SRIATOT Dbyl faeatdeirerd/Central University of Haryana

A8d /2] 3Mdred /49 & oIy a1fie srIf e qeied Rure

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR ASSISTANT/HINDI TRANSLATOR/NURSE

FTATTT/ TR/ faHTT
OFFICE/FACULTY/DEPAR TMEN T == mm oo m e e

FAICT aw/3af™ &1 gfadesa
REPORT FOR THE YEAR/PERIOD ENDIN G -m e

dafFde sART PERSONAL DATA - (HTT PART-I)

1. TRRY T ATH
Name of the Officer

2. SleATATY (SeT/AgIT/av)
Date of Birth(DD/MM/YYYY) : / /

(2rsal A In words)

3. IR Ue & TeaATH
Designation of post held

4, FAT TASRT .S/ 37T, STeTotTicl/
3T Uosr g ¥ gefea g ?

Whether the officer belongs to
Scheduled Caste/S T/OBC?

5. IATT I8 H RNaR fagfea i farr
Date of continuous appointment : et Date

to the present grade

A% Grade:

6. aY & aRIeT STEN(AREor, oFr 3 & Fwon)
A HureAfa &1 3afer| Ife 3od FifAs
o gireTor foRam § ar 39T 9aior ¢

Period of absence trom duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.
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mym’m SELF APPRAISAL — HTIT PART-2

(o sfEsrdt @1 gfades forar S §, 36 ganr o 5w )
(To be filled in by the Officer reported upon)

( Foar JfafSeal 1 R § ggel ST FT CAAYEH 96 o )

(Please read carefully the instructions before filling the entries)

1. foru arv w1 Hfdca fawor Brief description of duties:

2; ag/zafa & et a d% HU& ganT fhu AU FEf @
Hiared faawor (faaxor 100 ersat # f&=r smer =@nfgw )
Brief resume of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words)

3. FUAT oo H & FA qaacd Hoist a¥ & e wufed afde faavoh fAuiRa alfiw st
Hos TV F 3caRadr a¥ & 31 JAaU d& gof U & 75 A Ifg 7@ ar FaRor gor e A
i fordr sl

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31* January of the year following the calendar year.
If not, the date of filing the return should be given.

I &t arel HAHRT F FEanER

Signature of the Officer reported upon
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A0 LT
yiddes SR G@RT Hediaad— #1-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(@Fuar gfafSeat & ser & ggel fGen-fAceit @1 eareqds ug o )

(Please read carefully the guidelines before filling the entries)

s H A ANt & v ufdded Wit qarn 1-10 & Fhal A @&dieAs AT & FEh
oRT, Sl 1 TeH HA I3 aU7 10 T 30F I3 A7 gAiar ¥

Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(@) T & & HediseT (38 1T &1 deT 40% g
(A)Assessment of work output (weightage to this Section would be 40%)

ganr fgr aw Iz | aw I3 (3G Few-2 A ow iR &
Grades by AT I3 H HeAd TG ) ETETT
Reporting Revised Grades by Initial of
Authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4

i) afaafaa #rr &

aRyoTar/fasT & TR 9w

Jmefed foram =r &

Accomplishment of planned

work/work allotted as per

subjects allotted

i) M IOTT

Quality of work

iii) & Fsued WA A

gaoTar HAq uiRa o

Ly S o> S | T 1 R CCEC G -

Proficiency in work, namely

maintenance of prescribed

registers and charts etc.

Toa w1 W FA A

AT (Far [ 1 F il])

Overall Grading on “Work

Output’ (Total [i to iii])

(a1 afFaad AATATHT T HodTehel (ST AT T AT 30% Bram)
(B)Assessment of Personal attribute (weightage to this section would be 30 %)

SRR T | R e A (af w2 | wtE &
few av I3 # T o I3 ¥ FeAd HETET

Grades by dqET g ) Initial of
Reporting Revised Grades by Reviewing
Authority Reviewing Authority (if | Authority
doesn’t agree with col.2)
1 2 3 4

i) & & HfAgica Attitude to work

ii) TSFAEHY &1 a7 Sense of

responsibility
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iii) 3ETRITHT T FATT TGaAT
Maintenance of discipline

iv) EUYOT Sirre

Communication skills

v) faeevorers degar
Analytical ability

vi) & F & F FR A T QEIIar

Ability to work in team

vii) HHT AT A S R A A
JTAT Ability to meet deadline

viii) RER cFfFAITd T
Inter personal relations

‘gfEdera At W Fa
e AfFar (e [ 1 @ viil])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

() JerriTcHE WETATT T Hedidhel (FH T &1 daf 30% M)
(C) Assessment of functional competency (weightage to this section would be 30%)

EIBEaR feu v I3 (afg Fiow-2 | Wl &
ganr e 91w | 7 fqu a1w 95 @ HeAd EIICRENY
A E ) Initial of
Grades by Revised Grades by Reviewing
Reporting | Reviewing Authority (if | Authority
Authority doesn’t agree with col.2)

1 2 3 4

i) AIefRfTTEF T Aeaar F &
# ufpae iR 3O wE owEET @
ElCEar Knowledge of

Rules/Regulations /Procedures in the
area of function and ability to apply
them correctly

il) gAY &Har
Coordination ability

iii) gger erfed Initiative

iv) R W FE il # weiorar

Proficiency in working on computer

‘THTATCHS WETHAT W Feol et
AT (F [ | & iv]) Overall
grading on ‘Functional
Competency’ (Total [i to iv])

AC Note: ¥aF & yedw v F fav MU a9 & 3qen wafta awgl & sitwa 3wt 1 der @71
AT F1 3TUR g
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.
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HTATT GENERAL-HTITPART-4

SIeTclT & WY HEMERT Relations with the public (ST8T @] &1 wherever applicable)
(ST T IaRTHA T Seaiardea vd HfRFRr d 3 W Foar feoaolr &) (Please

comment on the officer’s accessibility to the public and responsiveness to their needs)

9fI&ToT Training
(Far R i wenfdar va & gwast A iR 3w gur gwr gfe e & efse &
3% ufretor & fow fAwIRer &Y Please give recommendations for training with a view to future

improving the effectiveness and capabilities of the officer)

rareeg &7 FEafa State of Health

Hcafasar Integrity
(Faar 3R A gcafaser oy fevqult & Please comment on the integrity of the officer)

gfdded 3fUerRr garr HfUeRr 1 gFEEd fGRvwanst fr aedR (e 100 eset #),
fSud e &7 vd &7 AT &9, HEUROT 3YAfeud, Hgcaqul IEweldsi ud
FAARN Tt & yfa 3@7‘{%' e ?ﬂ' Pen Picture by Reporting Officer (in about 100 words) on

the overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.
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gfddest & HE-3 & @S U, & AR @ A U 30 S & HUR | Fol Aol T&acq7s
pIEC

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

wfadesr Ifos’t & geaner

Signature of the Reporting Officer

ATH TOST AT H
ETeT Place:........cceeeeeeee Name in Block letters:
RGGIET
fGATR Date:...ooovveeeeenns Designation:
yiddest & afg

During the period of Report:

gﬂﬁmﬂm I i m'gﬁr-lﬁ-aam-s
REMARKS OF THE REVIEWING OFFICER - PART-5

gﬂﬁ?ﬁﬂv_ﬂ 3feRY fr Jar 3@ Length of service under the Reviewing Officer

FAT 39 /W13 F A4 & T w aur Rfdes quit & gy A gfddes sfwdr garr fre ot
Hedishel ¥ WgHAA 87 FA1 39 HUHE H IFAUROT IUATCUAN/HgeaquT IAHeATI3N & Haer
faT 9T Heaiws d WeAd £7 (Hea: T3 qUT HET-4(5)} ( I 3T wfddes R qanr R
T TIRIVATHT & TRET TEACHS Hodihed A A el ¢ al 3T FIAT I HAdTha 30 Ts 7
few av Fqwer # & T el gfafedt @ 3R #Y)

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes I Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):

SN Contd....P-7/-
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3. 3 EAd Bl A Rl & AT 3Eh FROT gAC| FAT Fs W a9 § O 39 FT e ar
S =mEd ¢ ?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. Qetdeiehe 3OS ZaRT 9 TeaR| Fuar HFHRT Hi FF THY 89 Ud IFh FASN q@ &
yfar sfgica afgd 3@ Faed fAAVaE & s # feoqor(aeremT 100 s} #) |
Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

5. gfddest & #91-3 & @s U, o AR @ A QU 77 deer & IR W Fel A dearcas A
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

qafdelde HAFR & R

Signature of the Reviewing Officer

ATH TOSE e H

Tl Place:.....cccceeeeneee Name in Block letters:
RGeS

f&aTle Date:....oooveeee, Designation:
e i 3afar &

During the period of Report:

st sk sfoie s kR ok ok



(i)

(if)

(iii)

(V)

(vi)

HA7AF Annexure-I

HEATCAS AUHIOT F ATY THUHT 3 & feenfader

Guidelines regarding filing up of APAR with numerical grading

TR & T Afbad araue 3R Sagds qur 9ditd @AY & gU AN aiRe
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

Tg 3 AT S R 1 srerEr 2 & e aeffetor (et R a1 faRiwanst a1 @ Aerew
Aoftaor & gfdee) 1 AR Jraeaanst & a6 @ son &7 & wficg &9 @ iR R
ST 3R SET w9 ruar 10 & fRer Aofr & dew A fOftre suafet & e &
MfacT fear Srwam Aol 1-2 3ryar 9-10 faver gicy € 37d: 3o 3y QU o & sied &
wifas Aol yee  FXA §U diddes Ua qefdele AftmRar @ el sty @
ESiaItiROT 3ofeh 37thel agr AT # adATe & HRIRA HgAIRAl &1 defell & &l @R

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be adequately justified in the pen-picture by way of specific failures and similarly,
any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of
1-2 or 9-10 are expected to be rare occurrences and hence the need to justify them. In
awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

THUHR &1 8 ¥ 10 & drw & Foffertor “Iepse” foram smwanm aur gEeordeleafd & fow

3 Ea wreaiE T IVET F F AT wreaie 9 feam Fem)

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

mmwamsﬁm$mmmﬁmw“a§am’ﬁmmmm7ﬁm
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a
score of 7.

TRUHR &1 4 dUT 6 @ ©ler & @a 1 geffetor “Ireor foar Swen qur gredis 5 far
SRy
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 3.

THUHR &7 4 F FA o ‘e o s
APARs graded below 4 will be given a score of “Zero”.

3t o s ofe ofe sk ok



Annexure-1I

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No. | Activity Date by which to be completed
1. Distribution of blank APAR forms to all | 31" March.
concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).
reporting officers where self-appraisal is not be
given).
2 Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).
3. Submission of report by reporting officer to | 30" June
reviewing officer.
4. Report to be completed by Reviewing Officer | 31" July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.
5. Appraisal by accepting authority, wherever | 31° August
provided.
6. (a) Disclosure to the officer reported upon where | 1> September
there is no accepting authority.
(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.
7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21" September
APAR.
(b) where there is accepting authority for 6" October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent 15™ November

authority on the representation by the APAR
Cell

I1.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




