feeel farafaearer UNIVERSITY OF DELHI
Hiaseugas ¥ fav aiffF srifasuee Aeawa Rare

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT

FTIATTI/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

gaifea av/3afr &1 wfadea
REPORT FOR THE YEAR/PERIOD ENDING-----------------

3afFaF SURT PERSONAL DATA - (HTIT PART-I)

TSR 1 A1
Name of the Officer

SeAfaf (fea/AdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(st A In words)

TR 9¢ & YeATH
Designation of post held

T TR 3] STTA/3M]. STeToiTicl/
3T Uoer g7 O &g g2
Whether the officer belongs to

Scheduled Caste/ST/OBC?

A A5 F IR gFT H Aty
Date of continuous appointment ; fesTie Date

in the present grade
A5 Grade:

a¥ & SNIeT sgEN(afatoroEr anfy & o)
O Uiyt 1 3aftr| afes Fa s

o gfRreor foram & o 39T 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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W’i’ﬁ SELF APPRAISAL -HATIT PART-2
(@H AWHERIEaRT 1 A1, SEdhr Rae fodr awi §)
(To be filled in by the Officer reported upon)
(Foar gfafSeal el & Ugel 3ffcell &I eAeqds g o )
(Please read carefully the instructions before filling the entries)

1. Hcaedr o Tfged faaRorBrief description of duties:

2. a dF & qu/3afr & eResmas garr fhw av @t @
HiaTcaaR-ged (f&ar et arelm WR-100 reai & 31 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. U 3oo@ H & FAT qEAd Fest a¥ 1 3¥d Gufeq aie faaeh Fuifia ake
AT Solst a¥ ¥ IcRkadt a¥ H 31 FIay deh gof AT &F a5 oY) I AT ot faror
gl I A aRrE 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.

T & arel HiUFH & gEanR
Signature of the Officer reported upon
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Rare fEa a st qanr Fedrwa-— smer-3

ASSESSMENT BY THE REPORTING OFFICER - PART-3

(Foar gfafSeanma & uga feen-Fgel @ waegds 96 o )
(Please read carefully the guidelines before filling the entries)

1. €aRT JAHIU/AATT & fow 3ifher AfSar & S =@rfRwsr dr 1-100 & AR |

gl Tfer fEd 197 arcy RAEcaaag3ik 10FacRizTaad 98 g

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.

(&) P UGS T Hediehel (36 @S dI dedlel 40%819M)

(A)Assessment of work output (weightage to this Section would be 40%0)

RaE foga arer srfaedy | weflem sfsrd qarr
ganT e T A3 wifaa I3 (If wawer 2
Grades by Reporting FHEAT A E )
Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)
1 2 3
) Aeteag FRY/ mEfed b &
3TER e SR Al g

FLATAccomplishment of planned

work/work allotted as per subjects
allotted

ii) S T Ut
Quiality of work

iii)gehor & gdrorar Proficiency in
typing (speed and accuracy)

iv) dF # gdioraraed: @uiRa
et ik gt saafe &
@@ Proficiency in  work,

namely maintenance of prescribed
registers and charts etc.

F fasaes @ gwT AT (FA
[ |iv])

Overall Grading on “Work
Output’ (Total [ i to iv])

ATEIEW Initials
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(T)eafFdera ot/ AATATRT Hediche (SHES I TedrsT 30%81aN)
(B)Assessment of Personal attributes (weightage to this section would be 30%0)

R fga a srfasrd
TanT AT I A3

Grades by Reporting
Authority

e foFrr garr
FNfAaT A5 (FfeFawsr 2
AFEAT A E )
Revised Grades by

Reviewing Authority (if
doesn’t agree with col.2)

1

i) & @ gfa arfdgica Attitude to

work

ii) 3ccaRaI—Aca hr Hg=T

Sense of responsibility

i) 3eIRMAT FeATT IGedT
Maintenance of discipline

WMEELMEINE

Communication skills

V) TaReIvuTIcAs Jegar
Analytical ability

Vi) & & T F F FT Hr
Agar Ability to work in team

Vii) FAT HAT FT dreled T hr
AT Ability to meet deadline

viii) 3icR-cafeFdad gaer

Inter personal relations

‘SqfFITaror /fARdwansithr wHar
AT (Fr [0 W vii])

Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

ATEIEW Initials

()FRATcHS &THAT & Hedichel (SHES I daiol 30%81eN)
(C) Assessment of functional competency (weightage to this section would be 30%0)

RAE foest arer 31fRer | weftem e ganr
ganT fear a=m A3 wfeg g5 (Ife wqwer 2
Grades by Reporting q ggAd o8l § )
Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)
1 2 3

i) FAE-FST & &7 A AT faagaT
[agfaat @1 A 3iRseg @EadE @
o #e dr Gegar Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly
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i) GH=aT &THAT
Coordination ability

iii) uger AfFd Initiative

iV) heFEX W BRI e H 0T

Proficiency in working on computer

‘FETHS® AT I GHIT AT
(e [ i @ iv]) Overall grading on
‘Functional Competency’ (Total [i
to iv])

ATEIEW Initials

e Note:qHT AT, Auifa f 7 aeds & soa & wFasl & vAF wHAg § AT AW
F T 91X 3T g9l

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

HTATT GENERAL-HTIT PART-4
1. SieTcl & 1Y "9& Relations with the public (STgleRg! @Te] & wherever applicable)
(Wmﬁaﬂwd¢q§qﬁq|wdl3m3ﬂﬁm$9ﬁrmﬁﬁw

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

2. gfre7oT Training
(FET ISR AT HRIRAT IR HE &AAT A GuURA g dfasy & efSc @ yiRremore
fAwIer &) Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

3. Tareeg $i F&ufa State of Health

4, Fcafasar Integrity
(@9 3T hrE cafassr 9X feoqolr &Y Please comment on the integrity of the officer)
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5. &TAAB R HAAT &AM, HHURVT 39T, Hcaqol fA®elansi dur #AEN af &
wid 3fgfcd & &9 |figd fUarie @y Uil ) RO fows are iUl gary &

greg, [T (ST 100 rser #) 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. RO & aAPr-11 & @3 F,@ 3R 7 F & 98 dedls & IMUR R GAT 3Hifehen IS
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of

the Report.
gfades AUSRT & gearRr
Signature of the Reporting Officer
AT AT 3ERT A
T Place..........cue.... Name in Block letters:
geaATH
feeTrh Date:.......oovoeeee. Designation:

Rae & 3af & e
During the period of Report:
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Fefe FfFR gaRT Y FFaAT-$Ta-5

REMARKS OF THE REVIEWING OFFICER - PART-5

THET FT™SRT & degd darrelength of service under the Reviewing Officer

FAT ISR fasdiest 3R A3 T a4 F Rfdes qui/fadvanis d€w F R
foEs arel s garr U 90 Fediwa ¥ HeAd &2 {Heel: #Mr-3 3N HH-4(5)) (IR
39 JORAIAYATHT & fonely 8 3RS Hedihal & HgHAd w61 & o 38 TS # 39 favw
& 91T TFeT F HUAT Hedihel gof Y N 30el Glaftedt o 379er 3eaEr & )

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):

3reATd 1 U & $ROT a0 |Foar 00T Fod [SHA T FAT AT AT SIS
qEd g ?

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

HST/HSS. FURRT & H FAsUe FT Hediche el A RAE fo@sr arel fesrr $Hr
srfgia

C

The attitude of the Reporting Officer in assessing the performance of SC/ST officer
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5. AT 3TORRT caRT esq o | (GleTstar 100 eAsal #) FHodr eTHdBit 3N FHF o’ aTHar3i
& & 3R HAESR Fuit & 9fd HHgicd afgd RS & o qoit W fecavh Y|

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. RAlC & smor-38 w6, @s-w 3@z & & 7 TEder & R W FAT 3Hiferer AEar|

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

qafdelda FfUFR & granr
Signature of the Reviewing Officer
ATH AT 38RT #
Tl Place:......ccceeeeee. Name in Block letters:
ECEGIE)
fesTr Dater.....ooeene... Designation:
Rale $r 3@ & g

During the period of Report:
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(i)

(ii)

(iii)

(iv)

(v)

(vi)

TeFdAskAnnexure-1

HEATHAS AVAI0T & A1 THUHR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

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

Ig 3T T AT & fh 1 31y 2 % R aefietor (T R ar faRdwansit o $or  fAeme
AolieRor & wfdiger) @I fARISC 3AHAABT & A § Ford 7 & wdicd &9 @ i fean
ST AR A YRR 9 I¥ar 10 & fRelT Aot & Tew A fOftre Iucfsuat & d@ A
Jifaca fear arwem Aot 1-2 3ryar 9-10 TR BT € 31 3o Aifaca v aer &r s=a gl
wifeas Aol el FHd gU gfades G gafdeisns HftemRar S frar il T
SO 3eTeh 3TNl a€T HEAT H ToA H HId HEAA AT Joflell H Hl =R

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 & & T gafieior “Sepse” forar Swam qur FEeo/deleaid & fow

3T uredie T 0T aR F AT ureaie 9 fear SR
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.

mesamsﬁaﬁaaaaﬁwa?ﬁww“agﬁm’ﬁmmmm7ﬁm
SR

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

TAUIR & 4 JAT 6 ¥ BT & g & Foffaxor “3eor foar Smwem gor greaies 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

TR T 4 @ wA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkhkk



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.
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




