TAMIL NADU PUBLIC SERVICE COMMISSION
Office Order No. 152, dated 12.01.2021

Sub.: Personnel Department - Officers and Staff
of the Commission’s Office - Self
Assessment Report / Record Sheets -

Regarding.

The following orders are issued with regard to the furnishing of

Self Assessment Report by Group A and B officers and the maintenance
of record sheets in respect of Assistant Section Officers, Assistants, etc.

(1)

The Joint Secretary, Deputy Secretaries, Under Secretaries,
Accounts Officer, Assistant Accounts Officer, Section Officers
(who have acted as Section Officer continuously for a period of
one year without any reversion, as on 31t December of every
year), Research Officer and Librarian shall submit a Self
Assessment Report for the (previous) year in the prescribed
format specified in Annexure I, within a period of thirty days after
completion of the reporting period. The assessment of the
performance of the assessed officer and the Self Assessment
report submitted by the officer shall form part of the personal file.

The Reporting Authority, Reviewing Authority and Accepting
Authority for the writing of confidential reports shall be as follows:

Se;i;A(s)ite:cs’lrl;eent Reporting Reviewing Accepting
P Authority Authority Authority
written by
. Secretary /
Joint Secretary / Controller of Chairman Chairman
Deputy Secretary S
Examinations
Accounts Officer / .
Assistant Accounts ézlnuttse;;iigr/ Secretary Chairman
Officer puty Y
. Secretary /
Under Secretary Joint Secretary / Controller of Chairman
Deputy Secretary Examinations
Section Officer / . Secretary /
Research Officer / Under Secretary DngrLtt Se;gf::g{ Controller of
Librarian puty Y| Examinations




(2)

(3)

The Reporting Officer shall write his report within the period of
the next thirty days and submit it to the Reviewing Authority.
In any case, the Reporting Authority need not wait for the self
assessment report from the officer concerned beyond thirty days.
On receipt of report from Reviewing Authority, it shall be placed
for counter signature by the Accepting Authority. After counter
signature by the Accepting Authority, the report shall be shown to
the officers concerned every year for obtaining necessary
acknowledgement.

According to G.O. Ms. No. 248, Personnel and Administrative
Reforms (Per.R) Department, dated 23.05.1990, Record Sheets
shall be maintained in respect of all categories of staff, other than
those included in the General Services and State Services, in the
form specified in Annexure II. The Record Sheets shall be
maintained by the respective Personnel Department sections.

... Annexures I & II K. NANTHAKUMAR, I.A.S.
Secretary
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FORMAT OF ANNUAL CONFIDENTIAL REPORT ON

GROUP A & B OFFICERS FOR THE PERIOD

FROM

TO

a) Name of the officer reported
upon
b) Designation

Date of appointment to the
present post

Length of service under the
reporting officer
(from ............ 0., )

Details of leave,
trainings attended during the
period under report

a) Whether the above officer filed
the property return as per
Tamil Nadu Government
Servants Conduct Rules, 1973.

b) Whether self assessment
report furnished by the officer

Physical capacity

(i) Leave:
(ii) Training:

Assessment of “"Work Output”
(Weightage to this section
would be 40%)

Reporting
Officer (Refer
guidelines
4.1to4.11in
Annexure II)

Reviewing
Officer (Refer
guidelines
5.1 & 5.2)

Initial of
reviewing
authority

(i) Accomplishment of planned
work/subjects allotted.

(ii) Quality of output

(iii) Analytical ability

(iv) Accomplishment of exceptional
work/unforeseen tasks performed

Overall Grading on “Work Output”
(Average value of (i) to (iv)

Assessment of “Personal Attributes”:
(weightage to this section
would be 30%)

Reporting
Officer (Refer
guidelines
4.1t04.11)

Reviewing
Officer (Refer
guidelines
5.1 & 5.2)

Initial of
reviewing
authority

(i) Attitude to work

(ii) Sense of responsibility

(iii) Maintenance of Discipline
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11

12

(iv) Communication Skills

(v) Leadership qualities

(vi) Capacity to work in team spirit

(vii) Capacity to work in time limit

(viii) Inter - personal relations

Overall grading on
“Personal Attribute”
(Average value of (i) to (viii)

Assessment of
“Functional Competency”
(weightage to this section
would be 30%)

Reporting
Officer (Refer
guidelines
4.1to04.11)

Reviewing
Officer (Refer
guidelines
8.1 &8.2)

Initial of
reviewing
authority

(i) Knowledge of Rules/Regulations
/Procedures in the area of
function and ability to apply them
correctly.

(ii) Strategic planning ability

(iii) Decision making ability

(iv) Co-ordination ability

(v) Ability to motivate and develop
subordinates

Overall grading on
“Functional Competency”
(Average value of (i) to (v))

Integrity
(Please comment on the integrity
of officer)

Pen picture by reporting Authority
(Please comment on the overall
qualities of the officer including
areas of strengths and lesser

strengths and his attitude towards

weaker sections)

Overall grading
(Average value of
Columns 7,8 & 9)

Signature of the Reporting Authority:

Name in Block Letters:

Designation:




REMARKS OF REVIEWING AUTHORITY

Length of service under the Reviewing
Authority

State clearly whether the Reviewing
Authority fully agrees with the
remarks of the Reporting Authority. If
any modification is made by him on
the remarks of the Reporting
Authority, the reasons for such
modification shall be indicated.

Comments if any, on the pen picture
written by the Reporting Authority.

01.01.20xxX to 31.12.20%xX

Signature of the Reviewing Authority:

Name in Block Letters:

Designation:

Date:



REMARKS OF ACCEPTING AUTHORITY

1. Length of service under the : 01.01.20xx to 31.12.20x X
Accepting Authority

2. State clearly whether the Accepting
Authority fully agrees with the remarks
of the Reporting/Reviewing Authority.
If any modification is made by him on
the remarks of the Reporting
Authority, the reasons for such
modification shall be indicated.

Signature of the Accepting Authority :
Name in Block Letters:
Designation:

Date:

Acknowledgement by the officer concerned for having seen the report

for the period from 01.01.20X X to 31.12.20X X

I have perused the report in full. I am satisfied with the report /
propose to make representation against the grading awarded / adverse
remarks. (strike off the sentence which is not relevant)

Signature:
Name in Block Letters:
Designation:

Date:
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ANNEXURE - I1

FORM OF RECORD SHEET

TNPSC
. Name
. Designation
. Date of birth
. Date of joining in
Government Services
Date | Post held | Meritorious | Punishment Authority Signature
of work, number and of Officer
Entry if any date of order
issued
(1) (2) (3) (4) (5) (6)
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