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I YS3IM T9 37TcA Aedih Ruie

(For Trained Graduate Teachers — TGTs / Master/ C & V and Primary Teacher
/PRT/ JBT)

(ifkf{kr Lukrd v/;kid&Vhohovio@ekLVj@Ih , .M oh rkk
e Rierd / osiRodt /Siodiodio @ for)

Period of Annual Performance Appraisal Report from 01-04-2016 to 31-03-2017
i Hegied wred Ruic @1 @ 01-04-2016 & 31-03-2017

Initiating, Reviewing, and Accepting Authorities for officer

R & foy Rufdy, Aiers vd WaiRar sfererT

Officer Name & Designation

" S M Uq ug
Initiating
R
Reviewing
e

Accepting

BN

Note: The officer reported upon, the Initiating/Reviewing/Accepting authorities should review 'General
guidelines for filling the APAR form' section carefully before beginning to fill their respective sections
which is available at the end of this format and also on the department website
http://schooleducationharyana.qgov.in/Proforma.htm/
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SECTION | — Basic Information
Hkkx 1 & vk/kkjHkr Bipuk

Please fill the following information to the best of your knowledge. All columns are mandatory. Please
certify the filled information at the end of the proforma.

di;k fukukfdr Bpuk viu lokUke Kku di vk/kj ij HkjA BHh en Hkjuk viuok; gA
vi= d vir e Ipuk dh IR; rk dk |ekf kr fd;k tkuk gA
Name of Institution/School :
ILFku@fo Jky; dk uke |
Institution ID :
ILFku 1gpku B[ ;k ¥
District
ftyk }
General Information to be filled by teacher
v/ kid Fjk Hgjh tku okyh Bkekl; Dipuk
Name of Teacher
JETIh dl dMH
2. Teacher/Employee ID
JETIH / HHAR] T Gl
3. Father/Husband Name
foar /ofa &1 99
4. Date of posting at present station
JAAM AH W HRIVR T8I HRA Bl
forfer
5. Academic Qualification acquired during the
Session (if any)

A B SR U @l T8 A&ford aegar
(afs 1< =)

6. Pay Scale with Grade Pay
JaTHHE 3R S U

7. Leave/s availed during the year

9§ & SRIF fTT 7T adhr'T

Type of Leave Date from | Dateto Total Days
DT BT UHR fafy & [l @ | @d fod
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8. Details of Training / Induction Training / Seminars / Workshops / Refresher Course attended
during the year
9y & SR folg MY U 1ev1 / 3 (S 1) UT 1eT0T / FIST / 61 " Trerait / g1 =t
(Re"R) urgae¥ &1 e

In - Service Trainings/Workshop attended with details on subject & venue
RGN AT B R forw 77 uf™1eror /Sl e &1 favg ud wore afed faavor
Venue and . - Organized by Period
Capacity Time Tlg%gal_;rng Subject o™ g1 ey
&THdT 9 Uq S fawy IR From To
I foar T | H9 9 | D9 dD
(As trainee)
af're] &
Y H
(As trainer)
ufieTd &
x|
9. Details of Extra Engagements during the Year Period
Y & IRM AfTRIT FHraf &1 faaror arafer
(@1 feaw) From To Total
6 3 &Y qDH Easl
i. Number of days spent as invigilator in Board
Examination
IS gRIeTRl # gddeTd & w9 H
ii. Number of Days spent performing Board paper
evaluation

IS Il & Hedlb H
iii. Number of Days spent performing Non
Teaching/Office related/Training activities
R ANeIford / wraters / uf 1eror | FrfRd
iv. Election Duty/B.L.O. related work
HAG SYTT / I0TA0A0 H HIfST Bl
v. Adverse observations (if any) during Board
Invigilation or Evaluation duty you conducted
IS el H widerd JAqdr AldADd! B
®q H T §RT &1 T8 $ILT & QR 3MUD
g ufimer fewdh (@ @d 2) R <)

10. Disciplinary or Criminal Action pending (if, any) give
details

AT T TS a7 RIS wrfarsl (IS
P13 8) faaxor <

| certify that the above information is correct to the best of my knowledge

I e g 6 IWIad gad W SER 9 © |

Date /T, Signature of Teacher /31EUTUG & FWIER

NamMe /T ..ot

Place /MM....covveeveerererenrane Designation / TGS ..........rvvveemrerreerennens
3
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SECTION Il — Self Appraisal
qRT 11 — (JTH HeITdh)
INSTRUCTIONS:

fcen—

Introduction of transparent and result oriented assessment in Performance
Appraisal Reports(PARs) of Primary Teachers(PRTs), Trained Graduate Teachers
(TGTs) and Classical & Vernacular (C&V) Teachers

1. Assessment of work output. Please give your points after reviewing all answers in Section II.

PRI IUET B AR W eI | FIAT AT T DI FHIET PR SR 70 34 < |

Dimension Maximum Points as
Points assessed by
M the teacher
ST 3H
D GRT WY
@I oy v 3@
a. Results 65

e gk
In case of TGT and C&V:-

i) Percentage of Board’s Results — To be calculated by
multiplying the percentage of results with 30 upto two 30
decimals (In case of TGTs and C&V Category).
lllustration:- If the percentage is 70%, then the same shall
be calculated as under:-
70x30/100=21

ii) School Classes Results from class VI onwards (In case of 20
TGTs and C&V Category).

(Note:- At Sr. No. 1(a)(i) & (ii) a total of 50 marks have been
allocated for results i.e. 30 marks for Board Classes and 20
marks for non-board classes. In case of teachers who have not
taught board classes, marks are to be given out of total 50
marks)

iii) Students securing in Board’s exams, 75 percent and above
(one mark for one student in each category). In case of TGTs
and C&YV category not having Board’s classes, the same shall
be calculated in respect of VIII class.

In case of PRT including Primary Head Teacher:-

i Percentage of School Results — To be calculated by 50

multiplying the percentage of results with 50 upto two

15

decimals.
ii. Students securing in school exams, 75 percent and above
(one mark for one student in each category). 15

(Note:- As per RTE Act, no children upto class 8" is to be

detained. However, the exams of the students are conducted

e Mo, 9" vd o qeiie R
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in the schools. Thus, the children acquiring 33% marks and
more may be consideded pass for the purpose of APARs only.)
b. Taking of extra classes after school hours — 1 mark for each

10
completed month.
c. (i) Academic skill 8

NeAPH HIrera

Transmits knowledge to students — uses innovative TLM/ 2
activities / ICT intervention/play way methods

BIE 31 M UA §—SUINT Bl & Afa 0TA0gH0 / Tt / e ok HaR

e sik amgoxfocio Exaey / Wo—we # e

Prepares daily lesson plan, assignment and evaluation of 3
homework/classwork; maintains and regularly updates Teacher’s

diary, attendance records

I IS AT IR HRAT &

&1 1 F1 SR A, Tedbrl / Ferhr, Rierd SRRI Bl A forar qem SHat

g @[, SuRdfa Rare

Makes special efforts for CWSN/slow learners such as remedial 3

teaching
H0SYOTHOTA & forg fawiy Jary @ e Rerrell T IwaRIeTd fRreror

c. (ii) Uses of CCE to track learning level of students and maintains | 7
supportive records, on the basis of average of monthly tests
i.e. if the avg. Results is 80%, then the marks will be given

80x7/100=5.6
faenf @1 Ue & WR DI T 5 W00 BT SWINT IRl & TAT WEId

Fftrere / Reprs e 2

* Subject result/2

fawg aRem /2

d. Teamwork, contribution to school activities and community | 5

engagement
Th T8 H B BT, fAemerd o Tfafafer § 9mr o 9o ameilRie

XHgdr

(i) Cooperates with School Head & colleagues 1
foener gReal ok wEAfral & W wean o B |
(i) Ensures active and positive involvement in management of 1

stocks, funds and records of school
faene & ¥eie /amE, Bvel 9T Rers & ysud § dfby vd
FHRIAD 91T oIl &

(iii) Contributes in all Central and State —level initiatives'/ 1
policies’ implementation and other school activities

T BRI /5T TR B Ugal /N & B 7o faeney
P o= Tfafafal § Frrer o 2

e Mo, 9" vd o qeiie R
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(iv) Regularly discusses the performance of child with 1
guardians/parents and ensures their active involvement

Frafd wu | sifwras! /Aa—fidr & @ 9o & UsEe @l
I FRAT & AR D] A(HT WRER GAREd o=l 2

(v) Contributes and participates in celebration of national 1

days/festivals with community
AR il / QBRI 3 TR & W 7 | FeIR a1 AN

e. Attitude & Dedication 5
wgfed 3R FwT
(i) Inculcating good habits and moral values among students 2
B & 49 3781 el 3R Afdd Al B faBRed &R & forg
T T 2
(i) General awareness on health, hygiene, safety and 1

environmental issues
WY, W], GRET IR TRV & Jgal R A SIRTdd!

Y R ¢ |

(iii) Sensitivity and commitment towards students, schools and 1
community
faereral qen Bl @ Ui daeRiierar g ufadgar

(iv) Efforts in surveys of out-of-school/drop-out children, 1

ensures their admission

faere 9 9} @ gl / fIener Bied arel geal BT qdeToT HRAT
%, SAd! Y99/ <iRgen gRad awar &

Total Score (out of 100) /&d 3i® (100 ¥ W)

e Mo, 9" vd o qeiie R
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SECTION Ill — Appraisal
YT T — AT

To be filled by the Reporting Authority
RAfET afdar) gRT 1 9T &

2. Please state whether you agree with the responses relating to the following questions in the Self

Appraisal section

FT $ifhd I & M FfIRad T & QMR W 3T el AN ¥ U 0 IRt W wewd ©

Question /U3 Agree /gHd Remarks / fewolt

Accomplishments of the work plan and
unforeseen tasks (Question 2 in Self
Appraisal Section) Yes No
PRI TaH 3G TR & WA ® | /g5 /798
fewTull (3TH Aeid 9N & U 72 &
IR W)
Results of key KPIs (Question 3 in Self
Appraisal Section) Yes No
HOUI0SZ0 & IRV R fewolt (e qeaia| /=i | /=&
R BT U9 9 3 T AR W)
Awards/Honours (Question 5 in Self

Appraisal Section) Yes No
T/ 3aTE (3TH AiGe MM ST W A5 | /8 | /78
P AR )

Any additional academic / professional
qualification obtained during the session
(Question 5 in Self Appraisal Section) Yes No
WA & RH DIy AR Qs / awmE | g |
IGAT I BT (SATH GedThT N BT Y2
5 AR W)

Any exceptional contribution (Question 5 in
Self Appraisal Section) Yes No

DIE Afer AR IITGH (1 edlde 91T @ | i | /o
T 5 % AR W)

Significant failures in respect of his work
(Question 6 in Self Appraisal Section) Yes No
B & T H DS AEAYU! SHAd (A | /B /T8
TAIH T BT T 7 6 & IR W)

Skill up-gradation needs as identified by the
officer (Question 7 in Self Appraisal Section)
FRPN ERT B Bee ST B wgAH | oS No
PRAT (ATH IS AN G U 7 7 $ AER
w)
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3. Assessment of work output. Please give your points after reviewing all answers in Section Il.
BRI IUTEH & AR W B | BT AT 1T DI GHIET B SR AT 3 < |

e Mo, 9" vd o qeiie R
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Points by
reviewing
Points by a‘uthority Initi.als .o f
. reporting (if different reviewin
Maximum . from 4
Points SuCowy reporti-ng authority
Dimension R, SUIEl] authority) N
MM . BlIECaN] e
o gmfy  RER -
) o W
U 3H * &N feg
(afe RaifeT
RGN |
e )
a. Academic skill 50
Neafre Frer
1. Isfocusedtowardsimproving the learning level of 25
students
BIE 31 UG & VR A QR dF @ & fog eI
Bfad a1 &
2. Transmits knowledge to students - uses 4
innovative TLM/ activities / ICT intervention/play
way methods
Bl Bl WM UGNl 8-SUAN dRdl © IAWg
CI0TA0THO / TR /|aT 3R HaR Ureiiiren
3R JMEodI0cio T / Wel—wel H el
3. Has command over subject(s) and his/her 4
knowledge is up-to-date
fav /faval W yse den ST 99 TERS
4. Prepares daily lesson plan, assighment and 5
evaluation of homework/classwork; maintains
and regularly updates Teacher’s diary,
attendance records
QI{'\ﬂh IS ISl dIN hdl %\;
feam T Rl 3R A1, T8 Brl / el B, Rierd
SRR B AT forg=T qe SHaT IERyEm, Suferfd
Rere
5. Makes special efforts for CWSN/slow learners 4
such as remedial teaching
HI0STZOTHOTAO & foy faeiy ey S JUaRIHD
fRregor
6. Uses creativity in Teaching-Learning Process 4
freror H RTFTHGI—IRE B gfdar
7. Uses CCE to track learning level of students and 4
maintains supportive records
Rl @1 T & wr B W g Godiogo 7
SYANT HRAT & AT AT 3ifer / Reprs e g |
a. Extra activities 20
8




e Tfdfaferar

1. Imparts general awareness on health, hygiene, 5
safety and environmental issues
TR, T3], GReETT AR TATRYT & Hgal W FH

ST dl Yald dxdl §|

2. Makes efforts for all-round development of 5
students
Bl & qgqdl fabr & fory ya

3. Surveys out-of-school/drop-out children, ensures 5

their admission

faemer 9 9] @ 9ol / faene Bied dret 93 &
AT HRAT &, SABI Ya¥ / FIRgGe GAREd Fean
g

4. Invests time in cultivating good habits and moral 5
values among students

B & 41 el 3Med! iR Afdd el 31 ek
A @ forg T < F |

b. Teamwork, contribution to school activities and 20
community engagement
UG T H M B, fJeme o Tfafafr # W
RIS CIDEIR LS

1. Cooperates with School Head & colleagues 6

femery gRea SR AT & 9T |edr

2. Ensures active and positive involvement in 4
management of stocks, funds and records of
school
foere @& Wie /9MH, Bel 9T Rare & yaes
¥ AfeY Ua ASRIAS 9T oIl 2

3. Contributes in all Central and State — level 4
initiatives'/policies’ implementation and other
school activities
T BRI /9T TR D Ugedl /Afqdl & driaad
den foeney @f oy wfifaft # arTeE < B

4. Regularly discusses the performance of child with 3
guardians/parents and ensures their active
involvement
fYafia vy 9 sfae! /Ad-Ud & 9 9 &
yRE @ 9l axal g IR STl |fdg drier

gRad o &

5. Contributes and participates in celebration of 3
national days/festivals with community

U ol /RN @ TR & 6 A H
TG AT IAFTEE

e Mo, 9" vd o qeiie R
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C.

Attitude & Dedication

gl SR Ao

10

Is punctual in school and class

faemery iR werm § I99 @1/ UES

Serves as a role model for students

Bl & folU U MY & ®U H 1 T ©

Sensitivity and commitment towards students,
schools and community
fqerTeral de BTl @ Ufd ddeweiieldr v yfcdgan

Performs role with highest level of devotion and
dedication’

T SR THIY & WY FiAl BT SeadH TR R
fydes

Total Score (out of 100) /& 3® (100 # 9):

3. Remarks on integrity

Jafer aR fewf

Instructions:

e

If the teacher’s integrity is beyond doubt, it may be stated.

IS eI BT SAMCN] Weg F W 8, A SAPT qU N |

If there is any doubt or suspicion, the column should be left blank and action taken as under:

IS PIg TP AT AT © Al DIetd Wil BIS < AT 19 IPR & HRIATE B

(a) Aseparate secret note should be recorded and followed up. A copy of the note should also be sent together

(b

(c

-

-

with the Annual Performance Appraisal Report to the next superior officer who will ensure that the follow
up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the
secret note, the Reporting Officer should state either that he/she had not watched the officer’s work for
sufficient time to form a definite judgement or that he/she has heard nothing against the officer, as the
case may be.

Teh FeT T Ale TIR X T S9a] R IR THaRI @ | A @ 76 i afie e
et RAre (TodlogosrRo) & A1 T IR ey @1 9o 9 I8 ghREd e &
qifod BRiaTE! WY & WY | Wl I8 §9a 7 8 b Gl Bl JA fhar o e a1
W AIE IR0 S e Al RUET ARBR I8 sifchd Hm fob S SOdN & bl bl wfe
T T el <1 AT G JIRFN & IR 4 FB Tal GAT il 1 AHA &l o MR W
7z RFa frofa o= 9@ |

If, as a result of the follow up action, the doubts or suspicions are cleared, the teacher’s integrity should be
certified and an entry made accordingly in the Performance Appraisal Report.

I e FRAE & URUTRGSY WeE AT IF X 8 W & A SIER Bl FenTe
AT 1 G T aifieh e Hedidd RIS (T0Ui0T03TR0) H TRIER w1a fdhar Sy |

If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the
officer concerned.

A ¥ A 9F B gfe & I 2 AN 39 I BT <ol fohar Y qAT 3 TR ARHRY
@1 faffaq wu J FaRa fear S |

10
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(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the
teacher’s conduct should be watched for a further period and thereafter action taken as indicated at (b)
and (c) above.

A IadH BRIl & URVIFRG®Y  Heg A7 Wdh 7 @1 ¥ B @ IR 7 & 390 gfie Bxh
g O AHRY & TRV BT AT Vb AHAGRT & folg @M ST MY T Seh ¥aTd &l
SR Sifdhd (@) qAT () SR BRIaTE! Bl WY |

4. Please tick (V) the appropriate grade based on marks obtained:

HT UG 3Pl $ AR R SR I W F (v) o

81-100 61-80 41 -60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ THE A — T84 3781 B+ — 3T B — 3Id C—3fId ¥ A
Date /T, Signature of Reporting Authority / RUIET TRIGRY & gweR
Name /M ..o
Place /MM.....cooveevereererennnne. Designation / T&HET .......covvvvvenrreenn.

11
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SECTION IV — Review
TN IV — FHET

To be filled by reviewing authority

THIET ATBRT GRT AT ST

1. Do you agree with the assessment made by the initiating authority with respect to the work output
and the various attributes in section IlI? Do you agree with the assessment of the initiating
authority with respect of extraordinary achievements and/or significant failures of the officer
reported upon? (In case you do not agree with any of the numerical assessments of attributes
please record your assessment in the column provided for you in that section and initial your
entries).

w1 3y RuifeT WiHert gRT 9—11l § MR TV S & Idred qorr A faedmen & dww § o T8
THiem ¥ WeAd 8?7 /T g RuifeT WiteNt g1, SPeR & R § el Ruid fordy o1 @ 2, @
IRV YAl 3R Aeqyl fAGadmel & ar & @ T wer ¥ WeAd 2?7 (A oMy foRyanit @
AITHG b & bl W 9T F AT el & o AU THIe S 9 & bl § 3ifbd d o
IS forg 2 TUT e ufaftedl W AT xR &) |

‘ Yes/&l ‘ No/&! ‘

2. In case of difference of opinion details and reasons for the same may be given.

T ¥ f=rar 29 @ Rafd § ST fqavor dor R &

3. Final score after review (out of 100) /FHIe & d15 3ifc 3@ (100 H w):

Please tick (\/) the appropriate grade

HRT I IS W ed (v) B
81-100 61-80 41 -60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ -THE A — 980 37207 B+ — 37T B — 3¥Td C— 3 9§ &H
Date /T Signature of Reviewing Authority / T TSGR & EXER
N 1 TN L O
Place / MM....covvevverirreinene DESINALION / TGHT .o oo ees e erere et ers e

12
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SECTION V - Acceptance
HT V — Fﬂ@la

To be filled by accepting authority
RIBTNGT AETHRI §RT WRT AV
1. Do you agree with the remarks of the initiating / reviewing authorities?

w7 g RuffeT /awien mier) o fewh ¥ wewa 87

‘ Yes/gl ‘ No/&! |

2. In case of difference of opinion details and reasons for the same may be given.

7d # f~ar 89 @ Rafd § S| f9aRor e aRo ¢ |

Date /T, Signature of Accepting Authority / TIGIRAT TEIGRT & EXIER
N EE T (L= 1
Place /XM ..., DESINALION / TEHTM....v oo eees e
13
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General guidelines for filling the APAR form

ii¥e Jeuied fAmed Rurd (TodovodmRo) B MRA & fov ameg faemfes
1. Introduction

Ry

a. The Annual Performance Appraisal Report (APAR) is an important document. It provides the
basic and vital inputs for further development of an officer. The officer reported upon, the
Initiating Authority, the Reviewing Authority and the Accepting Authority should, therefore,
undertake the duty of filling up the form with a high sense of responsibility.

aiffe e Jeiee RUIc (T0UI0T0aIR0) U HewaqUl SwiTao ¢ | I8 fobell SIferl & 3T faera
& fog g R Aeqel MR e $Ral € | gaiey o Afer) @ Rurd fordl o & 8,
RuffeT oidrer), e TiieR) d WeRal WeER ®7 39 B & W) 31 sl gl Rm[rl
@I AT & W G A |

b. Performance appraisal should be used as a tool for career planning and training, rather than a
mere judgmental exercise. Initiating Authorities should realize that the objective is to develop
an officer so that he/she realizes his/her true potential. It is not meant to be a fault finding
process but a developmental tool. The Initiating Authority, the Reviewing Authority and the
Accepting Authority should not shy away from reporting shortcomings in performance,
attitudes or overall personality of the officer reported upon.

DA e BT DRI FGHT AR URIET & oY U SUGRY & w0 H WA HRAT A1MRY, 1 B
o < @ i & U H| RUIfET MRGR B I8 SEd 81 A1y [ 96T Saewd Ud
SRHRY BT fABRT &= & [olY &, TNMh I8 AU el &Hal & IR H O o | 39BN I
el @I B YiEAT 81, Mg I8 U faeprarcd Iuawl @ | Rl wierer, |aeien mitmr
T TSGR TRFR gRT o ey @t Rue fordt o7 <& & S yee # &l iRy a1
T Afadd & IR H RIS oR 9 fader w81 a1y |

c. The columns should be filled with due care and attention and after devoting adequate time.
Any attempt to fill the report in a casual or superficial manner will be easily discernible to the
higher authorities. No cutting or overwriting permissible.

BTl B Ifd T IR &M & TR IR T W < @ 918 T oA a1y | RAiE @
FHRAG T Al & WA @ folg [65a1 797 D5 W YA ST | SealeidiRal & gl g
TG | e o i ar afvar TRAET o srgAfar 7 2 |

d. Although the actual documentation of performance appraisal is a year-end exercise, in order
that it may be a tool for human resource development, career planning and training, rather than
a mere judgmental exercise, the Initiating Authority and the officer reported upon should meet
during the course of the year at regular intervals to review the performance and to take
necessary corrective steps.

TAIp (Tes $1 ARdd Yol ¥ & 3= H I drell Ul Uibar 2 fob I8 Hg weme ey,
PRI TS AR GRIET & folT U IURYT &1 Wapell &, 1 1 (o <1 I Ufdpar & vy #, Ruffen
I den ot SRR &1 Rulc fered) o %81 &, @1 ¥ & SR R sFRtd K e =y,
i Yz o Tl & S Feh SR I AaWdh GRS Hed S ol G |

2. Section-l (Basic Information)

T (T SIFHR))

a. This Section should be filled up in the Human Resource Division/Personnel Dept. In the absence
of this department, the officer being reported upon bears the responsibility of filling this
section. Period of report could either be the entire reporting year, or a part there-of. In case the
period of report is a full year, it should be indicated accordingly; for example, 2015-2016. In

14

e Mo, 9" vd o qeiie R
gf*1féra A sradE—Eosiodlo /AR /A Uve 1 9 geg foers / werfie et — dosmRodT / Sodlodio



case the period of report is less than the entire year, specific start and end dates should be
indicated, for example, 10th September 2015 — 31st March 2016.

IE GUS HHG TN JHRT / BIfHd JAIT § =T ST 900 | 399 oM @ amTa § o1 e o
RS forddl S & & 98 S9! AR a9 & & a8 39 9 @ | Ruid @ oaf & forg ar
74 RUfET ay 81 FahaT &, 37 SHH U A1 | I RIS 31 3@ U i Y &, 39aT dargaR dad
T ST =13, IRTERV @ oI, 2015—16. e RUIC &7 997 U gl a9 & &4 8, fIRTe UR™1 3iR
T B fafd &1 Seorg AT ST AT ISTERYT & folg 10th RIAwR 2015 — 31 A1, 2016 |

The table relating to initiating, reviewing and accepting authorities is provided on the front page
of the APAR document for ease of filling. The name and designation of the initiating, reviewing
and accepting authorities should be mentioned so that the officer reported upon is clear about
whom he/she is required to send the report to.

RuffeT oy, wher miReR o wieRar WReER & R difder &1 W= § gfe & fog
TOUI0V03TRO SHITIS & I Y& W IUTed dxaill TN & | RUifST witer, aeflen widrer e
TN WG &7 AW T Ug 3ifdhd i S, aifds o sffrer &t Rure fordt o1 <21 & 6™
T W & WD fb 99 g1 I8 RUIS fobst Aol oI & |

Information on the present grade (pay-scale) as well as present post (actual designation and
organization) and the date from which he/she has been on his/her present post needs to be
mentioned.

I TS (IATHH) A S A IAIH UG (TR Ug Sl qiT e AT 91 8 98 fafy o
PRI AT G UG W BRI o 6T &, DI ol ifchad Bl S 2 |

. The period of absence from duty, on leave, training, or for other reasons, should also be

mentioned in this section in the table provided for the purpose. Details of the training attended
should be mentioned in the table.

ANl A AuReIfe, ST, TRRET A1 3 BRUT B forg W 39 4 H 39 IeqwW @ forg < T
qIfeTeT ® T 37AfY BT ool fhAT AT | 91T forw 7T gReror & favor &7 Soorg 7 arferdr 8
famam SITe |

. Section-ll (Self-Appraisal)

AT (3TcH i)

a.

The officer reported upon is first required to give brief description of academic/non-academic
work done as per the objectives of their role, which would normally not exceed about 100
words. Ideally, this should be in bullet form.

o SRR &1 RIS foredl ST & I §RT 0! Al & Il & SFTAR FaueH eford /IR
NG BRI BT FEr fAaR0T < AALAF €, T AHNIG: T 100 TRl o 3G 7T BT | 3rres
Y # W ol B & ®U F A T ARY |

. The officer should specify the targets/objectives/goals set for himself/herself during the

session, and achievements or shortfalls against these goals.

RPN BT FF b IRM W/ $ oy MeiRd el /Seedl iR 39 d&dl & ey u
SURR A1 BT B fdhd H AR,

The office should then provide information on Key Performance Indicators (KPIs) required under
point 3. This information should be accurately filled.

ARBRY BT T4 475 3 & T ALy MWUGT Habadl & R H TGN IYel F_ar il | Ig
STFGRT FET R S aIfe |

Point 4 of this section provides the officer the opportunity to highlight work done/initiatives
undertaken along key dimensions. Please be descriptive and provide relevant examples to
highlight your achievements along the dimensions. You may use extra sheets to elaborate on
the achievements.

39 U &1 (45 4 RSN & & (0Ied Fdbas FRMl & 9rF by T FR /I8 Bl SRR
IR BT ATER Y AT § | TR JUAAS J1 AT I & 1R 0] YA BT IR vy
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& oIy O SaTERT IR Y | MU AT IUARRT W YHE SleM & oy JAfiRed eie @
STANT R ol ¢ |

e. The officer should provide information on any additional qualifications obtained during the
session.
JRBRT BT T & SRE U foet 4t AIfiRad At & IR § TMSR) U™ Hee a1y |

f. Section Il also provides an opportunity for the officer to reflect upon his/her performance during
the year and indicate items which he/she thought were significant contributions made by
him/her during the year. The officer is encouraged to cite specific instances/examples of when
he/she would have demonstrated the skill/dimension.
T 2 BRI & forv 9f & <RM SH Ue9F W F99 O BT AWK J&TH ol © a2 S ASl
PT IO B Sl STD] A FTAR Y & ARM I GRT [bAT AT AEaqVl ARG oT | ABRI P
fafdre SeERe gaM @ fov WieATfRd T ST © O19 S99 g1 31U BI9Tel / 3RIM T YS9 fdhar
g7 o7 |

g. The officer reported upon is required to indicate specific areas in which he/she feels the need
to upgrade skills and attend training programs. He/she should also mention the specific steps
that he/she has taken or proposes to take to upgrade his/her skills in the identified area.
o SIRIART @1 RIS fordl S <& 8 S g1 S ORI el T Joord (a1 ST Sawdd & For
T8 3T BRI FT ST B G T YR BRIGHA # AT ofF 31 ATIRAHal Feqd Il 8 | 39
gRT 3 fafire deH! o1 A Jeord b ST Sa9ad & ol 99 gRT sl faRie &3 H S9a arrdt
& I =] fofv T 8 /a1 forg S yRanfad |

4. Section-lll (Appraisal)
AT ([eThT)

a. Section lll is to be filled by the Initiating authority. The initiating authority should provide
comments on the officer's accomplishments against objectives/goals for the session, their
extraordinary contribution, and any significant failure. The initiating authority should also
comment on the skill up-gradation needs of the officer reported upon.
a3 RAfET miterl gR1 wr1 Sirean | Raifdn wileiert @ 93 @& aRM N & d@edl & Fgad
D! U], SHD IAERY IRTEH AR fobdt o #gcaqel fawerdr w fewell yer &l =1fey |
RaiféT miReRT gRT o ey @ Rue fordl S %2 @ S99 D9l & S=IIe @ Mavgdhal |
A fewly & aifRy |

b. The initiating authority should then provide numerical grades (against maximum points) for
each of the dimensions for evaluation (point 5 of Section Ill). The initiating authority must
carefully review the comments provided by the officer for these dimensions in Section Il before
awarding the scores. Based on the scores awarded across dimensions, an overall score should
be provided.
a9 RUET RGN &I Sl § § Y& & oy (T 3 &1 45 5) H&e U UG &R Aoy
(w3t & W) | ROET JIRERT BT 3fd Y™ HRA ¥ U8el 91T 3 & 39 AWM IR AR
gRT UG @f T3 fCwfoml &) &I | e X1 a1y | T4 Al # Y 1Y 3l & 3R )R Td
THT THR (3(®) YaH fdar Sy |

c. Section Il also requires the initiating authority to comment on the integrity of the officer
reported upon. In recording remarks with regard to integrity, he/she need not limit him/herself
only to matters relating to financial integrity but can also take into account the moral and
intellectual integrity of the officer reported upon. The following procedure should be followed
in filling up the column relating to integrity:

T 3 3R RUfET mier) gRT s aifter &1 RIS fordl o %81 & S9! ST & an o
fewf gxaT enavge B | It R feult <0 wHE I g @ ddd iy gafedr aR 8
AT @ @ e T © iy 98 39 AReN forwael R fordl o @ & @1 e sk
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dfgs AR o A eIF # 7@ Al 8| SR W wEid afed @ e o fou ffaled
yfesar &1 wrere fobam ST ARy |
i. If the Officer’s integrity is beyond doubt, it may be stated.
AR B GAFER Aeg 9 W &, d S9PT a0 I |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as
under:
I BIg IS AT A< T 1 DioH Glell BIE < 71 9 THR | FRIarEl a
(a) A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Annual Performance Appraisal Report to the next
superior officer who will ensure that the follow up action is taken expeditiously. Where
itis not possible either to certify the integrity or to record the secret note, the Reporting
Officer should state either that he/she had not watched the officer’s work for sufficient
time to form a definite judgement or that he/she has heard nothing against the officer,
as the case may be.

Teh T T A IR N T S9! R IR TSR @ | Fle & T Ui ariies e
A6 RUIS (T0H0T0AR0) & |1l ST IR ARSRI Bl wol ol I8 FHRad e fo
qifSd AR NG & WY | T8l I8 G99 | 8 b AANTST ST YA fdvar o1 |a a1
W AIC SR S e Al RUICT ARBRY I8 i o fob S SOSN & Bl bl wifed
T TP el <l A1 I ARG &b IR H HB ol A1 OIdT 0 AHAT 81 6D MR |
T8 MREd o 3R 9o |

(b) If, as a result of the follow up action, the doubts or suspicions are cleared, the officer’s
integrity should be certified and an entry made accordingly in the Performance
Appraisal Report.
A el PrIEEl & URUTHRERY HeE AT UH ¥ B G & o SR Bl AT
AT @1 SIQ T a1fieh e e RIS (T0diov0aTR0) H TeTaR ws1al fdhar Sy |

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the officer concerned.
A WA A 9F B gfe & I 2 A9 I BT <ol oA Y qAT 3 TR ARBRY
@I faftrad wu & HaRa famm S|

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor
confirmed, the officers conduct should be watched for a further period and thereafter
action taken as indicated at (b) and (c) above.

A A BRI & URVIFRG®Y  Heg I7 Ud A d X BN & 3R 7 & I ge gl
g O AHRY & ARV DT AT Ve TR & foly <@T oI AT A S 9T &l
SR 3ifhd (@) T () AR BRIATE! B WY |
d. Finally, the reporting authority is required to record an overall grade to the officer. This should
be marked according to the grade based on marks obtained.

Fid # Ruifdy qier) & el & o ve Ty U sifhd HaT AaWs 2| 59 U 3id] &
IR W IS & AR fafved famar I aifdy |
5. Section-IV (Review)
-1V (GHle)

a. This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she
agrees with the assessment made by the reporting officer. In case of disagreement, he/she may
record his/her own assessment against the work output or any of the attributes in the column
specifically provided for the purpose. In case of agreement, he/she need not fill in the column
meant for him/her in the attributes/work output tables.

Ig M I WRIGRT §RT -1 ST & S gRT I8 3ifdd & S 8 {6 @ 9 Raifd sftarm
B 3ffher F TEHT & | RTEAfa @ Refd ¥ 98 a1 & Sared a1 foed iR faemantt ¢ foeg 39
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U & foly QU Y Pict H (AT 37 sifdhd R Fhell @ | Gl o Reafd § 39 701/ F
@ ST B rferaalt § IUa fow QU MY FieM BT RA B AR TE T |

b. The reviewing authority should review all sub-scores awarded in Section Il (point #5) by the
initiating authority, and make changes where he/she feels the score should be different from
that awarded by the initiating authority. Please note that the reviewing authority need not fill
all sub-scores, but only those where a change is deemed fit.

e WG @1 9T 3 (95 7. 5) # RUIfT iRl gRT U Y &1 I 3! $1 e Bl
TR, T I I8 AEGw ol & & 3w RufST ey grr Ry v ofer & w1 g9 aifey
I8 93T I Wl ¢ | BT I < b Flien WA S W SU 3fe R 1 SawIdd T8l @
Mg TEI 3 W W © el W URae Sfrd /Sl FHs S |

c. Finally, based on the revised overall score (out of 100), he/she is required to record an overall
grade based on marks obtained.
3T H AT I 3P b MR W (100 H W) IAD folY U 3l & AR R TH THT IS qof
PRAT AT T |

6. Section-V (Acceptance)

ATV (&R

a. This Section is to be filled by the accepting authority. He/she is required to indicate if he/she
agrees with the assessment made by the reporting authority/reviewing authority. In case of
difference of opinion, he/she is required to give details and reasons for the same in the column
specifically provided for the purpose in the table in Section V.
IE WM WIHIRAT WRGR §RT WK1 WM &| SS9 gRT I8 3ifdd fhar & & fb 98 R
SR / F¥le TR §RT BT TIY JAfde | HEAd © | el & R # S 91T 5 & dlfetd!
# 39 U B folv U IV B # $9@T f9aRor @ik SR T ST MRS R |
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7. Schedule for completion of APARs

TOYIOV0SIRO & X1 &I & forg sl
Activity Cut-off date (for the
assessment year)

& forg)

Blank APAR form to be given to the officer reported upon by the Human
Resource Division/Personnel Department, specifying the reporting officer

2"4 November 2017

and reviewing authority 2 qHY 2017

o R o Rurd fordy T & S 919a A I / BIfdd fadmT gRT

el TodiovosmRo B fear g fored RS aiferamd dem afien e

fAfdwe fdy e |

Self appraisal 15" November 2017

Appraisal by reporting authority 30" November 2017

ReffeT IRBR gRT Hedich 30 qHR 2017

Appraisal by reviewing authority 10" December 2017

e TR SR Y™ 10 faRaR 2017

Appraisal by accepting authority 20" December 2017
20 TR 2017

wear afrerd g i

Conveying adverse comments if any to officer reported upon

30" December 2017

o et @1 Rure fordlh o <& & 39 IR # yfiaet fewforr afe &1 & 30 fawR 2017

LSRG IERG!

Appeal against the adverse comments 30'" January 2018
30 SMARI 2018

yfded feultrl & Racs e

Decision on the appeal

qfid W o

28" February 2018
28 TRaNI 2018

e Mo, 9" vd o qeiie R
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