Annual Performance Appraisal Report
Y U< Ud M Hedid Rulc

(For DIET Principal)
(e Wil & forg)
Performance Appraisal Report for the period from 01-04-2016 to 31-03-2017
afier Heaia feqres RuiE @ s@fer 01-04-2016 % 31-03-2017

Reporting, Reviewing, and Accepting Authorities for officer

IRPRT & forv RafET /wen /ieRar wiieR!

Authority Name & Designation
RIIBEA M Uq Uq
Reporting
Ruifdr
Reviewing

FHTeT

Accepting

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

e fore JRENT @ R9S fodl G & ge@ RucT/ aHer, wanar TReN g g7d
TR T B GV B JEIT BYT E g8 0H0V0SR0 BIH HY & [y G [ReAR
P T W GHE T AT



Name: Employee ID No.:

SECTION | — Basic Information
T | — JMEIRYd a1
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.

HUIT U FaAGH 9 FTAR Al QI T8 BRI WX | G &3l Bl WRAT JAar
T BM & 3 H TFGN & AT B foly B fear T g

Name of Institution
T B T

Institution ID
{¥IT Tga 0

District

fSterm

General Information to be filled by officer

ARBRT GRT ¥ S dTell AR T

1. Name of the Officer

JIEBRY HT A

2. Father’s Name
foar @1 M

3. Employee ID No.

FHHINT T 50

4. Gender(M/F)
fef (g / e

5. Designation
Uq el

6. Present Pay Scale and Grade Pay

M ol 9a9 G IS da

7. E-mail ID
$—8d UgdH o

8. Date of joining in the present station

AN W TR BRMR T8 he al fafdy

9. Leaves availed of

forq 77 ararer

Type of Leave From To Days
JARTI BT BN kil GE fes1
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Name: Employee ID:

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

¥ & IRE 51T Uferr / yder e /AR / sriememer / ReyR orf # O/ faw 3R o w

9T forar ST faawor
In - Service Trainings/Workshops attended with details on subject & venue
HATBTel UFRETOT / BRISer T faaver [ 9 foram fawy vd e & faarvor afed
Capacity Title of Period
&HdT Venue Training Subject Organized by 3rafer
EIC] YRTEToT 1 fareRy gRT QMR | From | To
KL B9 ¥ (B9 TD
(As trainee)
Rig & WY
4
(As trainer)
IS B
Wy #
11. Details on extra engagements Period
JfaRad It @ faawor 3rafy
Number of Days From To Total
T ¢ SR BT e CER! 9 D Bl
i. InBoard exam invigilation
qIs TRIETRN & 3rerr |
ii. InBoard paper evaluation
qre Qe & qogied H
iii.  In Non -Teaching / Office related activities
IR eIl / PRIty | g fafafer
iv.  In Non-Educational external assignment
IR i Il P A

v.  Adverse observations during Board
Invigilation or Evaluation duty you
conducted
IS IR AT JFET0T AT T H 39
g1 &1 T8 s

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

SRIATHS AT ORI BRiaTe!  alfead
(afe DI 8) TGN ¢

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

I FReT g 6 IWIad gad W SER 9 © |

Date /T oo, Signature of Officer /IR & TR
NamMe /M ... et
Place /MM .....oveeereereereenen, Designation /UG F&.........ccomvvvueemevvernsnneens
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Name: Employee ID No.:

SECTION Il — Self Appraisal
T 1l — (3T eITh)

INSTRUCTIONS:
fecer—

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.

vifkdkjh 1= d nkjku Lo;i di gk vitr dh xb miyfl/k;k ;k mBd Fjk
fd, x, eghoi.k ;kWeMA/SH aef & <M s @ fau FEiRa
eat /selat /aeat &t 9gf B SN sue) /Sue v w fida e @ fav
bl volj dk mi;kx dji| a8 ®illta =9 & feav o= yflleror sfear & wm
yu dh t:jr eghl djrk 2 /uflireror dk; Bek e Hkx fy;k g] vidr djA ftle:
fafilee &= & af/kdkjh o SwRiqa ¥ @ gd® & fav fafliree mnkgj.k@mnkgj .k
vidr dju d fy, 1kRlkfgr fd;k tkrk gA bl [kM e IHh {k=k dk Hjuk vfuok;:
gA

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

objectives of your role. Please keep the answer within approximately 100 words.
T & IRM Y TU HE F1 G IR w9 @ IRE O 1Rl /R ) SR fear T, 3
fagRor 1 |fAferd & |

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.).
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Name:

Employee ID:

e # S el /Seewdl BT faaver < S 3y gRT A fory wenfid fhy U o A S v forg wenfia
f6y 7T o TUT ST W TS AT T YT MUD U (ARVEE BY)-Sudter aur s (e
e /I / IR siaeaedan dtel BT (W0s<govaogHo) / Rifde i/ Suartcre R qem s

T UIGIEH BRI /3 AN Sl
Actual achievements & shortfalls against target/
Target objectives/goals for the current session
&g T 9 @ oIy 88 /I5eed /Al & fdwg
IS YA IR Bl
3. Key Performance Indicators (KPls)
T WET Gadad (@0dI0sTE0)
a. Examination result details — if applicable
T IRl @1 fdaRv— afe o @
Sr. Academic Class No. of Those who secured Passs
No Session H&T | Trainees/Pupil e ur fy %age
T | YeIle a3 Teacher >90% | 76- | 60- | <60% | UM
apeared 90% | 75% BIRNG]
AT o dTel
yfRregeli / BT3B
|
Previous
Session
RERIIGE|
Appraisal
Session
UG IE]

(Pass % = No. of trainess/pupil teachers passed + total number of trainees appearedx100.)

(ST 9% = IIol TS /BT &1 WA + |1 o et Fol URIail B =T X 100.)
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Name: Employee ID No.:

b. Examination Results- Haryana Teacher Eligibility Tests (HTET), if applicable

e gRoT- gRam Ried amar wen, afe o @

Sr. No | Academic No. of students appeared % of students who cleared HTET
F0 | Session T ¥ dTel B @ 9@ TA0CI03010 U BT Bl
Nerfored T RN

Previous Session
REGIRE]
Appraisal Session
bRUCEIE!

c. Student Attendance

B o SuReIfa
Number of Students/STAl @I Average attendance of students/STAT & g SuRafa
RSEE

d. Attendance in Staff Meetings

WG doo! § SuRwf
Number of Staff Meetings held in the year Number of staff meetings attended
TG H SRR eI doai B A=l 1 W% Seai #§ 9T form SH@) e

e. Attendance in Parent-Teacher Meetings, if applicable

frTas—Red Joa! # SuRenfa, aft A &

Number of Parent Teacher Meetings held Number of Parent Teacher Meetings attended

AT di0cI00 dShT Bl R 5 diodiovo dei | 9T forr SH@ In

f. IMDC meetings

3Mg0TH0SI0N0 Sod
Number of IMDC meetings held Number of IMDC meetings for which minutes
RIBIN 341'&‘0@0@0@0 Srera e e redil are available
3ML0THOSI00 Sod! @I Fe&m forar faavor
U B
6
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Name:

g. Details on Financial Responsibilities

Employee ID:

faciar fomeIRal &1 faaor
Whet‘her uc Date of UC Reason for
Amount of submitted or - non-
Date of Amount submission e
funds/grants . ™ not utilization, if
Year . receipt Utilized STEfE ST
il received e ) a7 - any
o €7/ %4 &) faf UERIE TV S Ay 7
CalIE] HRATY TV & By S BT BRT,
pIEH] IS BIg 2

h. Details of Audit

3iffse @1 faavor

Year
(e.g. 2015-2016)

(SSTEROM 2015—2016)

Total Audit paras as on

1°t April of the year
qy H 1 3l B G

3iffse URT @1 He

Number of audit paras
dropped

19 by Ty siifee Wi
CalLell

Number of balance
audit paras

Iy Jfifge &R &1 Fw=r

i. Details on applications / grievances etc. received and cleared

el / Risrd! s @1 faawor, Sy Y den FMuer fay

Number of
applications/grievances
received till previous
Financial Year

fiod facia o do
T et/ .
DI AT

Number of
applications/
grievances received
in current Financial
Year

e facia v o
T arder / Riermat
CARSEE]

Number of
applications/
grievances disposed
in current Financial
Year

oA facliy av §
fAgery v

3rdeHr / Rierdt o
[

Balance number of
applications /
grievances
3 / R &

I G
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Name: Employee ID No.:

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 R TU WH H gElag qedied M & fawg By U BRI AT B TS UBA AT I
Sudfertl @1 fafne Ieexvr (fe &1 @) & @, U B | HUIT S < b AT Hedid gee! JAMI
@ W1 BT S |

Dimension for evaluation/ﬂfmﬁ & foTU 3™ | Comments of officer being evaluated
ot SRwRY &7 qeuia foam ST & Sl fewforr

a) Academic Leadership/? R ﬁ?ﬁ[

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

fyafig <RT/Fermell @ <@ & R/ g
fareror 81 <81

2. Maintains & keeps track of lecturer-wise
records — e.g., student attendance,
performance etc.

UeAID! & 3fidbel B RPls W TN 89 W
TOR X, IETERV & folg BT SURefd, ye=
3T |

3. Provides continuous feedback to lecturers/
senior lecturers — acts as their guide,
recommends trainings
eI / IR YTeATaeh] Bl FR=R Bredd ol
&— I [0 U ANIGEId & folg P Rl g,
TiTeTor @1 RIBTRT axal 2 |

4. s available and accessible to students and
lecturers
BTl qT URAUS] B U AR Go §

5. Effectively executes any other academic
responsibility given to DIET from time to
time
THI—HY TR Slec Bl & o drell fhddl 4
I MG AR @1 guTdl w9 et

AT ©

b. Leadership & Coordination of DIET Branches/ﬁ'cclc_cr RIS §€ DI I IARIRI F T

1. Systematically involves the various DIET
branches in the preparation of annual plan

qiffe Ao B TR H Aoy e |

A~ Srgc IRaTel @l wftaferd axar &

2. Rigorously tracks branch-wise activities —
holds regular meetings with different
branches to ensure effective execution,
remove bottlenecks if any
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Name: Employee ID:

YRR TR R FeE W AR /G
e—ydl fparaas ghREd o & forg faf=
ogran & W1 FRIfAT 5% AT HeaT ©

3. Ensures proper coordination between the
different DIET branches
SRC B ACT—ASH AR & 4 TR

T GAREd HRa 8

4. Effectively communicates activities of DIET
Branches and ensures coordination with
SCERT
SEC @ I @ AffaeRy B i < T |
FATRT FRAT © a1 THORI0Z03TROCI0 & W1

T GFAIRad v §

c) Engagement with community & other stakeholders/{HaT Tl 3] fod gR®T @ A1 JHgd

1. Makes efforts to strengthen various
community engagement forums like IMDC
and other relevant committees - regular
meetings etc.
fafy=T aMeTRe Hei o o 3Mg0THo<I0w0
T 3 YT HHICAT | RIS FEHTTd
P WD 1 & foly JAN awar et
EREIRRII

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

BAl & yeei R SuRefy & ar ¥ Frfia wu
q e IR Far T/ afaet @ afey
WATER) GAfed &=l §

3. Coordinates with other stakeholders during
preparation of annual plan (for example —
VEC, DEO, DEEO, SCERT, School Heads,
AE/NFE centers etc.)
qMNG I &I IR & IR I =’ URI
@ 1 Ay (ISR & forv I e |,
fSofdosto,  fSiomioRiosto,  TH0¥T0g0sMR0N0,

¥eel T, Y050,/ TH0YH030 Pl gedife)

4. Conducts regular meetings with various
stakeholders in the district for coordination,
troubleshooting and identifying need for
interventions (for example - VEC, DEO,
DEEO, SCERT, School Heads, AE/NFE centers
etc.)

HHAY, HH] BEIRY 3ﬁ—\; oXd&y DI AR
P! TEAM B & o1g et ¥ I 2 gt
@ 91 T 95@ SmNRIT Fear € (ISR
o fouv wm Rer dffa Rofosmo,
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Name:

Employee ID No.:

fomofiosto, THoT0Z0eROTI0, ¥Hed T,
050/ TH0UHO0S0 Bl 3Te)

d)

Management & administration of DIETs/@'Ii"C’ DI Y=g TAT YRATH

Ensures implementation of Annual Plan for
the district
Tl @ fofy aTfies AISTAT BT Frara e

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

It R 3o &1 wrd) R
HRal B d T w9 Rufy &1 gur
a W

Manages DIET ambience, environment and
discipline

S5C & ARV [ WITERYT 3R IR &
PEECG GG

Ensures proper management of resources,
financial support, and data collection/
information exchange(with external parties)
G, i e 3R SIeT 9Ug /G &
AT UM & & Sford Y gRfad axer
(@t uell & )

Effectively executes all other administrative
responsibilities as DIET Principal

SRC b UAR & WU H oy Wl yeife
oAl &1 wardl 7 9 grffead deAT

Attitude & dedication/HAg(d Ud FAUTT

Is reliable & punctual

faveqg iR THg @1 U< 2

Serves as a role model for students

BT & ol U6 eyl & wU § R FRAT 3

Shows sensitivity and commitment towards
students, school, teachers and community

Gdeeield 3R ufdegdr foardr &

Performs duties with highest level of
devotion and dedication

Al B Seadq WX @I T 3R gHdT gRI
fdg exem

Annual Performance Appraisal Report
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Name: Employee ID:

5. Please describe (i) Awards/Honours (ii) Any additional academic/professional qualification

obtained during the session. (iii) any exceptional contribution, e.g. successful completion of an
extraordinarily challenging task, especially academic, or major systemic improvement (resulting in
significant benefits to the school/institution/public and/or reduction in time and costs)
U RN (@) [EBR/FHA (@) 99 & SR UG B T3 eI a1 WaR Iraam (M) a5 e
NG, SRRV By SR FARIYYl BRI BT FHAdYad [ BRI, RIVAR TR el arerar
T FaRerd gER ([ TRUTREGRY G50 3R 1T @1 kil @ Fg%y fJererd /6l / Sl &
B

6. What are the factors that hindered your performance?

T B A BRG & I BROT ATUS Yg+ H G 3fg?

7. Please indicate specific areas in which you feel the need to upgrade your skills through training
programmes.
U faRdre el &1 Soorg aR ST 31U 319 DIeTel BT UIRET0T HRIGH & AR | AT B Dl
SII9RYDdl HeX]d dXd %

For the current assignment:

I PRUR & foIg:

For your future career:

I U & qfdw B fow:

11
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Name: Employee ID No.:

Date /T, Signature of Officer / BRI & EXIER
Name / TH....cceeeeerereeee e
Place /MM.....cccoeeemrerereererenen, Designation / TGHET.........coovverrenneens
SECTION Ill = Appraisal
YT I — HATh

To be filled by the Reporting Authority
RO AR gRT oK1 ST &

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

U 3ifHd N b oM FrferRad TeAl & SR W o Aediad W # Y 7 STRI 9 6ed 8
Question /U3 Agree /¥gHd Remarks / fewolt

1. On accomplishments of the work plan

and unforeseen tasks (Question 2 in Self
Appraisal Section) Yes No
HRIFT T 3G FAT & 7T 4 | | /& /T
fewoll (TH A 9T & U= 7 2 &
IR )

2. On results of key KPIs (Question 3 in Self
Appraisal Section) Yes No
dodioarso & TRom R el e |/ /el
HeAlhe] 1T BT 9% 7 3 B IR W)

3. On Awards/Honours (Question 5 in Self

Appraisal Section) Yes No
S /TS (3T el 1T BT o 7| /T /Tl
5 B MR W)

4. On Any additional academic /

professional qualification obtained
during the session (Question 5 in Self

Yes No

/& /T

Appraisal Section)
SERCAANEICIMECIRINGH|
NeAPNG / S AFIAT U BRAT (A
ARG 9T B e 1 5 & JER W)

5. On any exceptional contribution
(Question 5 in Self Appraisal Section) Yes No
P Af fafire Are (3 qeated W | /7 /7T
BT WA 9 5 B AR W)

12
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Name:

Employee ID:
6. Significant failures in respect of his work
(Question 6 in §e|f Appraisal Section) Yes No
BRI & G H Dy HEAYUl B i e
(3T F[TTHA W BT T 7 6 B IR
w)
7. Skill up-gradation needs as identified by
the officer (Question 7 in Self Appraisal
Section) Yes. No
IRBRT ERT DS HIIA S~ & Tgae | /& par:
AT (3T JATH AT B T 4 7 &
MR )

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

B b IR B Jber | HUAT M-I § T S| D1 GHIE B & JTaq AT 3 < |

Annual Performance Appraisal Report

(For DIET Principal)

Points by
reviewing
authority
Points by | (if different Initials of
. Reporting from reviewing
Maxtmum authority ~ RePOrtng  guthority
Dimension Points Auie at%:ﬁg;y) B T
3ITITH
T gRwd e e @
BN o Ryag S
(afe RuifeT
BlIBEaR]
= 2)
. Academic Leadership/?r@l’d? ﬁ?ﬁ[ 25
. Regularly visits/observes classrooms to track 6
whether effective learning is taking place
frafii <R/ wermall B <@ fh @ gwraY fRrerr &
e &
. Maintains & keeps track of lecturer-wise records — 6
e.g., student attendance, performance etc.
UAID] & 3Ndhel B Rdre YEAT TN I W ToR
G, SIERYT & forv BT IuRefa, yesie ganfe |
. Provides continuous feedback to lecturers/senior 6
lecturers — acts as their guide, recommends
trainings
YA DI /RS TATd] Bl fAR<R Bledd odl g—
S8 folv e ARed & foly &M axar &, uiwem
P! RIBIRET el 2 |
. Is available and accessible to students and 3
lecturers
13




Name:

Employee ID No.:

B! TT UTEATIGH] BT SUeel 3R gord ©

. Effectively executes any other academic
responsibility given to DIET from time to time

TR R e P o o drell fhdl ff o=y
Nfeys Ry 7w vy & feanfag axar @

. Leadership & coordination of DIET branches

e T STeC Sl 3 ARARI | FHaY

25

. Systematically involves the various DIET branches
in the preparation of annual plan

qffe Ao B IR H AoHeg e 9 fafie
STSC IRIIS Bl AfAferd orar &

. Rigorously tracks branch-wise activities — holds
regular meetings with different branches to ensure
effective execution, remove bottlenecks if any

IRIAR TR W derg ¥ ok IGdl 8—Jurd!
fparae gRiad o o forg fafeT sramell & |
frIfid oo IR Hear ©

. Ensures proper coordination between the
different DIET branches

SIRC B A3 ARG & 4 FHId qoad
gffdaa oar 2

. Effectively communicates activities of DIET
branches and ensures coordination with SCERT
T3¢ D ITERI & TRl &7 JTdl @7 | |amed
PRI & T THOHI0Z03TROTI0 & 1S FH=ay Gf-ireeret
R B

. Engagement with community & other
stakeholders/Tqe TU1 3 f2d 9RGl & A

20

. Makes efforts to strengthen various community
engagement forums like IMDC and other relevant
committees - regular meetings etc.

fafr=1 \reTRie #@l SR fd SMg0TA0EI0w0 T2 3=
IR BHICAT | AHRIRIS FEHINT Sl AT $Rl
& foY TN el -{afid dod gfe

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

B & Yo SR IuRYfd & IR H Al v |
gaad iR AT fdr /afaet @ ey arfier)

gRaad @l §

. Coordinates with other stakeholders during
preparation of annual plan (for example — VEC,

Annual Performance Appraisal Report
(For DIET Principal)
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Name:

Employee ID:

DEO, DEEO, SCERT, School Heads, AE/NFE centres
etc.)

QI AT B IR & SRM 3 BT oRD! & e
T (SR & forg I e wafdfa, ofRiosio,
fomioRiosin,  THOHIog0ROSI0,  Whe T,
030 / TH0YPH0S0 F5i Sedle)

. Regular meetings with various stakeholders in the
district for coordination, troubleshooting and
identifying need for interventions (for example -
VEC, DEO, DEEO, SCERT, School Heads, AE/NFE
centres etc.)

T, AT (IR iR e B Javadhdr @l
TEaH I o forg el # fafi= 2 oRal & 9
frafid So@ Mo axal & (STeRv & forg I
forem A, fSrofrosto, fSorTofRTosto,
THOI0F03MROEI0, ¥ehet W@, T0Z0 / TOUHOS0 desil
§If)

. Management & administration of DIETs
SISC BT TG qAT TR

20

Ensures implementation of Annual Plan for the
district
S @ fog afies o @1 draaad gHREd

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

3R SRl &7 YTl $raaa GREd $var & qe
I w9 RAfd &1 FarR gERkad e

Manages DIET ambience, environment and
discipline

SIEC @ IIAERY QIR SR SR &1 Yawe
DRAT

Ensures proper management of resources,
financial support, and data collection/
information exchange(with external parties)
T, [l HerdT 3iR ST 68 / Gal & SfaH
YR &RA & Ifed HeeE gREd wRer (@l ve
T W)

Effectively executes all other administrative
responsibilities as DIET Principal

e & YA & wY H 3= T yoe oAt
BT TG @ I BrAffad BT

Attitude & dedication/F g TaH JHaor

10
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Name: Employee ID No.:

1. Reliability & punctuality 3
faeae i iR I9g @ urew

2. Serves as a role model for students 2
Bl @ foly Ud ey & U # B Fval ©

3. Sensitivity and commitment towards students, 2

school, teachers and community
oEl,  fereE, swmel diR W™ @ Ui

GdeTield 3R Ufdegdr fexar

4. Performs duties with highest level of devotion and 3
dedication

HAAT BT FoaH TR B 9T 3R FHIYT gRT fHdg
HAT

Total Score (out of 100)/&d 3% (100 H 9):

3. Remarks on integrity :

Jafer ar femof:

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

BT U 37l & AR TR g I8 W T (v) $:

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ THE A — 980 ¥ B+ — 37281 B — 3l C—3fl9d ¥ HH
Date / Teeeerereeeeeeene, Signature of Reporting Authority / RUIfET WYeRY & gwer
NGME /T .ttt ettt sttt et s et s e st s e saesaeenvesanens
Place /XM M..c.ceeeeeeeeeeeereeeenn. DeSINALION / TEHTM.....cveoveee e eeseeee e ees s een s ees s
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Name: Employee ID:

SECTION IV — Review
AT IV — THIeT

To be filled by the Reviewing Authority
T SIS §IRT WRT ST 8

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)
7 39 RUITCT WRGRT §RT ARl H R T B & Iced adT A= fRIvamell & www § o T8
THIeT W FEd ©° 9T MY RIS WEeR) gRI, APeER & I8 H fomal Ruic fordl o1 @1 8, @
SRRV YA 3R AEaqUl fAGedmel & aR H @ T3 FHem ¥ §eAd g7 (A oMy faRiyani @
ARITAD Jfidher @ ol W1 9T | WEAd el § al Ul FHIe S9 9T & FleM H ffbd I ol
e forw & eI e ufafteal R i aReR @) |

‘ Yes/&l ‘ No/&l ‘

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

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

3. Final score after review (out of 100) /FHI&T & d15 3ifc 3@ (100 ¥ W)

Please tick (V) the appropriate grade

HUT I U8 W ed (v) FY:

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ STEHE A — T80 3781 B+ — 3T B — 3f1d C—3iId & aA
Date / Teeeeeeeeeere. Signature of Reviewing Authority / Tl UTSIBRI & BXER
NGME /..t ceeete ettt st teesve st sasesaesaeevesanens
Place /MM.....coveeeeeereerenenan. DESIGNALION // TGRTM....eooveereeeeeeeee e seeeeseeeteee s eees s
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SECTION V - Acceptance
HAT V — Rilaﬁ,l?l

To be filled by the Accepting Authority
HIHINGT PR §RT =T O &

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

I 319 RIS /e Wity &l fewoll & 9ead &7

‘ Yes/l ‘ No/&l ‘

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

T ¥ f=rar 29 @ Rafa § S fqavor dgor R &

Date /T, Signature of Accepting Authority / THGIRAT TGN & EXAER
NGME /T .ottt st sttt ettt st e saesre e saeesaesreenae s
Place /M....coeivverereeneenns DESIZNALION // TGRTI....cooeereeeereeeeeseeeseeeeseeseenes s es s enes s
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General guidelines for filling the APAR form

e Jeuied fAmed Rurd (TodiovodmRo) B MRA & fov aMeg fasmfes

1. Introduction

Ry

a. The Annual Performance Appraisal Report (APAR) is an important document. It provides the
basic and vital inputs for further development of an officer. The officer reported upon, the
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 (Tod0T0sTR0) U Aewqyl S&iad & | I8 [l s & omi e
& forg gaTdl ofR Aeaqol TeR! YeH IRdl § | SHfery for SRy o Rurc forddl o & g,
RUIET wierer), F¥lem WiRIeRT dem WIeIRAT WER! & 36 B B 1R & $g¢1 Jul [RERT
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 IR B HRI A AR YREI & oY T U & ®U # WA ST A1, 1 3
oy <5 @1 ufear & wu A Rulfcr wReR &1 I8 sEa bl @ty & g0dl e e
ARBRY P AT 1 & U &, M a8 AUl el &l & aR H W TS | THD] Saqey
el @ior @ U ), g I8 v fero Suawr 2 | RuifeT miter, ween miier
T TSR TR gRT o et @t Rue forelt o1 <@ @ S yee # &, iRy
T Jfddg & a8 H RUC &7 9 Fadar 721 =y |

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.

Bl B Sfod ST 3R &I & A SR W FHY <F & 91g WRT AT aTev | Rard @l
FHRAG T Tl & ¥ WA @ (oY [65a1 797 D5 W YA ST | STkl & ual g
STEAT | et ot BT ar sfeR EfST @ srgAfa T 2

d. Although the actual documentation of performance appraisal is a year-end exercise, in order

that it may be a tool for human resource development, career planning and training, rather than
a mere judgmental exercise, the Reporting Authority and the officer reported upon should meet
during the course of the year at regular intervals to review the performance and to take
necessary corrective steps.
A FWTET BT aRafde Yolad ay & o § 8 alell Ul Uil & f I8 IMd waree faerm,
HRIR AT AR IR & foly Ud SUGRYT & 6l &, 1 &1 MRy < & Ui & wy #, RuifeT
TR e forg sffrer) @t Rurc fordl o RE1 8, 9l a¥ & SRM R sk 1) Mer =iy,
b UGe B FHe BT O G IR ITH MaeIH GIRIHD HaA oY ofl 9 |

2. Section-l (Basic Information)
| (T SIFR])
a. This Section should be filled up by the officer/official concerned. 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.

IE U AR AR/ HHART gRT WR_1 SIT Afeq | RUc &l oy & forg ar ar o Ruife a¥
2 WAl &, I IFd UE 91| A KA @ 3@l v gl 9¥ 8, SHaT deraR dad far e
IIRY; SRRV & fo1g, 2015—16. AT RUIC BT F9Y b Q1 99 A A o, faRTe yR=T iR |aif o
foey o1 Soor@ fohar ST AT ISR @ forw 10th RIa=R 2015 — 31 A1, 2016 |

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.

RaffeeT o, afier wiferery qen W RG] & FwRad diferdl 3 W+ | g & fog
TOUI0V03RO SHITIS & & Y& W IUeTed bxardl W1 & | RUfST Wi, aeien wierary derr
WHIRAT WGRT B M 7 e 3ifded fovar S, arfes o siany & Rurd foredt o <2 2 Sa
I8 W B 9 [ I0 g1 I8 R 4 #oll ST 2|

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 (ITT) T B A 09 UG (IRafdd IS WS qe SeH) d |1 8 98 fafy o
HRBRT 3T THHH U8 W BRI PR 8T &, D Ga Afebd dl AT 2 |

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

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

A ¥ SRR, radrer, YR A1 3 BRON & foly 1 39 W H 39 Sagwd @ oy & g
qIfeTeT ® T 37AfY BT ool fhAT WIWT | 9FT fofv 70 Uiy & faavor &7 Seoi@ A arforar |
fopar o |

. Section-Il (Self-Appraisal)

IAT—I1 (3T HeATehH)

a.

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

forg T @1 RUIS fordl S & I §IRT 6! J(HdT & Il B IR Ay el /IR
NG BRI BT [T fAaROT T SMALAS &, T AHIRIE: T 100 I ¥ A T BT | e
w1 3 T g B & w7 4§ R o ARy

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

ARBRT $T FF & IR WA/ & fog Fuia dedl /3gewdl ok 39 dedl & ofwy Ui
SUSER a1 B B ffhd FA AR,

. The office should then provide information on Key Performance Indicators (KPIs) required under

point 3. This information should be accurately filled.

BRI BT 79 a5 3 T T Sawd MWUGT Habadl & IR H TGN IYAel F_ar il | I8
SHRT el W S AR |

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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39 U & (45 4 AWEN 3 g FWET Foas JIM & A 6y T BRI /U $ SR
GRA BT AGHR UG G © | HUAT JUHATHS a1 AT SIHI B AT U1 SUHAT Pl ISR e
& oIy A SaTERT IR Y | MU AT IUARRA W YHIE Sl & forg ifRed wie @
ST IR Td ¢ |

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

f. Section Il also provides an opportunity for the officer to reflect upon his/her performance during
the year and indicate items which he/she thought were significant contributions made by
him/her during the year. The officer is encouraged to cite specific instances/examples of when
he/she would have demonstrated the skill/dimension.
T 2 PR & forv 9f & RM SHe U W 799 & BT QR Y& &l © <l S Aal
BT qU FX Sl T AId JFTAR qY & ARM S g fbdT AT Feeayul IS o | ARBRY Dl
fafire ISTER 9 @ folg UicTied fovam ST & o1 S 8T 310 DIeTel / M T YqeH febar
g7 o7 |

g. The officer reported upon is required to indicate specific areas in which he/she feels the need
to upgrade skills and attend training programs. He/she should also mention the specific steps
that he/she has taken or proposes to take to upgrade his/her skills in the identified area.
o SIRIART @1 RIS fordl S <& 8 S g1 S ORI el T Joord (a1 ST Sawdd & For
TE I DI BT SIAT DR BT AT YRIEOT HRIGH H AT o Bl AIRISAT 7eqH Bl @ | 34
gRT 3 fafire deHl &1 W Ieord a1 ST Saead & ol 89 gN fsdl IR & # 39 e
& I =] fofv T 8 /a1 forg S Ranfad |

4. Section-lll (Appraisal)

-1 (i)

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.
a3 RAfET miterl gR1 wR1 Sirean | Raifdn wilfeiert @ 93 & aRM e & dedl & Fgad
IS USR], SHD IRV IATGH AR Bl N Fgeayqul f[awer w ool yer &l 9oy |
RaiféT miReR gRT o ey @ Rue ford) S RE1 @ S99 DY & S=IF &) 3Mavgdhal |
A fewly & aifRy |

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

9 RUET TReRT &I SRl § F Ue & oy (T 3 &1 {45 2) ¥eeid € YeH &) d1fey
(rfermam sfdr & W) | ROET MRGRT BT e Y™ BR W U8l 91T 3 & 9 MM IR MRBR
gRT UG @ T3 fCwfoml o & | |eien ol a1y | 1 QM ¥ QT 1Y 37T & SR W U
THT THR (3(®) YaH fdar o |

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:
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AT 3 3R RUfET witer) gRT o ifter &1 Ruie fordl o 781 & S9! o
%Wmmw%wﬁmaﬁ%mﬁéﬁweﬁwﬁaﬁ%aﬁﬁﬁawﬁw
AT T 31 Saeed T8l 7 g 98 99 e forma! Ruid fordl o @1 & @ s iR
Pfgd AN B W g ¥ g GhaT § | IS ¥ GERT Bl @ R B o feforRad
UfGaT BT UTe o ST a1fey |
i. If the Officer’s integrity is beyond doubt, it may be stated.
BT BT THFGN WG I W 8, A 3BT 0 o |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as
under:
I B @ T A<E & I DicM @lell BIe < AT (4 JHR | BRI dY
(a) A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Annual Performance Appraisal Report to the next
superior officer who will ensure that the follow up action is taken expeditiously. Where
itis not possible either to certify the integrity or to record the secret note, the Reporting
Officer should state either that he/she had not watched the officer’s work for sufficient
time to form a definite judgement or that he/she has heard nothing against the officer,
as the case may be.

Teh T [ A IR B T S9! R IR TSR @ | Fie @ T Ui aiies (e
et RAre (TodlogosrRo) & 1 AT aRS R @I 9o o I8 gHREd e &
qIfPd SRRl MY @ Y| Wel I8 W9d A 8 b aener of yeifta At S 9o
W AIC SR S e Al RUICT ARBRY I8 Sifchd o fob S SOSN & Bl bl o
Y Th T8I <l I I ARBR) b IR H HY el A Sl A HH B T R )
a8 fRaa fofg &= 99 |

(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.
IS JFgadl PRIl & URVAEHY |eg A1 Udh §¥ 8 W § Al ALBRI Bl FINTDT
HITOT Sl WY T aifies e Hedi Rure (Yoov0siRo) H TRIAR $wral fobar oI |

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

I T T UG B YRe B SR 8 A1 §9 A2 Bl Sol [hAT SN AT S G DI
3! fafad wu ¥ HaRa fevar Sy |

(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 orgacdl HRIAE! & URVTRAwY ¥ag A1 WH A Al §X 8N & AR 7 & Il g B
g 1 ABPR T AR BT T Uh Ay & folv <@ W ARy T I9S UTErd &
SR 3ifdhd (@) qAT () IR BRIaTE! B WY |
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.

3T # RUfET wReR 31 @R & fory 1 T T oifdd FRA1 Mawd & | 39 U APl B
FER W IS & FFAR fAfed fdar S =iy |
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5. Section-IV (Review)
HAT—IV (SFH1er)

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.

TT T FHIET RGN §RT ¥RT ST & S &K1 I8 3ifchd a1 O & & a1 98 R ifdrer
@ 3G ¥ WeAd 8| JRTeAtd @ Rfd # 98 F1 & Scured A1 e R fRwanst & fowg 39
S & fow foU U afem # ST eider siftd a) wdar 2| weAfy @ Reft # 59 /a5
@ IUTEH B AR § 9G o1y oY MY Pierd &1 MR I SMawadar -1 2 |

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

e WG @1 9T 3 ({5 7. 2) # RuIfT WivaRl gRT U U &1 I 3fd! B |elem el
TR, T IS I8 AEgw awar & & af RufdT wliery gr1 Ay g sfer & =1 29 =ifey
98 TEcd PR FHAT © | HUIT S § b FHET WRBRT B T SU 3 R B AaeIba Tel ©
MU qEl 3 WX WM 8 gl W URac Sferd /Sl FHel Sl |

c. Finally, based on the revised overall score (out of 100), he/she is required to record an overall
grade based on marks obtained.
3T H ARG I BT B AR W (100 H W) IFD foly U il & MR W Th T IS ol
PRAT AT ¢ |

6. Section-V (Acceptance)

ATV (@R

a. This Section is to be filled by the accepting authority. He/she is required to indicate if he/she
agrees with the assessment made by the reporting authority/reviewing authority. In case of
difference of opinion, he/she is required to give details and reasons for the same in the column
specifically provided for the purpose in the table in Section V.
T8 AT WHIRAT WS gRT W1 1 & | I9 R I8 3ifba fbar &m & fb a8 Ruifda
TIereRY / e TR §RT fhy TV Sffche W WeHd © | ITeHfd o Rfy & S 91 5 @ dnfore

39 I B foly AU Y BieM # 3u@T fIavvr 3R BROT feam ST 3nawa 2 |
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7. Schedule for completion of APARs

TOPOTOIRO & T BN B oy Jreaey
Activity Cut-off date (for the
assessment year)
ERicTIE o & 9 iy (e o

& 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 Jaw} 2017

o7 AR @ Ruid fordy T € S 5Hd FRIH Y9 / Bifdd AT gRi

el QodioN0sTR0 B feam g o RS Siferar dem |eiem St

fafdwe fdyg e |

Self appraisal 15" November 2017

Appraisal by reporting authority 30" November 2017

ReffeT gfeer gRT Hedidd 30 TIGER 2017

Appraisal by reviewing authority 10" December 2017

e TR SR e 10 faRaR 2017

Appraisal by accepting authority 20" December 2017
20 TR 2017

wear afrerd g i

Conveying adverse comments if any to officer reported upon

30 December 2017

ot SR ot Rurd foredt o1 <81 @ S¥a IR # ufigd fowfirr afe a5 @ 30 feR 2017

al S5 AR Bl

Appeal against the adverse comments 30" January 2018
30 ST 2018

st el & Reem ardier

Decision on the appeal

qfid W o

28" February 2018
28 TRaNI 2018
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