oot Taeaferamar=r UNIVERSITY OF DELHI
Ffass wes & fov aiffs srifasaes Ao Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR 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

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

(erse & In words)

gIRd Ig &7 YeaI1H
Designation of post held

T TR 3] ST/ 37, STetatricl/
3T Moer g7 ¥ &g & ?

Whether the officer belongs to
Scheduled Caste/ST/OBC?

qAE A5 F AR AFT H
Date of continuous appointment : feete Date
in the present grade

Ig Grade:

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

o yfretor forar § ar 39er faavor &

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

Y Contd...P-2/-



20

&q H‘\WTH-»_«I' SELF APPRAISAL — HTdT PART-2
@ 3RF garT v ST, e Rae fordr S §)
(To be filled in by the Officer reported upon)
(T wfafSear ovel & Ugel JiefeRil & eAETYdsh TG o )
(Please read carefully the instructions before filling the entries)

1. Hcaedi T d@fged faaor Brief description of duties:

2. a ds & Ju/3Ef & g 39+ garT fhu T St @ v
HieTcd aR-ge (fear ST arell AR 100 ereaY & 38 o g)
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. YA Joo@ A b AT qaadl Helst a¥ &1 el Guicd aifver faaol HuiRa il
3T HeiEX a¥ & ScaRkddl ay¥ HI 31 STIadl doh gof T af a5 oAf| Afg AT ar faavor
gol e T AR 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.

TUTT Place: ..o,

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

Y Contd....P-3/-
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ReE for@ar arer e g@rT Aearer srer-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3

(FoaT Jiafseal s & Tgor fer-facdelt & eareqdes 95 & )
(Please read carefully the guidelines before filling the entries)

1. C@RT 9% UI/fARAVar & faw 3nfehes AT & Sl =nfge S &r 1-10 d & YA

W gl Tfee fFEd 1 &7 arcd [daea® 935 3R 10 &7 Jcgd 3=uaq 395 I ¢

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 fTSuTEsT T Ao (6 €S HI dedsT 40% grem)
(A)Assessment of work output (weightage to this Section would be 40%)

Rale foaesr arer | wfam sfaedr garr e AR F1
FVFE  Err | wfa Iz (IR T | @R Initial of
Rar s dE (2@ WEAT AT § ) Reviewing
Grades by Revised Grades by Authority
Reporting Reviewing Authority (if
Authority doesn’t agree with col.2)
1 2 3 4

) ArSATEg S/

Jmefea fawar &

3TER 3efed SR

9 AT
Accomplishment of
planned work/work
allotted as per subjects
allotted

i) SRT T IOTCAr
Quality of work

iii) €oT H AIOTAr
Proficiency in typing
(speed and accuracy)

iv) T H Sdorar, A
faeiRa ot iR aret
sl & WREE
Proficiency in  work,
namely maintenance of

prescribed registers and
charts etc.

FHE fasuea W THT
AT (FT [P R iv )
Overall Grading on

‘Work Output’ (Total [ i
to iv])

S Contd ...P-4/-
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(@) Al u/fAATAT T HodTheT (36 TS HT dgdsT 30% glam)
(B)Assessment of Personal attributes (weightage to this section would be 30%6)
RaE forwesr | waflem sfedy q@rr | weftam sfasRt @

arer wfaa I3 (afs e Initial of
farrY FTAFH 2 § "gAd Al | Reviewing

carr R | ¥) Authority

AT A Revised Grades by

Grades by | Reviewing Authority
Reporting | (if doesn’t agree with

Authority | €01-2)

1 2 3 4
i) F1 fr ufy sgTed
Attitude to work

ii) e hr Hra=T

Sense of responsibility

11i) 3eIRMHT FeATT IGeTl
Maintenance of discipline

iv) TUYOT Hierer

Communication skills

V) faeevuTcAs Jregdr
Analytical ability

Vi) &F & T F ST el
Jegar Ability to work in team

Vii) T HHAT FT Greled FHIA I

JEIAr Ability to meet
deadline

viii) 3deaf@aera gey

Inter personal relations

‘sqfFdard ot fAAwanst
AT AT (Fer [ | F viii])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

(1) FRATCHS &TACT & Hediehe (SH WS &I dalial 30% gl )
(C) Assessment of functional competency (weightage to this section would be 30%0)

Rare  forgar | Fefter 3y ganr HHIET
grer fERY | @ufaa I (e T | 31T
garr  fe@r | 2 & wgHa ¥ ) IEATER
IRT I Revised Grades by Initial of

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

1 2 3 4

i) FA-FST & 87 A Al fagAr
[AETATT T AT AR g TE Wk T
A &% dr F@egar Knowledge of

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

Y Contd....P-5/-



i) H-aT &THAT
Coordination ability

iii) gger afea Initiative

iV) FTIEX W HR & H F0Tr

Proficiency in working on computer

‘FRICH® &TAdT 9T GHIT AfFr
(e [ i & iv]) Overall grading on
‘Functional Competency’ (Total [i
to iv])

e Note: T AfSwr, P i 7§ a6ds F Iqura & WhaH F TAF WF F AT AT
& AT 9T TR g

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

HIAT-d GENERAL-HTITPART-4

1. SieTdlT & ®1Y @94 Relations with the public (STgT 8! #e] & wherever applicable)
(FoaT FeFar H HFEE Gw ogT foAegar R 3FH S & ufa SeRel¥icd W

feoquf) é") (Please comment on the officer’s accessibility to the public and responsiveness to their
needs)

2. gfre7oT Training
(FIAT HRAAT H HRIRAT R HA &TAT A GUR o g sy & gfée & gfveror &
fAwiker &) Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

3. Tareeyg & T®ufa State of Health

4, acafasar Integrity
(@9 3R S Fcafassr 9 feoqolt s Please comment on the integrity of the officer)

Y Contd....P-6/-



5. STHAI3T 3R HHR &THAIST, HURUT ST, HecaquT A3l Tar FHAAN aqlf &
gfd fgfcd & &7 @ IS & FFT ol W RUE fo@er arer 3T g@rr &

erse I (SET919T 100 ers&Y ) 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. RAC & A9 1A T3 &, @ 3R 7T H & 18 TS & MR R AT 3Hifhe AT

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

gfaded IO F gEanw
Signature of the Reporting Officer
ATH AlC 3R H
Tl Place:......ccccceeeee. Name in Block letters:
RLGic
feeTeh Date:.......coooceee.. Designation:

Rare & 3afr & =
During the period of Report:

Y Contd....P-7/-
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wHleT HftFdY qarT sregfFaar-amer-5

REMARKS OF THE REVIEWING OFFICER - PART-5

THET TSR & ded ddrerel Length of service under the Reviewing Officer

AT Y H fAsdreeT AR o3 U a4 A fAfdes ui/faRdvanst & dew 7 R
fores arer feT garr fFu 9w Aediwa ¥ weAd §? {Heet: #mr-3 3R smr-4(5)) (IR
39 AON/AIAYA3N & ey o 3% HeAlhadl & FgA gl & o 38 WS A 39 fav
f6F a0 TAFH A U Hodiohol Gol Y IR T GTATSETT T =T IR Y )

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):

3reAfa H AT A FROT IAW| FIAT WA F ¢ HHA 3T FAGA HAT 3T S5
e 8 ?

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

HAT/ ST AR & SR fearest w1 Hedihad wat A RO for@ar arer 3fRsny 6
EIECIC)

C

The attitude of the Reporting Officer in assessing the performance of SC/ST officer

Y Contd....P-8/-



5. AT 3SR GaRT Ueg FOT | (elerstar 100 rea¥ #) HUAT &THABN 3N FHAT &TAAAT

& &7 3N AR F9t & g FfAglcd AR AR & Faar qoit ) fecqo ¥ |

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. RO & amer-3 F oo, @s-@ 3R -1 & & ¢ Jgdel & IUR W AT 3iifds
AfaT|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

YoAfdellehe FRAFR & gEani
Signature of the Reviewing Officer
ATH HIC 38R A
Tl Place:......ccccceeeee. Name in Block letters:
ECEGIE
feeTrh Date:.......ooooeveee.. Designation:

Rare & 3@ & gk
During the period of Report:
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(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 3T T ST & foh 1 31 2 & R geffentor (T R ar faRwansit a1 por ARt
AolieRor & ufdgen) @I fARISC IAHAABT & A § Ford 7 # wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ar 10 & fRAr Avh & ey A Rfre yafsdi & @ew A
e fear srwam| Aof 1-2 3rgar 9-10 faTer gl § 31 3a1a 3y G o= i swa Bl
qifegs Aol yere mgmw?ﬁmmﬁwm Cal
SSTAEROT 37eh el ady HEar # aoAe # SR FeA A T Jofoll A e =130

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 @ AT AR & T gredies 9 T Sem|
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”WWWW7%@T
SR

APARs 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-1|

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 Dbe 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




