L
SRATOT Dyl faeatdeirerd/Central University of Haryana

ISl / UASl / BHIRRE / {2l Soheh /DI THR /b /ATeldh & folg a1y
HRITET - RS

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR UDC/LDC/PHARMACIST/HINDI
TYPIST/CARE TAKER/COOK/DRIVER

FTATTT/ T/ QT HTT
OFFICE/FACULTY/DEPAR TMEN T == mm oo e e e

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

dafFde AT PERSONAL DATA - (HT9T PART-I)

ITRRY T ATH
Name of the Officer

STeATAf (feeT/AgI=T/ay)
Date of Birth(DD/MM/YYYY) : / /

(2rsal A In words)

¥TRA 9IS Rl USATH
Designation of post held

FIAT ATRRT air.aﬁ/ 3767, TSI/
3T U@sr 997 O g9d g ?

Whether the officer belongs to
Scheduled Caste/ST/OBC?

JAT I8 H PR T gfdd $r fafr
Date of continuous appointment : et Date

in the present grade

A% Grade:

aY & eIl SFEN(ARaTor, oFr 3 & Fwon)
A HAqreafa i @i afg 3¢ Fras
o gferetor forar g ar 39er fQaor ¢

Period of absence trom duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.
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LX) H‘\?ﬂ'ﬁh_rl' SELF APPRAISAL — HTIT PART-2
(3H AR garT T F1T, FEdhr A o S §)
(To be filled in by the Officer reported upon)
(T 9Tt s & Ugel 3ERl H CAEE GG o )

(Please read carefully the instructions before filling the entries)

1. Fecaedl @7 TigTed fdaToT Brief description of duties:

2. q dF & T/ & R 39 ganr fFU v FwrEf F
HigTed §R-ged (feam STt arel AR- 100 ereai ¥ 3+ o )
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)

2. FYL 3cod B R FT qaad Helsy a¥ 1 e dufcd ave faerol fAuiia ol
3 it a¥ & Scckadt af #1 31 Sieall deh aof wU & 7S M| I AG o faeor
st e 1 A fordr 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.

FUTA Place: ..ooovvvvveeeieennnns

a1 & e AU & granr

Signature of the Officer reported upon

St Contd....P-3/-
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R forwst arer s g@arT FAeardwer smer-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(Foar giafsedl s & ugor fean-feell &1 caergEs ug o )

(Please read carefully the guidelines before filling the entries)

1. €@t g qui/faAvar & fou snfee AT & S =@mge st Hr 1-10 T & YA

W gl TfgT T 1 &7 arcad FHeaq 398 3R 10 F7 aced 3=9ad 98 § T

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.

(@) F fsures $T Hediehed (39 TS &I dgdsr 40% g
(A)Assessment of work output (weightage to this Section would be 40%)

Rt PaEst a | weftem At q@nr e FAfAFRr FT
FOFN @ | FNfd I3 (AR T | IreEnER Mitial of
Tar T A 2 ¥ geAd A8 & ) Reviewing
Grades by Revised Grades by Authority
Reporting Reviewing Authority (if
Authority doesn’t agree with col.2)
1 2 3 1

i) Toereg SR/

yefa Rwt &

FHAER Jreied HE H

T HIAT

Accomplishment of
planned work/work
allotted as per subjects
allotted

i) & I U
Quality of work

iii) €HOT H YSoTar
Proficiency in typing
(speed and accuracy)

iv) FF F wAorEn, STE:
fAuifita ot 3k =t
sl & WEE
Proficiency in work,
namely maintenance of
prescribed registers and
charts etc.

T fasuea W wHg
AT (FT (i Fiv )
Overall Grading on

‘Work Output’ (Total [ i
toiv])
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(@) =FTFIT FUIAATAT FT Hediehal (3H TS I Tederl 30% &)

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

Raie forast | weftan 3=’ g@arr | weftam AR &1
arer ot 93 (I AT Initial of
oy TAFH 2 ¥ WeAd Adl | Reviewing
zamr R | §) Authority
AAT AT Revised Grades by
Grades by Reviewing Authority
Reporting (if doesn’t agree with
Authority | €01-2)
| 2 3 4

i) @ e e

Attitude to work

ii) 3caarided & Hra=T

Sense of responsibility

iii) HAUHA T TGl
Maintenance of discipline

iv) EOYOT Shierer

Communication skills

v) faeesoteAs: qagdr
Analytical ability

vi) & & T H F e
Fegdr Ability to work in team

vil) THT HHAT FT el Flel Hl

IIFaT Ability to meet
deadline

viii) AcReaFaeTa eer

Inter personal relations

‘egfFaera ot ARyt
T AT (Fa [0 @ vii])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

() FATCHS &THAT & Hodiche (38 TS 1 dgdisr 30% e )

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

e forasr | waier el ganr HHTET
el HEwRr | wefed A5 (IS T | 0 &
car  fam | 2 & weHd 76§ ) HTEHTER
I A Revised Grades by Initial of
Grades by Reviewing Authority (if | Reviewing
Reporting doesn’t agree with col.2) | Authority
Authority

1 2 3 4

i) FF-FS & a7 §  Fgar fAagar
[aEfaEt # A HR S ey 9% ¥
N @ @ egar Knowledge of

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

them correctly
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i) SHaT &THAT
Coordination ability

iii) gel AfeFa Initiative

iv) Y R 1 A H Forar

Proficiency in working on computer

‘ST &THAAT W wHT AT
(F [ i § iv]) Overall grading on
‘Functional Competency’ (Total [i
to iv])

Ate Note: FHT AT, PuiRa & 1§ qeds F saa § FFaF! & 99 W & AT AA
& T X Imaia gt

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

HTHATT GENERAL-HTITPART-4

1. SIeTclT & HTY HYF Relations with the public (ST&T el #T9] & wherever applicable)
For S A O T ugw B Aeddr R s Swdt & 9fa SeoRerided W

feoquft a') (Please comment on the officer’s accessibility to the public and responsiveness to their

needs)

2. GTNETOT Training
(Far SR T FOERAT AR F a7 A GUR a1 g sfasy i e & gfReror @
FAWITr &) Please give recommendations for training with a view to future improving the

effectiveness and capabilities of the officer)

3. rarezy &1 fTfa State of Health

4. TcafaAsar Integrity
(Fuar HPAT Fr Tcafasar o feoquit FT Please comment on the integrity of the officer)
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5. STHAT3T R FA &THAIN, HATUROT YA, Fecaqul AFaar3fi qor FAs Jof &
wid fegica & &9 @fed Rl & Foar o W RUE former arer 3Rl gann &

g T (SETeTeT 100 ers&l #H) 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.

6. e & 99T LA @3 &, @ 3 7 F & 718 gl & 3YUR W GHA 3ifee A7)

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

of the Report.
gfadesr AfsH & gEanr
Signature of the Reporting Officer
ATH A AR A7
AT Place:........ceeeueeeee Name in Block letters:
EGGIE ]
f&eTTeh Date:...ooovoove. Designation:

R & 3afar & e

During the period of Report:

Y Contd....P-7/-
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gaftam A g@arT sregfFaar-emr-5

REMARKS OF THE REVIEWING OFFICER - PART-5

HHET FTPNT & dgd Hardhrel Length of service under the Reviewing Officer

FaT 39 S fovarea AR aer-3 qur o4 A faffes qoi/faRivanst & d@ew # R
forget arer HfUsRY gar U aTT Aediwa & HeAd £7 (Fei: A3 3R Hm-4(5)) (3R
319 UN/AATAT3T & frdr o RS Hediehall § WgAT 1 ¢ o 37 TS A 39S fav
&2 a0 TaF F 39T Aediha gof A AR Ao wfafSedt 9 3er R w1 )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in 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):

JragAfd #1 Uy # FHRoT Fa7| FHoar Fo g Srme 3T TN AT 37T SIS
qrEd 82

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

HSM S FFRE & F Feares H1 Fedie s § RO foma arer HfRardr 6
foghr

(4

The attitude of the Reporting Officer in assessing the performance of SC/ST officer
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5 FefteT AU ganT ereg T | (AETemeT 100 ereat &) FoAT SAAN R FA T3
& & 3R FAeR aat & gfar sfdgfea afea sty & e ot w Rogol & |

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. RO & smr-3 & @sw, ws-w 3N w1 & & 75 geda F U W wHy ifFw
Afam|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

g AR & R
Signature of the Reviewing Officer
ATH AT 3EWT A
LT Place:......c.oovvvevenns Name in Block letters:
ECEGIE]
R Date:....oisiiannas Designation:

e $r 3afa & g
During the period of Report:

deskskodok sk ok gk ok



(i)

(if)

(iii)

(V)

(vi)

H7dAF Annexure-I

HEATCAS AHIOT F ATY THUHT 3 & feenfader

Guidelines regarding filing up of APAR with numerical grading

TR & T RAffad araue 3R Saqds 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 MM AT S R 1 srerEr 2 & e aeffetor (et R a1 faRiwanat a1 @ Aere
Aofteor & gfdeel) 1 AR Jaeaanst & a6 @ son @7 & wdicg &9 @ iR R
ST R SEY w9 uar 10 & fRer Aufr & ey A ARt suafsl & sy A&
it feam sram| Aoft 1-2 3ryyer 9-10 foer 81t & 31 37 Jifucy Qu o &1 s&d &1
qifeas  Sofr wera W?mﬁgﬂﬁmmﬁmm Ea)
gtk 3eieh el agl H&ar & oAl & SRR Fedieal f goen & Fer =@

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 & FIffertor “Iepse” foram smwanm aur gEevrdeleafd & fow

AT oA H AT F F ferw wreais 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.

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.

THUHR &1 4 T 6 ¥ BT & & & alihor “3ear fodr Swn qunr gediss 5 f&ar
SRy
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 3.

THUHR &1 4 | FF Fofeor e’ forar S|
APARs graded below 4 will be given a score of “Zero”.

e o s ofe o sk ok



Annexure-11

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

APAR will be finally taken on record




