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SELF APPRAISAL FORM
FOR

DIBRUGARH UNIVERSITY EMPLOYEES & OFFICERS


Name of the Employee: 
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 3) 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 individual must fill this self appraisal form and then hand over it to his/her Controlling Officer.
d) If you have any doubt, please contact your Controlling Officer

1) Job Knowledge and Performance

	Job Knowledge and Performance


	Grade
	Comments

	a) Knowledge in the present job
	
	

	b) Do you have any advance plan for your job
	
	

	c) Identifies priority of the job
	
	

	d) Interested in learning new things related to your job
	
	

	e) Do you know all the work methods related to your job
	
	

	Overall Grade for Job Knowledge and Performance
	
	


2) Team Skills and Coordination

	Team Skills and Coordination
	Grade
	Comments

	a) Your relationship with others
	
	

	b) Gives new ideas when in a team
	
	

	c) Help others when you are in a team
	
	

	d) Like to participate in important activities other than your routine works
	
	

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

	Overall Grade for Team Skills and Coordination
	
	


3) 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
	
	

	Overall Grade for Discipline and Attendance
	
	


Your Overall Grade for all the above items (from No. 1 to 3)  ....................................................

For the use of the Individual/Appraisee (Use additional sheets if necessary)

4) Please mention your job responsibilities.

5) List your most significant accomplishments or contributions during the last year (if any).
6) What elements of your job interest you the most, and least?
7) List of additional items you would like to discuss.

Name of the Employee

Signature

Date











































































