R
gRATOT Bl lagalaalﬂa/Central University of Haryana

WYFT Fowdfaa/3y Foaaa/meas Faaaa/Raas sl § v afis sRfasaea

Hediwa R

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JOINT REGISTRAR/DEPUTY

REGISTRAR/ASSISTANT REGISTRAR/ADMINISTRATIVE OFFICER

AT/ R/ TAHTT
OFFICE/FACULTY/DEPARTMENT

AT a¥/3 9™ &1 gfadea
REPORT FOR THE YEAR/PERIOD ENDING

T PART-1 - 3IfFaerd a2 PERSONAL DATA

HARSRT &7 A1
Name of the Officer

YeATH Designation

SteAfafdr (Ra/mden/ad)
Date of Birth(DD/MM/YYYY) : / /

aRa TR ug 3R adAe I3

Permanent post held and the
present grade

Ferfoier Aeaane

Educational Qualification

SAGATRAS U dehallehl AeddTe

Professional & Technical

Qualification.

a¥ & Nl sgA(wRaT, TEr Wy & Fwon)
O yreqafeafa & saft) afe 3o wids
o gfRvetor for § ar 3wer f@eor §

Period of absence from duty (on

Training, leave etc.) during the year.
If he/she has under gone training, specify.

¥ & ST T T giReTor %A

Training programmes attended during
the year :

R safar & ava- FE-aR
Charges held during the period

under report

SR Contd

P2/



FAFHY GERT FIAeAH -HTT-||
SELF APPRIASAL BY THE OFFICER - PART-II

(e sy & wfades forar Se &, 39% garr &71 oie, afg smaegss g ar
FUAT HIT H oS Foldel H| )
(To be filled in by the Officer reported upon, if necessary extra sheet to be used)

fhw arw st @ @i faawor Brief description of duties:

FT & S AET/IT/EAT WIS TT 3 fav AuURa e g @ 3 for AuilRa
férw arw g1 31 (aRomAATT @ e w4 A) SR A oHe-gE A WATRSAT F HUR W
TV 3R Id& 8T § AT IYefeds v |

(3ETEXT- 3T ITHTan/FEera/fasTe & fav affe & demen)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight to ten items of work in the order of priority and your

achievement against each target.
(Example Annual Action Plan for your Section/Office/Department)

WEG/3T/CAT Iqaferat
Targets/Objectives/Goal Achievements

S Contd...P-3/-
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(3TA)  FUAT AG-2 H §dIU AT gdI/3LRAVEATT HT YIiT A g W@ HAG F T&T d Soold |
Ife weat fr wea F Fis sTa@ W g a @ S4qre|

Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 2. Please specify constraints, if any, in achieving the targets.

@B) FUAT 3 Hal H o eo@ N A FH H¥F syaiedr @ g dR s wue
TRTEr & 8 Ieerd |

Please also indicate items in which there have been significantly higher achievements and
our contribution thereto.

Fuar g fafdse & 3ifha w a0 3ve w1 wtere F gferor F Arerw & FErer
qEd & |

Please indicate specific area in which you feel the need to upgrade your skill through training
programme.

FUAT Soor@ H & Fa1 qdadt Feist a¥ A =e dufed affe Aol Ruia afe s
ot ¥ ¥ 3ccRadr a¥ & 31 Fa dF &of HU & T ATl IfG AGT A faawer & Fe Fr
i@ fordr e

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.

feaTa Date:.vereeeeeeeen, TSR & §EAe Signature of the Officer

S Contd...P-4/-



yfades st garT gfadee-smr-i|

REPORT BY THE REPORTING OFFICER - PART-III

qearcHs AT &1 fAuieor wfddes aur goAldelie gt gart fhar s g, S 1-10 &
YA 9T gl ARU| SET 1 FaH FH I 9U7 10 He@ HUS I3 H g2 gl

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

(Faar afaffeat Ft sRa & gger Ren-fadet #r caeqds g9 o )

(Please read carefully the guidelines before filling the entries)

1. fefa & &7 FAediwst (3 0T F AT 40% FrEM)
Assessment of “Work Output™ (weightage to this section would be 40%)

T / Attributes yfcdes WtSl | qefdelhe i
Reporting Reviewing
Authority Authority
) 98 Ffaa & @ afgeianfawt
F HYUR W HEfed fhar mar s
Accomplishment of planned work/work
allotted as per subjects allotted
ii) FrIfASETE i Hife
Quality of work output
iii) TarererOTAHS Ferrar
Analytical ability
iv) rTaTardse S S aRguiarfeT
IYAGRIT & Accomplishment  of
exceptional work/unforeseen tasks
performed
‘foreTe 1 9T Fer TR ATET Overall
Grading on “Work Output’
ACIE
Initial
2, cafedere faRINAT3i T Hedrehet (1-10 & YA 9T ); $H HET HT deaT 30% BN
Assessment of “Personal Attributes” (on scale of 1-10); weightage to this Section would be
30%
aoT / Attributes gfodes Wi | qafderse witsd
Reporting Reviewing
Authority Authority

i) F T TocHoT

Attitude to work

Y Contd....P-5/-




i) TFAGRY &1 &

Sense of responsibility

i) & A HEeT # FR H S

&THAT Capacity to work in team spirit

iv) TUNOT FHierer

Communication skills

v) qea aoT
Leadership qualities

vi) HeJATHA T HeREToT

Maintenance of Discipline

vii) FHI-HAT & Hadd & A
$r &HAT Capacity to work in time

limit

viii) TRHIT qATFAINT Heer

Inter-personal relations

‘gEfFTeT VAt | For Hees
AT Overall Grading on ‘Personal
Attributes’

HATCAE

~

Initial

SehrITcHe HETHAT & Hedishet (1-10 & YART 9T ); SH HET &1 a9 30% grom

Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would

be 30%

7T / Attributes yfedes WEsdr | AfdeER
Reporting grferrY

Authority Reviewing

Authority

) PEa/RPTaA vd IEgar & a7
A yfhad ud 3dA% " GANET Sl
EIGCar Knowledge of

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

& Contd...P-6/-



i) 98 AT Initiative

i) Afdeg  ASEr S Hr
&THTStrategic planning ability

iv) TAd2&TOT Jreder
Supervisory ability

v) faotr o= fr eear

Decision making ability

vi) GH=aT &THET

Coordination ability

vi) 3efieer & 9Ra v [(sfad
T T &THAT

Ability to motivate and develop
subordinates

‘TPETCHS WEHAAT W Fa e
AfEar
Overall Grading on ‘Functional

Competency’

AT

~

Initial

Fareey & FEafa State of Health

Jrggiad Snfd/3e Siaentc)/ 3= st aenfa. Soh & eafeadt & gfa efeshor

Attitudes towards people belonging to SC/ST/OBC/PH Categories:

SATURT & WY (SET HEl 9] &)

Relations with public (wherever applicable)

Y Contd...P-7/-




gcafaAsar Integrity

(Fuar 3R Fr Fcgfeser 9X feeqoft & Please comment on the integrity of the officer)

1)

g & 9Y 37a,
Beyond Doubt; or

i)

A H@A A HE Yickper  a1d o6
3TI'§ & 37uar, Nothing adverse has

come to my notice; or

iii)

Hfeh HSAT H Fegfaser A HE ¢,
e: Uk e ool HarerT §
Since the integrity of the officer is

doubtful, a Secret Note is attached
herewith.

7. Raifeer el qarr 3ifed e T o 3ReEl & RO odr o1 @& &
3EHT 3HS GHA IO, WAL, FAR QALY 6 FASR @I & 9icd sgagR dfea
Hedishel Td ©IC @il A 01 & 10 & YA 9T GHA Aofnor (@A Aofieior gX a4l &
far g aes & 3eqard & ed A & A F R W R S g)

Pen-Picture by Reporting Officer

(General assessment of the officer reported upon including overall qualities, strengths, lesser
strengths and attitude towards weaker sections and overall grading in the smaller box
provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value
of each group of indications in proportion to the weightage assigned)

8. gHT Aoft (1-10 3=t & fgAE & ) /Overall Grade (on score of 1-10):

gfades AUSHr F geanr
Signature of the Reporting Officer
AT TASC IeRT H
TS i as e smand Name in Block letters:
EEGIE)
Designation:

S Contd...P-8/-
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#eT PART-1IV ‘_I,,?-l'ffaTUT | Review
(‘flﬁm I®EY REVIEWING OFFICER)

1. 1 31T -l F Reiféar 3feeary canT f@90a 3R [afdes ol & deu & E2y ey
TIHdIHT W WA 82 Afe 3T el e Hedisa ar afawfar T gEAd S8 g, ar
FOIT 3 AT H U 1T Flad F 39 Hedisad & Jea@ Y HR 3oeh gfafSedi w amezer
F
Do you agree with the assessment made by the Reporting Officer with respect to the work
output and various attributes in Part-III. In case you do not agree with any of the numerical

assessment or attitudes, please record your assessment in column provided for in that Part and
initial your entries

ETW Yes a‘-@f No

2. AT g T T A FIAT sHA HROT AR, FI FS W AT g TF w g
FEee AT SiSeT AEd §7

In case of disagreement, please specify the reasons. |s there anything you wish to modify or

add?

3. qeAfdeitshe  HTUSNAT gaRT FedH  EER| FUAT FATETGA L AT 100 rsey A
S sftelr 1 waed fAAwaEt & @w@ed &9 ud SO ged  @al & gl JfEgicd
anfirer gr

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 sections.

4. gfddest & @s Il & U T TRIM & R W Fel AT T@acas  Afsa)
Overall numerical grading on the basis of weightage given in Part-III of the Report.

gaAfdathe IAHRT & gFaEr
Signature of the Reviewing Officer
AT TASE IERT H
AR Date:.....o.eeenn Name in Block letters:

EETIET
Designation:




(i

(iii)

v)

(vi)

H?& Annexure-I

HEATAS AUNHIOT & 1Y THUHR 3 Jae feenfader

Guidelines regarding filing up of APAR with numerical grading

THUIR & T fAftea arawme 3R carqds qur 9ded @4 &d U e aifeTl
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

TE 3R T S & o 1 379ar 2 & FoRelr aeftentor (el & a1 faRioasit a1 g Ao
Aofieor & gfdee) #1 RARST Javaanst & A6 § Fon &7 & wieg &7 ¥ diRe @
e AR g weR 9 3ruar 10 & fedr Aol & wew A fARse 3uafeudi & w@dy A
e & srwam) Aol 1-2 3r2@r 9-10 foRer @i € 3 3otk 3ifRcw Ru o & s @l
qiteas Aol were W@WWWW%TWW &I
ESNAURoT 3 3thal gl H&ar # aiA # HRXT Fdfeal 1 goen & #enr =@

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 & Fofiehtor “Seopse” foram siwam aunr gEieordeleafd & fow

Ea wreaiE T IVET FA F AT wredie 9 feam Fmem)

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.

mﬁvmwsawsﬁaﬁaa:aﬁama?ﬂww“agam‘ﬁmmmmm?%m

ST

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

TR &1 4 91 6 & Bler & &g & e “Iear foar Jmeen qon ueds 5 e
SR
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 3.

TR F 4 § FA Fffaor = foar sem)
APARs graded below 4 will be given a score of “Zero”.

seskskokskskk



Annexure-I1

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




