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VASANTDADA SUGAR INSTITUTE
Personnel Section
STANDARD OPERATING PROCEDURE

WRITING OF ANNUAL ASSESSMENT REPORTS OF STAFF FOR
PERFORMANCE APPRAISAL AND ANNUAL INCREMENTS

1. PURPOSE/OBJECTIVE/PROJECT/ACTIVITY:

Employees work will be assessed for eve
31% March every year. As per VSI Service

INPUTS/RESOURCES REQUIRED AND THEIR AVAIL

3. OUTPUTS EXPECTED :

Proper work assessment 0

. RESPONSIBILITIES & AUTHORITIES :
DG, Concerned Head of the De

ry financial year i.e. from 1% April 31% to
(Amendment) Rule No.37.

ABILITY :

Issue of Appraisal Forms /Annual Assessment Report format.
Collection of the Assessment Reports in stipulated time limit.

Verification of Assessment Reports by Personnel Section.
After verification the Assessment Reports sent to DG Office for final remarks.

Release of Annual Increment by issuing orders as per Annual Assessment Report

remarks.

f all permanent employees every year.

partment / Section and Personnel Manager

5. CRITERIA AND METHODS :

\
Issue of Assessment report.

Collection of said form/reports.

Submission of Assessment report to DG.

Approval of DG.

Issue increment orders. y

Prepared,:Issued and Controlled b:y

Re\ﬁewed and

e

Heat'of the Section

Control Statusi
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Opportno.p.roper assessment will be on record
" . :
nities : Proper assessment by employee and HOD’s remarks help

ma
Nagement to assess performance of employee.

7. II\EIVALUATION OF THE PROCESS :
ormally Annual Increment is released as a matter of course unless it is withheld a

@ penalty under the relevant provisions of disciplinary rules.

8. IMPROVEMENT IN THE PROCESS :
Remarks of immediate reporting officer/reviewing officers are considered whil

approving performance report.

9. DOCUMENTED INFORMATION :

For Annual Assessment Report of Employees
e VSI/PERSONNEL/SELF ASSESS/FM-06
For Annual Assessment report of Gr.III & IV Employees

VSI/PERSONNEL/SELF ASSESS-GR.III & IV/FM-07
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