Annual Performance Appraisal Report
qiffes Mg RIS 9 U9 79 3 i

(For DIET Lecturers — PSTE branch)
(S1ge vreaUs—dlogwoioz e & for)

Initiating, Reviewing, and Accepting Authorities for officer

FRrHRY & forg RAIfd sl /adlen affrer / WibmRar siferar

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 e/ e Ser / wanar e gy

TTH TR T B 4T B GO BT @ Gl SR B YT P [y G RGeS # G
W aHer &V IRy



Name: Employee ID No.:
T HHAN TEA B0:
Annual Performance Appraisal Report
qiffe Murg RUIE T yqeH d S Jedian
(For DIET Lecturers — PSTE branch)
(ST UrEATIH—MOTHOLIOZ 3T @ fory)
Performance Appraisal Report for the period from to
aifie el e RuiE & oy kil

SECTION | — Basic Information

TIT T — SMRYT I

Name of Institution
LR INGANGIR)

Institution ID
HIT U9 0

District

forem

General Information to be filled by office

BRI §RT W O 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

C1DEO [C1DEEO
CIDIET Pr.
OpGT

| Primary HT
[IHigh School HM
Pr.

[10ther — Please specify

CIpRT

] DIET Sr. Lec.

[1BEO [ BEEO
] DIET Lec.
Ortet O cav
CJElementary HM
[Senior Secondary
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Name:

Employee ID:

Designation
Ug el

Employee ID No.

PHHIRT T B0

10.

Present Basic Pay

A el 9a

11.

Present Grade Pay

g s da

12.

Contact No.
D
Mobile No.
AR 0
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 de dl fafdy

16.

Date of joining in the present station

AN W TR BRIYR 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

fq=T el g @ AReford
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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 uferer / gaer ufderT /AfER / SRRl / ReIR o § rg favg &R v

W 9T forar ST faavor

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

HATHTCAI eIV / BT BT faaver o T foran fawy va 3o & faavor 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)
iiEg & U
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 SIeRT Tl TH0THOTH0 JREPR, a1 S0l & oIy IS JREBR

ERICY)

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 | oY U HRifead

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 pRIfedd

Annual Performance Appraisal Report
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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 ST AT HeAbT H MY
gRT 71 718 YS! @ AR 3AYa fdog Ui
fewqoft

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

SIS AT ORI BRIaTel  affrad
(afe g B) TMHRNI <

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

i SRIFT I DI FHE B E S T AR W8l © |

Date /T Signature of Official / BHAN] & BXIER
Name /TMH.....coooeeeerereeeeereeennes
Place /¥M.....covvevevnrievesreennn. Designation / TGS .....oovveereenn.
5
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Name: Employee ID No.:

T HHANT UgA 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 P T FrRif @1 G fAaRer| w9 & SRE R uel /Ml ® SR fhar wan, sH e
faaxor o wffafora 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 e /I B fAaRr S A gIRT I fory wnfud fohy Mg o A1 S euas forg wenfua
U 0 o T1 T W UAS @ T U TP YA (ARG x)—-SUfRRIT T Bt (e
YR / AHIA / TaR sfraegdndr el BT (H0Segouw0gH0) / Rifde Fior / Suarice fRiem derm o=
8 UIGTEH B /3 AN SeTa))

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

e I 99 B foly e /S /el & faveg
JRdh ST 3R BT
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Name:

Employee ID:

3. Key Performance Indicators (KPIs)
T e Haad (@0odi0sTE0)
a. Examination result details — if applicable

T gRom @ e afe ary &

Sr.
No
%0

Academi
c Session

KSIRIEY
KiEl

No. of
Student

S
BT Bl
[

Those who secured

S ura fepu

Class
Avg.
DT

Pass
%age Remarks

fewt

>90% | 75-90%

60-75% | <60%

Previous
Session
e
E]

Current
Session

CRUIC]
KE|

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

TRte ReTH— ERamT Rietd arEdr wen, afe ang &

Sr. No | Academic Session No. of students % of students who cleared HTET
B0 | Jerfrs T Bl B G TF0EI080210 UTT BIAT
gfcreTcrd
Previous Session
fwer 93
Current Session
qIq
c. Student Attendance
Bl B SuRefa
Number of Students | Average attendance of | Attendance of Male Attendance of Female
students Students Students
7
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Name: Employee ID No.:

A BRI UgdTT B0:

d. Attendance in Staff Meetings

W S8 § SRl
Number of Staff Meetings held in the year Number of staff meetings attended
qY H ST eI dod! Bl e R s doal | W forar Sa! dw&

e. Attendance in Parent-Teacher Meetings, if applicable

A erd Joa! # Sulenfa, af Ay &

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

AT oo dSdl B HRAT 5 Modlovo dedl § ¥FT forar S G

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.

FRT T Ry T WM A gAeg [T S & fa%g BT T SR A B T TR A I
Suafer @1 fafire SareRvr (Afe &1 1) & W, a0 B | BT A < [ SAIHT Jeid g7l SFATI
& F1 fHar S |

Dimension for evaluation Comments of officer being evaluated

a) Teaching skills — Content & Pedagogy

M prora—amdl IR Rerrs

Has command over subject(s) and regularly
updates his/her knowledge

vy W ude g SR T ®u & oo F9 @
T BT B

Has expertise in classroom management and
other aspects of pedagogy — regularly updates
his/her knowledge

Fell YaE SR AT & T Ugeell  fauivsn
g— Mafid U | 0 S FT JIAT B ©

Effectively transmits knowledge to pupil
teachers

o @ W BT Rl B oM HaRd Rar B
Uses innovative Teaching & Learning Materials
(TLMs)/Information and Communication
Technology (ICT) intervention/demonstration
methods for teaching and promotes use of the
same by pupil teachers

Annual Performance Appraisal Report
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Name: Employee ID:

TI9 Rreror iR ufderer ARl BT ST FRar @
(Sovetowdo) /g R WER  URife
(3rmgofocio) reror @ fory Evaerd /Uy & i
@ g AR B el g’ S ST @
gerar <

Prepares daily lesson plan; assigns and evaluates
homework/classwork; regularly  maintains
attendance and other records — promotes these
habits among pupil teachers as well

QP UIS IS TR &Rl 8; 8 B/ FE BRI
<1 § UaH Jollde &l §; A w9 SuRefd
IR o Rt x@ar 2—vm Rigai # W 39 anedl
BT FTaT Tl 2 |

b) Extra-academic activities

afafved el fafaferr

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

TqTRey, TSI, GRET IR YR & Jal W GH
VITachdl Yl hxdl %

Makes efforts for all-round development of
students, invests time in cultivation of moral
values

Tl & e & fofv 999 ol &

Invests time in cultivating moral values among
students

Bl # Afd ql @ A & oy 999 <l ©
Contributes in career counselling and mentoring
HRIR e 3R FaE < §

Maintenance of Science lab, Psychology
equipment, Resource room for Education of
Disabled Children, Room for Art Education and
equipment & facilities for sports & physical
education

fawer goal of Rem & fou fage wEwmme,
A SUGRY, AR B8 BT @ @M, Bl
e & forg Fem ok Wal 7 INIRS Riem @ forg

YRV AR [

c) Contribution to other branches of DIET

STEC Bl I IRl @ fo Aree

Contributes in annual plan preparation in
coordination with other branches of DIET

Annual Performance Appraisal Report
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Name:

Employee ID No.:

HHAN TEA HO:

| STSC Pl I IGRY F THGY & 1Y qIfS Ao
TIR B § IS <l 8

Contributes in design/content development/
research for other branches of DIETs as and
when required

AMAIGHA TS W SRS @ 3 e & fory
T2 /) faeT / ST # ARTe ol 8

Contributes in conduction of activities of other
branches —for example, serve as Master Trainers
for different in-service trainings

3= IRgran @Y MfAfAfel & Hared § IRTeN ol
2SR & forv faf=T Jar ereie ufde & fow
ARER SR & WY § qar

d) Teamwork, contribution to DIET activities

TR 3 W0 H P I, SRS @ Tt &
forT arem

Cooperates with the DIET Principals, DIET Senior
Lecturers and colleagues

gIec Y, SEC & IR YTEATId] dei Al
D 1T FEINT HRAT

Contributes in all Central and State level
initiatives'/policies’ implementation/directive
W Hwg AR I WR DI UgGSH /A &
CARIE DR WA N I AL |

Discusses the performance of student with
guardians/parents

JIfTat /wra T & T BT @ YU @l aar
HET

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

TRE @ Y IS Q9w /3ERI A ANEH
AT /R o

e) Attitude & dedication

TR TR W

Is punctual in school and class

faermera iR @er ¥ Hy @7 uee ©

Serves as a role model for students

B & folv U6 NSy & w9 § &1 ool @

Shows sensitivity and commitment towards
students, school and community
glcaga fewr &

Annual Performance Appraisal Report
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Name: Employee ID:

Performs duties with highest level of devotion
and dedication

hadl BT SoadH TR DI T 3R GHUT gRI
fydes we

5. Any additional academic / professional qualification obtained during the session.

T & SRE U @ T8 AfaRad Jeildrd / aalia argdr

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).

T Y favar oRa ® f6 57 3afy @ RUE &1 9T © S99 3l & SR MY §RT Pls SRR
IS f1 T 2 SeTeRve U SR FAK] WX B B el A faRvey e, a1 g
YOI GeR (ST $RVT faeery / el / SAeR 6 TG T HIAd § 41 $1 Heayul o gatl
2) I &, @ TR vF ARG IR ¢ (100 TR B HIR) |

7. What are the factors that hindered your performance?

W BH ¥ FRG & S SR A9S YSIH § T 377g?

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

W faf¥re &3 &7 Jooikd HY fTH 3T 31U D19 BT GRIETT SRIGH & AIH | ST B Bl

SIIdRY DAl HeX]H dXd g

For the current assignment:

I HRR & g

For your future career:

AT WY B 9 @ fo
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Name: Employee ID No.:

T HHAN TEA HO:
Date /e, Signature of Official / BHAN! & EXIER
Name /TMH.....cocoeevererreeeeererenes
Place /M., Designation / TGHEM........ovvvverreeen.
SECTION Ill — Appraisal
HIT T — HedTdhT
1. Please state whether you agree with the responses relating to the accomplishments of the work
plan, unforeseen tasks and results of key KPIs as filled out in Section Il. If not, please provide
specific comments including factual details.
HRT A1 & FT 39 SR A S U § g giafdsamel, smnia sl sk Sodiogo
& UROTHI | FEAd 8, S T H WR WY 2 | e TE qedrHe [qaRvr |ied Ry fewolt 7 |
Comments on accomplishments:
Sucterl R fewf:
Comments on KPlIs:
HOU03ME0 TR fewoft:
Comments on any inconsistencies between accomplishments and KPIs:
ARl 3R Fodoango & dra fael At fasifa w fewof:
2. Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

o et o Rue foredl o1 &) & I gRT SMMRY ANEH @ IR ¥ grar (afe fm 74 ar
femofy <

12
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Name:

3.

Employee ID:

Has the officer reported upon met with any significant failures in respect of his work? If yes,

please furnish factual details.

forg iR @1 Rure fordl S %81 & SW 30 &M & Hed H Pl Aecaqul [awerdl UTd g &° Ifa

gl, @ P AP fdaR0T A H

Do you agree with the skill up-gradation needs as identified by the officer?

T MY ARNBRY gRT TS TS DI ST &I AGIHAT I FgHd 27

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

B & IAGT BT b | BT AT H T I| Bl FHIET o= & JTa AT 3 < |

Annual Performance Appraisal Report
(For DIET Lecturers — PSTE branch)

Points by
reviewin
N Points by authgorit Initials of
Dimension Points initiating Y  reviewing
authority . (if different . authority
from
initiating
authority)
. Teaching skills — Content & Pedagogy 35
AT DreF—arRl iR REmare
. Has command over subject(s) and regularly 8
updates his/her knowledge
vy w uds € &R fRfid w9 9 oW 9 @
AT BRAT &
. Has expertise in classroom management and 8
other aspects of pedagogy — regularly
updates his/her knowledge
Pef Y AR AU b 3 Usell H
fqerysTar 8- Frafid S | 3 S BT 3t
R B
. Effectively transmits knowledge to pupil 8
teachers
7T G N BT Rl 3 S HaRd HRal ©
13




Name:

A

Employee ID No.:

HHAN TEa HO:

4.

Uses innovative TLMs/ICT
intervention/demonstration methods for
teaching and promotes use of the same by
pupil teachers

TdH Reror iR UfRreror A BT SUINT eRar
g (S0vdoTHo) /ET IR WER  Henfirel
(emEoddiocio) Riemr & fory ey /vee &
NPl BT WA IR BF RPeTdl gRT 3790
SYINT BT FeTdT <7

6

Prepares daily lesson plan; assigns and
evaluates homework/classwork; regularly
maintains attendance and other records —
promotes these habits among pupil teachers
as well

oM@ U6 AGHT (IR BT ©; T8 BRI/ Hell
BT <A1 & TR Yol aedl &; afid w9 9
SuReIfa @ik aFa Rafs ar 2o/ Rieai #
Wl g7 aedl B gerr < & |

. Extra-academic activities

feRa dafdre wfofaftr

25

Imparts general awareness on health,
hygiene, safety and environmental issues
WY, Weod], YTl AR TRy & gal W

AT TGl Y& Rl ©

Makes efforts for all-round development of
students, invests time in cultivation of moral
values

A el & faar @ fory w7y <ot @

Invests time in cultivating moral values
among students

Bl ¥ e gl & e & forg 979 < @

Contributes in career counselling and
mentoring

DRI el SR Forg a1 &

Maintenance of Science lab, Psychology
equipment, Resource room for Education of
Disabled Children, Room for Art Education
and equipment & facilities for sports &
physical education

famarT qeai @1 Ren & fory fag™ yarTe,
H"Ill(asll"l JYDNT], T B BT T NY[d, defl
e & fow Fem R Wa 7 INIR® Rem &

foTg SUeHT iR Gfaemy

Annual Performance Appraisal Report
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Name: Employee ID:

c. Contribution to other branches of DIET 15
ST B 3 Rl @ oIy IRTe™

1. Contributes in annual plan preparation in 3
coordination with other branches of DIET
TEC DI 3T AERI | A & 1 diNd
YOIl ddIX N ﬁ[ RINHEG éT‘IT %

b. Contributes in design/ content 6
development/research for other branches of
DIETs as and when required
MALIHA T W S[EC D I RN & forg
T /AT AT / SIw # ARTeE < §

¢. Contributes in conduction of activities of 6
other branches — for example, serve as
Master Trainers for different in-service
trainings
3 IRl @l AR & Hare # Are™
QAT ST & fory fafi= Jar 1ot uferon
& ol aReR TR & w9 § Har

d) Teamwork, contribution to DIET activities 15
TE ® U § B BRI, S5C Dl Qe @
RN GG

1. Cooperates with the DIET Principals, DIET 5
Senior Lecturers and colleagues
SEC YN, Sc & IR YEAUH  qell
TRl & |1 AR HRAl

2. Contributes in all Central and State level 4
initiatives'/policies’ implementation/
directive
T S 3R I 'R DI IRl /AT B
SR /e | ARTEH <

3. Discusses the performance of student with 3
guardians/parents
JfTast /1ar U & e B @ YeeE @l
AT BRAT

4. Contributes and participates in celebration of 3
national days/festivals with community
TR & WY SN o //ARR H INeT
<A1 /M o T

e) Attitude & dedication 10
HIgRd Ted Fagr

1. Is punctual in school and class 3
fqerery iR Fem # W 3T uieE ®

2. Serves as a role model for students 2

B & folU U 3yl & ®U § 1 IRl ©

Annual Performance Appraisal Report
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Name: Employee ID No.:

R BRI UgdTT B0:

students, school and community
3R yfdegar fe@m &

3. Shows sensitivity and commitment towards 2

devotion and dedication
Bl Bl I WR P o7 3R FqEr gRT

4. Performs duties with highest level of 3

Total Score (out of 100)/%cT 3@ (100 ¥ 9):

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

Faafer aR feweh ([eE § W/ HeErus):

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

HRT UG 3Pl & AR R ST I8 W & (v) $:

81-100 61-80 41 -60 21-40 0-20
A+ - Outstanding A —Very good B+ — Good B — Average C - Below average
A+ -IHT A — T8 3T B+ — 3G B — i C—3iId 9
Date /T, Signature of Initiating Authority / RAIfiéT TfaNT & &R
NAME /..ot eeteeteete e teeteereereeveeteereeteereereereereas
Place /M., DESIZNAtION / TGRTM....eorveeeeeeeeeeeeseeeesese s

16
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Name: Employee ID:

SECTION IV — Review
qNT IV — &

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)

7 31y Rt WRIeRY gRT 91T § MR TV BRI & Scre ol fAfe farsanet & W 5 @f 18
e | FeHd 27 /1 3y RulfeT wiieRY gr, et & IR # el Rue ford o &1 8, @
SRV YAl iR Aeaqyl fiwadell & IR H @ T3 THeT § FeAd 7?7 (A oMy foRivanit @
RS e @ fhell ff 9T F FEAd el & 31 THIET S W & $led H 3ifhd dx o
e forw & e s wfafteal Rl aveR @) |

| Yes/gl ‘ No/&! ‘

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

7d # frerar 89 o Refd § S9@T AR dem aRor < |

3. Final score after review (out of 100) /SHIE & d18 3ffcH 3(® (100 H ﬁ):

Please tick (\/) the appropriate grade

HT BT U W eF (v) H:

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 3T B+ — 3G B — 3% C—3d |
Date /T, Signature of Reviewing Authority / 1T TTIGRY & R
NGME /T .ottt ettt sa et e sreeeae st esaeseesaeene s
Place /M., DESIZNAtION / TGRTM....oooveeeeeeeeeeeeesee et es e

17
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Name: Employee ID No.:

A BRI UgdTT B0:

SECTION V — Acceptance
W V — Wifd

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

a1 3 Ruife /adien witery &1 fewoll & qegwd &7

| Yes/gl ‘ No/ &l ‘

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

aq H ferar a9 @) Rerfar § 99T faavor qor eRor < |

Date /T Signature of Accepting Authority / IR WRIGRT & EXIER
T 1T L TS
Place / TlMM....covvereeeereereereenan, DESIGNALION / TEHT oo eer e eenes e sen e
18
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Name: Employee ID:

General guidelines for filling the APAR form

¥ e fered Rad (wodiovosiRo) v R & forv WM feenfadyr

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 Ayl ¥t & | I8 forell ¥R & o fasr
& oy g SR Hecaqul MR Ja $Ral ¢ | 39l o Fffer) &1 Ruid fordl o <@ &,
RUTfET yidremr), e WeRT T WENGT TRER! B $6 BH B WA @1 $4¢) Iod TR
@I AT & I BRAT ALY |

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 BT DRI AT 3R GRIET & oY U UG & ®Y H JINT BRAT A1fey, 1 Bl
iy <o @ ufear @& wu #| RuifeT WReR) &1 I8 IEa 8H1 @1iky f6 39T I8 Th
JRHRT BT [ABRIT &R @ foly &, b I8 AU el & @ IR § O T | 3BT I4a%d
e @ior @ Uy 2, g I8 v feses Sy © | RuifeT miter, e miier
T HHIRAT WRPRT gRT T e R @ Rure fordy o ®) ® S9a yev+ # $fal, F9Rv o
T Al @ IR § Rule o+ 9 faer 981 =1ikv |

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 3R T 9 o1 & 91¢ W1 O ey | Rae @
NMHRAS IT Ade! 7 A WA & foIv fhar 71 BIg W TIRT IR F STafSrhIRAl ol A
AT el S | fosdt off ST A iR R @ SIgAfa 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.

AAIH (TG BT IR Yol a¥ & 317 H 21 arell Ul U © fd I8 Aa |ames faam,
BRI IS AR YRET & {7 T SUGRYT &1 Tl &, 1 DI (o1 <7 B ufdar & w4, Ruife
JIERI T ot SR &1 Rurc ferdt o %81 &, @1 9¥ & ERM R sRid ) e @y,
MG UG B FHET BT o G IR ITH MALIH GIRIHD HIA So1Y ol | |
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A

HHAN TEa HO:

2. Section-I (Basic Information)

WRI-T (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 THTT / BIHG THRT H 9RT ST A1RY | 39 T & 31 § fORT Sifdany a
Rare foredl S <& & 9% S9! TR a9 & & a8 39 W @) | Ruid @ o & forg ar @
q& RUIfET Ay 81 Fha 8, T SFH T 4 | Ife RUIE 1 3@ v Qo a9 &, S9! qaMgaR Favd
f&am ST A1y, TR0 & oy, 2013—1. A RUIC &1 999 0 gl ¥ 4 & 8, aRIE UR™ 3R
I @1 fofdy @1 Seorg e ST Afey SeTeRYT @ forw 10th RIdwR 2013 — 31 91, 2014 |

. 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.

RaffeT o, wlen iR dem WHINGT RGN & TR diferd 3 W)+ ¥ gaer & forg
TOYI0V03TRO SRSl & & U TR IUA HRardl T & | RUfT YR, Seierm uioer aer
BRI TR FT M T U8 3ifdd fdar g, aifd o sffrem o1 Rure fordt o <& & S99
TE W & D fb 94 gRI I8 R febsy Aefl ol & |

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 (ITHI) 1T &1 | A UGS (IRafdd Ug WS qei eH) qe A 8 98 fafy o
ARBRY Y GRAE U W G IR @ &, DI Gal ifbd 31 T & |

. 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.

AN IR, Sraere, URIETor A1 3= BRON & foly 41 39 9N ¥ 39 SagqyW & foy & g
IfeTdT § AT A T Seord bl ST | N7 forg g gierT & faRor &1 Seor@ 1 diferar §
fohaT ST |

3. Section-ll (Self-Appraisal)
AT (3ITH eih)

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.

for STt @1 RIS fordl S & 99 §IRT S9! [HaT & I & ITAR A Lefors /IR
NS BRI BT W fIaROT A7 ARS8, T AHRIG: T 100 LT J b TS BN | S
U ¥ § qolc BiH & WY A AT ST AR |

. The officer should specify the targets/objectives/goals set for himself/herself during the

session, and achievements or shortfalls against these goals.

JRBNT B ¥ & IRM @I/ o fory iR el /Igeedl ok 1 @l @ fawg ua
SUAfern a1 HfRTT @ ffde w1 a1,
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c. The officer should then provide information on Key Performance Indicators (KPIs) required
under point 3. This information should be accurately filled.

HRBN B 9 g 3 & T MaWD MG Hbeid! & IR H TAHDRI Suciel FH_a! el | I8
TGN FET R 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
highlight your achievements along the dimensions. You may use extra sheets to elaborate on
the achievements.
39 GUs I 45 4 RN B g wre Hadd M S A {BY T BRI /U8 DI IR
B T ATAR G ST & | BT UMD g TAT ST D A 3T ST Dl SR B
& forg Uil SeTERY YR Y | MU AT SUARRIT W Yabrel Slel & forg sffaRad dic @
ST R T ¢ |

e. The officer should provide information on any additional qualifications obtained during the
session.
IRHRT B T & SRM U {4t AfRad A & IR § TFOR! 6™ HRAT 1My |

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.
W 2 RPN & forg 9 & SRM SHa Y W RiaT axe $T 3G YSH HRal © a1 39 Agl
BT qU FX Sl ITD] AId JFTAR qY & ARM S gIRT febar AT Heeaqul AT oT | PRI Pl
faf¥re SRRV §aM @ foly Uieifed f&ar ST © o1 S gRT U DIvTel /AT BT e fdhar
T AT |

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 SIRaRY @1 Rure fordy 1 & 8 S g7 S a9y & 7 Scord T ST SMawds & for
TE AU DI BT ST G BT AT YISV HRIGH H 9N o DI MALIGAT Heqd ol © | 39
gRT 3 fafire deHl o1 A Seord AT ST Savad & il S99 gRT sl faRie &3 # S9@ airal
P IYIA T foly T g /A7 fory S Ui & |

4. Section-lll (Appraisal)

AT (edichT)

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 RO Wirert gRT *_1 ST | RAfET wReR) & 99 & IRE AteN & a0l & fa6g
IS IJUA], IHD SFERY IATEH AR B 1 wgeayul fawerr w fewoll yem @ =1fey |
RufT mReR! gRT o aRT @t Ruic fordl 91 381 & S DRI & I 3 aRIHal TR
A feweft < @l

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.
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1 HHAN] TEAM FO0:

a9 RUIfET WRGRT &1 M 4 4 Udd & fofy (|1 3 &1 85 5) TATHS IS YSH FR AMY
(riraam il # ¥) | RUET RGR & fd UM &R | U8el 91T 3 & 3 MM IR AR
gRT UQH @ T8 el & ea & |elem xe anfey | Tl STl AT U 3T & SR W Uh
Y PR (31d) TS fhar 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 aiferry @1 RIS fordl o v81 @ 39! Feantiel & ar o
femoll F=AT QIS g | Il IR fewull <0 99 S99 W @I hadl A« AciedT a8
AT T &) AT Tel 7 Ay 98 99 AueN et Rurc fordl 31 @1 & @ s ok
difgs e & ff &I ¥ 3@ AHaT 7| GG W GREd diem & R & for ffoied
yfesar &1 rer fobam ST ARy |
i. If the Officer’s integrity is beyond doubt, it may be stated.
ARHRY B SAFGN A<E ¥ W &, A SHBT 90T v |
ii. If there is any doubt or suspicion, the column should be left blank and action taken as
under:
I PIS 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
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.

TG 3T T Al TIR o a1 S9a! R IR THaR! W | i @ 6 ufa aiffe e
T RIS (T0TOT0IR0) & 1T ST IRS ARSI @l ol S a8 GHARad o &
qIfSd FRIAE g @1 WY | S8l I8 99a 7 8 b AISl B YAt G S 6 A
W AIC R S Feb df RUEHT ARHR I8 i HM fob I ARHR & Bl bl i
TR TP el <l AT I ARG b IR H HB el A1 ol A AHA B TS MR W
ag ffga Mg o) 9a |

(b) If, as a result of the follow up action, the doubts or suspicions are cleared, the officer’s
integrity should be certified and an entry made accordingly in the Performance
Appraisal Report.
A A PRIAE & URUTFRGRY |9E AT IH X 8 WK § A BRI DI FATDT
HITOT @1 SITQ TN aifies e Hedid RuTe (ToWo0aiR0) # TRIHR $71al fdhal oI |

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

I wag A1 ¥ Bl YRe B I § A $9 a2 B qol AT SIY qAT 39 FREIH A0SR
@ fafad wu & HaRa feam S |

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

A el YIS & JRUMRAwY Ee8 I UG 1 dl X B 7 AR 7 & SAa! ge il
g T JMRIGRT & JATaRV B U A4S & foly @M 1 ALY T I Ieard & SR 3ifdhd
(@) T (M) AR HRCRE B S|
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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.
ad ¥ Rufdn wReR a1 sfien & forw ve 1T I 3ifhd oxT awd 2| 39 UG Il B
AR W IS & AR ffed fobar S =1fey |

5. Section-IV (Review)
-V (e

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.

T AT Tl WRGR gRT ¥R W91 & 39 gRT I <ifhd fbar 9 & f aar a8 Raifd afdand
B IATHeM ¥ TgHd B | SNTEANT @ Rafd § 98 o & Scaured A1 fhwer AR fagmanel @ foeg 39
SUW & oIy QT MY dfem & T 3fide Qifdd & \adr 2| wewfa @ Refy # S o1/ a3
D IS BT alfcrrei ¥ 9P fov U 7T Bic™ &7 ¥R &) Aae¥dhdl el © |

b. The reviewing authority should review all sub-scores awarded in Section Ill (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 WRIGRT @7 91T 3 (g 7. 5) # Ruifd midery gR1 QU U it IU 3fd! &1 Fierr il
MY, TT IS T8 AEqH ol & & 3w RufT wiremy grr oy v sfel & =1 g9 aifey
I8 95 PR Gl § | T & § b FEm WRER 3 94 I ofd W Bl Maead T @
A T2 3 WX T 8 el W gRacH favId FHeT Y |

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 AT AT A B MR W (100 H W) IFD oIy U 3 B MR W TH G TS qol
BT AT T |

6. Section-V (Acceptance)

-V (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.

I AN TR WRIGRT §RT “RT WIMT 8| 99 gRT ¥ offbd fhar om & & a8 Ruifda
TRIERY / T TRIGRY §RT fhU TV e J TEHd © | SNEAfT B R & S 917 5 Bl dtferadr
39 I & forw Ay U Pier H @1 AR &R RV AT ST I ¢ |

7. Schedule for completion of APARs of Officers

ARGl B TOFOTOARO & T 81F & forg SFgega
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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

T Sy @1 Rud fordt ST & SN /M e Y9I/ S famT gRT
GTell ToW0T0aTR0 BT foam S o Ruifd aifdrery dom afien srferary
fAfawe fy e |

1 e

Self appraisal day

15t Friday of July

A el fod TS @ UBell YPaR
Appraisal by reporting authority 15" July
RUifST MRl gR1 Jeic 15 Jelg
Appraisal by reviewing authority 31 July

THIET TIeRT gRT Jedich 31 Jels
Appraisal by accepting authority 14" August
THHINGT ARDRI GRT Feich 14 3R
Conveying adverse comments if any to officer reported upon 15t September
S AR 3 RUIS foredl o7 6T & 9 R # Ufidd fewlr afe 18 | 15 RiawR

g 1 S GaIRd HRT

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