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Government of Himachal Pradesh 
Department of Personnel 

******* 
No. Per (AP.B)-B(11)-1/2015 Dated: Shimla-171002, the !]O"'*- May, 2022. 

NOTIFICATION 

The Governor, Himachal Pradesh, is pleased to make the following Rules of 

"The Himachal Pradesh Class-I and Class-II Officer (Annual Performance Appraisal 

Report) Rules, 2022", in the Department of Personnel , namely:-

1. Short title, 
commencement 
and application: 

2. Definitions: 

(1) These ru les may be called the Himachal Pradesh Class-I 
and Class-II Officer (Annual Performance Appraisal 
Report) Rules, 2022. 

(2) They shall come into force from the date of their publication 
in the Rajpatra (e-Gazette), Himachal Pradesh. 

In these rules, unless the context otherwise requires, 

(a) "accepting authority" means the authority which 
supervises the performance of the reviewing authority 
as may be specifically empowered in this behalf by the 
Government; 

(b) "Government" means the Government of Himachal 
Pradesh. 

(c) "annual performance appraisal report" means the 
performance appraisal report referred to in rules 4 and 
5; 

(d) "performance appraisal dossier" means the 
compilation of the performance appraisal reports 
written on an officer of the Class-I & Class-II officer 
under the State Government of H.P including 
Departmental HoD's & HPSS, REFERRED TO IN 
RULE 3, and includes such other documents as may 
be specified by the Government, by general or special 
order, in this behalf; 

(e) "referral board" means a board consisting of such 
officers designated by the Government for cases 
relating to all officers of the Service on Central 
deputation, or for officers serving in the State, specified 
in Schedule-3 ; 

(I) " reporting authority" means sllch authority or 
authorities supervising the performance of the member 
of the Service reported upon as may be specifically 
empowered in this behalf by the Government; 



3. Maintenance and 
custody of annual 
performance 
appraisal dossier: 

(9) ureviewing authority" means such authority or 
authorities supeNising the performance of the report ing 
authority as may be specifically empowered in this 
behalf by the Government; 

(h) "Schedule" means the Schedule annexed to these 
rules; 

(i) "Service" means the servIce being rendered as 
Class-I and Class-II officer under the State 
Government of H.P. including Departmental HoD's & 
HPSS and excluding officers of AIS, HPAS & HPPS. 

A comprehensive performance appraisal dossier shalJ be 
maintained for each member of the SeNice by the 
Government in the manner speCified under these ru les and 
the perfomnance appraisal dossier shall consist of the 
documents speCified in Schedule-1. 

4. Form of the (1) The reporting authority shall write the performance 
appraisal report in such form as may be specified by the 
Government in Schedule-2 and the officer reported upon 
and the reporting, reviewing and accepting authority shall 
ensure that the portions of the forms which are to be 
filled in by them are completed by them within the time 
limit specified in this behalf by the Government, 

annual performance 
appraisal report: 

5. Performance 
appraisal reports : 

Provided that the Government may make such 
additions in the form or the cut-off dates so specified as 
may be considered necessary or desirable. 

Provided further that the annual performance 
appraisal report shall also be written in such form as may 
be specified in this behalf by the Government for the 
members of the SeNice on deputation. 

Provided also that the annual performance 
appraisal report shall also be written for members of 
Service who are on training or study leave in such form 
as may be speCified in th is behalf by the Government. 

(1 ) An annual performance appraisal report assessing the 
performance, character, conduct and qualities of every 
member of the SeNice shall be written for each financial 
year or as may be specified by the Government in the 
Schedu le-2. 

Provided that an annual performance appraisal 
report may not be written in such cases as may be 
specified by the Government, by general or special order 
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Provided further that if a performance appraisal 
report for a financial year is not recorded by 31" of 
December of the year in which the financial year ended, 
no remarks may be recorded thereafter and the officer 
may be assessed on the basis of the overall record and 
self assessment for the year, if he has submitted his self
assessment on time. 

(2) Subject to the provisions of sub-rule (4), a performance 
appraisal report shall also be written when either the 
reporting or reviewing authority or the member of the 
Service reported upon relinquishes charge of the post, 
and, in such a case, it shall be written at the time of the 
relinquishment or ordinarily within one month of such 
relinquishment. 

(3) Where more than one performance appraisal reports are 
written on a member of the Service during the course of 
a financial year each such report shall indicate the period 
to which it pertains. 

Provided that only one report shall be written on a 
member of the Service for a particular period during the 
course of the financial year and there shall be reporting , 
reviewing and accepting authority at each level of 
assessment which shall be specified in the channel for 
writing annual performance appraisal reports by the 
Government 

(4) Where the reporting authority has not seen, but the 
reviewing authority has seen the performance of a 
member of the Service for at least three months during 
the period for which the annual performance appraisal 
report is to be written the reviewing authority shall write 
the performance appraisal report of any such member for 
any such period. 

(5) Where, both the reporting authority and the reviewing 
authority have not seen and the accepting authority has 
seen, as referred to in sub-rule (4), the performance of 
any such member, the accepting authority shall write the 
performance appraisal of any such member during such 
period. 

(6) Where the reporting authority, the reviewing authority and 
the accepting authority have not seen the performance of 
a member of the Service for at least three months during 
the period for which the report is to be written, the 
Government shall make an entry to that effect in the 

-.("\annual performance appraisal report for any such period . 
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6. Review of the 
performance 
appraisal report: 

(7) Notwithstanding anything contained in sub-rules (1), (2), 
(4) and (5), it shall not be compelent for the reporting 
authority, the reviewing authority or the accepting 
authority to write an annual performance appraisal report 
after he demits office where the authority writing the 
performance appraisal report IS not a Government 
servant. 

Explanation - For the purposes of this rule , 
u a Minister" shall not be construed as having demitted 
the office if he continues to be a Minister in the Council 

of Ministers with a different portfolio or in the Council of 
Ministers immediately reconstituted after the previous 
Council of Ministers of which he was a Minister with the 
same or a different portfolio provided the Chief Minister 
continues in office. 

(1) The reviewing authority shall record his remarks on the 
annual performance appraisal report, within the 
timeframe specified in the Schedule-2. 

(2) Where the report is written by the reviewing authority 
under sub-rule (4) of rule 5, or where the revieWing 
authority has not seen, and the accepting authority has 
seen, the performance of a member of the Service for at 
least three months du ring the period for which the 
annual performance appraisal report is written, the 
accepting authority shalf review the annual performance 
appraisal report of any such member for any SLlch 
period within the timeframe specified in the Schedule-2. 

(3) It shall not be competent for the reviewing authority, or 
the accepting authority, to review any such performance 
appraisal report unless it has seen the performance of 
the member of the Service for at least three months 
during the period for which the report has been written, 
and in every such case an entry to til at effect shall be 
made in the annual performance appraisal report. 

(4) Notwithstanding anything contained in sub-rules (1) and 
(2), it shall not be competent for the reviewing authority 
or the accepting authority to review any such 
performance appraisal report· 

(a) Where the authority reviewing the annual 
performance appraisal report is a Government 
servant, after one month of his retirement 

-c from service, and 

(cf4 
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(b) In other cases, after one month of the date on 
which he demits office. 

Explanation - For the purposes of this rule, 
"a Minister" shall not be construed as having demitted 
the office if he continues to be a Minister in Ihe Council 
of Ministers with a different portfolio or in the Council of 

Ministers immediately reconstiluted after the previous 
Council of Ministers of which he was a Minister with the 
same or a different portfolio provided the Chief Minister 
continues in office. 

7. Acceptance of (1) The accepting authority shall , within the timeframe 
specified in Schedule-2, record his remarks on the 
annual performance appraisal report and may accept it. 
with such modifications as may be considered 
necessary, and countersign the report; 

the Annual 
Performance 
Appraisal Report: 

8. Communication 
of the annual 
performance 
appraisal report to 
the Government: 

Provided thai where the accepting authority has 
not seen the performance of any member of the Service 
for at least three months during the period for which the 
performance appraisal report has been written, it shall 
not be necessary for the accepting authority to accept 
any such report and an entry to this effect shall be made 
in the performance appraisal report. 

(2) Notwithstanding anything contained in sub-rule (1). 
it shall not be competent for the accepting authority to 
accept and countersign any such performance report-

(a) where the accepting authority is a Government 
servant, after one month of his retirement from 
service, and 

(b) in other cases, one month after the date on 
which he demits the office. 

(3) When the performance appraisal report be not written 
or revised. - Notwithstanding anything contained in rule 5 
or rule 6, where the accepting authority writes or reviews 
the performance appraisal report of any member of the 
Service, it shall not be necessary to review or accept 
any such report. 

A certified true copy of the annual performance appraisal 
report shall be sent to the Government in case of a 
member of the service working on secondmentl 
deputation basis outside the cadre and the APAR is 

-f:'. recorded manually and not electronically. 
(~ 
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Provided that if the performance appraisal report is 
written in a language other than Hindi or English , it shall 
be accompanied by an authentic certified translation In 
Hindi or Enolish . 

9. Disclosure of (1) The full annual performance appraisal report , including 
the overall grade and assessment of integrity, shall be 
disclosed to the officer reported upon after finalisation by 
the accepting authority to enable the officer reported 
upon to represent his case. 

performance 
appraisal report to 
the officer reported 
upon and procedure 
for representation 
to the Referral (2) The officer reported upon may have the option to give his 

comments on the annual performance appraisa l report in 
writing to the accepting authority within fifteen days of the 
receipt of the Annua l Performance Appraisal Report. 

Board: 

(3) The comments shall be restricted to the speCific factual 
observations contained In the Annual Peliormance 
Appraisal Report leading to the assessment of the officer 
in terms of attributes , work output and competency. 

(4) The accepting authority shall within fi fteen days of receipt 
of comments from the officer reported upon forward the 
same to the reviewing and the reporting authority and call 
for their views on the comments. 

(5) The reporting authority shall , wi thin fifteen days of receipt 
of comments from the officer reported upon forward his 
own views on the comments to the reviewing authority 
fai ling which it shall be presumed that he has no views 
thereon. 

(6) The reviewing authority shall forward the comments of the 
officer reported upon along with the views of the 
reporting authority and his own views to the accepting 
authority within fifteen days of receipt of the views of the 
reporting authority. 

(7) The accepting authority shall consider the comments of 
the officer reported upon, the views of the reporting 
authority and the reviewing authority and after due 
consideration may accept them and modify the 
performance appra isal report accordingly and the 
decision and final grading shall be communicated to the 
officer reported upon within fifteen days of receipt of the 
views of the reviewing authority. 

(8)(a) In case the officer reported upon chooses to represent 
against the final assessment conveyed to him according 
to this procedure, he may represent his case through the 
accepting authority for a decision by the Referral Board , 
as specified In the Schedu le-3 within one month, 
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10. Memorial 
against 
assessment: 

11. General : 

-

provided that such representation shall be confined to 
errors of facts. 

(b) The representation of the officer reported upon along with 
the views of the reporting authorily, the reviewing 
authority and the accepting authority shall be forwarded 
to the Referral Board on the request of the officer 
reported upon within a period of fifteen days of receipt of 
communication. 

(9)(a) The Referral Board shall consider the representation of 
the officer reported upon in the light of the comments of 
the reporting authority, the rev iewing authority and the 
accepting authority and confirm or modify the 
performance appraisal report. including the overall grade 
and the decision of the Referral Board shall be confined 
only to errors of facts and the decision of the Referral 
Board shall be final. 

(b) In case an entry or assessment is upgraded or 
downgraded, reasons for the same shall be recorded In 
the annual performance appraisal report. 

(c) The entire performance appraisal report , including the 
overall grade, shall thereafter be communicaled to the 
officer reported upon which shall conclude the process of 
assessment and no further representation of any kind 
shall be entertained thereafter. 

Nothing in these rules shall be deemed to preclude an officer 
from making a memorial to the Governor on the Annual 
Performance Appraisal Report. as provided under the 
Central Civil Services (Classification, Control and Appeal) 
Rules, 1965. 

The Government may issue instructions, not inconsistent 
with the provisions of these rules. or as It may consider 
necessary, with regard to the writing of the annual 
performance appraisal reports, the maintenance of the 
performance appraisal dossier and the effect of the annual 
performance appraisal reports on the conditions of service of 

a member of the Service. 

By Order 

Prabodh Saxena 
Additional Chief Secretary (Personnel) to the 

Government of Himachal Pradesh 
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Ends!. No. As above. Dated Shimla-171 002, the ~f) iIr.. May, 2022 

A copy if forwarded to :-

1. All the Additional Chief Secretaries to the Government of Himachal Pradesh, Shimla-
171002. 

2. The Additional Chief Secretary to Ch ief Minister, Himachal Pradesh , Shimla-2. 
3. All the Pr. Secretary/ Secretaries to the Gov!. of Himachal Pradesh, Shlmla-2. 
4. All the Divisional Commissioners/Deputy Commissioners/Heads of Departments in the 

Himachal Pradesh . 
5. The Secretary, HP Public Service Commission, Nigam Vlhar, Shimla-2 
6. The Secretary, HP Staff Selection Commission, Hamipur. 
7. The Accountant General (Audit), Himachal Pradesh , Shimla-171 003 
8. The Sr. Dy. Accountant General (A&E). HP, Shimla-171 003 
9. Deputy Secretary (GAD) to the Government of Himachal Pradesh Shlmla-171002 

with reference to the decision taken by the Cabinet vide Item No. 37 in Its meeting 
held on 11 .05 .2022. 

10. The DLR-cum-Joint Secretary (Law-Opinion) to the Gov!. of HP, Shimla-2. 
11. Guard file /spare copies-1 5. 

(B~,",,'~;"91in-! --~ 
Deputy Secretary (Personnel) to the 
Government of Himachal Pradesh 
Ph. No. 0177-2880851 

8 



SCHEDULE. 1 

ISee rule 3) 

Documents to be maintained in the Performance Appraisal Dossier: 

(i) The performance appraisal reports earned throughout the career. 
(i i) Certificates of training, academic courses attended after joining service, study 

leave 
(iii) Details of books, articles and other publications. 
(iv) Appreciation letters from Government or Secretary or Head of Department or 

special bodies or Commissions. 
(v) Reports of medical check-up. 
(vi) Copy of order imposing any of the penalties specified in the Central Civil Services 

(Classification, Control and Appeal) Rules, 19695 and final result of inquiry into 
allegations and charges against a member of the Service. 

(vii) Warnings or displeasure or reprimands of the Governrnent 

SCHEDULE 2 

[See rule 4] 

Performance Appraisal Report Forms and summary of medical report for the 
Himachal Pradesh Class-I and Class-II Officers: 

- Form I and general guidelines for filling up the Annual Performance Appraisal Report 
form 

• Form II for the Himachal Pradesh Class-I and Class-II Officers are on deputation 
outside the State. 

• Form III Performance Report on study leave or leave for study for the Himachal 
Pradesh Class-I and Class-II Officers. 

• Form IIiB Performance report on training. 
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Timelines for completion of APARs. 

Reporting year-Financial year 

Cut off dates 
Activity Due date Auto 

forward 
Blank APAR form to be given to the officer reported upon l ' Apri l -
by the Department of Personnel, specifying the reporting 
officer and Reviewing Authority 
Self appraisal for the year under report 31" May 1" June 
Appraisal by Reporting Authority 31" Ju ly 1" Auoust 
Appraisal by Reviewing Authority 30'" 15

• October 
September 

Appraisal by Accepting Authority 31' 31' 
December December 

Disclosure to the officer reported upon 31' 
December 

Timelines for Representation 

Comments of the officer reported upon, if any (if none, 15 days 
transmission of the APAR to the dossier) from 

disclosure 
Forwarding of comments of the officer reported upon to 15 days 
the Reviewing and the Reporting Authority by the 
Accepting Authority, in case the officer reported upon 
makes comments 
Representation to the Referral Board by the officer One month 
reported upon. 

Forwarding of representation to the Referral Board along 15 days 
with the comments of Reporting Authority/ Reviewing 
Authority and Acceptino Authority 
Finalisation by Referral Board , if the officer reported upon One month 
represents aqainst the decision of Competent Authority 
Disclosure of the decision of Referral Board to the officer 15 days 
reported 
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SCHEDULE 3 

[See rule 2 (e)] 

Composition of the Referral Board for the Himachal Pradesh Class-I and Class-II 
Officers 

(i) Chief Secretary of the State - Chairperson 
(ii ) Senior most Secretary in the State - Member 
(iii) Administrative Secretary (Personnel) - Convener 
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UForm~IV" 

(See rule 3) 

The Himachal Pradesh Class-I and Class-II Officers 
(Annual Performance Appraisal Report) Rules , 2022. 

PROFORMA FOR HEALTH CHECK UP 

Name: _____________ Age: ___ Sex: M/F __ 

Brief clinical history, if any: 

(A) Physical 

Investigations: 

1) Haemogram 

i) Hb% 

ii) TKC 

iii) DKC 

a. Polymorphs 

b. lymphocytes 

c. Eosinophils 

d. Basophils 

e. Monocytes 

Iv) Peripheral Smear 

2) Blood Sugar 

i) Fasting 

ii) Post-Prandial 

3) Lipid Profile 

I) Total Cholesterol 

ii) HDl Cholesterol 

iii) lDl Cholesterol 

iv) VLDL Cholesterol 

v) Triglyceride 

4) Liver Function Test 

~ i) S. Bilirubin (Total) 
ii) S. Bilirubin (Direct) 
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Form I 
[See rule 4] 

The Himachal Pradesh Class-I and Class-II Officers (APAR) Rules, 2022 

Report for the year/pe riod from ..... ............ . to .. .. .......... D l'parl lllcllI/ O llll'c of.. .................... 

Section I -Basic Information: 
(To be filled III by the De partment) 

- - --_. - ---
I. Name of the o ffi cer reported UpO I1 : 

I - - --
2. Dale ofbirlh : [ 1 
t Prcsclil post [ ) 
5. DalC ofapl>oinlmclll lO the prescnt pos!.: [ ) 
6.HcJ>ortillg, lkvicwing and ACCCPtil lg AuLl loriLics 

Name & Dcsij.,'llatioll 1\:lIod worked 
HCP(utiu' t\utllOriIY 
Hc\ icwing Auth ority 
I\ccc >ling Authority 

7. Period o f absence 0 11 Ic;\\'c. elc. 
Period T rpc Iklll;u'k:; 

O n leave (specify t),pe) 

Olil!.!I'S (~ pccify) 

I 8. T r.lining' programmes attended 
Dale from Dalc to Institull': Sul ~i\X'1 

9. !\.w'lf{lv Ho nours 

I I 
10. D etails of APA RS of HPSSS and olher Class-I and C lass-I I oni('cl-" lIot II'IllIell h} lhl' OniCl'" a ... lkporllllg ' 
Rcvlcwing! Accep ting Authority for lhe previous rear 
(,) ........................... .............................................. .............. ....................... 
. ........................... ................ . ..... ....................... ...... ................. .. . ............... -- -

J II. Dale of filing the allnllal p roperty re tu rn lo r the ),e<lr c ndint; Dcn:mbcr: 

Date : "iigr rallirc 011 bc hal f of . \drllll ri ~lr.ll~ If 
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Section II 

I. Declaration 

Have you filed your annual Yes! No D a[<: 

property relUOl as due. Ir yes, 
uicasc mention date 
H,we you sel the annual work Yes! No 
plrul fo, all officers fo, me 
current ye.tr in respect of whom 

I vou are the renortinl! authority 
Have you prepared the work Ycs! No 
pial I lor yourself 
H;l\c rou enclosed a note on Yes! No 
import.1Jll achievements during 
the pcnod 

Dale: SiHnalllfc oj" the 

O nin: r Ikporlcd UpOIl 

Section III 
Appraisal 

I. Assessment of Attributes (fhis assessmenl should rate 1.1 11.: ul lin:!" \ I..,.;I -\"IS 1IIl' pel:!:" ,lllt! Ilot 11K g-cnelal 
population. Grades should be assigned Oil a scale of 1-10 in whole numlx: r.., wi th I rdcrn ng to the- to\\'<:M grade 
and 10 to the best grdde. 70% weightagc will he assigned La this item) 

Reporting oJliccr H l'V]I,;\\ iJ lg luillaJ of I k\'lCII'!lI~ ofli{ IT 
ollin.:r 

j) ALlllude to work 
ii) Decision making abiliLY 
iii) Initiative 
IV) Abili ty to insnire and motivate 
,-I Strategic planning ability! 
1ll1l0\'<ltivencss 
\'i) Co<)rdination ability 
On;rall t!:radint!: on attributes 

2, Assessment of work output (fhis assessment should ralc tIle unicef \ j' -;t-\' Is tl l(.; pc(.;)~ ;II HI Ilot ti ll,: gl'IIC];l1 
population, Grades should be assigned on a scale of 1-1 0 in II'hok lH lmh(' r~ 11;111 I rclcm n ~ I() Ille l()wl.;~ll{ra(ll' 

ami 10 to the besl grade. 30% weightage will he as~ lb'm;d to !l lh ill.:m) 

Reporting onirer ItC\ ltwiu,l; I Iml lal oi' l km!WIIII{ ollie(.;] 
olli( ('r 

i) At ('omnlishmclllof llanned work 
Ii) QualUv of OULPUI 

Iii) Accomplishment of exceptional I work. unforeseen tasks during ~,c 

11)C[lod 
Ovcralllmldinit on work outnut 
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3. IntegrilY 
Please com menl all the intq,rrity of the ofliccr keeping ill mind hOlh the Jin;ult"ial illtL:,I{ril), ;jjulll1ol"aJ irllL:,I{riIY 

I 

-1. Pcn piclure by the Reporting AuthorllY 
Pleasc comment (in abo ut 100 words) a ll tJlC overall qualities o f ti Le o lTicer illt·hldirlg: ;L fC;\S ()f 'lfCllgllls allcl 

lesser Slrcngths and his attitudc towards wcaker sections 

5. ()I l'rall Grade all a sca.ic of I·] 0 

J 
Dale: 

IS 



Section IV 
Review 

1. Do you agree with the assessment made by the reporting oOker willi rCSpl:l'1 to tile work output ;uld th.: 
various attributes in Section Ill ? Do you agree wilh the as!iI..',slIlenl of the Icp( l rIJll){ ol1i«:1 ill rl"Sl'l'ct of 
c.>.:Lraordinary achievements amV or significant failures of lhl: ojJin.::r n::])orlJ.;d lllJOI I;) 

(In case ),ou do not agree with any of the numerical asscsSlllcnl<; 01 alLribulc!o., pil.::asc n;/"orcl yOUI' aSM:ssml:nL 111 
Lhe column provided for you in that section and initial your cillric~) 

I Yes I No 

2. III case o f difference of opinion details and reasons lor the ... un!.: tIlil)' be Jotll 1.:11 

,
I 

L-____________ . __ _ . ______ _ 

3. Plc:lSC comment (in aoom 100 words) ol1l.hc overall qualities of the oHicl"!" IlidudLith ;tn':;l~ or .. lll'l1h'1l1, ;uu] 
lesser :.trcnglhs and his/her altitude towards weaker sectious : 

---------------- -----. ------

t Overall Grade on a scale of 1·10 LI ____ ~ 

Dale: 
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Section V 
Acceptance 

I. Do rOll agree \\il1l the rc m;u'ks of !he J'Clx>rling/ reviewing aUlhorul' I y" I No I 

2. In case of difference of opinion dClail~ and reasons for lhe !>:tIllC may he ~\ CII 

"------- -------- --- - -

:~. O\erall Grade on a s('"alc of I·JO 

Dale: Sil-,'llallin.: ()r . \ Ct'i:plit 'Ll: AUlhOl lir 
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Form II 

[See rule 4) 

The Himachal Pradesh Class-I and Class-II (Annual Performance 
Appraisal) Rules, 2022 

[Applicable fo r the Himachal Pradesh Class-I and Class-II Officers who are on deputation/ 

secondment] 

Annual Perfonnancc Appraisal Report for tile IlI.:rJ(xllnll ll _________ (1 ___ ____ _ 

Section I - Basic Information: 

(To be filled in by the Departl1lclll of Per,onnel) 

I. Name of the officer reported upon: LI ___________ _ 

2.Ycarofallounenl: ( ) 3. Dalcofbuth: r- ----
'----~ 

LPrcscnl Grade: [L ________ J 

'-----1 
,j,Dale of appointment to the present post: L 

o. l{Cjx)rLing, Hc\,jcwing ;Uld ACCCptillg Authorities 

Name & Desi 'nation 
Heporting AUlhorilV 
IkvH.'wing Authority 
An:cpling Authority 

7. Period of absence on leave, elc. 

Period Type 
Oil kave (specify type) 

()thlTS (specifv) 

H. ' \'rainillg progrrunmcs attended 

Dale from Date (0 i n<;(illllc.: I 
I 

Penod worked 

Ikillark, 

Slll~JlTI 

_.1 

J 

l 
I 

j 

-

i 
I 
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9. Awards! Honours 

10. Details oflhc H imaehal Pradesh Sccrct.lriat Services and ollieI' (Jni('er~ Hoi \\rittcI IIl\ 11Ie oJTiCl'J' 
as Ih:portil .gI Rcvic\ling/ Accepting Autho rity for the previolls rcar 
(s) ............................. ................................................................................................................................. . 
................................................................................................................................................................... 

II. Dalc of filing the ;ulIllIal properl)' rclulll for the year elldill" Det'tlnb"r: 

12. Dale or tJle lasl prescribed medical cxaminatioll (for oniccrs ol'er !O ye:u'S or age) [ _____ _ 

Auach copy of the summary of tJIC medical repOrl 

Dale: Sigllaturc 0 1] hel]aJI' oj' Adl] . i l] i~Ir.II()]·(I)t:f~!III].eI Dcp:1l1rnt'lll 

Section II-Self Appraisal 

I. Brief description of duties: 
(Objectives o f the position you hold and the la.~ks you afC requirc( ] It I Ilcrlell'ln i l l a lH I111 100 \Ionls) 

DillC: 

2. Annual work plan and achievement 

Ta.~ks 10 be pcrfonncd 
Initial 

\ 

Dclil'crah\es 
~ lid 'car 

'tigIJalun .. ' oJ Ihe 
O l1irn H(,POlkd II I H)I I 

,\("llIa\ Adllcl'CIIlClll'" 
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:l During !.he period under report, do rou believe lhaL yuu Ii:l\!.: Illad!.: allY l:\("!.:plional IOlltnhuliOlt :1 If 
so, please give a verbal descnpljon (within 100 words) 

4. Declaration 

Have you fi led your annual Yes! No Date 
property return as due. Ir yes, 

I please mention dale 
Have you undergone ~'C Yes! No 

I prc~(Tibed medical check up 
Han; you set the annual work. Yes! No 
plan ro, all officers ro, ~'C 
current ycar in respect of whom 
rou are the reporting aUlhori ty 
Han; you prepared lhe work Yes! No 

_plan for yourself 
H,l\'c you cnclosed , note on Ycs! No 
importanl achievemcnts during 
the period 

Dalc: Sil{lIiltllrl: oj lite 

Section III 
Appraisal 

()llinT HCpOl ll:d upou 

I. Assess ment of Attributes mlis assessment should rate the olliecr vls-;'!-,·is the peers :u.d Ilot the w .. 'IH.:ra l 
population. Grades should be assigned on a scale of 1-1 0 in whole numher .. wiul I referring to the IOllcst 
grad\.! and 10 to the best grade. 70% wcighL.1.gc will bc assigned to litis ilt'm) 

Reporting oflicer HC"ICI1"IUg o!lit"l:!" Illltial o f lknCII II I);" 

oilin:r 
i) Altitude to work 
ii) Decision making ability 
iii) Illitiative 
IV) Ability to inspire and motivate 
, ) Stralegic planning abilityl 
uUlovallvencss I 
\ i) Co-ordi nation ability 
O,crall grad ing on attributes 
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~. Assessment of work output (111is assessment sho uld rate llic oniecr \,j~';'J-\ is tl u.: pl..:cr~ alld Ilot tll(' ~clll'ral 
population. G radcs should be assigned Oil a scalc of 1·10 ill wholc numher" \\'it11 I rdi.:rrilll{ In Ihe IOllcst 
gradc ;md 10 Lo lhe bcst grade. 30% lI'eightagc wi ll be assigncd to this item) 

Reporting oniecr lkl'il' \\;rlg Illliccr Il1ili;l l of Ik\' IC\\il lg 
(Jllin:1 

i) An'oll1 lllishlJ1clLI of 1)lanncd work 
ji) Quality o r Ollt )lit 

iii) l\ccom plisluncnt of exceptional 
work, unforeseen tasks during th e 
period 
01 crall JIrading 011 work output 

:1. ln tchrrity 
PIt:::L'e: colilment onlile: intcgrity of the onlccr keeping in mind hot h Ihe Jill:uwial illtl'grity and illoral ill tl' !.{ri IY 

I. I'en picture by the Reporting AUlhority 

I'lease comment (in about 100 words) Olllhc overall quaiilit:s (lfthe oniccr illt'llldill~ arl'a, ()r ,tJcllglh~ and 

lesser strengths and his :lltiludc t o\\~lI'Cls weaker sections 

L-_ _______ ___ _ _________ _ 

.i. O \crall Grade on a s(,: lle of 1·1 0 

1 

Datc: Signalure of l{cl }ortinn Auuloril ), 

21 



Section IV 

Review 

I. Do you agree willi the assessment made by the reporting oili(er will! !l:~pc.:r( to Ihl" work output alld lbl' 
\'aflOll~ attributes in Section II I? Do YOll agree with lhe asscssml'ul oj' tht" n:por\illj.{ ollin:1 JII rC"jltTI of 

c:.:traordillilf}' achievements and! or significant failures of the Otliccf 1C)oncd Illl(III:) 

(In case you do no t agree with any of the numerical assessments of ,,(tribute'_ please n:nml your assr.:s~J\l1.:1l1 
in IllC column provided for you in that section and initial your cllIrics) 

Yes No 

2. III case of difference of opinioll details and reasons for L1IC SillllC Illar IIi.: Itll ell 

r------------------- - -----------

3. Commcn~, irany, on tl,e pen pictm-c ",illen by tlle lkpo>t"'" Atllilonlr 

----------------- - ----- -- - --

a A COllllllents, irany, on lhe (lell picture written by the HcporLing .\lLllionl) 

i. Overall Grade on a scale of 1-10 

Date: 
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Section V 

Acceptance 

1. 1)0 you ao'TCC witJI tJ te remarks of the rcpolting/ l"Cl'icwinK aUl lu)ril ), 

Yc, No 

2. In C:L~C of difference o f o pin ion dctli ls ,md reasons lo r the sallle may he gi\eH 
- ------_. 

'----r====;------ --. 
3. Over.tl i C r.l.dc on a scale of 1·1 0 

Dale: SigJl:UlllI,: Ilf /l.n"C)!lil lg .\ uIJI( )ri l), 
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Form III A 

[See rule 4] 

The Himachal Pradesh Class-I and Class-II Officer (Annual 
Performance Appraisal) Rules, 2022 

PERfORMANCE REPORT ON STUDYLEAVE/ LEAlIE FOR STUDY 

Annual Performance Appraisal Report for the period from _______ to ______ _ 

A. PERSONAL DATA 

-- ----- _._---] 
- --- - -- -- - - ---. 

I. !,\';mll! of lhe oflicer reported upon: 

2. YcarofalloLmenl: [ ) 
~--~ 

3. Dale of birth: 

I. Present Grade: ( l..... ___ -' 
c--- -
-----,-- -

5. DilLe of appoinrment to the present post: [\.. _______ 1 
6, Study leave! leave details 

a) Course 

h) Inslitution 

cl Duration 

7. Period of sanctioned leave 

K Details of Degree! Certific.J.leJ Diploma aJld evaluation ol)I:llnl.:(1 <lurillg 111l! penod ("(IIIlL'\ to 1)~ l:1J(·lo~l:\n 

9. Date of filing Annual Property Return 

B. SElf ASSESSMENT 

Slg-!l;lltl!'l': oj" till': 

Dale Ollie!.:r Ikporlcd \llKU! 
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Form III B 

[See rule 4] 

The Himachal Pradesh Class-I and Class-II Officer (Annual 
Performance Appraisal) Rules, 2022 

Performance report on train ing 

Annual Performance Appraisal Report for Ihe period from ______ 10 _____ _ 

A. PERSONAL DATA 

I. Name of the o ffircr reported upon: 
'-------- --- - -- - --

2. Year of .. I lot men I: ( ) 3. Dnlcofbirtll: C---'] 
------' 

~. Present Grade: [ 
~----~ 

J. Dale.: of appoinLmclll La the present po:.L: ["' _____ ] 

6. Training details 

a) Course 

hl in:.liluLion 

d DUr.\tion 

- - - -- - J 
._._-----

7. Details o f Degrec/ Certificatc/ Diploma and evaluation OI)lal lll~(1 11 1 1]'itll::: IIIC pCJ;cx] (mpil'\ 10 he I.:llt·]O'l·f l) 

H. Ddtl' of filing Annual Properly HCILlnl 

B. SELF ASSESSMENT 

------------------ - - -- -----

Signallll\; of lilt: 

Date Ol1i('cr lkponcd upon 
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General guidelines for filling up the APAR form for the 
Himachal Pradesh Class-I and Class-II Officers . 

1.1. The Annual Performance Appraisal Report is a vital tool for assessment and career 
advancement of an officer. It provides the basic, relevant and significant input for further 
development of an officer. The officer reported upon, the Reporting Authority, Reviewing 
Authority and Accepting Authority should therefore, fill up the form with a high sense of 
responsibility, impartiality and objectivity. 

1.2 Performance appraisal should be used as a tool for career planning and training, 
rather than a mere judgmental exercise. Reporting Authorities should realize that the 
objective is to develop an officer so that he/she realizes his/her true potential. It is not 
meant to be a fault-finding process but a developmental tool. The Reporting Authority. the 
Reviewing Authority and the Accepting Authority should not shy away from reporting 
shortcomings in performance, attitudes or overall personality of the officer reported upon. 

1.3 The columns should be filled with due care and attention and after devoting adequate 
time. Any attempt to fill the report in a casual or superficial manner will be easily 
discernible to the higher authorities. 

1.4 Although the actual documentation of performance appraisal is a year-end exerCise , 
in order that it may be a tool for human resource development, career planning and 
training, rather than a mere judgmental exercise, the Reporting Authority and the officer 
reported upon should meet during the course of the year at regular intervals to review the 
performance and to take necessary corrective steps. 

2. Section-I 2.1 This Section should be filled up in the Confidential Cell in the Department 
of Personnel. Period of report could either be the entire reporting year, namely, from 1"of 
April to 31"March or a part of the year (exceeding 3 months) . In case the penod of report 
is a full year, it should be indicated accordingly; for example. 2018-2019 In case the 
period of report is less than the entire year, specific start and end dates should be 
indicated, for example, 13"October 2018 - 31"March 2019. 

2.2 Information on the present grade (pay-scale) as well as present post (actual 
designation and organization) and the date from which he/she has been on his/her 
present post needs to be mentioned. 

2.3 In the table relating to reporting, reviewing and accepting authorities, the name and 
designation of the reporting and reviewing authorities should be mentioned so that the 
officer reported upon is clear about whom he/she is required to send the report. 

2.4 The period of absence from duty. on leave, training. or for other reasons, should also 
be mentioned in this section in the table provided for the purpose. Details of the training 
programmes attended, date of filing of property returns and whether the officer reported 
upon has reported/reviewed the annual performance report of all his/her subordinate 
officers for the previous year should be mentioned in the table for the purpose. 

2.5 This Section provides for regular annual medical examination . The health check is 
mandatory for all officers above the age of 40 and may be totally dispensed with for 
officers below the age of 40, except in case of medical incident. A copy of the summary of 
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the medical report is to be attached to the APAR Form by the Administra tor / Department 
of Personnel. The format of the health check-up and the summary of medical report will 
be as circulated by the Personnel. 

3. Section-II 3.1 The officer reported upon is first required to give brief description of 
his/her duties and responsibilities, which would normally not exceed about 100 words. 
Ideally, this should be in bullet form. 3.2 All officers are required to devetop a work plan 
for the year and agree upon the same with the reporting officer. The work plan should 
incorporate the relative annual work rhythm and budgetary cycle. This exercise is to be 
carried out at the beginning of the year and finalized by 30'"April, positively. In case of a 
change of the reporting officer during the year, the work plan agreed with the previous 
reporting officer would continue to apply. The work plan agreed upon at the beginning of 
the year has to be reviewed again during the month of September/October as a mid-year 
exercise and finalized by 31 stOctober. Based on this review the work plan may undergo 
some changes from that originally prepared. 

3.3 After the work plan is prepared, it is possible that the officer reported upon is 
transferred out. There need not be more than one work plan for one post each year. The 
period spent by the officer during the year and his contribution could be considered for 
evaluating his performance against the work plan . In the case of mid-term transfers, 
continuity and assessment of work and the lower performance profile in the first quarter 
should be taken into consideration. 

3.4 The work plans, duly signed by the officer reported upon and the reporting authority 
have to be submitted to the reviewing authority for his/her perusal and custody. The 
annual performance appraisal form provides for an assessment of the accomplishments 
vis-a-vis the work plan agreed at the commencement of the year and reviewed mid- year. 
The officer reported upon is required to fill up the table provided for the purpose in 
Section-II. 

3.5 It is not necessary that the work plan should be entirely quantitative in nature. While 
for fie ld level posts, the work plan would consist essentially of quantifiabte targets, for 
secretarial level posts it would consist of policy objectives to be achieved etc. 

3.6 Section II also provides an opportunity for the officer to reflect upon his/her 
performance during the year and indicate one item which he/she thought was a 
significant contribution made by him/her during the year. It IS always pOSSible for any 
officer to make significant contribution even in activities otherwise regarded as routine in 
nature. Examples of such contribution may be the successful organization of a major 
event or successful conclusion of an activity that has been going on for a long time, or 
even successful dealing of an emergency (e.g. major earth quake/flood) would certainly 
be an exceptional contribution . 

3.7 The officer reported upon is required to indicate specific areas in which he/she feels 
the need to upgrade skills and attend training programs. He/she should also mention the 
specific steps that he/she has taken or proposes to take to upgrade his/her skills In the 
identified area. 

3.8 There is an increased emphasis on competency building in the new performance 
appraisal and career progression system. There would be a premium on competency and 
skill upgradation. Hence, all officers are advised, through a note in Section II, to keep the 
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Department of Personnel informed, at least once in five years, of all educalional and 
training programs attended , including the details of marks/g rades secured in such 
programs, details of professional papers published. These would be taken into account in 
the future career progression . 

3.9 This Section also requires the officer reported upon to record certain certificates 
aboul submission of property returns, annual med ical check up and selling up of annual 
work plan for whom he/she would be the reporting aulhority. 

4. Seclion-III 4.1 Section III requires the reporting aulhorily 10 commenl on Seclion II as 
filled out by the officer reported upon and specifically slale whelher he/she agrees wi lh 
Ihe responses relating to the accomplishmenls. In case of disagreement the reporling 
authority should highlight the specific portions with which he/she is unable to agree and 
the reasons for such disagreement. 

4.2 This Section then requires the reporting authority 10 comment on the skill upgradation 
needs as identified by the officer. 

4.3 Thereafter, this Section requires the reporting authority to record a numerical grade in 
respect of the workout put of Ihe officer reported upon both in respect of the planned work 
as well as the unforeseen tasks. A numerical grade is also required in respect of the 
"quality" of the output. In doing so, the reporting authorily should lake inlo accounl Ihe 
cosls incurred (whether the officer reported upon has been cost conscious), the lime 
laken and whether the laid down rules/procedures have been adhered to in 
accomplishing the tasks. 

4.4 The reporting authority is also required to record a numerical grade in respect of work 
oulput, personal attributes and functional compelencies. 

4.5 Section III requires the reporting authority to commenl on Ihe inlegrily of Ihe officer 
reported upon. In recording remarks with regard 10 inlegrity, he/she need nol limil 
him/herself only to matters relating to financial integrity bul could also take Into accounl 
the moral and intellectual integrity of the officer reported upon. The following procedure 
should be followed in filling up Ihe column relating to integrity' (i) If Ihe Officer's integrily is 
beyond doubt, it may be stated. (ii) If there is any doubl or suspicion, Ihe column should 
be left blank and aclion taken as under: 

(a) A separale secret note should be recorded and followed up. A copy of Ihe note should 
also be sent together with the Annual Performance Appraisal Report to Ihe nexl superior 
officer who will ensure that the follow up action is taken expeditiously. Where il is nol 
possible either to certify the integrity or to record the secrel note , Ihe Reporting Officer 
should state either that he/she had not watched the officer's work for sufficient time to 
form a definite judgement or that he/she has heard nolhing against Ihe officer, as Ihe 
case may be. 

(b) If, as a result of the follow up action , Ihe doubts or suspicions are cleared, Ihe officer's 
integrity should be certified and an entry made accord ingly in the Annual Performance 
Appraisal Report. 

(c) If Ihe doubts or suspicions are confirmed, Ihis fact should also be recorded and duly 
communicated to the officer concerned. 
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(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor 
confirmed , the officers conduct should be watched for a further period and thereafter 
action taken as indicated at (b) and (c) above. 

4.6 The reporting authority is also required to record a descriptive pen-picture on the 
overall qualities of the officer reported upon and his/her performance including his attilude 
towards weaker sections. This need not exceed about 50 words and should try to cover 
overall qualities of the officer including areas of strengths and lesser strengths. The 
penpicture is also meant to be a qualitative supplement to the quantitative assessments 
made earlier part of this section. 

4.7 Reporting authority is then required to make recommendations relating to domain 
assignment. The list of domains is at para 10. 

4.8 Finally, the reporting authority is required to record an overall grade. This should also 
be done on a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest. 

5. Section-IV 5.1 This Section is to be filled up by the reviewing authority. He/she is 
required to indicate if he/she agrees with the assessments made by the reporting officer. 
In case of disagreement, he/she may record his/her own assessment against the work 
output or any of the attributes in the column specifically provided for the purpose. In case 
of agreement, he/she need not fill in the column meant for him/her in the attributes/work 
output tables. Finally, the reviewing authority is required to record an overall grade in the 
scale of 1-10. 

6. Section-V 6.1 This Section is to be filled by the accepting authority He/she is required 
to indicate if he/she agrees with the assessments made by the reporting 
authority/reviewing authorities. In case of difference of opinion , he/she is required to give 
details and reasons for the same in the column specifically provided for the purpose in 
the table in Section V. 

7. Numerical Grades 7.1 At several places , numerical grades are to be awarded by 
reporting and review authorities. These should be on a scale of 1-10, where 1 refers to 
the lowest grade and 10 to the highest. It is expected that any grading of 1 or 2 (against 
work output or attributes or overall grade) would be adequately justified in the pen-picture 
by way of specific failures and similarly, any grade of 9 or 10 would be justified with 
respect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare 
occurrences and hence the need to justify them . In awarding a numerical grade the 
reporting, reviewing and accepting authorities should rate the officer against a larger 
population of his/her peers that may be currently working under them or would have 
worked under them in the past. 

7.2 Weightage and Mean Weights have been assigned to work output, personal attributes 
and functional competency. The overall grade will be based on the addition of the mean 
value of each group of indicators in proportion to weightage assigned. 

8. Disclosure 8.1 There should be more openness in the system of appraisal. The annual 
PAR, including the overall grade and integrity, should be communicated to the officer 
reported upon after it has been finalized by the accepting authority. 

8.2 . Representation The officer reported upon may have the option to give his comments 
e APAR. Such comments may be restricted to the specific factual observations 
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contained in the Annual Performance Appraisal Report leading to the assessment of the 
officer in terms of attributes, competency and output. 

If comments are submitted , the Reporting/Reviewing/Accepting Authority wou ld have Ihe 
option to accept them and modify the PAR accordingly. 

If the comments are not accepted , the views of the Reporting/Reviewing/Accepting 
Authority would be communicated with reasons to the officer reported upon. 

Thereafter, only if the officer reported upon so desires, he may request for the matter to 
be forwarded to the Referral Board. The representation shall be confined to errors of facts 
and nothing else. 

The Referral Board shall give clear findings on the representation and take a f'llal 
decision on the assessment, includ ing the overall grading in regard to the parameters 
affected thereby. The decision along with details in case an entry is upgraded or 
downgraded with , reasons for same may be recorded in the APAR and the same 
communicated to the officer reported upon. The decision of the Referral Board shall be 
final. 

g. Schedule for completion of APARs of Class-I and Class-I I Officers. 

9.1 The following schedule should be strictly followed : 

Reporting year- Financial year 

Cut off dates 
Activity Due date Auto 

forward 
Blank APAR form to be given to the officer reported upon l ' April -
by the Department of Personnel , specifying the reporting 
officer and ReviewingAuthority. 
Self appraisal for the year under report 31' May 15 June 
Appra isal by Reportinq Authority 31' July l ' Auqust 
Appraisal by Reviewing Authority 30m l ' October 

September 
Appraisal by Accepting Authority 31' 31 " 

December December 
Disclosure to the officer reported upon 31' 

December 

Timelines for Representation 

Comments of the officer reported upon , if any (if none, 15 days 
transmission of the APAR to the dossier) from 

disclosure 
Forwarding of comments of the officer reported upon to 15 days 
the Reviewing and the Reporting Authority by the 
Accepting Authority. in case the officer reported upon 
makes comments 
Representation to the Referral Board by the officer One month 
reported upon. 

I 
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-
Forwarding of representation to the Referral Board along 15 days 
with the comments of Reporting Authority/ Reviewing 
Authority and Acceptinq Authority 
Finalisation by Referral Board, if the officer reported upon One month 
represents aaainst the decision of Competent Authority 
Disclosure of the decision of Referral Board to the officer 15 days 
reported 

9.2 The completed APAR should reach the Cadre Controlling Authorities after completion 
of final process as per schedule specified in para 9.1 above. The Cadre Controlling 
Authority will prepare a list of APARs not received and follow up with the Nodal Officer of 
the Administrative Departments. 

9.3 The Administrative Departments shall designate Nodal officers to ensure that the 
APARs of the members of Service, duly completed, are sent to the Department of 
Personnel after completion of the final process as per schedule specified in para 9,1 
above, They shall send a list each Class-I & Class-II officer, including Departmental 
HoD's & HPSS, as the case may be, whose APARs are to be written and reviewed to the 
concerned Reporting/Reviewing/Accepting Authorities by 15th April every year to enable 
them to ensure completion of APARs within the time-schedule. 

9.4 . If an APAR relating to a financial year is not recorded by the 31" of December of the 
year in which the financial year ended , no remarks shall be recorded thereafter. The 
HPAS officer will be assessed based on the overall record and self-assessment of the 
year concerned, if he had given his self-assessment in time and the Reporting AuthOrity, 
Reviewing Authority and the Accepting Authority have not completed the APAR according 
to the time schedule given in para 9.1. 

9.5. The nodal officer shall also keep a note of the failure of the Report ing Authority to 
submit the PAR of his subordinate in time for an appropriate entry in the PAR of such 
Reporting Authorities. 

9.8. The Nodal Officer shall evolve a suitable mechanism to ensure that the remarks of 
the Reporting, the Reviewing and the Accepting Authorities are recorded without fail by 
the dates given in the schedule below Para 9.1. 
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