Appendix=Vv

RICHARDSON & CRUDDAS (1972) LTD: BYCULLA IRON WORKS, BOMBAY

PROFORMA FOR PROGRESS REBORT OF TRAINING

l1=-Name
2=Qualification
3=Department

4-Date of starting
S5-Date of Completion

6-Total Working period in

the department.
7-Discipline
8-Aptitulle for work
9-Job Knowledge
10=-5kill
l11-Adaptability
12«Dependability
13-Attendance
14-Ability to learn
15-Progress
l6~Performance :=-
16 a) By Quality wise
16 b) By Quantity wise
17-Efficiency
18-short comings 1f any
19-Attitude towards

Corrective action
20-Day to day work
21-Grading
22=-Consideration

Grading Al-Excellent
A2-Good
A3-Above average
B~ Average
C- Poor

Absorption/Extension of Tralning
period/ Termination,

Signature of the head of the departmer
t.

Remarks g Signature of
Production Manager

Remarks & Signature of
Personnel Manager.



ANNUAL PERFORMANCE APPRAISAL

TRAINING NEEDS PART ili )
MaAE R DESIGNATION -
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GRADE PRESENT LOCATION DEPARTMENT

V4
$ TRAINING PROGRAMMES ATTENDED BY THE OFFICER IN THE LAST SEVEN YEARS.,
{Ts be completed by the Tralning Centre).

B

3. No, NAME OF THL PROGRAMIME YEAR - DURAT‘ION ' LOCATION

1
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3

4
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8
7
8 .
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2. Considering the Officer's arcas of strengths and the ureas where inprovement is needed. wiat specific training would you
recommend ? { These recommendations should be proposed in consultution with the Officer and keeping in view his own perception
of the training needed by him.  This vy not be restricted to only coitrses or programines being conducted by the Traming Centre !,
There are two tvpes of irhining needs : namely ‘Staple{Functional’ training ‘which is required by him 10 da his job well and
*Developmental Training' which would be useful for his fuvther development (so that he can shouider higher responsibilities in
due course of timej.  The nominations for externat training, programmes can be proposed where in-company 1aining progranunes
are nut avaituble, wind kegping the organisational needs in view. -

S. No. STAPLEJFUNCTIONAL COURSE $. No, DEVELOPMENTAL COURSE

1 v
2 2 ’
3 3
DATE OF DISCUSSION OF TRAINING NEEDS w
NAME ' .
o L EPORTING OFFICER
DESIGHATION . SIGNATURE OF R !

NOTL : Training nesds form should be forwarded by the Reporting Officer to the Training Centre,
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(To be compieted on expiry of every three

months' service by a probationer,

either promotee or new appointee)

M DESIGNATION | Prafe fqarahy & frdy

DATE OF APPOINTMENT/ PROMOTION

M 39 DEPT./LOCATION

bram oty T

b cdbvrerr Y TER
NATURE OF DUTIES ASSIGNED
TYPE OF TRAINING IMPARTED

17 avee s wm wrea ® onfa

“ROGRESS IN ACQUIR'NG
J08 KNGWLEDGE

G o grman/ete Ay
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L CRASPING CAPAGITY

o g ara
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PUNCTUALITY IN ATTENCANCE
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(#trz werdhr aa afyeea) @ gay
GENERAL BCHAVIOUR & RELATIONS
WITH GIHERS (SUPERIORS, COLLEAGUES
& SUBORDINATES)

atz
INTELLIGENCE
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e Az, Atz arg g 5
SHORT COMINGS, IF ANY I £ivcrr | (D
{3)
Hrrirea sfyerd fafsrae wdivm sfowtd it granTt COUNTER SIGNATURE
T RUI 7207 OFFICER (IMMEDIATE .
STATION SUPERVISING OFFICER).
— AT NAME wa NAME
DATE TZAT DESIGNATION

LR DES!GNAT!ON

If any short comings are noticed the same are to be communicated in wrmng
Copies of such memos shouid be attached’
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1o the Probatiorer Trainee counselling h)" to improve upon them,
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“STRICTLY CONFIDENTIAL"
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