Annual Performance Appraisal Report
Y U< Ud M Hedid Rulc

(For DEO / DEEO / Deputy DEO/ BEO / BEEO)
(ftofrosto / fSowitof10310 / Su— fiofRiosto / @ofiosto / @owtofRiosto & form)

Period of Annual Performance Appraisal Report from 01-04-2016 to 31-03-2017
afies qeaia feres Ruie @ s@afer 01-04-2016 % 31-03-2017

Reporting, Reviewing, and Accepting Authorities for officer

AR & forv R /e / WiaiRar werery

Authority Name & Designation
IECAR AH Ud Ug el
Reporting

Reviewing
I

Accepting

BN

Note: The officer reported upon, the Reporting/reviewing/accepting authorities should review
'‘General guidelines for filling the APAR form' section carefully before beginning to fill their
respective sections.

e forg SRER @ RIS ford) G & ge@ RalcT, aHE,/ FEIRar JEE G 57E G
T @ v B GEIIT FYd @ s Q0HoV0sR0 B Hvd & fory dE Qe @
TG 7 GHET B anRy/



Name: Employee ID No.:

SECTION | — Basic Information
AT | — JAERYd AT

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 futukfdr Bpuk viu BokUke Kku d vk/kkj ij HGA THh en Hjuk viuok;! gA

di;k ni= e Hjh gb bpuk dk vir e IR;kfir djA
Name of Institution :
YT BT TH

Institution ID
[T TgE o

District

Sl

General Information to be filled by officer

SARHRY GRT -1 ST aTell A 2T

1. Name of the Officer
BRI BT M

2. Father’s Name
foar @1 M

3. Employee ID No.
HHIN] TS G

4. Gender(M/F)
fef (gew /feer)

5. Designation
U =l

6. Pay Scale with Grade Pay

I 3R s U

7. E-mail ID
ST UgdArT Il

8. Date of joining in the present station

AN W TR BRMR T8 he al fafdy

9. Leaves availed of

fore g srgarar
Type of Leave From To Days
JARTI BT YHR 3 GE fes
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Name: Employee ID:

10. Details of Training / Induction Training / Seminars / Workshops / Refresher Course attended
during the year

¥ & IRE T Uferr / yder e /AR / sriemerer / ResR orf # [ fawy @R vem
W T foran 3@ fqavor

In - Service Trainings/Workshop attended with details on subject & venue

HATHTA TRIETT / BrRISmer &7 fqaxer R it forar fawg vd o & faavor 9fed

Capacity Title of Period
&THdT Venue Training Subject Organized by 3rafer
LG YR1ETor 1 GER gRT AT | From | To
KL H9 ¥ [H9 T
(As trainee)
i & U
H
(As trainer)
UrEs &
Y H

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

SITIIATHS AT ORI BRiare!  arfead
(afs g 8) TFIRY §

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

 YHITOIT R § 5 SWIEd Fa W FH SER 9el g |

Date /T, Signature of Officer /PN & EXIER
Name /T .....oooveveeeeeeeeeee e
Place / ®MM....ccvvcvrvcrirrenene. Designation / T&HSM.......ovveeeereenn.
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Name: Employee ID No.:

SECTION Il — Self Appraisal
T 11 — (3T JeIThe)

The officer should use this opportunity to reflect upon his/her
performance during the session and indicate targets/objectives/goals set
for himself/herself during the session, achievements or shortfalls against
these goals, significant contributions made by him/her during the session
and specific areas in which he/she feels the need to upgrade skills and
attend training programs. The teacher is encouraged to cite specific
instances/examples for each of the above. It is mandatory to fill all fields in

this section.

vikdkjh 1= d nkjku Lo;: d Fkjk vitr dh xb miyft/k;k ;k mBd Fkjk
fd, X, egRoi.k kxnku@ml I= d nkku [kn d fy fu/kktyr
aw?/e%l]a?/a&ﬁ 1= @ <k Sual /sas ueliq i Riad o1 & forw
bl volj dk mi;kx djA og dkry miu;u d fy, fdu uflk{k.k dk;Dek e Hkx
yu dh t:jr eglll djrk 2 /gflireror dk;ﬁ@eksa e Hkx fy;k g] vidr djA ftles
fafllree {k=k e v/;kid & Swiga ¥ ¥ vd® & fae fafliree mnkgj.k@mnkgj .k
vidr dju d fy, 1kRlkigr fd;k tkrk gA bl [kM e IHh {k=k dk Hjuk vfuok;!
gA

1. Brief description of academic as well as other activities done during the session as per the

objectives of your role. Please keep the answer within approximately 100 words.
T & IR By Y AT BT e [Gavor| 99 & IRM gE fBamell W BRIl fhar T, ST faavon
Al Affferd &Y | HUAT IR Bl 100 Y&l H AT |

2. Briefly specify targets / objectives / goals of work set for yourself or that were set for you and
tabulate your achievements & shortfalls against each target (e.g. targets in academic performance
/ enrollment / Children with Special Needs (CWSN) / civil works / remedial coaching / extra and co-
curricular work / other schemes / etc.).
e H S el /Sl B IR0 § S ST GRT U fofg A1Ud oy IQ o a1 S 3y forg wermfua
f&y 77 & T ST W UG A T U AUD! SuART (ARG IR)-Iucieri au wiai (Aefre
e /I / faei saeaedan drel BT (H0s<govdoTHo) / Rifdet Mo/ Suamrera fRier
TqAT 3 AT UIGIHH BRI /3 Ao ScTal) Bl il ford fordl arforar H w |
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Name:

Employee ID:

Target
&g

Actual achievements & shortfalls against target/
objectives/goals for the current session
T 3 B foly e /ST /et & faeg
IRAfdd IUfT iR B

3. Key Performance Indicators (KPls)
T HeT Gadad (@0dI0sTE0)
a. Board result details — if applicable

1S gRomAl &1 fdawo— afe A &

No. of Those who secured Passs %age | Passs %age
Academi | Students e ur fu of students | 9% gfowrd
;:; Class | cSession | appeared (if . District | State/Board
5o | P Yefr | TN | >90 | 76- | 50- | <50 | applicable) | Ry | <rww /@
RiE| qABE | % | 90% | 75% | % |
& G RIGIPIREG]
X Previous
Session
Xl PRRIRSE!
X Appraisal
Session
Xi | Tedrpd
g4

(Pass % = No. of students passed + total number of students appearedx100.)

(ST 9% = IOl BTl S FE@T + AT o el Gl BT dI TAT X 100.)
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Name:

Employee ID No.:

b. Drop-out rate among pupils (cross (X) what is not applicable)

faermera Biew aTel BT & W& (S &1 T & HUA T (X) SI)

Number of students in schools Number of students dropped Number of drop-outs/out of
under your jurisdiction out during the session school children enrolled in
AP ARBR &5 B AT Wg\_c'ﬁ 99 & SR fIEey Bled drel school during the session
¥ BEl B G&T BT B H=T due to officer's efforts
femery Bres arel /ey &
IR @ qedl Bl A& ol
VR & WA & SR T
& IRM fdenera # SRaen
feam T
Primary schools
RGB!
Middle schools
e [Terery
High schools
SizREEISD]
Senior secondary schools
e A e
c. Details on Financial Responsibilities
faira forraTial 1 faavor
Whether UC
Amount of Date of UC | Reason for non-
submitted
funds/grants | Date of | Amount o ot submission | utilization, if
Year received receipt | Utilized S BERIEGI] any
L T U B | WRINT @ — g gF | VAN T {6 S
/e | @ fafy | e Y ST BRA | B HR, Al
STHT DRATY
@l IRy CIRGID) P 8l
T & AT AR
6
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Name:

d.

Employee ID:

(SeTexome 2016—2017) | 3fifse W1 @ Hw&w

Details of Audit
3iifST &1 faavo
Year Total Audit paras as on
(e.g. 2016-2017) 1°t April of the year
a8 ¥ 1 s B

Number of audit paras
dropped during the year

q¥ & IR g by T
3ifee IRT o dxa

Number of pending
audit paras

9y Jfifse W @1 Fwar

4. Please describe with specific instances (if any), in the space provided below, work done or initiative
taken or outstanding achievement against the evaluation dimensions listed. Please note that you
will be evaluated along these very dimensions.

HUAT A Ay U o § qdeg

Tdied M & AR 6y T e 1 @ TE TR A SEHE

Syl $1 f[ARTe IRy (A 1 1) & A, 9 o | HUAT QM < [ AT oAb S8l SIAHI
@ A B S|

Dimensions for evaluation

TAIHT & TQ M

Comments of officer being evaluated

ST IR @1 e fhar 9 &
99! fewfory

a) Academic skill / ST HRIeT

1.

Makes efforts towards improving the learning
level of students

BHAl & WG & WR H IR o @ e o
TAT RAT ©

Regularly visits schools to track various
initiatives for improved academics and co-
curricular activities

I~ el qm we Jeildre Tifafr | @
TS faf=T ggell &1 Ul o =g el @
ferafiid <RT orar ©

Conducts annual inspection of schools and
provides feedback

faermerat @1 arffe fAReror dear & dor ufafear
TR

Acts as a guide for Heads on pedagogy and
school management

foermera & qRear & forg Ruen g den faermer

yaeH 8] ANIeYd @1 ded PRl Bl ©

Ensures availability in office

S H Sy GHREd Fwdr §
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Name: Employee ID No.:

b) Management & Administration / J§&= TT YT

Ensures timely disposal of references/
applications/grievances/complaints

[eH / 31Tae / Riradl &1 999 R HueH gRiad
Rl ©

Conducts monthly meetings of various
stakeholders (as applicable) and circulates
proceedings

faf=1 RRAuRS! (SR o1 &) & AIi¥e S5 @

Ensures effective implementation of all
central/state policies, programs, schemes and
directives and communicates status regularly

@ JTd! Hraae o fafa w9 9 Rafd @1 99r

gARTd o @

Ensures proper management of resources, funds,
and data collection/information exchange (with
external parties)

A, 8 3R STeT WUE /ATl & ATQM Y e
& Ifa yaee GAIREd ovar ¢ () vell & |)

c) Community Engagement / \TH< I TG

Treats community as an important stakeholder and
involves them in various school activities & ensures
regular interaction with community/ community
leaders/NGOs

T B U HEcdqUl fEqURS & ®U § AT @ ael
S Yad o faf= wfafafat § e @war g den
R / AHRI wIamsil /1R SRR e+l 4§ fafia
TS GARTT HRaT 2 |

Makes efforts to strengthen various community
engagement forums like SMCs & SMDCs, BRC/CRC
and other relevant committees regularly

i1 amade @& o9 fé gHoTHodio /
THOTHOSI0M0 oIl 37 Ui bl W Aeriie
AR BT Aol dvA & folg YA vl § el
frafid ©U 9 JATeRd Ve &

d) Attitude & dedication / FIgIl Td FHYI

Is reliable and punctual

R v 3l Y Bl UreE 2 ?

Sensitivity and commitment towards students,
school, Teachers, School Heads and community

B, faererd, Rierei, fdereal & giar qor q9erd

& YT FagTelierT SR yfdagdr

Performs duties with highest level of devotion and
dedication

qul T SR U & I dciedl bl STdd WR W
fdE
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Name: Employee ID:

5. Please describe (i) Awards/Honours (ii) Any additional academic/professional qualification
obtained during the session. (iii) any exceptional contribution, e.g. successful completion of an
extraordinarily challenging task, especially academic, or major systemic improvement (resulting in
significant benefits to the school/institution/public and/or reduction in time and costs)
HUAT IO IR (F) REHR/FHM (@) F & IRM UG DI T3 Leffore A1 WRIaR e (1) dig Ry
INTEH, ISRV By SR FARIIYl BRI BT AhAdYGd J-1 BT, [RNAR R Aeffore sferar
T R GER (e IRUAEHY G913 ARG B dekil & S ([dererd /|l / Sl &l
TTIET AT &)

6. What are the factors that hindered your performance?

W B ¥ BRG & oS SR AUS TSI § qe 3778 ?

7. Please indicate specific areas in which you feel the need to upgrade your skills through training
programmes.
AR HeqH P @

For the current assignment:

For your future career:

AT WY B A & forw:

Date /T, Signature of Officer / ARBRT & EXIER
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Name: Employee ID No.:

SECTION Ill — Appraisal
YT T — eI

To be filled by reporting authority

RUICT JIEIBRT §RT ¥RT ST

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

Appraisal section

U i N 6 am FrforRad TeAl & SR W S Aedia W # Y T STRi W Weed §

Question /U3 Agree /gHd

Remarks / fewoll

1.0n accomplishments of the work plan and

unforeseen tasks (Question 2 in Self
Appraisal Section) Yes No
FRIAS TaY g P B W HA W | /3 /T
el (TH Hedich 9T &1 YT 0 2 &
IR )

2.0n results of key KPIs (Question 3 in Self
Appraisal Section) Yes No
$0N03ME0 & IRvMAT W femolt (3me /B /8
ARG [T B T2 70 3 & AR W)

3.0n Awards/Honours (Question 5 in Self

Appraisal Section) Yes No
T / JATS (ST HeAld 91T &7 9 o | /&1L | /T
5 B MR W)

4.0n Any additional academic / professional
gualification obtained during the session

(Question 5 in Self Appraisal Section) Yes No
3 @ SR By ifaRad /B /T8
NN / ATy AFIAT U Gl (SATH

ARG W & 2 70 5 & 3R W)

5.0n any exceptional contribution
(Question 5 in Self Appraisal Section) Yes No
PIg 3l AR IRTEH (oA Jedida a1 | /&1 | /T
T YT 70 5 B R W)

6.Significant failures in respect of his work

(Question 6 in Self Appraisal Section) Yes No

B & Y H DIy AEAdY MG (A | /g /T
ARG W B T2 70 6 B R W)

7.5Skill up-gradation needs as identified by

the officer (Question 7 in Self Appraisal

Section) Yes No

FRN GRT BT Bl I & Ugad | /g /78
FRAT (3N FeAId 91T BT I 70 7
IR W)

Annual Performance Appraisal Report
(For DEO / DEEO / BEO / BEEQ)
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Name:

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

Employee ID:

B B IUGH I MG | FUAT A1 H G4l IR DI GHIET B & IR 310 3 < |

Annual Performance Appraisal Report
(For DEO / DEEO / BEO / BEEQ)

Points by
reviewing
authority
Points by (if different Initials of
. Reporting from reviewing
Maxn.mum authority ~ Reporting authority
Dimension Points o at%%;;;y) T
3{TITH
I Rl | et | TREA @
I Ry e
(afs ReifcT
lIBEaR
e )
a. Academic Skill/2IOT® DI 50
1. Makes efforts towards improving the learning 10
level of students
forenfifai ot ueTE % wR A gur A S few §
foy T
2. Regularly visits schools to track various 10
initiatives for improved academics and co-
curricular activities
dufG @ we Jule TRRRE ¥ R ¥
frafid wu 3 faemert o <R
3. Conducts annual inspection of schools and 20
provides feedback
faereral @ affe Rl o) qen fafdar <o
4. Acts as a guide for Heads on pedagogy and 5
school management
qRadi & fog areams U Wl Yaud dR Aniedd
@ TE PR TR @
5. Ensures availability in office 5
SRR H Iyer R FRe
b. Management & Administration/%d¢ 3R 30
ENIKE]
1. Ensures timely disposal of references/ 10
applications/grievances/complaints
et /el /Radl &1 9w W Fued
G S
2. Conducts monthly meetings of various 8
stakeholders (as applicable) and circulates
proceedings
fafr= fEure®! & @ ARG dod AT (S AN
2l) 3R PRI B TR F=T
11




Name:

Employee ID No.:

3. Ensures effective implementation of all
central/state policies, programs, schemes and
directives and communicates status regularly

TN DT /AT DA, FRIGH, IRl
fcen o1 wrdt SritaTs aen fFfia wu o Refa

BT TR G Al

4. Ensures proper management of resources,
funds, and data collection/information
exchange (with external parties)

TARA, 89 3R SICT WUT /AT & NS USH
- BT S yaEe RREd w1 (@ el @
)

c. Community Engagement/ﬂTﬂmﬁiﬁ qHgd

10

1. Treats community as an important stakeholder
and involves them in various school activities &
ensures regular interaction with community/
community leaders / NGOs
WER $l Uh Hecd (Ul fBURS & ®Y H A 8
q S Whel D faf= fafaferRt # enfied e
AR CIR WA I CURE IR G WA RCARSHCE |
¥ fFafia wue ghfad v 2|

2. Makes efforts to strengthen various community
engagement forums like SMCs & SMDCs,
BRC/CRC and other relevant committees
regularly
faf=r 9mee #=&f o b vHoHowo /
THOTHOSIORI0 T I WMiRIG  dHlcAl W
RIS FEHIRIAT & Aolqd &R & fog e
R SSa! T A T=A @ foly T Fvar
g |

e) Attitude & Dedication / #Igfc Ud FHYTT

10

1. Isreliable and punctual

faveqg 3R T9g @1 Uee

2. Shows sensitivity and commitment towards
students, school, Teachers, School Heads and
community
B, o, Rersl, faererl & qRaal qor ayer
@ Ui HagRiien &R fcagar faamn

3. Performs duties with highest level of devotion
and dedication

7o T SR FHU @ WY dadl B ®/R R
EG

Total Score (out of 100)/%cT 3 (100 7 ):

Annual Performance Appraisal Report
(For DEO / DEEO / BEO / BEEQ)

12




Name: Employee ID:

3. Remarks on integrity :

Jafer IR femoh:

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

HUAT YT 3l & AR R S 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 — 950 3 B+ — 37281 B — 3l C—3fl9d ¥ HH
Date /T, Signature of Reporting Authority / RUIET WMRIGRY & gwer
N Y= L T
Place /MM.....ooveeeereereererennnn. DeSIZNAtION / TERTI....ccoeeeeeeeeeeeeeeseeeeee e eeneeeenens
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Name: Employee ID No.:

SECTION IV — Review
TN IV — FHIET

To be filled by reviewing authority

TS YTRIBR) §RT ¥R ST

1. Do you agree with the assessment made by the reporting authority with respect to the work output
and the various attributes in section IlI? Do you agree with the assessment of the Reporting
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)

1 3y RIS WReRr gRT 9—111 § MR TV G & Seared qern faft=1 favwdmen @ aw § @l T
e | FeHd 87 A1 Ny RuifeT WieR) gr, e & I8 § el Rue fordr o <& 8, @
IRV JUerEl 3R Feaqel fAwadel & IR § @1 T3 Wen ¥ 9end 87 (A o Rl @
AITHG Ahe & bl W 9T F AT el & o AU THIel S 9 & Bl § 3ifbd ) off
MG forg 2 TUT e Hfaftedl W AT xR &) |

‘ Yes/gl ‘ No/&l ‘

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

7d ® ferar 89 @ Refa § S9ar AR den aRor < |

3. Final score after review (out of 100) /F#eT @ 915 3AfcH 3fd (100 # ?5[)

Please tick (\/) the appropriate grade

HUT I I8 W ed (v) FY

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ - Good B — Average C — Below average
A+ -JHE A — 98 3T B+ — 37281 B — 3fI¥d C— g ¥ HH
Date /T Signature of Reviewing Authority / THET TSGR & B¥ER
T 1 TN L O
Place /T&M....coerererereeeenenns DeSIgNation / TGXITI.......veeeeeeeerseeseeseeseeeeeesesesesssesssseneesenens
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Name: Employee ID:

SECTION V - Acceptance
HT V — Fjliﬁ,l?l

To be filled by accepting authority

WHIRAT TSR §RT *RT 1Y

1. Do you agree with the remarks of the reporting / reviewing authorities?

w7 g RuffeT /awien wier) o fewht ¥ wewa €7

‘ Yes/gl ‘ No/&l |

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

ad ® frerar 89 @ Refa § S9ar AR den aRor < |

Date /T, Signature of Accepting Authority / TGIRAT TRIGRT & EXAER
NGME /.ot sttt sttt st st saesaesvesaeens
TSI s DeSIgNAtION / TGRITIT....ceoveeeeeeeeeeeeeeeeese e
15
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Name: Employee ID No.:

General guidelines for filling the APAR form
T e frwred Rurc (30dioT0smR0) BM MRA & forv ammy feemfads
1. Introduction

Rz

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
Reporting Authority, the Reviewing Authority and the Accepting Authority should, therefore,
undertake the duty of filling up the form with a high sense of responsibility.

e fwre qedied Rure (Todl0T03TR0) T #eeaqui awelial & | I8 el el & o fasr
& foly AT 3R AEaql IMSNI UG &l © | afely 79 Siftier &l Rue fordl o 7@ g,
Ruffer mfrer, Tlien TRERT dom TR RGN & 38 B B =1 @ gI¢T I SRR
B GG B AT PR AR |

b. Performance appraisal should be used as a tool for career planning and training, rather than a
mere judgmental exercise. Reporting 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 Reporting 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.

A e B SRIR A 3R YR & foly Ua SYSRY & ®Y H JART FA1 A1ey, A1 6l
oy & @1 yfbar & wu | RUST WRGRT 31 I8 g9 A1 @ity o 39l IaW Ud
ARBR BT f[AHRd $ & foly &, T T8 U el &HaT & IR H T T | SHDN Iqaed
ol @I @ YT T8, Mg I8 U fadrers Sy § | RuifeT witen, adien mitemR)
T TSGR TRFR gRT o ey @t Rue fordt o7 < & S yee # &, iRy a1
Ty @fddg & aR # RUIS o 9 g 781 a1fey |

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 Sfod U R &I & AR SR WIS Y < @ 917G WRT AT ARy | Rure @
IMHRAG AT el & 9 WA & oy 5 T oI5 W TN ¥ § SwtieiRal & Il aa
SO | et ot BT ar sfeR EfST 1 srgAfa T 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 Reporting 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.

b (Tes 1 aRfdd Yol ¥ & 3= H Bl drell Ul Ul & b I Aa g faam,
BRI IS AR YR S {7 o SUGRYT &1 Tl &, 1 DI (07 <7 B Uidar & w4, RuifeT
el T o SHfeery 1 RIS fordl o /&1 2, 31 a9 & SR A R R Mo =iy,
MM UGe &1 FHe & O G IR ITH MAeIH GIRIHD HSH 1Y ol | |

2. Section-l (Basic Information

| (T SIFR])

a. This Section should be filled up by the concerned officer/official. 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 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.
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Name: Employee ID:

I8 TUe FAd JRBRI / HHART §RT W_T ST A1V | RUC &1 3@fer & fofg ar ar gl Rt qy
& WaHdl &, I 9@ UE 91| A RAE o 3@l v gl 9¥ 8, SHaT deraR dad far S
IIRY; SRRV & o1g, 2015—16. AT RUIC BT F97 T Q1 99 A A @, fIRTE yR=T iR |aif o
fafdr &1 Jeorg febar ST ARy SEIERVT & fofy 10th RIAwR 2015-31 AT, 2016 |

b. The table relating to reporting, reviewing and accepting authorities is provided on the front
page of the APAR document for ease of filling. The name and designation of the Reporting,
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.

ROt o, afien ity qenm WG TReR & FfRad diferd 3 W o g & fog
TOUI0V03RO SIS & Y& Y6 W IUeTed hxardl W1 & | RUfST Wi, aelen wieier der
WIBIRAT TIGRT BT A1 eI Ug 3iferd fova v, anfes for sy @t R foredt o1 <@ & Som
I8 WK 8 T b IF gRI I8 RUIC {4 Aol o1 & |

c. 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 IS (IT) T S A 09 UG (IRafdd IS WS a9 SeH) qe A 8 98-y o
HRBRT 3T THHH U8 W BRI R & &, D Ga Afebd bl AT 2 |

d. 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.

A ¥ IR, radrer, YR A1 3 BRON & foly 1 39 WNT H 39 Sagwd @ oy & g
et ¥ T 3af BT Jeold BT SATCT | HIT forv 77 URierT & fdavor &1 Seor Y dferdr |
fam SIQTT |

3. Section-ll (Self-Appraisal)
-1 (3TcH G
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.

forg TR @1 RIS fordl S & I §RT S Y(HdT & Il & AR FauH el /IR
el B FT [T fIaRT AT AALAS B, S FAHRIE: ST 100 &I ¥ ARG el BT | 3Me e
w1 % 3 qoe B & B R o ARy |

b. The officer should specify the targets/objectives/goals set for himself/herself during the
session, and achievements or shortfalls against these goals.
AREN B FF b IRM W/ $ oy FMeiRa el /Saeal &R 39 @Al & ey ua
SURR A1 BT B fdhd H AR,

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

ARHN B 79 g 3 & T MaDd MG Hobad! & IR H TGN SUcel FHRaF! 811 | Ig
SIFERI FE A9 S ARy |

d. 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 GUe 1 05 4 SN B G WET Fdhdd JAM & G b 0 SRl /ugel Bl IR
IR BT ATER UG GRT & | FUAT JUATHS a1 AT JIAHI B AT Y1 SUSH AT P ISR e
& oy Ui SaTERYT URA dY | MU ST IUARRT W S Sl & forg ifRed e @
STINT X e ¢ |
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e. The officer should provide information on any additional qualifications obtained during the
session.
JRBRT BT T & SRE U {4t AfoRad I & aR § TFOR! U6 HRAT AR |

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 RGN & forv 9 & <RM S9e Ue9F W 799 O BT JaeR J&TH ol © a2l S Aal
BT gUF B Sl SID] A AR Y b ARM S GRT fba AT Feeqyol IATEM o | ARHRY Bl
faf¥re SRRV 9aM @ foiy Uicfed fhar ST @ 99 S §RT 1Y BIeTel /3 &7 UG febar
AT A7 |

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.

ST SIRIBRT &1 RUTe fordy o <& & S g1 S vy &3 T Soord fhar ST Sawad & o
TE T DA BT ST Gl BT AT URIETVT HRIGH H 9FT ofF Bl MARIGAT Heqd oval 8 | 39
gRT I fARME BT BT W1 Seeld fhal ST JMawd § il S g1 fhdil AR & # S6a dierdl
& I3 &g forg T § /a1 forg S wRafad & |

4. Section-lll (Appraisal)

111 (eich-)

a. Section lll is to be filled by the Reporting authority. The Reporting authority should provide

comments on the officer's accomplishments against objectives/goals for the session, their
extraordinary contribution, and any significant failure. The Reporting authority should also
comment on the skill up-gradation needs of the officer reported upon.
AT 3 RAST MR gR1 wR1 Srean | RuiféT wlerery @ 99 @& IRM JIfeR & dedl & ofea
IHD] U], IHD SFARRY IFEM iR febeft 1 wgcaqui fawerar W fewoll yaM el =1f2y |
RaiféT miRaR gRT o sifaRT @t Ruié fordl T R&1 & S DI & I~ 3 TG TR
A fewly < afey |

b. The Reporting authority should then provide numerical grades (against maximum points) for
each of the dimensions for evaluation (point 2 of Section Ill). The Reporting 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 RAIfT wRGRT & M 4 4 Ude & foly (W1 3 &1 45 2) Tde I8 YaH & alfey
(erRrram afr | w) | RUIfST SARERT & 3F UG HR | Ugel MM 3 & 3 M IR ARSI
gRT UG @f T3 fCwfoml o) &I | |eien ol areq | FdT S # QU 1Y 3l & 3R W Ud
T TPR (3() TS fohar S |

c. Section Ill also requires the Reporting 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:
9T 3 IR RAfET miter grr o= sifdard ot Ruid fordt o <81 @ Swa! JaafisT & ar &
feuefy HRAT SmavTd B | AfE IR feudl <7 W I W @l dad fawiy dafsar R &
AT @ B oaeaad T B iy 98 39 AeN forwe! Ui foredl o %81 § @ Afie siRk
dfgs AR o A eIF # @ 9ha1 7| 9IS W Wi dfem @ Re @ fog fEfoRea
yfesa &1 e fovam ST ARy |
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i. If the Officer’s integrity is beyond doubt, it may be stated.
AR B GAFER Aeg 9 W &, d SHPT a0 I |

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

IS PIg T AT AIE € Al Pletd Wiell BIg < aAT 1 TPR & HRIATET B

(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
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 T T A IR B T SHa! R IR TSR @ | e @ T Ui a1iies (e
A6 RUIS (T0H0T0R0) & Wrf ST IR ARSI Bl wol ol I8 GARed S b
qifesd HRIAE! Y & AQ| Sl 98 99d 7 2 fb qetrer o yia fGar o1 9@
W AIC SR S e Al RUICT ARBR I8 $ifchd o fob S SRSN & Bl bl o
Y Th T8 <l g1 I ARBR) b IR H HO el A Sl A HH B T R |
ag REa g & e |

(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 HRIEEl & URUTHREGRY HeE AT I R B O & d BRI Dl FeIITDT
AT @1 G T a1fieh e e RIS (TUioT03TR0) H TRTaR wa1al fdhal Sy |

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

I T T U B YRe B SR S A1 §9 A2 Bl Sol [hAT SN AT SH G BRI
@1 faftad wu & HaRa feam 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 PRI & URVIFRG®Y  Wag I7 Ud 7 A X 8N & 3R 7 & I g ERht
g O ARHRY & ARV BT AW Ve FHATGRT & foly <@ ST AN q1 I9a geard &l
SR 3ifdhd (@) qAT () SR BRIaTe! @1 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.

3 # RAfET mieRt @ e & forg ve wwr IS ifdd aRAT Smawd €| T U Sl b
IR W IS & AR fafed famam e aifdy |

5. Section-IV (Review)
HET—IV (SFHe)

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.
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T W THIET WRIGRY §RT *RT o1 € S99 g1 I8 3ifdd fmm o & {6 @ a8 Raifd st
B Ifhe ¥ AT 3 | 3T @1 Rfd §, 98 o1 & Saured A1 fbeel AR faviwame @ fawg 39
S & fow foU U afem # ST eider sifthd a) wddr 2| weAfy @ Ruft # 59 o7/ a5
D IS DI dlfcrpil ¥ S9d foy U 7T $ict &7 MR &I Aaehdhdl el ¢ |

b. The reviewing authority should review all sub-scores awarded in Section Il (point 2) by the
Reporting authority, and make changes where he/she feels the score should be different from
that awarded by the Reporting authority. Please note that the reviewing authority need not fill
all sub-scores, but only those where a change is deemed fit.

e WRERT a1 9T 3 ([R5 . 2) % RufT witiery grr oy T el SU ST o FEm HRe
TRy, T IS I8 AEGH ol & & 3f RufdT wiiery gr1 Ay v ofer & =1 g9 =ifey
98 93T IR Ghdl 8 | FUA S < b T TRSR I W ST 3fd WA B AaIdHd Tl §
3 T2l 3 W WTH 8 el W URac Sfed /Sl FHe 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 ARG I BT B AR W (100 H W) IFD foly U il & AR W T6 T IS ol
PRAT IS T |

6. Section-V (Acceptance)

ATV ()

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.

T8 AT WHIRAT WS gRT W1 1 & | 9 R I8 3ifba fbar & & fb a8 Ruifda
TIferepRY / e TR §RT fhy TV Sffche W WeHd © | ATeAfd & Refy & S 91 5 @ dnfore
H 39 I B fory AU Y BieM # 3AaT fIavvr 3R BROT feam ST 3naea 2 |
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7. Schedule for completion of APARs

T0dI0Y0SIR0 & URT BIF & fofy STl
Activity Cut-off date (for the
assessment year)
ERiczo o B 1 T (e ad
3 for)

Blank APAR form to be given to the officer reported upon by the Human 2" November 2017
Resource Division/Personnel Department, specifying the reporting officer
and reviewing authority 2 Jqw} 2017
o1 et @ Rure fordt ST & I Aa e I/ B famT g
el QodioN0sTR0 B feam g o RIS Siferr dem |eiem St
fAfdwe féy e |
Self appraisal 15" November 2017
Appraisal by reporting authority 30" November 2017
ReffeT gieer gRT Heaidd 30 TIGER 2017
Appraisal by reviewing authority 10" December 2017
e MRIRY §IRT Heaid 10 faFR 2017
Appraisal by accepting authority 20" December 2017
WHTRAT BRI §RT e 20 fERR 2017
Conveying adverse comments if any to officer reported upon 30" December 2017
fore e @ R fordy o <& & S99 IR # et fRwfrt aft a1 & 30 fawR 2017
al S5 AR Bl
Appeal against the adverse comments 30 January 2018
gferee fewftrl & Reeme ardiel 30 W 2018
Decision on the appeal 28" February 2018
Ffe R ol 28 R 2018
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