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Hediwa Rae
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JOINT REGISTRAR/DEPUTY
REGISTRAR/ASSISTANT REGISTRAR/ADMINISTRATIVE OFFICER

FTATII/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMEN T --nnmeemmmemmmee e e

AT a9/31af &1 gfddeed
REPORT FOR THE YEAR/PERIOD ENDING--=---xnnmsmmeemmmemmeemmmem e e

T PART-1 - 39f@d9rad 929 PERSONAL DATA

ISR 1 A1
Name of the Officer

geared Designation

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

aTRd TR ug 3R adAeT A3

Permanent post held and the
present grade

SN CIR I ER RIY

Educational Qualification

SqIaaTAe UG deheilehl JTTATT
Professional & Technical
Qualification.

ay & GRIT SENFfAEToT, TEY e & o)
O Ieqafeyfa &1 3afdr| afe sod wifds

o freror for § ar 39 fQavor &

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

a¥ & e R I giRieTor SRIsH

Training programmes attended during
the year :

Raie 3afr & ga- F-0)
Charges held during the period
under report
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HAFR TR FEHeAF -HTT-||
SELF APPRIASAL BY THE OFFICER - PART-II

(T8 ATHRT &1 ufddes for@r S= §, 38% @Rl T U, Ife 3Maede g dr
ST 3ol & & Holdel | )
(To be filled in by the Officer reported upon, if necessary extra sheet to be used)

frT 1T Fgt @1 Gfeed fdavoT Brief description of duties:

T & S d8T/32/AAT YN T 39 for [ frv g ar 3mues for @uiRa
frT a1 & 39 (IRoTE/AET A1 3T T H) FEt & e-gq AS WARGBAT F YR ®
§eIU 3R 9AF &g I AU 3Uclisy ddv |

(3CTGITT- 3T JTHTIT/HTITT/TAHTT & ToIT ari¥en Hr Grofetn)

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)

TET/3T/AT Iqafeuar
Targets/Objectives/Goal Achievements
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3. (3TA)  FUAT AE-2 H q@U AT F&A/3LAVEAAT A Wit 7 g W HAA F7 @A F Zeo@ |
afg aedt T TIfed & HI5 STU0 W & dF I Fa|
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.

4, (@B) FUAT 3 Hal & M Jeow W fowd by ftew Iuefeear @& & R 3aH e
AT F Y oo HL|

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

5. Fugr g5 fafdse & 3ifhd Y [SEd 319 39eT 1 dlerer T GRIETOT & AeIH @ FERen
e & |
Please indicate specific area in which you feel the need to upgrade your skill through training
programme.

6. FUAT 3eo@ A o F1 qdad Holst af & e Fufcd arffer faawoh muiRa ali@ 3nfq
$oisY ¥ F 3cadkadf a¥ &l 31 AT dh Gor A af 18 A Ifg A7 ar faawor g1 Fer Hr
@ 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.

feTiar Date:..ooveeeeeenn. 3SR & gEaeR Signature of the Officer
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yfades I+ garr yfadesr-smer-i|

REPORT BY THE REPORTING OFFICER - PART-III

TEgIcAs® AT &1 fAuRor gfddes aur qefdeliehe TR @Ry fhar Sem g, & 1-10 &
YA IR glT IRUl STel 1 G99 &7 I I 10 FoF 31 A o1 c2ufar 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.

(FIar gt Ft oA ¥ ggo an-fadet A caerq@s g o )
(Please read carefully the guidelines before filling the entries)

1. Tt &1 &7 Hediehst (36 HIET T daT 40% BI9M)
Assessment of “Work Output” (weightage to this section would be 40%)

aoT / Attributes yfodes witsilt | qafdatsa mitwd
Reporting Reviewing
Authority Authority

) @ Rfad s 1 aRquTd/favat
& IR W IERed fFar ar s

Accomplishment of planned work/work
allotted as per subjects allotted

i) PRIfAYATET T FIfC

Quality of work output

iii) farereroTTa#Hs Jrerrar

Analytical ability
iv) raTaTaHes HrY $HT IRYUTET/ AT aTw
IYTAfRAT F Accomplishment  of
exceptional work/unforeseen tasks
performed

foreTeT R O el et ATSIT Overall
Grading on ‘Work Output’

HeFER
Initial
2. cgfddard fAATAT3NT 1 FHediehel (1-10 & JAGT W ); TH HET & dT 30% gram
Assessment of “Personal Attributes” (on scale of 1-10); weightage to this Section would be
30%
aoT / Attributes yfodes wftsdt | qafdetswear sfsr
Reporting Reviewing
Authority Authority
i) T Fr gieeanof
Attitude to work
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i) STFAerY &1 |

Sense of responsibility

iii) & Hr HETT H FT A
&THdr Capacity to work in team spirit

iv) TUYOT SHierer

Communication skills

) A

Leadership qualities

Vi) 3ETRITET T 3eIRaToT
Maintenance of Discipline

vii) IHT-EAT & AT R R
$r &FAAT Capacity to work in time
limit

viii) IHIR g TFcerd Geer
Inter-personal relations

‘TIFAIT FAATABN T FeT R
ATST Overall Grading on ‘Personal
Attributes’

HEAER
Initial

SHrIcHT FETHAT T Hedihel (1-10 & YA T ); $H 19T & deT 30% M
Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would

be 30%
aoT / Attributes Hferdeer o °
Reporting wTfererY
Authority Reviewing
Authority

i) Fra/RfETE/ET v degar F &7
H gfpad ©g 399 T@E TIET B
SATARRY Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly.
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i) gger AfFd Initiative

i) Nfdsg TSer  FA FH
&TATStrategic planning ability

iv) TaReToT AeTdr
Supervisory ability

v) Ao aier T afear
Decision making ability

Vi) GH-aT &THAT
Coordination ability

vii) ey 1 9RTG v fa=faqa
FT I &THAT

Ability to motivate and develop
subordinates

‘GhEIcH® WAHAAT W Fa A
DI
Overall Grading on ‘Functional

Competency’

IeTER
Initial

Tareeg i F&ufa State of Health

g Sa/3Esiental/ 3w Wosr qa/enfa. Ao & aiFadl & Jia gieehor

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

STTHTYROT & HaY  (SigT &el o9 &)

Relations with public (wherever applicable)

S Y Contd...P-7/-




6. Tcafarsar Integrity

(@ 3R S Feafassr 9 feoqull & Please comment on the integrity of the officer)
i) T F W 37T,

Beyond Doubt; or

i) A GAT A HS Gldger &1 AL

3m$ § 37uar, Nothing adverse has
come to my notice; or

ii) feh AR i FhAser A HF o,

3c: Ueh e ool Harer §

Since the integrity of the officer is

doubtful, a Secret Note is attached
herewith.

7. Raiféer #fOeRr garr 3ifha eoeg -RE @ 3ReE & Rad fodr o1 @& ©
3HE 38F THAT IO, THLY, FAR AHLY T FAGR J9f F 9 cager afed
Hodichel Ud BIC @ # 01 ¥ 10 & YA T FHIT AOUNAIOT (FAT  AUNRIOT & a9 &
foT fAgd aesT & Jequrd & 3Nad A & I & AR ) fhAr 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. AT Foft  (1-10 37t & @@« & ) /Overall Grade (on score of 1-10):

gyfaded s F gEanEw
Signature of the Reporting Officer
ATH TAST 37ERT &
AT Date:.voveveeee. Name in Block letters:

RrGie
Designation:
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ar PART-1IV g?lﬁ&l'UT | Review
(gﬂﬁﬂ’lﬁ' sl REVIEWING OFFICER)

1. & 39 -l & RAféer 3fteary eart f@90d s 3R e ot & deaer & IE2Y T
TR & TEHAd &7 AR 3T Rhedl TEATeH® Apdiher A AfRERET @ @eAd o & ar
AT 38 AT H U a0 Hlod # 39 Hodichel HT Jool@ Y IR 3T yiafed W IHEIRR

|
Do you agree with the assessment made by the Reporting Officer with respect to the work
output and various attributes in Part-111. 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

gl Yes el No

2. 3raEAfd g &1 Pt A FUAT 3HAT HROT IAR, FAT g WA a1 § T 3T TS

el AT AT T8 87

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

add?

3. geAfdellehel  JTORRT GaRT HeH TER| HUAT AT X A9 100 sal A
SEd ey & gaed  fAAvaEt & @Hed &7 vd 3EH gied @l & i sfdgfed
AR 8

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. giddesl & @S -lll A QU 1T AR & YR N FoT Al T&gicash AT
Overall numerical grading on the basis of weightage given in Part-111 of the Report.

gaAfdeder HfAFR F gEanr
Signature of the Reviewing Officer
ATH TISC 37ERT H
AT Datel.ocveeeenee.n. Name in Block letters:

RrGie
Designation:
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(iii)

(iv)

v)

(vi)

Heldadd Annexure-|

HEATcHS AVIHIOT & Y THUHR 9 ey fenfader

Guidelines regarding filing up of APAR with numerical grading

TSR & T fafad aaereh 3R eaeds qur 93ficd @A <d U R 1wl
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T 1 ST & o 1 3rar 2 & el aefientor (et & a1 faQiwamsit ar for  f@ement
Aofieor & ufage) I AT rawadnpt & ART § For 7 & wea &9 § 3o @
S AR A YRR 9 H¥ar 10 & foRdr Aot & ey A AR suafeat & e &
e & sreem| Aol 1-2 3ryar 9-10 faRe @it € 31a: 3 3Ry fiv Ia fr sa &l
gifegs Ao yeiaT g gfcidest Ua Yefdelienel RRRAT @ fhell foprr  ar
ST 37 N a7 FEdT H AT F FRRA FeAAT & Jolell A el =fRw]

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 “Sepse” foram Swam aur FEeo/dela & foe
3T gredies i 0T A F AT greaie 9 fear 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.

THUIR T 6 dAT 8 ¥ BT & drd HT 3RO g 3o T STwem gur ureaies 7 fear
STRA|

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

TRUHR &1 4 JUT 6 F BT & &g & Fafieor “Ieor foar Swem qur gredis 5 &
SRET |
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 5.

THIUR T 4 § HA Fafienor “qea” foram S|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




