithin a month of his retirement/demission of office.”

{Ref: Boord's letisr No.E(NG)II/78/CR/2 dt.1D/11/78).

?.? Performantce appraisal through canfidantial xepnris is
intended as a tool for humen rasgurce davelopment, Reporting
authority should realiss that ths objective behind the '
@pbraissl is to develop the Railway sstvant, so that he/she
Mmay realise his/her true potentinl., There gshauld, therefore,
be no hesitation on the part of the Reporting authority %o
Tepart shortecemings in performance, attitude or overall
personality of the Aeilway servant reoorted upan, Although
writing CR ia & year-end exercise, in order that it may be

an effective tonl for developing the individusl, the Report-
*nd euthority should, et regulsy intsrvols, review Hhe
Performance of the Railway Servants and take corrective

6t8ps as may be nacessory, by way of advice, counssl ste, It
should be ihe ehdeavour of éach.ﬂapnrting_authurity to present
ﬁ:g truest possible picture of the Reilway servant on whom
the report is written, in regard to his/hex psrformance,
Conduct bshavigyr and potential, Some posts of the same rank
may be moze exacting tham the others. The degroe of stress
and atrain may alss vary from time to time., Thease facts

should ba kept in view du g :
. rin ng-r__tf'“j:r”n“l.,{'t a1 rElSEl 'Fﬂr
apbropriata nunmcninfmnuLinn? "

*
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5.8 Where the higher authority is satisfied that tha
Reporting autharity had not written the report with dua care
end sttention, the competent authority has tha discretion to -
maike suitable remarke in the confidential veport of tha .
Reporting authcority,

BEVIEWING AUTHDRLTY & H1s DUTIES
6, The confidential report on a Railwey servant, after
it is written by the Reporting suthority will be reviswsd by
the Raviewing authority i.e, the asuthozity who was, diring the
Period for which the report is written, immediately superior
to the Reporting authority or such other esuthority as may be
specifically smpowerad in this behalf by the G.M,

G,1 Tha Reviswing suthority should exercise s positive
and independent judgement on the remarks record=d by the
Reporting authority in the confidential repozrtis) -on his
subordinates and should clearly express hia/hor sgreement or
disagreament with the remarks of the Reporting auvthority,
Particularly if thesy smw adverse, : Co

{Ref: Boerd's letter No.E{NG)ST/CR3/1 dated 14/6/66).

If the Reviewing suthority is satisfied that the Reporting
aukthority had not mads the repeort with dus cars and_attention,
he/she shall record a remark to that effect in Part-IV of the

eonfidential report, . :

6,2 - Whers the Reviamwing authority 1s not sufficihntly"
fomiliar with the woxk of tha'ﬁailway'aeruant,r;purtﬂd upon,
Lo arxrive at & proper snd independent judgement of his own,

‘the Reviewing authority should verify the corrsctmees of the.

remaziks of the Aeporting authozity aftar makiny such erdquiries
28 he may consider necessary, If nesd be, ke may alsp . <
Jive a hearing to the Reailway servant concerned boefore
Tecording his remazks,

(Ref: Boazd's lotter No.E(NG) I1/75/CR/1 dt.6/1/TT).

6.3 - Reports containing remarks, which are vegue or non=-
cemmital and entries which are not sufficiently meaningful,
should be returmed to the Reporting officer for amplifisation/
explanatian, ' '

(Refs Boardis letter No,E{NG) II/75/CR/1 dt.6/1/77)

Eubo The confidential teport should be reviewsd and
countarsigned by the Reviewing authority ordinerily w;th}n
one month of its receipt from the Repoxting sutheoxity.

{Raf: Hoardlfs leiiar Nncﬁ': NG, 75 /CRA dt.ﬁf‘l,f?ﬂ.

]ii!ﬁi
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6.5 Belay, if any, on the part of the Reporting Officer,
in not recprding the Confidential Report on his subordinates :
within one month of the expiry of tha report peripgd should
be adversaly commented upon by the Reviewing autherity.

4w fyn g

(Ref: Doard's confidential letter No E(NG) II/78/CR/2
dated 10/11/78}. )
Beb Where ths Reviewing suthority xetirss or demi s
office and Confidential Reparts of the Railway epervants who
had worked under him are required to be reviswed, he shall
review the same ordinarily within a period of coné month from
the date of hie retirement or demission of officea.

6.7 . Section II of the Confidential report of Railway
servants working in Gr,M, 1600-2660(RPS} on the Divigions
may be reviewed by the Addl, Divisional Railway Menager,
in atead of the DAM.

(Ref: Board's lattsr No,E{NG)I/82/CR/1 dt. 20/3/02)

In regard to Railway servants working in 6r,A.2000~
3200{RPS) mnd.above on the Divisipns, the General Managerx
may lay down whether their C,R,(Sectione1I} shall be
reviewed by the DRM, in stead of ADRM, ©GMs may exercise
discretion in this remgartd as warranted on their respective
systems, :

{Ref;Boardts letter No, E{NG) I/85/CR/5 dt,9/12/85).

Ta Section-Il of the Confidential Report which is
required te be filled for the Railway servants working in
Grade P, 1600-2660{RPS5) and in above grades, should be
injitiated by a Semior Scale Bfficer, unless the Assistant
Dfficer concerned is working directly under a Ueputy Head
of the Department,or Divisions)l Railway Menagexr/Head of the

Dapariment,
{Ref: Buard's letter No,E(NG)S5T/CR/3/9 dt.14/6/66}.

SOMMUNICATION OF ARVERSE REMARKS

9. .Any remarks recordsd in the Confidential repoxrt uf a
Railway sesvent adversely reflacting on his performance of
hia basic fqualities or potential shall he treated as adverse.
Adverse remarke recorded in the Confidentisl report of a
Railway sarvant should be communicated, in writing, irrpes-
pectiva of whethar they are considered remediable or not,

ta tha Railwey eervent concerned along with the substanca

of the favogurable remaxks contained in the Confidential’
Report., Such s communication shall be sent by the

Reviewing authority or by any pther authority specified

'."IIQ"TI



1]

ir

§=Tet

by the G,M, in thie behalf within & period of one month of
ascceptsnce of the Lonfidentisl reooxt., A record of auch
communicution should bm kept in the C.R.. felder of the
Railwey servant conmcerned, sttached to the rslevant xaport,
Care should be taken to ensuze that the remarks are communie-
cated in such a form that the identity of the officer makin
the adverse remarks is not disclosed, ]

- 8,1 Fer the purpose of para B

(a) an entry in the Confidential Repoxt that the.
Railway ssrvent cohcerned is not fit for promation shall be
desmed to be an adverss remsrk and the whols entry including
the reamsns fox-the remark shall be communicatad to the -
Rei lway servant; : '

(b} Any remark describing as 'aversge! eithar the
pexformance or any cther quality of the Railway servant shall
not be treated =23 an adveras remark. :

B.2 All representations ageinet adversae remarks should be
dealt with and dacided upon expeditiously by the competent
authority i.e. normally the autharity. naxt sbove the feviewing
authority and in any twge within three months from the dete of
submission of the representation. The competent authority in
consultation with the Reporting and/or Reviewing authority,
if auch consultation ie necassery, should consider the repre-
sentation and pass orders on the representaticn, sither

{a) expunging tho adverse or critical remarka in totoy
or . . . _ . ,

{t} +toning down the adverse or criticsl ramarks; ox

{e) r=jecting the repressptation,

Pending the final disposal of the resrseentation, if submitted
within the prescribad time limit, the edvsrse remarks should
net be trestsd es operativa, foy purposes af any consideration
including promotien, . IF no represantation has bssn submityied

or the repressntation aubmitted hes been finally disposed of,
thers is no bar to the adverse remerks being teken note of,

The orders pessed on the ropresentation shall be final and

the Railway servant c¢oncerned should be informed guitably of

the decision, duly keeping a ¢opy of the ordex in his CR folder.

B.3 No memorial or sppesl agsinst the re jectinon of xepresan-
tation ahould be gllowed six monthe aftax the xsiection,

{Paras 8 to 8,3 - Refi Board!s lest4ers No,E(NG)II/75/
LR/1 deted 6/1/77, E(NG}II/78/CR/2 dated 3D/11/78 and
E{NE}E/81/CR/5 dated 26/30.8.81).

.ll"ﬂﬁ
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9, The remarks "Aversge" recorded ip the Confidential
reports are not to be treated as zdverse. '

(Ref: Board‘s letter No;E(NG) II/T6/CR/1 d%,15/10/76),

9.1 1f the rules/orders regarding preparation of confidan-
tial reports have bsen violsted im any particular cass, the
Reilway servant advsarsely affected by such action, may bring
the matter to the no¥ice of the authority higher than ‘the’
ﬁEPDrting-autHurity; - The latter should take nacesfazy actiocn
to rectify the jposition, as may bs warrented byt he circums
etantes and advise the Reilway servasnt concernsd in Tegard to
the mction taken. '

{Reft Board's lstter No.E(NG) II/67/CR/3/4 dt. 1772/ €9).

FROCERURE TQ_ BE FOLLOWED WHILE REPORTING DN IKNTEGRITY

10, If the Railway ssrvant’s integrity. is beyond doubt,
it should be stated so against the relavant item in Part-IIT
aof the report, ) _

9.1 In respect of Railway servant working in Gz.Rs, 1600~
266D{APS) and in sbova greda, for whom Ssetioneil of the
report, includes an itsm on Integrity to be certified, it
is no% necegsaary to i1l in the item in Part~IIl. :

10,2  If thare is any uncenfimmed doubt or suspician on ths,
Reilway servant's integrityv, the item should be left blank
and action taken as mentiomed below:

() A separate secret note should be recorded and
followed up, A copy of the mate should be sent together with
the Copfidentisl remort to the next superigr suthozity, whao
willd ensure thet the follow up action is taken expeditiously.
Where it is not possible mither to certify thi integrity or
%o record the secrent nete, the Reporting suthority should
9tate eithex, that he has not watched ths Railway ssrvent's
work for sufficient time to foumm a definite judgement or
that he heard nothing against the Railway servant, as the
cesg may bej ' -

(b} If, on follow up sction, the doubbs or suspicions
are clearsd, the Railway servant's iptegrity should be certie
fied and entzy made accordingly im tha confidentiel rzeports;

(c) On the other hand, if the doubts or suspicions
are confirmed sither initially or after the doubts ars confir-
med efter investigetion, the fect should bhe recorded end
communic ated to ths Railway sorvant: and

iliilgi
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{d) Aa 2 result of Follow up acticm, if the doubts
or auspicione still remein without being either cleared or
confimmad, thes Railway scrvant 's comduct sghould be watched
for a further period and actipn tskew “horeafter, as reforred
to in (b} and {c) mbave, -

{Aef: Doard's lettera No. E{D&A)ESRGS/AT dated 24/11/65
. and E(D&AYIORGE/4T dated 5/6/90),

OTHER PROVISIONG

11, The &enszrel Manager may lay down detailed rules for the
timaly preparation, submission and maintenance of Confidential
Reports on npn-Gazetted Railway sarvanta on his systsm, in
geneTal canformity with the principles laid down in Chapter-
XVI of Indian Railway Estasblishment Code-Vol,I 1971,

11,1  No suthority should eiihsr report, review ths
Lenfidential report on any ron-Gazetted Reailway ssrvant, unloss
he has been acquainted with the work of the Railway servant
reported upon, at least for thxes montha duriny the period for
which the report is written, |

{Ref: Board'e lattsr No,E{NG)II/75/CR/1 datsd &/1/77
and E{NG) I/B1/CR/5 dated 26/30.9.81).

11,2  Delasy should be avoided in writing the report,
Promotion of a Railway servent should not be held up mersly
because of non-avmilability of the latest confidential report
for a particular Period for which it has bscome dus.

(Rett Board's lettor No,E(NG) I/B1/CR/4 dated 14/ 7/81). .

11*? All irstences of Reilwey servants hald responsible for
ace idents/avertad accidents should be recordsd in the Confidenw
tisl reports, on the proforms provided for the purpose.

{Befz Board's letter No,E(MS}IT/T7/CR/S dt,.6/13.1.81).

11.4  In respect of Teachers/instructors im Teachimg/Training
Sehools there is a pravision regarding qualificatinns/achieve-
menta.in the field of Scouts & Guides being mentioned in Column
9{c) of Annaxure-IV attached with this Ministry's lstter

Mo, E(NG) I/B6/CR/S dated 22/47/87. 1In respect of other staff
Reporting Officers may mention such achievements/quali fications
Rgainet column 4 in Part=TII of Annexure=I, Il & III and

column 1% of Annexura-V canteining Confidential Reports formats
circulmted umnder this Miniatry's- lettsr dstad 22/4/87.

(Ref: E{NG)1/88/CR/4 dated 25/2/51),

|.¢iiyiu.r
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12, ~ {i}) while refding to ths Master Circular, ths
criginal circulars memtipned Herein ghould be read for a
PTopsr appreciation. The master circulaxr is only 8
consslidation of the sxistihg iRrstructiorns and sheuld not
ke troated as & substitutionh of the original circulars,
In ¢ ase of doubt, the originel circulars should be
relied upon g8 suthority;

(ii) The instructions contained in the .original
circulars rafsrred to, have only prospective effect unleas
indicated otherwise;

(12i) If any circular having s bearing on the subject,
which has mot been superseded; has been last sight of in thae
preperation of the master circular, the said circular which
has been missed through oversight, should not be ignored but
should be *trested as valid and operati s, '

13, The letters on the bmais of which, the Madter .
Circular has been propared are indicated in the snclnsurﬁu

/7

JOINT DIRECTBR, ESTABLISHMENT (M)
RAILWAY BOAKD,

Please acknowledge receipt.

Enclss {i) DOne list
(i1} Annexvres I to VI,

T a"™aw
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ANNEXU RE=

Railway

Cenfidantisl Report for Group 'C' Staff ineluding
workshop staff {(except PWIs, AFWIs, Signal Inspectﬂrs,
Asstt, Signal Inspactnra and Teechers/Inatructorsl,

for the vegr anglgg. . —
DEPARTMENT - e OFFICE

9.

10.

1.

PART-I PERSONAL DATA

Nags inrfull
Date of birth

Ussignation®

Station et which employed

Substantive pay - Seale
Officieting #ay Scalp

Date of appointment to ssrvice

Date bf continuous spp=cintment
to thes present grade

whethar permenent/temporary or
officiating

Educationasl, professional &
Technicnl qualfrcat;nns

Particularas of examination
(including Departmental Exami=-
nations} paessd during the year

Whethesr the employse belongs to
Scheduled Caste/Scheduled Tribe

PART=IY SELF-—APPRAISAL
BE. FILLED BY STAFF IN GRADE fs,{1600~2660 AND ABOVE ONLY)

Brief description of duties

BrieT regume of the work done by you during the yearf
periocd from : to bringing put any speciel
achisvements during tha year/psricd, In the svent af
shoztfall. ir schievement furAish reesons. {(The resums
ie to be furnishedwithinthe sapace provided, limited
tn 100 words and is required to be signed),

*In case of Terzitopial Army Pe zsonpnel, their T.A. rank
should alsn be indicated. 11



1.

?.
1Q,

smi2mg

PART-111 ASSESSMENT LY THE BEPORTING OFFIGER -

Does reporting officer syree with the statemsnt mede in
Part~-11., If not the extent of sgreement and reasons
therefor, (Whersver applicabls}y——

Charactor and habits to inciuge commsnts on:e

{a} Integrity(to be filled only in thoss casas in
which Section-II is not required $o be meinteined),

(bY Tact and Temper

(e} Conduct

{d)  Attendence

{e) Physicsl fitnesa faor atrenusus work,

Departmental sbilities (merita and demerits} to includs
comments onie~ '

(8} Initimstive snd direction

{b) Generai Intelligence

(e) Ksénnessfﬁramptnaas.and efficiency
(d} Power toc contzel others

{e} Organising/Supervising ability

(f} Cepacity for hardwork

(9) Amensbility to discipline

Special aptitude or quelificatisn

Phyaeical disability, if any, for cutdaor work
er postiing to & particular area

Reliabilj ty

Relationg with otharg

(&) thoss sbova;

{b} those balows:

(c} the public (if his duties entail his coming into
Contact with public/Railway users):

Power of drafting;
Knowledge of Rules, Regulatioms =nd procedurs
Ability to econduct Bhguirias, 214 svidence gnd prepare

~reports (for Inspectors only)

L .’1"13'
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12,

13,

14,

15.

16,

L

16.

19.

t=]3~1
IN.GASE OF STENQGRAPHERS/STEND=TYPIST TYel

(m}) Accureacy
{b} Spead
{¢) Neatness of exscution

{d) Trustwnthinaaa in ¢nnf1dantlal
& mecret maettare

IN CASE OF DRAWING OFFICE STAFE

Whether the employee can design/is & neat
tracarfnraftsmanfia an accurate talculator,

N E_OF MINISTE TAFF DNLY:
{w) Ias his/her handwriting nesat?
(b} Doas he/sha maintain hia/her office files neatly?

(e)  Doem hs/ahe maintein his/her rule Books, Codes,
Diaxy and Reminder Msmo Book ete,?

(d} Does he/shs promptly produce pepers whan Tequired?

.{e} Is his/her disposal prompt?

(f) Ie he/she capable of putting up papers independently?

IN_CASE OF WORKSHOP STAFF AND TECHNICAL 'FIELD STAFF LI
CHARGEMEN/SHOP SUPDT.ZL Y. SHOP. EUPDT.KEHIDEE ;MEPEQfﬁﬁEE

—E.-Tm-c.a N!—-EIL

Technical Abilities,

Has his/her work been satiafactory? If not, in what

respect he/she has failed,

Whether the employse was booked for ths prescribed
refzesghsr course, if so

(a) whether he/she attended the refrushar
coursse on bsing rsleassd, and

(b} whether he/shs psssed/failed in the
said refregsher caurse,

Hua the smployse bssn reprimanded for indiffaiﬁnt wo rk
oy for other causes during the pesriod under report?
If so, pleese give brisf particulers.

Has the employse done any ocutstending or nntabla
work meriting commendetion? If 5o, pleame give
briaf Par=ticulars,

Breding: Outstending/Vexry Good/Good/Avorage/Below Averagse

Sigretura of Raportimg
Officex

Nama in Bleck letters -

Designation
I}Ete‘ ‘-“fl1d‘

-
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PART- IV _REMARKS_BY REVIEWING OFFLCIR

Length of service undesr the Haviéwing aofficer

Is the Reviewing officer satisfied that tha Reporiing
Of ficer has made his/her repoxt with due cere and
attention and efter teking into sccount =11 tha -
relevant materialy :

Do you mgree with the  gssesament of
by ths reporting officer? :
{In case of dissgreement, plsase specify the Toasons)
Ie thers anything you wish to modify or add?

the officar given

If the Officer reportad upen is a membar of a
S¢choduled Caste/Tribe, please indicats specifically
whether the attitude of the Reporting Qfficar in
asaeaging the performancs of the SC/ST pfficer has

been fair gnd just.

bGenaral zemarks with gpecific cﬁmmenta.abuut the gensral
remarke given by the reporting officer and remarks

EbDUF tha meritorious work' of the officer including tha
grading, '
Hg?l?h? officer any special characteriatics, anmd/or any
abi litieg w@ich would justify his/her selecticn for -
Special agsignment or/out of turn promotion? If se,
Bpecify, '

Jigneture of the
Raviewing Officer

Place:
. . Meme in Block. Letters

Designation durinmg the

Date
pericd of reporxt.

!--1.‘15.
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NNE XURE =1
_ RAIL WAY
CONF IZENT 1AL REPORT FOR GRQUP 'Lt STAFF { I0ws 8 AIDwe)
EQR THE YEaAR ENDING v '
_DEPARTMENT ___ DFFICE
P -l RSON DAT
1, Name im full
2. Data of bizxth
3, Designation® \
4, 3Station et which employed
5. Substantive pay _Geoale %,
Officimting pay__ . ___Scels %, —

6, Date of appoiniment to service :
7. Tiate of eantinuoua appointment in present grade
8. Whether permanent/temporary '

- 9. Eduecational, Profassional & Technical qualifications

19, Particulers of examimations (including departmental
examinatione] pasged duzing the ysazx,

11. Whather the employes balnnga to Scheduled Caste/
Schedulemd Tribe,

PART=-II BELF ﬂFPH&Iﬁ&L
{TC BE FILLED BY STAFF IN GRADE fs.1600-2660 ANL ABOVE ONLY)

1. Qriuf desc ription of duties

2, Brief resume of the work dome by you during the year/
Period fram o bringing out any apecial achiave-
ments during the yeer/parivd. In the event of aharifall in
achievement fuxrnish reasuns, (The rasume is to be furnished
within the apace provided, limited to 100 worde and i8
required to be signed),

*In case of Territorisl Army Perspnnel, their T.,A rank
should glgo Lo .indicetsd,

P |1ﬁl



1.

10,

smlbes

PART=1T1 ASSESSMENT OF THE REPORTING DFFECER

Doag the Repsriing Dfficer agrese with the statement made
in Pazxt=i1? If not, the extant of disagresment and
reasons therefur? Ewheravsx applicablal.

Character and habitas to inciuds commants ons
{a) Intagzity

(b} Tact & Temper

{c) Conduct

{d) attendance

(a) Physical fitnses for atrensgus work

Departmental sbilitiss (Merits & Demerits) to incdude
commehts ong-

(a) Initiagtive and dirasction

(b} Genezal Intelligence

{c) Keanness/promptnesa end sfficisncy
{(d} Powsr to control others

(e) Orgenising/supsrvising ability

{f) Capacity for bardwork

(9) Amenebllity to disciplina

Special antitude obr quelification

Physical disebility, if. =ny, for ocutdoor work or
posting o a particular arens

Is his/her work well and methodically dome and closs
gupbrvisicn exercised?

Loes he/she level and survey accuraztely and his/her
planmns accurate snd well turned out?

l1s ho/she caraful in eeeing that thz existing huildings
and their surroundinga in his/her charge are well
maintainad?

Does hae/she bring defects to notice promptly and
arranges at once for their rectificetion?

{a) Doee hefahe conmtrol and suparvise his/har labour
and arrange it properly

(b} Is he/she able to insist on good work from

Contractors? and

(e} Whether his/hsr demand for tamporary extra labsur
is remscnabls? : '

-..-.-17-



1.

12*

14, -

14,
15,

16.
17.
16.
19.
20,

29,

22,

isBues preperly mads?

t~17=:

Is ha/shs prompt end.careful in
(1) Corrsspondence, '
(ii) Submisgion of his/her returns?

Are his/hsr mezsuremsnt books properly Bntered 'and
well kmpi?

(@} Doee he/she settle up quickly with Contractors ete?
{b} Are his/her bills promptly made out ahd submitted?
{c} Does he/she gubmit in time Compilation, Drawing

and other infurmation for praparing Lempilation
Report? '

Are his/her office and godown tidy and in good order?

{a) Loss he/she arrengs for the safs custody snd pruper
storege of materials againet unnecessary deteric-
ration from woather or any vwthar cause? .

(B} Doss he/she maintsin propsr accounts of issucs,

raceipts released end surplus sinrszs?

Is hia/hex technicas) knowledge such ss wottld bz expected
from one of his rank? :

ls hié{ha: materimls and tools and pignt accountzl and

Is he/she activo and hardworking?

Does he/she turn out Propptly on émargancias?

Has he/she hesn ill during the yesr? If so, state
in what way and for how long? '
Does hg/sha teke ap interest in the welfare of
his/her staff? . .

Hamﬂ¥k5'may be made as to hig/hsr supervision of work,
Is his/her brickwark carefully supervised and painting
cexefully done? Does ha/she see that fences etc, are

carefully elligned and levellsd, dogrs and wirndows

carefully fitted, beams properly bedded, painting and white~
washing carefully done end all splashes of paint snd whitewash
rEmuued?. When works are completsd, does he/sha see the
surroundings sre clesansd up and all surplus materials & %bols
quickly disposesd of? '

23,

24,

.Hes.his/har work been sstiesfactory? If not, in what

regpect hebshe has failed?

Whether the employee was booksd for the preseribed

refreshex course? If &,

(a) whather ha/she attended the refreshBr coursa
on haing rsleassd, and. )

{b) whether he/shv passed/failed im the said rafrﬂshar

CoOUYSD,
'yti||t154



25,

25,

ZT.

[ %
"

3.

Plate:

Date:

swiBmg

Has the employze becn reprimanded for indifferent work
or for other csufea during ths period under repoxt?
If so, pleass give brief pazticplars,

Hag the smployee done’ any outetanding work moriting
commendationa? If so, please give brief particulars,

Eradingy .
"Mutstanding', 'Very gupd', 'Good', 'Average' &
'Below Average!. ' ' :

Signature of the
Reporting Dfficer

Neme in Block Letters
Uggignation
late '

PART-IY REMARKS BY THE REVIEWING DFFICER

Length of earvice under the Reviswing Officer

Is the Reviewing Officer satisfied thet the Reparting
Officer haa made his/her raport with due carg and
attontion and after teking into account =11 ths -~
relevant matarialsy ’ T

Do you agree with the passssment of tho officar given
by the Repospting Officery : .-

(In case of disagrecment, pleazpe specify ithe ressons)
Iz thers anything you wish %o modify or add?

If the officer reportad upon ia a2 member of a Schaduled
Caste/Schedulad Tribe,.ploase indicate spscificelly’
whether the attitude of the Aeporting Officar im
aswassing the performarce of the SC/S5T officer hés

- been fair and. just.

Benetal ramarks with specific commsnts about the gene ral
remarka given by the raporting afficer snd remarks shout

. the meriteriovs werk of the officer 4ineluding the grading.

Hzs the officer any special characteristies, and/or any
abilitias which would juetify hig/her selecticn for
special assigrment or/out of turn promotion? If 30}
-spec ify? _ . .

Signaturs eof the Raviewing
afficar

Hame in Block Lettors

-Uaaignatian during the
"period of report, 15

s

r

N
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N URE
RAILWAY
CONFID ZROU TAF
M&Iﬂﬁmwl SPECTORS) FOR TH.._.E.&B__M_..
DEPARTMENT — — OFF ICE
PART~1 PERSONAL DATA

1. Namz in full
2, Bate of birth

3, Designation*

&, Station 2t which employed

5. Substantive pay ...5cele R,

Officiating pay Sezele PR,
G, Dete of appoint ment to service
T, ate of continuous employmeant in the preasnt grade
e )

8. wWhether permancnt/temporary

9. Educetiponal or Techpical guelificatione

10.. Particulars of examinations {(inmcluding departm:ntal

examinations) passed during thse year .
11. Whather the smployee belongs to Scheduled Easte/

Scheduled Triba.

_ PART=IL. 3ELE APERAISAL
(TO B FILLED BY STAFF IN GRADE fs,1600-2660 AND ABOVE DNLY)
1. Brief dsacription of duties
2. Brief resume of the work done by you during the year/
poried from to bringing out any 8pscial

achicvemeonts durimg the year/purxiod, In the event of
ghortfall in achisvement furniah reasons {Tha resume is
to bs furnished within the mBpace provided, limited %o
100 words snd is required %o ba aignad).

*In case of Territurial Army Ferzconnel, their T.A. rank
should slso be indicated,

LI ....“..20.



3.

11,

12,

13,

14,

t i O s

PART=I11 ASSESSMENT BY THE AEPOATING DFFICER

Dess the Reperting Dfficer agree with the statement

mage in.Part~=iI7 If mot, the extent . of disagresment and

reagons tharefar? (WHeraver applicable)

Eharacter and hebites toc include comments ont

(a} Intogrity '

{b) Tect & Tempax

{c) Caonduct .

{d) . Attendance S ,

{e) Physicsl fitnsss fnr a utmananua W oIk
Depaxtmental abilities {Hﬂrits & Demerite} to include

L camments ang
- (@)~ lnitiativa end direction -

fby . Gensrsl Intaslligance

() Keenness, promptnese end efficiency

(d}) Powar t5 control others

{e} Drganising/supazvising ability

() Amenability to discipline

{g) Knowlesdge of Rulus; Regulations end Procedure,
Special mptituda or qualiﬁh a't ion

Phyeical sbility if any far outdoor ‘work or peeting
to a mazxticular area,

iIs his/her road in good order end tmdmly kspt?
Does he/she maintein points and trossings properly?
Has he/ahe effected any improvament during the year?

Uoes he/she keep hie/her stock of matarlnl in an
orderly mannex?

Are hig/her tools and plant in gnnd crder and kept in
repeis?

fines he/she cuntrol gnd supservise his/her labour.
Properly and is hafsha sconpomicsl with it7

Has any zelaying, re-slespering or renacwals been" donae,
and if B0, ware they carrvied out carefully, satisfac-
torily end sconomical ly?

Is ne/she . methodical and paraful on his/her waork
spaclally as to details?

Does he/she retupn releassd and othar surplus

matarials promptly to sturas? 2
LN I B 1'-



15,

16,

*t7,

*‘18.

*19'
*20.

*21.
22.

23,
24,
25,
26,

27,
28,

29.

an,
31,

2.

1=21 =t

Does he/s8he arrange for the safe custtcy and proper
storage of msterials against unnacassnry deterinratmun
from weathexr or any other cause?

What wag the date of the last ampual inspection of his/
her best and what was the impression as a result of
this imspeetion? -

When was his/her section last tested with the Hallade
Recorder and what was the ganeral resull ms compared
with the previpus test?

Are the bridges cleen and tidy, a2nd kept in good order,
and fres from weeds and dirt?-

Are the appruaches of bridge well kept up and ballasted?

{a) Has he/she carefully renewed timbera and wern out
fittings of bridges during the year?

(B} Are hisfher level crossings and thoir appruaches
‘maintained well?

Have any spoed restrictions been imposed on his/her
lwngih on account of cufective maintenahces of purmanoent
way o0r Dther causes Under his/hoexr centrol?

. la} Is he/she prompt ant careful in correspondenca?

{b} Boes he/she maintain creep and other registers
Tegularly with the requisiti: deta and obscrvations?

Are his/her store accounts carefully kepi?

Does he/sghe submit his/her returns in time?
Are his/her office and godown %tidy and in good order?

Are his/har muster rolls and gang charts properly
enterod and well k=pt?
Does he/she turn out promptly on emergencies?

Are his/har demands for temporary extra lebour
reasonable?

Is his/her technical knowledge such as would be
exnected from one of his renk?

oes he/she tekes intesrust in th welfare of staff?

Has his/her work bean satisfactoxy? If not, in what
respect ha/she hes Failed?

Whether the employee wae booked for the prescribad
re frugher coursa?  If so,

(a) Whether he/she attended the rsfrosher courgse on
being relsased; and

{b) whether he/ahe passed/fmiled im the said
© refreshar course. 22



33.
3.
a5,

36,

' %Tho ao
Anatt.

t=22m=g

His/har relation with ths etaff working under his/her d
superviaion snd other fellow smployees. . .
Has the employee been- reprimanded for.indiffearsnt woxk .

or fox other cavsss.during the psricd under review?
1¢¥ =0, please give brisf particulars.

‘Hae the employee done any nutstandiﬁg work meriting

ecmmandation? IF so, plaase giveg brief particulars, !

G‘-‘.‘Bding; ' . .- . ] ;
'Butstanding!, 'Uhry Ennd‘ 'Gpood!, 'Avergya',
"Bolow Hvarﬂgs

Sigmature of the Reporting
Officer

Name in Block Letters
De signation,

1t&ma do- mnot apply in cese of Signal Inspe;taraj
Gigneal Inspectmrs.

PARY-Iy REMARKS BY THE Re VIEWInG DFFJCER A

Length of service under tha Reviawing Officer

Is tha roviewing officer satisfied that the -Roporting
Qfficer has meds his/her report with dum cara and
attention and after taking inte account all the
relevant materizl?

Do you agree with the agsssament of the uffxcar given
by the reporting officer?

(Iri case of disegreemsnt, plessc specify the reasans?
Is there enything you wish to modify oz add?)}

If the officer reported upon is a momber of a
Scheduled Caste/Scheduled Triba, blease indicats
speclfzcally whether the attitude of the Reporiiag
officer im assessing the parformance of the SC/ST
officer has been faiy and just,

General remarks with specific commenta about the
gen~ral remarks given by the reporpting officer and
remarks gbout the meritorious wo Tk pf the officerx
1nc!ud1ng the grading.

- -

h— H ——
J

--_l.s ..._.:--. - -23,
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6, Has tho officer any special charecteristics, and/
gr sny abilities which would justify his/her svlection

for special assignment ox/out of tuxn promction?
If so, specify,

Signature of the

flace: Raviewing Dfficer.

Name in Bloeck Letters

Date1

Designation during the
pzriod of report.
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e RATLWAY _
' CONFIDENTTIAL SREORT FQ2 GHUOR'C' STAFR(TTACHTRS-INST UCTRRS

IN THACHING/TRAINING SCROOLS) FOD THS YOUAP TNDING

NAMT OF BCHOOL/TMSTLTUTION

PART T DPREIOMNAL DATA

1. Hame in full
2. Date of hirth
3. ﬁesignatian
4. Station at which employed
3. Substantive pay . : ﬁ_'Scale RS . _
Officiating pay Scale Rs. -
&, Date of appointment to service _
7. Date of continous agvointament in the present grade
8. wWhether peomanent/tem.o.rary 7
S 9, Fducational or technical qualifications

{a) Professional
(b} Technical, ana
{c) Special (eg. Drill, Scouting etc.)

14, Farticulars of examinations (including departmental
=xaminations) passed during the vyear,

1i. Actual duty on which em,:loyedfSutjects and classes
taugnt} '

12, Wnether the employee belongs to Scheduled Caste/

Schedule? Tribe,

*In the casae of Territorial Army Personnel, their
T.A rank should 2's0 be indicated,

BART-TI STL7 APTEATSAL

(TO BT FILL™) BY STAFT IN GMD™ RS. 1400-2600 AND AROV™
ONLY}

1. Brief description of duties
2, Brief rssume of ths work done by you during the
year/weriod £rom Lo Jbringing

out any special achieveménts during the year/period.
In the event of shortfall in achievement fFurnish
reasons (The resume 18 to be furnished within the
space provided, llmited to 100 words and is

rejuired to be signed).

*In case of Territorial Army Personnel, their
T.A& rank should also be indicated.



5,

=284} _
PART=1TI ASSRSSMTNT BY 'ﬂﬁ:ﬁ“'pww OFFICER

Does the Re orting officer agree with the staiement
made in Part II? If not, the extent of ai&agreement
reasons therefcr? {wherever applicable}

Character 'and Habits

{(a) Maral chacacter

{bY Relations with fellow teachers
(¢} Integrity

{4y (i) Regularity and punctuality

{1l }Leave taken during ths school segsion in
the year.

(e} Health

(£} Whether he/she sets good exam_.le in (a)
Meatness {b) Cleanliness and (¢} Obedience
of orders,

Departmental Abilities:

{(a)} Initiative

(b} Intelligehce

{c} Keenness, promptnzss and efficiency

(&) Proficiency in day«to-day teaching
11) Power of ex,.ression
{11} Bupervision of written work of scholais
{i1ii) Maintainence of records
(e} Organising abllity
{(£) Ability to maintain <discipline
(1} in the class
f{ii) outside the class and
{iii} control of servants

{g) Profiency in educating the backward
students of the class

{h} Fxamination results of the subjeats taught

by the teach~r in different classes.

physical disability, if any, for outdoor work or
posting to a pacticular area

Aaptitude for developing (i) cha:acter (1i) s;ortig-
manship and developing extra curricular activities
such H§ {a)games and eports (b} music () debating
soclieties (d) managing clubs ete. amongst the
students,

Whether the teacher was booked for the prescribed
refresher coirse 7 if 50,

{a} whether he/she attnedst the course on being
released and



kFlace:

Date;

1wPEg
(b) whehter hesshe passed/failed in the sald
course,

Has he/she been reprimanded for indiffecent
work or for any other causes during the period
under resort? If so, give brief particualcs.

Has ne/she done anmy outstanding or notable work
meciting commendation ? If se, give particulars:

Grading
(outstanding, 'Very §ood', 'CGoad®, ‘Average’,
Below average')
signatuce of the reporting officer
Name in block lettrers
Designetion
Dates

EART_TV IWIL7K3 BY THT REVIEWING OFFICTR,

Lenght of service under the *eviewing Offlcer

Is the reviweing officersatisfied thet the
de orting officer has made his/har regort with
due care ant akttention and after taking into
Acoount all the relavant material 7

Do you agre. with the zsses.ment of the officer
given by the reporting officer?
{ Tn cas- of disagreenent please specify the
reagans ¢ Is there anvithing you wish to
m>dify orasd ) '

If the officer re.orted y.on is a member of a
Schedule.’ Caste/Scheduled Tribe, please indicate
s.-eclifically whether the ~ttitude of the Report-
iy QfLfic.v in Aasszsing the socfumance of the
so/st..offlcer has been fair a2nd just,

Grneral rmiarks with speciflc comments about the
general romarks given by the reporting officer
and remarks ahout the meritoricus work of the
offjicer inclwiing the grading.

Has the officer any special characteristics, and
or any abiliti=s whiech would justify his/her
sclect-ion for any special assignment or/out of
turn promotion? If so, spoecify,

Slénature of the 5&V1ewing
CEficer

Name 1n block letters

- Designation during the
pericd of rewort.
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CONFIDFNTTAL ST-0%T FO MAT $O3 ETAP“ IN RS.330-560(RS}/
Rs_;ﬁDG-ED4DENPW SCAL™Y

1. Name of the employees

2. Date of birch

3. Date of original appointment
4. Hesignstion & Grade

{2} Substantive
(LY Officiating

5.  Totasl lenght of serivice in the suna*antive/
officiating grade.

6. Amenability to discipline.

7. General remarks about his work and discharge of
his duties with efficiency and sincerbty.
8. Knowledge of depsrtmental rules/working.
9. Attention to safety/dafety consclousness
10. Punishments, 1f,any, awarded during the re qting
year.
1. Awards/Commendations certificat -5, if any, wa

swarded during the reporting yeac.
12, Integrity,

13, Overall classificetion i.e. Outstanding, very
good, Good, Average, RBelow fwerage.
14, For stenos onhlye

(aY Accuracy 1in stenograghle work,
{bY rower of drabting.

kPar categories to whom apblicable,

Signaturs of the reportlnq
oEficer

‘Rame in bhlock lettérs
Tresignation
Nate

Remarke, i1f any, of the Reviewing Cfficer

Signature of Reviewing
Authority Board's letter officer
No.E(NGII/86/CR/S “ame in Block letters

dated 23/6/87,
Designation during the
period of report



EDTI

I 4 P

E VI

- .
=l

(FUR S5TAFF IN GRADE RB.1600-2660 AND ABOVE LIKELY TO
- BE_CONSIDERED FQR PROMOT.ION TD GROUP 'B' SERVICE)

EONF IDENTIAL REPORT FQOR THE YEAR ENDING

RAILWAY DEPARTMENT
*Degignation
Neme :
1. ,Im*-gritv
2, Ssecisl AtET C.utess +
(2} wua ities of lra:crahip %éé Z EE} aé?ﬁg;ﬁandf
{b) Caparity to take decision Dutstanding/very
on matiers within his/her Gumdfﬁnudfﬁueraga
C omps tSnoce, Below Avarage.
fc} Willingness to shoulder Uutstanding/Verysaood
highur m:sponsibility. bood/Average/Below
) AvE X aye,
{d} Ability to *Tspirc confi- ODutsimding/Veryeuod/

dence ,guide, motivatc
ond obtain the besgt out
out of staff.

to

Good/AveTage| Below
Ave rojs .

{e} Ability pnforce’ Outstading/Very Good
digcpline. Good/Average /Below
Average,

Repotting officex's signature

and Designaticn.
" . 4 :
Remerks by the Revicwing Officer {(DRM/Dy.Hesd of Deptt}

Station:

Dato: (Dasignation)

*In case nf Territorial %my Peragnnel, their T.A
rank shauld alsn ke Lndicatsd,

Revigion, 8 peT & pasts g sbove made vide Boeaxd's
letter Wa, E{Mﬂ}I-ﬁﬁ E:H,M datec 23-2~B8,
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Leti:erﬂf Referance on the besis of which the Master cf roular
has been preparads

-‘--.-

l. . Rule 1619 « & .

2 E(D&AY65/R36/47 dated 24/11/65
3. B{(NG)57 /CR/3/1 dated 14/6/66

4. E{NGYII/67/CR/3/4 dated 17/2/6%
5. E{NG}II/68/CR/1 dated 16/12/70
5a E(NGIIT/TS/CR/D dated 14/9/76
Te B{NGYII/T6/CR/1 dated 15/10/76
B E{NG)IT/T5/CR/1l dated &5/1/77

" De  E{NG}II/18/CR/3 dated 8/8/78
10. cConf: B(NG)IT/IB/CR/2 dated 10/11/78
1l. EB{N3)IT/TI/CR/5 dated 6/13.1.81
12,  B(N3)I/B1/CR/4 dated 18/7/81
13. - B{NGYL/B1/CR/8 dated 31.8.81/22,9.81
14, E{NGYI/Bi/CR/S dated 26/30,9,81
15. E(NGYI/B82/0R/1 dated 20/3/82
16. E{NG)I/83/CR/]1 deted 16/3/83 .
17. »NGYI/85/CR/5 dated 9/12/85
18,  B(NGII/86/CR/DS dated 22/4/817
19, B(NG)I/86/CR/S dated 23/6/87
20, B(NGYI/86/CR/4 dated 23/2/88
21. E{NG)I/88/CR/4 dated 12/589

22. EB{NGYET/CR3I/2 dated 23/10/87
23. E/55/CR/3 dated 9/11/56

24. E/55/CR3/3 dated 9/8/55.-
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