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Preface

The exigency for administrative reforms in Bangladesh is necessitated for reasons inter
alia “over-extension of government during the last two decades, inadequate level and nature of
accountability, lack of transparency, regulatory overburden and poorly functioning legal
system, weak policy formulation and slow decision making, weak performance and poor
delivery system of the public sector organizations and also poor personnel management
system”(Bibliography 6). The issues of public administration reforms constitute the main
thrust, on “right-sizing the government, creation of market economy friendly administration,
forstering privatization, enacting local government legislation, delivering services to the
people, establishing parliamentary watchdog agencies, etc., of all concerned in most of today’s
developing countries. And those can only be ensured by strengthening efficiency and
dynamism in the administration and establishing a monitoring agency for assessing the
performance of the Ministries/Divisions/Departments/Directorates- all the public sector
organizations, at large for achieving the goal of good governance. It is considered as one of
the essential elements of development. But as a matter of fact it is not possible in a country
like Bangladesh without a continuous process of reforms in public administration for

increasing efficiency of public servants.

The MATT-LDP and the present portfolio project on the Performance Appraisal system
of the civil servants of Bangladesh has given an ample'scope forlmaking some contribution
towards the efforts of the M/O Establishment in finding out an effective career planning by
introducing a sound Performance Appraisal system. I sincerely hope and believe that this
report will be helpful for the concerned authorities if they can utilize it in a judicious manner

and only then we may think that out endeavor has been successful.

Md. Tofazzel Hossain
MDS, BPATC and
Leader of the Group-1
Batch-1, MATT-LDP
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EXECUTIVE SUMMARY

“Managing at the TOP — A leadership development programme for the top Bangladesh
civil servant,” project was sponsored by the Ministry of Establishment and financed by the
DFID, UK. Under this programme, the training of the first batch of 16 officers was
conducted between 05 April to 10 June, 1999. As a part of the training programme, a
portfolio project under the title “the Performance Appraisal System of the Civil Servants of
Bangladesh” was assigned to this group consisting of Mr. Md. Tofazzel Hossain , MDS,
BPATC, Dhaka (Team leader)Mr. Nazrul Islam, Joint Secretary, M/O P&T (Member),
Mrs.Rezina Akter Khanom, Joint Secretary, M/O IRD(Member) and Mr.M.U.A. Quader, Joint
Secretary, Cabinet Division (Member).

2. The terms of reference (TOR) of the project are:
i) to review the existing performance appraisal (ACR),

1i) to find out its weaknesses and
ii1) to recommend changes to be incorporated to revise the same in conformity with

the demands and needs of public administration reforms.

L]

3. Just after independence Bangladesh had 0.65 million civil servants in 1972 which has

stood at 1.04 millionin 1997. The general impression indicates that .though the number of
civil servants has increased over the years yet the qualitative evidence reveals a dismal

picture of serious deterioration in efficiency. Having no tangible resources other than a vast
number of human being, Bangladesh has to adopt productivity to people approach which
recommends effective use of the skill and efficiency of the people in general and the civil
servants, in particular. Performance Appraisal System has been regarded as one of the key
elements to raise efficiency of the civil servants, but our present appraisal system, that is

entirely based on Annual Confidential Report (ACR) is far from serving the desired

purpose. The main components of the present ACR are as follows :

C drive/PASCSBI e
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1) Medical Check up Report

i)  Bio-data and job description of jobholder

1)  Personal traits

v)  Work performances

V) Structured written report (Pen picture)

Vi)  Recommendation about aptitude, training and promotion
vil)  Evaluation made by RIO in a closed system

Vvill)  Overall evaluation made by CSO

4. Appraisal of the present system:

An analysis of the present appraisal system reveals some insignificant elements

which need specific mention. Moreover, the following defects and drawbacks are standing on

the way of achieving positive results.

1) It is subjective

it) It emphasizes more on personal traits than performance

n) Job description does not reflect the actual and specific job done

1v)  There is no job target and as a result, the evaluation is made superficially

v) Pay, promotion and posting are not related with performance

vi)  Itis seldom written and submitted within the preécribcd time frame

vii) It is a closed system which is not in line with the present progressive system
prevalent all over the world.

5. Drivers for change:

We have made an opinion poll about the appraisal system through a structured
questionnaire and open discussion with some important members and dignitaries of civil
society. Moreover, we have studied some research paper which were also made on the basis
of public opinion. What we observed after all the those studies were that the politicians, the
people, the Press, the members of civil society and even the civil servants themselves are not
happy with the present system. The reasons for dissatisfaction about the present system lie on

the fact that in the next millenium, which is at the door step, we shaj be facing an open

C drive/PASCSBI viil
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competitive economic order to be unlisted by the WTO with all the countries of the world.
The world is moving on. Globalization is catching up. Globalization means either we have to
be ready to face the future challenges that are yet to come in the world market or we have to
perish . Our education, health, technology, business, law and order situation have to be at
global level if we are to play our role globally for being the beneficiary of globalization.
There is a good news for us that the next century will be a century of ideas and creativity. We
are a nation witha half of our population is under 20, who have scope for competing with
the talents of the world. To tap these possibilities properly ~we need able leaders and co-
ordinators. An efficient civil service may also take the lead hand-in-hand with the political
leaders with vision. Appropriate evaluation of pcrfonnancc-focusing career planning and
relating it to pay, reward and punishment — may be one of the most effective means which
would ultimately produce efficient civil servants competent to accept the challenge of the
days to come. For this, an immediate change of our present evaluation system and form 1s
essential and urgent. All these suggest to ;:volvc a new system which is being followed in the
advanced countries of the world. In this context, we have studied and found that the
following principles are being maintained in the USA, the UK and Malayasia.

5.1. THE_USA SYSTEM :
- Pay, reward and promotion are related with performance .
- Appraisal provides explicit work guidelines and feed back on performance
= Performance includes improvements in efficiency, productivity, quality, cost
efficiency, timeliness, etc.

= Final appraisals are made by a Review Board.

6. TYheUKsystem:
- A forward job plan for each job holder with specific objectives for the year,

- An annual assessment of performance, made open to the job holder based on
specific objectives and agreed job description;
. Regular assessment of profitability and potentiality;

. Specific rating scales for performance and promotability which make clear

C drive/PASCSB1 ix
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= Opportunity for an appraisal interview.

7. The Malayasian system :.

- Western Style MBO based performance Measurement Appraisal;
= Salary progression as per score in PA and

- Annual work target setting and performance evaluation accordingly..

A comparative statement of the performance appraisal system of Bangladesh with

those three countries have been given in table - ‘6’(Appendix-6).

8. Recommendation:

Keeping in view the analysis of Political, Economic, Social & Technical (PEST)
change drivers made in the previous chapter (more details in chapter 3 of the main text) we
are of the opinion that an objective and job oriented performance appraisal closely related
with pay, posting, promotion and rewards is very much essential. For these, we would like to
make the following recommendations :

L]

- The name ACR may be replaced by PAR/APAR.

- Medical checkup reporting system be deleted,

- Instead of job description specific and set job targ;at may be introduced;

- Performance Appraisal may be done on the basis of actual work done against
job target.

- Personal traits may also be evaluated but more emphasis be given on
performance;

- Merit should get appropriate priority in case of promotions and some kind of
equation matching seniority and merit may be developed(as proposed in para 6.
(VD).

) Pay and job placement may be related to performance. Reward and

punishment system may also be incorporated with performance;

Appropriate training scheme may be taken and training needs to be determined

on the basis of job target and training received earlier;

C drive/PASCSB1 x
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. Appropriate training scheme may be taken and training needs to be determined
on the basis of job target and training received earlier,

= Performance Appraisal system may be an dpen one;

= Well thought and well organized career planning may be introduced so that a
civil servant may have an idea as to where he is likely to reach at the fag end of
his career.

< Planning process, project approval, implementation and financial control may
be decentralised; and

=~ Performance audit system may be introduced and auditing may be updated to
enforce accountability and transparency.

= Well-thought and well-organized career planning may be introduced so that a
civil servant may have an idea as to where he is likely to reach at the fag end of
his career.

- Punch card office attendance to be introduced to ensure punctuality.

9.  Implementation:
It is possible to use the PAR as proposed above as a universal system for all

organizations that exists at present. It is also possible to introduce a separate format in different
organizations incorporating some appropriate elements suitable for some specialized jobs or
organizations by making slight changes in part IV & V of the proposed format. 1t could also
be used both in subjective and objective methods. But since our target is to switch over from
subjective t0 objective appraisal system it can be achieved by phases keeping conformity with
the proposed reforms in other sectors in administration. It is also suggested that the government
may consider introducing this system first in some selected organizations on an experimental

basis, before making it mandatory in all the organizations and services.

Scanned with CamScanner



Introduction

Bangladesh has to face increasingly the challenges of globalization, the open market
competition, with all the countries of the world in a equal footing. But to keep up with the
rapidly changing environment of competition. Bangladesh needs some efficient and hard
working management personnel at the top having foresight, progressive out look and clear
vision. Bangladesh Civil Service (BCS) should take the leading role for materialising this
objective based upon felt needs rather than externally imposed models. However, the exposure
to good practices and opportunities to pioneer the elements of changes, both internal and
external, will be more beneficial. The Government of Bangladesh has established the Public
Administration Reforms Commission (PARC) to attain the reforms objectives. On the other
hand, the country has been experiencing a dearth of efficient personnel at the top due to large
scale retirement of senior bureaucrats, especially who underwent training in the best western
universities and civil service institutes. In the circumstances, the government with active
cooperation and financial help of the British Government (DFID) had taken up the “Management
At the Top — Leadership Development Programme” (MATT — LDP) to train about 100 civil
servants in six batches who are at present Joint Secretaries or Deputy Secretaries of the
government and are  expected to assume the top posts within the next few years. The project is
being implemented by joint collaboration of the BPATC, the Birmingham University (BU) and
the Civil Service College (CSC), Sunningdale. The first batch of those top managers, 16 Joint
Secretaries, have concluded theoretical portion of the training programme; 4 weeks in

BPATC from 06— 18 April and 31 May — 10 June, 03 weeks in BU from 19 April - 07 May
and 03 weeks in CSC from 08 — 29 May 1999. An important component of the training is to
implement a “Portfolio Project” within 6 — 7 months back in office by each group consisting
of four trainees, Our team comprising Md. Tofazzel Hossain, MDS, BPATC (Team leader),
Nazrul Islam, Joint Secretary, M/O P&T (Member), MU.A. Quader, Joint Secretary, Cabinet
Division (Member) and Rezina Akter Khanom, Joint Secretary, M/O IRD (Member) was given
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the responsibility to work on the portfolio project entitled “ the Performance Appraisal System
of the Civil Servants of Bangladesh”. A Comprehensive Plan titled “Project Initiation
Document” was prepared and presented on 09 June 1999 which has been shown in Appendix-1.
FiSkS apprehended therein became true to some extend and as a result-we could not finish all the
Jobs as was projected in the plan. Actually we completed our Mid-term (draft) report on 14
September and had hold the workshop on it on 19 October 1999 though these were scheduled on
30 August and 31 July respectively. The authority has shifted the date for presentation of final
Teport on 18 December instead of 30 November (planned earlier). Accordingly we have
completed our report by this day of 15 December 1999.

1.2 Terms of Reference (TOR) : The terms of reference of the project as was

identified during selection of the project are —

i) to review the existing performance appraisal system of Bangladesh (as are done
through ACR); . 1

i1) to have SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis of
the present system; and .

ili)  to recommend changes to be incorporated to revise the existing system in
conformity with the demands and needs of public administration reforms.

1.3 Just after independence Bangladesh had 0.65 million civil servants in 1972
which stood at 1.04 million in 1997. Although the number of civil servants has increased, yet
qualitative evidence indicates significant fall in cfficiency so far general impression goes.
Bangladesh, having no tangible resources other than a vast population, has to adopt*
Productivity to People Approach” which recommends skill and efficiency of the Human
Resource Development (MRD) in general and an effective civil service, in particular.
Performance appraisal is supposed to be the key element to raise efficiency of the civil servants,
But our present appraisal system wholly based on Annual Confidentia} Report (ACR) is not

serving the desired purpose.
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THE PURPOSE OF AN APPRAISAL SYSTEM

Befo ini
meant re we start explaining the purpose of this study, it is important to  know what is
Y performance appraisal or what the terminology is all about.

Mmg:‘;‘:}-iznz Elbet (1992) inthei fuous book “PERSONNEL-Human Resource
esnlopecs in the t Performance.: appr.axsal is a process of evaluating the behaviour of
‘ workplace, normally including both the quantitative and qualitative aspects of
job performance. It is also called performance review, employee evaluation, merit evaluation
and personnel rating. All of these terms refer to the same process”. The Encyclopedxa of
Management defined performance appraisal as “the process of evaluating the performance and
qualifications of employees in terms of the requirements of the job for which he is employed for
purposes of administration, including placement, selection for promotion, providing financial
rewards, and other actions which require differential treatment among the members of a group as
distinguished from actions affecting all members equaily”. Beach (year) terms performance
measurement as “the systematic evaluation of an individual in respect of his performance on the
job and his potential for future development”. Accordmg to T.H. Stone, (year) performance
measurement is “the process of collecting, analysing and evaluating data related to job behaviour
and the extent of professional rationality of an individual”. On the whole performance
appraisal is a system by which an individual is guided towards making an effective contribution
to the work of the public service. Hence the purpose,ina nutshell, is to achieve one or more of

the following :

&  Relate individual performance to original goals;
& Test competence, and

& Contribute towards a climate of open discussion within the public service.

3. THE FUTURE_FACING THE BCS.

We have already made o mention in the aims and objectives of our project initiation

document that Bangladesh has entered into the process of globalization and committed to
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administrative reforms. Our task is to study PEST analysis of the present system prevailing in
Bangladesh in order to find out its weaknesses and limitations. The purpose is o recommend
changes to be incorporated to modify the system in conformity with the commitment made
by public administration reform and to face the challenge of the rapidly changing situation. The
reason is that with population of 120 million in an area of 147570 sq. km. Bangladesh is an
interesting test case of challenging development existing an all pervasive poverty situation. So
an efficient performance appraisal system is a sine qua non for enhancing administrative
reforms in Bangladesh. '

32.  Just after independence, in 1972 Bangladesh had 6,50,000 civil servants which
stood at 1040000 in 1997. An increase of more than 83% in government employment do not
indicate proportionate improvement in efficiency. Like other developing countries, problem of
self-sustained economic growth cannot be attributed to resources constraint alone. But it is
compounded by an inherent management crisis which is both the causes as well as
consequence of poverty. World Development Report 1983 rightly - emphasised  that
“Administrative capacity is the scarcest resource of all in some developing countries.” But
being one of the most densely populated countries of the world and having no tangible resources
other than the human being, Bangladesh has to attain productivity through people “approach,
like that of some companies in the USA, which recommends creating the awareness among all
employees to this effect that their best efforts are essential and-that they will share rewards of

the country’s Success.

3.3 More than a million civil employees are working in the public offices among
which about 52 thousand are class -1 officers and about 39 thousand of them belong to 29

cadre services as is shown in Table-1 below.

It is seen from Table-1 that the size of almost all of the cadre increased during the last
two decades. The upgradation of Thana (Upazilz) administration in 1982 and upgradation of
former Sub-Division to District in 1985 increasing number of districts from 21 to 64, were the
main reasons for‘ increase in the number of BCS Officers. But it is believed that unfortunately,

there has been an inverse relationship between the efficiency and the size of the bureaucracy.
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"

The Political, Economic, Social and Technical (PEST) analysis about our BCS may be

summarised as follows :

a. Itis generally believed that the tradition of the best and brightest university graduates who
seek to develop their careers in the civil services has gradually diminished since liberation
of the country (1971). This is mainly because career opportunities in the civil services are no
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- longer as attractive as before. Although building a career in government service is still

lucrative, particularly in view of the fact that the business and other professions could not

open big frontier till now. The public sector still remains to be the biggest employer. The
pinion expressed in Tables2 and 3 indicates that the standing of cadred civil servants
. is not high in the eyesof the respondents and that the civil service has serious image
: proﬁlems. Yet a vast number of those respondents are willing to build their career in BCS

e

6
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b)

cadre, even though they have preference for the private sector. This is because the public
Service has job security, pension benefit and never the less to some people to make money
from corruption,

It is gratifying to note that the civil servants themselves are also not happy with their own
Performance. In that case none admits his own share in the fat bag of low performance
and to say sorry about the bad figure. Rather shifting of responsibilities on the shoulder of
other is a common phenomenon. Junior Civil Servants allege that the seniors having borne
during colonial rule are not enough democratic, patriotic and sincere to the norms and
justice. Seniors on the other hand tend to undermine juniors to be less educated, less efficient
and disobedient. Both groups again have common complain against the politician in power
of politicking the bureaucracy which has destroyed the norms  of neutrality, placing right
man in the right place and coupled with frequent transfer on political reason ultimately
destroying efficiency of the officers and of the organizations . On the contrary, politicians in
power opined that the civil service had been unwilling to give up powers to the
democratically elected representatives, and that there are uncertainty and tensions about
the respective roles of the ministers and the civil servants. This controversy, irrespective of
how much true or false; might have given birth to ill feelings and destroyed cohesion of the
organization. As a result apathy, narrow vision, lack of commitment and experience in
operating a democratic system of government, etc. stemming good performance.

In the next millenium, which is at the door step, we shall be engaging ourselves an economic
warfare likely to be imposed by the WTO not only with emerging tigers like Malaysia but
also with other developed countries of the world. The world is moving on. Globalization is
intensifying. It is not a question of favouring globalization or not. No body is waiting for our
opinion. Globalization is on. This will be the order of the day before we realise it
Globalization means either we get ready to play in the world market or we get over-run. We
can be the beneficiaries of globalization, or we can be the victims of it. That’s the only
choice we have. If we want to be beneficiaries of globalization, we have to work together,
We have to think of everything global level because we cannot be the beneficiary if our
institutions are sub-global, regional or sub-regional standard. Our education, health,
technology, business policies, law and order situation, have to be at global level if we have
to become player at the global level, not just a neighborhood team.
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d) The good news for us is that the next a century will be century of ideas. Lacking in
resources of any kind, a nation consisting of a people of creative thinking will rise to
the top. We have a chance there. We are a nation of young people. More than half of our
population is under 20. We can make them think creatively and compete with the talents
of the world. Have a very clear time bound plan, and start ticking them off one by one.
These cannot be done out of nothing in a kind of emptiness. We need collaboration, we
need understanding, both at national and international levels. And to tap these properly
we need leaders, we need able coordinators and we need nurture. Political leadership and
bureaucracy can jointly take a move. Political leadership in our country is still in a
vacillating situation because derqocracy is not yet deep rooted. On the contrary we have
strong bureaucracy, who can, right at the moment take the lead for coordinating all those
preparation to step into globalization. For this reason, the bureaucracy has to make each
of their members efficient enough to take lead in their own sphere. But how can that be
done?

3.4 Appropriate evaluation of perforrﬂance, focusing career planning and relating it
to pay, reward and punishment — may be one of the most effective instruments which would
obviously be reflected with an end result of efficient civil servants competent to take challenge
of the days to come. For achieving this, change of our present evaluation system and form is
essential and urgent. ' '

3.5. Performance appraisals are a key element in the use and development of country’s
most vital human resource — the Civil Servants. Appraisals are used for a wide range of
admir;ishative purposes, such as making decisions relating to pay, promotion, and retention.
Effective appraisals can significantly contribute to the satisfaction and motivation of employees
—if they are used correctly. For the most part, the objectives of performance appraisals fall into
two categories : evaluative and developmental. But paradoxically enough, performance
measurement in the public sector in Bangladesh still remained non-productive superficial one,
wholly based on Annual Confidential Report (ACR) - done in a crude and subjective method.
The Administrative and Services Reorganization Committee, 1973 said, “it is complained that
the Confidential Reports are not written accurately and comprehensively. These reports are not
specific and objective. The confidential report merely records the superficial impression of

the reporting officer. Again the confidential reports on the manner and spirit in which they are
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being written, tend more to emphasize the man and his inherent instincts than his performance.
These reports are often laconic and vague and there is no positive assessment of intelligence”.
The committee also emphasized that appraisal should be accepted as fair and reliable by the
persons appraised. The importance of staff assessment was also  stressed by the Pay and
Services Commission, 1977. The commission recommended that a suitable assessment form
should be devised. The assessment criteria have been changed and modified several times since
independence but remarkable development is yet to be achieved. Existing performance
measurement of public servants has severe constraints and limitations and hence it often faiis to
maintain objective assessment, justice, fair play and neutrality. Before we proceed further about
the use of standard parameters of p_erfonnance measurement let us have some idea about present
position of the civil servants of Bangladesh. Since we have our time and resource constraints of
the portfolio project, we shall keep our study limited within the cadre services of Bangladesh.
In the recent years, the government itself is also emphasizing the urgency for reforming
administration and strengthening position of Public Administration Reforms Commission
(PARC) upgrading the position of its chairman to the level of a Cabinet Minister and appointing
important personalities as members. The World Bank’s Cooperation in our uplift activities is
also being linked up with the quantum of our reform measures. All these activities are directed
towards downsizing organizational structures and smaller government sectors which are being
done throughout the world to facilitate market economy and to improve efficiency. The PARC
and other agencies of the government are working on the issue and all of them are of the opinion
that a skeleton merit based civil service can only achieve the target. And raising performance
- level of such skeleton bureaucracy to that of advanced countries of the world cannot be
overemphasiied. For that reason, we like to concentrate our endeavour to only the BCS cadre

services of the country.

4. Evolution of the Performance Appraisal System in BCS

The history of performance management systems can be traced back to the early third
century when the emperor of Wei dynasty (AD 221 - 265) appointed an imperial assessor to
evaluate the performance of official family members. Performance measurement for industrial
waorkers was perhaps first introduced in 1800 at Robert Owen’s Cotton Mills in Scotland. But

these appears to have been isolated instances. Formal measurement systems for hourly rated
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industrial workers was introduced after the World War-1. The practice of measurement
techniques was developed in the wake of Frederick Taylor’s time. Performance appraisal was
introduced in the US army for promotion, posting and career development of the officers during
and after the same 1st World War. The use of formal performance measurement system for N
managerial personnel in industry and business, however, is a much later development that really
started only after the World War-11. It was in the 1960s that widespread use of it was introduced

throughout the world following foot prints first in US civil service and then in Europe.

42. Formal evaluation of the public servants was introduced in South Asia by the
British rulers styled as Annual Confidential Report (ACR). The main objective then was not to
appraise performance but to assess personality traits such as loyalty and trustworthiness which
were essential for the imperial alien rulers in identifying extent of collaborations. The ACR
form was refined during the Pakistani rule containing elements of graphic rating scale and free
reporting (pen picture) system which again did not work satisfactorily. The Administrative and
Services Reorganization Committee, 1973 narrated that it was superficial, laconic and vague
and having no positive element of assessing‘ intelligence and other qualities. The Pay and
Services Commission 1977 advised to devise suitabge assessment form. However, no )
discernible measure was taken to improve the ACR system until 1982 when the then Martial
Law Committee recommended change of ACR form and to devise new one in light of what was >
used in the Army. Then a partially opened ACR system was introduced in place of previously
closed one. In 1984, minor changes in the grading nomenclature was done and after some
major changes in 1990 the present ACR form has been developed. A comparative statement of
the main elements and changes of those ACRs are given in Appendix-2 and the ACR forms

(English version) are being given in Annex — A, B&C.

43. However, before analysing our appraisal ~ system and its merits as well as
demerits, it is better to know different methods of evaluation systems developed so far and
followed by some advanced countries of the world. These are given in Appendix-3,4, 5 and 6. i
We have studied the theories as well as the present system followed by the USA, the UK,

Malaysia, Pakistan and some international and national organizations. But put examples of the

first three only and compared with that of Bangladesh. It is evident from the study and

10
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comparison that several methods may be used to appraise performances and no particular
method is the most suitable for all organizations. Even, within an organization, separate
appraisal methods might be used for different groups, such as production employees, sales

employees, and administrative employees. However, to choose appropriate method for the

organization or group the person concerned should have knowledge of all the methods and all

the latest changes, took place at that time since appraisal methods have undergone continuous

changes over the years in line with prevailing fashions and fads of management techniques.

8

EVALUATION OF THE APPRAISAL SYSTEM
PREVAILING IN BANGLADESH.

As it has already been stated earlier that the Performance Appraisal for all the

employees throughout Bangladesh is done in the form of annual evaluation called Annual

Confidential Report (ACR) containing elements of a graphic rating scale and a free written part

(pen picture ; Part-V). It is an instrument used no where but only in respect for consideration of

promotion. The main elements incorporated in the present ACR are :

Annual medipal check-up report is a part of ACR (part-1)

Job description of ORU has been made a part of i)io-'data (part-2)

Evaluation is made on 13 personal traits by a 1-4 marks rating scale (part-3).
Assessment is also made on 12 work-performances in the same scale (part-4).

There is Provision for a structured written report on overall performance called pen
picture (part-5)

Provision for recommendations about aptitude, good -will, training needs and
suitability for promotion (part-6).

CSO’s comment on the assessment made by the RIO, total marks on overall
evaluation and general remarks, if any (part-7)

Lastly, the controlling Ministry gives the date when it is received by the ministry,
records the causes of abnormal delay, and other actions, if any (part-8).

A few instructions about submitting, , writing, counter-signing and sending to the
ministry have been incorporated at the end of the form.

11
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5.2.  The present ACR form may be an improvement over the previous forms, but it
lags far behind to meet the demand of the day even if we consider Paul D. Estonia’s (1996)

conservative identification of three main uses of public service performance measurement :

(1)  to improve decisions
(2)  toimprove accountability and

(3)  to improve the performance of public service.

53.  The public sector of the country is now under intense pressure to improve its
operations and deliver its products and services more efficiently and at the least cost to the tax
paycr, based on value for money concept. Performance measurement is a useful tool in this
regard, since it formalises the process of tracking progress towards established goals and
provides objective justifications for organizational and management decisions. All public
sector organizations in Bangladesh must be interested in developing and deploying effective
perforinance measurement system since it is only through such system one can aim to be a high
petforming organisation. Thus performance measurement can significantly help to improve the
quality of services provided and the cost of government activities. Does our performance satisfy
our need as ascribed above? The answer is no. But how can we do it? The first and foremost
step to be taken here is to set some sort of standard. Performance standard or goal means a target
level of performance expressed in a tangible, measurable, objecfive against which actual
achievement can be compared. This would include a goal expressed as qualitative standard,

value or rate.

5.4.  The performance evaluation system based on ACR form, the practice as to how
we get it written and the outcome or the result it produce, is a big question. Every conscious
citizen is unhappy with the present poor performance of our civil servants which is being
discussed in the seminar, symposium, research papers, current literature, rallies and even at tea
tables. We have made a survey on the civil servants at present in service or just on retirement,
belonging to different cadre and a few non-cadre services, through questionnaire and personal

interviews. And afier compilation of the draft report, we also hold an workshop on 19-10-99 in

12
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which responsible civil servants of different cadres and well know personalities participated.
Format of the questionnaire and recommendation of the workshop may be seen in Annex~ F
and G respectively. Now let us sce what they have told about themselves and about the

evaluation system and forms.

5.5  We had distributed about 350 questionnaires but actually got back 111 of them,
we also interviewed 5 renowned personalities of the country who have had vast experience and
knowledge on the field. They are (1) Nurannabi Chowdhury, former Secretary and Chairman of
famous Nurannabi Committee for right-sizing organizations and their manpower, (2) Mr. M.
Hafizuddin Khan, Ex-Secretary and Comptroller & Auditor General of Bangladesh, (3) Mr.
Engr. S.D. Khan, Ex-Secretary, (4) Nazmul Ahsan Chowdhury, Secretary, M/O, P&T and (5)
Mz, Md. Ahsan Kobir Chowdhury, DSCRCP, M/O Establishment. We have also discussed the
matler several times with Dr. Shah Mohammad Farid, Member Planning Commission and
Mentor of our batch, Mr. Md. Enamul Hoque, Secretary Establishment Ministry and Sponsor
of our group and Mr. Hira Lal Bala, Addl. Secretary, M/O Establishment. Moreover, we have
had formal and informal talks on the issue with more than 20 civil servants of different rank and
siztus who have interest in the matter, Keeping all those in view, we shall examine our present

ACR system step by step.

5.6. Part 1-Medical Check-up Report:

Only 2 out of 111 respondents in our questionnaire gave their opinions that medical
check up report was necessary and may be continued while 24 of them termed it absolutely
unnecessary and should not be included as a part of ACR, 12 persons felt that it may be
required for those above 45 and 15 persons said 50 years of age respectively, 53 respondents
told that it can be done only on the basis of recommendation of RIO and CSO. All the
participants also opined that the longest period of delay in case of Medical checkup is about 120
days on an average. We, all the 04 members of this portfolio project, could not submit our
ACR for the year 1998 to RIO till submission of draft report (14-9-99)because we did not get
yet our medical checkup report although as per instructions AMO was supposed to complete
it by 31 December’98. Most of the important persons, we interviewed, had expressed the same

13
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opinion that medical report never reflected the true health position of any incumbent, rather all
persons generally get grade “A’ irrespective of whether they were sick or sound. Hence, their
expert opinion is that the medical check -up is a good thing, may be done under some separate
programme of the government and only the cases which might hamper nomal office work
should be endorsed in the dossier of the incumbent for consideration of the controlling authority.
But it should not be made a part of ACR causing unnecessary delaying in the evaluation
process. During our study we also did not see such a provision in any country which we can sct

as an example. So, we also feel that, this provision should immediately be deleted from our
ACR. '

5.7 Part II - Bio-data of the Jobholder:

At the end of this part job description of the employee concerned for the year/period
under evaluation is given. In our opinion poll through questionnaire 77 persons opined in
favour of keeping space for listing actual work done and 50 stated that actual work should be
written by RIO while 34 and 39 respectively said no to that. In the UK job plan is agreed at the
beginning of the reporting period. That job plan and any subsequent changes are given in a sub-
section of the job holders personal and service particular part. A detail jqb description with time
allocation (% of total time), objectives and resources/facilities extended are also found over
there. If such job description are not agreed upon, unresolved differences are to be noted
therein.as well. In Malaysian system a separate “list of duties” are attached as an Appendix.
Moreover an “Annual work targets, mid-year review and actual achievement in the year of
appraisal” is given in part VIL. Generally officer being appraised gives statements of job twice in
a year (June & December) in a separate Annual Work Target Form (BORANG SKT-2 or FORM
AWT-2 as shown in Annex-E1) which is kept in the main appraisal form as Appendix-“B”. In
our system job has virtually given no emphasis at all for which our evaluation has no
contribution towards either the real assessment or the improvement of the performance. A
positive change in this aspect is to be given utmost importance to improve performance of our

civil servants to be at par with the changed global context.

14
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58 PartIII & IV~ Personal Traits and Performances:

Part NI & 1V - Fersonal 1raits aBt 212 —————=

The present ACR form has thirteen personality trait items and twelve performance
attributes with a rating scale 1-4 having total 100 marks in equal weightage to all the traits and
attributes. The overall gradings are outstanding: # 95-100; very good: #85-94, Good: #61-84,
Average: # 41-60 and below Average: # 40 and below. In absence of a job target and job
performance evaluation, the RIO is compelled to be totally subjective in awarding marks in these
parts which alone among the whole appraisal has practical value since promotion in the service is
considered on the basis of this marks. Moreover, emphasis has been given on personal traits
compared to performance (52: 48 respectivety). These attributes are also found in the UK and
Malaysian forms, but are arranged differently and with different stresses which may be seen in

the comparative study given in Appendix —6.

Some of the attributes and traits are highly correlated and the justification for separate
grading for those characteristics can rightly be questioned. For example, if a person is highly
disciplined, he should be punctual and a punctual person must be prompt in writing &
countersigning ACR. There is no justification for separate grading “for sense of discipline”,
“punctuality” and “prompt in taking action” and writing or Icountersigning ACR. 1t is also
questionable how “sense of discipline” and “sense of responsibility” can be separated? Such
duplication and over lapping of attributes and traits should be sorted out. In the UK system
performance appraisal is divided into broad divisions of Standard of Works, Skill,
Management, Communications, Relations and Knowledge and in Malaysia this is evaluated in 4
divisions like Productivity, Knowledge and Experience, Personal Qualities and Relations and
Cooperation, each division having weight of 60, 15, 15 and 05 respectively. Remaining 05
weightage has been kept reserved for extra curricular activities in part VIIL. Though it is
difficult to make all these traits and attributes objective-yet Malaysian system seems to have
high rating objectivity and practicability.

5.9 Part V—Pen Picture :

Instruction no 13, at the last page of ACR form, states that an overall evaluation of the
ORU and the matter which have not been reflected in part Il & TV may be mentioned in the

Pen Picture. But experience shows that in most cases actual picture given is inconsistency
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For example the qualities
d at all. Even

with the instructions and evaluation guidelines in other parts.
marked in part Il & TV are repeated and special qualities are not mentione

) i ood
sometimes adverse comment is made about the ORU who has been given very g00
«“an asset of the

] report 1990

grading in parts 1II & IV, an officer of average grade has been ascribed as
country, in pen picture, etc. Bangladesh Public Service Commission’s annua
stated, “very often the officers reported upon have been assessed not fit for promotion; though
‘he overall rating of the officer was satisfactory and he/she had fulfilled all the criteria for
promotion prescribed in the relevant rule, initiating officer had made adverse comments in
different columns of the ACR forms but the ORU have been recommended for promotion. Itis
extremely undesirabie to have contradictory remarks in the ACRs”. The Commission  has
further noted “the adverse comments are not communicated to the concerned officer for a
long time. Some cases of writing ACRs after long time delay have come to the notice of the
Public Service Commission”. This is the actual picture about our ACR writing. Our
questionnaire results about some issues have been shown in Appendix —7, a self-contained

statement which will explain the gravity of the situation.

5.10 Part VI — Recommendation:

In this part, provisions are there for commenting on s;iecial aptitude, integrity and
reputation, training needs and promotability. But the first three have so short specifications
that many a time the RIO has to make random comments which may not have real bearing on
the ORU. Even factual recommendation about promotion is not possible as there is no
information about the date of last promotion anywhere (which may be given in bio-data part) and
objective evaluation of performance is absent. We also do not find any reason why integrity
and reputation attribution are inserted here. In the UK system, after job description, provisions
for next years preference of service are given. Another sub-section (2¢) provided RIOs
recommendation with reasons. Part (3) is fully devoted for Promotion attributes like acceptance
of responsibility, judgement, foresight, adaptability, ability to produce constructive ideas,
application and energy, reliability under pressure, etc. Regarding ﬁaining, RIO will assess the
need in consultation with ORU and will nominate for training and follow-up to implement it. In

Malaysian system Training Part (IV) includes both training undergone during the year under
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appraisal and future training needs along with reasons and justifications. Posting is also a
separate part (V1) entitled suitability of accommodation where “suitability’, “not very suitability’
and ‘not suitability’ is determined by analysing field of work, place of work and working
cnvironment. Moreover, there is another part (XV) titled career development plan wherein
suitable field of work is to be determined by RIO in consultation with ORU. RIO will also
propose career plan, training need for improvement of performance and suitability for
promotion, awards and honour (part XIV) will be determined by appraising officers I &1l
taking into account the marks given in part VIII-XII and reasons for specific recommendation to

be given by them.

Without these type of attribution, career development, posting and promotion will never be
fruitful.

5.11 Part VII - Comments of Countersigning Officer:

The Deputy Secretary CRCP, Ministry of Establishment opined “In many cases he (CSO)
did not indicate whether the evaluation of the RIO is very good/reasonably
good/conservative/liberal/hizsed. The CSO also did not write any comment in the space provided
for him in the ACR. Personal experience reveals that in some cases ORU’s failure to comply
with illegal/unethical request of RIO is reflected by lower rating than the ORU actually
deserves. This happens because of the traditional and subjective system of PA. Further more, n
some cases the CSO does not possess any idea about the performance of the ORUs and even then

they evaluate the ORUs discriminately. This is one of the weaknesses of the ACR”. No more

analysis about this part is necessary at this stage.

5.12 Part VIII-To be filled up by the Ministry/Department:

In this part, there are provisions to give date of receiving by the Ministry, causes of
inordinate delay to be found out and actions on prayer to be taken. But seldom the Ministry used
to do those things properly and timely. Respondents of our questionnaire also reflected like that

which is evident from Table -8 given in Appendix-8.
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6. WHAT IS TO BE DONE:

The former Fast Pakistan now compnsing B

angladesh, was liberated from the British
rule 1 1947, then

n 1971 1t won s total freedom from Pakistam occupation. This small

country of 147 thousand 5q km. area has a big population of 120 million of which 63 % are

peasants  As per  evaluation done up 1o 1998, total GDP

which 31 6 o

amounts to Tk 154833  crore, of
o comes from agriculture, 115

% from industry and 569 % from other
sources  This clearly indicates th

at the economy is predominantly an agrarian one Import far
exceeds exports ($ 75

24 million and $ 5172 million respectively) resulting in an adverse
balance (-2352 million USD) of payment. DSL in 1997-98 was 14033 miilion USD. More
than 65% export caming  comes from export of RMG which again depends mainly on
'mported materials including cloth and are favoured by quota and GSP facilities of the USA

and other western countries. Remittances of more than Tk. 6951 crore (1525 million USD) by

the manpower employed abroad are ihe single largest source of our foreign currency reserve.
Except natural gas we have no other tangible mineral resources worth mentioning.. Natural
calamities and disaster like flood, cyclone, hail storms, tornado, draught, are regular phenomena

taking heavy tolls on life and property. WTO is switching red signal that afier 2005 we are 1o
come down to the wrestling -ring of free market competition.

6.2.  Malaysia is an Asian country, got liberation from the British rule m 1957. Then

chaotic situation and turmoil prevailed up to 1960. Thereafler they started economic
development They have vast deposit of petroleum, tin and almost an inexhaustible  forest
resources. They have built up their economy on a strong industrial base. They have also set
specific goals and objectives for long term development which they call vision 2020. Vision
2020 is an optimistic innovation to reach frontiers of new technology and partnership of global
IT players. The chief architect of this vision is Malaysian Prime Minister for long 16 years,

Dato Seri Dr. Mahathir Mohamad. Malaysians have responded wholeheartedly in support of

his challenges for becoming a fully-developed, matured and knowledge-rich society by the
year 2020.
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6.3  Our politicians, civil servants themselves, press, civil society-all are of the
opinion that there should be a change in the performance appraisal system of BCS to set our
vision for the next millennium. But none is taking any initiative for doing it. They are possibly
haunted by an unforeseen ghost of sensitiveness. “It’s a sensitive issue, any one taking initiative
may be unpopular and rebuked by those who will not like it”. Sometimes, it is also told that
open system of writing ACR will generate bad relation between the RIO and ORU. But itis
found from a survey that “ 34% respondent from different services had full knowledge about
their ACRs and 33.5% had partial knowledge. It indicates that the ORUs know about their
score although the ACRs are not supposed to be shown to the ORUs.” The fact is being
recognised by the Deputy Secretary (CRCP) and he also opined that” usually the communication
flows downward. Rarely, subordinates can give meaningful feedback to the superiors. To avoid
undesired marking in the ACRs which may hamper promotion or other uplift process of the
ORUs, they normally follow other ways. To keep the superiors in good humour and to facilitate
their career path many subordinates indulge in sycophancy. This practice adversely affects
development and maintenance of healthy working relation between officials at different levels in
the hierarchy”. We believe those remarks to be true. Thus a closed system not remain no
longer closed and office environment has not been congenial. So introducing an open system
and implementing of it on the basis of some sort of mathematical calculation of job done or

performzd cannot be expected to deteriorate office atmosphere'more than that 1s happening now.

(Is this be a cause of not doing anything these days when satellite is dictating man and the

huiman community of the whole world is running after it). So we also cannot afford to wait any

more or waste time to bring about a change in our performance appraisal system.. We are
also to keep in mind that because an objective and job oriented performance appraisal is closely
related with the working environment it will also be a requirement to bring changes in working
system and environment to match with the reformative measures we are going to suggest. What

changes or amendments we can bring, may be summarized as follows :

(i) The very name of ACR be changed as APAR or PAR (Annual Performance Appraisal
Report or Performance Appraisal Report).

(if) Medical check-up Report (Part 1) to be immediately deleted from Performance Appraisal
Form (PAF). However, points like Height, Weight, Blood group, Pressure Physical
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inability (if any) may be provided by ORU in Bio-data part of the proposed (PAF). RIO
will recommend whether apparently ORU needs any medical check-up within the current
year or not. However, annual Medical check-up should be done separately and report be

maintained in the dossier.

(1i}a) Part 11 (Bio-data) wilt be transformed to pari L. It will also contain date of last
promotion. Job description will be excluded from this part. ORU himself will fill in
this part.

(b) The skill and awards earned by study, research etc. and language skills may form
part I1. ORU will fill in this part supported or countersigned by RIO.

(c) Next part ITI will have description of training received so far by ORU. The training
needs should be determined by both the ORU and RIO through mutual discussion
and consultation. RIO and CSO will nominate and pursue for the proposed training

which is believed to improve efficiency of ORU.

(d) Part IV will be assigned for work target. In this part, annual work targets, midyear
review (if any), time allocated for each job and actual achievement will be
described, assessed and evaluated jointly by ORU and RIO. If needed, separate
sheet may be used for detail description. RIO will evaluate the % of achievement

sgainst each job target like that of Malaysian system,

.f¢) Part V will be used for appraisal of general performance. In this part, criteria or
attributes will be professional knowledge, quality, quantity, ability to manage man
& materials, decision making, problem solving, planning, negotiating, power to
communicate : written/oral, cost effectiveness, implementation of rules and
orders, determination or devotion to duty, ability to face and challenges and
timeliness or punctuality. Measurement of performance may be done both by RIO &
CSO by a 5 degree grading scale such as . Outstanding, Very good, Good, Average
and Below Average.

(f) InPart VI evaluation will be made for personal traits ~like discipline, judgement,

foresight or intelligence, proactive/ creative initiative, leadership or personality,
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reliability, cooperation and relations with colleagues and public, integrity and
fairness, ability and ideas, adaptability. Attributes like social and sports activities
and patriotism may also be ascribed in this part. Here also measurement may be

done in the same scale (1 - 5)

(g) Part VII will be devoted to recommend promotion and posting. In the first sub-
sections, suitability of the ORU in the present field/place/environment of work, his
aptitude for it and capability may be assessed. In the second sub-section,
recommendations like oﬁt—of-tmn promotion for “exceptionally Potential,”
“suitable for promotion under normal circumstances”, “not yet suitable for next
higher grade” and “unlikely to progress further,” may be given with sufficient
reasons. Posting and transfer of officers should not be made at random or on a
whimsical basis which will create an anarchic situation as is shown in propositions
3,4 and 5 of Table —7. This creates frustration among the civil servants and is
detrimental to improve or even maintain the existing standard of performance. All

Political considerations and biased attitude should be stopped for the sake of
national interest.

(iv)Part VIII will be devoted for overall grading of ORU both by RIO and CSO
simultaneously/side by side. Position determined within 100, may also be treated to be
the marks obtained by ORU.

(v) There will be part IX for use of the controlling Ministry wherein the authorised officer
will note date of receiving the PAR, delay made in any stage(s), irregularity found
anywhere, e€tc. and initiate actions, if any. A copy of the part containing

recommendation for posting to be sent to the department dealing with posting of such

officers along with advice of the Controlling Authority. Controlling Ministry could
appoint Reviewing Officer (RO) to review the aspects regarding which ORU and RIO
could not arrive at unanimous decision and CSO could not give any reasonable solution
up to the rank of Deputy Secretary. Above that where RIO or CSO concerned is the head

of the Ministry review should be avoided as much as possible. For the comments of RO,
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a blank space is to be provided. A format prepared on the basis of the recommendations

made above is given in Annex-G.

(vi)Merit should get appropriate priority in case of promotion and some sort of equation

between merit and seniority should be developed so that outstanding officers may be

considered for accelerated promotions (superseding senior but inferior officers) . This

will help improve performance and people with better quality will feel inclined to come

to civil service for better career prospects/opportunities.

This can be done in the following manners :

(a) Within two years of appointment, all compulsory training are to be completed and

(b)

(c)

(@

marks obtained out of 500 to be added with marks obtained out of 1000 marks
examination conducted by the PSC for recruitment. A combination of these two

will form gradation list for the first time.

On the expiry of 4/5 years of service, PSC will conduct examination for awarding
senior scale. Promotion to the senior scale will be strictly on the basis of the results
of that examination & first gradation list and this promotion will form second

gradation list indicating seniority.

Then average marks of three years PA will be added with second gradation marks
and a new gradation, (third list, to be prepared for promotion to the rank of Deputy
Secretary (DS). Performance Appraisal should be made objective before

implementation of changed position of seniority by the marks obtained in it.

Training of Advanced Course on Administration and Development (ACAD) to be
completed within 2 years of promotion to the rank of DS and the marks obtained in
this training and three years average marks of PA (as DS) to be added with the marks
determined of (c) above and will form fourth gradation for promotion to the rank of

Joint Secretary (JS).
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(e) Senior Staff Course (SSC) training to be completed also within two years of

&)

promotion to the post of JS and the marks of that training and two/three years
average PA marks to be added to that of (d) above to have fifth gradation list of

seniority for promotion and posting to the post of Secretary.

The incumbent superseded three times for want of required merit (marks) may be
dropped for ever for further consideration of promotion. All other relevant rules to

be followed so as to conform with this formula.

(vii)Performance  Appraisal Day (PAD) may be introduced in  each
Ministry/Department/Organisation on which the writing, initiating and consigning of
performance appraisal should be completed, if not done earlier. |

(viin)It will be difficult to set work target and to implement proposed Performance Appraisal
System if present Planning and Auditirig systems are not changed and punctuality is not

maintained strictly. So it is also proposed that:

(2) Planning process, project approval and implementation procedures and financial

(b)

control systems should be changed and decentralized. Respective Ministry and
Division will be responsible for preparing, approving and implementing projects
and with that end in view, they will be given a block allocation of annual funding.
The Ministry and the Department concerned will set their own target of work and
fix responsibilitics among their officers. Ministry of Finance or IMED may monitor
the performance from time to time and may take rewarding and punitive measures
for and against the organizations doing better or worse.

To ensure accouniability and Transparency, all auditing should be up-dated in a
time frame so that it can be finalized by Public Accounts Committee of the
Assembly within 2 years of the expenditure done. Present auditing system of just
checking whether rules and orders have been obeyed or not is to be changed into
performance auditing system so that both quantity and quality of work or value of
money spend can be measured objectively.
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¢.  Punch card system may be introduced to ensure punctual attendance in the offices.

(ix)There should be a well organised and well thought career planning which will help
improve the performance standard and at the same time, increase better scope for
promotion for good and meritorious officers, Present system of promotion on the basis
of seniority only and indiscriminate contract appointment of retired personnel have
created 2 sense  of extreme frustration among the younger energetic officers which is
very much detrimental to the interest of the country. On the other hand, by the year
2002 and onwards a large number of senior civil servants will retire and the officers
below the tier will not have the stipulated years of experience to replace them which
will cause a vacuum in the top management of the government. The most appropriate
step to face that awkward situation will be to extend retirement age from 57 to 60. This
will be meaningful for some other reasons viz., longevity of the people has increased a
lot; entry into the services was delayed during the past years for different reasons and
maximum age limit (for fresh entry into the service) was relaxed on several occasions.
Moreover, because of the shortest length of service in the world we are getting less
duration of service from the civil servant specially at a time when they are most
experienced to give possibly the highest quality services to the nation. An early

retirement will be detrimental to overall national interest. .

7.0 Implementation:

The PAR proposed above ( Annex—G) is possible to use as a universal system for all
organizations that exist at present and it is also possible to introduce some special features
specifically applicable for some specialized jobs or organizations with slight changes in part
IV& V. 1t could also be used both in subjective and objective methods. But since our tarpet is
to switch over from subjective to objective it can be achieved in phases keeping conformity with
the proposed reforms in other sectors in administration. It is also suggested that the government
may consider introducing this system first in some selected organizations on experimental

basis, before making it mandatory in all the organizations and services.

24
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PROJECT INITIATION DOCUMENT

yroiect Title : Performance Appraisal System of the Civil
Servant of Bangladesh

Project Definition : Performance Appraisal system is considered

to be the most effective tool for any organization in selecting right
man for the right job. It’s How and Why performance of the Civil
Servants (of Bangladesh) are being conducted now and what should
be the ideal modus operandi to meet the demand of the day and the

time to come.

Aims and Objectives : Bangladesh has entered into the process of

globalization. But its age-old administration has no competency to
face the challenge of globalization. Hence reforms has become an
imperative. And the effective and efficient achievement of desired
national goal depends largely on an efficient administration builded
upon perfect selection, good career planning and effective
performance and personality trait evaluation system. This study
has, therefore, been undertaken to review the existing performance
appiraisal, (i.e., ACR) to find out its weaknesses and to recommend
changes to be incorporated to revise the same in conformity with the

demands and needs of public administration reforms.
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Organisation : The study and preparation of reports will be organised in the

following methods:-

o Opinion of the stakeholders will be collected through a structural
guestionnaire on which group is working actively. Moreover, some
selective stakeholders will be interviewed face to face by the members of
the group;

w  Besides primary data that would be collected as stated above,
secondary data will be collected by examining/studying different books,
reports, journals, etc., on national context and also by examining some
sample ACRs;

@  Secondary data on the experience of other selective countries will also
be studied and compared;

@ A workshop of the stakeholders will also be hold to have a opinion poll
and expert criticism and suggestions.

o) Lastly, we the team members being stakeholders ourselves, our

experience of last, 25 years could also be used for pragmatic analysis.

Project Plans :Yes, we do have the plan how we would complete our task. We

made a preliminary plan projecting time schedule which have already been
presented and submitted to all concerned. In the last two days we have made
technical plans to be implemented in 3 stages. The first stage is to prepare
plan which has started on 6" and will terminate on 21" instant. The second
stage will start on June 22 and will end on 31" August. And the 3" stage will
start on Ist Sept. and come to an end on 30" Nov. we have also prepared

resource plans and have thought about controls, priority, assumptions and

risk factors.

2

N
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Our Critical Control Points are :

(1)  Formulation of plans which is already over.

(1) Ist meeting with sponsor to finalize TOR and Questionnaire

(111} To hold workshop with the stake holders

(iv) To analyse the questionnaire and derive recommendation from

them.

Priority : All the critical points are also priority function. Moreover
preparation, presentation and submiting report for consideration of the

sponsor is also a priority matter.

Assumptions are that :

(1) We shall get best possible cooperation from the mentor & sponsor.

(i) We are also hopeful about adequate response from stakeholders
regarding questionnaire, interview and workshop.

(iii) We are confident as well about ourselves to deliver a good

product.

Risks : After every day there is a night. We have many hopes about our
project. And of course there are a few risks. For example, we are
doubiful whether we could keep time schedule or not specially when we
shall go back to office work. We are also doubtful about logistic

supports from the project management. Inspite of that hopefully, we

shall succeed in our mission.
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TECHNICAL PLAN WITH TIME SCHEDULE

Scanned with CamScanner

Task Name Duration Start Finish Z 113
Stage One 16 days Sun 8/6/33 |  Mon 6/21/38
Pian 4days | Sun6@E93| Wed 6/9/39
DraR Pian 3 days Sun 6/5/499 Tue €/3/89
Final plan 1 day Wed 6/2/99 Wed 6/99%
TCOR 8days Mon 6/7/99 Mon 614/99
Oraft TOR 3 days Mon 6/7/99 Wed £/9/59
Final TOR S5deys| Thu6/1C/3 Mon 6/14/93
Praparation 15days | Mon 6/7/39 Mon 6/2i/89
Prep. Of Draft Questn. sdays| Mon&7/m8)  ThuBA0AI
Idertification of Stakeholder 3days| Tue®&BA9|  ThuB/0A9
Meeting with sponscr 3 days Fri 6/11/99 Sun 6/1399
Finalization of Questn. 8days{ Mon6/14/29 tdon 6/21/89
Finalization of stakeholders fist 8cays| Mon6M4/88|  Mon62183| |
Stags Two M days| Tue 62239 Tuse 8/31/89
Data Coflection 40 days Tue 6/22/39 Sat 7/31/33
Distribution of Ques. 9 days Tue 6/22/39 Wed 6/30/99
Interview with stakeholders 21 days Thu 7409 Wed 7/21/59
Collection of Question 21 days Thu 7/1/99 Wed 72189
Helding werkshop 10 days Thu 7/22/59 Sat 7/31/99
Analysis 15days | Sung8H/89] Sun8M5/93
Compiln. of coflected Pry. Data 7 days Sun 8/129 Sat 8/7/59
Collectn and Compiln. of S. Data 6 days Thu 8/5/99 Tue 8/10/39
Assimilation of Both the data Sdays | . Wed 8/11/99 Sun 8/15/89
Prep. of Emeig. findings 16 days | Mon 816/99 Tue 8/31/99
Preparet.cn of draft report 11 days Mon 8/16/99 Thu 8/26/89
Meeting with spensor 1 day Fri 8/27/98 Fni 8/27/89
Finalization of Mid-term report 3 days Sat 8/28/99 Mon 8/30/89
Prese. of Mid-term report fday| Tue831/98 Tue 873199
Stage Three 91days | Wed91/99 | Tue11730/59
Review 21days| Wed9MR9]  Tue 82199
Data Cofiection 19days| Wed9/22/98] Sun10/1089
Anslysis * 14 days{ Mon10/11/29] Sun 10/24/99
Recommendaticn 14days | Mon10/2588| Sun11/7/89
Prep. Of Final Report 23days | Mon11/849]| Tue 11/30/89
29
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TECHNICAL PLAN : STAGE ONE

Task Name

June

30

2

Stage One

Plan

Draft Plan

Final plan

TOR

Draft TOR

Final TOR

Preparation

Prep. Of Draft Questn.

Identification of Stakeholder

Meeting with sponsor

Finalizetion of Questn.

Finzalization of stakeholders list
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TECHNICAL PLAN : STAGE TWO

R

Distribution of Ques.

Interview with stakehold:

Collection of Question

Holding workshop

Analysis

Compiln. of collected P

Collectn and Compiln. ¢

Assimilation of Both the

Prep. of Emerg. findings

Preparation of draft rep

Meeting with sponsor

Finalization of Mid-term

Prese. of Mid-term repot

July August |Sepfe
Task Name 20232429 2[5 172 23 2¢ 24 :i.\.:aﬁ&aﬁmﬁmﬁm
Stage Two
Data Ccliection ]
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TECHNICAL ?LAN : STAGL THREE
September _OLcwE November -z-mUmn mbe
Task Neme AECERDE k__ w@ 36 J Ffﬂﬂ ARACZEENIIZZEZE
Stage Three 3 2 ; ;
Rev.ew
Data Collection
" Analysis

Recommendation

Prep. Cf Finai Report
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Vot 13
Plan.od Actusl

Week 14
Tlared Actusl

. » . »
-
—— ¥ =
Hesource Plans
Stage Resource Plan : Stage 2
.:mvuswc Juty'99 Dk.ll- ..h..~...<.c: ~. Jaly'99 I July' 93 August'99 August'99 Augus’ W M_-._Mﬂu..c._.
Week 4 Week 5 f ook ' Weok 7 Weeh 8 Week 9 Week 10 Weel 11 Neek 7
Plaaned Aotual Planned Actual _ Pla.cad Awtual | Plaoned Aotval | Plonned Acwil | Planoed Actusl | Planmed Actusl Planned Actul Voinned rual
T 1 ==
Tewn Members - “ : | _ ~
Commputer 500/- 100 500/ 2000/- |
Operator
Despatcher 100/ 100/- 200/- T 100/- 100/- 100/- 100/- 27 W
Worlghop
[nvitation & 300/- 7500/-
Exleneswment
Rapporteur 1500/
Space & .
Equipment 2000/- 80007
Others
Stationaries 1000/~ 1000/~ 1000/- 1000/-
Transport 1000/-
(Fucl & 1500/ 2000/- 1000/ S0u-
Driver)
MISC 200/ 200/- 200/ 200¢- 200/- 200/ 200/- 100/~
200/- 3300/- 4400/- 300/ 19300/ BV~ 300/- 4500/- 1800/
otal = 1800/-
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Appendix -2

TABLE -4 : A COMPARISION OF OLD AND NEW ACR FORMS

Part Categories of information Filled Comments
up by
Form Form | Form | Before [ Since 1982 From 1990 Old/Ex Comments
before | since of 1982 : is-ting
1982 1082 1990 1. RIO=Repont
- Initiating Officer
1 1 Bio- Bio-data of ORU | Medical ORU/
data of check up AMO AMO=Authorised Medical
ORU report Officer
- 1] i} = Medical checkup | Bio-dataof | AMO/ | CM=Controlling Ministry
report ORU ORU
ORU=0Officer reported
- I I Job descrip Job descrip RIQ/ | upon
tion of ORU tionof ORU 1 ORU
CSO=Counter-
11 ViV & Rating of personality | RIQ | signing Officer
v trait - & perfor
mance 2.Existing form contains 15
column including job
_ VI v Pen picture RIO description against 14 in
previous one in bio-data
I VI Vi Recommen dation RIO part.
for promo tion and
3. Rating scale
coment n & 8
charncter = changed from 1-5 to 1-4.
titud
pEiRCe 4. Personality trait and
work performance were 8
v {viw |va Overall remarks/ GEn | S et IR ok
X marking of CSO we?;ns
X Vi Comment on recei O df{-};“f‘g’;‘;:ﬁ:"
;mgc gg;: ;;:lt;on reduced to 1-5 scale in the
m{ni . new form and thereby
‘ dropping unsatis-
factory remarks
having 20-30 marks.
39
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Appendix - 3

DIFFERENT METHODS OF APPRAISAL

The important methods of appraisal and problerﬁs are given below. Let us start
with some Traditional Methods were in vogue in the 50s and early 60s, followed

by improved and modern methods. These are : —

(®)

(i)

(iif)

(iv)

Work standards — Standards were set according to the production per

hour or the time spent per unit on the basis of previous standard works

and then employees are paid on a piece- rate basis. Time study is

needed to set output criteria.

Rating Scales — The rating scale compares employees to some
cognitive standard. It can be done both in graphic and non-graphic
form, later being more valid because it contains a brief description of

each point of a scale. Supervisors find it fairly easy to complete in less

time between poor to excellent or high level to low.

Forced choice — In a forced choice performance  appraisal, the

supervisor must choose one statement (some times two) out of a
possible 3 or 4 that best describes the employee’s performance in a

particular area. It is difficult to use for developmental purposes.

Ranking - In this method supervisor usually rank their employees

from most effective to least effective in total job performance. It is

fast, easy to complete and gives numerical evaluation.
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v)

(vii)

(viii)

(%)

(x)

Paired comparison — In this method supervisor pairs employees and
choose one as superior in overall job performance. It is quick and

casy to use.

Critical Incidents — In this process outstandingly good or bad job

performances separate the better employees from average employees

and the poor employees from the average employees.

Annual Review — The supervisor annually reviews each employee’s

record as a determinant of the employee’s behaviour.

Checklist of Critical Incidents — Critical incidents may be used in

performance appraisal by developing a checklist of critical behaviours

related to an employee’s performance.

Essav method — In this method supervisor writes an essay describing

the empléyee’s performance, specifying examples of strengths and

weaknesses.

BARS- It’s a combination with rating scales. Instead of using broad
employees attributes, the points on the rating scale are critical
incidents. A Behaviourally Anchored Rating Scale (BARS) is quick
and easy to complete. Such scales are evaluative, because
mathematicaly totals can be easily related to merit- increase and

promotion probability.

H
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(xi)y MBO — One of the modern and most widely discussed performance
appraisal methods is Management by Objectives. Some of the
companies that have implemented MBO reported excellent results,

others disappointment, and many ambivalence. Generally MBO

process is as follows :

% The subordinate and supervisor jointly determine the goals to be

accomplished during the appraisal period and what level of

performance is necessary for the subordinate to satisfactorily

achieve particular goals.

During the appraisal period, the supervisor and employee update

o
<

and alter goals as necessary due to changes in the business or

environment.

+ Both the supervisor and the subordinate decide if goals were met
by the employee and discuss the reasons for any failures, taken
into consideration of the cause of deviation from executed

performance, such as a strike, market change, or labour dispute.

e

» New goals and performance objectives are determined by the

*,

supervisor and employee for the next period. There is also an
appeal mechanism to sort out dispute between supervisor and
employee regarding target and goals not met. Objectives set in

terms of money or time.

b
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Appendix — 4
APPRAISAL, PROBLEMS

The methods discussed above are not universal. Some methods, practiced in
some organization or other in some country, might be considered good enough.
But afier certain time some problems croped up or some defects or errors were
found resulting improvement of the same method or rejecting it in search of some
new methods thought later on. Performance measurement problems intensify
when problems or errors take place for which it will worth while to look into the

problems found in most cases and very often. These are :

(i) Supervisory Bias : The most supervisors  conciously  or

unconciously suffer from this kind of bias which may stem from personal

characteristics such as age, sex, race or from organization related
characteristics like seniority, membership on a organization’s athletic team

or friendship with top administrators, €tc..

(i) Halo Effects : When a particular aspect of an employee’s

performance influence the evaluation of other aspects, it is presumed that a
halo effects has occurred. For example, a particular employee  always
arrives early might get high ratings in other areas of quality of work or job
knowledge along with punctuality or timeliness, being just mediocre in the

later areas. Negative halos may also occurred.

h3
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(iii) Central Tendeney : Tt results when everyone is evaluated as average.

The problems also occurs when supervisors cannot objectively evaluate
employee performance because of a lack of familiarity with the work, a lack
of supervisory ability, or fear of being reprimanded in case of evaluating

individual too highly.

(iv) Leniency : Inexperienced or poor supervisors may believe that simply
to give everyone high evaluation will be to their benefit and they will feel
happy. But leniency seldom creates good feelings among the employees
because of the fact that the best performers who are working hard receive no
more credit than fellow employees who are not and lack of accurate

appraisal can lead to runover among the best employees.

(v) Strictness Strictness is the opposite to leniency, though not so
widespread. This creates bad supervisor-subordinate relationship. And

failure to secure standards of excellence is unreasonable and demoralizing.

(vi) Recency : It 1s human nature to remembc;‘ récent events more than
events in the distant past. And during annual or semiannual appraisals there
may be a tendency to emphasis on what have been done just before the
appraisal than in prior months. Where recency problems are severe
frequent appraisals (monthly or quarterly) or keeping record or running log

of employees” behaviours may help avoid the recency distortions.

L
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Appendix -5

STANDARD PERFORMANCE APPRAISAL SYSTEMS IN
SOME SELECTED COUNTRIES

(A) UNITED KINGDOM (UK): Before’80s 56.7% of the UK commercial
firms used result oriented methods, 10.6% personality trait rating, 5.6% controlled

written report, 11.1% free written report and about 16% other methods of

performance appraisals (PA). Thereafter grafic scale rating system, on the basis
of following general principles, regarding performance measurement in different

organizations including public organization, were followed :

(i) A forward job plan for each job holder with specific objectives for the
year;

(i)  An annual assessment of performancé, made open to the job holder
based on specific objectives and agreed job description;

(i) Regular assessment of profitability and potentiality;

(iv)  Specific rating scales for performance and promotability which make
clear assessment criteria and

(v)  Opportuanity for an appraisal interview.

But the government under Prime Minister Margarate Thacher was not
satisfied on the performance. Prime Minister herself was very much critical.
specially about performance of public servants and initiated largescale reforms in
administration. The reform measures were followed by the following Labour
Government and the present Prime Minister Tonny Blair privatised most of the

government works and created large scale Agencies to perform works of both the
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central and local government like County Councils. In the present system job
target and budget to discharge it is given and the agencies used to do the works
almost independently. Tier of hierarchical channel in the ministry has also been cut
short. Performance rate is now said to be increased tremendously in present
Agency Offices compared to previous government offices. Like that of works, the
performance measurement system has also been decentralised  and every
organization independently follow the methods or forms for evaluation of their
employees at their own choice. A sample format for evaluation in the “Inland
Revenue Department” is given in Annex-D for ready reference. It is also
important to mention here that in most of organizations pay is related with
performance but not in all and the nomenclature of pay and performances are also

different in different organizations.

(B) The United States of America (USA) : In the 70s grafic rating scales
system like that of the UK were used for Federal exﬁployees in the USA. A survey
undertaken by the General Accounting Office (GAO) in 1978 showed 1%
outstanding and 99% satisfactory and none in other cafegOries. This is mainly

because section 4304 (c) of Title 1 of US code laid down that “a performance

rating of outstanding may be given when all aspects of performance not only
exceed normal requirements but are outstanding and deserve  special

commendation.” The principles adopted later on for measurement of performances

are -

()  Performance Apprasal and Performance related pay are important

part of a Senior Executive Service;

(i) Appraisal provides explicit work gudelines and feedback on

performance.;

46

Scanned with CamScanner



(iif) PA, abasis for performance awards promotion,

(iv) Performance includes improvements in efficiency, productivity,
“quality of service, cost efficiency, timelyness, etc. and

(v) Final appraisals are made only upon review by an agency-level

Performance Review Board.

6.3, Malaysian_Civil Service : Principles followed in PA in Malaysian Civil

Service are as follows :
(1) Western Style MBO based performance Measurement Appraisal.
(i)  Salary progression as per score in PA and
(iii) Annual work target setting and performance evaluation accordingly.

Malayasian Civil Servants give statement of job performed by them twice
in a year and the next superior officer on getting second statement writes his
performance report at the beginning of the next calender year. Five point works
quality in part IX, 7 point work performances in part X and 7 point personal traits
in part XI are measured along with other qualities and activities as is shown in
Annex-E, (a sample of Malayasian Annual Evaluation Form) and a job
description format Annex — E,). It is know from interviewing a few Malayasian
Civil Servants that about 5% officers get accelerated pay increase for their
outstanding performance, another 90% gets normal yearly/annual increment and
the rest 5% do not get any pay increase because of their unsatisfactory
performance. Generally they follow MBO system, work target is given at the
beginning of the year, performance is measured by open discussion strictly on the

basis of given assignments and the system is highly related with pay and

punishment.
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Appendix —6

Table — 6 : Personal traits and works-performances of the Civil Servants evaluated
Annually in Bangladesh, the UK and Malayasia.

Bangladesh

UK

Malayasia

PERSONAL TRAITS (PART 1H);

1. Sense of discipline

2. Judgement & sense of
Proportion
Intelligence

Inmitiative & diive
Personality
Cooperation
Punctuality
Reliability

o 8 Nk kW

Sense of Responsibility

10. Interest in work

. Promptness in taking
action and carring out
order

12. Security consciousness

13. Public Relations.

WORKS PERFORMED (PART 1V):

1. Professional Knowledge
2. Quality of work

3. Quantity of work

4. Ability to supervise &
guide

Relation with colleagues

o

6. Capability to take decision

3A. PERSONAL QUALITIES

AND ABILITIES :

L

Acceptance of responsibility

2. Judgement

3. Foresight

4. Adaptability

5. Ability to produce
constructive ideas

6. Application & Energy
7. Reliability under pressure
. PERFO

CE ESSM

STANDARD _OF WORK

a.  Quality
b.  Quantity

Personal Skills:
c.  Planning
d. Problem Solving

€. Negotiation (if applicable)

f.  Decision making

Management ;

3

XI-PERSONAL QUALITIES :
I.  Leadership

2. Integrity

3. Faimess

4. Discipline

5. Proactive, creative and

innovative
Ability to face challenge

=

7. Determination
TIONS

- ESTABLISHING
AND COOPERATIONS:
IX- PRODUCTIVITY:
1.1

Quantity of work
13.2 Quality of work
13.3 Cost Effectiveness
13.4 Timelyness

13.5 Implementation of

rules and
administrative orders.

2. ANNUAL WORK
ACHIEVEMENTS

X- KNOWLEDGE AND

EXPERIENCE:

1. General Knowledges in
Field work

2. Ability to manage

3. Ability to make decision
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7. Capability to implement g.  Of staff (if applicable)
Decision 1. Effectiveness of

h. Of other resources communication

8. Interest & capability to {af applicable)

train subordinates 5. Ability to Resolve

Communication : problems
9. Power to express : Written -
10. Power to express : Oral ol 6. Overall perspective
11. Promptness in writing & | j. Written 7. Analysis

*1. Part TX: Productivity hag

countersigning A :
_ B G 5 attributes and ~ X60
12. Devotion to duty Working Relationship marks.
' 50
k. Colleagues *2, Part X: Knowledge and
Experience has 7 attributes
1. The Public having - X15 marks.
70
Knowledge *3. Part X1 : Personal
qualities has 7 attributes
m. Professional and having — X15 marks.
(if applicable) Technicat 70

2b. HOW OBJE:.CTIVELY THE
JOB DESCRIBED, CARRIED OUT
AND OBJECTIVES MET.

hq
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Appendix - 7

T'ablc — 7 : Response given by 111 civil servants of different
hierarchy working in different cadre/non-cadre services in govt.

/autonomous organizations.

Response of the Civil Servants
Proposition Participated in the Questionnaire
Yes (%) | No (%) Other opinion
1. Delay made by 100% Nil Nil
ORU+RIO+CS0 +AMO+delay
to get form (15+90+120+120+30)
=375 days :
2. To ensure timely availability 91 - 21
of ACR stricture may be given to
delaving officer
3. An outstanding officer does 51 - -
not get good posting
4. An Average rating officer gets 73 - -
good posting due to tadbir
(influence)
5. An outstanding officer gets 78 - -
bad i)osting due to lack of tadbir.
6. Adverse ACR occusionally do 15 - ;
not act as bar to promotion
In career building present
performance appraisal
a )Contributes much
11
b) Does not contribute at
all 2d - -
50
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¢) Contribute to some
extent 75 - =

Evaluation part Il & IV of| 54 42 7
present ACR should be

changed or weightage should
be changed.

9. Different evaluation standard 43 32 10
should be set for field and desk
officers.

10. Present ACR should be
(a) continued &7

(b) replaced by open 27

system ; -
40

(¢) replaced by partial 2
open system 26

(d)made flink with
pav/reward/punishment

11. Accelerated promotion 50 - "
should be given to outstanding
officers
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Appendix -8

:l‘ab.lc 8 - Response given by U civil servants of different hierarchy working
in different cadre/non-cadre services in govt. /autonomous organizations.

Propositions Yes Remarks
(%)

I. In writing ACR (a) total marks are decided 14

first, then it is match to different columns

2. ACR are written dependding on

(3) memory 72
(b) diary maintained to record 59

performance 03
(c) opinion of colleagues 08

(d) opinion of other stakeholders

3. In case of adverse remarks in ACR _
(3) not communicated to ORU at all 24

(b) long times are taken to communicate , 63
(¢) communicated & action taken in time 13

4. Effect of adversity should remain valid
(a) three years in all cases

10
(b) 2-3 years depending on gravity 55
(c) for the time to be determined by the 38

controlling mipistry
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Annex—13

- = > L] ¢
Annexure—~C_ 33

‘ACR form 1

COHNFIDENTIAL

COVERNMUNT OF 1115 PEOPLES KUPUBLIC OF NANGLADISH

ANNUAL CONFIDENTIAL REPORT

IN RESPECT OF

Namoiicu o o, wen
Designation.. .
Servica’Cadre’Past. . ... . . e T W

Si. No. in the Gréﬁdatiun List... .

CONFIDENTIAL
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CONVIDENTIAL
' . -
APREGT COMUS YOR COMPLEIING 1Y) ACR FORM

AV eviond regst rest e lostrustiviu fou Clos o AUTY Forns)

PARES G A

[ Vacoea ot

e 5 d upon
t e | geavade tolfutving wlorietaes g gespret el the ofbeer reportes upol
Oy el Jorwe G b

hg DifToren Wigeries of sup ior olicrs 3 shown UL:low

ot Wivadnts of the (MWhem To le GH=3 a0 and mitialed by the CRU
LTI L

o b M Cle kg W pont Caube Billcd e and intlialled by an authorised
medical oltier (AMO)

« ot 101 fodi D)o nplitm Jo Le Glled in by the report aunting afficer
(RIQ).

d Yoty verzoradity byt T be tilled wsed initialled by the 11O

c. Pwiy Porbornae To be Adled inund Injtiallad by the RIO

{ Uar-Vy e Pty To be fllcd in and signad Ly  the RIO.

I ulio has to be signad by the ORU i the
pieteace of the IO

v e vl L R THRTH RY TRV To e blled m and initialled by the R10.

b Part VI Kok of the Comatersignoen Qilicer To be Gllad we and slguzd by the countersigi-
me ollicer (CSO).

1 Tait-tx Adlilional Remail Iy specifind cases, to be Olicd in by a supeticr
authornity

k. Pmt X Comments af e AMimstry fDuvsion Yo le lled in by the Ministry/Division.

.

GENLRAL GUIDELINLS

o Henmal AURS arcanitinted nace inoaoyear inoaespeot of an ol

b Speent ACRS may he dnitiated st wig biie 1o mcal any specia) requirernent, when called for by

bughee anthurity, provided the ORLU Bas sarved under iz RIO fur 2 minimem of thee months, | y

) s s Fall ALy,
J oA Pany VD e Xovill not be shown o the ORU A fgless thers is an adverse rematk -in-whicli- case
the “NMinisty/Divistun concesnad  will send the evtiast of the celsvant Pirte_only to the ORU_for-his-infor—
midion and representation (f tba ORI 8o dosiigy) ) ‘

.

L. a7 ACE Turms are not fo be fuldad at sy she and o dilled i ACR iniet t

. w tammitied from one
otfice o woathes v closed civelope with neciecy b e CONPIDHNTIAL

INSTRUCTIONS FOR DEPARTRIENTYS
AT Mmistics / Divisiony/ D partae ats will fadicu: 1O and C905 g respect of ol pazetted officers under
thon mdumwstrative control. “Vhey vl also Lyy-doma the dianadd of “ubmisyion of ACR:

I tbis Torm bas been designed (o coves the Lasie quabitics al an oflicer.  Where NeELYsry, comments

e other qushiticr eequired of an olliser belongineg 1o g specinlised fervice or employed on r.| pacticular

Liodd of datics shouvld Gs made in Part X ol the ACK Fonin I, Departments chould istue administrative

it g thie behall to e eepotiing oflicees uuder thens, tdicating the gpecilic guahtnes requirad for

any poatizula covice or pest dasiving special mcetion i the confelentinl ports. Suips! : ‘

» : oot - dwigble ¢n

s b, o thase geelitize shoal | b typvd i the cpace provided . ' i s
J - } : 1 ;“ - ”1""

o - The ecpert should Do dndtisted by the act, supsrior officve aud countarsipacd by an

P the scpoctang ofiicer, Woth Hoiog copcerned with Aie work of i olficer (ORY). oflicer highar

CONSTDENTTAS,
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35
CONFHDENTIAL ACR ¥oun 1

GOVBRNMENT OF THE PEOPLIPS REPUPLIG OF BANQLA DN

fvamr  of Minlstex/Dlviston/Devnnimwent/ Otlice. . . .. . _ .. P
CONFIDENTIA)L REPORE &
. Anneal{Spechy Raport dor da peoead froan. . e o . L
TART b blo-jate
(Lo Br Y2 ta by the Oflicer Roposted Clpon:
1. Piung (o Black letiers:
& Designatien
3. Lt of Wi
4 Iather's Nams
3. Namoe of Sorvice/Caie 11 nr
6. SL No, in the Gradatlon 11 11 ypvj
of 19...._.
" Dato of eniry tnto :
‘ a. Goveroment Servivi s
= b. Gazctled Pos
¢. Cadre
Tiw #. Date of Jainlog the ckent usi i
9. a. Scalo of Pay . ¥
b. Prozont Pay !
0.  Academic Qualiicatiow
11. Training (in-servica) ¢
‘ ia. At llome , !
: b. Aliecad
12. Forcign Lapguage other than Enzilsh t  Spuak
with Proficiency In Spoeakirpilisnd-
. ing/ Writipg. ead ..
Wrlte ...
1. Perdod actually sorved nndst s S £ 1171) Ta..

loitiating Qfficer,

sntine of ihe Officer Repartec Cpon
with duse. !

CONTFUMINTTAL
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CONTIDENTIAL
2 t
IR oy e e s “revem e Doslgnatton. . SRR o S e s
—— e T e e e
PART [1--Medical Check wp Report
T 2o dillad In by the Authorlsed/Madlcy) Oflicar)
b Heitw .o <o Weighe o0 - (Over/Undar by, - siel)
[

Baa Staby Sond Giow 1 J—

. cNPay Repou..

ECG Repour .

S wiedina: Uni pory " S - o
I Nature ot Maubtitry 1y trlet . s
|
|
|
!
Date .

....... U lgnature of gl Medlcal  Officer
(swlth name apy Deslgnation)

PART (. g Desceiption

- *
ile bo ol in by the Initiating Ollicar)

£ obrtet dascrlprioe a0 e by perlormed durinz {ln Dariod W egioy

............................

CONFIDENTIAY,
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3F
CONIIDENTLAL
3
Lo f T ST 711 || 5| W R T e e e
PART IV—Dcrsonsality Tralts
{lo be vompleted by the luitiuting Ollcer)
' Norta | IC{"\,J“ out the luapplicable Rating aud lolilal ln the box apposlte the awarded
atng.
> L. Bense of Disiphing ¢
‘ Rating Inttial.
a. Of the blglun s l . .’3.‘ l l ----- I
b. Of ulzh c1des 1_4 i { ----- !
c. Disclpliued [x ! l l
d. Not very serluum ‘ 2 l l _“—|
». lndiflerent I l l r '
2. Judgemeat snd Sence of Pruposting ; _.._.::_ _—_- ’
A. Of the highest order | L 5 | I l
b. Of high o1dos ‘ 4 l | J
c. Takes reasunable views on most maggers 3 l ‘> |
d. Tends to ba ermutlcipastiul I ? ! l -I
i T ] ] |
3. luotelligence : TT... _:
8. Laxceptlonaily mitcligent ! 5 .} |— |
R b, Highly lntelligew [ 4 | | |
o. lntelligent | 3 , l }

«. Fooi

5 d. Rather less than sapected Il ?_l I I
: !
c

4, Yultlatlve and Didve :

g. Shows wutstanding Initlative b s i l I

b. Shows cwnmendalilo initlatve l q—l [ !

9. Shows adequate lulthative ] ! l

d. Walts to be told everything aud l 2 | ‘
. rsquirss coDSLAnt suparvision

v. Bomewhat lackins . % 17

— e FA e e

l--f'F-:iv*— -1.'./'— Th.l" ‘}n-l‘!fatf’!h' Officer.

CONIIDENTIAL
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CONFIDENTIAL

4 [

IO o srvmmssosseaens 5 5000 « scossensoirssl seervasis o Dnsignatinn..\....,...H..........H.._,
5. Public Relation ¢ . Rating Intitial

. Outstandingly ellective = ..—5‘“' !-— ]

b. Considornic and firm l_"". l [*]

c. Gels on woll wilh tho penple : r"1;-_] I.w——-—

d. Tends to bo unfiiondly —7| [-—-——.i

s, loor Iwr—_l l T
. Co-operatlon ;

a. Dxceptionafly Co-aparative lS-—I I_ HI

h. Higbly Co-opoiallva rz- ‘ -‘-'

¢. Gonorally Cu-oporative L3 I I _l

d. Semotimes Co-operative I 2 I I

e. Hardly Co-operative l—T‘-I [.:—

Y. Persomlity ¢

8, Most dignified, ollective ami dynpmie ,ns—l r“"
b, Commands obedience ) I 4 l {
¢. Average pessonality , 3 l 3 I
d. Parii.'tIIy cllective ' I l i
e. Woak ‘ ‘rl l l ]

H,  Secwrity Cansclousness ;

n. Yory much cornscious I 5 I l 5 ‘
b.  Very conscious - l 4 l ‘ I
c. Generally maintains security I %! l ‘
d. Not very much pasticular about ,“2*-—: jrTT
sccurily, s | (O
s. Tgnorant abowt security rulos ol *i" P —
rogulations. P ' ]
Total Rating Seored gin er 4n I ‘ i“ .....]
1-"' - A e @ s—

........ sesaay

it aj'. the Initioring  Officer,
CONTIDENTIAL
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CONFIDENTIAL
L. 3

Name.....

 ——

creererrssnisiraneeeeaesss Deslgnation.. e,

T R
-

PR TTN .

PART V—Performance

(To be completed by the Initinting Oficer)

NoTg : Cross' out the iuapp‘lim!ﬂn Ra!ings and initial in tho hox oppposite the awarded

Rauog. :

k. Pru&‘sslunn'l Knowledpe : Fativg Intln)
8, Remarkablo depth of knowledas 0
* b. Sufficiont depth of knowledze ,..:.....i i"—" T l
c. Modeiately well ! T—”‘ l-*——_:]
d. Inedeaniate ";—ﬁ] ‘ _--—_—_J
e. Poor l_'l‘h -‘l lhﬁ_———* “l
2, Quality of Work T T
a. Distinguished for aceurate and R I
thurough work. U I PR

b. Maintains a high standard E A .: !

c. Generally of good quality I ‘ B } i __-]

d. Performance uneven l ? .

[ ]
\
f
e. Inaccurats t I | l

3. Out-put of Wark :

a. Outdanding in the amaunt of woik E 5 ‘ l I
b. Geta through o gient deal of wark I 4 ’ l ]
f v s TR

¢, Sausfoctory : ; L.l l | ) l
: s L

4. Wather lace than exprctsd ] P | I
LSS qoresvmm

e. Rogularly insuflicient v I

"4 Punctuallty =

i ; A
a. Never laip in nitendnnee . . A l | ‘
b. Rarely lata in ptianda = ‘.m"‘"" i _____________ I'
» el A oo e
o {3anersllu gmnctu-? oo ’
e i ¥ e : -
. i s ’
A Doty Ity pitensines L I
. . i ‘ s M ‘
o, Fiahituallv a lote camer o w0 :

CONREINDRNYTAL
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CONFIDENTIAL,
S RE ¢

M0, .« o5 puoscns’s o vus 2 v B = . o Deslgnation. ool Wi SR s

et — S,

3. Sense of Responsibilits and Desotlon 1o Duty: Rating Inltial
8. Socks and accepls ';‘5;|‘lr'llsibi‘ily at all tines 'ﬂim, r ‘
k. VYery willing to accept iesponsibility I 4 ] ’ﬁ’——_‘—l
C. Accepts llbs:\nt}sihilllv as 1t comes { 3 l l ]
‘ . = : v
d. Incllned to refer mattsis up which ba can  decida [ 2 l
., A-mldn taking reaponsihillly N l 1 l ,
: P =
8. i'}ompln.ts; In Takinp Acthu mud Crpslug put Ondigsy .
A, F.éﬂram'dinnry ‘ F 3 l | | : ‘l
h. V.ﬂj’—nfoml!-‘ ‘ E—:l —_—
u.  Attemnir 1 I.» DI il- I I——_——_l
oS, Rloe | ¥ 2 l

- | i —

Interest In work

1]
a. Shows gxipardinagy Gueres 'h—j" l l“'h I
h. Shows snetalmed Interner . ‘ 4 l I _J

o Tﬂk'—'ﬂ Twﬁull:(_'lln Thierast A F :_—l
d. Interest oot 'n“i.-qum. ‘ I 2—JI | L‘——J
s. lacking In requlsite lutaizyt _ I——r—‘-’ [*l

8. Abllity tn Suoperslee and Gulde:

8. Sourca afl Inspration 1 1the auhordinares ' 5

h. Mponpen (“Mlnr‘l\y vl {*J‘ ] [ﬁ—‘..ﬁ...]

n. Onligarily hé'[:bfllf ter the gihardiouras ' Y ) E"""—""‘——-'—

) d. Cannnt contrel the sphardinptas ) l “‘*‘““‘
fas L 2 3 [

o Hondles hed)r . ]"-T—-—I {~ e ...____'

PRACRLE - 1'-'1-"*‘#!1-
“nitlgl af the Inittating O fions
T SMINTTNANTTAR,
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41

CONFIDENTIAL ¢
2
Hame........ T T DIESTERNRION e wassione e s smsers e
9. Relativnshlp with Colleagues:
Rating Initial
8. Wias and retains highest repards of all l 5 I I l
b. 1lighly liked and respected . l p ‘ l l
o. Cordlal l 3 | l ‘
A. Tendoncy to avoid culleagues ] 2 ! [ l
». Dealings appear to be erratlo ' 1 I [ l

10 Capabliity to Implement Decision:

Mxtraordinary [ 3 !

Vory good

[
= 5]

| |

|

Sometimes wavers

Weak

pam—— . S — ity
1}
——— —— —r L e

11. Puner of Expression (\Written):

Brilliant on paper I 5 “ [ I
Clear, cogent and very well set out { 4. I ‘ I
Generally trics to he clear and coneise [ 3 l ‘ ‘
Nt poad snoagh to pat by . l 2 l I "
Jlene not clear I—-l—-——-I |._ " _,_____,_I

P T

Tnitial of the ""fln'iu_q Officer.

CHONTIDRNILAL

Scanned with CamScanner



Name |

ey 4 S E a v P S e —— i tanp. w W Cm e A

12, Power of Expression (Ol
no Bistremely effective
L. Convincing and foreelul
¢. Adequate
d.  Expression not always clew

0. ipcllective and hazy

TV Tatal Watine: SSeorsd O of 6fd g ot v

14, Total Rading Seoved Ont of 100 iy Varts [V and ¥ l

CONFIDENTIAI

Rating Initial

Rating Tkl
N |
e s,
N

I R
I

15, herald Greding: (Stnke out the inapplicable CGrading and Inifial inthe box opposit~

Girading awarded)

Giading

OUITSTANDING
91— 100)

(€1010]5)
(B1—0)

(65-~80)

o rme mee e vt et T e aa e e

AVERAGL
(45.--H4)

RELOW AVERAGE
(3—dd)
DNSATISFAGTOR ¥
(20--30)

B e

i et e e

" — —

HIGIHL AVERAGE |

Initial

]
|

e s s 5 o A ————

. - *

Nt e v—— = irni s Y s mm s e |

e e e b ——————
. — b b imen |
R L e T —
—— o ———

vtitiol of the Tiisiatng icer

THMEIPENTIAY
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'CONFIDENTIAL Ty
te 9
Naae ., ... : o i b enn  IIONBNBLIOI i - son woniass s
PART Vi—Pen Pictire
I Personality I'raits:
) Yo Professtanal Ability:
i
Y Loyalty snd Igl:li:-.hihly:
1 Afly Other Point:
5. Advice ta the Ollicer: ’
{
Signature  of  the  Initiaring O fficer
MamIe oo it e e i
[}
“t'\f‘qlm‘ll’t”l ...................... s
- ..... — . DU i swon ssivo o sommemmsarane wemanies -

Signature with date "of the
Oflicer Reporied Upon.

CONFIDENTIAL
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TSNS T I S S B ¢ e e e ST SR s s—
CONYIDRIN A AL

W

Nafit e s o .. .Doslgnation

——— - ——— —— ——

PART VI -Recmemendrilony

(Not v be shown fo ths Officer Reponed Upon®

Beiel Connueats an

B Special Aptitude \Adminisirative/Sectetailat '
Field/Dipiomatic/Othets)

. - ’ ‘
5. Suitability ror next postiog | .
¢. Recommendation for Further in-service tealaing @
d. Intcpilty and Reputatlon L

2. Fitness for Promotlon: (Cross out the inapplicable box and initial the applicable om

2. Recommended for uccelerated promotion (if
the officer has been graded Quistanding) -

" b. Fit for prumotion

¢. Reccepily promwuted, time fo1 assessment 101
(urthor promotion not yet ripe.

4. Not yet Gt for promoetion. but may become
fit in course of time.

—

- 1
s. Unft for further promotlon, reached tho celling ‘

Yhaa

4. Other Recommendatlons: ,

Slghature of the Inltlatlng Office
Dafe eeea — = = o (with name ‘and designation)

CONFIDENTIAL
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CONFIDENTIAL
L i
Nama. . . e T 1] V[T 5

PART VI Womarks by fhe Countersignlng Oficer,

Lo Terled served tnler

yau by Pl 1 R -
2. I'n Piorsge -
}
|
|
3 Ot Covaifing :
L Recommendaticny -
Daes.cico ., S S— Sars e vy the (.'c‘u_urcrslgrrlng Opfic.r
Ik e desigruticn)
PARCE TN aditlonnt Remerke (df i)
.
L
1
y /
DAt oo e Stennve of the Officer Encdorsing

Lemarks \with naome ard drsignation)
CONFIDENTIAL
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Vg ihanion

Hawme . .. 2 . F .

o mmane EaE—— v i——

wuw ——— —— b P i

pART ¥ Urr use I he Ainfarer/iyiviajon

Cqase

I ke ol cereit o l‘lll‘.\‘1".'.’-‘l| (i

2 Reasons fin abmornet DEERS

]

1 Disposat ol canypnontation A !

(:mmmzrm.xt,
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CONFIDENTIAL

W . . ]

) L O LT I O | PR B I T O
O TR T O

vt e geeinal o prgageaph 33 o

. Y Wi e WL N i i
L T O TR AV : thoaaw o

wpoited upon ooy ICH TR A gy e et e
Countagsipinsl winh 1y L R Vabvt viond ) b ot s
oF e, tepon '

nnt g orepy 8

¥ oMlerr by g CSOfiny olhe;

¢ b feteithed oo the olicer .
v inan date thz repoyt s
T ohy b i ackwerledgement

EE T T

) I (N TN TPt e e Bl gy,
veevly the soipien ne EOO T R I PO [T e

ST | R .
(el nathaosin . o

CattEe et onrrterrung officirs, it
el rpnd

.A contemin P ewteining il
hricigy has L, 00 by oy e

Ul R Wy b hen e comgideration mait §
Iy wl ot aheses yierna nps it ey
TS TREE Stons Fow e OUMRCFR e OB ED vy QR
LI 7 Y TARE 1 w0l A 6 Fagmy g iphic e od e s copics al the agpeoprinte Sfrace
sed e {n date

. Mo Eecune i e L L B Y S R woleeanily with 1 Intest Offivers
Yetvice Roeopd Joenm LHUTHUTRN B NS

15. Gat s et DRI | Cootee S8y St e

s e e beattating Officer so o Lo
red the fatier by 4 Dienihey

. 00 sau duoin g weithy gy ukiven ol e AR ey, Ireniy lw couvening @ medical hourd
oasecitiin vour Py cal Ganeigie

07 Aliev i Popct tuitingene CALLCERI 133 U T R o Rt S T ranoand ealls yun 19 g

the repart pad sien i FON ey dnteed an st o f e . B i be thee RIO for the purpaose ol
Elhing o sepresenation, i ¥ hesige,

LU yon deviee o ity PoISBESAILLG Bin sl v a uadoszengmn te ihat clfect at e
KR bove comr of pape Y el srzeinee dhe foanm

INSERLCTIIONS FOR 3055 RECDRT INEIL NG (PR (RIO)
1 Whike eeperting o Jour sylqpdin oo
o bz oac Chjnelive ag il
b Ue d ercumspact s prosibic,
T He e g kined, ot ambiguen. op gy e

»

et ey ik
d. Avoid mragretaieg St peoes end s datepens

20 Foind e fa e Miees Care sl el uitinggs a weyd
and thys pive thea chaspr gy Ciedos
rpon, .

AR e Bose come (u notive
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e s Az ety
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2L Eill in bis fore i ceplica v meialling 1 eele e fu e o vl eriginal and the daplicnte
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25 Woigh th: e

Pl o0 e aepeit aitiadmn o Ve
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Annex -C

Confidential

Bangladesh form No. 290 Gha (Review) Annual Confidential Report Form-1

Govt. of the People’s Republic of Bangladesh

Annual /Special Confidential Report

Year/Duration.............

[

THETPE s s ans 5y e 1. e Eensies s it 8 S e e oo e e e =
DESIGNAtION ... ... .. e et e e e e e et e en e eee s e
Service/Cadre/POSt ..o e e e

Tdentification (ED) INOL. ..o s 5 528 05 155 s smmssrmssmmm st ———————

Confidential
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ACRTH

Confidential

Name ................................ Designation.......

Part I = Medical Examination Report

{To be filled in by an Authorised Medical Officer)

I Height...........cooooee Weighto..oooooo o

veeeeeeean...Over/Under

Eyesight ...................................Blood group..........................

Blood Pressure.............................. X-tay Report ... ........oooooiiiniiiiin .

[

B RO oo cm s 500 555,000 Seiihls 55 wos-simsiio s s sarses en S msasamasmn s

2. Medical Category/Classification ... ................ccoereeeiiesees oo e see e

3. Physical inability/Nature of disability (inbrief)................ ... ...

Date ...........

Signature of the Medical Officer

(with name & designation)
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ACRTH

Name of Ministry/Division/Department/Office

Confidential
Govt. of the People’s Republic of Bangladesh

..................................................

Annual/Special Report for the Period from .................c..... 0 B e e PN e

t2

10.
1L

12.

13.

14.

15.

Part II - Bio-Data
(To be filled in by Officer Reported upon (ORU)

Name (in block letters) -

Designation :

Date of birth

Father’s name

a) Marital Status : b) Number of Children:
Service/Cadre (if applicable)

SL No. in the Gradation list of 19 :

Date of appointment a) Govemnment -
b)  Gazetted-
c) Cadre-
Date of Joint the Present Post :
a) Pay Scale: b) Present Pay:*
Educational Qualification :
Training - ‘

) AtHome

b) Abroad
Proficiency in Foreign Language :
Spoken -
Reading -
Writing -
Full duration of service under the Repost Initiating Office (RIO) From ............
T7s DUTDTUTUUTTUPRORP =i
A brief job description of the period under consideration :
a)
b)
c)
d)
e)

Signature of the Officer
Reported upon (ORU)
with seal
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ACR.T.H

(Part TIT & 1V to be filled in by ORU putting initial in the respective column)
Part 11 - Personal Traits

Subject of evaluation Marks obtained

4 S 6 7

2.1 Sense of discipline

22 Judgement & sense of
promotion

2.3 Intelligence

2.4 Initiative & drive

2.5 Personality

2.6 Cooperation

2.7 Punctuality

2.8 Reliability

2.9 Sense of Responsibility

2.10 Interest in work

2.11 Promptness in taking action
and carrying out order

2.12 Security consciousness

2.13 Public Relations

Part IV — Work Performed

3.1 Professional Knowledge

3.2 Quality of work

3.3 _Quantity of work .

3.4 Ability to supervise & guide

3.5 Relation with colleagues

3.6 Capability to take decision

3.7 Capability to implement
decision

3.8 Interest & capability to train
subordinates

3.9 Power to express : Written

3. 10 Power to express : Oral

3.11" Promptness in writing &

Countersigning ACR
3.12 Devotion to duty

’ Qutstanding Very good | Good Average | Below
Total marks average
obtained ’ 95-100 85-94 61-34 41-60 40 and
below
Signature of ORU
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ACRTH

Part V- Pen Picture
(To be filled in by the RIO)

Part VI — Recommendation
(To be filled by the R10O)

I. Comments in brief :

a) Special Aptitude/Suitability (e.g., Administrative/Official/Field/Others)

b) Integrity & Reputation (1) Morale:

(2) Intellectual :

(3) Material :

b) Further Recommendation for In Service Training :

.
L

a)
b)
c)
d)

Fitness for Promotion (Pen through all except the relevant one) :

Fit for Promotion :
Not yet {it for Promotion:
Reached the highest ceiling of fittest :

Recently Promoted, time for assessment for next promotion is yet to come:

3. Other Recommendation ( if any):

Signature & Seal of RIO
Name ( in block letter) :
Designation :

Date :

Scanned with CamScanner



ACRTH

Part VII — Comments by the Countersigning Officer (CSO)

I think that the Evaluation of the RIO is very good/rcasonably good/strict/]iberalfblased-

Moreover, I would like to add the following comments:

a) General Comments-

b) Total Number due on the basis of overall evaluation -

Signature & Seal of CSO
Name (in block letter)
Designation..........ccccco-eee

| (e ————

Part ViIl
(To be filled in by the Ministry/Division)

L, Date of receipt of the filled in form : ,
2, Reason for inordinate delay :

Action to be taken on the application (if any) :

.L‘)

Signature & Seal of Officer-in-charge
Name (inblock letter)y: ............... ... ...
Destonation =... ..o s s e

Date:o..oovvviinnain
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Annex -D

The Inland Revenue is an equal opportunity employer

h k!
¥ a

Inland Revenue Staff in confidence

Valuation Office
Staff Report
This form will be photocopied. Please use black ink.

Office or Division EE_ALE\E*HAM@_SA_ o Section SETTEMENT

Location cod '
i . [CSEole) )

1a. Personat lnformation Pi No. I'-\-l 2—-]%— lq I3 ]‘*‘I%J

zu;;;.g: - Firstnames _ _ S _
T TS/ .

Date of B%:qu_-\s?- egmﬁ% Grade 4\_/_&&5&&_11:3&!. ‘_[EML\L Date entered grade l_A_?&L':_E@?
Address (state town or postal district only) ____ _EomonTor Lornmpan N9

Date startud present job \ Q“:a_\u_ A% Period of report from N\ AR NAETY ¢ M
Seniority date lﬁ‘:ﬂu._ﬂﬂ Periods of temporary promotion/substitution to

Qualificaticns (underiine any obtained during period of report)

Training Courses undertaken
during the period of the report

vT 1 (P M) 29 Jume — lO :S‘m.y 1%

.

( 1b. The Jobholder’s Rights

to be told at his/her request
e the overall performance rating at Section 2C, and
o the promotion assessment at Section 3b, including any rider or qualification to that mark.

Prior to an Appraisal Interview the Jobholder can request a copy of pages 1-5 of this completed Report Form.

The Jobholder must be informed orally or in writing if a Box 4 marking has been given at Section 2C, and in
writing, if the marking is Box 5. He/She will be told why such marking was given and what action is proposed.

The Jobholder may register on form VO 9195 any disagreement with markings or comments disclosed. {This
will be attached to the Report form.)

The jobholder may express his/her preference for a change of duties or location in the appropriate section on
page 2.

\
Form A (VO 9191) 1 | 7~ LR
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e

e
1c  Job Description to be completed by the jobholder

Job title .m_\/Aummom Tecrracaars —

Refer to the Forward Job Plan agreed at the start of the reporting period and reflect
any subsequent changes when writing this description.

Set out:

1. Your main duties in order of importance.
2. Anyidentifiable objectives.
3. Details of resources managed if applicable.

eFerencimt  CurrenT Lo
Parrer~  Asscstiesa

DEussiond + AGRECMENT DT QM‘E'?AYC“S

SupervGIom
EstenisHmer—s

QE\J o

* The percentage of time spent on each duty should be indicated

Do you and the Reporting Officer agree the job description?

I “No’* please discuss with him/her and record any unresolved differences here

'Yes No

]

1d Your job for the coming year

reasons.

{ndicate below any preference you may have for a change of duties orlocation in the coming year. Give
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art 2. Pefformance = Assessment by the Reporting Officer

L

2a. Tick a box for each relevant aspect of performance making full use of the space for your comments. Boxes 1-5 are defined

on page 4. If an aspect is particularly important or unimportant this should be indicated in the narrative.

[=nY

' ‘:&a—u-u:x_c_\__

| S -::Lca.‘l:n_.\_Ln_e.\__ W\_Cc/ &&:\cn outstanding

b Ouantnty b \_A__ ] | 1 }

i L—"""‘—Q——'b \_l!:L.-_’m_S. CL'S:\."/\:__C:;QLQ__,

Consistently

Gets through
acommendable
amount of
acceptable wark.
Few delays

12[345

(T

Inadequate;
many inaccuracies

Gets through an
unacceptable
amount of
satisfactory work.
Many delays

C.

—

Personal Skills

Planning

[ W

7 Prot; r-'nSOIVIng
Ll_\_.\_.{j_ S&Q‘L. P, ap— ._—C

mtc_d_

e. Negotiatign (if applicable) ‘
CL ~An L c:x..PﬂL;_c_n_l:\_c_
Lesi Ll S.\:zv—\:_ Ma_:a \qgg

sl

Qc:ns Lb_ A_Cb ED Ck_% Plans well and

gets priorities
right

ENN/EE

Very good at
analysing
problems and
producing sound
solutions

EEV/ER

f Decrsuon Makmg

Extremely
effective
and convincing

(LT TT]

Consnstemly makes

Poorly organised

Poor apprecnat:on
of problems and
produces
superficial and
unsound proposals

———

Weak and
uncertain

Rarely makes

g. Of staff (if applicable)

Aok agilicalla .

motivates staff
extremely well

[T ITT1]

Seaund cLa_CJ_Ez.l onS_':. vewwe!ljudgedm well judged
5@ __HA Lok decisions decisions
l_,_L::Dll‘ Sr\ﬂh_ CLd_..L.D Lo,
Management Encourages and Discourages and

fails to
develop staff

h. Ofotherresources(ifapp]géble) t\.\aE.—tt—:b—tE_c:l_

Lincdad ko i et resources | | /1 ] resourc
resources
Sl ‘::.E.-::::A:_\cw%:; effectively
_Commumcation S \,z oA Clear, concise Ineffective
i. Oral Dl Sea and readily D:@:D
n.n.:;::l_ﬁ “C_ca 2~ understood
j. Written \/ - o
Ccr= G:Qd- c.l_a.n/aad_ Clear, concise Clumsy and
and logicall
el ol .g...)x:. Lawetod expresgsed Y EM:D:] S
.L- - L nd P g—g.
Working Relationships L Sensitive to feelings Does not get
k. Colleagues ﬁ_l_u.n)r_. \_n.;\_c,\.l__b a?ﬁproglemsof on well with
others. Earns others
~anea s . Ne pfo]ol_ams, great respect
. The Publi Always tactful Tactless and
é/\faLA_Dfa_&:D_ aaLLn)PL.\.\. ?-,?g’fft‘f:t' EDII:D impatient, too
susceptible to
necessary pressure
Knowledge .
m. Professional and (if applicable) Technical Knowledge Extensive and Serious
;I:‘%r:due%he EEIjj:] yveaknesses
< e viedg ) in knowledge and
Eo_aaw coSa J\_o..._.a o gpplied with skl practical use

y

357V,
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AR T TS

2b. How effectively was the job described on Page 2 carried out and any objectives met e}

LS Bl Ccan&m/\tm; rvu.»vdon! r_-bL SE_CC
frr‘m has eronalbion wa Azd 19827 e las
2avzsSad el aa S e
tachnical 12’ o)\odoe o C‘_ZiL—Q e cinoy
_acmbé%ai\zndo»d%&k - \DLEQJ:AJ -
A oe-= < ,
é’fgz&:nal_ bnconts wee. altan eSLLffG.E.L: &%ﬁdﬂ amosurl
cwondr Predicad could have beon mceasad. .
s Loas disaassad Lol -\:‘c:yd_ d:le_Lmit%fﬂ
a Cjﬂov\gp ate Satla o el ac
= Lm@u::d.. of 2leracirma L_.::.cu_ld_\:_n_cf- [PRURY a%

”Z!-S M‘Eébmnsg ml?c:. S::ZH:-LO»G,A:. \__;::c:/b_.

/el ANV

2c. Rating of Overall Performance by the Reporting Officer

The overall rating should reflect the performance actually achieved in the circumstances which prevailed.

Periods of substantial absence caused by maternity leave, special leave and non-recurring sick leave should be excluded
and the rating should reflect the performance actually achieved whilst in attendance.

The overall rating should not be altered for any other special factors but if any such factors have affected performance
they should be described below.

Award a rating for overall performance. Ratings are defined below but also:see Guidance Notes. Please tick the relevant
box.

1. Qutstanding An extremely effective performance welt above the standard required inthe 1
grade and consistently maintained. D

2. Performance A good performance. Duties regularly performed 1o-a sta ndard above that 2
significantly above required in the grade. : D
requirements

3. Performance fully An acceptable performance from an officer who meets the needs of the M 3

grade, without surpassing them. There may be shortcomings in some areas

meets normal
but if they exist they are offset by good performance elsewhere.

requirements of the

grade.

4. Performance not fully Performance has not been to the standard required in the grade; definite .
up to requirements; weaknesses are apparent. D 4
some improvement
necessary

5. Unacceptable Performance has consistently been well below the standard required in the D B

grade.

#4 box 4 or § marking must not be given without reference to the Guidance Notes.

Indicate below any special factors which have affected performance.
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| ﬁl Training - Read guidance note before completing this section 1

o -_— TS

e |f after discussion with the Jobhalder the repcrting officer thinks the officer’s performance or potentia! could be
improved by training the needs should be specified below.

1
\
|
!
If the requirement is for training that can only be prov ded outside either the present office or the VO, specify the course
proposed. l
|

e Ifitis agreed that no training is required this should be explained below.

V(S.D.HXML Lt SE . |

e Itis the Reporting Officer’s job 1o follow up his/her recommendations for courses with Training Section - has a
nomination been made for any course(s) proposed?

Ygs No
D Tick as appropriate

2e. Move at same/similar level

If, aﬁ.er discussion with the Jobholder, you think he/she should be considered for a differentjob in the same gradein the
coming year, this should be recorded belocw with reasons.

A

Reporting Officer 1 . Reporting Officer 2

3

He/She has workeg/lormefor ___ ____\_ years He/Shehasworkedformefor __ _ ~ _ years

1 months ﬁﬁ_z —__months

Signature :

e Signature
Namein pitaﬁ—g%ﬂl__-_'__ Nameincapitals D Fé{E_ﬁ‘ fé— B
Grade /. - SCO | paeds MQ}C&S’ Grads. L C¥- __ ____ Gits __'?LVﬁ.‘ J

( 2f. Countersigning Officer’'s Comments

Record here any comments on the assessment of performance in Section 2. In addition either confirm that you agree
with the Reporting Officer's comments and ratings or show here any areas of disagreement which may remain after
_ discussion with the Reporting Officer.

T agen e A1 ek sl wigs

o.nl.}' S'/'eddj a~oh rc/m.’s‘-& %fM, Af\ a.u-r_" I'O }48
C(ét:.l,

Indicate how much you see of the Jobholder’s work. Mowale 2°6€' e ""'k

He/She has worked for me for years months
=
Signalure ‘LL-._ Grade g Vc
\_ Name in capitals 8 G NI{W Date He7-24
5
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Part3 Promotion

3a Assessment of Personal Qualities and Abilities by the Reporting Officer

|
|
[ for your comments.
|

Tick a box for each quality or ability and make full use of the space ‘
n. Acceptance of responsibility Consistently 1 2 3 4 Avoids l
seeks and !I[:@g:l responsibity |

\.Q-JJ._ CLC.QQPL accepts wherever possible |

oS e e o b Lo, o oot
H& S Eerinale Carrmina ank bus cosa dacs

0. Judgement Conclusions and Conclusions
Ll-)LU. c_Luge — actions are | ,a { | and actions
\ ! = pfod—u—a';— soundly based areill jucged
” L:q"\:ﬁ“ L gu.%o_m_m:bs

Ao s

o =

p. Foresight Anticipates Constantly
k_lal: ; ! l I problems surprised
N il&'i:&—d_ and meets by problems as
them prepared they arise

'\—\D MO\ O LQM.S. \maune e~coased

q. Adaptability Adapts ta new Inflexible
situations wel! cannot cope

1 ﬂDL_ ‘ ! EQ ) \D_S_E_ \—_—_Q . with change
C.L\O./_\gge._. i~ Hao pa_sk_—_ A o ig ]._. .ﬂi e Tees

r. Ability to produce constructive ideas Full of ideas : Few ideas,
which provide does not

sesiasa 1 inaieeses fresh insight innovate
LUl mrediico an mCMm&L = Y- R \c:u_aj:.
\_Ql_LL_JCD/\Cl_. r\@\':. \:D b_b.CQM o \m\—x—'\\_me_d_} S:.J:Jr\
aAsS, Q_E— rv'\cv-\%%m:':. f'vsnca;\ﬂr‘}_%g.

- Appicaionsndenera ok omtrt g1 L
Ll gt ek on wal oy,
| A - ma.J..r\Ecx_..,.w_-:_S Bl Aol e asd /ead«m_a

et meertne  Laohon lhe Sccms Eo Lack Jdruse

il Unflustered and 4 Easily flustered

t Reliability under pressurs reliable atall [_—_EZ:D:] and not reliable
times

t__cblam_l.-;. [~V o P/c_saSL:VE.: a_a3an N L\IS audn

qu.xn:\:.. T W
s

[anill =V
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3b. Promotion Assessment by Reporting Officer

Assess potential to perform the duties of the next grade. Look back at the rating of aspects of performance in Part 2 as

:voer:I g: th%ratings at 3a. and ensure any fitted assessment is justified. All avenues of prornotion for all grades should be
sidered.

The Jobholder is at present

) Likely to
Exceptionally become fittedin Not
fitted Fitted thenext2years fitted

for promotion to (grade)

ID ‘i [3:| @/ | | A_,,i\:;\_g,ﬁbg;:n/
O 0o o o s

Give the reasons for your assessment

TP Long Term Potential - Assessment by Reporting Officer

At present, he/she seems to have exceptional potential D 1
or to have potential to rise two grades or more D 2
or to have potential to rise one grade to
,Stﬂ‘a)a .................. but probably no further EZ(3
or is unlikely to progress further D 4

Signature %é’—-—-‘&“" Date h gg .
\_ 4 ,
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5§ Countersigning Officer's Comments:- \.
_— e e et s — = —_———
Yes No
Do you agree the Reporting Officer's Promaotion assessment? . i G oeme vae - . B] U
Please state reasons and in particular indicate any areas of disagreement. J’
= e
Doet nok shuy Mo neceeson
a F He /LW Geig -
If relevant comment on the Jobholder’s potential and prospective management qualities.
Yes No
Would you accept him/her in the higher grade? ... ... .. =5 o3 =1 & =2 D
If not please explain.
gl..’\-._ .‘7 .
Signature ___ = e s = Date t = ﬁ, N
A o/
d . N

6 Reviewing Officer’s Remarks (if appropriate)

Do not alter any camments or markings (see GN 1.4.). If you make any qualifications please indicate how much you see of
the Jobholder's work.

W'wam+w&o~0wwﬁ@—\
.Ar\LC“CA"V"@"_;""

D L N AL 1

-———

4

8 Prnted in the UK for HMSO  (2083/87) Dd8932966 9/87 C100 G3371 10170
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S S SO S A S S NG A U L 0 e L1

Y

Sila rujuk Panduan Pelaksanzan
Sistem Penilzian Prestasi
Perkhidmatan Awam Malaysia
sebelum mengisi Borang iri

Gred Jawatan: ijd‘i’i
Tarikh Disandang:ML Jb aﬂ’mﬂfmm :

Gaji Diterima Dalam n aﬂﬁf‘ J{ oﬁu :
Tahun Penilaian: RM

Tarikh Pergerakan Gaji: D& db nce

Sementara/Kontfak/Sementara/Khas
Untuk Penyandang

2. Tarikh Lantikan-Dale Jg arfnu«#mmx ?

3. Gred Hakiki: Grade :

44, Ketua Perkhidmatan: Hmd Jt Sen{e ;
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O

(Diisi o!eh cha\sai Yong Dinilai)

i. Daqah Ktbcsaran yang dxiccm;g' Aumr :r\ece

L e

’ ; : 2! m R Ly «-'-‘;"“ i ¥ed foidins L

! TaXG ; Darjah Kebesaran Avard Daripada Frurr\, '
¥o g o

by

[~

P

h"‘

e

A lglﬁa!gaan/Sural J{C{epupgn ymﬁw

;. it TaH&R Penghargaan/Surat lgpujian Daripada Hbm, ;
L x
He 8.

A ~,‘n9-11

e .

Yormse g g

—

-

e

Sederhana Kurang Baik Sederhana

-

M Bahasa Melayu Moi‘a

~ 1 Bahasa Inggeris Enﬁuv
i ¢
I{

ey p—
LT i

Bihasa lain (nyatakap) ) .
e -

-
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Sn&bran Keqa Tahpﬁg '(SKT)sm

K_crepﬁam. L) @tnh s&zﬂ?mkw

;
%\:fascs?g m bimbmgan dengan Pegawan Pe llal'
Kzrm j S;Qas\i—_se
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. Mm% i mm%
mmdakan ( ( alam petak berken W ,_)

zd(_

haor i

TR

ﬂm mw.

,Awft(bla o M‘t M%b/

tsdaﬁ seswai, hyatakan stbabnya

Scanned with CamScanner



Annuadd wavle T mddtar ey and, acual achievement in e

a
Bauacian VII-PENETAPAN SASARAN KERJA TAHUNAN, WAJIAN SEMULA PER’I‘I‘N(‘AHANdwr ”ﬁ ar al

TAHUN DAN PE PAIAN SEBENAR D, LAW{UN Yﬁel"{G DINILAI
(Diisi oleh Pegawai Yang Dinilai btc—fﬂ ?)C o %’ e

1. Pegawai Penilai Pertama dan Pegawai Yang Dinilai dikehendaki membincangkan bersama penetapan SKT
pada awal tahun, kajian semula pencapaian kerja sebenar di pertengahan dan di penghujung tahun.

2. Penetapan bersama SKT, kajian semula di pertengahan tahun dan pencapaian kerja sebenar di penghujung
tahun hendaklah direkodkan di dalam Borang SKT 1. ° '

3. Pegawai Yang Dinilai hendaklah memastikan Borang SKT 1 disimpan oleh Jabatannya pada sctiap masa
kecuali semasa penggunaannya di awal, pertengahan dan akhir tahun. Pegawai Yang Dinilai bolehlah
membuat salinan fotostat Borang SKT 1 yang telah diisi.

¢ SKT 1 hendaklah disertakan sebagai La lrEn ‘B’ kepada | BoraniL oran Pemlman Prestz?(:lm Jdm o

i ot bocusg s v g o] e e e

d
-ooa ulvmmu . fhe atr a
2 ."These nm{ bL rC ortf.(’t@ " SKTJ

3. 'Tht M being a Muzr(, nwoi ourt bcrrmﬁ ATl v fcala'l'fa fin Jkrﬂftuuv't, He
* Bevas SCT( .
4. 120““ (‘]'dk;\ rn‘{mtﬁbc nt*l iy "Aﬂmd«x R 06 the f’zrﬁmx\ancc ,ﬂﬂrmoti Kﬂfb‘"t
VL |
Achvihigo

Banacian VIII—KEGIATAN DAN SUMBANGAN

1. Pegawai Yang Dinilai dikehendaki menyenaraikan kegiatan dan sumbangan di luar tugas rasmi seperti
sukan/pertubuhan/sumbangan kreatif di peringkat Unit/Bahagian/Kampung/Taman Perumahan/Jabatan/
Perkhidmatan/Daerah/Negeri atau di peringkat NcgaralAntarabangsa yang mcndatangkan facdah kepada

organisasi/masyaraka negara. Mar cah bag1 Bahagia mlah 5 a”mzdmw
P b, el v (o D

:the, (c—hbl,dw\,w otgull J)Lb rw.»m
;f_f a4 th‘ilqu /jx(}lnatgcm_f/ I_zac(, wﬁ.x.d\/ éﬁ (jﬂ\(, ccun,, ( M‘U&Q 5

.Lt,sf v tién ” ¢ Dot Cm—HEu:tmv
ben;@al kcglatan/al/uvm!sumbangan [t dfﬁg L Pcrmgkat li\egmctanjhe'igl iti/sumbangan

dalamtahun yang dinilai (nyatakan jawatan atau pencapaian)

I P o ] -
T Ma'?j]\a.w L I AT ZrT X

9 ﬁm#@t ell shatats i Pacy T=W[ eré frucs,
Sayam

hkan bahawa $emua kenyataan di Bahagian I hingga VIII adalah benar.

andace K Cﬁéwer L‘C‘r-n‘y,a{) rn&z,o[/ | ' | e
ndatangan Pegawai Yang Didilai o Tarikh
Thbdatangan Hega I
5
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2. Bertsulanmammaf di pcrcngg:m 1 m atas. Pbgmai P¢mia1 Fxmam m :

memberi pewildiai berasaskan skel § hingga- 1D seperti di bawahs T

( )jrm.}’tgawai Yang Bmlai :dahmmméf keg amh : <3 arfey
Q_ E-n cectiting (etpnrniaed A )C\IELEWL'MMS
clyn Tibad ';' 4 arts :
eglata umlah markah
Q&H}Lbé‘i% M% mengikut wajaran

Pegawai Penilai Pertamp Arst ¢fhesr —x5=
g oppriee) 10

-3 Pegawai Penilai Kedua Sg(‘nd ¢t —x5=
5 fr Wm" '

b, S RLEILR i LR \..'.«
Y Fe %

Dwmlh "Houoo' E'i A ST
eringkat U nlBa gmn/Kar@mnga a A Peringk4t Negara/
P:rumahan/]abatan/Pcrkh:d matan/Daerah.Disfridt7 1 Antarabangsa
Negeri State Ligve
AT Y Sy Laaa Active Achve
Lﬁumng Aktif fihwe 2| Kurang Aktif Aktif
1.2,3,4 56,78 4,5,6,7 8,9, 10 Bed

r"- _.

i ‘,chawa: Pcmiai Pcﬂama dan ngam; Pef;da: Ke u_a mkehcndak “mienibe
pencapaian kerja sebenar Peg;ameang Dhnilai bg&béndmg &cngan SKT yang i
$umhef yang ada. di bawgh ka\if,al.mﬂyn,yaﬂgtdueﬁ&kan At dalam Bumng:ﬁlift .

ggtakan ‘1‘“‘3#“ mégg ik g}s&l ipgd

 berasaskan kepada penjelasan: Hap-tiap-kijteria yang
; _;‘ti dil baw.ah Markah ha aifapgian ini al

_'_”””To (i

- e

rikan’
,kamd gesx ngambslkm

T,

4 W nTe.
e T e

: }?luﬂnt wo‘r{c '
UANTIT. H L KERJA—a

Kuantiti hasil kerja seperti junlah; b
" ditetapkan;

‘dart s&bagamya berbanding dengan, éasaragn kuantxti kexja yangk

. KvAm!gHim K%RJA*

""Hasit Ketja dilihat’ dari aspek sepem kmmpumaan,
- teratur, kemas dan tepat berbanding ueﬁgan sasaran '

kualiti: kerja-yang ﬂnetapkairr 3 A

& 3
.é«-"' S TR "'-‘.i‘.!" bt 5

A

B R

CHOE

L
’.rﬁ ﬁi .

o

A i

Jumlah kos sebepar sumbcr yang d:gwakan dalam
menghasilkan keluarsn barangan atay pétkhidmatan
sebenar berbanding dengan sasaran Kos din Keluarat,
barangan atau pcrkhxdmatan yang ditetapkan
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Kebalehan mglaksanakaii tugas dalam ;empoh yang f
letetapkan. &

. Kebcﬂehﬁn menghay:midau melaksanakan dasar, per&mran
dan, ax:ahau pemadbuan bagt memaju dan menidgkaikan’ 7

prestam orgamsasx dat perkh:c!matau ,awamu il e

v

}umlah marka meng:km wajaran

ch’ga,u m

e : s T et
al LOW oo

Sg’nggRendah ] Rendah
L2 e 3,4

Commn’c ﬂﬂ/ AW NA 5!
2. Ulasan’ Pencapanan‘ _Kel'ja Tahunan S%ﬁm

- chawan Penila H_”;qnama ikehendaki
_Yang Dinilaf berasaskan sasaran |
‘tahun dan perdbakan-yang

- seperti yang dmuraxkan*;i
‘ 5 kit

5(,;—”)2(}_4, &, Fa_(aa;mﬂ'v ’ aL‘OUQ,

’ngr (T) nust
ey I) rg,{w ﬂ’\/ U-'_m'{( b’j %&
gr&w N—l ;f'\/' &ml
n 3&3 the ame«mm‘t mu b
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BAHAGIAN X—PENGE HUAN DAN MAHIRAN

Pegawai Penilai Pertama dan Pegawai Penilai Kedua dikehendaki memberikan penilaian berasaskan penjelasan
tiap-tiap kriteria yang dinyatakan dengan menggunakan skel 1 hingga 10 seperti di bawah. Markah bagi [

Bahagian ini jalah " asphsment M o each cderia .

¢TI st
o Hel ot O VT kg . eagyrt
‘ar s ' . 'Ighl ATJP'M"‘W’ %@)
Crifeda ' 'PE%A@;I PEGAWAI

KRITERIA ‘ | . PENILAI PENILAI
P’ERTAMA . KEDUA

General knadledge m Treld ok ook

1. ILMU PENGETAHJAN DA BIDANG KERJA—
Pengetahuan dan keupayaan pegawai dalam menjalankan
tugas dan yang bolech menyumbang kepada kecemcrlangan
pencapaian tugasnya.

ffu 1o Nan
iz %&HAN MENGBEN\OLA—
Kebolehan merancang dan menggembleng sumber utama
seperti tenaga-manusia, peralatan, maklumat dan kewangan -
bagi mencapai objektif organisasinya dan matlamat Kerajaan
dengan mengambilkira_ persekitaran yang berubah-ubah.

A f =gz

N

Kebolchan membuat keputusan selaras dengan objektif -
organisasi, bidang profesion dan perkhidmatannya dan dasar
serta matlamat Kerajaan dalam tempoh masa yang ditetapkan.
e ir - 4 ' G
Eflcctivengaa dF, Commmmiecoens’ =
4. KRNERKESANAN KOMUNIKASI—
Kebolehan dan keberkesanan mewujudkan kefahaman
mengenai dasar, matlamat dan strategi organisasinya bagi
memupuk semangat keqasama. kesungguhan dan dedikasi
di segenap lapisan pegawai selaras dengan objektif
orgamsas: dan matlamat negara.
; -yeg - A FO AR { : ’ b . 3 ey MR PR Sl
5. &Bo HAN M' ;EW}’ELESA MASA[AH-— i

Kebolehan mengcnalpasu masalah di peringkat orgamsasx
dan negara serta mengemukakan pelbagai alternatif dan
menyelesaikannya sécara berkesan berdasarkan kcpakaran
dalam bidang profesionnya.

Cverall pcte

6. PERSPEKTIF MENYELURUH—
Kebolehan melihat masalah dari berbagai dimensi serta
berupaya memberi perhatian kepada perkara-perkara
penting mengikut keutamaan semasa mengambil sesuatu
tindakan.
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g Aypeieiy Okl
) v

Crtena, PEGAWAI | PEGAWAI
KRITERIA PENILAI PENILAI
- PERTAMA KEDUA
o Pnalydis o
7. PENGAN@SISAN—
Kebolehan dan keupayaan meneliti, mentafsir dan
ms‘.pccfakm masalah, fakta, situasi, kejadian dan arah
aliran kepada bentuk yang mudah dan realistik serta
mengeimpkakan cadangan tindakan yang sesuai,
- ¢ . AL
—x 15 —x 15
Jumlah markah mengikut wajaran 70 70
[ f L =4 PIrd
Ve ow =0 71 gn/
Sangpt Rendah Rendah ederhafla Tinggi Sanggt Tihgp!
1,2 3, 4 56 7, 8 9. 10
Gualctica

BAHAGIAN XI—KUALITI PERIBADI

Pegawai Penilai Pertama dan Pegawai Penilai Kedua
tiap-tiap kriteria yang dinyatakan dengan menggun

Bahagian ini ialah 15%. . ’
o 0&;2;- VD st arv
T’“m'f—w.ﬁm-f )

T

8

dikehendaki memberikan penilaian berasaskan penjelasan
akan skel 1 hingga 10 seperti di bawah. Markah bagi

S baced v v ek

g g e
Ctferie PEGAWAI | PEGAWAI

KRITERIA PENILAI .| PENILAI

~ KEDUA

~ PERTAMA.

1. KEPEMI?IEIN N—
Mempunyai wawasan, keupay
yang boleh diteladani,

dengan tegas, tepa
organisasinya.

aan menggerak dan mengurus
sumber dan organisasi, mempunyai kualit peribadi murni
kebolehan membuat keputusan

¢ dan teliti ke arah péncapaian objektif

e

2. INTE

Jujur,

tanpa menyalahgunakan kuasa dan kedudukan.

amiarial dan berakhlak dalam menjalankan tugas

Furness
3. IKRAM, ADIL DAN SAKSAMA—
' Bertimbangrasa, mesra, adil dan saksama semasa

menjalankan tugas.
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(,l".j?“‘(.ﬂ,‘
KRITERIA

PEGAWALI
PENILAL
PERTAMA

o

CEES
1

PEGAWAI

PENILAI
KEDUA

D adpline

. DISIPLIN

Mempunyai daya kawal diri dari segi mental dan f:lzil';.all.
termasuk mematuhi peraturan, menepati masa dan janji,
mempunyai kesabaran serta kemas dan bersih.

roadtive, ceelive) and. inatrhios

. PROAKTIF, }CREATIF DAN INOVATIF—

Kebolehan menjangka, mengambil langkah awalan,
melahirkan idea baru serta membawa pembaharuan yang.
sesuai dan berguna bagi pencapaian objektif profesion dan
organisasinya dan matlamat negara.

. KEBOLBHAN

Ability Fo lnce challengpn
ENGHADAPI (ABARAN—
Kemampuan menghadapi serta mengatasi cabaran dalaman

dan luaran organisasi dan negara dalam persekitaran
yang berubah-ubah.

i

Determinalien/

. ILTIZAM—

Kesungguhan, ketekunan, dedikasi dan bertanggungjawab
dalam melaksanakan tugas.

‘"

Tetal NMarlea

Jumlah markah mengikut wajaran

—x 15

70

{ { Py " PR Y i
Ve [ 2Y i [ Aete |18% 2 ,
t Rendah R‘é‘ndah .~ | Sederhana ng;l é/ang}l %{1% ‘é}/
1.2 3, 4 56 7.8 8 9,10 '
wi¥ai] t ‘»r.‘ LB s 4 g
10
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Celablidungy Keafeno (:ur,pi;ﬂitdh/'
Banacian XII—JALINAN HUBUNGAN DAN KERJASAMA

Pegawai Penilai Pertama dan Pegawai Penilai Kedua dikehendaki memberikan penilaian berasaskan penjelasan
kriteria yang dinyatakan dengan menggunakan qkel 1 hingga 10 seperti di bawah. Markah bagij Bahagl

Pl wshy
Al ialah S5 G- fI‘}ﬂ\ most ﬂl ve aaaesament ov e | LWJ "

The. Dpry my i wl ’
b i g e mmj
_Ct/'LL ;~I\;-.‘ /leu.c.,i\-— "]t) C\ '('F(}‘ é) C d‘J(LE
(,n,!-zrz a . PEGAWAI PEGAWALI
KRITERIA PENILAI PENILAI
) PERTAMA KEDUA

Egi_':ﬂ?-’:u’:i\n Rﬂdttdhﬁ EA (,C‘C g (‘:LOW
1. JALINAN H@]NCAN DAN KERJASAMA—
Kebolehan, kebijaksanaan dan keberkesanan pegawai dalam
mewujudkan suasana kerjasama yang harmoni dan mesra
di peringkat organisasi. Kebolehan menyesuaikan diri
dalam semua keadaan dan kecekapan menjalin hubungan
antara organisasi Kerajaan, swasta serta orang awam
dalam atau luar negeri.

Sey & o —x5 g
"CT,.’\{. f'» ([“'{"—‘-\ ) 10 10
Jumlah markah mengikut wajaran
Fi 7 2 - Crl fegv{'r"_i Gecs (J';hg_(,{j“*(/ \,H "4151 e
Tel tﬁnu&, Lean 2T RTlne. 2 ’ u
i eﬁ&ﬂ Kugazrig Sederh da ‘erkesan ISanngt
Berkesan Berkesan Y Berkesan
1,2 3,4 5,6 7.8 9,10
L

b

Tod Ml
BAHAGIAN XIH—JUMLAH MARKAH KESELURUHAN

Pegawai Penilai Pertama dan Pegawai Penilai Kedua dikehendaki mencatatkan jumlah markah keseluruhan
yang diperolehi oleh Pegawai Yang Dinilai dalam bentuk peratus (%) berdasarkan jumlah markah bagi tiap- o

t Bah an er rkah, " W |t -
‘,aﬂ‘ :a'-zfglfa:n\ﬁv 5 —na}-n‘w ‘i A e a o Ay Ti-b, E“Lﬂl« e L\ LL’L%«M—.:L eg Sl 8. ‘

‘,er pour st ja ¢ pagd oy i f"lﬁl B 8 Lo gl &-Cft“‘v ; -L‘" Pl ',.\
’ ufybmxf f%mfwﬂﬂ;_ W#LL‘

L (T\ i 3

GAWAT™'| PEGAWAI

iy PEMLAI PENILAI

of T aL Mad 1 PERTAMA KEDUA

PERATUS M‘ARKAH KESELURUHAN
[}
' i (=1 I.” ' &’ &l fil . ‘)
- Asprmoe Medea T e pledin Y et at
MARKAH PURATA (untuk diisi oleh Urusetia PP )
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Su[h'olh% fﬁ Afrtmtb;w, qwards be hencws
BAHAGIAN XIV—KESESUAIAN PANGKAT, PENGANUGERAHAN DARIAH KEBESARAN
The, LF mm.\g ANPEMPERIA PERGHARCRANG) fhe bex by talav:a it accouat the m

(Pegawai Penilai Pertama dan Pegawai Penilai Kedua dikehendaki menandakan ( # ) dalam :aqaz lf- pev:’yk‘ T th
yang sesuai dengan mengambilkira markah yang diberikan di Bahagian VIII hmgga Xn).

ety o)

PENILAI PENILAI
PERTAMA KEDUA

! u‘ed"./

gmhbblfmk { mm;fzw

1. Kesesyaia enalkan Pan kat . 3
L Ln 1 ve HA-Q!p L ahc( agitable

(a) Bcrkeb%han befkeupayaan ensi sangat tinggi

serta sesuai dinaikkan pangkat secara keutamaan.fT0! en

4 am{ { ﬂcntf bagia
224 udah

(b) Berkel&leh g berkcuf;ayaan g’créw £ a{’%b‘alkka

pangkat dalam keadaan biasa. Lchun’b

Net able and n-déft’ wfaE{L ?r‘Cme/,wv
(c) Kurang berkebolehan berkeupayaan sgf bL]um
sesuai dinaikkan pangkat.

Awada N Herveurs

2. Penganugerahan Darjah Kebesaran dan Pemberian Penghargaan 4 M . .. 01(1(1 )
(Diisi oleh Pegawai Penilai Pertama dan Pegawai Penilai Kedua) (To be Z’,bt in Afff'aﬂ'hj ifs

(a) Pegawai Penilai Pertama dikehendaki, jika sesuai, mengesyorkan jenis penganugerahan darjah kebesaran
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Annex ¥

MATI-LDP
QUESTIONNAIRE REGARDING PERFORMANCE APPRAISAL SYSTEM

Note: (@) This questionnaire will be used in preparing a portfolio project report entitled “ The Performance

L

%)

Appraisal System of the Civil Servants of Bangladesh”, an assignment of MATT training
programme. The zource shall be kept confidential. Inspite of that, identity at the end of the
questionnaire is an option- you may or may not give it.

(1) Please tick the relevant hox/boxes.

(iif) If you want to make any additional remarks, please nse blank space.

(iv) ACR= Annual Confidential Report RIO= Report Initiating Officer
ORU= Officer Reported Upon C80== Countersigning Officer

(v) 1fyom need further clarification please feel free to contact on telephone Nos.
832530, 869033, 864456, 869505.

Part ] of ACR Form (Health Examination Statement) is:
Absolutely unnecessary.
May be required for those above 4S5 years.of age
May be required for those above 50 years of age
May be roquired only for those recommended by the RIO or CSO

OO0

Any other opinion:

A. Do you want to keep space in part 11 to list actual work Yes D No
done by ORU ?

B Do youwentto keep space for RIO for evaluation of
actual work doneby ORU ~ ? [Jyes [:] No

A. Do you think that the items for evaluationin part I &
1V of the present ACR Form need be changed ? DYes D Ne

B. No you feel rating scale may he amended from A-Iﬁ).S-l?D Yes D No

C. Do you think the present waitage of part 11T & 1V is alight? D Yes D No
D). 1fthe answer is No, then please sugpest your recommendation.

E. No you agree with the proposal that in averall evahiation

rangc of mark for Geod, and very good will bc 61-80 and DYCS DNO
81-94 respectively mstead of 61-84 and 85 - 94 7

F.Do you consider that RIO should give specific reason in case
of grading "Outstanding”, "Very Good" or "Below Averege" ? D Yes D No
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Do you feel that differsnt evaluation standard should be set for Field
and Desk officers ? Please specifi:

Part V (pen picture) is?
A. Appropuate i i B. Not appropriate D

C. Do yon think that instruction 13 of the present ACR FORM DYns D Nl'o
be inserted in part V?

Which ofthe system do you nsually follow in writing the ACR ?

A Decide first the total marks to be given and then £ll in the D
columns to match the total marks

B Give adequate thoughtto each column before piving ]
marks without caring for the total marks

C Give special weightage to a specific quality, trait or deficiency D
of the ORU and determine the overall performance rate

In writing an ACR. on which of these do you depend?
A Memory s D
B The diary maintained regarding the performance of officers D
C Opinions of colleagues/ subordinates

D Opinions of other beneficiaries/ stakeholders

What is your personal experience regarding adverse remarks in ACRs?
A Remarks afe not conununicated to the ORU at all.

B Usually long time is taken for disposal
of such cases
C Remarks are communicated and action is taken in time.

oog 00

D Any other comments:
In case of adverse commments in ACRs there should be a tirne hrtut to its
adversity on the incumbent

A 3(three) years in all cases.

B 2-3 years depending on the gravity of edversity.

e Time to be determined by the controlling Ministry.

oo
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10. Delay in writing ACR occurs due to (Please give avernge number of days):

A Delay made hy the ORU in filling up the Form ‘:I days

B Delay in medical check up [: days
v & DNelay made hy the R10O [:] days
D Delay made by the countersigning officer [:j days
F Due-to delay in supply of ACR forms l:] days

11.  To ensure timely availability of ACR which of the following

steps do you support ?
A. Stricture may be given to the officer responsible for delay D
R. ACR may be forfeited if the ORT) makes unreasonable delay
in submitting it. | D

C. Any other opinion:

n s
- 12, Do you think the yearly performance appraisal system :
A Should be changed to a half yearly performance D
R. Specific evahiation day shonid be declared D
C. Performance of individual officer should be discussed m monthly
Coordination meeting of the organization D
D. Any other comment:
13. Do you think that: ( Youmay tick more than one boxes).
An officer with outstanding rating does not get a good position D
4 B An officer with average rating gets a good position D
due to "tadhir"(influence).
‘. & Some times ontstanding officers get bad posting due to D
lack of * tadbir*(influence).
", D In case of promotion adverse ACRs donotact as bar. D
E * There should be scope for acoelerated promotion in case of D
outstanding ACRs.
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14 Present system of ACR writing should be(may tick more than one) :

A Contimied D

B Repiaced by open system (open system means writing D
ACR by RIO ‘n consultation with ORU).

C. Replaced by partial open system (partial open system D
means ORU will be allowed 1o see the ACR after writing
part II, IV and V by the RIQ)

D. Linked with pay/ reward/ punishment D

E. Any other comment:

15. Present performance appraisal system:

A Contributes much for career development D
B Does not. comiribute at all D
C Contributes to some extent D

16. What should be done for effective career planning ?
A

B

Name (Optional)
Designation
Date:
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MATT-LDP

QUESTIONNAIRE REGARDING PERFORMANCE APPRAISAL SYSTEM

Note: (i) This questionnaire will be used in preparing a portfolio project report entitled * The Perfoml'a:.we
Appraisal System of the Civil Servants of Bangladesh”, an assignment of MATT tramng
programme. The source shall be kept confidential. Inspite of that, identity at the end of the
questionnaire is an option- you may or may not give it.

(1) Please tick the relevant bax/hoxes.

(i) If you want to make any additional remarks, please nse blank space.

(iv) ACR= Annuel Confidential Report RIO= Report Initiating Officer
ORU= Officer Reported Upon CSO= Countersigning Officer

(v) 1f you need further clarification please feel free to contact on telephone Nos.
832530, 869033, 864456, 869505.

1. Part]of ACR Form (Heaith Examination Statement) is:
Absolutely unnecessary.
May be required for those above 45 years of age
May be required for those above 50 years of age
May be required only for those recommenided by the R1IO or CSO

HinEn

Any other opinion:

2 A Do you want to keep space in part I to list actual work D Yes DNo
done by ORU? —

B Doyouwantto keep space for RIO for evaluation of
actual work donebyORU ~ ? [(Jyes [ ™o

=) A Do you think that the items for evaluationinpart M &
IV of the present ACR Form need be changed ? - Yes D No

B. Do yon feel rating scale may he amended from 4-1 10512 D Yes D No
C. Do yon think the present waitage of past TTT & TV is alright? D Yes D No
N. I the answer is No, then please suggest your recommendation.

E. Do yon agree with the praposal that in pverall evaliation

range of mark for Geed, and very good will b 61-80 and cs DND
81-94 respectively instead of 61-84 and 85- 942

F. Do you consider that RIO should give specific reason in case
of grading "Outstanding”, "Very Good" or "Below Average" ? D Yes D No
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Do you feel that different evaluation standard should be set for Field
and Desk officers ? Please specify:

Part V (pen picture) is?

A. Appropriate DB.Notappropﬁate D

C. Do you think that instruction 13 of the present ACRFORM [ ] Yes [ o
be inserted in part V?

Which ofthe system do you usually follow in writing the ACR 7

A Decide first the total marks to be given and then fill in the
colhummns to match the total marks

B Give adequate thoughtto each colhumn before giving
marks without caring for the total marks

c Give special weightage to 2 specific quality, trait or deficiency
of the ORU and determine the overall performance rate

O O O

In writing an ACR on which of these do you depend?

A Memory

B The diary maintained regarding the performance of officers
s Opinions of colleagues/ subordinates l

D Opinions of other beneficiaries/ stakeholders

What is your personal experience tegarding adverse remarks in ACRs?

A Remarks are not comununicated to the ORU at all.

B Usually long time is taken for disposal

of such cases
C Remarks are communicated and action is taken in time.
D

ninln Odd Od

Any other comments:
In case of adverse comments in ACRs there should be a time hmit to its
adversity on the incumbent
A three) years in all cases.
B 2-3 years depending on the gravity of adversity.
C Time to be detenmined by the controlling Ministry.

OO0 O
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10. Delay in writing ACR occurs due to (Please give average number of days):

A Delay made by the ORU in filling up the Form : days

B Delay in medical check up [ ] dore
C Delay macde by the RIO : days
D Delay made by the countersigning officer : days
E Due-to delay in supply of ACR forms : days

11.  To ensure timely availability of ACR which of the following

steps do yon support ?
A. Stricture may be given to the officer responsible for delay D
B. ACR may he forfeited if the ORUJ makes unreasonable delay
in submitting it. D

C. Any other opinion:

b

12. Do you think the yearly performance appraisal system :

[

A Should be changed to a half yeatly performance
R. Specific evaluation day should be declared

a Performance of individual officer should be discussed in monthly
Coordination meeting of the organization

OO

D. Any other comment:

13. Do you think that: ( You may tick more than one boxes):
A An officer with outstanding rating does not get a good position

B An officer with average rating gets a good position
e to "tadhir"(influence).

§ Some times owtstanding officers get had posting due to
lack of " tadbir"(influence).

In case of promotion adverse ACRs do notact as bar.

E There should be scope for accelerated promotion in case of
outstanding ACRs.

OO O oo
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14.  Present system of ACR writing should be(may tick more than one):
A Contimed D

B Replaced by open system (open systern means writing
ACR by RIO in consultation with ORU).

[

c Replaced by partial open system (partial open system
means ORU will be allowed to see the ACR after writing
part IIL, IV and V by the RIO)

D. Linked with pay/ reward/ punishment D

L]

E. Any other comment:

15. Present performance appraisal system:
A Coniributes much for career development
R Does not contrimte at all

C Contdbutes to some extent

O O

16. What should be done for effective career planning ?
A

B

Name (Optional)
Designation
Date:
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Annex-G

REPORT ON THE WORKSHOP
ON
THE PERFORMANCE APRAISAL SYSTEM OF THE CIVIL SERVANTS OF
BANGLADESH HELD ON 19-10-99

By
Md. Tofazzel Hossain
Nazrul Islam
M.U.A. Quader

Prepared by — Mr. Md. Abdur Razzaq, Workshop Director & Director (PPR)
Bangladesh Public Administration Training Centre
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Mr. Rizwan Khair, Deputy Director (MIS) the first in the list of the discussants
made valuable comments on the paper. According to him the title of the paper should
have been “Performance Appraisal System of the Civil Service of Bangladesh™ in place
of “Performance Appraisal System of the Civil Servants of Bangladesh”.

Next he remarked that a copy of the existing Annual Confidential Report (ACR)
should have been appended. He also made comments on citation and preparation of
bibliography and suggested that in making these things international standard should
have been followed. He also suggested to mention in the paper the latest strength of the
civil servants of Bangladesh. He further suggested to arrange the acronyms
alphabetically. He also opined that annexure 6 should have been incorporated in the main
text as it contains the comparative statement of the personal traits and work performance
evaluation of the civil service of Bangladesh, the UK and Malayasia. He also said that
terms PQ, PQA. PR etc. should have been explained. He also suggested to define
discipline, intelligence, reliability etc.

Mr. Ghyasuddin Ahmed, a participant of the 33" Advance Course on
Administration and Development (ACAD)was the next discussant. He seriously criticized
the writer for his comment “vacuum”in the Bangladesh Civil Service. He holds that there
will be no vacuum because the young and energetic officers will be succeeding the senior
officers. Therefore according to him, the vacuum which the author has referred to is only
psychological and should be deleted. With reference to the comment of the former
discussant Mr.Rizwan Khair, on the title of the paper he said that title of the paper does
not matter much. What matters is that whether the purpose has been served or not. With
regard to the recommendations of the author Mr. Ghyasuddin said that some of the
recommendations are excellent while some are not practical. He further said that job
performance depends on factors like training, skills, career planning, logistic support and
support of the subordinate staft.

He also said that in Bangladesh where the administrative environment is not
conducive perhaps it would not be possible to show better performance by a civil servant.

He appreciated the recommendation No. ix (now No...... ), which states that ment should

get priority in promotion-. But he suggests that seniority should also be linked up with

merit in some form.

PASCB2
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About recommendation No. xvi he argued that performance audit in Bangladesh
has started only 5 to 6 years ago and only 10 to 12 institution like RAJUK etc has
adopted it. He remarked that if performance audit system is introduced widely then it will
not be feasible to depend on the foreign experts only. A group of efficient auditors will
also be produced in the country who will audit the performance. Mr. Ghyasuddin feels
that, the present ACR system should be changed. |

Finally he remarked that the paper is theoretically good. But if we judge it in the
context of reality the ideas of the writer appear to be utopian to a great extent.

The next discussant was Mr. $.DD. Khan, a former secretary to the Government.
He said that if we assess the success and failure of the Govt. we see that in many sectors
govt. has achieved spectacular success. In population control, primary education,
production of food etc. achievement of the Govt. has got international recognition. But
what is true is that government has always been and is still now highly centralized, over
bureaucratic and too much dictatorial. We have 50% of our total population below the
poverty line.

There are more than I million civil servants in Bangladesh who consume 5% of
the total GDP. He cited example of Singapore where go{«'ernment spent 5% of their total
GDP after the civil servants. But their service delivery system is much better than that of
Bangladesh. Efficiency of their bureaucracy is beyond our perception.

He said that Bangladesh has to face the challenges of the next millenium.
Therefore, we need efficient machinery to deliver goods. The need for efficient
government servant is a sine-qua-non for efficient and responsive government. Therefore,
to ensure the quality of civil servants it is necessary to ensure their accountability. He
said that the present system of performance appraisal through ACR which is fully
subjective in nature, is not an adequate measure to ensure the performance of a civil
servant. He criticized the present ACR system because it cannot quantify the work of a
civil servant. According to him under the present system a good ACR entirely depends

upon the attitude of the reporting officer. ACR is not based on the performance at all.

Therefore in most cases the judgement is highly questionable.

PASCB2 9
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He thinks that the recommendations of the paper are acceptable. In this regard he
said there are many areas of the government where performance cannot be quantified. He
suggested that we should find out some techniques to quantify the performance of the
civil servants.

In case of promotion he said merit and performance should be the important
crteria and not the seniority alone. He thinks it ﬁecessary to distinguish between a bad
worker and a good worker. About the medical report he said that it is an important thing,
Every civil servant should, according to him, have medical check up at least once a year.

He appreciated the proposed Annual Performance Report (APR or Annual
Performance Appraisal Report (APAR) instead of existing ACR and suggested that
one column should be there in the Performance Appraisal Report which will cover the
past performance of the civil servant.

He also suggested another column in the APR for the training needs assessment of
the civil servants. There should be also some place in the proposed APR in which the
officer will express his opinion about the work places or in which work places he would
like to go. In this respect he cited the UN system in which the RIO frankly talks with the
ORU. -

Lastly Mr. Khan said that the proposed APR should come into force not for test
case. In this regard he said that this is an honest attempt on the part of the writer to find
out the deficiency of the present ACR system. '

The next discussant was Mr. Hafizuddin Khan, CA & AG who is now on LPR.

He termed the issue as very important. However, he confessed that the present
ACR system is not adequate to judge the quality of a civil servant. In this regard he
described his own experience when he was in SSB (Senior Selection Board) for three
years. He mentioned that one of his officers whe was not worthy at all, got promotion

due to his excelient ACR. On the other hand another officer who was very efficient but
whose ACR was not good did not get promotion. He cited another example where a joint
secretary had taken his ACR from a minister who was not in power at that time and got

100 marks. These are the realities of present ACR.

PASCB2 4
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He appreciated the paper writer Mr. Tofazzel Hossain and his group. But he
mentioned that it should be developed to an international standard. He feels that the
present ACR system should be changed.

He said that the recommendations of the paper should be submitted to the Public
Administration Reforms Commission who would submit necessary suggestions to the
Govt. He hoped that the Govi. would accept the recommendations and bring change in
the present ACR system and the writer of the paper would be treated as a pioneer in this
respect.

He suggested that the proposed APR should be incorporated in the present ACR
of the judges. He said that the ACR of the judges are checked by the High Court. In the
ACR of the Judges there is provision of mentioning the number of cases a judge has
disposed of along with the quality of judgement he has delivered. On the basis of these
things the performance of a judge is evaluated. He suggested to introduce this system n
case of evaluation of the civil servants.

He said that whether ACR is subjective or objective is not very much important.
What is important is the change of the attitude and behaviour of the civil servants. In this
respect he suggested that the ACR written by the reporting officer should be taken into
consideration while evaluating the overall performance of an officer.

About the performance audit ‘1\/11. Hafijuddin Khan said that when he was the
Auditor General there were about 400 Audit objections in' the department and only
50/600f those were settled. He expressed his concern on the performance audit in this
~ respect.

Lastly Mr. Hafizuddin Khan again congratulated the author and his group for
writing such a valuable paper and hoped that Govt. would accept at least some of the
recommendations, if not all, and bring some changes.

The next discussant was Mr. Abdus Salam who is a participant of the 30™ Senior
Staff Course. He said performance appraisal system is a part of the career planning of the
civil servants and also a component of the manpower development.

He said that Bangladesh is in the critical juncture of social, political, cultural and
environmental phenomena. The huge and enormous growth of population is a  great

impediment for which we can not come out of the poverty cycle. However, he thanks the
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author and his group for this type of paper. Like Mr. Ghyasuddin Mr, Salam strongly
opposed the word vacuum in the paper. He said there is no vacuum and if there is any it
is the creation of the senior burcaucrats. He said that within three years of liberation
Deputy Secretaries become Joint Secretaries. As a freedom fighter he said that a freedom
fighter can face any challenge. So he requested the writer to delete the world vacuum
from the paper. 7

He said that at page 7 under para-3 d. the author said that there is .strong
burcaucracy in the country, This is not correct. He further remarked that once upon a time
the bureaucrats were strong but for political interferences they are not strong now.
Therefore, Mr. Salam suggested the writer to change this contention.

Similarly ‘he suggested to replace “Ministry and Civil Servants” by Minster and
Civil Servants under para 3.3. at page 6.

He further suggested to replace the term downsizing by the term right sizing at
page 9.

With regard to para 5.7 at page 15 Mr. Abdus Salam held that bio-data should be
incorporated in the APR/APAR. He further suggested to elaborate para 5.12.

Reacting to the recommendation No. xiii at page 24 he appreciated the author for
his proposal that merit should get priority in case ’of promotion and some sort of equation
matching merit and §enion'ty to be developed. In this regard he suggested for using his

own format in which he proposed to distribute 100 marks as follows :

Merit 30
Training 20
ACR 30
Seniority 10
Promotion Committee 10

At this stage some participants opposed it on the contention that we got very bad
taste of such promotion procedure in 1992.

Mr. S.D. Khan cited many events of the failure of the government. In this respect
Mr. Salam said as a citizen of an independent country, it is necessary for us to cite some
of the success of the government. In this respect he referred to literacy rate & family

planning in which govt. has achieved remarkable success.
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He remarked that there are too many suggestions 10 the paper. lle said that,
National training Council has to handle the whole training activities of the country and
mid-level officer should get priorty in this respect. He suggested incorporation of a
separate chapter in the paper on delegation of authority and another on training linkage of
the performance appraisal.

Chowdhury Khalequzzaman Addl. Commissioner of Taxes and a leader of the
Technocrate BCS Coordination Association was the last enlisted discussant.

At the outset he made a difference between ACR and performance appraisal
system. He said, ACR means Annual Confidential Report which means, the confidential
report on performance. On the other hand proposed APR/APAR is the measurement of
the performance of a civil servant. He said that the role of the controlling officer in the
present system of ACR and in the proposed APR/APAR is very important. So it is
necessary to incorporate a chapter in the paper on the role of the reporting officer.

Mr. Chowdhury said that different cadre has different types of job description.
Therefore the yardstick for the measurement of performance should be different. In this
regard he said that the performance of the civil servants who are working in the NBR can

be measured because their target is fixed. But there are many other departments where
the job target is not fixed for every year. Therefore, how it will be possible to measure the
performance? '

In this connection he mentioned some points which are related to the
performance appraisal. These are

1. Posting of an ofTicer, and

2 Recruitment policy of the cadre
In this respect he submitted a paper of his own to the author cntitled
3 YT AT § B TARMEET W 6 NTiEE T AP

“Bangladesh in 21 millenium : An accountable Efficient and Democratic Public

Administration”.
He said that in his book he suggested some important points which he thinks

would be related to performance appraisal.
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About the evaluation system he said, in 1982/83 there was open system of
evaluation. He suggested to introduce the open system of performance evaluation
again. He said that an officer must know what he has to perform.

He suggested that the performance should be measured individually and
collectively. Collectively means the measurement of the over all performance of
an institution,

He also feels that the Public Service Commission has to enjoy full
autonomy. He said that in order to get better performance from a civil servant it is
necessary to motivate him. Motivation can be ensured by rewarding good worker
and punishing a bad one,

Mr. Shafiqul Haque, another discussant, said that in order to abstain the
civil servants from corruption it is necessary to take his annual financial report,
Therefore he proposed to incorporate this in the proposed format of the APR.

The Chairperson then opened the floor for open discussion. All speakers
highly appreciated the paper. Most of them holds that, the present ACR system is
defective. Therefore, it should be changed.

Finally the chairperson wrapped up the comments of the discussant and
said that the performance of the Civil Servants should be propcrly evaluated so
that the sincere and dictated workers arc correctly assessed. And for that matter
the sooner an appropriate method of cvaluation can be the better for the civil
servants, the better for the nation as well. He thanked the paper writer and his
group for writing on this important issue and also thanked the discussants for
their valuable comments, the participants for taking active part in the discussion
and workshop Dircctor and the Co-ordinators for organizing the workshop

successfully.
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Annex-H
Govt. of the People’s Republic of Bangladesh

National emblem

PERFORMANCE APPRAISAL REPORT
for the year/duration.... 1999

Name of Organization
PAR for the period from ........................ B0 tee it et ettt e it e

Part 1- Biodata:

a. 1. Identification (IN) No.

Name

Fathers name :

Date of birth :

Designation )

(1) Service Cadre & Grade : (ii) Sl No. in the gradation list :

S NNRV N ST

7. Date of appointment : (i) Govt. (i1) Gazetted :
(iii)  Cadre :

8. Last promotion : (i) Date of promotion ; (11) Pay Scale :
(iii) Present pay :

9. Date of joining the present post :

10. Height i | 11. Weight :
12. Blood group : 13. Pressure :

14. Physical inability, if any (in brief) :
15. (i)Marital Status : (11) Number of children with age :

MATT 1
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16. Educational Qualification :
17. Proficiency in Foreign Language :
18. Particulars of department proceeding or punishment, if any (in brief) :

I solemnly wear that the informations furnished above are correct.

Signature of ORU

b. Apparently ORU does notbear(s) a good health. I recommend urgent/no medical
check-up for him.

Signature of RIO

Part I1-Skills & Awards:

{Skills earned, Awards received, Honours given during the period by
study, research, etc., including language skills)

SINo. | Brief description of the subject Organisation/country | Period during which
1t occurred

Part IIl - Training :
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Part Il — Training :

a. Description of the training received and academic/professional

qualifications/skills acquired/leamned so far :

LName | Description of Training

| Organisation/country | Duration/Period

b. If after discussion with the job holder the reporting officer thinks the officer’s

performance or potenﬁal could be improved by training, the needs be specified
(Natures, tentative date & time of training):

c.  Has any proposal/nomination made by (i) the reporting officer/(ii) the training

controlling authority :

Yes

® ]

Part IV- Work target:

No

[ ]

Yes

No

e B

a. List of the works determined by the RIO & CSO on consultation with the job
holder. Points of discrepency (if any) should also be pointed out.

a. Description of works | % of time % of time % of achievement
required to actually
perform token to | Quantitative Qualitative QOverall

perform (owirags)

1.

2

3,

4.

5.

6.

i)

n.

.

b 3

MATT 3
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b. Change or amendment done by mid-year review or any other reason(s),

*1

2,
*3.
*4.
*S.

c. Resources (man & material) under the job holder :

if any (to be pointed out) :

N.B. Separate paper may be used, if needed
Part V- Performance Appraisal :

Criteria/Attributes

Evaluation by RIO (I)

Evaluation by RIO (2)/CSO

AA | A B C

AA

A B C D

)
»

Knowledge

. Quantity of work

2
3. Quality of work
4

. Ability to manage man
& materials

. Decision making

. Problem solving

. Negotiating

5
6
7. Planning/Innovation
8
9

. Powerto
communicate{written/oral)

10. Implementation of
Rules/orders

11.Devotion to duty

12. Ability to face
Challenges

13. Timelyness

AA =Qutstanding, A= Very good, B=Good,

C= Average,

D= Below average
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Part VI — Personal Traits :

a.
Criteria/Traits Evaluation of Evaluation of

RIO/(1) RIO(2)/CSO
AAJA|[B|]C|D|AAJAIB]C|D

1. Discipline

2. Judgement

3. Foresight or Intelligence

4. Initiative (Proactive/creative)

5. Leadership or Personality

6. Reliability (Dependability)
7. Cooperation (Relation with
colleagues & Public)

8. Integrity & fairness

9. Ability & Ideas

10. Adaptability

b. The ORUis involvedintothe ...............

(Description of social and sports activities, if any). And that amounts positive (+)/
negative (-) influence on the society/organization :

Society drganization

AA Al B C D

AA A B C D

+)
-)

3 Patriotism; how much the ORU loves the country.

RIO AA| Al B{C|D CSO | AA|l A] B| cip
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Part VII - Postings & Promotion :
a. Suitability for the Present post -

Reasons
very suitable suitable  not suitable for not suitable
(i) Field of work D [ ] L 1
(i1) Place of work I ] 1 | ]
(1ii)Working Environ
Working 1 1 3

b. Ifa different job is recommended for future, please indicate with reasons.
(1) Job holders :

(1) RIO:
(ui) CSO:

¢. Suitability for promotion ;

Reasons of recommendation
specially incase of (I) & (ii)

(i) Outof tur/on priority basis || | RIO:

(1) Under normal circumstances D

CSO:

]

(iii) Not (Yet) suitable

d. At present seems:
(t) to have exceptional potential
(ii)to have potential to rise two grades or more

(iif)to have potential to rise one grade only
(iv)is unlikely to progress further

oo O
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Part VIII - Overall grading :

1, Do you (RIO & CSO) have anything more to say about the ORU which are not

covered by the provisions made earlicr, you are at liberty to put it here in a line or two

RIO CSO

Z Suppose, there arc 100 officers belonging to the same cadre at the same level
working throughout the country. Compare the ORU with all of them and put 2
numerical figure to determine his position (001-100) in the box below. Remember
that your under-estimation may affect career of the ORU and over-estimation would

affect all other officers of the same grade/ cadre.
RIO ' CSO

Part IX — Actions of the controlling Ministry
A. General Actiong;_ :

1 Date of receipt in the Ministry :

2 Delay made in the stage(s) :

3 Action taken (if any) for inordinate/abnormatl delay :
4

(i) Adverse found in the report, if any :
(i)  Actions taken on such adverse (with date) ;
5. (i) High appreciation found in the report, if any :
(i)  Reward(s) made for outstanding performance, if any :
6. (i)  Proposed change of posting, if any
(if)  Actions taken regarding the desired/proposed posting, if any :

7. Brief description of punitive action(s), if any :
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B. Review :
In case of getting “Average” grading for the first time and “Below Average”

any time and in case of variation of grading ranging beyond 12% between the RIO &
CSO, the controlling Ministry should constitute a review committee. Review officer(s)
should not be below the rank of CSO. The Review Officer would describe his
findings in brief and also make recommendation about what should be the justifiable

grading of the ORU.

RO
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