w

>

1S

~

feeelr faeafaeare UNIVERSITY OF DELHI

gicds werEF/3m-gicas WeraF & fow aiffe FF fasuree Fearrea R
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT

FTITTI/ TR/ TIATST
OFFICE/FACULTY/DEPARTMENT

RaE dr smafern:
PERIOD OF REPORT: FROM

dITFde STRT PERSONAL DATA - (HT3T PART-I)

. 3ITRRY FT AT
Name of the Officer

. YearHA Designation

SeAfaf (er/ade/ay)
Date of Birth (DD/MM/YYYY) : / /

(st A In words)

1 JfRRY eTqad Sfa/

FIFAS/ATT. G GERT g ?

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

. JAAE I3 H AR fAgied H fafy

Date of continuous appointment ; fgar Date
to the present grade

I35 Grade:

QETRICIT FehTS T ATH STEl
HIT & Name of the Library
Unit in which worked/working

. @Y & GRIeT 3T (fator, TEY Ay & T
O Ieqafeyfa &1 3afer| afies & wifds
o gfreror forar & ar 3 faawor &

Period of absence from duty (on
Training, leave etc.)during the year.
If he/she has under gone training,
specify.
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HTIT PART-2
(e e w1 yfades foar Sem §, 38 @R o’ )
(To be filled in by the Officer reported upon)
fpw v Frat &1 Gigrea faaxoer Brief description of duties:

T & S F8T/3R /AT IUA T&F 39 for FuTRa fro g ar 3muss o HuiRa
frT v & 39 (aRomEEET a1 3T w4 #) FEt & re-gq AS WAAGAT F IR ®
AT 3R TP 18T § 3Tl 3TUclsT §dv |

(3CTER0T- 3HTYeh HTHIET/HRITCr/qemT & foav aif¥e HrT g

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)

T&EI/3R /AT ELCICD)
Targets/Objectives/Goal Achievements

(A) FUAT #AG-2 # Al T eI/ J/EAA - wifed H g W@ HAG w1 G A
Jeoi@ HY| IfG et Fr uifta A IS 1410 W g f I Fd19|
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.
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(SB) FUAT 3 Hal &1 M Ioo@ H ToleTdl Fohr 3ifeeh 3uafeedr W & 3N 3987 39e
AT & Y Seord HY

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

4. FUII 3eol@ A b FAT qact Helsy a¥ AT el Gufed anves fqarolr FuiRa aka
3T Fist a¥ T IcaRkadt a¥ F 31 SFIay db gof T & a5 ATl I AT o avor
gl T A aRrg fody 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.

T & arel HiUFH & gEanr

fesTie Date:.......oeee.... Signature of the Officer reported upon
AT PART-3
HEIcH AT 1 fAuRoT giddes Tur Yefdeleer TR RT SarT fham S &5 1-10 & A

W gl AIfgTl S8l 1 g99 $F I JUT 10 FIF 31 AT o cArar &

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.

(FTar gl F A ¥ gga Rar-faget # caergds g o )
(Please read carefully the guidelines before filling the entries)

(Q) 9T SR T FHediehel (FH HIET T daT 40% §lam)

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

yfardesr ey yafdaida wfasrt
Reporting Authority | Reviewing Authority

) @ S & & aRguiarfawat &
MR X 3efed fhar = Ry

Accomplishment of planned work/work allotted as
per subjects allotted
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ii) prfersarest T IOTCT
Quality of output

iii) faeeivoeAs Aegar
Analytical ability

iV) 3areieAs & @1 aRquiarfer o
YT H Accomplishment  of

exceptional work/unforeseen tasks performed

fadfa ' w Fa AaR AT Overall
Grading on “Work Output’

TR
Initials
(&) SATFAIT TAATATINT T HedTeheT (SH AT 1 AT 30% 1)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yfadesr ey qafdaid wfasrt
Reporting Authority | Reviewing Authority
i) T T AT
Attitude to work
i) FAGRY &1 Y

Sense of responsibility

i) 3IRMAT T 3TeIETOT
Maintenance of Discipline

iv) TOYOT ahierel

Communication skills

V) @ @ 90T Leadership qualities

vi) T fT H1GTT H FT A Hr &THAT
Capacity to work in team spirit

vii) THI-ERON HT ITEOT A H
&THAT Capacity to adhere to time-schedule

Viii) ¥R IFdad @&y
Inter-personal relations

iX) THT Bfd T IiFderd

Overall bearing and personality

‘TFdITd AV W Fol THeTR AT

Overall Grading on ‘Personal Attributes’

TR
Initials
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(¥ YhrcHE WETHAT T Hedishel (H T 1 desT 30% §ram)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

yfardesr ey yafdaisa wfasrt
Reporting Authority | Reviewing Authority

Nema/RfFTa/eEd g Aevgar & a7 H
gfhall TT 3oich Hel JIAWRT HI SATeThil
Knowledge of Rules/Regulations/Procedures

in the area of function and ability to apply
them correctly.

ii) sfifaeg IIear aee T & Strategic
planning ability

iii) oot o= fr grerar
Decision making ability

IV) SHCTIETHAT
Coordination ability

v) INTET A URT Ta fAfid e @

&THT
Ability to motivate and develop subordinates

vi) 9ger afeFd Initiative

‘YHRITCHS FEATT W Fol Ay A

Overall Grading on ‘Functional
Competency’

AR

Initials

HTHATTT GENERAL — (HTRT PART-4)

1. SteTel & &1 #EMERT Relations with the public (ST@T o] &1 wherever applicable)

(STeTcTT T 3MMERIHAIHT T Seckel—ed Ud AR deh 3HFTH R FHodr feoqolr &) please
comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfre7oT Training
(FUar RSN B gfadr Td HR aTHABT A IR e guUR qur gig we B et &
3a% ufetor & fow fRAwiRer #Y Please give recommendations for training with a view to
future improving the effectiveness and capabilities of the officer)
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3. Tareeyg & T®afa State of Health

4, "cafasar Integrity
(@ AR S Feafassr oX feoqulr & Please comment on the integrity of the officer)

5. gfadeel 3fRT garT ATUSERT Fr FFed fAATarst i aFER (SE1HeT 100 2reat #), oad aFeyd
&7 U9 FH WAL &1, NATURCT 3UATSHAl, Hecdqul B (Fest: #er 2 &1 3(31) va 3(9)
Td FHAGN gait & glasifdgica enfaer 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 failure
(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections.

6. YfddesT & -3 & WS U, ff 3R A & T 7T I & HUR W Fel AR GCacams AT
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of

the Report.
gfcddge AfUFR F AR
Signature of the Reporting Officer
ATH TUST e H
T Place..........cue.... Name in Block letters:
B
feeTrh Date:....oo.ovveee. Designation:
Rarc $r afar &

During the period of Report:
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AT PART-5

YeATdeitehel TSR T I8giercar
REMARKS OF THE REVIEWING OFFICER.

gffdeitehe 3RAIGRT & 3iceid dar rafer
Length of service under the Reviewing Officer

T 3T HET-3 d 914 & (90 S qur Affe ol & dee & gfades 3f¥aRY ganr fHe v
Hedishel ¥ HEAT 8?7 FAT 31T SR A 3WURT ST /FAGAOT HABANIAT & Haer 7
fohU T Hediehad @ WA §2[HesT: HET-3(T)(iv) TAT HET-4(5)]

(@fe 39 giddes AR g@nT fhu 31T fARAVAT3T & forddl HEachs Hediehd & HEAT 16l & of
39 HUAT AT Hedichad 0 WS H T 7T Twey F ¢ U1 9= yiafSeat 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.)

gl Yes el No

3eAd g1 T YT # HUAT @ HROT ddAC| FAT HE W oG § O 39 Fo FEo=r qa
SgaT AmEd § 2

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

geAfdellehet HRAGRT aRT 9 o] Fuar fUaRy &1 w7 qEed & td 3§H AR 90 &
gfa sfgfcd wfea 3ah gaed AAVAEd & ar & fecqul (erersrer 100 ereaY #)
Pen picture by Reviewing Officer. Please comments (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

ST Contd...P-8/-



5. gfdded & $1-3 & W T, ff IR W A QU a0 9T & YR R Fol Al T&AcHS

AfSaT|

Overall numerical grading on the basis of weightage given in Section-A, Section-B and

Section-C in Part-3 of the Report.

qAfdelha FAFRT & gEaRR
Signature of the Reviewing Officer
STH TISC 378RT A
Name in Block letters:

RrGic
Designation:

Rare &7 3afar &
During the period of Report:

% 3k K 3k %k * %k k



(ii)

(iii)

(iv)

v)

(vi)

HeddAskAnnexure-1

HEATcAS AUNHRIOT & AT THUHR 3 gFaer fgenfader

Guidelines regarding filing up of APAR with numerical grading

Wm%ww%@aammﬁm%mmammmaﬁwmaﬁm

The columns in the APAR should be filled in with due care and attentlon and “after devoting
adequate time.

Tg 3T 1 ST & o 1 3rar 2 & fopely aafieneor (efar & a1 faRIwemsit ar ol [@eme
Aoftaor & gfage) @ Afdrse w3t & A6 & Fowr T 7 =ed & @ e R
ST 3R A YRR 9 H¥ar 10 F fReT Ao & Tew A fOfse 3ucfsdt & & &
3R & sreem| Aol 1-2 3ryar 9-10 faver gidl § 31a: 3 3fRcy G o &t S
HiTEasd AN Yeld HTd §U iddes Ua Yefdelih IRl 1 el rfrery HT
SSATAEROT 3o7eh 3TeNaT Iy T&dT A oA H FRRA HeAAT & Jolell H =1 =0

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.

TAUHR &1 8 & 10 & & T galioior “Iepve” forar Srwam qur FEeo/delid & fow

3T uredie T 0T FR F AT uredie 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.

trth'trman‘rfsa‘msﬁaﬁa%ﬁaaﬁraﬂﬁ?ﬂw“a@m’mmwuFmeudich7%'aT

S|

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

THUAR & 4 dUT 6 & BT & &g & Jolior “eor foram Jwem qur grcde 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

TAIU3R &1 4 @ A Jalienor “qea” fordr Srdam|
APARs graded below 4 will be given a score of “Zero”.

*khkkkkikk



Annexure-I|

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




