Annual Performance Appraisal Report
I YS3IM T9 37TcA Aedi Rule

[For Post Graduate Teachers — PGTs/Lecturers (School Cadre)]
(e ISue SrRRi—osiocio / yadsii & forg)

Performance Appraisal Report for the period from 01-04-2016 to 31-03-2017
e el fwred Rure &1 o@™ 01-04-2016 & 31-03-2017

Reporting, Reviewing and Accepting Authorities for officer

ARHRT & fory R siferary /wdlern AfRier) /el siferarl

Authority Name & Designation
RIBEAN| I U4 UG
Initiating
Rt
Reviewing
i

Accepting

ESICAIRGI

Note: The officer reported upon and the reporting/reviewing/accepting authorities should refer to the

FAQ section carefully before beginning to fill their respective sections that is available on the website

http://schooleducationharyana.qgov.in/Proforma.html and also in the end of this proforma.

e foreg SR @1 R9IE ford] G & ged Rl SiEEr]/ GHET ST,/ w@aRar S 1T
G GEIIT T B 9T B GEIT BT G Yel SR B T B 1oy G [RERT B EE]
W T v Ry


http://schooleducationharyana.gov.in/Proforma.html

Name: Employee ID No.:

SECTION | — Basic Information
AT | — 3MERYd T
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.

BT 37U FAH S TR A1 & g SR 99 | T &3l bl 9_eAT S
21 BM & 3 H SHaR & Gcdue & forg woe foar war 2|

Name of Institution
T B M

Institution ID
{¥I Uga o

District

fSterm

General Information to be filled by Teacher/Lecturer

SIS / Yqad] §IRT W] ST dTell A G

1. Name of the Officer

BN BT AT

2. Father's Name
fOar @1 =M

3. Employee ID No.

HHAR! TEd B0

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

5. Designation
Uq el

6. Present pay Scale and Grade pay

M el 99 G TS da

7. E-mail ID
3-9d UgAH 0

8. Date of joining in the present station

AN T TR BRIYMR T8 B dl fafdr

9. Leaves availed of

forg U argarer

Type of Leaves From To Days

gfccal &1 JaR il % fe=
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Name: Employee ID:

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

¥ & IRE T Uferr / yder e /AR / driemersr / ResR orf # o fawy @R vem

TR AT fordm I faavor
In - Service Trainings/Workshop attended with details on subject & venue
HATHTel UFRETOT / BRISer o7 faaror o 9T form fawy vd e & faarvor afed
. Period
Capacity Venue Title of Training Subject Orgabnlzed arafey
T wE | w1 e v gma%laﬁﬁﬁ From | To
H9 | [H9 TD
(As trainee)
g & w9 o
(As trainer)
ierd & w9 H
11. Details on extra engagements Period
JfRad Fraf & faawor 3rafy
From To Total

P | B9 dD Bl

()

1. Number of Days spent performing
Board exam invigilation

e TRIETRI B 3T H oY U BRifeaq

2. Number of Days spent performing Board paper evaluation

9 Wiensll & Teaidd § I T prifkaw

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

IR Yeilre / Fratey § Fefid Tl § e v erifidad

4. Number of Days spent performing non educational external
assignment

iR eIl 9188 BRI | oY U BRIy

5. Adverse observations during Board Invigilation or Evaluation
duty you conducted
S gRT AT JFAeqT A1 Heichd H o9 gRT & T8 SIS &

SR 3 fdvng Ufdad fequll

12. Disciplinary or Criminal Action pending (if, any) give
details
IS AT MRS Frfardl aiffad (3 3IE 2)
BN §

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

§ g e g 6 SWIad ga W AR 9 © |

Date /T Signature of Official / PHARY & BXIER
Name /T ..o
Place /M.....ccoovevereererennene. Designation / TGS .......cooveeveveernnes
3
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Name:

Employee ID No.:

SECTION Il — Self Appraisal
YT T — 3TcH HATh
INSTRUCTIONS:
feycem—

Performance Appraisal Reports (PARs) of Post Graduate Teachers (PGTs)

1. Assessment of work output. Please give your points after reviewing all answers in Section II.
BRI IUTEH & AR W GeAIB | BT I T I FHE dx JIT I 3 < |

Dimension Maximum Points as
3™ Points assessed
IR ERTT by the
teacher
D gIRT
w3l ey
MY 3
a. Results 65
qRler g
i) Percentage of Board’s Results — To be calculated by multiplying 30
the percentage of results with 30 upto two decimals. In case, the
teacher has been teaching both X and Xll, then in that case by
multiplying the average percentage of the two results with 30
upto two decimals.
lllustration:- If the percentage or average percentage is 70%,
then the same shall be calculated as under:-
70%x30/100=21
ii) School Classes Results i.e. IX & Xl, in view of (i) above, by 20
multiplying with 20.
(Note:- At Sr. No. 1(a)(i) & (ii) a total of 50 marks have been
allocated for results i.e. 30 marks for Board Classes and 20 marks
for non-board classes. In case of teachers who have not taught
board classes, marks are to be given out of total 50 marks)
iii) Students securing in Board’s exams, 75 percent and above (one
mark for each student in each category) 15
b. Taking of extra classes after school hours — 1 mark for each
completed month. 10
c. (i) Academic skill
el HIrera 8
i) Transmits knowledge to students — through use of innovative 2
TLM/ activities / ICT intervention/play way methods
BEl @B @M UgAdl  t— QWM @Al g 3
SloTA0TH0 / il /o 3R FaR el SR amgowiodio
TEY / WA-wal # e
4
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Name: Employee ID:

ii) Prepares daily lesson plan, assighment and evaluation of
homework/classwork; maintains and regularly updates Teacher’s
diary, attendance records
oM@ TS AT IR @Rl g fear AT BR AR qedie,
TEPRl / BN, TRietr SRRY 1 Frfi ol de SHaT IERaE,
Suferfa Rare

iii) Makes special efforts for CWSN/slow learners such as remedial
teaching
H0SEYOTHOTHO & fov faRy vy @ e il o SuaRTe®
fRreor

d. Uses of CCE to track learning level of students and maintains
supportive records, on the basis of average of monthly tests i.e. if the
avg. Results is 80%, then the marks will be given 80x7/100=5.6

foenffal @1 Ues & WR B A T WoW0S0 BT STANT FRaT & 7
eI 3ifierd / Rare & ¢ |

* Subject result/2

fawg aRom /2

e. Teamwork, contribution to school activities and community
engagement
Ueh TE H BM o), fdeme @ afafaftal | 9rr oFn dor aeiie
HHgdl

i) Cooperates with School Head & colleagues

forerera gRaAT ik Al & 1 FEANT ol @

ii) Ensures active and positive involvement in management of stocks,
funds and records of school

foeey & Wid /AMH, BUsi a2l Rere & Ysud H Afhd Ud hRIHD
T oI &

iii) Contributes in all Central and State — level initiatives'/policies’
implementation and other school activities

T BT /I TR DI UgAl /N & SR qo faere o 3=y
TfIffERN & I <o €

iv) Regularly discusses the performance of child with guardians/parents
and ensures their active involvement

fafid wu F fTaem! / Ara—fdr & 97 9o & Yei @ g9 el @
3R S@! |k AMeR) JHRed v &

Annual Performance Appraisal Report
(For Post Graduate Teachers — PGTs)



Name: Employee ID No.:

v) Contributes and participates in celebration of national days/festivals
with community
Y fQadl / ERT B FHER & | A9 H FEHIAT a1 INTET

f. Attitude & Dedication

TG IR YT

i) Inculcating good habits and moral values among students
BHE & 91 el 3Medl IR Afd qedi dl f[Aaiid & & foly w7 <
g

ii) General awareness on health, hygiene, safety and environmental
issues
TR, e, GRET AR YR & Yqal W MR SHRadhdl Y& Hdl
g

iii) Sensitivity and commitment towards students, schools and
community
fqemerl dom Bl & UfrdeTeierar vd uidagar

iv) Efforts in surveys of out-of-school/drop-out children, ensures their

admission

faermery A 91ER @ 9l / faeTery Bies Tl g9di BT JAeT Gl B, SHBT
a9/ <IRgel YARad o &

Total Score (out of 100) /&dl 3i® (100  9):
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Name: Employee ID:

SECTION Ill — Appraisal
YT T — Jeich

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 3o R o 3y fFrferRad weel & SR TR TH Hedia AT # U 10 STl W WeAd §

Question /U3 Agree /gHd Remarks / fewoll

On accomplishments of the work plan and
unforeseen tasks (Question 2 in Self
Appraisal Section) Yes No
IR T L IR D W IR /5 /T
fewofy (3 JeId WRT &7 Yo 4 2 &
IR W)
On results of key KPIs (Question 3 in Self
Appraisal Section) Yes No
H0N03ME0 & uRomA W femelt (3 /8L /T8
TAIH T &I T 7 3 & IR W)
On Awards/Honours (Question 5 in Self

Appraisal Section) Yes No
TR / TS (ATTH i 9T & W A 5| /& | /8
P AR )

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

W B R B afRed Sl /el o No

. gl e
IFGAT I BT (SHTH FedTh U BT Y2 / /
75 % MR W)
On any exceptional contribution (Question
5 in Self Appraisal Section) Yes No

P15 3 AR IR (3T el W sl | /ad
TR 95 B AR W)

Significant failures in respect of his work
(Question 6 in Self Appraisal Section) Yes No
B & G H B3 AEAYUl STHaAdT (A | /=i /8
I W &I T 7 6 & MR W)
Skill up-gradation needs as identified by
the officer (Question 7 in Self Appraisal
Section) Yes No
FRPR GRT PIS DI IR @ Tgad | /gl | /R
FRAT (SN G 91T BT T 7 7 &
IR W)
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Name: Employee ID No.:

2. Assessment of work output. Please give your points after reviewing all answers in Section Il.
BRI UG & MR W i | HUIT ART 1T DI FHIET dx- ST 370 37 S |

. Points by Initials of
Pomts.bv reviewing reviewin
Maxim  reporting authority g

um authority

Dimension Points  fRuifeT (if d;gxz;];rm authority
SIRIC] JeHTH | WTRERI authority)

6  grifey e wiEer ; TP
T | g Ry TG | O
(afe Reife BXCER

TIRIART ¥ T )
a. Board Results 50
qrs Wiem gRomH
b. Academic skill
Nerfre Frer 25
i) Isfocused towards improving the learning level 12

of students

BE O QK & WR H QIR A & fory e
s o @

ii) Transmits knowledge to students — uses 3
innovative TLM/ activities / ICT
intervention/play way methods
Bl B FM UgAl §-SUdI Gl & AWa
SI0TA0THD / TiIAfera / Fem @ik HaR reifie
3R 3M0I0EN0 BT / WeA—geT H frer

iii) Has command over subject(s) and his/her 2
knowledge is up-to-date

vl W ude qoT SHBT 19 FERG 2

iv) Prepares daily lesson plan, assignment and 2
evaluation of homework/classwork; maintains
and regularly updates Teacher’s diary,
attendance records
< ® U8 AT TR H¥AT B
[T T B R AE, T8 PR/ BE DB,
et SRT @ Frafd forem qer SHaT IERw,
Suferfa Rare

v) Makes special efforts for CWSN/slow learners 2
such as remedial teaching
H0SRYOTHOTAO & fory faRiy warmy / i Rreedt
AT JUARTCAD (7eq0r

vi) Uses creativity in Teaching-Learning Process 2

fRreror # IR I—IRgT BT ufear
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Name:

Employee ID:

vii) Uses CCE to track learning level of students and

maintains supportive records

faemfal @1 yers & WR @I ST T 0050
HT ST AT & qA FERG 3fierd /Rare
G 2 |

* Subject result/2

and community engagement
TS Y8 H B a1, fdere o wfofafet § s
N T IS gl

fayg g + 2

c. Extra activities 10
CIGIRCRINICIRR|

i) Imparts general awareness on health, hygiene,
safety and environmental issues
wWRey, Bl GRel AR TR & Jqal W
HHT SR dl Yald ddl %\rl

ii) Makes efforts for all-round development of
students
BIEl & Igqd! fdb™ @ foly T

iii) Surveys out-of-school/drop-out children,
ensures their admission
faenerd & 9 @ el / faener Bie drel qedi
T HAEOT AT §, SABT Ya¥ / IRgen gAad
T B

iv) Invests time in cultivating good habits and
moral values among students
BT B 4 ) aadi ik SR et 1 R
R B foly I <1 T |

v) Contributes to career counselling & mentoring
TR WA H ANTSH T Fellg <l

d. Teamwork, contribution to school activities 10

Cooperates with School Head & colleagues

forerera Real ok WAl & | el el @

Ensures active and positive involvement in
management of stocks, funds and records of
school

faernera & wie /M, wus! 7o RS & JeeH
¥ \f%T T AHRIAS | ofdl @

i)

Contributes in all Central and State — level
initiatives'/policies’ implementation and other
school activities

T P/ TR D U /A B
FrOf qer faerery @ o Ifafafet # arem
ST |
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Name:

Employee ID No.:

iv) Regularly discusses the performance of child 1.5
with guardians/parents and ensures their
active involvement
fYafda wu Q@ Afrad! /Ao & 9T 9% @
USRI @1 T axdl © SR SAal Ay WRiieRT
gfad arar &

v) Contributes and participates in celebration of 1.5
national days/festivals with community
A a9l /ARRI B WG & AT 7§
FRMINTAT AT INTQH

e. Attitude & Dedication
TR IR YT

i) Is punctual in school and class 1.5
faemera ok @em § I BT/ D) U

ii) Serves as a role model for students 1
BEl & U Ud MGy & ®Y H $1 Fedl ©

iii) Sensitivity and commitment towards students, 1
schools and community
faemerl qer Bl & Uid Haeeierdr vd ufdgan

iv) Performs role with highest level of devotion 1.5
and dedication
7ot T SR FHUY & I Sl @ g

Total Score (out of 100) /& 3® (100 ¥ W):
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Name: Employee ID:

3. Remarks on integrity

Agfrer g femoft

Instructions: fAQY:
i If the teacher’s integrity is beyond doubt, it may be stated.
IS IS BT GAMGR] Fag | W &, A THH 90 o |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as under:

IS PIg b AT AIE € dl Pletd Wiell BIg < aAT 19 TPR & HRIATET B

(a) Aseparate secret note should be recorded and followed up. A copy of the note should also be sent together
with the Annual Performance Appraisal Report to the next superior officer who will ensure that the follow
up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the
secret note, the Reporting Officer should state either that he/she had not watched the officer’s work for
sufficient time to form a definite judgement or that he/she has heard nothing against the officer, as the
case may be.

Teh 3T T A IR B T SHa! R IR TSR @ | Fie @ T Ui a1iies (e
et RAre (TodlogosrRo) & A1 T aRS R @I 9o o I8 ghREd e &
qifd FrIarE! " B G| el I8 G9a | 8 (b G-l bl JHv At o W a1
W AIC SR S e Al R ARBRY I8 i o fob S SOSN & Bl bl Wil
Y TP T8 <l I I ARBR) b IR H HO el Al Sl A HH B T R )
I8 MREd (v 3R 9o |

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

IS 3Fgadl PRIl & URUAEEHY |qg I U X 8 O § Al ALBRI Bl FIDT
AT 1 G T a1fieh e e RIS (T0UioT03TR0) H TeTER wa1a fdhar Sy |

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

I g A1 9D B! Yfe B A © Al $9 A Bl qol (AT WY AT 3H GRS
@I faftrad wu & HaRa fam S|

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the
teacher’s conduct should be watched for a further period and thereafter action taken as indicated at (b)
and (c) above.

A A BRI & URVIFRG®Y  Wag I7 Ud A A X 8N & 3R 7 & I g BRht
g T RGN & ATeRY I W Udh FHAE & fog <@ ST A1fey qe 39 Ueard 2l
SR 3ifdhd (@) qAT () SR BRIaTe! &1 oY |

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

HIAT YIS 3] @ AR W I I8 | Kd (v) o

(b

-

81-100 61-80 41-60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C — Below average
A+ -THT A — 98 3T B+ — 37281 B — 3fI¥d C-3l9d | 34
Date / Teeeeereeeee, Signature of Reporting Authority / RUIET TRIGRY & gwer
Name /A ..o
Place /MM.....ooveeeerrererenenne. Designation / TGHET .......covvvveenrreenne
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Name: Employee ID No.:

SECTION IV — Review
TN IV — FHET

To be filled by reviewing authority

FHIET STRIHRT RT WRT 1Y

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).

w1 3y RuifeT WiEert gRT 9F—11 § MR TV S & Sdred qor A faedren & dww § o T8
THiem ¥ WeAd 8?7 /T A9 RuifeT witent g1, SReR & R § el Ruid fordy W1 @) B, @
IR JUeral 3R Feayqel fwadel & IR § @ T3 wen § 9ed 87 (A o fvwani @
AITHG b & bl W 9T F AT el & o AU THeT S 9 & blord 7 3ifbd X o
MG forg 2 TUT e ufafedl W A xR o) |

‘ Yes/l ‘ No/&l ‘

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

ad # ferar 89 @ Rerfa § S9@T faaRor der eRor < |

3. Final score after review (out of 100) /FHIeT & d15 3ffc 3@ (100 H W)

Please tick (\/) the appropriate grade

HRIT I IS W fed (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 3F B+ — 37281 B — 3fI¥d C— 39 ¥ HH
Date /T Signature of Reviewing Authority / T TSGR & EXER
NV (T2 L
Place / MM....cooveverrveeeennenns DESINALION / TGHT .o oo ees e erere et ers e
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Name: Employee ID:

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

To be filled by accepting authority
RIRTNGT JAEBRI §RT R ST
1. Do you agree with the remarks of the initiating / reviewing authorities?

I 319 RIS /e Wity &1 fewell & |ewd &7

‘ Yes/gl ‘ No/&l ‘

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

T ¥ f=rar 29 @ Rafd § S fqavor der R &

Date /T, Signature of Accepting Authority / TIGIRAT TEIGRT & EXIER
N EE T (LY 1
Place /&MM....coeireereeennnas DeSIgNAtION / TGRTTIT....cooeeeeeeeeeeseee s e e
13
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Name: Employee ID No.:

General guidelines for filling the APAR form

e Jeuied fAmed Ruid (TodiovodmRo) B MRA & fov amg faemfes
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
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.

aife e Jeiee RUIc (Y0UI0T0aR0) Ve Hewaqul Swiao ¢ | I8 fobell SRl & 3T faar
& foly AT 3R AEaq MR UG &l © | gafely o i &t Ruie ford! o1 <& g,
RaffeeT i, a¥ierm TReRT qom weRaT MRERT & 39 M I R @ $gel [ e
BT IS & T PRI TR |

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.

TATHA e BT BRI AGHT AR URIET & folY T IJUGRY & ®U § GAN HRAT A1MY, 1 B
o < @ Ui & U H| RUIfST MRGR B I8 SEdr 81 A1y 39 Saewd Udh
SRHRY BT fABRT &= & [olY &, ANMh I8 AU el &Hal & IR § O o | 3HHN I
Tl WIS &1 T e, g I8 U fderrcrs Suavl @ | RUifeT miter, aellen wftier
N WIHIRAT RSN gRT o Af¥aR @ Ruic fordl 91 3@ & 99 YaiA H Sl TRy ar
T Afadd & IR H RIS oR 9 fader w81 a1y |

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

BTl B Ifd T IR &9 @ TR R T W < @ 918 )T o a1y | RaiE @
FHRAG I Tl & § WA @ (oY [&5a1 797 Big W YA ST 9 STkl & Ol g
TG | e o BT ar afvar TRfET @ srgAfar 78 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.

b (Tes 1 aRfdd Yol ¥ & 3= H Bl drell Ul Ul & b I Aa | faam,
PRI TS AR GRIET & folU U SUSRYT 81 FebelT &, 1 &1 FoRI <1 1 Ufpan & vy 4, Ruffen
I den forT SR @1 Rulc fered) o %81 &, @1 Y & SR R swRid K e =y,
T Yae & Tl & S Feh AR I AaWdH GRS Hed S ol G |

2. Section-l (Basic Information)

T (T SIFHR))

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
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Name: Employee ID:

period of report is a full year, it should be indicated accordingly; for example, 2015-2016. In
case the period of report is less than the entire year, specific start and end dates should be
indicated, for example, 10th September 2015 — 31st March 2016.
g GUS HIH TR Y9 /Bl YT § R ST a1iRY | 39 9T & 3mra § o Sifen o
RS fordl S 8 & 98 S9! TR a9 & & a8 39 9 @ )| Ruid a1 oaf & forg ar ar
qX ROl o &1 Tl &, A1 39T T 41 | Afe Rulc @ 37l v gl v 8, 0T qargaR Hevd
feam ST =Ry, JTeRY @ forg, 2015—16. Ife RUIS @1 997 U gl a9 4 &4 g, faRme uRe 3iR
AT @1 AT &1 Soeid 6aT ST MY ISRV & T 10th RIT=R 2015 — 31 A, 2016 |

b. The table 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.

RS e, Sl Wity qe W TReR) & FwRad diferdl 3 a7 4 gae & forg
TOUI0N03TRO THITIS & i Y& W IUeiel dwarl 7 2 | RuifeT witer), wflen miidary den
WIHIRAT WBR] BT M q21 Ug b fdar S, aifds o1 sifdrery a1 Ruie fordl o <@ 8 S|
TE ¥ B 9o b 99 gr1 78 R w1 4ol o B |

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 (ITH) T B I IA9H UG (TRafdd IS WS qei SeH) de A1 8 98 fafy o
HRBRT 3T THHH U8 W BRI PR &M &, D Ga Afebd Bl AT 2 |

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

A IR, Sadrer, YR A1 3 BRON & foly I 39 WNT H 39 Sagwd @ fou & g
Tt # T 3af BT Seord fhar ST | 91T fofg 77 Uferor & faavor &1 Seor@ 1 arferdr
foam e |

3. Section-ll (Self-Appraisal)

AT (3TcH HeTH)

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 Y @1 RUIS fordl S & I §IRT IHD! J(HdT & Il B IR Ay el /IR
el Hr FT W\ faaRT AT AMAYAS B, S AHIG: RTHIT 100 IRT ¥ ASE el BN | NS
w0 W g B S U ¥ Rar I AR

b. The officer should specify the targets/objectives/goals set for himself/herself during the
session, and achievements or shortfalls against these goals.
ARBRT FT 3 B IR WA/ & forg FuiRa @l /Sgeedl ok 31 dedl & oy ura
SURR A1 BEAT B fdd H AR,

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

FPR BT 79 45 3 B ST AIID (UG Foad! a8 H TFGRI SUAe BRAM 811 | I8
SFSN [l 9 S A1 |

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
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highlight your achievements along the dimensions. You may use extra sheets to elaborate on
the achievements.
39 GUe I 95 4 RN I g (wre Hadd MM @ ArF U Y BRI /T8 I IR
GRA BT AGHR UG G & | HYAT JUHATHS a1 AT STIHI & AT U1 SUH AT Pl ISR e
& foy U SaTERY YR BN | MU ATl IUSAERT TR BT STefe & fofy ifcRad die @
SWINT &R e 2 |

e. The officer should provide information on any additional qualification obtained during the
session.
JRBRT BT T & SRM U {4t AIfiRad At & R § 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 RPN & fou 9 & SR S UG W 79 G BT AR UG Pl & T S AGI
BT GO FX Sl T AId JFTAR qY & ARM S gRT b1 AT Feeayul ANTGT o | ARBRI Dl
fafiree ISTERV 9 @ folg UicHTied fdvam ST & O/ 99 8T 310 DIeTel /MM &l UG ot
AT A7 |

g. The officer reported upon is required to indicate specific areas in which he/she feels the need
to upgrade skills and attend training programs. He/she should also mention the specific steps
that he/she has taken or proposes to take to upgrade his/her skills in the identified area.

o arfereert @ Rure fordt S %81 € 99 g7 S fa9y el 1 Seord fhdr ST amawd © o
TE T DA BT SIAT G BT AT YISV FIREGH H ART ofF DI AIRIGAT Teqd Bl ¢ | 34
ERT S faf¥re deAl & W Sooig fohaT ST g% & O 99 g ol fafdre &3 % S9a divrel
& I =] fofv T 8 /a1 forg S yRanfad |

4. Section-lll (Appraisal)

AT (JeAchI)

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 RAST MRl gR1 wR1 Srea | RuiféT wiltrery @ 99 & SRM JIfeR & dedl & ofe
IHD] U], IHD SFAERY IFEM iR fobeft 1 wgcaqui fawerar W fewoll yeM el =iy |
RaiféT mieRT gRT o ey @ Rue fordl S RE1 & S99 DY & S=IF &l 3Mavgdhal TR
A feuly T aifey |

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
awarding the scores. Based on the scores awarded across dimensions, an overall score should
be provided.
a9 RUIfT WReRT & M 4 | ydd & foly (1T 3 &1 {4 5) Hardd U UG dR Ay
(erRrem afpr | w) | RUIfST SARERT & 3F UG T 4 Ugel 9N 3 & 39 AW IR STEHRI
gRT UG @ T3 fCwfoml o7 & | |eienr ol a1y | ) oMl ¥ QT 1Y 37T & SR W U
T TPR (3() UeH fohar S |

c. Section Il 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
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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:

W 3 JER RUTET MR gR1 o SR & Rue foredl o ¥&1 & SHa! 9l & IR 4
fewof a=AT S © | FIST aN feuell 37 999 S W Bl ddd [y aasd a8 8
AT T 1 A TEl 7 g 98 39 AHHR) frga Ruie fordl o1 W@ § @1 Afdd &R
dfgs AR o A SIF # @ 9ha1 7| 9IS W Wi dfem @ R @ fog fEfoRea
yfaT BT Ulel foba ST ARy |
i. If the Officer’s integrity is beyond doubt, it may be stated.
ARHRY B SAFGR Aeg 9 W &, d S9PT a0 I |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as
under:
IS PIE U5 AT A< 8 1 DioH Glell BIE < a1 9 UBR | Friarel o
(a) A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Annual Performance Appraisal Report to the next
superior officer who will ensure that the follow up action is taken expeditiously. Where
it is not possible either to certify the integrity or to record the secret note, the Reporting
Officer should state either that he/she had not watched the officer’s work for sufficient
time to form a definite judgement or that he/she has heard nothing against the officer,
as the case may be.

Teh 3T T A IR B T SHa] R IR TSR @ | e @ T Ui aiies (e
A6 RUIS (T0H0T0AR0) & 1S ST IR ARSI Bl wol ol I8 GARed H b
qifesd HRIAE! g @AY | Sl 98 9Wd 9 2 b qenter 3 yEiita fhar o1 9@ @
W AIC SR S e Al R ARHRT I8 ifchd o fob S SOGR & Bl Bl Wi
T TP el <l AT I ARBR) & IR H KB el A1 ST 1 HHA 81 e R |
a8 fRaa fofa &= 9 |

(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 3Fgadl PRIl & URVAEHY |qg A1 Udh X 8 O & ol JAUPRI Bl FITD
AT @1 G T a1fieh e e RIS (T0Ui0T03TR0) H TRTaR wa1al fdhar Sy |

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the officer concerned.
A ¥ A 9 B gfie & I 2 A9 I BT <ol A Y qAT I AR fRmRy
@1 faftad wu & HaRa foam 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.

A orgacdl HRIAE! & URVTFRGwY Wag A1 Wd A A ¥ e § AR T 8 S gfie Rl
g O AHRY & ARV BT AT T TR & foly <1 O ALY T S 9T &
SR 3ifdhd (@) qAT () IR BRIaTE! B WY |
d. Finally, the reporting authority is required to record an overall grade to the officer. This should
be marked according to the grade based on marks obtained.

3 # RAfET miaR o aReR & forg ve W IS ifdhd TRAT ST ¥ | T U Al
IR W IS & AR fafed famam e aifdy |

5. Section-IV (Review)
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-1V (FHe)

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.
Ig AN FHIET UIRGRI §RT R_T ST & S T AT 3ffchd far ST 8 fob @ g Ruifdr s
P 3fde W TEHT 8| AT o R # a8 arl & Saured ar f) iR faeanett & fawg g9
S @ forg faU U afem # ST afider sifhd a) wadr 2| weAfa @ Rafd # 9 /a5
@ SATEH Bl diferdrell § 99D forv foU 7T Bietd &1 R &I ATaeIdhal Tel © |

b. The reviewing authority should review all sub-scores awarded in Section Ill (point #5) by the
initiating authority, and make changes where he/she feels 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 WRER @l AT 3 (45 . 5) # RuifdT wier) gR U U |41 SU afdr 3 e dRe
TR, T I I8 WEGH ol & & o RfST wiery grr oy v ofer & =1 g9 aifey
I8 Ccd PR FHAT o | HUAT I < & FHET WRGRT ST T ST 36 R B FaeIHd Tel @
Mg T2l 3 W T & el W URac Sfd /Sl FHe S |

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

6. Section-V (Acceptance)

ATV (i)

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.

Ig AN WIHIRAT WeR gRT WRT ST 8| 99 KT T 3ifdhd fobar S & {6 a8 Ruicw
eIy / Fier TR §RT fhy TV Sffche W WeHd © | AeHfd & Rfy & S 911 5 @ arfore
H 39 SO $ fov U 7T Bic™ # 3@ fIavor 3R BRoT A1 ST 3Maw® § |
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7. Schedule for completion of APARs

T0dI0Y0SIR0 & URT BIF & fofy STl
Activity Cut-off date
(for the assessment
[ERICTSIL] year)
AN B B Yy
(3B a9 & for)

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 9+ 2017

o7 AfERY @ Ruid fordy T & I wa FM J9IT / Bl AT gRT

el Qoulov0sIR0 B fear Sreem o RUIfceT SitaRy qem Jwien sitar!

fafaee fy o |

Self appraisal 15" November 2017

Appraisal by reporting authority 30" November 2017

ﬁcﬁ'%‘q" 'QTM gRT W 30 qdHN 2017

Appraisal by reviewing authority 10" December 2017

R TR SR e 10 faRaR 2017

Appraisal by accepting authority 20" December 2017
20 faqwR 2017

WreRar aRer grT e

Conveying adverse comments if any to officer reported upon

30" December 2017

o sl @1 RAE forel o v & S a3 ot fewora af g & | 30 G 2017

LSEEIGEERG!

Appeal against the adverse comments 30™ January 2018
30 SIaYl 2018

sftvet el & Reer ot

Decision on the appeal

i W for

28" February 2018
28 TRaNT 2018
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