YTTER/SU-YUTTaR/AHd &) UaiedT & o alie dHrif-sare- Jedid- Rure
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRINCIPAL/VICE-
PRINCIPAL/HEADMISTRESS

ST/ HH/ AU

OFFICE/FACULTY/DEPARTMENT:

It anly/3afd o1 ufdae

REPORT FOR THE YEAR/PERIOD ENDING

JafadTTd SIRT PERSONAL DATA - (T PART-T)

SHYBRT BT A1
Name of the Officer

UgdH

Designation

ST (f&1/AgIHT/a)

Date of Birth(DD/MM/YYYY) : / /

(QIEBf Hin words)

g U8 ¥ TaR fAgfad &t fafy

Date of continuous appointment : eI Date:

to the present grade
U8 Grade:

TR iR Ug 3R adqH IS

Permanent post held and the

present grade

QeffOreh Argarg

Educational Qualification

ST Contd. . .P-2/-



Y & TR SYCITIRIE, Pl 31
& HRUN) Y SRR BT 3fafd|
gfe Iad F1ffe 3 ufRreror forar g
Al 3T faaRur &

Period of absence from duty (on

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

SHTYDBRT GRT THIHT —HIT-Il
SELF APPRIASAL BY THE OFFICER - PART-II
(o ifRrPRY BT Ufdide feram ST 8, I §RT HRT Y
(To be filled in by the Officer reported upon)
(please read carefully the instructions before filling the entries)

fQ U w1l BT Wierd faaR Brief description of duties:

BRI & ol ded/Ie/AT AU WY 3+ o FRuifva fpe 8 ar sk forw Fufa few
T4 g1 39 (URUmH/AET a1 3 FUl H) Bl &l 3S-aF A UUHedT & YR R §910
3R YAP T I U Iudfed 9T |

@rs Far 3R 81 e uikome wfgd afe arg |
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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.

(including board class and home examination results if applicable)

AET/I5 T/ IudteEr

Targets/Objectives/Goal Achievements

(3)  PUATAG-2 T I8 TN A&/ Se=al/ &l B Wil & §1 Xg] Hiadl &1 dag d
I B | G A& P W & Pl 191¢ 81 81 ot  Samd|

(A)  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.

@  HUA 3 Al &1 ot Ieora B forH w1t it Iuafedr I8 gl 3R 3H
30 TRTE BT HI Jeei B |

(B)  Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

ST Contd. .. P-4/-




4. ﬁgﬁ: fafary & siferd &Y I 3T U BRI BT BT URN&UT P ATen F FR@RAT
|

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

5. PHUAT I HX b o Ydadl dhaex a8 @l fFd Juit aiifies faaroft Feuffea aia
3T HAST Y F IaRad a¥ BT 31 AT db gt BT 4 T3 At | afe et o faaor oot
PR DI ARG fera 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.

. AT ¢ ATl PR & TXAER
a1 Date:......ooeeee... Signature of the Officer reported upon

YT PART-3

gfddad BRI gRT Ufddga-Hr-Iil

REPORT BY THE REPORTING OFFICER - PART-III

TATS WS &1 e gfdae qu gAfdeie mieRt gRT fsar S, o 1-10 & 90H W
BT I1SY | 8T 1 o FHH TS TUT 10 T 31 IS &1 g2 g |

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.
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(PUT UiATPTl 1 +RA Y Ug fa=n-Fe=if &l eyde ug of )

(Please read carefully the guidelines before filling the entries)

@  Tid &R &1 geied (@9 YR &1 dest 40% Bh)
(A)  Assessment of work output (weightage to this section will be 40%)

S. | T[0T/ Attributes Ylclde WBRT | gAfadid
No. Reporting bR
Authority Reviewing
Authority
i) | gd Faford s &t ufkguidr/faw & SuR R
3frsifed fovar B |
Accomplishment of planned work/work
allotted as per subjects allotted
i) | @R HweT 3 Pifc
Quality of work output
iii)
Analytical ability
iv | gaTeid® P B GRYUIdI/ B T SuEnia
Accomplishment ~ of  exceptional
work/unforeseen tasks performed
TdeR W $d HAHR UET Overall
Grading on ‘Work Output’
SICIAR
Initial
@ Hfdard faRIVdI3H &1 Gedich (39 YR &1 4 30% TR
(B) Assessment of personal attributes (weightage to this Section will be 30%)
S. [ Attributes gfdaed Uit | gAfdeie
No Reporting I RG]
Authority Reviewing
Authority
REREGEC
Attitude to work
i) | eI wray
Sense of responsibility
iiiy | & @ UG § - HA B & Capacity
to work in team spirit

ST Contd....P-6/-




TUYUT I

Communication skills

A 0T

Leadership qualities

Vi)

S RCURSECARECRECIC]

Maintenance of Discipline

vii)

T-Hd & Sfdild PR PR B edl
Capacity to work in time limit

viil)

IRER AR Heiel
Inter-personal relations

PR & USHH g HIA

Managerial skills of the officer

Ffgad faRivdiel R pa Haex UfET

Overall Grading on ‘Personal Attributes

HII&R Initial

@ uraidS TemHd & Gedid (1-10 & 90 W ); 37 HET &1 deof 30% BT

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

Section would be 30%

0T / Attributes

gfddeT  WIYeRT | gfdene

Reporting
Authority

PIREaN

Reviewing
Authority

g/ fafram/erd Td aradr & & § ufsharg ud
I gl T DI TSGR Knowledge of
Rules/Regulations/Procedures in the area of
function and ability to apply them correctly.

g ToHT §9F Bt & Strategic planning
ability

U o1 @ &H AT Decision making ability

HHTY &HdT Coordination ability

TR Y IR Ud famRId &3 &Y &AdT

Ability to motivate and develop work culture
among subordinates

SIRT Contd. ...P-7/-




vi)

Ugd Yfad Initiative

THTATHD F&HAT |R A HATHR AT Overall

Grading on ‘Functional Competency’

SII&R Initial

JHRT GENERAL — (HTT PART-4)

AT & Y HENGRT Relations with the public (GIET F'HTLLEP[ wherever applicable)
(ST 1 HTTID TS DT IaRalAd Ud HADBRT dob R W Huar fewolt €) please

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

URI& Training
(@TT HYSHRT B THTIIaT Ud S &mare § SR 3ifid JuUR a1 gfg o &1 e 9
IGh URIE o oy RIwiRr & Please give recommendations for training with a view

to future improving the effectiveness and capabilities of the officer)

WY &1 fRU State of Health

AT Integrity
(Ul AP RY B! FATSI R fewoh € Please comment on the integrity of the officer)

SIRT Contd....P-8/-



5. 1 Y gHd B SATYRU S RAGRT gRT e, S i T 2 # amsed 3 @ &
CRIBIRI N
Do you agree with the exceptional good work done by the officer as indicated at item 3
(B) In part 2.

E!\TJ Yes :|3°r No

6.  Ufided SRPR gRI SR & gred faRivaref &t qediR (@M 100 Xsg! H), o
92 &7 Td HF I &, SYRY Iudierd], Agayul smaarstt (@gy: YT 2 &1
3(30) Td 3(d) Td HHSIR afll o Ufsiiighy i gl
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.

7. Yfdded & HM-3 & WS T o SR W H fIU T 3T & SMUR R $of TR GATHD

pIcl
Overall numerical grading on the basis of weightage given in Part-3 (A+ B+ C) of the
report.
YfddaT SHfYPRT &b FEIAR
Signature of the Reporting Officer
A WY el H
[T Place:.....cccoeveneenee. Name in Block letters:
. e
faid Date:....voneeee... Designation:
Raré &t sfafy

During the period of Report:
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HRT PART-V GRI&UI/REVIEW

gAfddie it ot sngfaaar

REMARKS OF THE REVIEWING OFFICER.

gffdaie iRl & Sidiid Tar s@afd

Length of service under the Reviewing Officer

T 31T YT-3 T HFT-4 $ T St aur fafd= o & Tey & ufdde et grI fby

T HegichT § gHd &7 T 3T AR B SRR IuS )/ Heayqu! SRbadrai &

ey 7 fopU TTT Hed b I WEHd 87 [¥aH: HIT-3 qUT HRT-4]

@fe 31y ufdded eR! gRT fd U faRivdret o fhil Seard® Jodis- ¥ 9gad o

;ﬁmmmn@mw@gﬁmmwﬁ%ammqﬁ@ﬁaﬁmm
)

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? Do you agree with the

assessment of reporting officer in respect of extraordinary achievements/significant

failures of the officer reported upon?

(In case you do not agree with any of the numerical assessments of attributes please

record your assessment on the column provided for you in that section and initial your

entries.)

AT 81 ! UMY H o 3% HRUI gaTd| o7 Pig U4 91 & O 3 $© F&aT
ST AR G ?

SR Contd. ...P-10/-



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

4, UfddeT & UFT-3 & WS T, &t 3R W F AU TN 3¢ & SR W Fa FHea S
PISUl
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gAfdde ISR & gwER
Signature of the Reviewing Officer
H WY 31&RT H
BT Place:......cccveennnee. Name in Block letters:
UgdH
&b Date:......ooeee.. Designation:
Raid a1 srafy &

During the period of Report:

sk sk sk ok s ke sk skeosk sk



(i)

(iif)

(vi)

I H® Annexure-1

TS fiehRur & Iy TSR WA gy ez

Guidelines regarding filing up of APAR with numerical grading

TSR & W fafdad Tt siR emyde qur yafe 9oy <d §U +RA =1l

The columns in the APAR should be filled in with due care and attention and after
devoting adequate time.

g AT BT ST & fob 1 3ruar 2 & ot anffemn (Fefa ol o faRiwansit a1 o firamex

Yol & Ufdga) B! fAfRIy srawadrelt & Arf § Had e § vafa wu § shfas foan
ST 3R S UHR 9 31dl 10 & forait Auft & Tay A falRiy Iuafedl & ey & ofifud
f&ar Saem i uft 1-2 srrar 9-10 fORa Bt § 9rd: 371 iU feT &M &t oevd gl
gige  uft UaM $Rd gU Ufdded U GAdais HABINGl S foadl SUDHRT &1
oiffuRor 39 3t It e # adaE § wrika Jeaifirl &t ga-T # &A1 Ty

It 1s 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.

TUIT3IR &1 8 J 10 F o1F BT affexur “Iepy” form S quT e/ ueafa & e
3T UTieh 1 70T B & fore urdies 9 feam S|

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.

THIUSHR BT 6 TUT 8 T BICT & o1 BT aFHRUT “gd 3BT e ST qul Wi 7 fear

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

%&RW4HW6@@H$WWH‘W”&@"%&TWIQ*HH%ITLIILdiObSE'CIT
|

APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of
5.

TUITS{R &1 4 ¥ HH aHiiehRu1 =" ferdn S|
APARs graded below 4 will be given a score of “Zero”.

% 3k %k %k k k¥



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 | 315 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

%k %k %k %k %k %k %k k




