Annual Per formance Appraisal Report
Y U< Ud M Hedid Rulc
(For Head Teachers)

(e faerea & gRaar & forg)

Performance Appraisal Report for the period from 01.04.2016 to 31.03.2017
e el fwres Ruie @ 3@f¥ 01.04.2016 ¥ 31.03.2017

Reporting, Reviewing and Accepting Authorities for Head Teacher

= e @ fog R /adien / whaRar miReR)

Authority Name& Designation

EIEEAN]

Reporting

Rt

M U9 Ug

Reviewing

aHier

Accepting

IHTRAT

Note: The Head Teacher 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.

Fie:  fore g Rew @) K9S fordl] T & ges RaicT ST,/ GHET SIS/ FHHIRaT SIEETT
G TTH GRIT T B VT B JeST Vi @ Usd FUR B 4T @ [y dE
[REATT” ] T @ FHET B ey



Name: Employee ID:

SECTION | — Basic Information
HIT | — JATNRYd gd-l

Name of Institution

G B M

Institution ID

FRAT U 0

District

fSTer

General Information to be filled by the Head Teacher

T R1ed gRT W W dTell AHG ol

1. Name of the Head Teacher

T Rigid 1 M

2. Father’s Name

foar &1 9

3. Employee ID No.
HHARN] UEAH HHID

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

5. Designation

TS sl

6. Present Pay Scale and Grade Pay

T qd 909 9 IS 9

7. E-mail ID
3-Hd UgAH 0

8. Date of joining on the present station

T YAF R BRIR T80T G Bl fafey

9. Leaves availed of

forq 77 ararer
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Name: Employee ID:

Type of Leaves From To Days

giccdl &1 YbR q G fe=

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

¥ & IRE 5T T / yder e /AR / driemerer / ResR o # o fawy 3R o w
9T forn 9@ fqavo

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

HATHTCN GfRIEToT / SrRiemer &1 faaver forw 9T foram fawy g9 oM & faaxor wfed

Capacity Period
&HdT °
Venue Title of Training Subject Organized by
I yfwEror @7 eivd favg grr et [ o] To
w3 P9 dP

(As trainee)
riEg & U
i

(As trainer)
ferd &
U H
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Name: Employee ID:

11. Details on extra engagements Period
JfRad Fraf &1 faawor 3afy
From To Total
9 4 9 Th Bl
1. Number of Days spentin Board exam
invigilation
qre WIE3ll @1 e § Y Y prifeas
2. Number of Days spent in Board paper
evaluation
qre Wemsl & JATH § MY 1Y hrifeds

3. Number of Days spent performing Non
Teaching/Office related activities
R eIl / FrITery | g fafafey
TG Y Hrifead

4. Number of Days spent performing non
educational external assignment/s
R NIF I8 FRT H @Y TY prifea™

5. Adverse observations during  Board
Invigilation or Evaluation duty you conducted
IS IR SARANT JFeq0T AT Heich ¥ MU
ERT a5 €¢I & aRM 3MUs (g Ul
femofy

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

SIS AT RIS PriaTe! offtad (afe
PIE B) THAN <

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

4 YHIOIT BRaT § f WA GoT WS S8R 9el g |

Date /T e, Signature of Head Teacher / §&4 e & swRR
Name /MM ...
Place /MM.....ooveeeereereererennnn. Designation / T&HET.........coovvererrrens
4
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Name: Employee ID:

SECTION Il — Self Appraisal
Instructions:

AT 11 — (3T i)
e

The officer should use this opportunity to reflect upon his/her
performance during the year 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 year and specific
areas in which he/she feels the need to upgrade skills and attend training
programs. The officer is encouraged to cite specific instances/examples for
each of the above. It is mandatory to fill all fields in this section.

FRP T B IR ¥ B gRT AT B TS IUARMT T IqD gRT By MY Feaget
ANTEH /SH 9 @ IRM G @ foly FiRT dedi /Sewdl /el @1 99 & SR SHa! /S
UG W fOdd SR @ folU 39 aR BT ST I | 98 DI S+ & for o Gfieror sl
H 9T oM @ SR AEd ARaT 7/ IR ardel § an forr 2, eifed | R fafire et
7 JRPRY B SWITT § 9 IAd $ forv fafdre SeeRor /IR 3ifdd v & forv wiearfed faam
W 21 39 W ¥ wdl &3 @l HRAT AIfan 2|

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 P U PRt B Gl fAaRer|] 99 & SRE 9 uel /3l R BRi fhar T SHan
faaRor off wffaferd X | T 100 IR H |

tabulate your achievements & shortfalls against each target (e.g. targets in academic performance
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Name:

Employee ID:

/ enrollment / Children with Special Needs (CWSN) / civil works / remedial coaching / extra and co-

curricular work / other schemes / etc.).

e H 39 A /Il T fAawer < i g gy 3o fory <enfid vy Mg o A1 i amuw forg wenfua
fhy TT o ToT T W UAD T B YT AUD! Iy (ARfiag B)-Sudtert aor sa (Qefe
YR / AHIeR / fae saegdndr arel B (H0SegouH0gH0) / Rifder Fior / Suariee e o s

8 UIGIEH $R /31 AN STa)
Actual achievements & shortfalls against target/
gt objectives/goals for the current session
el T T3 & oy e /S<ed / el @ [9g
qRATdD IUCATSRIT 3R B

3. Key Performance Indicators (KPIs)

T e dadd (@0d103Ts0)

a. Internal Assessment Result / Continuous and Compehensive Evaluation (CCE)

HAR® qeIH / Tdlrol Ul / | 3R e el (Hiodiogo)

No. of Students in each grade/

2 % | o F nis i esch)
3 " E ;’E UG GEl H B ) G
*3%4% g B 2 A B c D E
) S - =
4 El SHET|E 2 E 5 ci T g _
=} S5 0 -
55| B kS o285 (>90% | (76-90% ) | (51-75%) | (33-50%) | (<33%)
Y“— N0 (=) Y—
5 sigs2fgs28|
g9 3| =2 %E 2z |&l=z5-
(Pass % = No. of students passed + total number of students appearedx100.)
(I % =IO BTN DT WA + | o dlel Bl BIAT Dbl G X 100.)
6
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Name:

Employee ID:

If you teach more than one subject, please mention marks for both subjects above.

A 3 T W A0 vF gerd & df w1 v & N H $W GE < |

b. Other External Assessments (such as Learning Level Assessments) — result for School

3 IR 3Mdher (SN b 3o Wk Re)— faermery & uRem

Number of Result of the
students Result of last
appearing in assessment/ assessment/
assessment/ I R D
ARG B TR B
7 IR B ST B o @
arel BT @l R aRomy
)

Grade Subject

s | faw

Grade Subject

P faw

Grade Subject

TS faw

c. Student’s Attendance

B3l B IURF

Number of Students/ BT3 &I T

Average attendance of students/‘&?ﬁ DI 3MNd SuRf

(Average attendance of students present in all working days during the year)

(R A1 H BEl ) sl SuRefe S 1 feas § IuRerd s 1)

d. Staff Meetings

T d5b
Number of Staff Meetings held in the year Number of staff meetings for which minutes
] . ) are avaialable
T H AT T Pl B A

W% d6hl Bl G&aT ST v Sucrer 2

e. Parent-Teacher Meetings, if applicable
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Name: Employee ID:

Afpas—fere doa, afe ar] &

Number of Parent Teacher Meetings held Number of Parent s-Teacher meeting attended

3mford Wodiono dopl bl e AT off T8 DNocI0W0 J3BT BT TR

f. SMC Meetings

THOTHOHI0 §3a
Number of SMC meetings held in the year Number of SMC meetings for which minutes are
: , , avaialable/
quy H AT THOTAORI0 5! B |

THOUHOHN0 d3hT I Gl foraT fAaror Suerey

g. Drop-out rate among pupils (cross (x) what is not applicable)

fqerery Bre drel Bl 3 &1 (S T T8l S (x) B )

Number of students in schools Number of students dropped Number of drop-outs/out of
. i i out during the session school children enrolled in
faemert # oAl @ A . .
school during the session
WE}% i Z. eIy e el due to officer’s efforts
BRI
faemery Bres arel /faemey &
9 & gedi B TF b AR
faemera # ey & yarr A
<IRge fear
h. Details on Financial Responsibilities
faciar fomreIRal &1 faaxor
Year | Amount of Date of Amount Whether UC Date of UC | Reason for
i funds/grants receipt Utilized submitted or | submission | non-
received not utilization, if
U BE | W @ SR | any
It g /3T | i oty LERIN] 1 SR | gm7 73
@ YA O O | o eeany | 99T A {6
FALACE | AR | T DR
PG e Prg &
i. Details of Audit
8
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Name:

j-

Jiffse @1 faavo

Employee ID:

Year
(e.g. 2015-2016)

(Serexumef 2015-2016)

Total Audit paras as on

1°t April of the year

¥ % 1 o BT G
siffee W1 @1 Hvar

Number of audit paras

ﬁ;groi)p:ﬁ%z i audit paras
BN 9 siffe I @ e

Number of balance

Details on applications / grievances etc. received and cleared

e / Ripradi SRR &1 fdavvr, Syt g e fueH fhy

Number of
applications/grievan

Number of applications/
grievances received in

Number of applications/
grievances disposed in

Balance number of
applications /

ces‘receiyed ti!l current Financial Year current Financial Year grievances
previous Financial | oo focha o ¥ o | i fa ad 4 frery | s/ Rt @ 2w
Nesal Ry o qo mﬁ/ﬁmﬁmﬁ il Y araaﬂ‘r/i%maﬂ# il =T
T et / Riorrai = siel|
CaRiEel

k. Completion of CCE records

0xl0g0 Rare 1 gufar

Number of students

BT & G

Number of students
whose CCE records
were completely filled

up

BT B G=T fod

w000 RprS guien
R fev Y

Number of students
whose CCE records
were partially filled up

BT & G od

Number of students
whose CCE records
were missing

Howogo Rars 3ifre
®I F W T

BT Bl G=T fo®

Hofogo Rare A &

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.
FUAT A QU TU WF A GEag [lled AR @ fawg By T BRI AT A g UBd AT S
SRl BT faRne IeeRvr (e &1 @) & &, U B | HUAT A < b ST Jedidd g7o1 STl

D 1 AT ST |

Dimension for evaluation

AHA & foIg ™

Comments of officer being evaluated

ST STl @1 e fhar I & Sa! fewfrat
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Name:

Employee ID:

. Academic skill / 31T I

Is focused towards improving the learning

level of students /El'IT*I'Cﬁ P WG B TR W
&I Bfgd FXT IR

Regularly visits/observes classrooms to
track whether effective learning is taking
place

YTl RIET & By UBGal qUl He—lefiien
Tfafaferl &1 uar e @ fore faere @

Initiates, implements and tracks various
initiatives for improved pedagogy and
classroom management practices /f?[&%UT
fa qe Fen-det yde Tl BT aal
I, 3% Y6 Al 0T S FIfad Hedl
g

Ensures regular CCE of students /ﬁ'&ﬁﬁ g
Y BE & Fq U4 Ad el (F0-030)

P GARET FRa 2 |

Is accessible to students/BTA @ foly XJeH g

. Mentoring & monitoring of teachers / Tt

DI FRM 9o Fag

Acts as guide for teachers on pedagogy and
classroom management

f37eTor faSTeT o el et YdEE Tl IR
AR & fov ARTeid &1 BRI BT 2 |

Maintains and keeps track of teacher-wise
self-observation records

AT h—dN IATH AdcAd ifﬁé RECIRGRIN
T & |

Provides continuous feedback to teachers -
invests time in individual development,
recommends trainings

frert 1 Faq wfafear <ar &—afdrrd
faer & way e eear €, ufderor @
RIpIRY el 2

Annual Performance Appraisal Report
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Name: Employee ID:

4. Encourages teachers to use Library,
Information and Communication
Technology (ICT) Labs and other facilities

5. D Bl JEIGIE, ol VaH HAR
grenfien (3mgoxocio) ofd qR 3 fdemsii
&1 TN A & oy Uiefed v 8

6. Is available and accessible to teachers

Rieral @ forg e 9 SUe @

c. Management & Administration of schools / J§&7 Tl el DI JINI

1. Prepares and implements School
Development Plan of the year

qffer Thet faer Ao o TR T 9 AR
Gl

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

TN DR /IS B R, BIIGH, Frorel,
el @1 gl S gRed avar @
e Refy IR FRIfd ®U W FaR oRaT @

3. Manages school ambience, environment
and discipline

AeTeld IRyl JATaRYT IR SR &
T Bl &

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

G, I FeRIan SR S1el 6% /o
@ 3G YSM B & Sfod yage gfded

5. Executes all administrative responsibilities

as School Head, acting as overall
planner/guide/ advisor and crisis manager

foermera qRear & wu H AHIBR /
TRTEed / AARHR T Wde YarIdh ST
qfadre # ol yerate freRar e

Annual Performance Appraisal Report
(For Senior Secondary / High School / Elementary School Heads)



Name:

Employee ID:

d. Community Engagement / X< I FRgdl

1.

Makes efforts to strengthen various
community engagement forums like SMCs
& SMDCs, BRC/ CRC/village council level
meetings, etc. regularly

fafr=1 FmeTde w4 S fob EoTHodl0 /
THOTHOI0™I0, §103TROI0,/ SHI03AROWT0 /
UM IRYE | ARG FEHIAIT BT AT
T B forv I dod! &1 e B/ B
foTe TRIRT el 2 |

Ensures regular interaction and active
participation of parents/guardians
regarding students' performance and
attendance

AT/ JfMTIad) & T BIE & YeuH
T S9! SuRerfa IR FRfd wu awe

Attitude & Dedication / #HIgfc 3R FHUT

Is reliable & punctual/fd¥aa=IIaT T4 9 &
el |

Shows sensitivity towards sutdents, teachers
and community

B3, AR T T & Ul FagTeilerd
Uq gfcrage

Performs role with highest level of devotion
and dedication

T SR 9T & W Bl BT Seadd W
R fydee

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)

FUIT XY (F) [REHR/FHA (T) FF & SR U $l T8 el a1 Ueier Araar (M) dig oy
TG, JSTEROGAT Bl AR AT BRI BT Aherdgad YRT BRI, faUvaR R e sierar
Y9 R GuR ([ URUMREa®Y §9d 3R @NTd @ dokil & Sy [demerd /ARl / Sal @l
BTIT) |

Annual Performance Appraisal Report
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Employee ID:

Name:

6. What are the factors that hindered your performance?

T B A BRG & ST BROT {9 YS9+ H G 37g?

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

W fafre el @ Sookd X O 3T (U DI &1 YRR SRIGH & AgH I S~a9 dxT Bl
JMARIHAT HeqH B @

For the current assignment:
T IR @ forw:
For your future career:
I W & dfew @ forw:
Date /e, Signature of Head Teacher /4% T & EXTER
Name /MM ...
Place /MM.....ocveeereereerenennnn. Designation / T&HET.........coovverrnrrens
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Name: Employee ID:

SECTION IIl = Appraisal
T I — (37TcH Hodidh)
To be filled by the Reporting Authority
ROFET AT gRT *RT ST 2

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

aua siferd o 5 oy FfoRed el & SR W e Yeaied 9 # AT Y IRt W wewd 8

Question /U Agree /qgHd Remarks / fewolt
1. On accomplishments of the work plan and
unforeseen tasks (Question 2 in Self Yes No D
Appraisal Section) / BRI UqH A /8 Ve
FR & R W w37 i ArT

T TreT T A = omreTeT TR

2. On results of key KPIs (Question 3 in Self
Appraisal Section) Yes No D
FodioaTso & gRomE W fewd) (e qeiew /F /T
W T Y3 7 3 b FER )

. . Yes No
Appraisal Section) . =i
I / SFTS (STH FeAlb AT T I 7 5 /R

& 2RTY_ 1Y)

3. On Awards/Honours (Question 5 in Self D

4. On Any additional academic / professional
qualification obtained during the session

(Question 5 in Self Appraisal Section) Yes No
9 & SR Bl ifaRad Netfore / Fawilie /i Vet
ARG I BT (A FedThT WHT BT Y2
5 3 ALR W)

5. On any exceptional contribution (Question
5 in Self Appraisal Section) Yes No
PIg Al fARTC INTH (31 e 9T BT| /7 /:@ﬁD
U 95 T IR R)

6. Significant failures in respect of his work
(Question 6 in Self Appraisal Section) Yes. No D
o & e ¥ P A s (| /T /T

Hellchd VN &l U9 9 8 & ARF UX)

14
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Name:

Employee ID:

Skill up-gradation needs as identified by the

officer (Question 7 in Self Appraisal Section)

JEBRY GRT BT BN I~ Bl UgdH
BT (ATH e | B U 7 7 & R

Yes /

No /

gl

w)

"L

P SUEA S AR W 1D | HUIT AT 11 B FHET B IR AT 37 S |

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

Annual Performance Appraisal Report
(For Senior Secondary / High School / Elementary School Heads)

Points by
Points reviewing
by authority
. Initials of
reportin(if different | oyiewing
Maximum g from authority
Dimension Points authorit  Reporting
R y authority) ICAING
: R TEaR! &
3 e o
qeeRl  giidier) gr o
g fu Rumem  F©
T e (afe Reife
TSR &
i %)
. Academic Leadership 20
Aefore g
. Is focused towards improving the learning 8
level of students
UG & WR R &I Bigd a9, ol
o one Heatda # fod o &
. Regularly visits/observes classrooms to 4
track whether effective learning is taking
place
yoTdl R & B Usefel qeT He—veifre
Tfafafert &1 udr e & for faere @
fafia feror / wematl @1 frRen
. Initiates, implements and tracks various 4
initiatives for improved pedagogy and
classroom management practices
fTeT0T I T e FeT YA Adheihi Bl
AT I, S8 Y% ST a1 Ig briffad
AT &
15




Name: Employee ID:

4. Ensures regular CCE of students 3

faffd ¥ & BE1 @ 9aq U4 @ud
T (Fowogo) & gHREd wwar 2|

5. Is accessible to students 1

ol & forg gem

b. Mentoring & Monitoring teachers/ﬁ[ﬂfﬁ 20
CIRSUNEIIGRIRG I

1. Acts as guide for teachers on pedagogy and 4
classroom management

freTor faSTeT o el et UdE ddbedl IR
JAD! & fov ANTeeld BT BRI BRar & |

2. Maintains and keeps track of teacher-wise 4
self-observation records
JAIH—IR H ATAH Rpls gl oI

Tl 2 |

3. Provides continuous feedback to teachers - 4
invests time in individual development,
recommends trainings

fRrer! d1 Faq wfafear <ar &—afdmrd
faprg & vy e eear € gl
fRrpTRYr el 2

4. Encourages teachers to use Library, ICT 4
labs and other facilities

D] Bl TRIBICTd, a1 UaH HAR
grenfien (@mgodocio) ofd qR 3 fesii
P I IR & o0 grered el @

5. Is available and accessible to teachers 4

el & fofy Gomr 9 Sueter ©

¢. Management & Administration of schools | 20
YdE T Whell BT T

1. Prepares and implements School 4
Development Plan of the year
qiiYer Thet faer Ao ol TR G 9 AR]

2. Ensures effective implementation of all 4

central/state policies, programs, schemes
and directives and communicates status
regularly

Annual Performance Appraisal Report
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Name: Employee ID:

T Bl /S DI A, BIRIGHT,
HRaT & 91 Rfd IR FrRifid w9 9 WOR
AT B

3. Manages school ambience, environment 4
and discipline

fererTera aTaraRY, FeRT iR SR &
e AT B

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

G, I FeRIaT SR S1el 6IE /e
& CH UG &R & Sfed Yage gfed

HRAT (AT el @ <)

5. Executes all administrative responsibilities 4
as School Head, acting as overall
planner/guide/ advisor and crisis manager

faermery gRear & U ¥ AGHIGR /
AAEYd / FARHR AT Adhe Jadh 3T
et § 94wt feeiRal &
femfed o=ar §

d. Community engagement/¥TH< I FH¥gdT 20

1. Makes efforts to strengthen various 10
community engagement forums like SMCs
& SMDCs, BRC/CRC/village council level
meetings, etc. regularly

fafr=1 wrgeriie w@i o9 b vHoTHodio /
THOTHOSI0¥10, dloarRowio / wiosRo¥i0 /
M URYE § AHRTIS FEHIRTAT Bl Ao
R B foly Fafia 9o & e o™ &

o0 TRy el 2 |

2. Ensures regular interaction and active 10
participation of parents/guardians
regarding students' performance and
attendance
HraT—fUdT / 3fTae! @ 91 B & UeeiE
AT D! IJuRYTT IR Fafa wu T

rfdad oar 2|
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Name: Employee ID:

e. Attitude & Dedication/ #[q o 3R T 20

1. Isreliable & punctual 8
fava=IadT vd wHY @ gEal |
2. Shows sensitivity towards sutdents, 6

teachers and community
BT3I, JLAUH] TN FYS & Ul HagTefieran
Uq gfcgga

3. Performs role with highest level of 6
devotion and dedication

T IR THUY & W Bl BT Ieadd
TR W fidgd

Total Score (out of 100)/%c 3i® (100 7 ):

3. Remarks on integrity :

Jafer aR femof

e

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

HUAT U 37 & AR W ST I8 W T (v) I

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 — 95 3F B+ — 37281 B — 3fId C- 3l ¥ HH
Date / Teeeerereeeeeene, Signature of Reporting Authority / RUIfET WIGRY & &wdeR
N EE T L= Y2 1 O
Place /M.....ccooveerrerereererennnn. Designation / TGWGI........couerveeeereeseeseeeeeeeseenesssess s senessanens
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Name: Employee ID:

SECTION IV — Review
AT IV — THIeT

To be filled by the Reviewing Authority
I YTRIBRT gRT H_T 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 Rt WReRY gRT 99 —11l § %R 70 S & Ieured o o= favivamen & aw § @l T
THiem ¥ WeAd 8?7 /7 A9 RuifeT witent g1, SReR & IR § el Ruid fordy W1 @) B, @
IRMRY JUeral 3R Feaqel fwadel & R § @1 T3 e W 9end 77 (3 o fvwani @
AITHG b & bl W 9T F AT el & o AU THe S 9 & Bl § 3ifbd N o
MG forg 2 TUT e ufafedt W A xR &) |

Yes/gl No/7gl

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

7d ® ferar 89 @ Rerfa § S9@T fAaRor den eRor < |

3. Final score after review (out of 100) /el @ 915 3AfcH 3fd (100 # @[)

Please tick (\/) the appropriate grade

FUIT I IS W eF (v) A
81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ SEHE A — I8 3781 B+ — 3T B — 3fI9d C— 3T & oA
Date /T Signature of Reviewing Authority / THET UTRIBRI & ¥R
NGME /Tt eercesre s t e t et st e st sae st e sasesaesaeevesanens
Place /MM.....coveeeeeereerenenan. DESIZNAtION / TGRITI.....oeeeeeeeee e e es e
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Name: Employee ID:

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

To be filled by the Accepting Authority
WIGIRAT RGN §RT - 9T &

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

I 319 RIS /e Wity &l fewoll & Hewd &7

Yes/&l No/&!

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

T ¥ = 29 @ Rafa § ST fqavor dor R &

Date /T, Signature of Accepting Authority / TIGIRAT TEIGRT & EXIER
NEE T TN 1 R
Place /M ....coveeeeeereereeeennn, DESIGNAtION / TGHTM...eeeoeeee s e eees s s ees s
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General guidelines for filling the APAR form
qiffe Jeaied e Ruié (TodiovodmRo) B W1 & o ammy feenfaew

1. Introduction/IRaY

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 qeared Rure (Qod0T0sTR0) T Aewqyl G&ad & | I8 el s & omi e
& foly AT 3R AEayl TSR YeH &l & | gafely o ifiiar &l Rue fordl o & g,
RUfET Uit Fien iRy T WHING WiieR! 3 39 M & W1 & $g¢1 gt fFHarl
P HIaT S AT BRAT AMRY |

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 HRIR AT AR YREI & Y U Ul & ®U # WA ST A1, 1 3
ol 1 @1 ufen & wu H| RUifT iterl @ I8 Ed 81 A1ty fh S9@T Sqaw Udh
ARBRT BT BT Bx @ foly &, b I8 AT el &9 & IR H OH 9o | AP 34a%d
el @I @ YT T8, Mg I8 U fadrers Sy § | RuifeT witen, adien mitemR
q WGIRAT MRSR gRT O ARSR &1 Rure foredl o1 W& € S yeee # o), Tuiky a1
T Afddd & IR § RUE o+ 9 g 981 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 Sfod ST 3R &I & AR SR WIS GHY <F & 917G WRT AT ARy | Rue @
FHRAG T A & | WA & folg a1 71 &g W YA ST | SRl & udl g
TG | et o i ar afvar AT @ srgAfar T8 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 (o7 o SUGRYT &1 [l &, 1 DI o7 <7 B Widar & wu 4§, RuifeT
eI den ot AN @1 Rulc feredl o %81 €, @1 a¥ & SR R sRie W) e =y,
Tl Yz & Tl & I Fah AR I AaWdh GRS Had S ol G |

2. Section-I (Basic Information)/TTT—| (el SIRCAN)

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, 2015-16. 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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I8 TUe FAd JRBRI / HHART §RT W_T ST A1V | RUC &1 3@fer & fofg ar ar gl Rt qy
B WAl &, I SFH UE 91| A KA o 3@l th gl 9v 2, SHaT deaR Had i e
IIRY; SRR & fo1g, 2015—16. AT RUIC BT F97 o Q1 99 ¥ ¥ @, fARTE UR=T iR |aif o
ff3r &1 Jeorg fbar ST A1RY SIIERVT & foY 10th RIATRR 2015 — 31 A4, 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.

RaffeTT i, afier wiferery qen W TReR) & FwRad diferdl 3 W+ | g & fog
TOUI0V03RO SIS & Y& Y6 W IUeTed hxardl W1 & | RUfST Wi, aeien widier e
WHIRAT WBRI BT M 7 e 3ifdhd fobar S, arfes o sifany &1 Rurd foredt o <2 & Sa
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 30 TAHH U8 W BRI R &1 &, DI GaT Al bl ST 3 |

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-I| (Self-Appraisal)/¥FT—Il (3T JeAidH)
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.

forT ARBRT &1 RIS foredl ST & I gRT IW! YAl & Igawdl & JFTAR FaueH eiore /IR
el BT FT [T fIaRT AT AALAS B, S FHRIE: ST 100 TR ¥ ARG el BT | 3me e
w1 3 T g B & ©Y 4§ Rar o IRy

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 IRF W/ $ oy FMeiRa dedi /Seedl iR 39 ddl & ey ua
SRR a1 B B ifdd e ARy,

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

RPN BT T9 975 3 & A ATGLD UG Hehebl B R H AFGNI Suctel dxaril 11l | I8
SHRT el W S AR |

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 fdg 4 SN B G& WET Fdhad JAM & G b 0 SRl /ugel Bl IR
IR BT ATER UG GRAT & | FUAT JUATHS a1 AT JIIHI B A Y SUSH AT Pl ISR B
& oy Ui SaTERYT WA Y | MU AT IUARRT W UHE Sl & forg JifRed wie @
STANT 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 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.
I 2 ARER & folT a9 & IRM SHS YSIH W A9 G $T 3R UG dxal & q S9 Aal
@1 guF B Sl TP A FTAR aY b AR S gRT febdl AT AEAYU] AT o | ABRI Pl
fafire ISTER 9 @ folg UicHTied fohar ST & o1 I 8T 310 DIeTel /MM &l UG ol
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.

1 arfereert @ Rure fordt S %81 & 99 g7 S fa9y el 1 Seorg fhdr ST amawd & o
TE T DA BT SIAT Gx BT AT YISV FIRAGH H FRT ofF DI MIRIGAT Teqd bl ¢ | 34
gRT S faf¥re deAl &l W Sooig T ST Mades & o 99 gIRT el fafdre e & Soa diere
& IYIA TG foly T 8 /A1 foly S yanfad 2 |

4. Section-lll (Appraisal)/¥TT—II| (ﬂ?&'ﬁﬁ)

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 RAFST WRER gR1 wR1 Sean | RuiféT wierery @ 99 @& SRM e & dedl & oy
D] U], IHD SFARRY IFEM R fbeft 1 Hgcaqui fawerar W fewoll yaM el =1fey |
R mitreRt gRT foma SR @1 Ruic fordl S X&1 € S9d DY & IS99 @ MaeIdhd] W
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 lll). 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 R wReRT & M 4 9 yde & foly (| 3 &1 6 2) TS I8 YaH & Ity
(erRrre ofepr H ¥ | RUIfST SARERT & 3F UG B | Ugel WM 3 & 3 M IR ARSI
gRT USH & T3 fCuldry ol ea & |eienm Sl aney | it sl # f3U 10 3fdl & R W T
T THR (3() UeH foar 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:

AT 3 IR RAfET miter gR1 fom sl @ Rurd fordt o &) & S9a! gafeT @ an o
feufl a1 s 2| ST IR o) ¢ Wy S WY Bl ddd fowiy Iafedr IR &
AT T 1 A Tel § Ay 98 I AUBR) forga! Ruie fordl o1 <@ © @1 Afid ok
difg® ER! B N I § W ol | FAMKT F THRT Bl o R & forv ol
HfbaT BT U fhar ST ARy |
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If the Officer’s integrity is beyond doubt, it may be stated.

ARHRY B SAFGR Heg ¥ W &, A SHdT a0 I |

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

IS PIg I AT AT © A Dletd Wil BIS < AT 19 TPR I SIS I

(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 FeT [ Ale TIR X T SHa! RAfT IR THaR! @ | F @1 T I afe e
et RAre (TodlogosrRo) & A1 AT aRS R @I 9o S I8 gHREd e &
qifesd Priare! e & S| S8l I8 WG 7 8l & G B YW fhar S ga A
W AIE IR0 S e Al RIS ARHR I8 sifchd o fob S SNl & il Bl wafw
T TP el <l A1 I ARG &b IR H KB el A1 SIGT 1 HHA 81 T MR |
g8 f¥ed g o) W |

(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 PRIAE & URUTHREwRY |9E AT IH R B G & A SN Bl FITCT
YHITOT 1 STY T aifies fwree Hedid Rure (YotovosiRo) H TRIAR gwral fohar oI |

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly

communicated to the officer concerned.

I WA A 9 B gfe & A 2 AN 39 T2 BT <ol oA Y qAT 3 TR ABRY
@1 fafad U & HamRa 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 BRI & URUFRG®Y  Hag I7 Ud 7 A §X 8 & IR 7 & IT0! e BRil
g 1 ARBRY & ARV BT AT T FHATAR & foly <7 O ALY AT S 9T &
SR i (@) T () AR HRIATE! @1 Y |

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 # Rufé gier) o et & forv v wqy U sifhd oeaT ade 2 | 38 U 3idl &
FER W IS & FFAR fAfed fdar S =iy |

5. Section-IV (Review)/H—IV (F#el)

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.

TE W FHIET RGN §RT ¥RT ST & S &K1 I8 3ifdhd a1 O & {6 @1 98 RIS iferer
@ 3G ¥ MeAd § | SRTeAta @ Rufd # 98 &1 & Scred a1 b &R el & fiwg 39
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SEe¥d & for faU 7T S # 310 S sifed ax wadhar 2 | Wedta @ Refd § 39 07/ Frf
@ IUTEH B DR § S9G folg ST Y BieM B 1R PI 3MaeIHar 72l 2 |

b. The reviewing authority should review all sub-scores awarded in Section Ill (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 WTRIBRT @1 91T 3 ({5 7. 2) # RuIfT WivaRl gRT QU U &1 I 3i! B |elem el
TRy, T AT T8 Weqw el € o afe RufdT witer grr faw 1w sfer & ey @ @iy o
98 931G IR Fohdl @ | FUA S < b T TSR I T ST 3fd WA B A Tl §
AU TET 3P W T & 98l W IR Sfod /b Tl I |

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 HIRIT T SBI B AR W (100 H W) IFD folY U il & AR W (& T IS ol
PRAT AT ¢ |

6. Section-V (Acceptance)/¥T -V (Rﬁﬂjﬁf)

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.

g AN WIHIRAT TR §RT WRT WIFT 8| 99 gRT g 3ifdd fbar o & & a8 Raifcw
TIRIGIRT /e TIHRT gRT 6y TV afider ¥ Fedd ¢ | 3Tgfd @1 RUfd # S 4N 5 @1 dlferdr

4 39 I32W & foly U MU BicM # ST fIaR0T QIR HROT fem ST Qawad 2 |
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Name:

7. Schedule for completion of APARs

Employee ID:

TOUION03TRO & TRT &M & fof SRl
Activity Cut-off date (for the
IERIETRIE assessment year)

AN B I I (aeher ay

& forg)

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

2" November 2017

and reviewing authority 2 Jqw} 2017

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

GTell TOR0T0MR0 BT feam e forrd RuiféT fdary qem wHlen sifiary

fAfdse fg Qe |

Self appraisal 15" November 2017
S e 15 IR 2017

Appraisal by reporting authority

30" November 2017

Reffest witard &l W 30 AdrN 2017
Appraisal by reviewing authority 10" December 2017
R R T e 10 fawR 2017
Appraisal by accepting authority 20" December 2017
SR G A 20 fewwR 2017

Conveying adverse comments if any to officer reported upon

o TR 1 Rurd fordl 1 <81 @ S9a IR # ufiad fewfiry afe 5% @

30" December 2017

0w TR e 30 fewwR 2017
Appeal against the adverse comments 30" January 2018
yfdaa fewftrl & Raed srdiet

30 TNl 2018

Decision on the appeal

qfid W o

28" February 2018
28 RN 2018
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