ITM, GWALIOR
CONFIDENTIAL REPORT
For Class I/II/III Employees

Part – I
(To be filled by the employee)
Name



:

Designation


:

Date of Joining in the Institute
:

Department in which placed
:

Session 


:

· A brief account of work done/jobs executed during last academic year:

· Works/Jobs undertaken other than regular work/ jobs:

· A brief account of the specific work done/contributions made in the activities of the Institute:

· Give a brief account of any specific course/ training undertaken to enhance the present qualification. If no specify he reason or difficulties faced, if any:

· Other specific information, if any:

Date of Submission:








Signature of Employee
Part – II

(To be filled by Head of the Section)

· Absent during the regular work, casual work, specific work, additional work assigned to the employee:

Yes










No

· Assessment about the jobs work assigned to the employee:

1. Executes the job seriously 


2. Executes the job casually


3. Executes the jobs insincerely


4. Does not execute the job

· Is the employee competent to use his/her skill/experience?

Yes






No

· Scaling of overall competency:
Very Good


Good


Satisfactory


Unsatisfactory


· Specific comment (If any):
· Details of leave availed by the employee (To be filled by HR):

1. C.L.




2.  E.L

2. M.L.




4.   L.W.P.

3. Other

(Signature of the Head of the Section)

Part – III
(To be filled by the Head of the Institution)
· A brief account of the work done by the employee as assigned by the institute (If any):

· Agreement with the assessment of the Head of the section:

Yes










No

· Specific comment about the employee (If any):
(Signature of the Dean Administration)


                              (Signature of the Director)
Submitted to Management-
Managing Director:
Vice President:
