SRATOM Dgld faegatdeirerd/Central University of Haryana

Aecl TAfhIT Ik / By UReR / FRifbcadia aReaR / RN IRk

$ Iy a1i¥es wrRIfAET gedaiea Rure
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR MULTI TASKING STAFF/OFFICE
ATTENDANT/MEDICAL ATTENDANT/LAB ATTENDANT

FTATTT /T[S HTT
OFFICE/FACULTY/DEPARTMENT =--mmm oo e e e

FAITCT av/3afe &1 gfadesd
REPORT FOR THE YEAR/PERIOD ENDING e

3gfFds sTRT PERSONAL DATA - (HT8T PART-I)

PR &7 AT
Name of the Officer

2. SGIE]
Designation

3. SIeHAAY (feaA/AgIAT/ay)
Date of Birth(DD/MM/YYYY) : / /

(2rsel H In words)

4. FIT TN H@.aﬁ/ 3741, STeaITTa/

3T Nosr g ¥ gaa g ?

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

5. IATT I3 H AR fagida 6 farr
Date of continuous appointment : feaireh Date

to the present grade
dT Grade:

6.  dY & aNieT SgENuietor, TEr afe F FRoT)
H 39reAfd $r 3afer| e 3Fd FAs
A 9fIeTor foram § or 39ehr faavor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.
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TaHeATHA SELF APPRAISAL — 8T PART-2
(e sfOerll &1 gfddes for@r S=m §, 38 ganr 8 v )

(To be filled in by the Officer reported upon)
( Foar gfafSeat 1 e @ ggel IS HT LAEIYEH 9§ o )

(Please read carefully the instructions before filling the entries)

1. fru v st 1 Hfaea f9aXoT Brief description of duties:

2. FYL oo A TR T qaad Helsy a¥ T e dufed afve faerel fAauia ol
3T Helst a¥ & Icokad! gy H1 31 Seladl e gof U & WS A Ffe 7L ar faewor
&St e @ AR e S

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 & AT HAFA F gEanw

Signature of the Officer reported upon

YT Place: ..ooovvvveevvvinnnen,
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widaee stfasTdt g Heaisa— wT-3

223

ASSESSMENT BY THE REPORTING OFFICER - PART-3
(FraT wiafeat w1 9w &7 Tger -zt i eamE s uE o)

(Please read carefully the guidelines before filling the entries)
T T4 6T FFeraarst F forw witess w37 1-10 F St § "earens JfET <F ST A1,
gt 1 999 7 I TAT 10 T=9 STTeF T2 0 397747 2

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.

() F3RTT 1 T g T (37 9T &7 d7 40% BHT)
(A)Assessment of work output (weightage to this Section would be 40%)

gfeaeT wiwdr | s i
Reporting Reviewing Authority
Authority

1 2 3

i) g e et i afvgetan/ Bt F s
% rafed BT T F:

Accomplishment of work allotted as per subjects
allotted

i) FTARITES fit Frfe

Quality of work output

iii) FT ag T/ =2 FT 19 94T g°

Does he/she know the machine/ store

iv) FT 78 FataT =7 F #efi=/ w=r/swaeT wir
CIERECCIES

Does he/she maintain the machine/ store/ building
properly and regularly.

v) T a8 HERIS AT g T AT, 397 ¥5e/
=TT Argeq/ 9T ff T Far @

Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) T T st Rl srrETaTaE
#r oty JUTdT Accomplishment of exceptional

work/unforeseen tasks performed

Tt &1 U T fareT U= Overall Grading

on ‘Work Output’

UL’

Initial

(=f) =af=FTa FAeraarett 1 geaisd (39 90T F1 desf 30% )

(B)Assessment of Personal attribute (weightage to this section would be 30%)

yfadew wfsdt | gafdetss s gar
gar fgw aw Az | e av @z (Afy Few-2 F
Grades by few v Az ¥ weHa A€ §)
Reporting Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

Authority

1

3

NEIRED ?ﬂi?-!ég T Attitude to work

i) ToreAET T AT

Sense of responsibility
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iii) Regularity and Punctuality

ERIEEGUE RS R R EE

iv) SATATHT FT FATT TGAT

Maintenance of discipline

V) HYGT FT9TT

Communication skills

vi) &9 F =T H F1 F44 T TFgar

Ability to work in team

vit) TR FHT H FTF 2T FA AT
TAET Ability to meet deadline

viii) TEEIT ST Hae

Inter -personal relations

ix) Clean use of uniform

SR FarreaTel’ 9X gt feTse afsT
(= [ i & ix]) Overall Grading on ‘Personal
Attributes’ (Total [i to ix])

UL

~

Initial

(¥T) T TS TAFAT T TeA T (3F T &1 d2s1 30% ZR)

(C) Assessment of functional competency (weightage to this section would be 30%)

EIGECC I U CIECIC L A EE U R

g RTTUIE fRe v 3= (afT Fiew-2

Grades by ¥ fRu v 3 & 9gHa T8t

Reporting 3 )

Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

1 2 3

i) Fag/fEfaET vg Fraar & 57§
TIRATT ST 396 H@el WAN &l STAHT
Knowledge of Rules/Regulations
/Procedures in the area of function and
ability to apply them correctly

il) FAT &HAT
Coordination ability

iii) T8 oT<F Initiative

iv) FET T FE FIA | TG, FET T
ITT=H 2T Proficiency in working on

computer, wherever available

‘TR T TEHAT 9T Fe e Afr
(F [ i ¥ iv])Overall grading on
‘Functional Competency’ (Total [i to iv])

HTEIER

~

Initial
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AT Note: ¥had & Y3F 9 & v fuifRe R F R w6t wEh & sitwa st &
Aer e AT & AR gem|

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned

HATTY GENERAL-HATTPART-4

1. STHET % AT ARG Relations with the public (8T L BT wherever applicable)
(STl T HTEGRThI3T T Sccalided Ua USRI deh A ) Foar feoqofr &)  (Please

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

2, GfI&ToT Training
(Far ST H gefadr vd w7 et # 3R A0S guR aur gy F=a A e @
30+ 9feTor & fow fAWIRT FT Please give recommendations for training with a view to future

improving the effectiveness and capabilities of the officer)

3. ey #f7 fRafa State of Health

4. Fcafasar Integrity
(CRRI 3fSRT Fr Fcaferser oX feouolt § Please comment on the integrity of the officer)

5. gtaaes afaawrr grr afeer i aaed Ferarat £ qeie (@ 100 aeat #), S
A= &7 U FF G &4, T SUAs4qi, Hgea Ul Sqwadrs Ua Has(iT a1 *

gfa = e]ﬁl%l 9TTEe E‘T 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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6. wﬁaaﬁﬁm-aa:agv,ﬁraﬂvﬁﬁmmma:mwgﬁrﬁwd@m

afga
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
yfadesr FAUFRT & gEaner
Signature of the Reporting Officer
ATH TIST AT H
FATeT Place:.....cccoeeeeenene Name in Block letters:
qeTH
fesTeh Date:........ooc........ Designation:
ufddes $r safer 7
During the period of Report:
2 ﬁ 2 w- -5
REMARKS OF THE REVIEWING OFFICER - PART-5
1. qetdeitehe HiOHRY $r dar 3r@afr Length of service under the Reviewing Officer

2. FT AT AW-3 T 9W-4 F F9id & a1 @fae o % g9y § giaesd sfasrT g o o
AT | HEHA 22 FAT AT ATEHT HT AT ITA e Agea ot AqFaAaran + da¢ # o 1w
TeATa | TgHd 82 (A3 9HT-3 T4T A7-4(5)} ( #f% a7 witesy afgwrT grr frw T Eerars
F Frelt HemTeTe qedied F AEHd Aai 8 df ST FUIT AT Yediad o0 g2 # f&u v wqeq § F q47
AIAT TTATEAT T AT=reqT )

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):
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3. AT gl HT YT # FUAr @ FROT dq¢| F FE W TG § TH 3T Fo

SEoIeT AT ST =R & ?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. yeAtdeiehe HUHNT garT 9 fOeFER| Foar JfSENT H FH L &7 Td IHA! FHGAR
gt & i sfdgica afgd 3uh #aed ARt & av & feoquy(emmner 100 et #)
FT

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. widded & HE-3 & WS U, o 3R A H QU T A& F HUR W FoT FAh T&IcHS
pIECH
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gafaesa FAFR & gEanRr

Signature of the Reviewing Officer

AT TUSE eRT H

TATeT Place:.......ooeeenee Name in Block letters:
qeaATH

EeT Date:.......ooe.... Designation:
Rare &r wafa &

During the period of Report:

eskokoskok ook Aok



(i)

(i

(iii)

v)

(vi)

Ha7d® Annexure-I

HEATTAF ANHIOT F WY THUHT 9 Faer eenfader
Guidelines regarding filing up of APAR with numerical grading

THUIR & e fAftad gt 3N earqds qur gdicd @A & gU e wiev
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Tg 3 T S B R 1 sryar 2 & R aefieor (el R ar faRivarst ar o e
Aofteor & gfcser) 1 A Jaeaanst & A6 @ Fon &7 & wficg &0 @ iR
Seem 3R 3 v 9 I¥ar 10 & FREr Avh & dHew A Rftee 3vafery & dew A
MRca f&ar sream) Aofr 1-2 32T 9-10 fARer gl € 3 3 3ifRcw e o & swa Bl
wifas Aol gere FXS gU et Ua gefdaee st @ el st
eslfetfiTor 3ot 3refieT @€l Fear & adaE # G Hed Pl T g & wEn  wiRel

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.

TRUIR H 8 ¥ 10 & drw & FIffertor “Iopee” fam smwanm awnr gEeRorgelefa & faw

T wTedieh &I AT e & folw gredies 9 fear smEm)
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.

mmwsm8#m$mmmﬁwm“a§ﬁm"ﬁmmmm7ﬁm
SR

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

THUHR & 4 dU 6 ¥ Oler & g F Feflexor “seer o Jmen gwr uredis 5%
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THUIHR F7 4 F FA ffeor g forar sem)
APARs graded below 4 will be given a score of “Zero”.

sk e ok o e sk ok



Annexure-II

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.
s 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
11. End of entire APAR process, after which the 30™ November

APAR will be finally taken on record




