
 
Annual Performance Appraisal Report 

Okkf”kZd izn’kZu ,oa vkRe ewY;kadu fjiksVZ  
 

(For Senior Secondary / High School / Elementary School Heads)  
(ofj”B ek/;fed fo|ky;@mPp fo|ky;@ekSfyd fo|ky; ds eqf[k;k ds fy,½ 

 

Performance Appraisal Report for the period from   01.04.2016  to 31.03.2017 

okf”kZd ewY;kadu fu”iknu fjiksVZ dh vof/k 01.04.2016  ls 31.03.2017 

 
Reporting, Reviewing and Accepting Authorities for officer 

vf/kdkjh ds fy, fjiksfVZax vf/kdkjh@leh{kk vf/kdkjh@Lohdkfjrk izkf/kdkjh 

 
Authority  

izkf/kdkjh 

Name & Designation 

uke ,ao in 

Reporting 

fjiksfVZax 

 

Reviewing 

leh{kk 

 

Accepting 

Lohdkfjrk 

 

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.  

uksV%  ftl vf/kdkjh dh fjiksVZ fy[kh tkuh gS mlds fjiksfVZax@leh{kk@Lohdkfjrk izkf/kdkjh }kjk muls lEcfU/kr 

 oxksZ dks Hkjus dh ‘kq:vkr djus ls igys ^^vikj QkeZ Hkjus ds fy, lkekU; fn’kkfunsZ’k^^ dh lko/kkuh ls 

 leh{kk djuh pkfg,A  
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SECTION I – Basic Information 
Hkkx I & vk/kkjHkwr lwpuk 

Please fill the information below to the best of your knowledge. It is 
compulsory to fill all fields. The form has an undertaking testifying the 

truthfulness of the information at the end. 
 d`Ik;k vius loksZre Kku vuqlkj uhps nh xbZ tkudkjh HkjsaA lHkh {ks=ksa dks Hkjuk vfuok;Z 

gSA QkeZ ds vUr esa tkudkjh ds lR;kiu ds fy, dFku fn;k x;k gSA  

Name of Institution            : 

laLFkk dk uke                          : 

Institution ID                         : 

laLFkk igpku ua0                       : 

District                                    : 

ftyk                       : 

General  Information to be filled by officer 

vf/kdkjh }kjk Hkjh tkus okyh lkekU; lwpuk  

1. Name of the Officer 

vf/kdkjh dk uke 
 

2. Father's Name 

firk dk uke 
 

3. Employee ID No. 

deZpkjh igpku dz0 
 

4. Gender(M/F) 

fyax ¼iq:”k@efgyk½  
 

5. Designation 

in laKk 

  

6. Present pay Scale and Grade pay  

orZeku ewy osru o xzsM osru  

 

7. E-mail ID 

bZ&esy igpku ua0 

 

8. Date of joining in the present station 

orZeku LFkku ij dk;ZHkkj xzg.k djus dh frfFk 

 

9. Leaves availed of 

fy, x, vodk’k 

 

 

Type of Leaves 

NqfV~V;ksa dk izdkj  

From 

ls 

To 

rd 

Days  

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

o"kZ ds nkSjku ftu izf’k{k.k@izos’k izf’k{k.k@lsfeukj@dk;Z’kkykvksa@fjQzs’kj dkslZ esa ftl fo”k; vkSj LFkku 

ij Hkkx fy;k mudk fooj.k  
 

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

lsokdkyhu izf’k{k.k@dk;Z’kkyk dk fooj.k ftuesa Hkkx fy;k fo”k; ,oa LFkku ds fooj.k lfgr 

Capacity 

{kerk 

Venue 

LFkku 

Title of Training 

izf'k{k.k dk ‘kh”kZd 

Subject 

fo"k; 

Organized 
by 

}kjk vk;ksftr 

Period 

vof/k 

From 

dc ls 

To 

dc rd 

(As trainee) 

izf'k{kq ds :i esa 

      

(As trainer) 

izf’k{kd ds :i esa 

      

11. Details on extra engagements 

vfrfjDr dk;kZsa dk fooj.k 

Period  

vof/k 

 From 

dc ls 

To 

dc rd 

Total 

dqy 

i. Number of Days  spent performing 
Board exam invigilation 

cksMZ ijh{kkvksa dh vUoh{k.k esa yxk, x, dk;Zfnol 

   

ii. Number of Days spent performing Board paper evaluation 

cksMZ ijh{kkvksa ds ewY;kadu esa yxk, x, dk;Zfnol 

   

iii. Number of Days  spent performing Non Teaching/Office 
related activities 

xSj ‘kS{kf.kd@dk;kZy; ls lEcfU/kr xfrfof/k;ksa esa yxk, x, 

dk;Zfnol 

 

   

iv. Number of Days  spent performing non educational 
external assignment 

xSj ‘kS{kf.kd ckgjh dk;kZsa esa yxk, x, dk;Zfnol 

   

v. Adverse observations during Board Invigilation or 
Evaluation duty you conducted 

cksMZ }kjk vk;ksftr vUoh{k.k ;k ewY;kadu eaas vki }kjk nh xbZ 

M;wVh ds nkSjku vkids fo:} izfrdwy fVIi.kh 

 

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

vuq’kklukRed ;k vkijkf/kd dk;Zokgh  yfEcr ¼;fn dksbZ gS½ tkudkjh nsa  

 

 

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

eSa izekf.kr djrk gwa fd mijksDr lwpuk esjs Kku vuqlkj lgh gSA 

Date@frfFk.............................                                                              Signature of Officer@vf/kdkjh ds gLrk{kj 

                    Name@uke…………………………........... 

Place@LFkku………………...........                Designation@inlaKk…………………… 
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SECTION II – Self Appraisal 
Hkkx II & ¼vkRe ewY;kadu½  

 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.  

 vf/kdkjh l= ds nkSjku Lo;a ds }kjk vftZr dh xbZ miyfC/k;ksa ;k mlds }kjk 

y{;ksa@mís” ”kZu ij fparu djus ds 
fy, bl volj dk mi;ksx djsA og dkS”ky mUu;u ds fy, fdu izf”k{k.k dk;ZØeksa 
esa Hkkx ysus dh t:jr eglwl djrk gS@izf”k{k.k dk;ZØeksa esa Hkkx fy;k gS] vafdr 
djsA ftlesa fof” ”

mnkgj.k@mnkgj.k vafdr djus ds fy, izksRlkfgr fd;k tkrk gSA bl [kaM esa lHkh 
{ks=ksa dks Hkjuk vfuok;Z gSA  

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. 

l= ds nkSjku fd, x, dk;ksZa dk laf{kIr fooj.kA l= ds nkSjku ftu inksa@LFkkuksa ij dk;Z fd;k x;k] mudk 

fooj.k Hkh lfEefyr djsaA yxHkx 100 ‘kCnksa esaA  

 

 

 

 

 

 

  

 

mailto:gS@izf
mailto:mnkgj.k@mnkgj.k
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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.). 

 la{ksi esa mu y{;ksa@mn~s’;ksa dk fooj.k ns tks vki }kjk vius fy, LFkkfir fd, x, Fks ;k tks vkids fy, LFkkfir 

fd, x, Fks rFkk buesa ls izR;sd y{; ds izfr vkidh miyfC/k ¼lkj.khc} djsa½&miyfC/k;ka rFkk dfe;ka ¼’kS{kf.kd 

izn’kZu@ukekadu@fo’ks”k vko’;drk okys Nk= ¼lh0MCY;q0,l0,u0½@flfoy fuekZ.k@mipkjkRed f’k{kk rFkk vU; 

lg ikB~;dze dk;Z@vU; ;kstuk,a bR;knh½ 

 

Target 

y{; 

Actual achievements & shortfalls against target/ 
objectives/goals for the current session 

orZeku l= ds fy, y{;@mns’;@y{;ksa ds fo:} 

okLrfod miyfC/k;ka vkSj dfe;ka 

  

  

  

  

  

  

  

  

  

 

 

 

 

 

 

 

 

3. Key Performance Indicators (KPIs) 

eq[; fu”iknu ladsrd ¼ds0ih0vkbZ0½ 

a. Board Examination result details for classes X and XII – if applicable 

cksMZ+ ijh{kk ifj.kkeksa dk fooj.k& ;fn ykxw gks 
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Sr. 
No 

dz0 

Class 

d{kk 
Academic 

Session 

‘kS{kf.kd l= 

No. of Students 
appeared 

ijh{kk es Hkkx ysus okys 

Nk=ksa dh la[;k  

Those who secured 

ftUgksusa izkIr fd, 

Pass 
%age 

Ikkl 

izfr'kr 

>90% 
76-
90% 

50-
75% 

<50%  

  
 
 
 

X 
 

Previous 
Session 

fiNyk l= 

      

XII       

 X 
 

Appraisal 
Session 

ewY;kadu l= 

      

XII       

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

(mRrh.kZ %  = mRrh.kZ Nk=ksa dh la[;k ÷ Hkkx ysus okys dqy Nk=ksa dh la[;k X 100.)) 

 

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

vkarfjd ewY;kadu@urhts izfr’kr@lrr vkSj O;kid ewY;kadu ¼lh0lh0bZ0½ 

C
la

ss
/ 
d
{k
k 

Su
b

je
ct

/ 
fo
"k
;

 

N
o

.  
o

f 
st

u
d

en
ts

/ 
i
j
h{
kk
 
e
sa 
N
k=
ksa 

d
h 
m
i
fL
Fk
fr

 

w
h

o
 a

p
p

ea
re

d
 

N
o

. o
f 

st
u

d
en

ts
  

w
h

o
 p

as
se

d
/ 
i
kl

 

P
A

SS
 %

/ 
i
kl

 
i
zfr
’
kr

 

N
o

. o
f 

st
u

d
en

ts
 w

h
o

 f
ai

le
d

/ 

Q
Sy
@

v
l
Q
y

 

No. of Students in each grade/ 

 izR;sd d{kk esa Nk=ksa dh la[;k 

A 

d  

(>90% ) 

B 

[k  

(76-90% ) 

C 

x  

(51-75%) 

D 

?k  

(33-

50%) 

E 

M+  

(<33%) 

 

 

         

 

 

         

 
 

         

 
 

         

 
 
 
 

         

(*Pass percentage = Number of students who passed / Total number of students appeared X 100) 

(ikl izfr’kr = ikl gq, Nk=ksa dh la[;k @ mifLFkr Nk=ksa dh dqy la[;k X 100) 
 

(*If you teach more than one subject, please mention marks for both subjects above) 

vxj vki ,d ls vf/kd fo”k; i<+krss gSa rks] dÌk;k nksuksa fo”k;ksa ds vad HkjsaaA 
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c. Other External Assessments (such as Learning Level Assessments) – result for School 

vU; ckgjh vkdyu ¼tSls fd vkadyu Lrj lh[kuk½& fo|ky; ds ifj.kke  

  

Number of 
students 

appearing in 
assessment/ 

ewY;kadu esa 

mifLFkr gksus okys 

Nk=ksa dh la[;k 

Result of 
assessment/ 

lh[kus ds Lrj ds 

vkdyu ds 

ifj.kke 

Result of the 
last 

assessment/ 

lh[kus ds Lrj ds 

fiNys ewY;kadu 

dk ifj.kke 

 

Grade ___ 

   xzsM       ___ 

Subject ______________ 

 fo"k;       ______________ 

      

Grade ___ 

xzsM       ___ 

Subject ______________ 

 fo"k;       ______________ 

      

Grade ___ 

xzsM       ___ 

Subject ______________ 

 fo"k;       ______________ 

      

d. Student’s  Attendance 

Nk=ksa dh mifLFkfr 

Number of Students/Nk=ksa dh la[;k Average attendance of students/Nk=ksa dh vkSlr mifLFkfr 

  

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

(iwjs lky esa Nk=ksa dh vkSlr mifLFkfr tks dk;Z fnol esa mifLFkr jgsA) 
 

e. Staff Meetings  

LVkQ cSBds  

Number of Staff Meetings held in the year 

o"kZ esa vk;ksftr LVkQ cSBdksa dh la[;k 

Number of staff meetings for which minutes 
are avaialable 

LVkQ cSBdksa dh la[;k ftudk fooj.k miyC/k gS  

  

f. Parent-Teacher Meetings, if applicable 

vfHkHkkod&f’k{kd cSBds] ;fns ykxw gks  

Number of Parent Teacher Meetings held 

 vk;ksftr ih0Vh0,0 cSBdksa dh la[;k 

Number of Parents-Teacher meeting attended 

Hkkx yh xbZ ih0Vh0,0 cSBdksa dh la[;k 

  

g. SMC Meetings 

,l0,e0lh0 cSBdsa  

Number of SMC meetings held in the year 

o"kZ esa vk;ksftr ,l0,e0lh0 cSBdksa dh la[;k 

Number of SMC meetings for which minutes 
are avaialable 

,l0,e0lh0 cSBdksa dh la[;k ftudk fooj.k miyC/k gS  
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h. Drop-out rate among pupils (cross (x) what is not applicable) 

fo|ky; NksMus okys Nk=ksa dh la[;k ¼tks ykxw ugh mls (x) Økl djsaa½  

Number of students in schools 
under your jurisdiction  

vkids v/khu fo|ky;ksa esa Nk=ksa dh 

la[;k 

Number of students dropped 
out during the session 

l= ds nkSjku fo|ky; NksMus okys 

Nk=ksa dh la[;k 

Number of drop-outs/out of 
school children enrolled in 
school during the session 

due to officer’s efforts 

fo|ky; NksMus okys@fo|ky; ls 

ckgj ds cPpksa dks l= ds nkSjku 

fo|ky; esa vf/kdkjh ds iz;klksa 

ls nkf[kyk fn;k x;k 

Primary Schools 

izkFkfed fo|ky; 

  

Middle Schools 

ekSfyd fo|ky; 

  

High Schools 

mPp fo|ky; 

  

Senior Secondary Schools 

ofj”B ek/;fed fo|ky; 

  

i. Details on Financial Responsibilities 

foRrh; ftEesnkfj;ksa dk fooj.k  

Year 

o"kZ 

Amount of 
funds/grants 

received 

izkIr /ku@vuqnku 

dh jkf’k  

Date of 
receipt 

izkIr gksus 

dh frfFk 

Amount  
Utilized 

iz;ksx dh 

xbZ jkf’k 

Whether UC 
submitted or 

not 

D;k mi;ksfxrk 

izek.k i= tek 

djok, x, gS 

;k ugh 

Date of UC 
submission 

mi;ksfxrk 

izek.k i= 

tek djokus 

dh frfFk 

Reason for 
non-

utilization, if 
any 

iz;ksx u fd, 

tkus dk dkj.k] 

;fn dksbZ gks 

       

       

       

       

j. Details of Audit 

vkWfMV dk fooj.k 

Year 
(e.g. 20015-2016) 

o”kZ 

¼mnkgj.kkFkZ 2015&2016½ 

Total Audit paras as on 
1st April of the year 

o"kZ esa 1 vizSy dks dqy 

vkWfMV iSjk dh la[;k 

Number of audit paras 
dropped 

Mªki fd, x, vkWfMV iSjksa 

dh la[;k 

Number of balance 
audit paras 

‘ks”k vkWfMV iSjksa dh la[;k 
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k. Details on applications / grievances etc. received and cleared 

vkosnukas@f’kdk;rksa bR;knh dk fooj.k] tks izkIr gq, rFkk fuiVku fd, 

Number of  
applications/grievances  

received till previous 
Financial Year 

fiNys foRrh; o”kZ rd izkIr 

vkosnuksaa@f’kdk;rksa dh la[;k 

Number of 
applications/ 

grievances received 
in current Financial 

Year 

orZeku foRrh; o”kZ esa 

izkIr 

vkosnuksa@f’kdk;rksa dh 

la[;k 

Number of 
applications/ 

grievances disposed 
in current Financial 

Year 

orZeku foRrh; o”kZ esa 

fuiVk, x, 

vkosnuksa@f’kdk;rksa dh 

la[;k 

Balance number 
of applications /  

grievances 

vkosnu@f’kdk;rksa 

dh ‘ks”k la[;k 

    

l. Completion of CCE records 

lh0lh0bZ0 fjdkMZ dh iw.kZrk 

Number of students 

Nk=ksa dh la[;k 

Number of students 
whose CCE records 

were completely filled 
up 

Nk=ksa dh la[;k ftuds 

lh0lh0bZ0 fjdkMZ iw.kZr;k 

Hkj fn, x, 

Number of students 
whose CCE records 

were partially filled up 

Nk=ksa dh la[;k ftuds 

lh0lh0bZ0 fjdkMZ vakf’kd 

:i ls Hkjs x, 

Number of students 
whose CCE records 

were missing 

Nk=ksa dh la[;k ftuds 

lh0lh0bZ0 fjdkMZ xqe gS 

    

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. 

dÌ;k uhps fn, x, LFkku esa lwphc} ewY;kadu vk;keksa ds fo:} fd, x, dk;Z ;k dh xbZ igy ;k mRd̀”V 

miyfC/k;kas dk fof’k”V mnkgj.k ¼;fn gks rks½ ds lkFk] o.kZu djsA dÌ;k /;ku ns fd vkidk ewY;kadu bUgha vk;keksa 

ds lkFk fd;k tk,xkA   

Part-I-Own Role as School Head 

Hkkx&1&fo|ky; eqf[k;k ds :i esa Lo;a dh Hkwfedk  

Dimension for evaluation 

ewY;kadu ds fy, vk;ke 
Comments of officer being evaluated 

ftl vf/kdkjh dk ewY;kadu fd;k tkuk gS mldh fVIif.k;ka   
a. Academic skill/‘kS{kf.kd dq’kyrk 

i. Is focused towards improving the learning 
level of students   

 ckydksa ds lh[kus ds Lrj ij /;ku dsfUnzr djus 

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

 izHkkoh f’k{k.k ds dbZ igyqvksa rFkk lg&’kS{kf.kd 

xfrfof/k;ksa dk irk yxkus ds fy, fo|ky; dk 

fu;fer fujh{k.k@d{kkvksa dh fuxjkuh 

 

iii. Initiates, implements and tracks various 
initiatives for improved pedagogy and 
classroom management practices  

 f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa dk 

irk yxkuk] mUgsa ‘kq: djuk rFkk mUgsa dk;kZfUor 

djrk gS 

 

iv. Ensures regular CCE of students  

 fu;fer :i ls Nk=ksa ds lrr~ ,oa O;kid ewY;kadu 

¼lh0lh0bZ0½ dks lqfuf’pr djrk gSA 

 

v. Is accessible to students 

 Nk=ksa ds fy, lqyHk gS 

 

 

b. Mentoring & monitoring of teachers/f'k{kdksa dh fuxjkuh rFkk lykg 

i. Acts as guide for teachers on pedagogy 
and classroom management  

 f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa ckjs 

v/;kidksa ds fy, ekxZn’kZd dk dk;Z djrk gSA 

 

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

 v/;kid&okj vkRe voyksdu fjdkMZ j[krk rFkk 

lEHkkyrk gSA 

 

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

 f’k{kdksa dks lrr~ izfrfdz;k nsrk gS&O;fDrxr 

fodkl esa le; fuos’k djrk gS] izf’k{k.k dh 

flQkfj’k djrk gS 

 

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

 v/;kidksa dks iqLrdky;] lwpuk ,oea lapkj 

izks|ksfxdh ¼vkbZ0lh0Vh0½ ySc rFkk vU; lqfo/kkvksa 

dk mi;ksx djus ds fy, izksRlkfgr djrk gS 

 

v. Is available and accessible to teachers 

 f’k{kdksa ds fy, lqyHk o miyC/k gS 

 

 
c. Management & Administration of schools/izca/ku rFkk Ldwyksa dk iz’kklu 

i. Prepares and implements School 
Development Plan of the year   
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 okf”kZd Ldwy fodkl ;kstuk dh rS;kjh o mls 

ykxw djuk   

 

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

lHkh dsUnzh;@jkT; dh uhfr;ka] dk;Zdzeksa] 

;kstukvksa] funs’kksaZ dk izHkkoh dk;kZUo;u lqfuf’pr 

djrk gS rFkk fLFkfr ckjs fu;fer :i ls lapkj 

djrk gS 

 

iii. Manages school ambience, environment 
and discipline   

fo|ky; okrkoj.k] i;kZoj.k vkSj vuq’kklu dk 

izcU/k djrk gS 

 

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

lalk/ku] foRrh; lgk;rk vkSj MkVk laxzg@lwpuk 

ds vknku iznku djus ds mfpr izca/ku lqfuf’pr 

djuk ¼ckgjh i{kksaa ds lkFk½ 

 

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

fo|ky; eqf[k;k ds :i esa ;kstukdkj@ 

ekxZn’kZd@ lykgdkj rFkk ladV izcU/kd bR;kfn 

Hkwfedkvksa esa lHkh iz’kklfud ftEesnkfj;ksa dks 

fu”ikfnr djrk gS 

 

 

d. Community Engagement/lkeqnkf;d lEc}rk 

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

 fofHkUu lkeqnkf;d eapksa tSls fd ,l0,e0lh0@ 

,l0,e0Mh0lh0] ch0vkj0lh0@ lh0vkj0lh0@ 

xzke ifj”kn ls lkeqnkf;d lgHkkfxrk dks etcwr 

djus ds fy, fu;fer cSBdksa dk vk;kstu djus ds 

fy, iz;kl djrk gSA 

 

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

 ekrk&firk@vfHkHkkodksa ds lkFk Nk=ksa ds izn’kZu 

rFkk mudh mifLFkfr ckjs fu;fer :i lEidZ 

lqfuf’pr djrk gSA 
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Part 2 – Supervisory role for schools affiliated 

Dimension for evaluation 

ewY;kadu ds fy, vk;ke 

Comments of officer being evaluated 
ftl vf/kdkjh dk ewY;kadu fd;k tkuk gS mldh 

fVIif.k;ka   
a. Academic skill/‘kS{kf.kd dq’kyrk 

i. Is focused towards improving the learning 
level of students   

 Nk=ksa dh i<kbZ ds Lrj esa lq/kkj ykus dh fn’kk 

esa /;ku dsfUnzr fd;k gS 

 

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

 fu;fer :i ls d{kkvksa dk nkSjk djuk rFkk 

ns[kuk fd D;k izHkkoh f’k{k.k gks jgk gS 

 

iii. Recommends and tracks various 
initiatives for improved pedagogy and 
classroom management practices  

 f'k{kk foKku vkSj d{kk d{k izcU/ku ds rjhdksa esa 

lq/kkj ds fy, fofHkUu igyksa dk irk yxk;k gS 

vkSj flQkfj’k dh gS 

 

iv. Oversees regularity of CCE of students  

 Nk=ksa ds lh0lh0bZ0 dh fu;ferrk dh ns[kjs[k 

 

v. Strives to ensure that all students attain 
requisite numeracy/language skills 

 ;g lqfuf’pr djus dk iz;kl djuk fd lHkh 

Nk=ksa dks visf{kr la[;kRed@Hkk”kk dkS’ky izkIr 

gks 

 

 
b. Mentoring & monitoring teachers/f'k{kdksa dh fuxjkuh rFkk lykg 
i. Acts as guide for HTs/HMs on pedagogy 

and classroom management  

 f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa 

ckjs ,p0Vh0@,p0,e0 ds fy, ekxZn’kZd dk 

dk;Z djrk gSA 

 

ii. Maintains and keeps track of HT/HM-wise 
self-observation records  

 ,p0Vh0@,p0,e0 &okj vkRe voyksdu fjdkMZ 

j[krk rFkk lEHkkyrk gSA 

 

iii. Provides continuous feedback to 
HTs/HMs - invests time in individual 
development, recommends trainings  

 ,p0Vh0@,p0,e0 dks lrr~ izfrfdz;k@QhMcSd 

nsrk gS&O;fDrxr fodkl esa le; fuos’k djrk 

gS] izf’k{k.k dh flQkfj’k djrk gS 
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iv. Is available and accessible to HTs/HMs 

 ,p0Vh0@,p0,e0 ds fy, lqyHk o miyC/k gS 

 

c. Management & Administration of schools/fo|ky;ksa dk izcU/ku vkSj iz’kklu 

i. Tracks management and administration 
of schools – ensures optimum utilization 
of available resources 

 fo|ky;ksa ds izcU/ku vkSj iz’kklu dks 

ns[kuk&miyC/k lalk/kuksa dk vf/kdre mi;ksx 

lqfuf’pr djuk 

 

ii. Effectively communicates various school 
requirements to block/district/state 
administration at relevant forums 

 fo|ky; dh fofHkUu vko’;drkvksa dks [k.M@ 

ftyk@ jkT; iz’kklu ds fofHkUu izklafxd eapksa 

ij izHkkoh :i ls lapkfjr djuk 

 

iii. Guides HTs/HMs on management & 
administrative best practices 

 izcU/ku vkSj loksZRre iz’kklfud izFkkvksa ij 

,p0Vh0@,p0,e0 dk ekxZn’kZu djuk 

 

iv. Encourages HTs/HMs to cultivate basic 
accounting and IT know-how 

 cqfu;kfn ys[kk rFkk vkbZ0Vh0 tkudkjh izkIr 

djus gsrq ,p0Vh0@,p0,e0 dks izksRlkfgr djuk                                                    

 

 

Part 3 – Personal attributes 

Hkkx&3 & O;fDrxr xq.k  

Dimension for evaluation 

ewY;kadu ds fy, vk;ke 

Comments of officer being evaluated 
ftl vf/kdkjh dk ewY;kadu fd;k tkuk gS mldh 

fVIif.k;ka   
a. Attitude & Dedication/eukso`f̀Rr ,ao leiZ.k 

i. Is reliable & punctual 

fo’oluh;rk rFkk le; dk ikcan gS 

 

ii. Shows sensitivity towards students, 
teachers and community 

Nk=ksa] f’k{kdksa vkSj leqnk; ds izfr laosnu’khy gS    

 

iii. Performs role with highest level of 
devotion and dedication 

 fu”Bk vkSj leiZ.k ds lkFk d;ZO;ksa dk mPpre 

Lrj ij fuoZgu 

 

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) 

dÌ;k n’kkZb;s ¼d½ iqjLdkj@lEeku ¼[k½ l= ds nkSjku izkIr dh xbZ ‘kS{kf.kd ;k is’ksoj ;ksX;rk ¼x½ dksbZ fo’ks”k 

;ksxnku] mnkgj.kr;k dksbZ vlk/kkjk.k pqukSrhiw.kZ dk;Z dk lQyrkiwoZd iwjk djuk] fo’ks”krkSj ij ‘kS{kf.kd vFkok 
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izeq[k O;ofLFkr lq/kkj ¼ftlds ifj.kkeLo:i le; vkSj ykxr dh dVkSrh ds vuq:i fo|ky;@laLFkk@turk dks 

Qk;nk½   

 

 

 
6. What are the factors that hindered your performance? 

,sls dkSu ls dkjd gS ftlds dkj.k vkids izn’kZu esa ck/kk vkbZ\ 

 
 
 
 
 

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

programmes. 

,sls fof’k”V {ks=ksa dk mYys[k djsa ftuesa vki vius dkS’ky dk izf’k{k.k dk;Zdzeksa ds ek/;e ls mUu;u djus dh 

vko’;drk eglwl djrs gSa  

 

For the current assignment: 

orZeku dk;ZHkkj ds fy,% 

 
 
For your future career: 

vius is’ks ds Hkfo”; ds fy,% 

 
 

 
 
 

Date@frfFk...............................                                                           Signature of Officer@vf/kdkjh ds gLrk{kj 

                  Name@uke…………………………......... 

Place@LFkku……………….............              Designation@inlaKk…………………… 
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SECTION III – Appraisal 
Hkkx III & ewY;kadu 

To be filled by the Reporting Authority 

fjiksfVZax izkf/kdkjh }kjk Hkjk tkuk gS 

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

    dÌ;k vafdr djsa fd vki fuEufyf[kr iz’uksa ds vk/kkj ij vkRe ewY;kadu Hkkx esa fn, x, mÙkjksa ls lger gSa 

Question@iz’u Agree@lger Remarks@fVIi.kh 

On accomplishments of the work plan and 
unforeseen tasks (Question 2 in Self 
Appraisal Section)  

dk;Z;kstuk ,oe~ vn”̀V dk;ksZa ds iwjk djus ij 

fVIi.kh ¼vkRe ewY;kadu Hkkx dk iz’u u 2 ds vk/kkj 

ij½ 

Yes 

@gka 

 

No 

@ugh 

 

0.1  

 

  

  

0.1  

 
 

On results of key KPIs (Question 3 in Self 
Appraisal Section) 

ds0ih0vkbZ0 ds ifj.kkeksa ij fVIi.kh ¼vkRe ewY;kadu 

Hkkx dk iz’u u 3 ds vk/kkj ij½  

Yes 

@gka 

 

No 

@ugh 

 
   

  

  

On Awards/Honours (Question 5 in Self 
Appraisal Section) 

lEeku@vokMZ ¼vkRe ewY;kadu Hkkx dk iz’u u 5 ds 

vk/kkj ij½ 

Yes 

@gka 

0 

No 

@ugh 

0 

   

  

  

On Any additional academic / professional 
qualification obtained during the session 
(Question 5 in Self Appraisal Section) 

l= ds nkSjku dksbZ vfrfjDr ‘kS{kf.kd@O;olkf;d 

;ksX;rk izkIr djuk ¼vkRe ewY;kadu Hkkx dk iz’u u 

5 ds vk/kkj ij½ 

Yes 

@gka 

 

No 

@ugh 

 
 

  

  

  

On any exceptional contribution (Question 5 
in Self Appraisal Section) 

dksbZ vfr fof’k”V ;ksxnku ¼vkRe ewY;kadu Hkkx dk 

iz’u u 5 ds vk/kkj ij½ 

Yes 

@gka 

 

 

No 

@ugh 

 

 

  

  

  

Significant failures in respect of his work 
(Question 6 in Self Appraisal Section) 

dk;Z ds lEcU/k esa dksbZ egRoiw.kZ vlQyrk ¼vkRe 

ewY;kadu Hkkx dk iz’u u 6 ds vk/kkj ij½  

Yes 

@gka 

 

No 

@ugh 

 

   

  

  

Skill up-gradation needs as identified by the 
officer (Question 7 in Self Appraisal Section) 

Yes 

@gka 
 

No 

@ugh 
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vf/kdkjh }kjk dksbZ dkS’ky mUu;u dh igpku djuk 

¼vkRe ewY;kadu Hkkx dk iz’u u 7 ds vk/kkj ij½ 

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

dk;Z mRiknu ds vk/kkj ij ewY;kaduA dÌ;k Hkkx kk dh leh{kk djus mijkUr vius vad nsaA 
 

Part 1 –Role as school head  

Hkkx&1&fo|ky; eqf[k;k ds :i esa Hkwfedk  

Dimension 

vk;ke 

Maximum 
Points 

vf/kdre 

vad 

Points 
by 
reportin
g  
authorit
y 

fjiksZfVx 

izkf/kdkjh 

}kjk fn, 

x, vad 

Points by 
reviewing 
authority 
(if different 
from 
Reporting 
authority) 

leh{kk 

izkf/kdkjh }kjk 

fn, x, vad 

¼;fn fjiksZfVax 

izkf/kdkjh ls 

fHkUu gS½ 

Initials of 
reviewing 
authority 

Lohdkfjrk 

izkf/kdkjh ds 

laf{kIr 

gLrk{kj 

a. Academic Leadership/‘kS{kf.kd usrR̀o 20    

1. Is focused towards improving the learning 
level of students  

lh[kus ds Lrj ij /;ku dsfUnzr djus ckjs] tSlk 

fd vkRe ewY;kadu esa lwfpr fd;k gS 

8    

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

izHkkoh f’k{k.k ds dbZ igyqvksa rFkk lg&’kS{kf.kd 

xfrfof/k;ksa dk irk yxkus ds fy, fo|ky; dk 

fu;fer fujh{k.k@d{kkvksa dh fuxjkuh 

4    

3. Initiates, implements and tracks various 
initiatives for improved pedagogy and 
classroom management practices  

f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa dk 

irk yxkuk] mUgsa ‘kq: djuk rFkk mUgsa dk;kZfUor 

djrk gS 

4    

4. Ensures regular CCE of students  

fu;fer :i ls Nk=ksa ds lrr~ ,oa O;kid 

ewY;kadu ¼lh0lh0bZ0½ dks lqfuf’pr djrk gSA 

3    

5. Is accessible to students 

Nk=ksa ds fy, lqyHk gS 

1    

     b. Mentoring & Monitoring teachers/ 

f'k{kdksa dh fuxjkuh rFkk lykg 
10    
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1. Acts as guide for teachers on pedagogy and 
classroom management  

 

f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa ckjs 

v/;kidksa ds fy, ekxZn’kZd dk dk;Z djrk gSA 

2    

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

v/;kid&okj vkRe voyksdu fjdkMZ j[krk rFkk 

lEHkkyrk gSA 

2    

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

f’k{kdksa dks lrr~ izfrfdz;k nsrk gS&O;fDrxr 

fodkl esa le; fuos’k djrk gS] izf’k{k.k dh 

flQkfj’k djrk gS 

2    

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

v/;kidksa dks iqLrdky;] lwpuk ,oea lapkj 

izks|ksfxdh ¼vkbZ0lh0Vh0½ ySc rFkk vU; lqfo/kkvksa 

dk mi;ksx djus ds fy, izksRlkfgr djrk gS 

2    

5. Is available and accessible to teachers 

f’k{kdksa ds fy, lqyHk o miyC/k gS  

2    

     

c. Management & Administration of schools 

izca/ku rFkk Ldwyksa dk iz’kklu 
10    

1. Prepares and implements School 
Development Plan of the year   

okf”kZd Ldwy fodkl ;kstuk dh rS;kjh o mls ykxw 

djuk   

2    

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

lHkh dsUnzh;@jkT; dh uhfr;ka] dk;Zdzeksa] 

;kstukvksa] funs’kksaZ dk izHkkoh dk;kZUo;u lqfuf’pr 

djrk gS rFkk fLFkfr ckjs fu;fer :i ls lapkj 

djrk gS 

2    

3. Manages school ambience, environment 
and discipline   

fo|ky; okrkoj.k] i;kZoj.k vkSj vuq’kklu dk 

izcU/k djrk gS 

2    

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

2    
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lalk/ku] foRrh; lgk;rk vkSj MkVk laxzg@lwpuk 

ds vknku iznku djus ds mfpr izca/ku lqfuf’pr 

djuk ¼ckgjh i{kksaa ds lkFk½ 

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

fo|ky; eqf[k;k ds :i esa ;kstukdkj@ 

ekxZn’kZd@ lykgdkj rFkk ladV izcU/kd bR;kfn 

Hkwfedkvksa esa lHkh iz’kklfud ftEesnkfj;ksa dks 

fu”ikfnr djrk gS 

2    

     
d. Community engagement/lkeqnkf;d lEc}rk 10    

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

fofHkUu lkeqnkf;d eapksa tSls fd ,l0,e0lh0@ 

,l0,e0Mh0lh0] ch0vkj0lh0@ lh0vkj0lh0@ 

xzke ifj”kn ls lkeqnkf;d lgHkkfxrk dks etcwr 

djus ds fy, fu;fer cSBdksa dk vk;kstu djus ds 

fy, iz;kl djrk gSA 

5    

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

ekrk&firk@vfHkHkkodksa ds lkFk Nk=ksa ds izn’kZu 

rFkk mudh mifLFkfr ckjs fu;fer :i lEidZ 

lqfuf’pr djrk gSA 

5    

Part 2 – Supervisory role for schools affiliated 

Hkkx&2&lEc) fo|ky;ksa ds i;Zos{kh Hkwfedk 

Dimension 

vk;ke 

Maximum 
Points 

vf/kdre 

vad 

Points by 
Reportin

g 
authority 

fjiksZfVx 

izkf/kdkjh 

}kjk fn, 

x, vad 

Points by 
reviewing 
authority 

leh{kk 

izkf/kdkjh 

}kjk fn, x, 

vad 

 

Initials of 
reviewing 
authority 

Lohdkfjrk 

izkf/kdkjh ds 

laf{kIr 

gLrk{kj 
a. Academic Leadership/‘kS{kf.kd usrR̀o 15    

1. Is focused towards improving the learning 
level of students  

Nk=ksa dh i<kbZ ds Lrj esa lq/kkj ykus dh fn’kk esa 

/;ku dsfUnzr fd;k gS 

5    

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

4    
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fu;fer :i ls d{kkvksa dk nkSjk djuk rFkk ns[kuk 

fd D;k izHkkoh f’k{k.k gks jgk gS 

3. Recommends and tracks various initiatives 
for improved pedagogy and classroom 
management practices  

f'k{kk foKku vkSj d{kk d{k izcU/ku ds rjhdksa esa 

lq/kkj ds fy, fofHkUu igyksa dk irk yxk;k gS 

vkSj flQkfj’k dh gS 

2    

4. Oversees regularity of CCE of students 

Nk=ksa ds lh0lh0bZ0 dh fu;ferrk dh ns[kjs[k 

2    

5. Strives to ensure that all students attain 
requisite numeracy/language skills 

;g lqfuf’pr djus dk iz;kl djuk fd lHkh 

Nk=ksa dks visf{kr la[;kRed@Hkk”kk dkS’ky izkIr gks 

2    

     

b. Mentoring & Monitoring teachers 

f'k{kdksa dh fuxjkuh rFkk lykg 
15    

1. Acts as guide for HTs/HMs on pedagogy 
and classroom management  

f’k{k.k foKku rFkk d{kk d{k izca/ku rduhdksa ckjs 

,p0Vh0@,p0,e0 ds fy, ekxZn’kZd dk dk;Z 

djrk gSA 

4    

2. Maintains and keeps track of HT/HM-wise 
self-observation records  

,p0Vh0@,p0,e0 &okj vkRe voyksdu fjdkMZ 

j[krk rFkk lEHkkyrk gSA 

6    

3. Provides continuous feedback to HTs/HMs 
- invests time in individual development, 
recommends trainings  

,p0Vh0@,p0,e0 dks lrr~ izfrfdz;k@QhMcSd 

nsrk gS&O;fDrxr fodkl esa le; fuos’k djrk gS] 

izf’k{k.k dh flQkfj’k djrk gS 

4    

4. Is available and accessible to HTs/HMs  

,p0Vh0@,p0,e0 ds fy, lqyHk o miyC/k gS 

1    

     

c. Management & Administration of 
schools 

fo|ky;ksa dk izcU/ku vkSj iz’kklu 

    

1. Encourages HTs/HMs to cultivate basic 
accounting and IT know-how 

cqfu;kfn ys[kk rFkk vkbZ0Vh0 tkudkjh izkIr djus 

gsrq ,p0Vh0@,p0,e0 dks izksRlkfgr djuk                                                    

10    

2. Tracks management and administration of 
schools – ensures optimum utilization of 
available resources 

4    



Name:  ____________________  Employee ID No.:    ____________________ 

 

 

20 
Annual Performance Appraisal Report 

(For Senior Secondary / High School / Elementary School Heads) 

fo|ky;ksa ds izcU/ku vkSj iz’kklu dks 

ns[kuk&miyC/k lalk/kuksa dk vf/kdre mi;ksx 

lqfuf’pr djuk 

3. Effectively communicates various school 
requirements to block/district/state 
administration at relevant forums 

fo|ky; dh fofHkUu vko’;drkvksa dks [k.M@ 

ftyk@ jkT; iz’kklu ds fofHkUu izklafxd eapksa 

ij izHkkoh :i ls lapkfjr djuk 

4    

4. Guides HTs/HMs on management & 
administrative best practices 

izcU/ku vkSj loksZRre iz’kklfud izFkkvksa ij 

,p0Vh0@,p0,e0 dk ekxZn’kZu djuk 

1    

5. Encourages HTs/HMs to cultivate basic 
accounting and IT know-how 

cqfu;kfn ys[kk rFkk vkbZ0Vh0 tkudkjh izkIr djus 

gsrq ,p0Vh0@,p0,e0 dks izksRlkfgr djuk                                                    

1    

 

Part 3 – Personal attributes 

Hkkx&3 & O;fDrxr xq.k 

Dimension 

vk;ke 

Maximum 
Points 

vf/kdre 

vad 

Points by 
Reporting 
authority 

fjiksZfVx 

izkf/kdkjh 

}kjk fn, 

x, vad 

Points by 
reviewing 
authority 

leh{kk 

izkf/kdkjh 

}kjk fn, 

x, vad 

 

Initials of 
reviewing 
authority 

Lohdkfjrk 

izkf/kdkjh ds 

laf{kIr 

gLrk{kj 

e) Attitude & dedication/eukso`f̀Rr ,ao leiZ.k 10    

1. Is reliable and punctual  

fo’oluh;rk rFkk le; dk ikcan gS 

4    

2. Shows sensitivity towards students, 
teachers and community    

Nk=ksa] f’k{kdksa vkSj leqnk; ds izfr laosnu’khy gS    

3    

3. Performs role with highest level of 
devotion and dedication  

fu”Bk vkSj leiZ.k ds lkFk d;ZO;ksa dk mPpre 

Lrj ij fuoZgu 

3    

Total Score (out of 100)/dqy vad ¼100 esa ls½: ________ 
 

3. Remarks on integrity  

lR;fu”Bk ckjs fVIi.kh  

 

 
 
 
 
 

 



Name:  ____________________  Employee ID: ____________________ 

 

21 
Annual Performance Appraisal Report 

(For Senior Secondary / High School / Elementary School Heads) 

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

dÌ;k izkIr vdksa ds vk/kkj ij mfpr xzsM ij fVd ¼√½ djsa%  

81-100 61-80  41 – 60  21 – 40   0 – 20  

A+ - Outstanding 

A+ -mRd̀”V  

A – Very good 

A – cgqr vPNk 

B+ – Good  

B+ – vPNk 

B – Average  

B – vkSlr 

C – Below average 

C – vkSlr ls de  
 

Date@frfFk.............................                               Signature of Reporting Authority@fjiksfVZax izkf/kdkjh ds gLrk{kj 

                Name@uke…………………………................................................ 

Place@LFkku……………….............                         Designation@inlaKk……………………........................................ 

 
 

SECTION IV – Review 

Hkkx IV & leh{kk 
 

To be filled by the Reviewing Authority 

leh{kk izkf/kdkjh }kjk Hkjk tkuk gS 

 

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

D;k vki fjiksZfVax izkf/kdkjh }kjk Hkkx&kkk esa Hkjs x, dk;Z ds mRiknu rFkk fofHkUu fo’ks”krkvksa ds lEcU/k esa dh xbZ 

leh{kk ls lger gS\ D;k vki fjiksZfVax izkf/kdkjh }kjk] vf/kdkjh ds ckjs esa ftldh fjiksVZ fy[kh tk jgh gS] dh 

vlk/kkj.k miyfC/k;ksa vkSj egRoiw.kZ foQyrkvksa ds ckjs eas dh xbZ leh{kk ls lger gS\ ¼;fn vki fo’ks”krkvksa ds 

la[;kRed vkadyu ds fdlh Hkh Hkkx ls lger ugh gS rks viuh leh{kk ml Hkkx ds dkye esa vafdr djsa tks 

vkids fy, gS rFkk viuh izfof”V;ksa ij lf{kIr gLrk{kj djsa½A 

 

Yes/gka No/ugha 

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

er esa fHkUurk gksus dh fLFkfr esa mldk fooj.k rFkk dkj.k nsaA 

 

 
 
 
 
 
 
 

 

3. Final score after review (out of 100) /leh{kk ds ckn vafre vad ¼100 esa ls½: _________ 
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Please tick ¼√½ the appropriate grade 

 dÌ;k mfpr xzsM ij fVd ¼√½ djsa% 

 

81-100 61-80  41 – 60  21 – 40   0 – 20  

A+ - Outstanding 

A+ -mRd̀”V  

A – Very good 

A – cgqr vPNk 

B+ – Good  

B+ – vPNk 

B – Average  

B – vkSlr 

C – Below average 

C – vkSlr ls de  

 
 

Date@frfFk...............................                              Signature of Reviewing Authority@leh{kk izkf/kdkjh ds gLrk{kj 

                 Name@uke…………………………................................................. 

Place@LFkku……………….............                         Designation@inlaKk……………………........................................ 

SECTION V – Acceptance 

Hkkx V & Lohd`fr 

 

To be filled by the Accepting Authority 

Lohdkfjrk izkf/kdkjh }kjk Hkjk tkuk gS 

 

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

D;k vki fjiksZfVax@leh{kk izkf/kdkjh dh fVIi.kh ls lger gS\ 

 

Yes/gka No/ugha 

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

er esa fHkUurk gksus dh fLFkfr esa mldk fooj.k rFkk dkj.k nsaA 
 

 
 
 
 
 
 
 
 
 

 
 

 

Date@frfFk...............................                         Signature of Accepting Authority@Lohdkfjrk izkf/kdkjh ds gLrk{kj 

           Name@uke…………………………................................................. 

Place@LFkku……………….............                      Designation@inlaKk……………………........................................ 
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General guidelines for filling the APAR form 
Okkf”kZd ewY;kadu fu”iknu fjiksVZ ¼,0ih0,0vkj0½ QkeZ Hkjus ds fy, lkekU; fn’kkfunsZ’k 

1. Introduction 

Ifjp; 

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. 

Okkf”kZd fu”iknu ewY;kadu fjiksVZ ¼,0ih0,0vkj0½ ,d egRoiw.kZ nLrkost gSA ;g fdlh vf/kdkjh ds vkxs fodkl 

ds fy, cqfu;knh vkSj egRoiw.kZ tkudkjh iznku djrk gSA blfy, ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS] 

fjiksZfVax izkf/kdkjh] leh{kk izkf/kdkjh rFkk Lohdkfjrk izkf/kdkjh dks bl QkeZ dks Hkjus dh M;wVh iw.kZ ftEesnkjh 

dh Hkkouk ds lkFk djuh pkfg,A 
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. 

ewY;kadu fu”iknu dks dSfj;j ;kstuk vkSj izf’k{k.k ds fy, ,d midj.k ds :i esa iz;ksx djuk pkfg,] uk dh 

fu.kZ; nsus dh izfdz;k ds :i esaA fjiksZfVax izkf/kdkjh dks ;g vglkl gksuk pkfg, fd bldk mnsn’; ,d 

vf/kdkjh dks fodflr djus ds fy, gS] rkfd og viuh vlyh {kerk ds ckjs esa tku ldsA bldk mnsn’; 

xyrh [kkstus dh izfdz;k ugh] vfirq ;g ,d fodklkRed midj.k gSA fjiksZfVax izkf/kdkjh] leh{kk izkf/kdkjh 

rFkk Lohdkfjrk izkf/kdkjh }kjk ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds izn’kZu esa dfe;ksa] utfj, ;k 

lexz O;fDro ds ckjs esa fjiksVZ djus ls fgpduk ugh pkfg,A 

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. 

dkyeksa dks mfpr ns[kHkky vkSj /;ku ds lkFk vkSj i;kZIr le; nsus ds ckn Hkjk tkuk pkfg,A fjiksVZ dks 

vkdfLed ;k lrgh <ax ls Hkjus ds fy, fd;k x;k dksbZ Hkh iz;kl vklkuh ls mPpkf/kdkfj;ksa dks irk py 

tk,xkA fdlhZ Hkh dfVax ;k vksoj jkbZfVax dh vuqefr ugh gSA 

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. 

ewY;kadu fu”iknu dk okLrfod izys[ku o”kZ ds vUr esa gksus okyh ,slh izfdz;k gS fd ;g ekuo lalk/ku fodkl] 

dSfj;j ;kstuk vkSj izf’k{k.k ds fy, ,d midj.k gks ldrk gS] uk dh fu.kZ; nsus dh izfdz;k ds :i esa] fjiksZfVax 

izkf/kdkjh rFkk ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS] dks o”kZ ds nkSjku fu;fer vUrjky ij feyuk pkfg,] 

rkfd izn’kZu dh leh{kk dh tk lds vkSj mlesa vko’;d lq/kkjkRed dne mBk, tk ldsA 

 
2. Section-I (Basic Information 

Hkkx&I ¼ewy tkudkjh½ 

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 
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than the entire year, specific start and end dates should be indicated, for example, 10th 
September 2015 – 31st March 2016. 

;g [k.M lacaf/kr vf/kdkjh@deZpkjh }kjk Hkjk tkuk pkfg,A fjiksVZ dh vof/k ds fy, ;k rks iwjh fjiksZfVax o”kZ 

gks ldrk gS] ;k mldk ,d HkkxA ;fn fjiksVZ dh vof/k ,d iw.kZ o”kZ gS] bldk rnkuqlkj ladsr fn;k tkuk 

pkfg,( mnkgj.k ds fy,] 2015&16- ;fn fjiksVZ dk le; ,d iw.kZ o”kZ ls de gS] fof’k”V izkjEHk vkSj lekfIr dh 

frfFk dk mYys[k fd;k tkuk pkfg, mnkgj.k ds fy, 10th flrEcj 2015&31 ekpZ] 2016A 

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. 

fjiksZfVax izkf/kdkjh] leh{kk izkf/kdkjh rFkk Lohdkfjrk izkf/kdkjh ls lEcfU/kr rkfydk dks Hkjus esa lqfo/kk ds fy, 

,0ih0,0vkj0 nLrkost ds eq[; i”̀B ij miyC/k djok;k x;k gSA fjiksZfVax izkf/kdkjh] leh{kk izkf/kdkjh rFkk 

Lohdkfjrk izkf/kdkjh dk uke rFkk in vafdr fd;k tk,] rkfd ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlls 

;g Li”V gks lds fd ml }kjk ;g fjiksVZ fdls Hksth tkuh gSA  

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. 

orZeku xzsM ¼osrueku½ lkFk gh lkFk orZeku in ¼okLrfod in laKk rFkk laxBu½ rFkk lkFk gh og frfFk ftlls 

vf/kdkjh vius orZeku in ij dk;Z dj jgk gS] dh lwpuk vafdr dh tkuh gSA 

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. 

ukSdjh ls vuqifLFkfr] vodk’k] izf’k{k.k ;k vU; dkj.kksa ds fy, Hkh bl Hkkx esa bl mnsn~’; ds fy, nh xbZ 

rkfydk esa le; vof/k dk mYys[k fd;k tk,xkA Hkkx fy, x, izf’k{k.k ds fooj.k dk mYys[k Hkh rkfydk esa 

fd;k tk,xkA 

 
3. Section-II (Self-Appraisal)  

   Hkkx&II ¼vkRe ewY;kadu½ 

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. 

ftl vf/kdkjh dh fjiksVZ fy[kh tkuh gS ml }kjk mldh Hkwfedk ds mn~ns’;ksa ds vuqlkj loZizFke ‘kS{kf.kd@xSj 

‘kS{kf.kd dk;Z dk laf{kIr fooj.k nsuk vko’;d gS] tks lkekU;r% yxHkx 100 ‘kCnksa ls vf/kd ugh gksxkA vkn’kZ 

:i esa bls cqysV QkWeZ ds :i esa fn;k tkuk pkfg,A 

b. The officer should specify the targets/objectives/goals set for himself/herself during the 
session, and achievements or shortfalls against these goals. 

vf/kdkjh dks l= ds nkSjku Lo;a@Lo;a ds fy, fu/kkZfjr y{;ksa@mn~ns’;ksa vkSj bu y{;ksa ds vuq:i izkIr 

miyfC/k;kas ;k dfe;kas dks vafdr djuk pkfg,] 

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

vf/kdkjh dks rc fcUnq 3 ds varxZr vko’;d fu”iknu ladsrdks ds ckjs esa tkudkjh miyC/k djokuh gksxhA ;g 

tkudkjh lgh Hkjh tkuh pkfg,A 

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. 
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bl [k.M dk fcUnq 4 vf/kdkjh dks eq[; fu”iknu ladsrd vk;keksa ds lkFk fd, x, dk;Z@igy dks mtkxj 

djus dk volj iznku djrk gSA dì;k o.kZukRed cus rFkk vk;keksa ds lkFk viuh miyfC/k;ksa dks mtkxj djus 

ds fy, izklafxd mnkgj.k izLrqr djsaA vki viuh miyfC/k;ksa ij izdk’k Mkyus ds fy, vfrfjDr ‘khV dk 

mi;ksx dj ldrs gSA  

e. The officer should provide information on any additional qualifications obtained during the 
session. 

vf/kdkjh dks l= ds nkSjku izkIr fdlh Hkh vfrfjDr ;ksX;rk ds ckjs esa tkudkjh iznku djuh pkfg,A 

f. Section II 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.  

Hkkx 2 vf/kdkjh ds fy, o”kZ ds nkSjku mlds izn’kZu ij euu djus dk volj iznku djrk gS rFkk mu enksa 

dk o.kZu djsa tks mudh lksp vuqlkj o”kZ ds nkSjku mu }kjk fd;k x;k egRoiw.kZ ;ksxnku FkkA vf/kdkjh dks 

fof’k”V mnkgj.k crkus ds fy, izksRlkfgr fd;k tkrk gS tc ml }kjk vius dkS’ky@vk;ke dk izn’kZu fd;k 

x;k FkkA 

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. 

ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS ml }kjk mu fo’ks”k {ks=ksa dk mYys[k fd;k tkuk vko’;d gS ftlesa 

og vius dkS’ky dk mU;;u djus dk rFkk izf’k{k.k dk;Zdzeksa esa Hkkx ysus dh vko’;drk eglwl djrk gSA ml 

}kjk mu fof’k”V dneksa dk Hkh mYys[k fd;k tkuk vko’;d gS tks ml }kjk fdlh fof’k”V {ks= esa mlds dkS’ky 

ds mU;;u gsrq fy, x, gS@;k fy, tkus izLrkfor gSA 

 
4. Section-III (Appraisal) 

Hkkx&III ¼ewY;kadu½ 

 
a. Section III 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. 

Hkkx 3 fjiksfVZax izkf/kdkjh }kjk Hkjk tk,xkA fjiksfVZax izkf/kdkjh dks l= ds nkSjku vf/kdkjh ds y{;ksa ds vuq:i 

mldh miyfC/k;ksa] mlds vlk/kkj.k ;ksxnku vkSj fdlh Hkh egRoiw.kZ foQyrk ij fVIi.kh iznku djuh pkfg,A 

fjiksfVZax izkf/kdkjh }kjk ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds dkS’ky ds mU;;u dh vko’;drk ij 

Hkh fVIi.kh nsuh pkfg,A 

b. The Reporting authority should then provide numerical grades (against maximum points) for 
each of the dimensions for evaluation (point 2 of Section III). The Reporting authority must 
carefully review the comments provided by the officer for these dimensions in Section II before 
awarding the scores. Based on the scores awarded across dimensions, an overall score should 
be provided. 

rc fjiksfVZax izkf/kdkjh dks vk;keksa esa ls izR;sd ds fy, ¼Hkkx 3 dk fcUnq 2½ la[;kRed xzsM iznku djus pkfg, 

¼vf/kdre vadks esa ls½A fjiksfVZax vf/kdkjh dks vad iznku djus ls igys Hkkx 3 ds bu vk;keksa ckjs vf/kdkjh 

}kjk iznku dh xbZ fVIif.k;ksa dh /;ku ls leh{kk djuh pkfg,A lHkh vk;keksa esa fn, x, vadks ds vk/kkj ij ,d 

lexz Ldksj ¼vad½ iznku fd;k tk,A 

c. Section III 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 
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intellectual integrity of the officer reported upon. The following procedure should be followed 
in filling up the column relating to integrity: 

Hkkx 3 vuqlkj fjiksfVZax izkf/kdkjh }kjk ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldh lR;fu”Bk ds ckjs esa 

fVIi.kh djuk vko’;d gSA lR;fu”Bk ckjs fVIi.kh nsrs le; mls Lo;a dks dsoy foRrh; lR;fu”Brk ckjs gh 

lhfer j[kus dh vko’;drk ugh gS vfirq og ml vf/kdkjh ftldh fjiksVZ fy[kh tk jgh gS dh uSfrd vkSj 

ckSf)d bZekunkjh dks Hkh /;ku esa j[k ldrk gSA lR;fu”Bk ls lEcfa/kr dkWye dks Hkjus ds fy, fuEufyf[kr 

izfdz;k dk ikyu fd;k tkuk pkfg,A 
 

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

vf/kdkjh dh bZekunkjh lansg ls ijs gS] rks bldk o.kZu djsaA 

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

;fn dksbZ ‘kd ;k lansg gS rks dkWye [kkyh NksM+ nsa rFkk fuEu izdkj ls dk;Zokgh djsa 

 
(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. 

,d vyx xqIr uksV rS;kj djsa rFkk mldh fLFkfr ckjs tkudkjh j[ksaA uksV dh ,d izfr okf”kZd fu”iknu 

ewY;kadu fjiksVZ ¼,0ih0,0vkj0½ ds lkFk vkxkeh ofj”B vf/kdkjh dks Hkstsa tks ;g lqfuf’pr djsxk fd 

okafNr dk;Zokgh ‘kh?kz dh tk,A tgka ;g laHko u gks fd lR;kfu”Bk dks izekf.kr fd;k tk lds ;k 

xqIr uksV cuk;k tk lds rks fjiksfVZax vf/kdkjh ;g vafdr djsxk fd mlus vf/kdkjh ds dk;Z dks i;kZIr 

le; rd ugh ns[kk ;k mlus vf/kdkjh ds ckjs esa dqN ugh lquk tSlk Hkh ekeyk gks ftlds vk/kkj ij 

og fuf’pr fu.kZ; dj ldsA 

(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. 

;fn vuqorhZ dk;Zokgh ds ifj.kkeLo:i lansg ;k ‘kd nwj gks tkrs gSa rks vf/kdkjh dh lR;kfu”Bk 

izekf.kr dh tk, rFkk okf”kZd fu”iknu ewY;kadu fjiksVZ ¼,0ih0,0vkj0½ esa rnkuqlkj bUnzkt fd;k tk,A 

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

;fn lansg ;k ‘kd dh iqf”V gks tkrh gS rks bl rF; dks ntZ fd;k tk, rFkk bls lEcfU/kr vf/kdkjh 

dks fof/kor :i ls lapkfjr fd;k tk,A 

(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. 

;fn vuqorhZ dk;Zokgh ds ifj.kkeLo:i  lansg ;k ‘kd u rks nwj gksrs gS vkSj u gh mudh iqf”V gksrh 

gS rks vf/kdkjh ds vkpj.k dks vkxs ,d le;kof/k ds fy, ns[kk tkuk pkfg, rFkk mlds i'Pkkr gh 

Åij vafdr ¼[k½ rFkk ¼x½ vuqlkj dk;Zokgh dh tk,A 

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. 

var esa fjiksfVZax izkf/kdkjh dks vf/kdkjh ds fy, ,d lexz xzsM vafdr djuk vko’;d gSA bls izkIr vadks ds 

vk/kkj ij xzsM ds vuqlkj fpfUgr fd;k tkuk pkfg,A 
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5. Section-IV (Review) 

Hkkx&IV ¼leh{kk½ 

 
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. 

;g Hkkx leh{kk izkf/kdkjh }kjk Hkjk tkuk gS ml }kjk ;g vafdr fd;k tkuk gS fd D;k og fjiksfVZax vf/kdkjh 

ds vakdyu ls lger gSA vlgefr dh fLFkfr esa] og dk;Z ds mRiknu ;k fdUgh vksj fo’ks”krkvksa ds fo:) bl 

m|s’; ds fy, fn, x, dkWye esa viuk vkadyu vafdr dj ldrk gSA lgefr dh fLFkfr esa mls xq.k@dk;Z 

ds mRiknu dh rkfydkvksa esa mlds fy, fn, x, dkWye dks Hkjus dh vko’;drk ugh gSA 

 
b. The reviewing authority should review all sub-scores awarded in Section III (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. 

leh{kk izkf/kdkjh dks Hkkx 3 ¼fcUnq u- 2½ esa fjiksfVZax izkf/kdkjh }kjk fn, x, lHkh mi vadks dh leh{kk djuh 

pkfg,] rFkk ;fn og eglwl djrk gSa fd vad fjiksfVZax izkf/kdkjh }kjk fn, x, vadks ls fHkUu gksus pkfg, rks 

og cnyko dj ldrk gSA dì;k /;ku nsa fd leh{kk izkf/kdkjh dks lHkh mi vad Hkjus dh vko’;drk ugh gS 

vfirq ogh vad Hkjs tkus gS tgka ij ifjorZu mfpr@Bhd le>k tk,A 

 
c. Finally, based on the revised overall score (out of 100), he/she is required to record an overall 

grade based on marks obtained. 

var esa la’kksf/kr lexz vadks ds vk/kkj ij ¼100 esa ls½ mlds fy, izkIr vadksa ds vk/kkj ij ,d lexz xszM ntZ 

djuk vko’;d gSA 

 
6. Section-V (Acceptance) 

Hkkx&V ¼Lohdf̀r½ 

 
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 Hkkx Lohdkfjrk izkf/kdkjh }kjk Hkjk tkuk gSA ml }kjk ;g vafdr fd;k tkuk gS fd og fjiksfVZax 

izkf/kdkjh@leh{kk izkf/kdkjh }kjk fd, x, vkadyu ls lger gSA vlgefr dh fLFkfr es mls Hkkx 5 dh rkfydk 

esa bl m|s’; ds fy, fn, x, dkWye esa bldk fooj.k vkSj dkj.k fn;k tkuk vko’;d gSA 
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7. Schedule for completion of APARs  

,0ih0,0vkj0 ds iwjk gksus ds fy, vuqlwph 

Activity 

fØ;kdyki 

Cut-off date (for the 
assessment year) 

ykxw gksus dh frfFk ¼vkdyu o”kZ 

ds fy,½ 

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

ftl vf/kdkjh dh fjiksVZ fy[kh tkuh gS mls ekuo lalk/ku izHkkx@dkfeZd foHkkx }kjk 

[kkyh ,0ih0,0vkj0 QkeZ fn;k tk,xk ftlesa fjiksfVZax vf/kdkjh rFkk leh{kk vf/kdkjh 

fufnZ”V fd, tk,axsA 

2nd November 2017 

2 uoEcj 2017  

Self appraisal  

vkRe ewY;kadu  

15th November 2017 

15 uoEcj 2017  

Appraisal by reporting authority 

fjiksZfVax izkf/kdkjh }kjk ewY;kadu 

30th November 2017  

30 uoEcj 2017  

Appraisal by reviewing authority 

leh{kk izkf/kdkjh }kjk ewY;kadu 

10th December 2017  

10 fnlEcj 2017 

Appraisal by accepting authority 

Lohdkfjrk vf/kdkjh }kjk ewY;kadu 

20th December 2017 

20 fnlEcj 2017 

Conveying adverse comments if any to officer reported upon 

ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds ckjs esa izfrdwy fVIif.k;ka ;fn dksbZ gS 

rks mUgs lapkfjr djuk 

30th December 2017 

30 fnlEcj 2017 

Appeal against the adverse comments 

izfrdwy fVIif.k;ksa ds f[kykQ vihy 

30th January 2018 

30 tuojh 2018 

Decision on the appeal  

vihy ij fu.kZ; 

28th February  2018 

28 Qjojh 2018 

 
 
 


