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Annuail Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Department of Atomic Energy

Y T ay/ 3rafey @t R

Report for the year/period

afcRyes g2 | Personal Data
AT - 1/Part - 1

(Fiierel/ Rt/ epraferel 2 Saftra W STHIPT GRT 3171 o1 &)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

(R 135503 s B 1 =2

NEME OF tE OFfICEE o eseess s sessessssmssssssaseraesssseressasmsasessosessssessmeesssessserssmeseesessessesesassesssentes
2. o Rl (Refadenfad) ........ [ i, [ i, (o1sET H)

Date of birth (DD/MM/YYYY)....... T (in words).

3. Ra ug &1 ugeA
Designation of post held
4. T SR g S/ STeoT BT 8 ?
Whether the officer belongs to Scheduled Caste / Scheduled Tribe?

5 qdee I8 & Rer PR St ok | Raties DI
Date of continuous appointment in the | Date Grade ...
present grade

6. oY Brf A rguiaife o arafty (gEt vidiarr anfe we) AR Sar sifrey o ufdraror RRwn &
3! frawor €|

Period of absence from duty (on training leave etc.) during the year. if he has under gone training specify.

wfdraror Rl & =iwn/No. of Training days

Rpcrent a1 gt ot 9RA/ No. of Times Leave Availed

gt ot o1g 3ifota B Total EL Availed

e et 18 31eaaa g2/ Total HPL Availed :
g1 ot o1 uRafda BEY/ Total Commuted Leave Availed :
e & o1 3Rl g2l Total EOL Availed

1 31BR e/ Total Dies non

et ot 91 31 ggY/ Total LND Availed

Pl o o1 v g8/ Total Maternity Leave Availed

et ot o R gl Total Paternity Leave Availed

gl &t ot fRrgy 3t g/ Child Care Leave Availed
T &t 9T TTm-TEv By Adoption Leave Availed
Fepren 3ot gglf EL Balance
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API-2 - T A
Part- 2 - SELF APPRAISAL

(5 SRIEIRY GRY A1 S, Frrhy R Fored et &)
(To be filled in by the Officer reported upon)
(g wfRfal s & aed Jrgial Y cTgEs v )
(Please read carefully the instructions before filling the entries)

1. et o e R
Brief description of duties

2. s L - S e 3 q/3rafy & e e ZRT v are o ot WA WR-gRE
(T I Y |- ey 100 R & W A )

Brief resume of the work done by you during the year/period from .................... ta ......

(The resume to be fumished should be limited to 100 words)

HU / Place .-
R=i® / Date -
HRad, rad R dy ol &, & s
Signature of the officer reported upon
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T 3 - Rraté e et 3Rl gy At
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(o vt A F e Ren-fdlt o cegda o o)
{Please read carefully the guidelines before filling the entries)

(&) B IR a7 Fpiae (S AT A /K 40% Qo)
(A) Assessment of work output (weightage to this Section would be 40%)

1L IR RS IuURR & e yifte Ak & sl afte S R 1 10 o & e o1 e TR R
1 7 AT ForegeTe 35 W 3R 10 o Ao SqEaR s A |

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 fowest grade and 10 to the highest.

fraté e ard
Ry grr R
LS

Grades by
Reporting authority

wava R g HRAR
% (R TR 2 @ FERA A
¥

Revised Grades by
Reviewing Authority (if
doesn't agree with col.2)

|
HTAER

initial of !
Reviewing

2

3

Authority |
4

. 1 . '
) B avdsmifta e & sgeR wefa
S Y YR B

i}  Accomplishment of planned workiwork
aliotted as per subjects allotted

i) oy ToreE
i) __Quality of work

iy e 3 vdvoren (aif ol aftgRean
| iii)__Proficiency in typing (speed and accuracy)

iv) T 3 v, s e TR i
et gy aw FeraE

iv)  Proficiancy in work, namely maintenance of
prescribed registers and charts etc.

o e T AT @ [ 8 Y4
Overall Grading on "Work Output’ (Total [i to iv] /4)
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(@) YTRres TOURAAWAT I HFT (SN BT A AT 30% )

_{B) Assessment of persanal atiributes (weightage to this section would be 30%)

R R a | wsden 3Rl v weoa watan i
sl Ra | dsERawpedweem | Rede
a3 Eik ) yarew |
Grades by Revised Grades by Initial of |
Reporting authority Reviewing Authority (if Reviewng
- 5 . doesn’t ggrt;e with col.2) Autt;ority .
1 t
R EuR gy |
i) _ Aftitude to work |
i) Ry A ;
1 i) _ Sense of responsibility i
i) TR ZAT T !
i) __Maintenance of discipline }
iv)  wower whers ;
iv) _Communication skills !
v)  Rrmwones deEen i
 v) __Analytical ability i
vi) R AR @ & dewar '
vi) __Ability to work in team !
Vi) FHR-HAT o QYR 3R Y e g
vii) _ Ability to meet deadline !
viil)  Srerdatns auy |
viii) _inter personal relations |
v oA o A A
Overali Grading on ‘Personal Attributes’ 1
(Total [i to viii] /8) . !
(n) ardicHw SR :{a:im (T T A N 30% EI

{C) Assessment of functional tage to this section would be 30% ‘
i‘(ﬂ\fﬁmﬂm wore SREm TR wenfoe wmﬂ ‘
WA K4 ;) T {

Grades by Revised Grades ‘by initial of
Reporting Reviewing Authority (if Reviewing 3

... autt;og_tz doasn't ag%e with col.2) Amhorlty

1

them correctly

i) e 3 Ay & sl viadt a

it 3R gk Wl adiin & wraRe Y detger
}  Knowledge of Rules/Regulations/ Procedures
in the area of function.and ability to apply

i) s S dvEe
ii) __Coordination ability

W) g
i) _iniiative

iv) SRR W AR g udorer
| iv) __Proficiency ifi working on computer

Otaljj toiv] 14)

TR HAS R FAG A @R 1A 1v) /4)
Overall Grading on ‘Functional COmpetency‘

1
|
|
{
|

|
|
1
|
|

Note
weightage assigned.

2
ool : e Ak, FPrdiier i o atslng I Jsyare 3 St & o BHE i AT WA ¥ 29 o1 amuie Wt )
The overall grading will be based on addition of the mean value of each group of indicators in proportion to

"
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AN / GENERAL
ART -4
Part-4
1. S & wr W o ol Ay ) oo s B 3Rt o wge & A i s S ufa
SRS T Rquot &)

Relations with the public (wherever applicable)
(please’comment on the officer’s accassibllity to the public and responsiveness 1o their needs)

| |
] | |
2. oiRveT (e St Y SRR 3R T A1 3F GUI oY & WG B ¢ @ vt YRR )
Training (Please give recommendations for lrmnlng with a view (o future improving the effectiveness and
____capabilities of the officer)
‘r -
3. R R
- Stale of Health e,
4, weratves! (U Nt & Refergs Wt Rygo ) g

Integrity (Please comment on the integrity of the officer)

‘ U

J
5wt AR aswat sRensl, sreraor suwit, et et aur wweR aat & o 3y 3 o aRe
3Ryl & s It ox o fovary avdt el g ame Ry (vt 100 aret )

Pen Picturg by Reporting Officer (in about 100 words) on the overall qualilies of the officer including area of
strengths and fesser strength, extraordinary achievements, significant fallures and attitude towards weake
_____seclions
|
!
.
6. RQHE & -ty A WK 7, W AN 3 & 76 R 6 HIUR W WA 3iies dftar
Overall numerical greding on the basis of welghtage given in Section A, B, and C in Pan-Ii! of the Repon.
RO foreey ard e w7 gEme
Signature of the Reporting Officer
WU £ PIACE. oo e eeareneere e ARAEIWAA:
AT/ 0ate (v e Name in Block letters: ............. ... ... .
Lers 1 - TRV ,
Daesignation: ..
m&m&m BT
Durmglhepenodo!Repon......,.,..,.v -
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P — 6 AT FTAS TR gfnai
Part - 5 REMARKS OF THE REVIEWING OFFICER

1. alven AR &s v e i
Length of service under the Reviewing Officer

]

2. g N o FPraurEa AT A3 e R4 3 R aoilArdwaratt & dv & R e ard 3fied g fr
T T A VA & 2 (HEW - 0RT 3 IR H1 4 (5)) (R e JoiRdreenait & Rl oy 3riften sErmEet ¥ wee
A8 € & 30 ws F 3o A Rw e et A e sy g3 w6Y A ey ofaiRa of sroen smeR &)

Do you agres with the assessment made by the reporting officer with respect to the work output and the various
aitributes in Part-3 and Part-4? (Ref: Part 3 & Part 4 (5)) (In case you do not agree with any of the numerical
assessmenis of attributes please record your assessment in the column provided for you in that section and initiat
your entries).

3. wuwia & Rt 3 aor s 1 5 e g & RSt 3T Sl anen s AT e € 2
__In case of disagreement, please specify the reasons. is there anything you wish to modify or add?

4. FNINA W, NI & o v o S T 3 YO T o Sy B g
The attitude of the Reporting Officer In assessing the performance of SC/ST officer

. |
5. WA RO KR QUK 1Y | (OTIET 100 QT 3 ) PO AT S Fe SIS 3 81 b arai vt &5 afd
i witer itradt & o vt o Ryurly &t

Pen Pictire by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer
including aree of sirengths and lesser strength and hig attitude towards weaker section.

i
|

8 o ¥ w3 3 alw -, - X WE-a7 3 A o AIhE & AT U W nifdwes Atk

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

v AR o e
Signature of the Reviewing Officer
U/ PIAcE: ........coeeevvreneiccncnnes ARTHRE RN )
RAB /DO feoeeoe e Name in Block fetters: ......... ........

During the period of Report: ......................
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10.

10.

Fp
INSTRUCTIONS

arfte Pourea e R ow Freaqet e ¥, aw SRl & w-Risare o g @ 6 R it s
TRET A 3 B wgiarly & v ageaqet ey Suwey ot & | I aF e Rredy Roté R on o &,
T v iRty e wohver vl i ardy Pl & ey S oot o et o Pty vl e |

The Annual Performance Appraisal Report is an important document, it provides the basic and vita) inputs tur
assessing the performance of an officer and for his/her further advancement in his/her career. The officer repurted

upon, the Reporting Officer and the Reviewing Officer should, therefore, undertake the duty of filling out the form
with a high sense of responsibility.

Praié: TRy amd Jrftrandy Y T T avear wiike R s shea e o R A & A g weh arfe
WARTY W TEw T A6 U R o unelr uRew Al ¥, aft v Remrares wiway & 1 fovd e avd s He
waer sl o8, 3w AR, Ry RO el 3h &, & wrt Pemga, Aver rner womm cafvea B SR sl
R & Rt & dem adt s aRw

Reporting Officers should realize that' the objective is to develop an officer so that he/she tealizes his/her truc

potential. It is not meant to be a fault finding pracess but 2 developmental one. The Reporting Officer and the

Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality
the officer reported upon.

A 7% woRre s A 3R wdte Fer s wl Sl wike | RO B amnRas J W smar sud a3 HY AW @ o
AR o0 SRRt al wree: aa g S

The items should be filled with due cate and attention and after devoting adequate time. Any attempt to fitl the roport
in a casual or superficial marmer will be easily discernible to the higher authorities.

mmmwmmmmmmmﬂaﬁammmmmawmm;w
TE WLl & FE 2 A v T s 5 el | R s e o R e ot et & el A 2
wfeg whly

1 the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the remarks in the APAR o
the Reporting Officer. )

UeTA% 3ET aUATRRS T3 ot e | iR Y ol ot v AT & Shel & 1 STy aTarar T A SAE A
ATEva wiard Zuion ¥ 1 gl 3N ozl o Il e o 31T o 3o R R T RF F R A FD T
2T | FHavE SR BT S o W R e |

Every answer shall be given in a narrative form except where numerical grading is 1o be awarded. The space provided
indicates the desired length of the answer. Words and phrases should be chosen carefully and should accurately
reflect the intention of the officer recording the answer. Unambiguous and simple language may be used.

Rt Rrw amet Hfterdy, s 1o Rrpedy frdré ot ol &, 2 o & o 3% ad 3 gY fve et i ey e § ol
@ sl RaRide of % e a0 07 JEar 8, 6 56 e ¥ WY 7 U FRIE & TAG a0 R Jma
2 e 2, e 3iftramYat Ry waw w0 A ARy AR wRe IR Al

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report to whom he 1<
required (o report upon for completion during the year. In the case of an officer taking up a new post in the course of
the reporting year, such targets/ goals shall be set at the time of assumption of the new change. The lasks/ targets set
should clearly be known and undersiood by the both the officers concemed.

ufy Freea Apand ad ¥ B BT A e & SR aE R g A g Ry an o e ae wwar &, a3
i R o AR ) e weer o PAviea a0 Apains st ity 3N R i & AT @ JUReRs
TR SO WV |

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource development.

the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of
advice ctc,

VI T o T VAR W ik B 2 it R Y o sy & ardfreurgs, 3R, e
A A i i aRati AR e At |
1t should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to his/he
performance, conduct; behaviour and potential.

TE HFam, A T S oyl & ardfreare & it & Rdveider 3mft am & e o afte
Assessment should be confined to the appraisee’s performance during the period of report only

o @t 3 gy o T AR-ar o et € | R o o A ST O R ARG-IRG W aE aar @ | 5 aua @
A & 2R AR A v S i 3K 3R 9t swpge F S Rumeh B e wite |
Some post of the same rank may be more exacting than athers. The degtee of stress and strains in any post may als

vary from time to time. These facts should be bome in mind during appraisal and should be commented upon
appropriately. '
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11.
1.

3yiftes fior s my edheaTR e e T RenfRdu

Guidelines regarding filling up of APAR with numerical grading

(). wit mrdtawara Arwie R 3 e AR Q& 3R qaigy e 2 KO el aR |
The coluinns in the APAR should be filled with due care and attention and after devoting adeguate time. .

0 TSP A ke 1 I 2 B ok ol ke o, (R v Rl s (o1 s s A & T B St &
A § R e 3 Ui W 4 3R Sy At | 5 SR 9 aw 10 % 3 @, e e Ride gt & gan
# I s A | 1-2 & 3 AR 9-10 & A AR eret F ¥, I v AMRAE T@A B IR L
Sttt A% e IRt & Ty F frckd Forany and s watien ot O it Y R wATRE, S sE e
w1k &, By oo iy g o geven A A8 ol wlkw |
It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adeyuately
justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with
respext to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence the tewd
to justify them. In awarding a numerical grade the reporting the reviewing authorities should 1ate the ulficer
against & larger population of his/her peers that may be currently working under them.

(i) 8 R 10 & g I N o oo Ay IR Tdd o) FravRer A@AT Jeer 3N A9 & afaw fro
IR g Hee TR B a1 o ¥ sher & 9 R R s |
APARSs graded between 8 arxd 10 will be rated as *outstanding’ and will be given a score of 9 for the purpose ot
cakulating average scores for empanelment/ promotion.

{iv) B9 3w X 8 ¥ o A3 T arite o FApERA Wi R A ag o AW e i 7 R R
St

APARSs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.

v) 4R 3 3T 6 B awr I arelt wifdia e Free arianet ROYE o) o A Sireen AR 5 wER R s )
APARs graded between 4 and 6 short of 6 will be rated as ‘good” and given a score of 5.

fvi) 4 apar s arel anitbes wwd Torpan aTpETR RRov o o w i s
APARs graded below 4 will be given a score of zero.

&EJ!R..L.NQIE )
Weatas 3 Ea #E T KEY A RTTRRIT ufdsar o1 aref o ufye .-
The following procedure should be followed in filling up the item relating to integrity:-

®
M
)
1)

i 3Ryl & weafAm wiw y oy &, 8 var sw )

1f the officer’s integrity is beyond doubt, it may be so stated.

o Wk e ¥, v ot wnd olx R s 3R Peswgan oo fr o

\f there is ary doubt of suspicion, the item should be left blank and action taken as under:

(@) e 3wy Ay Teoqolt g5t Y S iR A 4 e &y s | Roquly By o wiy aivaeiy o § ey aerd afes e

(3)

@)

©

M
(©)

@

% o i & v, S e AT o R ol sk e By s & 1 o W o m e ween an g fraody o
Rz over sl &, Roded arfreedt o gt ot R g ok ot & Ty SRl & o o 2w o odtE e
oW S WD & e o gen A, S sh iy e

A-separate secret note should be recorded and followed up. A copy of the note should-also be sent together with the
Confidential Report o the next superior offices who will ensure that the follow-up action is taken expeditiously
Where it is ot possible either to certify the integrity or to record the secret note, the Reporting Officer should state

either that he has not watched the officer’s work for sufficient time to form a definite judgmient or that he has heard
nothing against the officer, as the case may be.

R, gt awark & QROmRAET HF 5Y 8 St §, 3l & weatton vt w3 e At Aean o ofafy
AR R 3 wR & I ¢

If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity should be certifird ami
an entry made accordingly in the Confidential Report.

T iy O qfe o el &, o e o i 2w R Sy iR Attt o, St sifteerdy o iy o é s )

1f the doubts or suspicions are confirmed, the fact should also be recorded and duly communicated to the offi
concesned,

2 et witarg & aRomared, H3E o7 Ad 4 ¥ 3R A & 3R ot oeh . e &6 e @ s el &
SRR L e iR i 3 i 304 () MR 61 W aafAmde avtard A sweh wie |
1f as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the officer’s conduct
‘should be watched for a further period and thereafter action taken as indicated at b} and (c) above

(7€ HATL T AT WG . S1/4/84-51.(%) R 22.6.1565)

{Ministry of Home Affalrs O.M. No51/4/84-Estt.(a) dated 21-6-1965).
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