ATTENDO PRESENTS
Performance Appraisal Form Pack
Appraisal, self review, rating and probation forms, with the pay rules a rating has to follow

For Indian employers: factories, offices, hospitals, stores and warehouses
•  Which form for which step, from the year's goals to the probation review
•  The minimum wage floor no rating can breach, and the ₹21,000 bonus ceiling no rating can touch
•  When a promised increment can be withheld, and the written cause the Code on Wages asks for
•  Eight formats, nine mistakes and forty citations

From Attendo (formerly Petpooja Payroll). Reviewed 27-Oct-2026. General guidance, not legal advice.
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In a hurry? The forms are in section 8: start with Format 01. Before any rating reaches payroll, read section 2 and run Format 06, whose 'Paid' column is the higher of the revised wages and the State's minimum rate. A small office with no HR team can run a whole round on four: Format 02 from the employee, Format 01 at the meeting, Format 06 before payroll, and Format 08 for anyone on probation. Section 7 says which rules reach you.


1.  THE APPRAISAL CYCLE, AND WHICH FORMAT WHEN
An appraisal that holds up has three dates: the goals written at the start of the year, the self review and the rating at the end, and the pay decision after calibration. Pick the format by the step:
	If you want to...
	Use

	Set the year's goals and score them at the end
	Format 01

	Have the employee write their own review first
	Format 02

	Rate on a scale every manager reads the same way
	Format 03

	Compare ratings across managers before pay is decided
	Format 04

	Record what was said in the appraisal meeting
	Format 05

	Turn ratings into increments without breaching the floor
	Format 06

	Handle an employee who disagrees with the rating
	Format 07

	Confirm, extend or end a probation
	Format 08



What a rating may and may not decide
	Decision
	Does the rating decide it?
	Rule
	Where

	The increment
	Yes, above the minimum rate for the category (s.5)
	Code on Wages s.5 and s.3(1)
	Format 06

	The statutory bonus
	No. Wages and days worked decide it
	Code on Wages s.26 and s.29
	Payroll, outside the appraisal

	Withholding a promised increment or promotion
	Only for a good and sufficient cause, written down
	Code on Wages s.18(1), Explanation (b)
	Formats 01 and 06

	A rating after maternity leave
	Not for the absence
	Code on Social Security s.68(1)
	Format 01

	Confirming probation
	Yes, on an assessment of performance
	Model Standing Orders, clause 2(5)
	Format 08



What makes an appraisal land
•  Goals from the job description, written in before the year starts, with the measure beside each. A goal invented at the review is an opinion.
•  Evidence beside every rating: dates, numbers, the customer's or patient's words. The evidence column is what a review request is decided on.
•  A scale every manager reads the same way, printed on the form. Three means the job was done well.
•  The employee's own words on the form, before and after the meeting, and both signatures.
•  Rate the work, not the person. 'Attitude' is not a goal; 'three handovers missed in October' is a fact.
Rests on  Practice, not law. The rules start in section 2


2.  THE FLOOR AND THE GENDER RULE
The form is yours to design. What the rating does to pay is not entirely yours, and the first rule is the floor.
In practice. Before the ratings, enter the State's current minimum rate for each category in Format 06: it is fixed primarily by skill, under unskilled, semi-skilled, skilled and highly-skilled, or by area, or both (s.6(6)(a)), and States revise it. Then pay the higher of the revised wages and the floor. The detail is below.
No rating can hold wages below the floor
'No employer shall pay to any employee wages less than the minimum rate of wages notified by the appropriate Government' (Code on Wages, 2019, s.5). For every establishment not on the central list, that Government is the State (s.2(d)), so the floor is your State's rate for the category. A rating of 1 can earn no increment; it cannot leave anyone below a floor the State has since raised. One rating round, worked, with an illustrative floor of ₹15,000 revised in April:
	Employee
	Wages now
	Increment
	Revised
	Paid

	A, rating 5
	₹18,000
	10%
	₹19,800
	₹19,800

	B, rating 3
	₹16,000
	5%
	₹16,800
	₹16,800

	C, rating 1
	₹14,800
	0%
	₹14,800
	₹15,000 (the floor)



Wages here means wages as the Code counts them for the minimum: all pay except the exclusions the Code lists, so basic pay, dearness allowance and retaining allowance, and any allowance not on the exclusion list, such as a special allowance, with any excluded pay above one-half of the total added back (s.2(y) and its first proviso). Not gross pay: HRA is on the list, so an increment paid as HRA does not lift anyone over the floor. The skill matrix pack checks the category the same way.
What getting it wrong costs: paying less than due is fined up to ₹50,000 (s.54(1)(a)), with no written chance to comply first, because s.54(3) reaches only clause (c) and s.54(2). The company and every person in charge of its business are both liable (s.55). The fine is the smaller cost. The employee, a union or the Inspector-cum-Facilitator can file a claim within three years, and the authority may order compensation of up to ten times the amount found short on top of it (s.45(2) and (6)); in that claim the burden of proving the dues were paid is the employer's (s.59). A fine-only offence can be compounded for half the maximum fine, but not a second time within five years (s.56), and compounding pays the fine, not the shortfall.
The same work earns the same increment, whatever the gender
There shall be no discrimination 'on the ground of gender in matters relating to wages' for the same work or work of a similar nature (s.3(1)), and no employer may reduce anyone's rate of wages to comply (s.3(2)(i)). An increment is wages, so a round in which the women doing the same work land a point below the men needs an explanation the evidence supports. Our reading: a difference that comes from a documented performance rating, applied the same way to everyone, is not made on the ground of gender; a difference that tracks gender is, whatever the form calls it. Format 04's last column is where it shows before payroll. The conditions of employment rule (s.3(2)(ii)) reaches the appraisal scheme itself: the same criteria and the same scale for everyone. For this comparison the base is wider than for the minimum: HRA, conveyance, overtime and award pay count too (s.2(y), second proviso), which is how the equal pay audit pack compares pay. A breach of s.3 is, on our reading, paying less than due (s.54(1)(a)), up to ₹50,000; at the least it is 'any other contravention', up to ₹20,000 after a written chance to comply (s.54(1)(c) and (3)).
Gender is wider than women and men. 'No establishment shall discriminate against any transgender person in any matter relating to employment including, but not limited to, recruitment, promotion and other related issues' (Transgender Persons (Protection of Rights) Act, 2019, s.9), so the same scale and the same evidence test apply. Format 04 records gender as each employee states it, and leaves the average blank for a group too small to hide one person's rating. The calibration sheet is also evidence: a gap it shows and nobody explained is the gap a claim will rely on, so write the explanation beside it.
Rests on  Code on Wages, 2019, s.2(d), s.2(y) and its provisos, s.3(1), s.3(2), s.5, s.6(6)(a), s.45, s.54 to s.56 and s.59; Transgender Persons Act, 2019, s.9


3.  THE STATUTORY BONUS IS NOT A RATING
Every employee drawing wages within the notified ceiling, who has put in at least thirty days' work in the accounting year, is paid an annual minimum bonus of 8.33% of the wages earned or ₹100, whichever is higher, 'whether or not the employer has any allocable surplus' (s.26(1)). Where the surplus allows, the bonus rises in proportion to wages, up to 20% (s.26(3)). The rating appears nowhere in that.
•  The ceiling is wages not exceeding ₹21,000 a month (S.O. 4711(E) of 25-Aug-2026), and bonus on wages above ₹7,000 is calculated as if the wages were ₹7,000 or the minimum wage fixed by the Central Government, whichever is higher (S.O. 4710(E)). Both are the Central Government's notifications under s.26; a State-sphere employer reads its own State's figures where its State has notified them, and the Central ones until then, which is the reading the bonus packs in this library take. State-sphere means any establishment not on the central list (section 2), which is most private employers.
•  The chapter applies at twenty or more persons on any day of the accounting year (s.41(2)), but not to every employer: universities and other educational institutions, hospitals and social welfare institutions not established for profit, Government departments and the others s.41(1) lists are outside it at any size. A school, a college or a charitable hospital owes no statutory bonus at all.
•  A new establishment owes it, in the first five accounting years after the year in which it first sells goods or renders services, only for a year in which it makes a profit, counted after depreciation and earlier losses are set off (s.26(6) and Explanation 1).
•  When the minimum bonus is reduced for days not worked (s.27), days on paid leave and on paid maternity leave count as days worked, so they do not reduce it (s.28(b) and (d)). Section 28 is written for that reduction, not for the thirty-day test.
•  Only four things take the bonus away, and each is a DISMISSAL: for fraud, for riotous or violent behaviour on the premises, for theft, misappropriation or sabotage, or on conviction for sexual harassment (s.29). A rating of 1 is not on the list, and neither is a warning.
•  A bonus above the minimum 'on the basis of production or productivity' is settled by agreement or settlement, within 20% in all (s.26(5)). That is where a performance element can lawfully live for covered employees; a rating cannot cut below the minimum.
•  An agreement by which an employee gives up the bonus is void (s.60).
What the form should say. Format 01's last block names the increment and the promotion. It never names the statutory bonus, because the rating does not decide it. A performance bonus or variable pay above the statutory minimum is a separate payment with its own letter; keep the two apart in payroll and in the file.
Rests on  Code on Wages, 2019, s.26(1), (3), (5) and (6), s.27, s.28(b) and (d), s.29, s.41(1) and (2) and s.60; S.O. 4710(E) and S.O. 4711(E) of 25-Aug-2026


4.  WITHHOLDING AN INCREMENT OR A PROMOTION
In practice. Give a low rating its reason, in facts, on the form. If the appointment letter promises an increment, withhold it only with that cause written in the last column of Format 06. Call a low rating a performance matter, never 'negligence', unless you mean to start a disciplinary enquiry. Set Step 1 of Format 06 for this round only, and give workers twenty-one days' notice before you cut a scale they have been paid on. A worker here is anyone except a manager, an administrator, or a supervisor drawing over ₹18,000 a month. If a worker's rating may end in an exit, read 'When the rating ends in an exit' below before you act. The detail is below.
The Code on Wages allows no deduction from wages except those it authorises (s.18(1)), and the list is closed (s.18(2)). Then comes the Explanation that decides what a rating can do:
'Any loss of wages to an employee, for a good and sufficient cause, resulting from (i) the withholding of increment or promotion, including the stoppage of an increment; or (ii) the reduction to a lower post or time-scale; or (iii) the suspension, shall not be deemed to be a deduction from wages in a case where the provisions made by the employer for such purposes are satisfying the requirements specified in the notification issued by the appropriate Government in this behalf.' (s.18(1), Explanation (b))
Three things follow from the words.
•  It is about a loss of WAGES. On our reading that means an increment the terms of employment promise: an appointment letter that says 'an annual increment of [x]%' has made the increment payable under the terms (s.2(y)), and withholding it is a loss. A letter that says wages 'may be revised' on performance has promised nothing, and no increment is withheld when none is given.
•  For a promised increment, the withholding needs 'a good and sufficient cause', which is why Formats 01 and 06 carry a cause column. A rating of 1 with the evidence beside it is a cause; a rating with no evidence is not.
•  And the employer's provisions, meaning the appraisal policy and the rules in it, must meet the appropriate Government's notification. The Central Rules carry no such provision (searched 27-Oct-2026), and no State notification was read; section 10 says so. Write the policy, print the scale, keep the cause on file, and ask your State.
A scale you publish can become a term
Wages under the Code are what is payable 'if the terms of employment, express or implied, were fulfilled' (s.2(y)). A rating-to-increment table circulated to staff and paid unchanged year after year can, on our reading, become an implied term, and then a 3 means the increment the table gives it. For workers it is also a condition of service: wages and the 'withdrawal of any customary concession or privilege or change in usage' are items 1 and 8 of the Third Schedule, and no employer may change a worker's conditions in a Third Schedule matter without notice to the workers affected, in the manner the rules prescribe, which for most private employers are the State's, and then twenty-one days (IR Code s.40). On that reading, cutting a published scale, or skipping a round, without the notice is a contravention fined up to ₹1,00,000 (s.86(20)). The Code does not say when a practice becomes customary, and managers and supervisors over ₹18,000 are not workers. So set Step 1 of Format 06 for this round only and say so on it, and give the notice before you cut a scale workers have been paid on.
A performance decision is not a punishment
Where standing orders apply, at 300 or more workers, 'stoppage of annual increment' is one of the punishments an employer may order after an enquiry has found the worker guilty of misconduct and the worker has had a chance to answer on the penalty (Model Standing Orders, 2026, clause 23(6)(f) of Schedule B for manufacturing, 24(6)(f) of Schedules A and C). That is the disciplinary route, and it needs a charge sheet and an enquiry. Poor performance on its own is not misconduct. But the same orders list 'habitual neglect of work' and 'malingering or slowing down work' as misconduct (clause 23(5)(f) and (i) of Schedule B, 24(5)(f) and (i) of A and C), and 'habitual' means three or more times in the preceding twelve months (clause 1A(1)(c)). So a low rating can rest on a cause recorded on the form, which is the performance route, or on a finding of neglect after an enquiry, which is the disciplinary one. Keep the two apart on paper. A form that calls a low rating 'negligence' has started a disciplinary matter without the enquiry it needs.
Ratings and the union
The Second Schedule lists unfair labour practices, and three of them live in an appraisal: changing a worker's seniority rating because of union activity (item 4(c)), refusing a promotion on account of it (4(d)), and 'unmerited promotions' to create discord (4(e)). Item 9 is wider: 'to show favouritism or partiality to one set of workers regardless of merit'. A forced distribution that moves a rating to fill a band is, on our reading, exactly that. The fine is ₹10,000 to ₹2,00,000 (s.86(5)).
When the rating ends in an exit
For a worker, that is a retrenchment: termination 'for any reason whatsoever, otherwise than as a punishment inflicted by way of disciplinary action' (IR Code s.2(zh)), and none of the five exclusions is performance. A worker with one year's continuous service is owed a month's notice stating the reasons, fifteen days' average pay for every completed year of continuous service or part of one over six months, and a notice to the Government (s.70); skipping it is fined ₹50,000 to ₹2,00,000 (s.86(3)). At a factory, mine or plantation that employed 300 or more workers on average in the preceding twelve months, s.79 replaces s.70: the notice is three months, the Government's prior permission comes first (s.77 and s.79), and the same fifteen days' compensation follows (s.79(9)); retrenching without permission is fined ₹1,00,000 to ₹10,00,000 (s.86(1)). Either way the employer also pays fifteen days' wages into the worker re-skilling fund (s.83), once the Government sets it up by notification. A year's continuous service is deemed once the worker has actually worked 240 days in the preceding twelve months, or 190 below ground in a mine (s.66, Explanation 1). And the Code expects the last person employed in the category to go first, 'unless for reasons to be recorded' the employer retrenches another (s.71): choosing a worker by rating is exactly that, and the appraisal file is the record of the reasons. Everything on these forms can be read out later, so write facts the evidence supports, keep the employee's own words as written, and never alter a signed form. The termination letter pack carries the letters. A manager or an administrator is not a worker (s.2(zr)), and their exit follows the contract.
Rests on  Code on Wages, 2019, s.2(y) and s.18(1) and (2); Model Standing Orders, 2026, clause 1A(1)(c), 23(5) and 23(6)(f) of Schedule B and 24(5) and 24(6)(f) of Schedules A and C; IR Code, 2020, s.2(zh), s.2(zr), s.40, s.66, s.70, s.71, s.77, s.79, s.83, s.86(1), s.86(3), s.86(5), s.86(20), the Second Schedule and the Third Schedule


5.  MATERNITY, DISABILITY AND THE RATING
In practice. Cut each target to the months she actually worked and score those months; never mark maternity leave down. Rate an employee with a disability against the accommodated role, write the adjustment, never the diagnosis, in Format 01, and deny no promotion merely on the ground of disability. The detail is below.
Maternity leave is not absence
When a woman absents herself from work under the maternity chapter, 'it shall be unlawful for her employer to discharge or dismiss her during or on account of such absence ... or to vary to her disadvantage any of the conditions of her service' (Code on Social Security, 2020, s.68(1)). The rating sets the increment, and the increment is a condition of service; on our reading, a rating marked down for up to twenty-six weeks varies it to her disadvantage. So Format 01 pro-rates the targets to the months worked and scores those. The same logic covers the goals: a target set for twelve months is not missed by someone who worked six of them.
The chapter reaches every factory, mine or plantation, and every shop or establishment with ten or more employees (First Schedule, Chapter VI). She may appeal a dismissal or a deprivation within sixty days (s.68(2)), and an employer who dismisses, discharges, reduces in rank 'or otherwise penalises a woman employee' against the chapter faces up to six months, or a fine up to ₹50,000, or both (s.133(d) and (iii)). For a worker's annual leave, maternity leave counts towards the 180 days that earn it (OSH Code s.32(1)(iii)), which is one more reason the year is not a shorter year for her.
Rate the accommodated role
No person with a disability 'shall be discriminated on the ground of disability, unless it is shown that the impugned act or omission is a proportionate means of achieving a legitimate aim' (RPwD Act, 2016, s.3(3)). Where reasonable accommodation is in place, meaning the necessary and appropriate modification without a disproportionate or undue burden (s.2(y)), the goals are the accommodated role's goals, and Format 01 records the accommodation beside the rating. Two cautions. Section 20 opens 'No Government establishment', and its accommodation duty is worded to Government establishments too, so a private employer is bound by s.3(3) and has its proportionality defence. Its promotion rule is different: s.20(3), 'No promotion shall be denied to a person merely on the ground of disability', names no establishment. Whether it reaches a private employer is open, and section 10 lists it; deny no promotion merely on disability either way. And every establishment, with no headcount threshold, must notify an equal opportunity policy and register a copy with the Chief Commissioner or the State Commissioner (s.21(1) and (2)); that policy is where the appraisal rule belongs. A first contravention of the Act is fined up to ₹10,000, and any later one ₹50,000 to ₹5,00,000 (s.89).
Rests on  Code on Social Security, 2020, s.68(1) and (2), s.133 and the First Schedule; OSH Code, 2020, s.32(1)(iii); RPwD Act, 2016, s.2(y), s.3(3), s.20, s.21 and s.89


6.  PROBATION AND THE RECORD
In practice. Fill Format 08 before the probation end date, never after, with the goals and the evidence, not a verdict on conduct. Write down the days the worker has actually worked: on our reading, not confirming a worker is a retrenchment unless an exclusion applies, such as a stipulation in the appointment letter, and once the worker has a year's continuous service it needs section 70's notice and compensation. Wherever the maternity chapter applies, take no decision ending the service while she is on maternity leave. The detail is below.
The probation-end appraisal
Under the Model Standing Orders a probationer is a worker provisionally employed to fill a permanent vacancy who 'has not completed six months service therein', and the period 'may upon assessment of performance, be extended for a further period not exceeding three months' (clause 2(5)). A worker who has satisfactorily completed the six months is permanent (clause 2(2)). Format 08 is that assessment. Fill it before the six months end. Leave, an accident, a lockout or a strike does not stop the clock: any such interruption counts as part of the probation (clause 2(2), proviso), so maternity or sick leave is no ground for an extension. An extension with no assessment on file is an extension the words do not allow, and silence past the date is, on our reading, a completed probation. The orders bind at 300 or more workers (IR Code s.28(1)), and only for workers; below that, and for a manager, the appointment letter and your State's law set the term, and Format 08 still records the decision.
When the answer is do not confirm
Not confirming a worker ends the service. Where the orders apply, they give a probationer no notice (clause 22(2) of Schedule B, 23(2) of A and C), but 'subject to the provisions of the Code', and on our reading ending a worker's service at the end of probation is a retrenchment (IR Code s.2(zh)) unless it falls in an exclusion, such as a termination under a stipulation in the appointment letter. Section 70's notice and compensation reach it once the worker has a year's continuous service, which 240 days actually worked in the preceding twelve months, or 190 below ground in a mine, deems (s.66, Explanation 1). A nine-month probation on a six-day week runs close to that line, and a longer term in an appointment letter crosses it, so Format 08 records the days. Two more cautions. Wherever the maternity chapter applies (section 5), a woman on maternity leave may not be discharged during the absence, or given a notice timed to expire during it (Code on Social Security s.68(1)), and a discharge in pregnancy does not take away the maternity benefit she would have had (its first proviso). And write the goals and the evidence, not a conclusion about conduct: an allegation of misconduct goes to the disciplinary route and its enquiry.
Where the rating goes
Where standing orders apply, the service card in Form (ii) carries the worker's eligibility for higher jobs (item 31), the scale of pay in the employment history (item 33) and promotions, awards and commendations (item 38), recorded with the worker's knowledge (clause 13 of Schedule B, 14 of A and C). The appraisal outcome is what fills those lines, so a copy of Format 01 goes on the personnel file and the card is updated after each round.
The record has to be right
An appraisal is personal data that is 'likely to be used to make a decision that affects the Data Principal', so the employer must ensure 'its completeness, accuracy and consistency' (DPDP Act, 2023, s.8(3)(a)), once the section is in force on 13-May-2027 (G.S.R. 843(E)). The rating that reaches payroll must be the one on the signed form, and a score changed after the meeting is changed on the record too. Processing for the purposes of employment needs no consent (s.7(i)); whether the employee's rights of access and correction (s.11 and s.12), worded on data processed with consent, reach the appraisal file is an open question, and section 10 says so. The grievance right is not worded on consent: every Data Principal may have 'readily available means of grievance redressal' for the employer's handling of her data (s.13(1)), so an employee who says the record is wrong is owed an answer, and Format 07 is one. Keep the file for as long as a wage claim can be brought after the employee leaves, three years under the Code on Wages (s.45(6)), then erase it unless a law needs it kept (s.8(7)); when the purpose ends is our reading. Once these sections are in force, a breach of a duty with no penalty of its own is fined up to ₹50 crore (the Schedule, item 7).
Rests on  Model Standing Orders, 2026, clauses 2(2), 2(5), 13 and 22(2) of Schedule B and 14 and 23(2) of A and C, Form (ii); IR Code, 2020, s.2(zh), s.28(1) and s.66; Code on Social Security, 2020, s.68(1); Code on Wages, 2019, s.45(6); DPDP Act, 2023, s.7(i), s.8(3)(a), s.8(7), s.11 to s.13 and the Schedule


7.  WHO THESE RULES REACH
•  The minimum wage floor and the gender rule: every employee of every establishment, with no headcount threshold (Code on Wages s.2(k), s.3 and s.5). The rate itself is the State's for any establishment not on the central list (s.2(d)).
•  The statutory bonus: an establishment with twenty or more persons (s.41(2)) that s.41(1) does not leave out, for employees drawing up to ₹21,000 a month, with the State-sphere reading in section 3.
•  Withholding a promised increment: every employee, through Explanation (b) to s.18(1); the notification it refers to is the appropriate Government's, which for most private employers is the State's.
•  Maternity: every factory, mine or plantation, and a shop or establishment with ten or more employees (Code on Social Security, First Schedule, Chapter VI).
•  Disability: every establishment, with no headcount threshold, under s.3(3) and s.21 of the RPwD Act; section 20 is worded to Government establishments except sub-section (3), which section 10 leaves open.
•  Standing orders, the probation term and the service card: 300 or more workers (IR Code s.28(1)), and only workers.
•  Retrenchment with the Government's permission: a factory, mine or plantation with 300 or more workers (IR Code s.77 and s.79).
•  Retrenchment, the notice of change before cutting a scale (s.40), and the unfair labour practices: workers only, which leaves out managers, administrators and supervisors drawing over ₹18,000 a month (s.2(zr)). There is no headcount threshold for any of them.
In practice, for a 12-person office or clinic. These apply to you: the minimum wage floor and the gender rule, the written cause before withholding a promised increment, maternity (at ten or more employees), disability, and, for anyone who is a worker, retrenchment and the notice before cutting a scale. These do not, unless you grow: the statutory bonus, until twenty persons are employed on any day of the year, and the Model Standing Orders' probation term and service card, which start at 300 workers. The formats you will use are 01, 02, 06 and 08; 03 and 04 earn their place once more than one manager rates.
Rests on  Code on Wages, 2019, s.2(d), s.2(k), s.3, s.5, s.18 and s.41; Code on Social Security, 2020, First Schedule; RPwD Act, 2016, s.3(3), s.20 and s.21; IR Code, 2020, s.2(zr), s.28(1), s.40, s.77 and s.79


8.  EIGHT FORMATS
Everything in [CAPITALS] is yours to fill or delete. Where a bracket offers choices split by '/', keep one.
FORMAT 01  ·  ANNUAL PERFORMANCE APPRAISAL FORM
Note for HR, delete before sending: The main form. The goals come from the job description and are written in at the START of the year, with the measure beside each; the end-of-year columns are filled at the review. Pro-rate the targets by the months worked for any maternity leave, earned leave or sick leave the law gives (section 5 says why): a target of 1,200 units for a year in which she worked 9 months becomes 1,200 × 9 ÷ 12 = 900. The reviewer is the manager's own manager, or the owner. No HR team? The owner, or whoever runs payroll, signs as HR. First round, with no goals written at the start? Write the duties the job description or appointment letter gave the role, mark them 'set at review', lean on the evidence column, and set next year's goals at the meeting. The last block, 'What this rating changes', is the one payroll reads.
The form starts below.
[COMPANY LETTERHEAD]
ANNUAL PERFORMANCE APPRAISAL FORM
Employee: [NAME], [EMPLOYEE CODE], [DESIGNATION], [DEPARTMENT / BRANCH]     Category: [UNSKILLED / SEMI-SKILLED / SKILLED / HIGHLY SKILLED]
Review period: [DD-MMM-YYYY] to [DD-MMM-YYYY]     Manager: [NAME]     Reviewer: [NAME]
Part A. Goals, set on [DD-MMM-YYYY] at the start of the period
The scale, as Format 03 defines it: 5 Exceptional (every goal met, at least one clearly exceeded), 4 Strong (every goal met, some exceeded), 3 Meets the role (goals met as set, a job done well), 2 Partly meets (some goals missed), 1 Does not meet (most goals missed).
	Goal, from the job description
	Measure
	Weight
	Achieved
	Rating (1 to 5)
	Evidence

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Weights add up to 100. The overall rating in Part C is the weighted average of Part A: multiply each goal's rating by its weight, add the results, divide by 100 and round to the nearest whole number, a half going up. Goals weighted 50, 30 and 20, rated 4, 3 and 2: (200 + 90 + 40) ÷ 100 = 3.3, so the overall rating is 3. Part B feeds the comments and next year's plan, and counts towards the overall only if your policy gives it a weight.
Part B. Competencies for this role
	Competency
	What it looks like in this role
	Rating (1 to 5)
	Evidence

	Quality of work
	[Define it: errors, rework, customer or patient feedback]
	
	

	Reliability
	[Define it: on time and on shift. Leave the law gives, such as maternity leave, sick leave or earned leave taken, never counts against anyone]
	
	

	Working with others
	[Define it: handovers, helping another team meet a date]
	
	

	[YOUR OWN COMPETENCY]
	[Define it before the year starts]
	
	



Part C. What this rating changes
	Item
	Detail

	Overall rating
	

	Increment proposed (from Format 06)
	

	New wages, and the State's minimum rate for the category
	

	Promotion or change of grade proposed
	

	If a promised increment or promotion is withheld: the good and sufficient cause
	

	Leave the law gave this year, and how the targets were pro-rated
	

	Reasonable accommodation in place, if any, and the role as accommodated: the adjustment, never the diagnosis
	

	Employee's comments
	

	Signatures: employee, manager, reviewer, HR, with dates
	



Proposed, not granted. An increment or promotion takes effect only by the written letter issued after calibration, and nothing on this form changes an increment the appointment letter already promises.
Signing records that the review took place and that a copy was received. It does not mean the employee agrees with the rating, and the employee's comments stand beside it.
The statutory bonus is not decided here: it follows wages and days worked (section 3).


FORMAT 02  ·  SELF APPRAISAL FORM
Note for HR, delete before sending: The employee fills this before the manager rates. Copy each goal from Format 01, Part A, into the first column and fill in the manager's name and the return date before you hand it over, so the employee needs nothing else. Ask for facts and dates against each goal, not adjectives. It goes on the file with Format 01, so the two can be compared if the rating is ever questioned.
The form starts below.
SELF APPRAISAL FORM
Employee: [NAME], [EMPLOYEE CODE], [DESIGNATION]     Review period: [DD-MMM-YYYY] to [DD-MMM-YYYY]
Please fill this in before your appraisal meeting and return it to [MANAGER'S NAME] by [DD-MMM-YYYY]. Against each goal, write what you did, with dates and numbers where you have them. Your manager reads it before rating you, and it is kept with your appraisal.
For 'My rating', use the same scale your manager uses: 5 Exceptional (every goal met, at least one clearly exceeded), 4 Strong (every goal met, some exceeded), 3 Meets the role (goals met as set, a job done well), 2 Partly meets (some goals missed), 1 Does not meet (most goals missed).
	My goal for the year, as set at the start
	What I did, with dates and numbers
	What got in the way
	My rating

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Work I did outside my goals this year:
________________________________________________________
Support or training I need next year:
________________________________________________________
Where I want to be in two years, and what would get me there:
________________________________________________________
Signature: ______________________   Date: ______________


FORMAT 03  ·  MANAGER'S RATING FORM WITH A DEFINED SCALE
Note for HR, delete before sending: One sheet per employee. The scale is printed on the form so every manager reads 3 the same way. The evidence column is not optional: a rating with no evidence is the one a review request overturns. Use it where a manager rates many people or HR wants the rating apart from the goal sheet; a small office that rates in Format 01 can skip it.
The form starts below.
MANAGER'S RATING FORM
Employee: [NAME], [EMPLOYEE CODE]     Manager: [NAME]     Period: [DD-MMM-YYYY] to [DD-MMM-YYYY]
The scale
	Rating
	Label
	What it means

	5
	Exceptional
	Every goal met and at least one exceeded by a margin the evidence shows; work others rely on

	4
	Strong
	Every goal met, some exceeded

	3
	Meets the role
	Goals met as set. This is the expected rating for a job done well, not a consolation

	2
	Partly meets
	Some goals missed; a plan agreed in Format 05

	1
	Does not meet
	Most goals missed with the reasons recorded; a second review in [THREE] months



Ratings
	Goal or competency
	Rating
	Evidence: dates, numbers, who said what

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Overall rating: [1 to 5]     Increment this rating earns in Format 06, Step 1: [INCREMENT %]
The figure is a recommendation to calibration, not a decision. Do not tell the employee a figure from this form.
Leave the law gave in the period, and how the targets were pro-rated: [MATERNITY / SICK / EARNED LEAVE; NONE]
Manager's signature: ______________________   Date: ______________


FORMAT 04  ·  CALIBRATION SHEET
Note for HR, delete before sending: For HR, before any increment is decided. It lists every rating by manager and by gender, so a manager who rates everyone 5, or a team whose women all sit a point below the men for the same work, shows up before payroll. It is not a quota sheet: do not use it to force a distribution. Record gender as each employee states it, and leave the average blank for a group of fewer than [THREE], whose average is one person's rating. In the last column write each group's average with the number rated beside it. One manager rating everyone? Skip the comparison between managers and still fill the last column.
The sheet starts below.
CALIBRATION SHEET, [REVIEW PERIOD]
	Manager
	Employees rated
	Rated 5
	Rated 4
	Rated 3
	Rated 2
	Rated 1
	Average
	Average by gender, as each employee states it

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



•  A manager whose average sits a point above or below the others is asked for the evidence, not told to move ratings.
•  A gap between the women's and the men's average for the same work or work of a similar nature needs an explanation the evidence supports before any increment is decided (Code on Wages s.3(1)).
•  Nobody's rating is moved to fill a band. Favouritism or partiality to one set of workers regardless of merit is an unfair labour practice (IR Code, Second Schedule, item 9).
Explanation of any gap between managers or by gender, with the evidence: [WRITE IT HERE BEFORE ANY INCREMENT IS DECIDED]
______________________________________________________
Calibrated by: [NAMES, ROLES]     Date: [DD-MMM-YYYY]


FORMAT 05  ·  APPRAISAL MEETING RECORD
Note for HR, delete before sending: Filled during or straight after the meeting and signed by both. It records what was agreed and what was disputed, which is the record a review request, a grievance or a later exit turns on.
The record starts below.
APPRAISAL MEETING RECORD
Employee: [NAME], [EMPLOYEE CODE]     Manager: [NAME]
	Item
	Record

	Date, place and who was present
	

	Goals discussed, and the rating on each
	

	Points the employee agreed with
	

	Points the employee disputed, in their words
	

	What was agreed for next year: goals, training, support
	

	Whether the employee intends to ask for a review (Format 07)
	

	Signatures of employee and manager, with dates
	



Signing records that the review took place and that a copy was received. It does not mean the employee agrees with the rating, and the employee's comments stand beside it.
A copy goes to the employee on the day. The record is kept with Formats 01 to 03 for [THREE] years after the employee leaves, the window for a wage claim (section 6).


FORMAT 06  ·  RATING-TO-INCREMENT WORKSHEET, WITH A MINIMUM WAGE COLUMN
Note for HR, delete before sending: The pay step. Enter the State's minimum rate for each category first, then the increment for each rating. It is a Word table, not a calculator: you work each row, and the 'Paid' column takes the higher of the revised wages and the floor. Enter wages as the Code counts them for the minimum: all pay except the Code's listed exclusions, so basic pay, DA, retaining allowance and any allowance not on the exclusion list, such as a special allowance, plus any excluded pay above one-half of the total, not gross pay. The sheet leaves the statutory bonus alone. For any promised increment that is being withheld, the cause column must be filled. Step 1 is set for this round only; read section 4 before you circulate it.
The worksheet starts below.
RATING-TO-INCREMENT WORKSHEET, [REVIEW PERIOD]
Step 1. The increment for each rating this year, set for this round only and not a promise for any later year (section 4):
	Rating
	Increment %

	5
	[10]

	4
	[8]

	3
	[5]

	2
	[2]

	1
	[0]



Step 2. The State's minimum rate for each category, as revised on [DD-MMM-YYYY]: unskilled ₹[    ]  semi-skilled ₹[    ]  skilled ₹[    ]  highly skilled ₹[    ]
Step 3. Each employee. Wages means all pay except the Code's exclusions: basic pay, DA, retaining allowance and any allowance not on the exclusion list, such as a special allowance, plus any excluded pay above one-half of the total, not gross (section 2), on the same wage period as the minimum rate. The 'Paid' column is the higher of the revised wages and the minimum rate, always.
Each row on a calculator:
(a) Wages now. Add basic pay, DA, retaining allowance and every allowance not on the exclusion list. Then add up the excluded pay, such as HRA and conveyance allowance. If the excluded pay is more than half of the two together, add the excess to the first figure. Example: basic and DA ₹6,000, HRA and conveyance ₹10,000; half of ₹16,000 is ₹8,000, so ₹2,000 is added back and wages now are ₹8,000.
(b) Revised wages = Wages now × (100 + Increment %) ÷ 100, to the nearest rupee. Example: ₹16,000 at 5%: 16,000 × 105 ÷ 100 = ₹16,800.
(c) Paid = whichever is higher, the revised wages or the minimum rate. Example: ₹14,800 at 0% against a ₹15,000 minimum rate: pay ₹15,000.
	Employee and code
	Category (US / SS / S / HS)
	State's minimum rate for the category ₹
	Wages now, as s.2(y) counts them ₹
	Rating
	Increment %
	Revised wages ₹
	Paid: the higher of revised and minimum ₹
	Promised increment withheld? Cause

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



The statutory bonus is not on this sheet: it follows wages and days worked, whatever the rating (section 3). A promised increment withheld needs its cause in the last column (section 4).
Approved for payroll by: [NAME, ROLE]     Date: [DD-MMM-YYYY]


FORMAT 07  ·  REVIEW REQUEST FORM
Note for HR, delete before sending: For an employee who disagrees with the rating. Someone other than the rating manager reviews it, against the evidence in Formats 01 to 03 and the record in Format 05, and answers in writing within [FIFTEEN] days. Fill in the reviewer's name in the letter before you hand it over, so the employee knows who decides. It is not the grievance committee, which stays open to the employee.
The letter starts below.
Date: [DD-MMM-YYYY]
To: [HR / REVIEWER NAME, ROLE]
From: [EMPLOYEE NAME], [EMPLOYEE CODE], [DESIGNATION]
Subject: Request for review of my appraisal rating, [REVIEW PERIOD]
Rating I am asking to be reviewed: [OVERALL / GOAL NO.]
Why the rating does not match the evidence: [FACTS, DATES, NUMBERS. Attach anything that supports it.]
What I believe the rating should be, and why: [RATING, AND WHY]
I understand that the review is decided by [NAME / ROLE], who did not rate me, against the evidence on my appraisal forms and the meeting record, and that I will receive the decision in writing within [FIFTEEN] days.
This request does not replace the grievance route, which remains open to me.

Yours sincerely,
[NAME], [DESIGNATION]
FOR HR: Received on [DD-MMM-YYYY]. Reviewed by [NAME], who did not rate the employee. Decision, with reasons, sent on [DD-MMM-YYYY]: [RATING UPHELD / CHANGED TO ___]. Copy on the personnel file.


FORMAT 08  ·  PROBATION-END APPRAISAL FORM
Note for HR, delete before sending: Before the probation ends, never after. Three outcomes: confirm, extend on an assessment of performance, or do not confirm. Under the Model Standing Orders the probation is six months and the extension at most three; below 300 workers the appointment letter sets the term. Not confirming a worker ends the service, which section 6 says can be a retrenchment.
The form starts below.
[COMPANY LETTERHEAD]
PROBATION-END APPRAISAL FORM
Employee: [NAME], [EMPLOYEE CODE], [DESIGNATION]     Manager: [NAME]
The scale, as Format 03 defines it: 5 Exceptional (every goal met, at least one clearly exceeded), 4 Strong (every goal met, some exceeded), 3 Meets the role (goals met as set, a job done well), 2 Partly meets (some goals missed), 1 Does not meet (most goals missed).
	Item
	Detail

	Date of joining, and the date the probation ends
	

	Goals set for the probation (from the appointment letter or Format 01)
	

	Achieved, with evidence
	

	Rating against the scale above
	

	Outcome: CONFIRM / EXTEND by [MONTHS, at most three under the Model Standing Orders] on the assessment above / DO NOT CONFIRM
	

	If extended: the goals for the extension, and its end date
	

	Days actually worked in the twelve months before this decision (240, or 190 below ground in a mine, counts as a year's continuous service)
	

	On maternity leave now? If yes, no decision ending the service is taken, or timed to take effect, during the leave
	

	Employee's comments
	

	Signatures: employee, manager, HR, with dates
	



Under the Model Standing Orders, at 300 or more workers, the probation is six months and an extension rests on an assessment of performance and runs at most three months (clause 2(5)). A worker who completes the six months satisfactorily is permanent (clause 2(2)). Below 300 workers the appointment letter sets the term.
Signing records that the review took place and that a copy was received. It does not mean the employee agrees with the rating, and the employee's comments stand beside it.


9.  NINE MISTAKES
1.  Letting a rating sit below the floor
A zero increment on wages the State has since revised upwards is paying less than due (s.5, s.54(1)(a)). Enter every category's minimum rate in Format 06 before the ratings, and pay the higher figure.
2.  Making the statutory bonus a rating outcome
Every employee drawing wages up to ₹21,000 a month with thirty days' work gets the minimum bonus, whatever the rating, at twenty or more persons, unless the chapter leaves the establishment out (s.41(1)): a school or college, or a hospital not run for profit, owes none. Only four kinds of dismissal take it away (s.29). A performance bonus above it is a separate, variable payment; keep the two apart in payroll.
3.  Stopping a promised increment with no cause on file
If the appointment letter promises an annual increment, withholding it is, on our reading, a loss of wages the Code tolerates only for a good and sufficient cause under rules that meet the appropriate Government's notification (s.18(1), Explanation (b)). Write the cause in Format 06.
4.  Scoring maternity leave as absence
Pro-rate the targets and score the months worked. Marking up to twenty-six weeks down varies her conditions of service to her disadvantage, on our reading, which s.68(1) of the Code on Social Security forbids wherever the maternity chapter applies: any factory, mine or plantation, and ten or more employees elsewhere.
5.  Rating the disability, not the accommodated role
Where reasonable accommodation is in place, the goals are the accommodated role's goals. Rating against the unadjusted role is discrimination unless it is a proportionate means of achieving a legitimate aim (RPwD Act s.3(3)).
6.  Forcing a quota
A bell curve that moves a rating to fill a band rates the band, not the work. Favouring one set of workers regardless of merit is an unfair labour practice (Second Schedule, item 9). Use Format 04 to compare managers, never to force a distribution.
7.  Treating a poor rating as misconduct
Poor performance on its own is not misconduct, but habitual neglect of work, and malingering or slowing down work, are on the Model Standing Orders' list, which binds at 300 or more workers. Where standing orders apply, either route can stop an increment: a rating with the cause on file, or a punishment after an enquiry. Pick one and say which. And a worker's exit on performance is a retrenchment, not a punishment (IR Code s.2(zh)).
8.  A gender gap in increments for the same work
Different increments for the same work or work of a similar nature, by gender, breach s.3(1) of the Code on Wages, and reducing anyone's rate to close the gap breaches s.3(2)(i). Format 04's last column is where it shows.
9.  Changing a score after the meeting
The rating that reaches payroll must be the one on the signed form. Appraisal data is used to make a decision about the employee, so it has to be complete, accurate and consistent (DPDP Act s.8(3)), and in a wage claim the burden of proof is yours (Code on Wages s.59).


10.  WHAT THIS PACK COULD NOT SETTLE
Said plainly, so a gap is not read as an answer.
•  Whether a discretionary increment is 'wages' at all, so that withholding it engages Explanation (b) to s.18(1). Our reading: only an increment the terms of employment, express or implied, promise is payable under them (s.2(y)), so only a promised one is a loss of wages when withheld. An increment the letter says 'may' be given is not, unless a scale paid unchanged year after year has become an implied term, which is a question of fact no rule answers.
•  Which notification under Explanation (b) to s.18(1) applies to you. The provisions an employer makes for withholding an increment must satisfy 'the notification issued by the appropriate Government in this behalf'. The Code on Wages (Central) Rules, 2026 carry no such provision (searched 27-Oct-2026), and no State notification was read, so whether one exists for your State is open. Record the cause either way.
•  Whether a lower rating for maternity absence is varying her conditions of service 'to her disadvantage' under s.68(1). Our reading is that it is, because the rating sets the increment. No court has decided it under the Code.
•  Whether the access and correction rights in s.11 and s.12 of the DPDP Act reach an appraisal file. Both are worded on personal data processed with consent, and employment processing rests on s.7(i), not consent, so on our reading they do not as drafted. The accuracy duty in s.8(3) and the grievance route in s.13, which is not worded on consent, apply either way. All of these sections come into force on 13-May-2027 (G.S.R. 843(E) of 13-Nov-2025).
•  Whether item 9 of the Second Schedule reaches a forced distribution. The words are 'regardless of merit'. On our reading a curve that ranks by the scores is not favouritism, and a quota applied against the scores is. No tribunal has read the item against an appraisal.
•  Whether anything but the appointment letter sets a probation term below 300 workers. The Model Standing Orders do not reach you there, because standing orders bind at 300 or more workers (IR Code s.28(1)). Whether your State's own law prescribes a term was not read for this pack, so the letter is the term we can point to.
•  Whether s.20(3) of the RPwD Act binds a private employer. Its words, 'No promotion shall be denied to a person merely on the ground of disability', name no establishment, while sub-sections (1), (2) and (4) say 'Government establishment'. This library reads section 20 as Government machinery; on the words that reading is open for (3). It changes little in practice, because s.3(3) forbids the same denial unless it is a proportionate means of achieving a legitimate aim.
Not covered: appraising a fixed-term employee, whose gratuity and renewal follow their own rules; contract labour appraised by a principal employer; an apprentice under the Apprentices Act, 1961, who is not an employee under the Code on Wages (s.2(k)) and whose training follows that Act; and the equal pay audit itself, which has its own pack.


11.  FORTY CITATIONS
Each read at its own provision in the official text, 27-Oct-2026.
	Provision
	What it decides

	Code on Wages, 2019, s.5 and s.2(d)
	No employer pays wages below the minimum rate the appropriate Government notifies, which is the State for every establishment not on the central list

	Code on Wages, 2019, s.6(6)(a)
	The minimum rate primarily follows skill, under unskilled, semi-skilled, skilled and highly-skilled, or area, or both

	Code on Wages, 2019, s.3(1) and (2)(i)
	No discrimination on the ground of gender in wages for the same or similar work, and no reducing a rate of wages to comply

	Code on Wages, 2019, s.3(2)(ii)
	No discrimination on the ground of sex in recruitment and in the conditions of employment

	Code on Wages, 2019, s.2(y) and its provisos
	Wages are all pay payable under the terms, express or implied, except the listed exclusions, so a special allowance counts with basic pay, DA and retaining allowance; excluded pay above one-half is added back; for equal wages, HRA, conveyance, overtime and award pay count too

	Code on Wages, 2019, s.26(1), (3) and (6)
	Every employee within the ceiling with thirty days' work gets the minimum bonus of 8.33% of wages or ₹100; up to 20% where the allocable surplus allows; in the five accounting years after the first sale, only in a year of profit

	Code on Wages, 2019, s.27 and s.28(b) and (d)
	The minimum bonus is reduced for days not worked, and for that reduction paid leave and paid maternity leave count as days worked

	S.O. 4711(E), 25-Aug-2026
	The eligibility ceiling is wages not exceeding ₹21,000 a month, in the Central Government's notification

	S.O. 4710(E), 25-Aug-2026
	Bonus is calculated as if wages were ₹7,000 or the minimum wage fixed by the Central Government, whichever is higher

	Code on Wages, 2019, s.26(5)
	A production or productivity bonus above the minimum is settled by agreement, within 20% in all

	Code on Wages, 2019, s.29
	Disqualification only on dismissal for fraud, riotous or violent behaviour on the premises, theft, misappropriation or sabotage, or a sexual harassment conviction

	Code on Wages, 2019, s.41(1) and (2)
	The bonus chapter applies at twenty or more persons, and not to universities and other educational institutions, hospitals not established for profit, Government departments and the other listed employers

	Code on Wages, 2019, s.18(1), Explanation (b)
	A loss of wages for a good and sufficient cause from withholding an increment or promotion, including stopping an increment, is not a deduction where the employer's provisions meet the appropriate Government's notification

	Code on Wages, 2019, s.18(2) and (3)
	Deductions only for the listed purposes, and never more than one-half of the wages of a wage period

	Code on Wages, 2019, s.54(1)(a), (c) and (3), s.55 and s.56
	Paying less than due: up to ₹50,000; any other contravention: up to ₹20,000, after a written chance to comply; the company and every person in charge are liable; a fine-only offence is compounded for half the maximum fine, but not again within five years

	Code on Wages, 2019, s.45(2) and (6), s.59 and s.60
	A claim may be filed within three years and the authority may add compensation up to ten times the claim; the employer proves the dues were paid; an agreement giving up any amount or the bonus due is void

	IR Code, 2020, s.2(zr)
	A worker excludes a person mainly in a managerial or administrative capacity, and a supervisor drawing over ₹18,000 a month

	IR Code, 2020, s.2(zh)
	Retrenchment is termination for any reason whatsoever other than as a punishment by way of disciplinary action, with five exclusions, none for performance

	IR Code, 2020, s.66, s.70 and s.71
	A worker with one year's continuous service, which 240 days actually worked in twelve months (190 below ground in a mine) deems, is retrenched only on a month's notice with reasons, fifteen days' average pay per completed year or part over six months, and notice to the Government; the last employed in the category goes first unless reasons are recorded

	IR Code, 2020, s.40, s.86(20) and the Third Schedule, items 1 and 8
	No change in a worker's wages, or withdrawal of a customary concession or change in usage, without notice and twenty-one days; any other contravention: up to ₹1,00,000

	IR Code, 2020, s.77, s.79 and s.83
	At a factory, mine or plantation with 300 or more workers, three months' notice and the Government's prior permission; and fifteen days' wages to the worker re-skilling fund

	IR Code, 2020, s.86(1) and (3)
	Breaching s.79: ₹1,00,000 to ₹10,00,000; breaching s.70: ₹50,000 to ₹2,00,000

	IR Code, 2020, Second Schedule, Part I, item 9
	Favouritism or partiality to one set of workers regardless of merit is an unfair labour practice

	IR Code, 2020, Second Schedule, Part I, item 4(c), (d) and (e)
	Changing a seniority rating or refusing a promotion for union activity, or an unmerited promotion to create discord, is an unfair labour practice

	IR Code, 2020, s.86(5)
	An unfair labour practice: ₹10,000 to ₹2,00,000

	IR Code, 2020, s.28(1) and s.29
	Standing orders bind at 300 or more workers, and the Central Government makes the model

	Model Standing Orders, 2026, clause 2(2) and 2(5), and 22(2) of Schedule B, 23(2) of A and C
	A permanent worker has satisfactorily completed six months' probation, leave and other interruptions counting towards it; the probation may, on an assessment of performance, be extended by at most three months; a probationer whose service is terminated is owed no notice, subject to the Code

	Model Standing Orders, 2026, clause 23(5) and 23(6)(f) of Schedule B, 24(5) and 24(6)(f) of A and C
	Habitual neglect of work and slowing down work are misconduct; stoppage of annual increment is a punishment passed after an enquiry finds misconduct and the worker has answered on the penalty

	Model Standing Orders, 2026, clause 13 of Schedule B, 14 of A and C, Form (ii)
	The service card records eligibility for higher jobs, the scale of pay in the employment history, and promotions, awards and commendations

	Code on Social Security, 2020, s.68(1) and (2)
	During or on account of maternity absence an employer may not discharge or dismiss her, give a notice that expires during it, or vary to her disadvantage any of the conditions of her service; a discharge in pregnancy does not take away the benefit; she may appeal within sixty days

	Code on Social Security, 2020, s.133(d) and (iii)
	Dismissing, discharging, reducing in rank or otherwise penalising a woman employee against the maternity chapter: up to six months or ₹50,000 or both

	Code on Social Security, 2020, First Schedule, Chapter VI
	The maternity chapter reaches every factory, mine or plantation, and a shop or establishment with ten or more employees

	OSH Code, 2020, s.32(1)(iii)
	Maternity leave counts towards the 180 days that earn annual leave

	RPwD Act, 2016, s.3(3) and s.2(y)
	No discrimination on the ground of disability unless the act is a proportionate means of achieving a legitimate aim; reasonable accommodation is necessary and appropriate modification without a disproportionate or undue burden

	Transgender Persons (Protection of Rights) Act, 2019, s.9
	No establishment discriminates against a transgender person in any matter relating to employment, including promotion

	RPwD Act, 2016, s.20
	Sub-sections (1), (2) and (4) bind Government establishments; (3), no promotion denied merely on disability, names no establishment

	RPwD Act, 2016, s.21(1) and (2)
	Every establishment notifies an equal opportunity policy and registers a copy with the Commissioner

	RPwD Act, 2016, s.89
	A first contravention: up to ₹10,000; any later one: ₹50,000 to ₹5,00,000

	DPDP Act, 2023, s.8(3)(a) and (7), and the Schedule, item 7
	Personal data likely to be used to make a decision that affects the person must be complete, accurate and consistent, and is erased once its purpose is served unless a law needs it kept; a breach, once the sections are in force: up to ₹50 crore

	DPDP Act, 2023, s.7(i), s.11, s.12 and s.13; G.S.R. 843(E)
	Employment is a legitimate use needing no consent; the access and correction rights are worded on data processed with consent, the grievance right is not; all in force from 13-May-2027


Provided by Attendo for general guidance, not legal advice, reviewed 27-Oct-2026.
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