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ANNUAL PERFORMANCE APPRAISAL REPORT FOR
SENIOR ASSISTANT/ ASSISTANT

OFFICE/FACULTY/DEPARTMENT ....coovniininninannens
REPORT FOR THE YEAR/PERIOD ENDING ..........ccccueuee

PERSONAL DATA - (PART-1)

1. Name of Officer

2. DateofBith(DD/MM/YYYY) / /

. (Inwords)

3. Designation of post held

4.  Whetherthe officer belongs to

Scheduled Caste/Scheduled Tribe?

5. Date of continuous appointment . Date

tothe present grade

: Grade:

6. Period of absence from duty (on

training leave etc.) during the year.
If he/she under gone training,
specify.

SELF APPRAISAL-PART-2
(To be filled in by the Officer reported upon)
(Please read carefully the instructions before filling the entries)

1. Briefdescription of duties :




w2

2. Brief resume of the work done by you during the year/period form

to (The resume to be furnished should be limited to 100 words)

Place:

Date: Signature of the Officer reported upon

ASSESSMENT BY THE REPORTING OFFICER - PART-3
(Please read carefully the guidelines before filing the entries)

1. Numerical grading is to be awarded for each of the attributes by the reporting authority
which should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the
highest.

(A) Assessment of work output (weightage to this Section would be 40%)

Grades by Revised Grades by Initial of
Reporting | Reviewing Authority (if | Reviewing
Authority |doesn't agree with col.2)| Authority

1 2 3 4
i) Accomplishment of planned

work/work allotted as per
subjects allotted

ii) Quality of work

iii)Proficiency in work, namely
maintenance of prescribed
registers and charts etc.

Overall Grading on "Work
Output’ (Total [ito iii}/4)

Contd............ P-3/-
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(B) Assessment of functional competency (weightage to this Section would be 30%)

Grades by Revised Grades by Initial of
Reporting | Reviewing Authority (if | Reviewing
Authority doesn't agree with Authority
col.2)
1 2 3 -

i) Attitude to work

i) Sense of responsibility

iii) Maintenance of Discipline

Iv) Communication skills

V) Analytical ability

vi) Ability to work in team

vii) Ability to meet deadline

viii) Inter personal relations

Overall Grading on 'Personal
Attributes' (Total [i to viii]/8)

(C) Assessment of functional competency (weightage to this Section would be 30%)

Grades by Revised Grades by Initial of
Reporting | Reviewing Authority (if Reviewing
Authority doesn't agree with Authority
col.2)
1 2 3 4

i) Knowledge of Rules/
Regulations/ Procedures in
the area of function and
ability to apply them correctly.

ii) Coordination ability

iii) Initiative

iv)Proficiency in working on
computer

Overall Grading on
‘Functional Competency’
(Total [itoiv]/4)

Note: The overall grading will be based on addition of the mean value of each group of
indicators in proporation to weightage assigned.

Contd........
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GENERAL-PART-4

Relations with the public (wherever applicable)

(Please comment on the Officer's accessibility to the public and responsiveness to ther
needs)

Training (Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Officer.)

State of health:

Integrity (Please comment on the integrity of the officer)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the

officer including area of strengths and lesser strenght, extraordinary achievements,
significant failure and attitude towards weaker sections.

e i i
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6. Overallnumerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

Signature of the Reporting Officer

Place : Name in Block Letters :
Designation :
Date: During the period of Report :

REMARKS OF THE REVIEWING OFFICER - PART-5

1. Length of service under the Reviewing Officer

2. Do you agree with the assessment made by the reporting officer with respect to the work
outputand the various attributes I Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case
you do not agree with any of the numerical assessments of attributes please record your
assessmentin the column provided for you in the section and initial your entries):

3. In case of disagreement, please specify the reasons. Is there anything you wish to
modify or add?

Conmtd....coiii P-6/-
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4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude
towards weaker sections.

5. Overall numerical grading on the basis of weightage given in Section-A, Setion-B and
Section-C in Part-3 of the Report.

Signature of the Reviewing Officer

Place Name in Block Letters:

Date: Designation :

During the period of Report :

Feskskeskelek



e

INSTRUCTIONS

afis i{mﬁaﬁi‘vﬂm ﬁ;[ﬁ‘c‘ TP FEl SIS 8, A8 JNEN & Hri-Fagred a1 geid a3 @ g A awd
m&v‘ﬁﬂ?m aﬁ?ﬁzﬁaa T B 7 Hewayel ST Suerer war R | o a8 aR@) Riea Rl R wir ¥ 8, Raid
S weilen RS ) a1 Rreiard @ wer ga il @) w4 Rirsrard R a1y |

The An.nual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performapce of an officer gnd for his/her further advancement in his/her career. The officer reported
upon. tI_'le Reporting Officer and the Reviewing Officer should, therefore, undertake the duty of filling out the form
with a high sense of reponsibility.

Reire ferem arel sfira ol g% Aeeqy e ARy s e shen SRR a1 R @ &, aifb ag s ardf
w1 UEA G | 98 UE Ife e areh ufvar 78 2, afees v Rorareras wfivar @ | RAE forem el Aferd i
e SR Bl 30 AR, R R foredt o 2, & ol Preare, aiffar sreran g @ifdeicd & sl s
Rure # foram & dora 78l & iRy |

Reporting Officers 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 one. The Reporting Officer and the

Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality
of the officer reported upon.

3} 7e FHRE 2 A IR i w9y @) ol W =ik | RUE @) s @1k 0R seral S Al | R WM B D1
f v S e IRE! & wred: uar 9@ @ |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fillthe report
in a casual or superficial manner will be easily discerrible to the higher authorities.

af whlen RET 36 e T § R RO e aret aiderd) 3 S wraur 3l ear & R & R fora A & a
T Wy @ 7E 2 8 5 syl ael A/ B | W 7 e @ R R g o) @ e e
7 yfee el |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part IV. The Government shall enter the remarks in the APAR

of the Reporting Officer.

e SeR quiHeTE WY § T WY | 9 9 BISaR @l Aifed A& € e € | SueTE HRA] Tl R IR B
e card aatar @ | ) iR Tade @) ey g g SR T8 SR ReT$ Fe At AR@r @ g B 0 7 4
T | geTe 3R HERY AT 1 g R S | :

Every answer shall be given in a narrative form except where numerical grading is to be awarded. The space
provided indicates the desired length of the answer. Words and phrases should be chosen carefully and should
accurately reflect the intention of the officer recording the answer. Unambiguous and simple language may be used.

RO Ry ara siftree), 99 e Rraet R e s g pr ad @y W af § @ fby @M are de Fivm |
uﬂaﬁéa@wﬁﬁmﬁaﬁ?a&zﬁﬁmmrwmamsﬂm$awwq&mﬂaﬂ$maumamrm
m/awaﬁ_ﬁﬁﬁﬁmﬁﬁmmmémﬁmwﬁmﬁa@m

The Reporting Officer shallin the beginning ofthe year, assign targets to each of the officers will report to whom he is

required to report upon for completion during the year. In the case of an officer taking up a new post in the course of
the reporting year, such targets/ goals shall be setat the time of assumption of the new change. he tasks/targets set

should clearly be known and understood by the both the officers concerned.
?mfﬁﬁmmﬁqwiiﬁﬂa&ﬁmmmm%aﬁwﬂ%wwfﬂ‘aamzmqasmm'ﬂ'm%,amz Rard
e a7 Syt 1 i areRTel uY YT Bl e SRl AT IR Hefle FeIfe b AEH | YIRS HIA

Jom AT |

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource
development; the Reporting Officer should at regular intervals review the performance and take necessary

corrective steps by way of advice elc.
mmmaﬁmﬁmm@uﬁawwmaﬁmm$$ﬁﬁwaﬂ, BRI, AGER 3R
araed @ A guTEe arafdE TR S @) |

it should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to
his/her performance, conduct, behaiourand potential.
mm,wmmmmm¢mﬁw$mﬂﬁmhﬂamwamamawfam

Assessmentshould be confined to the appraisee’s performance during the period of report only.



10, & %> @ B UG WD si-wmea & wwd ¥ | BN A G A A bl G QIR R dedet ] ] gel 0Pl b
Uit b AR Al A i 9IRY Al g1 YR gt A Rupol 6 e il |
Some post of the same rank may be more exacting than others. The degree of stress and slrains in any post may
also vary from time to time. These facts should be borne in mind during appraisal and should be commenled upon
appropriately.
M. e AR & wrr wiieams wed wRA wah) Renfdy
Guidelines regarding filling up of APAR wilh numerical grading
(i) arfifes wrifeares eiam Ravd 4 v g s @ 3 it wma Qae ) ol difte )
The columns in the APAR should be filled with due care and attention and after devoling adequate lime.
(i) w8 3=g ) e & 6 130 2 a0 BV N AR a1, (6 1y yerar 1ot 3iera 310 D o o) (agi asfiva o e
A uRA Ee § yara wu D 3R seva 6 | gl SbR 9 o1 10 & A @i, [y e A9y el b g
R aERran Y| 1-2 B s 3k 9-10 & A RARa wrwel A @10, i st e 4y @) savabdl |
ifhed A8 Ry 9 & way § R R ard ol wflen a5 ard) aifand) a1 3y atanlea, ohl swa sl
B TR B, B 0T 7 Wy o) qern 3 S0 el aify
Itis expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequalely
justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with
respect ot specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence
the need to justify them. In awarding a numerical grade the reporling the reviewing authorities should rate the
officer against atarger population of his/her peers that may be currently working under them.
(i) 83 10 B N Vs wd affs T Frwres HeieA RO ) 3usrve Jem w3k 99a 4 e by
EIEVACEIR 2 3 WhIR @ v g & SRea B 9 w1 R S |
APARs graded between 8 and 10 will be rated as 'outstanding’ and will be given a score of 9 for the purpose of
calculating average scares for empanelment/ promotion.
(iv) 69 e 3% 8 w1 A3 areh s wrel P e RAd @) “agd sresr 1 g i 7 @y fau
S |
APARSs graded between 6 and short of 8 will be rated as "Very Good" and will be givenascore of 7.
(v) 4% M R 6} T4 Vs arel afifes wrad Preare yeurasa RS w1 “aresr” |19 wirenn silv 5 &6 R S |
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5.
(vi) 49 o9 s areh affes @i Frarea geaiea RAE @) g @ Ra sy
APARSs graded below 4 will be given a score of "Zero",
feumft /NOTE

woafre ¥ S4fa 72 91w § Fefaleaa sfba o urem s i -
The following procedure should be followed in filling up the item relationg to integrity :-

(i)

% e ot wafer dee ¥ W 2, W gdm Wiy |
Ifthe officer's integrity is beyond doubt, it may be so stated.

(i) aft B¢ wE E, A= A w@reh vre R o o FerEr s @ s

Ifthere is any doubt of suspicion, the item should be left blank and action taken as under:

(@) v e T feuil 2ol @ Wy R a1g @ SR B oy | Rwh Y va wf Mo R @ @y s alReas
Sty @1 o A & wg, N g YRfRET T G ergadt e fe @ o @) ow gl @ vl e
T R F1 faftag F=n we 781 8, R alfar 78 gt & ¥ gwre fFrly w33 & R sled & o 3
v A i T 8 o1 91 991 SRE & Raeres ©u g ad, S 0 Rl &

(a) Aseparate secret note should be recorded and followed up. Acopy of the note should also be sent together with the
Confidential Report to the next superior officer who will ensure thet 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 has not watched the officer's work for sufficient time to form a definite judgment or that he has heard
nothing against the officer, as the case may be.

(@) afe, srgeef FRarE @ wRoTESY WaE ¥ @ 9 8, s @ wwfior yfh e e wiky oR aguRr @
wRfte My Rard § s Hw

(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 Confidential Report.

() af wde 9 gite &) T &, 98 e ) faflag o Ry o wifey oir <9, Hdfiia sifverd ) Wifa 7= & )

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

(8) af2 ygad srad @ sRurvawn, WeE g 8 &4 € ol 9 & 37 gfie 2 & aiRE @ sreror @ srreh e @
R @ oA ey ek gus A SugE (@) 3R (1) ) venfifde srad @ arh oy

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