Annual Performance Appraisal Report
qiffes Mg RIS T U9 79 3 i

(For Trained Graduate Teachers — TGTs / Primary Teachers — PRTs)
(= 9ve SrRa—<loshodio / mefie s — MoaRoet & forg)

Initiating, Reviewing, and Accepting Authorities for officer

FReRY & forg RAIfd sl /aHlen iR / WibmRar sifeaR)

Name & Designation Period worked
M U ug CARESEIE]
Initiating
Rarfc
Reviewing
e
Accepting

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

e ford SR @ R ferd] ol & gad RaicT Jer /e Jer / wanar SR gy

T TR T B 4T B IO BT @ Gl SR B YT [y A RGeS ® G
W aHer &V IRy



Name:

Employee ID No.:

HHAN TEA HO:

Annual Performance Appraisal Report
qiffe Murg RUIE T yqeH wd S Jediaa

(For Trained Graduate Teachers — TGTs / Primary Teachers — PRTs)
(g3 e draxa—doshodio / M seams  — fosmRod & for)

Performance Appraisal Report for the period from

aifie el e RuiE & oy

to

3

SECTION | — Basic Information

TIT T — SMRYT Il

Name of Institution
T dl 9

Institution ID
HIT U9 0

District

forem

General Information to be filled by office

BT GRT Y S JTell | G

1. Name of the Officer
BRI BT M

2. Father’s Name
a1 &1 7\

3. Mother’s Name
HIdT DT ™

4. Spouse Name
ufd &T M

5. Gender(M/F)
fef (g /fee)

6. Date of Birth
o @l fafdr

7. Cadre

CIDEEO [0BEO [1 BEEO
[1 DIETSr. Lec. [] DIET Lec.
CIpRT Oret O c&v
C]Elementary HM
[Senior Secondary

CObEo
CIDIET Pr.
LIpGT

| Primary HT
[IHigh School HM

Pr.

[1other — Please specify
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Name: Employee ID:

8. Designation
Ug el

9. Employee ID No.
HHAR] TEAM B0

10. Present Basic Pay

A el 9a

11. Present Grade Pay

g s da

12. Contact No.

JHH

Mobile No.

HeTge H0

Landline No.

saed o

13. E-mail Id
$-Hdl UgIH 0

14. Date of joining in Department

T # FRIURY oxe @ fafdy

15. Date of joining the present post

I U TR BRIVR T He dl fafdy

16. Date of joining in the present station

AN W TR BRIYMR T8 B Bl fafy

17. Date of Superannuation (retirement at
the age of 58 years)

Tartgia & [l (58 a8 @ oy W
NEUEEIR)

18. Leaves availed of

foTu TTg araerer

Medical Leave

forfdredr ararer

Earned Leave

31T Sraeprer

Extra Ordinary Leaves

Leave without Pay

Jaafe JgHT

Child Care Leave
TT—RET0T 3qhII

Absence without information

fa=r forelt @ & IReIoR
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Name:

M

Employee ID No.:

HHAN TEA HO:

during the year

19. Details of Training / Induction Training / Seminars / Workshops / Refresher Course attended

¥ & SR R ufderer / gaer ufderT /AfRER / SRRl / ReIR &R § rg favg &R v

R 9T forar ST faavor

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

HATHTCAI eIV / BRI BT faavor o T foram fawy v o9 & faaror e

Capacity Period
&I Venue Title of Training Subject Organized by arafey
EIE| TRerer @1 Id faw gRT ARSI | From | To
B9 A B9 T
(As trainee)
uiiEg & WU
H
(As trainer)
uRETd &
Y H

20. Awards/Honours (e.g. Indira Gandhi NSS Award, National Award for Child Welfare, etc.)

REHR /G (O b SfeRT Ml TH0THOTH0 JREPR, a1t S0l & oIy IS JREBR

ERICL)

21. Details on extra engagements Period
afaRad st @ faawor 3rafy
From To Total
B9 ¥ B9 AP Gyl

Number of Days spent performing
Board exam invigilation

gre TRIETaT Bl STIIETOT H oY U HRIfad

Number of Days spent performing Board
paper evaluation

i< Wiensll & Feuidd § @ T srifkew

Number of Days spent performing Non
Teaching/Office related activities
IR el / Fratey o gefa Tfafafry 4

U U hRIfedd
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Name: Employee ID:

Number of Days spent performing non
educational external assignment

iR eIOD 9180 BT | oY 7T I

Adverse observations during Board
Invigilation or Evaluation duty you
conducted

IS ERT AT SN0 AT HTbT H MY
gRT 71 78 YS! @ AR e fa%g Ui
fewqot

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

SIS AT IR BRIaTE!  effead
(afe g B) TMHRNI <

| have reviewed the above information to be correct to the best of my knowledge

i SRIFT G B G DI E A W T AR T ¢ |

Date /T Signature of Official / BHAN] & BXIER
Name /TM.....cocoeevererrreeeeereennnes
Place /¥M.....covveveenrieeeireennn, Designation / TGS, .....ocevveereenn.
5
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Name: Employee ID No.:

T HHART UZA B0
SECTION Il — Self Appraisal
AT T — (3T o1

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.

9 & IRM B T Frif @1 G fQaRer| w9 & SRE R el /Ml ® SR fhar wan, S| e
faaxor o affafora o |

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.).

T S el /I B fAaRr S A RT3 fory wnfud fahy Mg o A1 S *muas forg wenfua
U 0 o T1 ST W IS @ T U MUDT YA (ARG x)—-SUERIT T HfFar (et
YR / AHIA / fa sfraegdndr arel BT (H0SegouwogH0) / Rifde Ffor / Iuarice e derm o=
8 UIGIEH B /31 AN STa)

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

&g T T B folY e /Sew /e & fawg
IRIdeh ST 3R B
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Name: Employee ID:

3. Key Performance Indicators (KPls)
T e Haad (@0odi0TE0)
a. Examination result details — if applicable

T gRom @ e afe ary &

Class Academic No. of Class Pass
Sr. | & Session Student Those who secured Avg. %age Remarks
No Serfores s e ura fae G2l LIxil fewofy
B0 o BIal Bl v | wferd
AT >90% | 75-90% | 60-75% | <60%
X Previous
Session
X | fwen W=
X Current
Session
Xl | o 94
b. Internal Assessment Result / Continuous and Comprehensive Evaluation (CCE)
ARG i / Fdiol Tl /|ad iR ud qeaia ((iow0g0)
”g Ea - No. of Students in each grade/
had e | B YRS T § BTl o e
5 ©
5 |2 E E 2 b
F|E S| 525 | 3k |2
s T T 9 2
Cls|® % 29 E| EZX |z
a1 8 | ¢ “« 8l x| 3 & |3 A B C D E
8 a 5 CT-§ ) S = GCJ _g Jg
O U:) > O _8 (%] 2 E ) 25 @ Tf E[ g
+ = ()] = wn
2 2| < ©c £ .
o o s 8 ©
s =g |2
z S
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Name:

Employee ID No.:

HHAN TEA HO:

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

3 IR 3Mdher (S o 3o Wk i)~ faermery & aRom

Number of Result of the
students Result of last
appearing in assessment/ assessment/
assessment/ | ¥@H & WR & | UBd dad &
qeId 4 HheH @ TR B Gedipd
JURYd B Tl R @1 g
BT B A
Grade ___ Subject
e | fawm
Grade Subject
o GER
Grade Subject
e fawy

d. Student Attendance

BT B IUReAT
Number of Students | Average attendance of | Attendance of Male Attendance of Female
A B AT students Students Students

e. Attendance in Parent-Teacher Meetings, if applicable

JfrTas—Rerd deat § SuRenfa, afe o &

Annual Performance Appraisal Report
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Number of Parent Teacher Meetings held Number of Parent Teacher Meetings attended
SIS WOTI0T0 S8ai ol |l fSr WocIoT0 daadi | wIT foram Ia! e
8




Name:

f. Drop-out rate among pupils

faemer Bres arel BT B G

Employee ID:

Number of students taught by

Number of students dropped

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

teacher out during the session due to evaluatee's efforts

JUH gRI U TV B &1 | §F & SR (dee” Bied gl | [JeTerd Bre drel / fdere |
fenerd ¥ qeidd avar &
I ¥ SIRger feam

g. Completion of CCE records

000 RepTs I qorar

Number of students
whose CCE records

were completely filled
Number of students

: : up
o1l Bl e BTAl B AT foHd

000 RFrs gulem
R feu M

Number of students
whose CCE records
were partially filled up
B @ G o

Howogo Rers 37w
Y W U

Number of students
whose CCE records
were missing
Bl @ & e
Howogo Rare A &

4. Please describe with specific instances (if any), in the space provided below, work done or initiative

taken or outstanding achievement against the evaluation dimensions listed. Please note that you

will be evaluated along these very dimensions.

F A QU MY W A qEeg [odied Ml @ f9wg 6y U eR A1 B TS R A1 ST
Syaferl &1 faRre Sarewvr (e &1 N & A, 9vF o | BT & < {6 Sud qedidd s STl

@ A1 BT Se |

Dimension for evaluation

TG & folg S

Comments of officer being evaluated

for SIRIBRY &1 Feaiet fosar ST & Swa! fewfdri

a. Academic skill

NerfOres HIer

Is focused towards improving the learning level
of students

Bl 3 Uz & WR H GUR a1 & 97 § &9
Biad a8

Transmits knowledge to students — uses
innovative Teaching & Learning Materials
(TLm)/ activities /Information and
Communication Technology (1cm)
intervention/playway methods
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Name: Employee ID No.:

TH: HHAN Ugdld &0:

BAl B M UZA e—SWIN Rdl © 3Ag
CI0TA0THO / TTIfAfera / qa iR HaR Wit
3R 304100 BT /W B NIDT B

Has command over subject(s) and his/her
knowledge is up-to-date

vt ® ums T IHBT T THRD ©
Prepares daily lesson plan, assignment and
evaluation of homework/classwork; maintains
and regularly updates Teacher’s diary,
attendance records

dlr'\'ldn ic gIoTdl dYR Nl %\';

e T PR AR e, T8 BRI/ Bel B,
1 SRR &1 A forgT qem Swa IERE,
Suferfa Rars

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

H0SYOTHOTAO & fory oy warme / i fReredt
AT SUARTHSD 17eq01

Uses creativity in Teaching-Learning Process
fReror # RETHGA—RE B gfa

Uses CCE to track learning level of students and
maintains supportive records

faenfeidl @1 uers & WR @I W gg w0050
BT ST HRAl & A RS Ao / Rars
TGl 2 |

b. Extra-academic activities

aiferRed erfore wfafafer
Imparts general awareness on health, hygiene,
safety and environmental issues
ey, WGeed], Rl 3R WIRT & Y&l W
AT ST ddT YT dXdl %|
Makes efforts for all-round development of
students
B @ Il faar & fory
Surveys  out-of-school/drop-out  children,
ensures their admission
fenery 9 91X & gedl / faeney Bred drel 9o
P FAE IR &, SAbl Ya¥ /g grad
R B
Invests time in cultivating good habits and
moral values among students
R @ foly T a1 B |
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Name: Employee ID:

c. Teamwork, contribution to  school
activities and community engagement
TS THE H HM Hx, fenem o wfafafral A
HIT o1 oI ArEIRie SRgdl

Cooperates with School Heads & colleagues
fqerme & Rl iR AEAIRl | FeA &Rl ©
Ensures active and positive involvement in
management of stocks, funds and records of
school

feTe’ & Ih /MM, BUsl 7o Rars & JaeH
¥ wfpy U9 ABRITS 9T ol 8

Contributes in all Central and State — level
initiatives'/policies’ implementation (e.g. Mid
Day Meal, RTE) and other school activities

T /AT WR D Tga /Afal @
T G f6 e © Wi, amRocI0g0) @RI
femery @ ey Tfafaft # AreE <ar 2
Regularly discusses the performance of child
with guardians/parents and ensures their
active involvement

fafa wu ¥ aIfMras! / A1 & |1 5 &
Ue @ T@l axal & R Sa Afed WRiieRT
gRad o &

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

I feqdl /BRI S W b i A A
MR AT ANTEH

d. Attitude & Dedication

TG 3R i
Is punctual in school and class
faernery oiR e # g B g
Serves as a role model for students
BT @ foll U MY & ©Y § B Ixl &
Shows sensitivity and commitment towards
students, schools and community
faerert qen BT @ Ui Hagmeiar va ufaegdn
feearer &
Performs role with highest level of devotion and
dedication

T 3R THI & A1 I BT Seadq WR W
fydea
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Name: Employee ID No.:

. HHAR! TEd HO:
5. Any additional academic / professional qualification obtained during the session.

T B IRE UG BT TS AR Heifs / Falie agar

6. During the period under report, do you believe that you have made 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)? If so, please give a short description (within 100 words).

1 3 favard a7 & b RO o@fy o RUIE o ST & S9 @i & SR oY §RT Blg SFTEIRYI
ANTET faar T & SeTeRvef Yo SRR A R BRI B Ahel FAN fauves Lefe, a1 g
YOI G (T $RVT faeiery / el / SR S G0 9 SIAd § 41 $1 Hgayul o ganl
?) Al & A1 HR1 v | IR ¢ (100 TR & HIR) |

7. What are the factors that hindered your performance?
T DY A BRS & foTd BRI TP Y5 H qmE afrs?

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

W faf¥re &3 &7 Sooikd HY fTH 37T 31U DI BT TR SRIGH & ARIH I ST R Bl

STdRY DT Hex] dXd g

For the current assignment:

T IR & forw:
For your future career:
I W & dfes @ forg:
Date /e, Signature of Official / BHAN! & EXIER
Name /TMH.....cocoeeeererreeeeereeenes
Place /M., Designation / TGHEM........ocevvverrreen.
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Name: Employee ID:

1.

2.

SECTION Ill — Appraisal
AT T — i

Please state whether you agree with the responses relating to the accomplishments of the work
plan, unforeseen tasks and results of key KPls as filled out in Section Il. If not, please provide
specific comments including factual details.

HRT A1 & FT 39 SR A S Ul o g giafdsamel, smnid sl sk &0dio3ngo
& UROTHT ¥ FEHd @, S T H W WY 2 | e TE G [qaRvr |ied R fewolt 7 |

Comments on accomplishments:

IUfer w femo:

Comments on KPls:

HOR0M0 TR femod:

Comments on any inconsistencies between accomplishments and KPIs:

YRRt 3R BoRoaTg0 & dra fobeit o fadfay wR fewof:

Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

o et @ Rue foredl o1 &) & I gRT SMMRY ANEH @ IR ¥ grar (afe fm e ar
feaqoft <

Has the officer reported upon met with any significant failures in respect of his work? If yes,
please furnish factual details.

forg Jrfgrer) @1 Rurc fordl O %81 & S 301 &M & Hed H Pl Aecaqul [dwerdl U g &° dfa
gl, @ P D fdaR0T T H

13
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Name: Employee ID No.:

AMH: HHIN YT B0
4. Do you agree with the skill up-gradation needs as identified by the officer?

RIT 37T JMEBRY GRT UG TS DI S~I DI ATRIGAT I Tgad 27

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

B T IAGT BT ST | HRAT AT H T I DI FHIAT G- & JLa] AT 3 3 |

Points by
reviewing
authority
Points by  (if different Initials of
. initiating from reviewing
Maximum . ihority  M1AN9  Guthority
Dimension Points Rt atf\:_l?r;;y) B
3MaH
T gd oo Red @
CABRE- L 20 L S
(afe Ruffe
TfereRT 3
=1 )
a. Academic skill 50
Neafdrep HErerar
1. Is focused towards improving the learning 25
level of students
Tl % R B R A PR A B A A
&I Bfvad far 2
2. Transmits knowledge to students — uses 4
innovative ~ TLM/  activities / ICT
intervention/playway methods
Bl Bl S UgeNdl §—SudI &Rl & g
CI0UA0THO / TTafaferal /e iR WER
Uil iR 3MSoRMocI0  EXGEU /W @
SREZRGE]
3. Has command over subject(s) and his/her 4
knowledge is up-to-date
ISt W Y AT IHBT I AHAD B

4. Prepares daily lesson plan, assignment and 5
evaluation of homework/classwork;
maintains and regularly updates Teacher’s
diary, attendance records

14
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Name:

Employee ID:

C{Ir'\‘icb TS ISl dIIN hdl %,‘

fem T @ SR qeaia, T wrt /e Hr,
Rrre S @ Fufid foar don Saer
WG, IJuRAT Rapre

Makes special efforts for CWSN/slow
learners such as remedial teaching
WoSeergoudoyo & forv favly war / €
fRremmefi qer IuARTHS freror

Uses creativity in Teaching-Learning Process

R & vaeIRT—E @1 gfear

Uses CCE to track learning level of students
and maintains supportive records

faenfeil o1 Uers & TR &I I 2 H0H050
BT ST HRAT & TAT TEG 3fier / Repre
T 2 |

o

Extra-academic activities

afaRe Qefore wfafafrr

20

Imparts general awareness on health,
hygiene, safety and environmental issues

ey, o], GRET AR JACRY & qgal W

NI SR ddl Yald dxdl §|

Makes efforts for all-round development of
students

B & 9g fdam @ forg g

Surveys out—of-school/drop'—c;Jtm chlldren,
ensures their admission

ey & 9] & gedi /foerey Bled are
gTdl BT ALY PRAT €, SHABT T / TIRIA!

gFiRea @ &

Invests time in cultivating good habits and
moral values among students
faepfre e @ fog 992 <l 2|

. Teamwork, contribution to school activities

and community engagement

U6 W # aM o, e & wfififl §
AT oA I eSS gl

20

Cooperates with School Heads & colleagues
faemer qRadl ok wEAMEl & |y |EdnT
T 2

Annual Performance Appraisal Report
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Name: Employee ID No.:

1 HHAR! TEA HO0:
2. Ensures active and positive involvement in 4
management of stocks, funds and records of
school

foere @ Wi /aWE, BUel dor Rae &
3. Contributes in all Central and State — level 4

initiatives'/policies’ implementation (e.g.

Mid Day Meal, RTE) and other school

activities

T B/ WR D ggal /A @

FrIfRE GN 6 e S e, Rociogo) e
T @t s wifofaferat 7 Avar <@gl
4. Regularly discusses the performance of child 3

with guardians/parents and ensures their

active involvement

frafid wu & afvraa! /Ara-ar & 9 9w
T YR B T9l FRar © R SHd! Afgd
WRIRRY YHREd @var @

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

A ol / QBRI & FHI™ & A1l HAN

# edIRaT a1 ANTeH
d. Attitude & Dedication 10
THIgf 3R |w
L. Is punctual in school and class — T
faermer iR @em # WY o U
2. Serves as a role model for students 2
Bl @ foly T 3MeY & U # B Feal ©
3. Sensitivity and commitment towards 2

students, schools and community

fdenerdl @ Al @ Ufd [dgelierar g
EISEESIREEISIE

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

T IR FHUY & WU HIAT BT SeadH TR
W fodga

Total Score (out of 100)/Fa 3@ (100 ¥ R):

16
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Name: Employee ID:

6. Remarks on integrity (Beyond doubt / Doubtful):

Faafer aR fewrht ([eE § W/ HeErus):

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

HRT UG 3Pl & AR R ST I W & (v) F:

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A -Very good B+ - Good B — Average C—Below average
A+ SHE A — 98 ¥ B+ — 3G B — 3% C—3d |
Date /e, Signature of Initiating Authority / RAIfET TN & gwmer
N T 4 TN L
Place /M., DESINALION / TGHE ..o
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Name: Employee ID No.:

TH: HHAN Ugdld &0:

SECTION IV — Review
AT IV — GHe

1. Do you agree with the assessment made by the initiating authority with respect to the work output

and the various attributes in section IlI? Do you agree with the assessment of the initiating
authority with respect of extraordinary achievements and/or significant failures of the officer
reported upon? (In case you do not agree with any of the numerical assessments of attributes
please record your assessment in the column provided for you in that section and initial your
entries)
71 3y ROifST WRGRT §RT AF-TT # R MY SR & e qn I fRvani & & § o T3
e W W g7 o g RuifeT MeR gw, JteN & I § et Rurd fordl o @ & @l
IR SUaferdl 3R Feaqel fawadel & IR # @t T3 wHen & e 8?7 (@ o A &
ARITHS der & bl M 91T | Fd el § al I I 9 91T & Pl ¥ 3ifbd dx Sl
aMmae forw & o s ufaftedl Rl EveR @) |

| Yes/gl ‘ No/&! ‘

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

T ¥ f=rar 29 @ Rafa § ST fqaxor gor eror ¢ |

3. Final score after review (out of 100) /SHIET & 918 3AfcH fd (100 # @()

Please tick (\/) the appropriate grade

T 3T U8 W feF (v) a:

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ - Good B — Average C — Below average
A+ ST A — JE0 37981 B+ — 3FZ0T B — 3iI¥d C—3fid 9 P
Date /e, Signature of Reviewing Authority / THITT WTRIGRY & §w&IER
T (TN L TR
Place / TlMM....coerceeeereereereenn, DESINALION / TGHE.co.eeoeeee e
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Name: Employee ID:

SECTION V - Acceptance
WRT V — wiefd

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

w7 g Ruffen /awen wiern) o fewht 3 wewa €7

| Yes/gl ‘ No/&! ‘

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

7q H fr=rdr 89 @) Rerfa § S9a1 faavor g eRor © |

Date /ﬁr@’ ............................. Signature of Accepting Authority/ﬁ HIRAT BN B SR
NAME /..ot eeeeteere e eteere et et ee e e e eseesaeereneenes
Place /M., DeSIgNALION / TGHE..o..vereeee e
19

Annual Performance Appraisal Report
(For Trained Graduate Teachers — TGTs / Primary Teachers — PRTs)



Name: Employee ID No.:

TH: HHAN Ugdld &0:

General guidelines for filling the APAR form

¥ e ferea Rad (TodiovosiRo) v R & forv WMy feenfady

1. Introduction

R

a. The Annual Performance Appraisal Report (APAR) is an important document. It provides the
basic and vital inputs for further development of an officer. The officer reported upon, the
Initiating Authority, the Reviewing Authority and the Accepting Authority should, therefore,
undertake the duty of filling up the form with a high sense of responsibility.
qiffer e Jeaied Rurd (TodoT0sTR0) T Feaqul ¥t & | I8 forell ¥R @ o fasr
& foU g SR Hecaqul SM@R) Je &RaT & | 39y o ffery @1 R fordl o 8 ¢,
RUTET TferenR), el USRI T WIBINAT UG Bl §6 B ®I WR Bl $ICT Ied [OaRl
@I G & AT BRI AR |

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

ARG WG B DRI AT 3R FRIET & oY U UG & ®Y H JINT BRAT d1fey, 1 Bl
foRr &1 @1 yfsar & wu H| RUifCT WReR @ I8 o Bl Ay fb $0d Seqed Udh
ARBR BT [T $ & foly 2, T T8 U el &FaT & IR H TF T | SHDT Iqa
Terdl o @ YiEaT 21, Mg I8 U fadrerce Iuewe o | Rl wier, S aier
T THIRAT WeR gR1 o iffrery @1 R foredl S <81 @ S9a weRe # ofdll, FaiRg
T Afddd & IR Ruid A 9 R 78 a1y |

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

Fleml Bl Sfod @I 3R &I & WY IR T 9 o1 & 91¢ WRT O ey | Rae @
FMHRAG A7 Tl ¢ | R @ fofy fbar a1 &g A 7am ST 9 Snfiaral o i |
qaT = ore | fedt o ST a1 sfeR R @ orgAfa 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 Initiating Authority and the officer reported upon should meet
during the course of the year at regular intervals to review the performance and to take
necessary corrective steps.

AAId (TG BT AR Yol a¥ & 317 H 2l aTell Ul U © fd I8 Aia |ames e,
BRI I AR URIET & foIY T IUSRYT &1 el &, 1 DI MUF < Bl YA & g H, Ruifea
TR e for e @t Rurc fordl o1 %€1 8, @1 ¥ & SRM FRIfid smRra W) e =1ty
difd Jex o e 3 S 9 AR ITH AaDh GURIHD D SO Sl G |
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2. Section-I (Basic Information)

W1 (el WFaR))

a. This Section should be filled up in the Human Resource Division/Personnel Dept. In the absence

of this department, the officer being reported upon bears the responsibility of filling this
section. Period of report could either be the entire reporting year, or a part there-of. In case the
period of report is a full year, it should be indicated accordingly; for example, 2013-2014. In
case the period of report is less than the entire year, specific start and end dates should be
indicated, for example, 10th September 2013 — 31st March 2014.
g WUS HNG G T/ BIHG YHRT H 9RT ST A1RT | 59 fOuTT & 31 § RORT iy &
RarS foredl S <& & 98 S9! TR a9 & & a8 39 W @) | Ruid @ o & forg ar @
T RUifeT ay 81 Jad &, A1 IFHT U 9T | Al RUIE 31 7@l v gl 9y &, ST daTJaR dad
f&m ST A1, SRV & oy, 20131, A RO &1 999 06 g 99 9 @A 8, IR IR™T 3R
T @1 fafdy @1 Seorg e ST @My SSTeRYT @ forw 10th RIawR 2013 — 31 91, 2014 |

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

RaffeT o, wlen mileRT dem WHINGT RGN § T diferd 3 W+ ¥ gaer & forg
TOYION03IR0 SRSl & A U TR IUA HRardl T & | RUT YR, |eienm urioer aei
WHIRAT MRS HT M 1 g 3ifhd far 9, arfer o sifdrery a1 Rre fordt o7 <@ 8 S
TE ¥ B 9o b 99 gR ¥ R fbxt 4ol o 2 |

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

I TS (ITHIH) 1T &1 A A UG (IRfdd Ug WSl qei eH) qe A 8 98 -y o
RPN AT TAAH U8 W B 9 &l &, DI G 3ifchd @1 AT 2 |

d. The period of absence from duty, on leave, training, or for other reasons, should also be
mentioned in this section in the table provided for the purpose. Details of the training attended
should be mentioned in the table.

A W SruReIfd, ST, URIET A1 3 BRI & oY W 39 W H 9 IeqW @ fog & T
qIfeTeT ® 9T Al BT Seoid AT ST | 91T oI 7T gieror & fIavor &1 Soorg Y diferadr §
fopar <o |

3. Section-ll (Self-Appraisal)

AT (3T eiepH)

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. ldeally, this should be in bullet form.

forg TRy @1 RIS fordl S & 39 §RT IHD! (0T & I B TR FaUH Lefors /IR
NeAfdrep B BT FET fIaRT AT AMALAG B, I FHRICE: ST 100 TRl W HF el BT | 3me e
U 4 34 golc B & wU A {1 S ARy |

b. The officer should specify the targets/objectives/goals set for himself/herself during the
session, and achievements or shortfalls against these goals.
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Name: Employee ID No.:

1 HHAN] TEaM FO0:
IRHNT B ¥ & IRM @I/ o fory iR el /Igeedl ok 1 adl @& fawg ua
Sydferyt a1 B a1 ffde e afey,
c. The officer should then provide information on Key Performance Indicators (KPIs) required
under point 3. This information should be accurately filled.

ARBR BT 79 g 3 B iRl AILID (e el & IR H TGN SUeTe HRAM 11T | I8
STFGRT FET R S aIfey |

d. Point 4 of this section provides the officer the opportunity to highlight work done/initiatives
undertaken along key dimensions. Please be descriptive and provide relevant examples to
highlight your achievements along the dimensions. You may use extra sheets to elaborate on
the achievements.
39 GUS I 95 4 SN I g (wIed Hadd M & A BT T FR /UEA B AR
GR BT AR UG Rl & | FT GUMIHD § AT ATAMHET & A1 T IYAIAT Dl SR Rl
& oy Ui SaTER IRd @ | MU AU IYAfRRl W UHE Slem @ oy ifiRed wie @
STANT B qEd ¢ |

e. The officer should provide information on any additional qualifications obtained during the
session.
AR B T & IRM I Bl A SfaRad Avadt & IR § AR Y& o=l a11eq |

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.

AT 2 JRFR & fory 9 & IRM SHa UE W RIAT o= $T 3GR YSH TRl © a1 39 Hal
BT GO B Sl SID] A AR Y B ARM I GRT (BT T FeaqVl ANTEM o7 | ARBRT I
fafdre SeERel SaM @ forv WieaTRd BT ST € 96 S99 g7 31U BIeTel /3RIM Bl YS9 fha
7 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.
T SIReRy @1 RUIe fordl S <& & S g7 S fa9y & 7 Scold T ST SMawd & o
T8 31T DI BT ST TR BT TAT YRV BRIGH! H HIT oF BF MaeIeed Teqd deell & | S
gR1 3 fafdre deHl o1 A Seerg i ST oaead & O S g ffl e &3 & S99 aral
@ IYIT TG foly T g /A7 foly 1 Uwanfad & |

4. Section-lll (Appraisal)

AT (A1)

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

comments on the officer's accomplishments against objectives/goals for the session, their
extraordinary contribution, and any significant failure. The initiating authority should also
comment on the skill up-gradation needs of the officer reported upon.
AT 3 R mftrer grr w1 Sgan | Ruifd wiftrert & w3 & IRM e & el @ fawg
IS YA, IS IR AN R bl 1 Ageaqul faerar W fewoll yaM &=l =iy |
R witeRT gR1 o AfteRT @ RUic fordl S R&1 € S9G DIYd & 999 & Nadhdl W
1 fewdy & =nfey |

b. The initiating authority should then provide numerical grades (against maximum points) for
each of the dimensions for evaluation (point 5 of Section Ill). The initiating authority must
carefully review the comments provided by the officer for these dimensions in Section Il before
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awarding the scores. Based on the scores awarded across dimensions, an overall score should
be provided.

a9 RUfET WRGRT &1 M 4 4 Udd & fofy (|1 3 &1 85 5) WS IS YSH FR AT
(O™ T # ¥ | RUIET MGR & 3fd UM &R | U8el 91T 3 & 3 ATIMI IR AR
ERT USH @ 715 WOl & &a & |ele Rl anfey | Tl STl H AU U ST & MR W U
Y DR (31d) TS fdar S|
c. Section lll also requires the initiating authority to comment on the integrity of the officer
reported upon. In recording remarks with regard to integrity, he/she need not limit him/herself
only to matters relating to financial integrity but could 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:
W 3 3R RIS ol g1 o iferery @1 RIS fordl o J81 @ I9a! Jeanel & ar o
feuelt HRer SMawd & | Al IR owrfl <0 W SW WY @ dad fawiig ITed R &
AT @ @ smawged T @ Mg 98 99 Afen fomaet Ruid foedl o <81 & @ Afte sik
difgd SAFER @ ff &I # @ 9l 8| AaeT 9 9WERid dfem @ R @ forg FeferRea
yfepar T Ure foar ST Aty |
i. If the Officer’s integrity is beyond doubt, it may be stated.
FRYHT B TAFGR g W W B, AT 3BT 0T N |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as
under:
IR BIS IS AT AL § A1 Dl el BIS < a1 7 YdR | FRIarel a
(a) A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Annual Performance Appraisal Report to the next
superior officer who will ensure that the follow up action is taken expeditiously. Where
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.

T 3T T Al TIR o a1 e R IR THaR W6 | i & 6 ufa aiife e
T Rure (TotovosmRo) & e T AR iffrer) @1 ot S I8 ghREd v s
qifod erRIaE! 2" & 9IY| Wl I8 §9d 7 8 6 qAIeT Bl i fGar o wa A
W AIE RN S Feb aff RIS ARHR I8 i HM fob S ARHRT & Dl bl i
TR TP T8l <@l I I ARG b IR H HB el A1 o dl A qHA B D R W
g5 fAf¥Ed oy &) 9o |

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

I Al HRIATEl & IRV |ag AT Wdh §¥ & O § Al BRI B IS
YHITOT @1 STQ T aifies e Hedid Rurc (T0WoT0amR0) # TRIHR $71al foha oI |

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

A T 7 S B YRE B SR S A1 §9 A2 B Qo [hAT WY qAT SH G AOBRT
P! fafraq ®u ¥ H@Ra & o |

(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.
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Name: Employee ID No.:

1 HHAN] TEaM FO0:
A el IS & JRUTMRAwY Heg I UG 7 dl X B 7 AR A & SAa! ge il
7 I AR & SRV BT U 3@l & oy <@1 ST A1y 7T SHa UedTd & $UR ifehd
(@) T () AR HRIAE & WY |
d. Finally, the reporting authority is required to record an overall grade to the officer. This should
be marked according to the grade based on marks obtained.

3d ¥ RufdT widert @ et & fov te way U< 3ifhd ooaT AW 2| 39 U 3Pl &
FUR W IS & AR Ffed fbar S =iy |

5. Section-IV (Review)
HT—1v (Ste)

a. This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she
agrees with the assessments 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.

I8 AT FHIET UIRGRI §RT RTS8 S9 §RI I8 3ifchd fdbar o & fob a8 Ruifdr ey
@ 3fHe § WEAd 8 | NTEAlT @t Reifd # 98 a1 @ Icures ar f) oIk faviwanel @ fiwg g9
SO @ forw fAy U afem # ST sfider sifhd a) wadr & weAfa @ Refa # 59 o1/t
@ ST B Arferaal § SHa foy QU U Biem @7 R 3 MawehdT T8 2 |

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

e MG B AT 3 (g 7. 5) # RAifT weRt grr R U I sfdr @ allen e
qIfeY, AT IS I8 AEGH IRl © [ 3 Ry WReR gr1 iy 7Y sfer & =1 2 =gy o
98 ol PR ol § | RN L § b FHEm WRGR 3 941 I o WA Bl qaeeh Tl ©
UG TEN 3 WX W © Sl W UNac ATaeded Gael Wi |

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 # IR T T B SR W (100 H W) IFD oIy U Dl & MR W T T IS Tl
AT IS B |

6. Section-V (Acceptance)

- (W)

a. This Section is to be filled by the accepting authority. He/she is required to indicate if he/she
agrees with the assessments made by the reporting authority/reviewing authorities. 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.

I8 AT WIGIRAT TR gRT ¥R O & 9 gRI I8 3ifda fdar o & b a8 Ruifcw
TR/ Flert TTRIGIY g1 fhy 1Y ffdhere & Wewd & | RTeAfa ol Reifdr & S 9T 5 @ anfordt
¥ 39 SUYY & forv QU U diem # st fAavor 3R RO o1 WHT amawys 2 |
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7. Schedule for completion of APARs of Officers

SfRrpTRAT S TOTOYONRO & TR B & fory ST
Activity Cut-off date (for the
PRGN assessment year)
AN B & Ry
(emde o & for)
Blank APAR form to be given to the officer reported upon by the Human | 1% July

Resource Division/Personnel Department, specifying the reporting officer
and reviewing authority

Ot afrar) @ Rurd fordt ST & SN /T WA YT/ S famT gRT
GTel TOYI0V03TR0 BTH fam Sreem s Ruifde vy dom wiier arferery
fAfde fy S |

1 e

Self appraisal day

15t Friday of July

A eI fod TS @ UBell YFaR
Appraisal by reporting authority 15" July
RUifST MRl gRT Jeic 15 9elg
Appraisal by reviewing authority 31° July

THIET TIeRT §RT Jedich 31 Jels
Appraisal by accepting authority 14" August
NG ARDRI GRT Feich 14 3R
Conveying adverse comments if any to officer reported upon 15t September
ST SR B RUIC fordl o7 &1 & 9 R H Ulidd [Cwlr afc @15 | 15 RiawR

g =% GaIRd HAT

Appeal against the adverse comments 15" October
yfdaa feufirl & Raem ardiel 15 JFIR
Decision on the appeal 15" November
i W fofa 15 TaHR
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