oot Taeaferamar=r UNIVERSITY OF DELHI
altss werw/aeasd & fav aifds Frifasaes geamra Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT

FTATII/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

AT au/37af &1 gfadced
REPORT FOR THE YEAR/PERIOD ENDING

3afFaew sIRT PERSONAL DATA - (HT3T PART-I)

JTRRT FT ATH
Name of the Officer

SteAfAfY (Rat/AdE/a)
Date of Birth(DD/MM/YYYY) : /

(erse & In words)

gIRd Ig &7 YeaI1H
Designation of post held

T TR 3] ST/ 37, STetatricl/
3 Uosr g9t & Fafed § ?
Whether the officer belongs to

Scheduled Caste/S T/OBC?

qAE A5 F AR AFT H
Date of continuous appointment : feete Date

to the present grade
AZ Grade:

ay & SRIeT SEN(afNator, TEY 3y & FRoM)
O Uty 1 3rafer| afe 3o wrides

o gfretor foram & ar 3@er 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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w20

Wi’ﬂrcl’ SELF APPRAISAL — #ATIT PART-2

(e ey &1 yfaded fo@r Jer §, 38% ganT #R1 v )
(To be filled in by the Officer reported upon)

( U1 TSl & ol & Ugel HeJee dl EAAYES 96 o )
(Please read carefully the instructions before filling the entries)

fru IrT Ft @1 Gfered fdavoT Brief description of duties:

au/3afer & akie a d% 9% garT fhu 9T FHrEat #
wfared faavor (fgavor 100 ereal 7 fGar s @nfgw )

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)

FUIT ool H b FAT qaadl Holst a¥ & I Fed anveh fgerol f@eiRa ol 3riq
$oisY d¥ ¥ 3cadkadl ay¥ P 31 Faal db Gol T & g A1 IS 7@r ar fGaRor gor e @
alr@ 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.

TATT Place: v,

T & ared HIUFRT F gEanr
Signature of the Officer reported upon

Y Contd....P-3/-



3

yfddee TSR GaRT Hedrhe - $1T-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(F9aT gfafteal & et & ggol feer-fAcelt &l eareiqds ug o )

(Please read carefully the guidelines before filling the entries)

g HI FH fIRAvansit & fav gfdded wfos’l gart 1-10 & Tha # g&arcAs Afser & S
aifeT, SE1 1 §98 FA I3 IAT 10 9 HTF I FF G207 ¢l

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.

(T) T & & Hediehel (S HET &1 AT 40% gram)
(A)Assessment of work output (weightage to this Section would be 40%)

wlddest  WIfRRT | etidellehed ITIRY garT feu | gefdeiehs
ganT fGu arw I3 | 1w I3 (3G FleA-2 H Gw TTRISNT &
Grades by AT IS F WA AL 8) 3eger
Reporting Revised Grades by Initial of
Authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4

i) e w7 $r

aRQUIAT/ YT & TR T

Jrefed frar @ &

Accomplishment of planned

work/work allotted as per

subjects allotted

i) & T TqoTer

Quality of work

i) #F ST & #A

gdorar 3T fuiRa et

Tg TE A F IEREE

Proficiency in work, namely

maintenance of prescribed

registers and charts etc.

a7 W Fa A

AT (Fer [ 1 A il])

Overall Grading on ‘Work

Output’ (Total [i to iii])

(&) ITFIT FAAYATIHT T FHediehoT (S 19T &1 desT 30% M)
(B)Assessment of Personal attribute (weightage to this section would be 30%0)

et ganr | fqu are I3 (afe @faa-2 ;Tﬁmfra:
few T I3 # Ru 717 I35 & weAd JTCTER
Grades by T E) Initial of

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

1 2 3 4

i) ®r & HfAgica Attitude to work

i) FAeY &1 g Sense of
responsibility
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iii) 3T T TATT IG=AT
Maintenance of discipline

iV) TUYOT Shierer
Communication skills

V) TAeevUTTcAs Jregdr
Analytical ability

Vi) & & §T H F A Aeadr
Ability to work in team

Vii) F7T @A A S g = A
JIar Ability to meet deadline

Viil) RER FiFaera gay
Inter personal relations

‘SfFaad At o F
et Afar (Fa [ @ viil])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

(¥) TehrAcHAs HETHAT T Hedishe (38 HIET & AT 30% BI9)
(C) Assessment of functional competency (weightage to this section would be 30%0)

EIGECCH YeATdeilehel WITERT G@RT | elidellehel
EIBEac T 7w I3 (I FlaA-2 | TSR &
gary feu v | # QU 9w I5 @ HeAd eZer
Iz ATE ) Initial of
Grades by Revised Grades by Reviewing
Reporting | Reviewing Authority (if | Authority
Authority doesn’t agree with col.2)

1 2 3 4

i) aa/RfATsEE @ deaar & a7
# ufead AR 3% T gIeT H
SATeARIRY Knowledge of

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

Il) §FA=aT &THAT
Coordination ability

iii) gger afFa Initiative

IV) FPE W SR F H FdIorar
Proficiency in working on computer

‘ThrTcHS WETAAT W Fo At
AT (Fr [ i @ iv]) Overall

grading on ‘Functional
Competency’ (Total [i to iv])

Al Note: ¥&a® & A+ 9 ¥ fav Buia RS & @R F&fta auqgt & st 3w &1 a1 ao7
AT F1 IMUR g

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.
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HIAT-T GENERAL-HTITPART-4

SteTel & &1 #EfgRT Relations with the public (ST@T o] g wherever applicable)
(STeTaTT T 3TARISHAIIT T SecRel—Ued Td HBRT T HHTH W Hudm fecqol &) (Please

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

gfr&ToT Training

(Fr R A G vd F amant F R 3w guR aun gy we A TR @
3a% fAeTorT & fow RAwMEr &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeg i f&ufa State of Health

Tcafasar Integrity
(@9 TR & Feafassr 9 feoqulr & Please comment on the integrity of the officer)

gfddest AR ganrt ey 1 Faed faAwansit fr aEdR (e 100 asat ),
o @y & v wA §Eed 819, WTURUT 3UASHAl, Hecdqul NHGe Td
HHASIR Tt & i 3fAgica enfaAer g 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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gfddest & #91-3 & TS T, of 3R & A QT 9T 9 & INUR W Fel AR TC&hIcHS
AfaT|

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

gfcdea JAAFA & gEasR
Signature of the Reporting Officer

AT TOSE e |

Tl Place:......ccccceeneee. Name in Block letters:
Y dTH

feaTTe Dater...veoenn. Designation:
gfadesT fr 3afer &

During the period of Report:

gafdaisa FfAFd i segiFaar-amr-5
REMARKS OF THE REVIEWING OFFICER - PART-5

YeATdeitehel JTERY T @ar 31afer Length of service under the Reviewing Officer

T 3T HET-3 T 91-4 & 390 S qur Affier qoit & d@9y & yfades 3f¥sRr garn f&e v
Hedishd @ WA §?7 FT Y HHR A AR IYATA/Agea ol HAGAa3i & Haear #
fohU 91T FHedihaT ¥ WA §? {Hesh: #er-3 qun a7er-4(5)} ( Il 39 gfddes AfUSHT gary fhe
T AT & fohel HCarcHs Hediched & TEA gl & ol 3T HOAT AT Heldihel 36 TS H
fou a1 Fawer 7 & qUr 39el giafSedr #r 3eTAR FY )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | 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. 3EEAT gl T Ul A F9AT 3@ FHROT ATC| FAT FS WA a1 § GF 3T FO Seo=r A

SgaTT T8 & ?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. geAfdellehel JHRRRT ZaRT 9o o] $oAr FSHRT ®1 HF QAL &1F Td 3§hH HARK 90 &

gfd fgfcd @i 3ah gaAEd [AAVamsd & aR & fecqui(erEmsr 100 s #) HY|
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. gfddest & $M7-3 & @3 T, & 3R & A U a0 9esf & IMUR W Fol AR F&dcAsh AT

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

YAfdelsha FRAFR & gEanRr

Signature of the Reviewing Officer

AT TOSE e H

AT Place:........ccveeueee. Name in Block letters:
geATH

AT Date:....ooooveeeeee.. Designation:
RarE &1 3afr &7

During the period of Report:

*kkhkhkhkhhkhkikkx



(iii)

(vi)

Heldd&d Annexure-1

EITHE AVHI0T & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TATIR & T fafad aaeureh AR eqegds qur gadficd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISC IAHAABT & A § Ford 7 # wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ArT 10 & fRAr A & Hew A Afse 3uafet & d@@g A
e fear srwam| Ao 1-2 3ryar 9-10 faTer g § 31 3a1ar 3y i ae fr swa Bl
qifegs Aol yere m@mwmmﬁwm Cal
CIATTAUROT 3eTeh 3TeheT TEN TEAT H TAAH H HIA FeANGT & Jolell A el @RI

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 &1 8 & 10 & g & efieor “Iepse” foram Swam aur FEeo/delia & foe
3T grcdies i 0T RS F AT greaie 9 eI SRem|

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.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7W
SR

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

THUHR & 4 I 6 & Oler & g & geffexer “eor foar Jrwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-l1|

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




