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KENDRIYA VIDYALAYA SANGATHAN
An Autonomous Body Under Ministry of Education, Govt. of India

HEITel T, Fl'é Ceall /Head Quarters, New Delhi

18, Institutional Area, S.J. Marg, New Delhi-110016.
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Website: www.kvsangathan.nic.in

F.1 1085-15/2017-KVS(HQ)/Admn.—I/CCPU/SQ__ Dated: 11 .04.2025
Through e-mail/website

The Deputy Commissioner/Director
Kendriya Vidyalaya Sangathan
All Regional Offices/ZIETs

Subject: Additional clarifications regarding online submission of APARs for the
reporting year 2024-25 — Reg.

Madam/ Sir,

With reference to this office circulars dated 04.04.2025 and 08.04.2025 regarding
the submission of APARs for the reporting year 2024-25 through the KVS
SAMAGAM Portal (https://app.kvs.gov.in), the following additional clarifications
are hereby issued for smooth implementation of the APAR process:

1. Reactivation of IDs for retired Reporting/Reviewing Officers: In cases
where the Reporting or Reviewing Officers have retired, their details (Name,
Designation, Employee code, Last Place of Posting, Date of Retirement, etc.)
must be submitted to the Assistant Commissioner (IT Cell) under intimation to
Admn.-1 Section (CCPU) at the earliest, at the designated email ID:
soadmn02@gmail.com. This will facilitate the reactivation of their user IDs for
APAR purposes only

2. Employees with less than three months of service: For employees who have
served less than three months at the present station of the posting / during the
reporting period, the APAR score may be indicated as “0” (zero) in the
‘employee code’ field.

3. Employees on Long Leave: In the case of employees who are on long leave
(e.g., Maternity Leave, Educational Leave, Medical Leave, etc.) and are not
available for appraisal, the APAR form should be left blank with appropriate
remarks. Their blank APAR form will be transferred to the concerned Reporting
Officer accordingly.

4. Adherence to Previous Instructions: The instructions issued vide this office
letter dated 13.03.2014 & 29.03.2019 shall continue to remain in force and must
be adhered to while processing the APARs.

These points may be brought to the attention of all controlling officers and
school/section heads under your jurisdiction. Compliance to the instructions and
adherence to the timeline mentioned in Annexure-1 must be ensured.

Y ours faithfully,

— ———measssn y

Assistant Commissioner (Admn.)



Distribution:-

1. PS to Commissioner, KVS.

2. PS to Additional Commissioner (Admn/Acad), KVS.

3. The Deputy Secretary (KVS), DoSE&L, MoE, New Delhi.

4. The Joint Commissioner (Admn./Fin./Acad/Trg.,/Pers.), KVS (HQ)

5. The Assistant Commissioner (IT Cell), KVS (HQrs) for information and necessary
action.

6. The Assistant Commissioner (Estt.-1 & II/1IT), KVS (HQrs) for information and
necessary action.

7. The Principal, KV (Moscow/Kathmandu/Tehran).

8. All Officers/Sections in KVS (HQrs) for information.

9. The Secretary/President all recognized KVS Staff Associations.

10. Guard file
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F.11085-15/2017-KVS(HQYAdmn.-I/CCPU/ («/(7 Dated: 08 .04.2025
‘ Through e-mail/website

The Deputy Commissioner/Director
Kendriya Vidyalaya Sangathan
All Regional Offices/ZIETs

Subject: Release of Instructional Video for Online Submission of APARs form for
the reporting year 2024-25 onwards — Reg.

Madam/ Sir,

With reference to this office letter dated 04.04.2025 (copy enclosed) regarding
the submission of APARs for the reporting year 2024-25 through KVS SAMAGAM
Portal (https://app.kvs.gov.in), it is informed that the instructional video for guiding
all stakeholders on the online process has now been released.

The video demonstrates the following:

1. Assignment of Reporting and Reviewing Officers by the Unit Head.
2. Submission of Self-Appraisal by the officer to be reported upon.

You are requested to take necessary action and ensure that the contents of the video
are disseminated to all Kendriva Vidyalayas under your jurisdiction for smooth and
timely implementation of the APAR process.

The compliance of the schedule, as provided in Annexure-1 of the earlier circular,
may also be strictly followed.

Yours faithfully,

Encl: As above. S
v g)o} pHINE

(Pravin Kumar)
Assistant Commissioner (Admn.)

Distribution:-

1. PS to Commissioner, KVS.

2. PS to Additional Commissioner (Admn/Acad), KVS.

3. The Deputy Secretary (KVS), DoSE&L, MoE, New Delhi.

4, The Joint Commissioner (Admn./Fin./Acad/Trg.,/Pers.), KVS (HQ)

5. The Assistant Commissioner (IT Cell), KVS (HQrs) with the request to upload the
circular on the KVS website.

6. The Principal, KV (Moscow/Kathmandu/Tehran).

7. All Officers/Sections in KVS (HQrs) for information.

8. The Secretary/President all recognized KVS Staff Associations.

9. Guard file
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F.11085-15/2017-KVS(HQ)/Admn-l/CCPU/ 272, Date : 04-04-2025

The Deputy Commissioner
Kendriya Vidyalaya Sangathan
All Regional Offices

Subject : Submission of self-appraisal/ reporting/reviewing of APARs
through Online mode from 2024-25 onwards.

Madam/Sir,

| am please to inform you that for the year 2024-25, the APAR of all
the employees will be submitted in Online mode through KVS SAMAGAM
(PORTAL) (https:/fapp.kvs.gov.in).

The schedule of submission of APAR is hereby enclosed as
Annexure-l. Further the user manual in the form of Video are being
shared. These videos will have demonstration of (i) Assign Reporting &
Reviewing officer by the concerned unit head (i} Submission of self-
appraisal to reporting officer by officer to be reported upon (i) Submission
of report by Reporting Officer to Reviewing Officer (iv) Report to be
completed by Reviewing Officer.

These instructions may be circulated among all Kendriya
Vidyalayas functioning under your administrative jurisdiction. The
Controlling Officers will ensure the compliance of these directions as per
the schedule attached in Annexure-| .

ZYours faithfully,
(Somit Shrivastava)—
Joint Commissioner (Pers.)

o

Distribution:-

1. PS to Commissioner, KVS.

2. PS to Additional Commissioner (Admn/Acad), KVS.

3. The Dy. Secretary (KVS), DoSE&L, MoE, New Delhi.

4.  The Director, ZIET of KVS, Gwalior/ Mumbaif Mysore/ Chandigarh

and Bhubaneswar.

The Joint Commissioner (Admn./Fin./Acad/Trg.,/Pers.), KVS (HQ)
The Assistant Commissioner (IT), KVS (HQrs) with the request to
upload the circular on the KVS website.

The Principal, KV (Moscow/Kathmandu/Tehran).

All Officers/Sections in KVS (HQrs) for information.

The Secretary /President all recognized KVS Staff Associations.
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Time Schedule for preparation/ completion of APAR

(Reporting year- Financial year)

ANNEXURE-]

S. Activity Date by which to be | Mode
No completed N
1 Opening of online APAR Process | 9" April, 2025 Online
through SAMAGAM Portal
(https://app.kvs.gov.in)
2 Assign Reporting & Reviewing officer | 15" April, 2025 Online
by the concerned unit head ‘
(KV/IRO/ZIET/HQ)
3 Submission  of  self-appraisal  to | 30" June, 2025 Online
Reporting Officer by officer to be
Reported upon {(where aplicable)
4 Submission of report by reporting | 315July,2025 Online
officer to Reviewing Officer
5 Report to be completed by Reviewing | 31% August,2025 Online
Officer. f
6 Display of APAR grading to the | 15™ September,2025 | Online |
employees |
7 Receipt of representation, if any, on | Within 15 days of | Offiine ;
APAR disclosure of APAR to | (Through  proper !
the employees channel) |
8 Forwarding of representations to the | 15" October,2025 Offline i
competent authority |
9 Disposal of representation by the | Within  one month | Offline
competent authority from the date of
receipt of
representation.
10 Communication of the decision of the | 30" November,2025 Offline
competent authority on the ;
representation by the APAR Cell %
11 Completion of entire APAR process, | 31" December,2025 Online :

after which the APAR will be finally
taken on record
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3. These instructions may be circulated among i K?jngur:)yr?
Vidyalayas functioning under your administrative Junsf !thesé
The Controlling Officers will ensure the compliance ©
directions from the academic year 2019-20.

Yours faithfully,

ZW

i g}\
(Or. Shachi Kant) '\
Joint Commissioner (Pers.)

Distribution:- Y\ . 7 \\

EA/PS to Commissioner, KVS. /&"Xg\? d%//o e

PS to Additional Commissioner (Admn/Acad]}, KV%.

The Dy. Secretary, UT-2, MHRD, New Delhi.

The Director, ZIET of KVS, Gwalior/ Mumbai/ Mysore/
Chandigarh and Bhubaneswar. S

The Assistant Commissioner, EDP? KVS (HQrs) with the
request to upload the circular on the KVS website.

The Principal, KV (Moscow/Kathmandu/Tehran).

All Officers/Sections in KVS (HQrs) for information.
The Secretary/President all recognized KVS  Staff
Associations.

9. Guard file.
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