oot Taeafteramar=r UNIVERSITY OF DELHI

awedrh FRFR/ARTS aFalh TgH/aHhedlh TEHH/ATEIH TEIH/IARATE HghF & fav
aifds Frifasures Feama Rae
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY
ASSISTANT

TR/ TSATIT/ R
FACULTY/DEPARTMENT/OFFICE

AT au/3af &1 gfaded
REPORT FOR THE YEAR/PERIOD ENDING

d9fFa® sART PERSONAL DATA - (HTIT PART-I)

1. JTRRT FT ATH
Name of the Officer

2. SeHTARY (EsT/AgE/aY)
Date of Birth(DD/MM/YYYY) : / /

(2rsatr H In words)

3.  aAME A F o TgfEd #r oy

Date of continuous appointment : &=t Date
to the present grade

I Grade:

4. 1 ARSI g S/

FFan/FAg dgeRa g ?

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

5. qOAE Y& aUT 30 W fAgiea & oy

Present post and date of : Yq Post
appointment thereto

f&eTh Date
6. a¥y & aRIeT SPEN(TTRALTOT, T HME & HROT) § U S rafer| Jfe soa wifds
o gfretor for § & 3ge faavor &)
Period of absence from duty (on Training, leave etc.) during the year. If he/she has under gone
training, specify.

S Contd...P-2/-



HATIT PART-2

(Trw e #1 yfades foar o= §, 39% garT #3 91w )
(To be filled in by the Officer reported upon)

frT 1T Frt @1 dfged faavoT Brief description of duties:

FT & S AGT/3T/EAT IS TaT 39 fow FeiRa e g ar 3mues for @uiRa few aro gt
3o (IRATVATET T 3T T4 A) FR FH AS-GH AG TAFABAT & IHUR W FA0 AR T3F T8
q 3T 3UATSY §dTU |

(3CTEROT- 39 3TTT/HRATC/ AT & fAT ari¥er wR st

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)

AET/32T/AT EECICIpI)
Targets/Objectives/Goal Achievements

(3A) FUAT HAG-2 A AW AT T&A/3LAVEAAT 7 Iiftd &7 g W HiAA &1 gag A
3oor@ HY| Ife T8ar Fr wifta & Fis Sremw W & ar 3 F4qr9|
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.

Y Contd....P-3/-



(§B) 9T 37 Hal & 1 oo™ & A HhT ifUh Iuelfeear ©r g IR 378 e
AaTETeT F 8 Sool@ |

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

4. FIAT 3o F{ [ FAT qaadt FHorst a§ H 3ae Ffed v fawolt Ruiia ol
37T FelsT a¥ F 3cakadl a¥ & 31 SAGY deh Gof T oF a5 Y| Ife &7gF ar faavor
gl W i dig foret ST

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.

AT & a1 FAFH F granr

feeTeh Date:........ccocoeeee... Signature of the Officer reported upon
HATIT PART-3
HearcAs AT 1 R gfddest qur qoAfdeliee TRl garT fhar Siem &, st 1-10 &

YA WX QT AIeT| STEf 1 G908 & A JAT 10 99 J™w I g2afar gl

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.

(Faar gRafeal Ft oA ¥ gga Ran-fadet # caerqds wg o )
(Please read carefully the guidelines before filling the entries)

(@) foefa s &1 FAoaihsT (38 #19T &1 AT 40% gIem)

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

Y Contd....P-4/-



CHBEDR Reviewing Authority | & smeasR
Reporting Initial of Reviewing
Authority Authority

) @ ffea s &
aRqUIA/fasal & 3MUR W
rEfed R arr S|

Accomplishment of planned
work/work allotted as per
subjects allotted

ii) prfersaresT T IOTAT
Quality of output

iii) freevomeAs Jegdr
Analytical ability

iv) 3UdelcA®  H Hr
aRYUTA/fRT T IR

¥ Accomplishment  of

exceptional work/unforeseen
tasks performed

fadfa a’' W Fa Aea
AfFr Overall Grading on

‘Work Output’
(@) AT ARV T FHedlehel (S HTT &1 Aol 30% BIaM)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)

yfadee gafdatsd mRed | gafdeisa witsr
g Reviewing Authority | & smezaR
Reporting Initial of Reviewing
Authority Authority

i) S @ g

Attitude to work
ii) FACRY &1 ay

Sense of responsibility

1) 3TeIRMAT T 3TITETOT
Maintenance of Discipline

iv) TUYOT Shierer

Communication skills

V) e

Leadership qualities

vi) &7 & Haer H ST
FA HI &HAT Capacity to
work in team spirit

Y Contd....P-5/-




Vi)  FEZ-ARON HT 3EROT
X HT &AaT Capacity to
adhere to time-schedule

Viil) RER IiFderd d&yg
Inter-personal relations

iX) ¥HAT Bd Td AFdca

Overall bearing and
personality
gfFaera fFEwaEt w Fa

IGCIERS AfeeT Overall

Grading on ‘Personal
attributes’

(¥) JPrTcHS HETHAT & Hedishel (S HET & dT 30% gIam)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

gfadesT gafdatss msdl | gafdeisa witsr
g Reviewing Authority | & 3megsarR
Reporting Initial of Reviewing
Authority Authority

i) Aa/RfeTd/eEE vd Jegdar
& &89 H Yfhav TT 3eh HEr
gInET @ SRt Knowledge

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

i) fdeg ASer Fa  Hr
gTHarStrategic planning ability

iii) ot o &7 afear
Decision making ability

IV) OA=a &THAT
Coordination ability

V) 3Ty & 9RT va fawfad
FLA P &THAT

Ability to motivate and
develop subordinates

vi) gger afda Initiative

‘GHrElcHS TEHHAAT W FA
ey afsar

Overall Grading on
‘Functional Competency’

WHATTT GENERAL — (3T PART-4)

1. Siefar & &y ey Relations with the public (steT ey g wherever applicable)
(SieTar &1 ERTHAAT #T 3cckerded vd IS Tk HfFeA W Fuar Reqolr &) please

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

Y Contd....P-6/-



gfr&ToT Training

(Fr R A7 GIRET vd F awant F R 3w guR qun gy we A TR @
3a% 9fAeTorT & fow fRAwMer #¥ Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeg & F&ufa State of Health

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

gfddesr JRFRT garT 3RFT H FFed AT Hr TEIR (FEHT 100 ersai #),
S @l 819 Ud A AHTd &9, IEIUROT 3UTUdl, Hgcdqul 3rAthedHi(Hes:
HIT 2 & 3(37) U9 3(d) TH AR 9t & i IfAgice enfdrer & |

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.

Y Contd....P-7/-



5. 9fddesd & #E-3 & Ws U, A 3R W A QU 30 qeo & MUR W Fel (AR T&AcHS
afsa|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.

gfaded FAFH F granEr
Signature of the Reporting Officer

AT TOSE e H

TYT Place:.......ccceeueeee. Name in Block letters:
YaetH

e Dater...oooveen.. Designation:
Rare &7 3afr &

During the period of Report:

HATIT PART-5

geAfdellehad 3fORRT T 38gfFAAT REMARKS OF THE REVIEWING OFFICER.

gffdelieer sl & sidefa dar safyr
Length of service under the Reviewing Officer

T 3T HET-3 T $91-4 & 390w qur Affie qoit & d@ey & yiades If¥sRr garn f&e v
Hedishd @ WeAd §? T A9 SR A HATURT YT /Agcaqol Haherar3lt & Haer &
fohU T HeAiehad ¥ WeA o7 [Feel: HET-3(T)(iv) T HT-4(5)]

(@ 3T giddest HRPRY ganT fohv a0 fARAVATST & il HE&dTcHs Hodiched & HGAT =gl & df
39 FIAT YT HeAlohol 3H WS H QT 7T Ty # ¢ aUr 9=l yfafSeat i meger w1 )

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 A8INO

Y Contd....P-8/-
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3. 3EEAT gl HT TUfY A FUAT 38 FHROT FAC| FAT FS W a1 § GF 3T FO Seo=r A

STSaT aEd 8 2
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 81T Td 3§h HASR 9 &

ufd fgfcd @i 3ahr FATd [AAVAmt & aR & fecqui(erEmsmr 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. q%aaaa:m.sa:agu,mmmﬁmmmasmwgmmwmm|

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

geAfdellshel AR F §EABRT

Signature of the Reviewing Officer

AT TOSE e H

TYTT Place:.......ccoeneeee. Name in Block letters:
geATH

e Dater..ovoeee.. Designation:
RarE &1 3afar &7

During the period of Report:
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(i)

(ii)

(iii)

(v)

(vi)

Heldd&d Annexure-1

EITHE AVHIOT & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRUIR & T fafad aaeurh AR eqegds qur gaificd §A7a &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 & fh 1 31 2 & R geffentor (T R ar faRwansit a1 por ARt
AolieRor & ufdgen) @I fARISE IAHAABT & A F Ford 7 d wdicad &9 @ o R
e IR S YRR 9 H¥ArT 10 & fRAr A & Hew A Afse Iuafst & d@&w A
3R ar srwem) Aot 1-2 3ryar 9-10 foRe gt § 3 3 iRy R o & s=a 8
qifeges Ao e XA gV dfddee Uq IAfdeine It o e sfaer @
SSTTEiROT 37k el ag) H&aT # A H SR FeAAA AT Jololl 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

3irad gredie @ AU FRA & o gredis 9 e Smem|
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.

Uthtram$r6Hmsﬁ@aa;aﬁiwa?ﬁww“agam”ﬁmmwm7ﬁm
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 & gefexer “Feor foar Jmwn 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-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




