	[image: ]
	Government College University, Faisalabad
NON-TEACHING STAFF (BPS-1 to 16) ANNUAL PERFORMANCE EVALUATION FOR AWARD OF BONUS
(Min. marks for eligibility of getting bonus (basic pay) = 33. For 33 to 50 marks, ¼ of basic pay. For > 50 to 60 marks, ½ of basic pay. For > 60 to 75 marks, ¾ of basic pay. For > 75 to 100 marks, 1 basic pay. In case of > 95 marks, two basic salaries may be given on recommendation of Reporting Officer, bonus evaluation committee and approval of competent authority) 


[bookmark: _Hlk4346836]
Personal Information:
Name of Employee:	____________________________________________________________
Father/ Husband Name (as mentioned in offer letter): ________________________________________
Position: ___________________________		               Subject: ____________________________
Department/Office: __________________________		
Contact No. ____________________________		Email Address: _______________________
First date of joining in GCUF with designation as regular employee: __________________________
Date of joining at current position: ____________________________________________________

	Sr. No.
	Category
	Max. Marks
	Secured Marks (Self-Assessment)
	Verified Marks (By Reporting Officer)
	Final obtained marks after verification by Reporting Officer

	1
	Length of service 
	40
	
	
	

	2
	Punctuality & Regularity
	10
	
	
	

	3
	Leaves Availed
	10
	
	
	

	4
	Compliance of Office Orders
	10
	
	
	

	5
	Higher Qualification in the relevant filed
	10
	
	
	

	6
	Well-dressed + Neat and Clean
	10
	
	
	

	7
	Attitude and behavior with Boss and Colleagues
	10
	
	
	

	Grand Total of obtained marks verified by Reporting officer
	




Signature of Employee (with date): __________________________________________

Endorsed by: 
Reporting Officer: Signature/Date: ________________________________________________________










Instructions for calculation of marks and attachment of proofs

Category 1: Length of service (Max. Marks = 40)

	Parameters
	Obtained Marks

	04 marks for each year of service (excluding EOL)
	



ATTACH NOTIFICATION OF FIRST REGULAR APPOINTMENT AT GCUF
ALSO ATTACH RECORD OF EOL IF AVAILED

Category 2: Punctuality & Regularity (Max. Marks = 10)

	Parameters
	Obtained Marks

	Must be filled by Reporting office based on punctuality and regularity (in office hours and meetings) of the employee 
	



Category 3: Leaves Availed (Marks = 10) 

	Parameters
	Obtained Marks

	Marks will be awarded by Reporting officer based on casual leave record.  For 25% or less leaves availed, 10 marks will be awarded, for 50% leaves availed 05 marks will be awarded, for 75% leaves availed, 2 marks will be awarded, for availing leaves more than 75%, no mark will be awarded.
	



Category 4: Compliance of Office Orders (Max. Marks = 05)

	Parameters
	Obtained Marks

	Marks will be awarded by Reporting officer based on compliance of university/ office orders.
	



Category 5: Higher Qualification in the relevant field (Max. Marks = 10)

	Parameters
	Obtained Marks

	One stage higher (than required qualification for post currently held) 05                   
Two stages higher                                          08
Three stages higher                                        10
	



ATTACH DEGREES AND ADVERTISEMENT FOR THE POST APPOINTED 

Category 06: Well-dressed + Neat and Clean (Max. Marks = 10)

	Parameters
	Obtained Marks

	Cleanliness of dress   05
Well-dressed              05 
	




[bookmark: _GoBack]Category 07: Attitude and behavior with Boss and colleagues (Max. Marks = 10)

	Parameters
	Obtained Marks

	Get signatures from Colleagues (At least 04, working in the same office)

Name and Signature
1- 

2-

3-

4-
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