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Annual Performance Appraisal Report for Group 'C' Officers of 
Departmental Canteens of Department of Atomic Energy 

&.tl .... qRtN/Canteen Attendant 
'tltelllcb t;tw1ql$-~-1<ffl$~/ Assistant Halwai-cum-Co.ok 

t;twiql$-~-,cffl$~/Halwai-cum-cook 

~cbi4l c6T.:rl11 ························································································· 

Nc1.111et <>f ttlet Offit:Etr ..................... , .......................................................... . 

c61 ii'II~ cl1f' / ~ cfi1 ~ ••••••••••••••••.•••••••••••••••••••••••••••••••••••••••.••.....•...•.• 

Report for the year /period ending, •.......................................................... 



UQ?I' / Form 

~ '3,Gt1 ~ ~ fcl~l4~hl ~ ~ "flll5 'll' ~ ~ ~ qffl cf>l<t Pllil1G'1 'i~icfi-1 ftcnt 
Annual Performance Appraisal Report for Group 'C' Officers of Departmental Canteens ot 
Department of Atomic Energy 

(~ ~. *161llcfi ~-"*1'6"-~ ~ ~-"*1'6"-~/Canteen Attendant, Assistant Halwai­
cum-Cook and Halwai-cum-Cook) 
....................................................................... ct>T ~ cflt/~ 'cfi'T ~ 
Report for the year/period ending .......................................................... . 

a<1~c1> ffl2I' / Personal Data 
1{11T-1 /Part-1 

(~~ ~ ~ wm't!Pl<t> ~am~ vWtT to 
(To be filled by the Administrative Section concerned of the Ministry/DepartmenVOffice) 

1.~ <ff -fl+{ 

Name of the officer ................................................................................................................... .. 

2. ~ ~ (~/~/cfq) (lfiGT "'1) 
Date of birth (DD/MM/YYY) ...... ./ ..... ./ ....... .. (in words) .................................................. .. 

3. cflTT ~ 3fj.'GJT./31-j.\if. 'GJT. ~ ~ ~ t'? 
Whether the officer belongs to SC/CT 

4. cflTT &i?:lcn1,n ~.~<fl~ t"? 
Whether permanent, temporary or officiating 

5. ~ (31)} ~ .wi, ~ fttftt amR clll ~ GRR 
cf>l<t fclRIT t-~ ~ 1t -mrr ctft ~ 

Section(s) in which served during the year 
under report and period of service in each 

6. ~ ~ 1l Plllflltt ~ ctft M 
Date of continuous appointment to the present grade 

7. ~ l:IG ~ ~ Pl~ ctft ~ 
PrAi::Ant noi::t ~nd rlAtA nf ::innnintmAnt thArAtn 

~ 
Date 

qei.if c5m-a ~15\' ~ <d~~ ~~•3lfH ~~~~~,m 
~~~' . 

~ 
Grade 

Period of absence from duty (on tralning,Jeave etc.) during the year. If he has under gone training specify. 

~TlffUT ~ ~ craar/No. of Training days 

~ arR' 'd ~ .srtii/ No. of limes Leave Av~lled 

gIB ~ ~ ~ °d/ Total EL Availed 

gx'I' ~ ~ ~ df Total HPLAvailed 

= i--·-·-·--·--·--·-.. ·1 
· 1 • • I 

: I 
;..'------.....: 

~ ~ ~ qQc1iac1 di Total Commuted Leave Availed : j i--------.....: 
g,l"f ~ ;,rt 3fi911!lFM °dt/ Total EOLAvailed : I 
g,l"f 3icl5Rf ~/ Total Dies non 

~ ~ .Jtt ~ >$/ Total LNO Availed 

~~~•'di Total Maternity Leave Availed 

~at~~ di Total Paternity Leave Availed· 

i----------: 
. ! 
";,..! ______ ~ 

: i i-----------: i 
:...•-------' 

: j i-------~ ~~~~~~~/Child Care Leave Availed : i :...'-------­.: g,l"f at~~-~ di Adoption Leave Availed 

aro;mr 3~ rd'-! EL Balan~ 

, ,~,. 1111!1!-•·lf I I II ,.1,1,0,1,.i,, .. ··~~·~l~h,, 
i 

':...i------~ 
: i · ............................................. · 

~. l ,J, ' '" I ' 



PART - 2 - SELF APPRAISAL 

To be filled in by the Officer reported upon 

(Please read carefully the Instructions before making the entries) 

1. Brief description of duties 

2. ~ ~ ~ q;)- i@ro-~ s~ifrH 5q<>1f:Wt ~ "" 'Q"a' ~ ~ ,4)a1e1o1 cliT 

~~I 

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

t?:wofl: (I)~ c); tiaiRra ~m:r;:r ~ ~ ~ .t.l).:ifiril' ~ ~ f.!tdfh1 ~ cliT 3cfo' 

~~~~~I 

Note : (I) The targets as set in 'Annual Action Plan' by the concerned Admn. of the organisation 
should be reflected In the above table. 

(Ii) The targets/objectives must include level of cllentele served. 

Date ............ .. Signature of officer reported upon 



,,J,, I Mllll',•lf I I 1, 

a:rfrJT-3 

Part - 3 

\):crlfe:a1 3ffi ~ ~ GRT ~&lll6Hcfi ~ ~ ~ ~. 3"" 1-10 cfi ~ 
tR ~ ~. ~ 1 tr4..o1c1J4 g 'c1"tfr 1 O 3"C.ilciJ4 m- cm-~ ~ ~ I 

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. 

(~ gfel~;zff ~ ~ ~ ~rr ch)' ~lcrll(~cfi ~ ~) 

(Please read carefully the instructions before making the entries) 

Ctn) m-~CSQ1&cr1 cfiT Ji.~icno1 <~ w,s ~ a,3fle. 40% ~) 

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

fiq)fla1 ~~ ti cffl a:rr 
~ (3fl7T-S cfiT tm-2 cfiT 3{ftjq;jfl ~ 

Reporting ~~) 3m11ltR 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part Reviewing 
5) Authority 

{i) 3:miRc1 ~ ~ ~ 
Gt~l,~ct coft1311aiRc1 m 4i)" ~ 

cfira:IT I 
{i) Accomplishmen~ of planned 
work/work allotted as per subjects 
allotted 

(ii) ~/~ ~ t8I' 
djOfckU =tj~fitlc1 ~ ~ ,Q)a1a1o1 

(ii) Contribution in ensuring quality 
of Food/Food items/Materials 

{iii) ~ m ~ ~ .u)a4c11 
{iii) Ability to handle canteen work 

(iv) ~i~<lJilit ·~ ftf;q ~ ~ 

~ Qfcilfcict -t-dlfUf~ 

<R1cr1aos'I q;r 3-f ajQ I <'I it ~ ~ t8I' 
~ cfitho~ I 
(iv) Action taken to comply with 
hygiene/cleanliness-norms as exist or 
as proposed to be instituted. 

'c:o1<T f«iltsq,ait' tR' ~ ~ 
Overall Grading on 'Work Output' 

I· • 1 , , ,1,...;1,,1 ... ~, ~,,M,111,i.,, 

I 
, 041 



(B) Assessment of personal attributes(weightage to this Section would be 30%) 

~ \f! QI a1 :ff.lfta:rr a11'cri,ft cttu :a.sftatr 

~ 2~ffl11'5q;j'~ QI ft! chi :fl i}; 

Reporting 'tit) 3mJ'f'ffl' 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part 5) Reviewing 
Authority 

(i) ~ ~ ~/lt4 ~ .fiaiflra 
~~~q;j'~{ 

(I) Level of knowledge of functions 

related to job/post in the canteens 

en> m ij;" U"fc!I' tf!q,)u, 
(ii) Attitude towards work 

{iii) Q~Nf;,41,~ 

(Iii) Responsiveness 

{Iv) ~mJif qi)' ififJll ~ 
Ov) Maintenance of Discipline 

(v) ,aa:QqOi ~fiir 
.. 

(v) Communication skills 

(vi) ~ ~- ~ c8r' ~ ~ 
(vi) Initiatives taken to run the canteen 

{vii)~~ ffl ~ c8r' ~atJkii 

(vii) Capacity to work in team 

(viii)~-~ ~ qn;rvr ~ 4'n1c11 

(viii) Capacity to adhere to time-
schedule 

{Ix) 1!'m iJ"Q" ~ $f41~ ~ ~ 
... 

mt ~ ~ m i qftacl" ~ ~ 
c8r' 7lf ~ 
(ix) Initiative to change with regard to 
taste and type offood etc. demand 

(x) ~ ~ mt ~fttifcl 
(x) Overall bearing and personality 

~4~ch ~ Qt ~ ffi;T 
Overall Grading on 'Personal Attributes' 



(C) Assessment of functional competency (weightage to this Section would be 30%) 

~q)fla1 ~arr~ ~ 
~ (~ WT 5 c1iT ~ ~ a; 
Reporting 2) ~ 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part S) Reviewing 
Authority 

(i)~~~ 

'(i) Work planning ability 

(Ii)~~~~ 

(ii) Decision making ability 

(iii) flJ.IG"'q,Q ~ 

(iii) Coordination ability 

(iv) ~ '$ ~1m ~&m~r1 cnT 
~~'$~*1-zrt~ 
(iv) Initiative take.n to improve the 
standard/performance of the canteen 

'4ii4\,Jicji ar.J@r tR° ~ ~uficji{Oj 

Overall Grading on 'Functional 
Competency' 

:J.Tr1T-4 -A I Ji ii-4 

Part - 4 GENERAL 

<~ ~ ~ ~ c=rcn ~ m ~ ~~:m ~ 31ojtlh41~frc;rar q"{ 

fecqoft ~) 

1. Relations with the public (wherever applicable) 

(Please comment- on the Officer's accessibility to the public and responsiveness to their needs) 

s 

1 , n,1 



2. 

2. Training 

(~ ~clilft c8J' l8'1ra1Jn 3-irr 'tmlcichlfic11 ~ ~ c8J' {ft~~~~ 

fllq,1\l~r cht) 

(Please give recommendations for training with a view to further improving the effectiveness 

and capabilities of the Officer). 

3. fdjf&ij 

3. State of hea Ith 

4. Integrity 

(Please comment on the integrity of the Officer). 

6· 



5. ~3fl 3tR' qiCJffi'{ ~3fl. ~ ~. ,R~("CIC(ul fcl~<'fr113fl (~ :irm (2) 

ciiT 3 (qi) 3fR 3 {tsr) ) ~ cficR.ith cTm ~ ~ ~ ~ ~ ~ ~ ~ ~ 
41.i;qc11.m 'CR' ftctt ~ ~ ~ mr Rcq~:ai (<'fi1'3m 100 ~~ ~> 

5. Comments 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 

(ref 3(A) & 3(8) of Part (2) and attitude towards weaker sections. 

6. ftQTt ~ 3JT1T-3 11' ~ qi, W 3tR '11' 11' ~ ilTV <"1131' ~ 3mm' 'CR' ~ -ti ~lc-cR cfi 

~q;r~ 

6. Overall numerical grading on the basis of weightage given in Section A, Band C in Part-3 of the 

Report. 

~: 

Place : 

~: 

Date : 

Signature of the Reporting Officer 

~ 3fam -t ;:rm = 

Name In Block Letters : 

ftcrrt cfi'r' ~ ~ ~ qaii1cR 

Designation during the period of Report : 

, i ~- I 



~-5 

PART-5 

1. ~ Jfftq;1,t) cffr' ~ 
REMARKS OF THE REVIEWING OFFICER 

Length of se_rvice under the Reviewing Officer 

2. ~ 3fTQ' m.r-3 m fflir-4 3l' q:;1:af.l&i1~ri ltR' Rlf'4n1 ftr.l~3fl ell ~ 3l' 

~ ~ ~ 3rf'lq;1;fi ~ ftm!' 1TQ' cl{<·t~i4io1 ~ ~ f? [~ fflir-3("Q')(iv) 

m mar-4cs>1 
Do you agree with the assessment made by the reporting officer with respect to the work 

output and the various attributes in Part - 3 & 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)) 

~/Yes iftJ/No 

(~ 3fTQ' ftll~ ell~ aft' .fi&4ic-cA4i ij.<"'4iqiirf ~ ~ ~ t;, ffi ~ 3lf 

~ 3l' ~ ~ ~ 'i1TQ' ~ 3l' 3ftli1T cl{<"'4i4iri ~ ~ 3tR' 3ftlift' ~ 3l' 
~q;t I) 

(In case you do not agree with any of the numerical assessments attributes please record your 
assessment in the column provided for you in tlµlt section and initial your entries. 

3. 3tt1f,Ji~ cffr' ~ 3l° ~ ~ coT ~ ~ I ~ Vffl' ~ ~ i ~ 
3fTQ' ~~ qiloIT ~ ~ ~ t? 
In case of disagreement please specify the reasons. Is there anything you wish to modify or 

add? 

8 



,. 

4. ~a,r ~ 00 fecqoft I ~ fcr~)'tsrc:rr 3ITT" c.ficl-l-:n).fl c);" ~ Rm chd-131.l{ Wn' 

cli' ~ ~ ~ ~ cli' rn ijOll' tR R,cqo~ c.fit" 1 (~ 100 ~~ *) 
Comments by Reviewing Officer. Please comment (in about 100 words) on the overall 

qualities of the officer including area of strengths and lessf!r strength and his attitude 

towards weaker sections. 

s. fttftt $ ffl7r-3 ~ uras-cn, uras-li m WUs-'11' ~ ~ CJTt ct-l.#1~ a;- 3fTUR ":R" ~ 

-tt~lrlic.fi ~ 
' 

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

Section-C in Part 3 of the Report. 

~ ........................ . 
Place ............................... .. 

~: 

Date : 

~J,ed ,!•• ~ I Neil4 jll~l1, 

i 

~a,r~$~a;{ 
Signature of the Reviewing Officer 

ii11d1 ~ 3f~ ~ ........................... .. 

Name in Block 
Letters ...................................................... .. 

fttilt' ~ ~ c); ~ Qe;atlcl-l 

Designation during the period of report : 

9 



ti&116Hcf! ~ c); IDY ~ cffi" 3ffii q;- ffBlvtT cR frn:-~r 
Guidelines regarding filing up of AP AR with numerical grading 

(i) ~ ~ ffi;F8f ~ Q?J ~ ~~.m ~ ~ ~ ~' .(1cljRlci ~ ~ ~ 

~~~mm~~' 
The columns In the APAR whichever are applicable as per the job requirements of the posts 

should b~ filled In with due care and attention and after devoting adequate time. 

(ii) ~ 3flreT ~ ~ ~ rcn 4 a ~ ~ ~ 3fr ~ Cch1.6~&11av1 ~ ~~ 

~ ~ ig) $ ;a.Rlo-U <R" ~ Rl<hc>tc100 ID"lT Qcq1a141 <R" ~ ~ * 
..-,!,11.qj~(i cJiRUf i@JV ~ ~ ~ ¢1' 'QiliR' 9 ~ 10 ~ M° 3fr Jg$~~ 

fcl~ec 3Qi>tfht $ ~ <R" a-414)~c1 _q;ROf ilclN ~ ~ I 1-2 ~ 9-10 $ il}g 

~ t;r- ~ f; 3tR $lf!W!<? ~ ,r;q1<i1Rla q)ROf ilcITT!" ~ cfi'I" ~ ~ 1 -ths'41fd1ch 
. . 

'" ~ m <R" fttAf: ~ -~ ~ ~ 3tftiq;1ft41 ch): ~ ~ ~ 3rtfr;r ~ 

~-~ ~q;,:fl· $ ~ cfir ~ .51-1~:«s,41 $ ~ ~criitl lfiT ~ ~ ~ 

~I 

It Is expected that any grading below 4 (against work ouput or attributes or overall grade) would 

be adequately justified In the comments by way of sp~cific failures and similarly, any grade of 9 

or 10 should be Justlfied with respect to specific accomplishment. Grades of 1-2 or 9-10 are 

expected to be rare occurrences and hence there is a need to justify them. In awarding a 
. ~ 

numerical grade the reporting and reviewing authorities should rate the officer a,ainst a larger 

population of his/her peers that may be currently working under them. 

(iii) 8 3tt°{ 10 $ ift'Er 1.8" ~~~cm- "3?£>1SC" ~ ~ 3fi< ~ ~ Q~ 

~1qa)....im fflT ~ ~ ~ iJVlvlT $ m~ 9 ~ ~ ~ , 
. . 

. APARs graded betw~en 8 and 10 will be rated as "Outstanding" and will be given a score of 9 for 

the purpose of calculating average scores by empanelment/promotlon. 

(Iv) 6 ~ 8 t ci;a; $ ~ $ CQs' ~ ~ ~ cffl' ~ ~' ~ oR'Qo1T 3t\'{ 7 

-mt h, ~ I 
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 

7. 

(v) 4 ~ 6 a ~ if; afRr ts ~ m?" ~ cffl' "3fqJf' 1flilT ~ 3tl'{ 5 ~ ~ 

~I 

APARs graded between 4 and short of 6 will be rated as "Good" and given a score of 5. 

(vi) 4 a ~ cl)s ~ mr ~ cm- "Q)rr' ~ 1am ~ I 
APARs graded below 4 will be given a score of "Zero". 




