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APPENDIX V
UNIVERSITY OF CALICUT

CHARACTER ROLL
Name …………………………………………………………….. 
Father’s Name ……………………………………………….. 

Designation ……………………………………………………
Office ……………………………………………………………..

Date of birth ……………………………………

Educational Qualification 

Departmental Examinations Passed if any  

………………………………………………..


Period of Reports

	                                                  1                                                                                             2

	1.
	Particular kind or class of work which the individual was employed during the period of report
	

	2.
	Conduct
	

	3.
	Regularity and punctuality in attendance
	

	4.
	Trustworthiness
	

	5.
	Zeal
	

	6.
	Business habits
	

	7.
	General demeanour
	

	8.
	Performance of duties :
	

	
	a) Knowledge of the branch in which engaged and quality of work.
	

	
	b) Knowledge of Codes, Rules, etc.

Ability in drafting letters and presenting cases
	

	
	c) Knowledge of the work of office as a whole
	

	
	d) Ability to manage a Section/Department
	

	9.
	Special aptitude for any particular department, any special work done beyond his routine work that is worthy of recognition :
	

	10.
	Fitness to cross the efficiency bar


	

	11.
	Fitness for promotion to the higher grade and for further advancement.
	

	12.
	General remarks, taking all the above points into consideration.
	

	
	                                                                                     Signature ……………………….………………………………

	
	                                                                                      Designation ………………………..…………………………
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INSTRUCTIONS
1. In writing the Character rolls, officers should generally first settle in their own minds what exactly should be entered in col. 2 against items 2 to 12. The mere words "No", "Yes", "Very Good", "Poor", "Fair", etc., will not convey any idea as to the relative, capacity or merits of the individual concerned. It is essential, therefore, to state in what degree the individual has exhibited the various qualities during the period under, report irrespective of his age, experience or inexperience, good or ill health as the case may be. The degree or his qualities and the performance of the various responsibilities may be broadly indicated in one of the following ways:

"Outstanding'', "Very good", "Satisfactory", "Indifferent" or "Poor".

"If any defects have been noticed in the individual and communicated to him, the fact whether he has shownimprovement of has overcome those defects should be specifically recorded against the relevant item.

2. The report on each individual will be full and complete, such remarks, "I have nothing to add to may remarks of last year" being avoided. An opinion must be given in' column 2 under each head and sub-head separately, and, 

         these should not be bracketed together for this purpose.

3. The following specific instructions should be observed in filling column 2, against the items mentioned below:

A) Item 1. Full particulars of the work on which an individual is employed should invariably be given. It should be stated whether the type of work is outline or important.

B) Item 2. The entries should be indicative of the following particulars regarding an individual: (a) whether he

is a willing workbr (b) Integrity (c) Individuality (d) Agreeability in person and manner (e) Discipline and official decorum.

C) Item 4. Entries should be made with special reference to the following points: (a) is the individual accurate inhis work? (b) has he a good sense of proportion and prospective? (c) does he accept things without sufficient scrutiny or does he look into things with adequate care?

D) Item 5. Before making entries the following points should be considered: a) is the individual capable of putting heart into the work even if it is of monotonous character and unsparing in his exertions or has proved an indifferent worker complaining of too much load requiring constant watch and supervision to get even

usual work out of him? (b) is he keep through and persistent in his application to work or has evinced only ordinary zeal and capacity to work, avoiding to give the best of himself?

E) Item 6. The entries, should be indicative of the following: (a) whether the individual is steady and methodical in his work? (b) does he keep up to the due date, or does he postpone doing things till the last moment? (c) does he complete his work reasonably. Promptly without being called upon by his superiois to do so?

F) Item 7. BefOre making entries the following points should be considered: (a) can the individual adapt himself easily to circumstances- and willing to co-operate?. does he express, himself convincingly, but without aggressiveness? (c) is he tactful in manner both to his superiors and colleagues (d) doe she maintain his Opinion without heat and personal feeling? (e) does he inspite confidence and respect in his men? (1) can he explain simply and clearly what is required and get it done without friction or unnecessary work'?

Note : Points (c) to (f) should particularly be kept in view of writing remarks on the superintendenting staff.

G) Item 8. Sub-heads (a), (b) and (d) are self explanatory, Entries against sub head (c) should, inter alia, be indicative of the individual's ability to present cases without elaborateness and at the same time aecurately and also ability to be observant and to be interested in examining cases. Remarks against sub-head (e) should be given in respect of superintendenting staff and clerks who have passed the Accounts test & Secretarial Manual Test. In making the entries the following should be borne in mind: (a) Whether control and organization are smooth and effective? (b) does the individual interest himself in training his staff and exercise general supervision? (c) does he promote in his staff interest in their work? (d) has he capacity for supervision and produce sound team work?

H) Item 9. In commenting on special aptitude of the individual concerned, especially of the superintendenting staff, the following should be borne in mind: (a) can be take a broad view of things'? (b) his sense of proportion (c) manner in which particular merit has been shown in the special work, if any, entrusted to him.

I) Item 11. It should be born in mind that the remarks should be such as to enable the next superior authority, or the Department Promotion Committee to come to a decision regarding the individual's fitness for promotion to the next, higher post. The column should not be used only for saying all that can be best said of the individual. The remarks should be based on mental comparison of his qualification with those of others in his grade.

J)
Item 12. The general remarks may bring out any points in which the individual excels or exhibits weakness.  

     It should include reference to any document order conveying praise or censure
-
