SO

foh fIyfIeTe UNIVERSITY OF DELHI

dH-1D I MABRI/ANTS dh-1h] Tead/dh -] HeTadh/ 1RSI TTich/TANTRIAT Iedd & fold
e S fware geaio RRad
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR
TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY
ASSISTANT

b1/ faurT/srafay:
FACULTY/DEPARTMENT/OFFICE:

ATt asl/3rafd o1 ufdde

REPORT FOR THE YEAR/PERIOD ENDING

dufdFde sORT PERSONAL DATA - (MFT PART-])

1. SfIBRY BT ATH
Name of the Officer
2. SHfaf (fem/mgr/an)
Date of Birth(DD/MM/YYYY) : / /

('521@ H In words)

3. gadE ds U eaR gfed &t fafy

Date of continuous appointment : faHi® Date
to the present grade
U8 Grade:

4. R SRIBRT S S/
oS/ fUg q gefda g 2

Whether the officer belongs to
S. C./S. T./OBC?

5. gdqH Ug aul 39 W Fgfad :
CARGIR] : W Date

Present post and date of
appointment thereto
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I8 & TR SYCT (W0, FeT 3nfe & HROY F rqufufa ot safy| afe Iad wiftfs

= ufRraror fern § ol I¥ep! faarur |

Period of absence from duty (on Training, leave etc.) during the year. If he/she has under
gone training, specify.

HITPART-2

(1 31fBTY o1 ufade ferar ST 8,39 §RT 4RT )
(To be filled in by the Officer reported upon)

m M ST BT i fdaRur Brief description of duties:

Hf & O AeT/3ERT/T U W9 3 fere Refa fasw g ar s ferg feffva fv o
Bl 3 (URETU/HEET A1 30 FUl H) BT B 3M13-5F TS UAADHdT & YR W FA¢ 3R
TP 7&d ¥ U IUafsd &t |

(SCTERUT- 310 SHNT/BRITA/fAHTT & forg aTfities wrf Ao

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)

e/ IR/

Targets/Objectives/Goal Achievements
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(3)  PUIIHG-2 T Id1¥ T A&/ Se=al/El B Ui T 81 Xg! il &1 J&au | Iead
B} | AfE A&l BT UG H PIs S14T¢ I 51 af d g

(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.

@  FHu 3 Al &1 Wt I B H BTt Sifie IJuafsdr @t gt 8k I 3o
ATeM &1 o Ieckd B

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

P Iea@ HY b HT Gdad! s a8 &1 3&d YU aiiies faaruft Ruffvd arita srufq

Pl ¥ T IaRadl a8 &I 31 S dF gof BT a4l T8 | afe Y af faaRor gt M Bt
IRk fordt S|
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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.

YT & AT SHUDBRY & TEAER
faAid Date:..ocveenn Signature of the Officer reported upon

yfdde R gRT Ufdaga-yrT-lil
REPORT BY THE REPORTING OFFICER - PART-III

e AT &1 e ufades qut gRfdaie- miiert gRT faan o 8,50 1-10 % Jom R g
TN e 1 T8 HH IS T 10 T 34 IS Y = g1

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.

(@ Ufafdal &1 4R § ugd fexn-fFAex & ermgde ug o)

(Please read carefully the guidelines before filling the entries)

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

PIRCEERIDCIR] PRIERICERCIDEaR]

Reporting Authority | Reviewing Authority

i) gd Faiford & ot uRkguidr/ s & SR
W 3frsifed fovan ar B |

Accomplishment of planned work/work
allotted as per subjects allotted

ii) ST TG BT Jora

Quality of output

iii) foRdvoITEHS arvgar
Analytical ability
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iv) SUdGIHA® HA PI URYUAr/fHT 7T
YA B Accomplishment of
exceptional work/unforeseen tasks performed

frld o1 R $a faex IET Overall
Grading on ‘Work Output’

AHTTE&R
Initials

@ cafeara faRwarsi &1 Jeuie (39 YR BT 3w 30%8R)

(B)  Assessment of personal attributes (weightage to this Section would be 30%)

gfddeH unfeRy EGICKICERNIBEaN
Reporting Reviewing Authority
Authority

i) B B SR

Attitude to work

i) ForeRt &1 |y

Sense of responsibility

iii) SRR BT SFRET

Maintenance of Discipline

iv) TONUT IR

Communication skills

v) e o1

Leadership qualities

vi) T P UG T B B DI &GHd

Capacity to work in team spirit

vii) THI-GIRON BT IR0 HA DI &Hdl

Capacity to adhere to time-schedule

Viil) ISR SfediTd g

Inter-personal relations

ix) AT Bfd Td Hfadd Overall bearing and

personality

‘Hfadd faRIvdisl W $d fHaer AT

Overall Grading on ‘Personal attributes’

STE&R Initials
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@ USRS FEHdl BT Hidh (39 HFT HT desl 30% THT)

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

PISCERRIRERR S CICNICR R ICEAR

Reporting Authority | Reviewing Authority

i)/ fafam/erd wd gt & & o ufshang
Td 3% gl YN B! AHBRI Knowledge of
Rules/Regulations/Procedures in the area of
function and ability to apply them correctly.

i) AIfdag aISFT S DI &l Strategic
planning ability

iii) f0Tg o9 DT &

Decision making ability

iv) gH-aY &HdT
Coordination ability

v) SR &1 UG UG fad R & &I &

Ability to motivate and develop subordinates

vi) Ugd fdd Initiative

TSP F&HAT |R I [HAHR AST

Overall Grading on ‘Functional Competency’

TR Initials

I GENERAL — (HFT PART-4)

1. ST & 1Y HIRTERY Relations with the public (ST&T AN 8! wherever applicable)
(ST B SMaRIB AT BT IcRaEMId Ud HABRY db Y W Huar fewoht &) please

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

2. UfRIE0T Training
(@A SHABRT BT YuTTIar T B emarst & SR e JUR T4 3G R &1 2B § SUD
UIRI&0T o oy RIGIRDT &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)
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WY &t fRUMA State of Health

A3 Integrity
(Ui SUPRT B! YAST TR TN S Please comment on the integrity of the officer)

gfdda SMBRT gRT SHUBRT &1 JHd faRudrsll & qwR @ 100 Teal ), foraH
A &7 Ud HH A &7, S™TYRUl IUdierdi, Agayul SIhaars! (FgH: 4R 2 &7 3(3)
Td 3() U9 HHIR ol & U gy 2nfire gt

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 failure (ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections.

ST Contd....P-8/-



6. TdeT & UFT-3 & W3 T off R I H AT T 3T & YR R Fd HAThR IATHD

BISHl
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
Tfcda Sifieprdl & g&ier
Signature of the Reporting Officer
H W &R H
BT Place:.......ccoevenee Name in Block letters:
UgdH
& Date:...oovve. Designation:
feaié ot sfafy d

During the period of Report:

YRT PART-V TARI&U/REVIEW

1. TAddeA SfBR B sigfaddl REMARKS OF THE REVIEWING OFFICER.
gifdaie iRl & Siciid Tar s@afd

Length of service under the Reviewing Officer

2. 13U HE-3 9 YFT-4 & fid o qur fafi=1 7on & Sey o ufdde Sifiert gr1 fe e
HeUich § JeHd 87 o1 3T SHRUBRT BT SR IURAN/AZAYUf wBadiay & Jae
¥ U T i A WeHd o7 [HaH: HIT-3(T)(iv) TUT HIFT-4(5)]

@fg 3T wiade feRY gRT fhu e faRvarst & foelt Teards geuic 3 98dd ol o
I 31T0 HUAT U Geich 59 TS H 3T T T T € 4T 30+ Wiafddl &l Seger & )
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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? [Ref. Part-3(A) (iv) and Part-4(5)]

(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.)

g Yes 8T No

AT 811 ! UMY H Huar 30 RO IdTd | 1 His T 91d & SR 3119 $ sga-n a1
ST =ed § ?

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

gAfdaie et gRT U9 fUeer | Huan st &) o1 I 89 Ud I9D! HHIR avll &
gfe gy aftd ST T faRivarsii & aR H fewur@ e 100 wsa) H) 1

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.

ST Contd....P-10/-



22 10::

5.  Yfdded & UF-3 F WS T &t R I A U MW 3T & YR W Fd HATHR TATHD
PISUl
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

g ISR & gweR
Signature of the Reviewing Officer
T e 3arl |
BT Place:......ccceevenennee. Name in Block letters:
UaH
& Date:....ovve. Designation:
Raie ot safy &

During the period of Report:
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(iii)

(iv)

(v)

(vi)

HolddAs Annexure-I

TS iRl & iy TSR 4R gy feznfRdw

Guidelines regarding filing up of APAR with numerical grading

TSR & W fafdad g iR emyde gyt gafd 99y dd gU HRA a1t

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

g AT HI STl § b 1 3yar 2 & el affesvor (Fefa wrd an faiwarsit a1 g firame

oAUl & Tfagpd) & AR srwadret & Art § wad fog § g v ¥ eifre oo
ST 3R 3t UHR 9 3yar 10 & forsht Auft & Tay N ARy Iuafemdt & &y & shfaa
feam SITaem | 9oft 1-2 37T 9-10 foRa Bl & Sict: IaT SHifecy fau o &t S g | wiRked®
9O UG Hxd gU Ufdded Ud qAdaie ISR &1 fhll SfIPHRT &1 aai-uiRor 396
31e 98! e H addH H HRRA Igdifial &1 ga | =1 diieu|

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.

TUITSR &1 8 | 10 & Sid T GHIHR0T "IP Y el ST quT YEbR0/uedd & g Sfid
UTtdich o IO A P folt UTtdich 9 faam 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.

THIUSR &7 6 TUT 8 J BleT & did BT B0 “"agd ST T S quT uredies 7 faan

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

TUIUSIR &1 4 TUT 6 T BIeT & oI BT IR0 33T Foram S aut uries 5 feam S|

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

TUITSIR &1 4 ¥ HH aiiiehru1 " ferdn S|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting vear — Financial vear)

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.
0. 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
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