BHARATI COLLEGE
fecdl fayfaeiei UNIVERSITY OF DELHI

g Terad/31Y-ghie Tere & fort At S fAwdTes Jedie Rare
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT/LIBRARY ASSISTANT

ST/ faHTT:
OFFICE/DEPARTMENT:

TaIfte asl/3rafd o1 ufade

REPORT FOR THE YEAR/PERIOD ENDING

Jufadde &RT PERSONAL DATA - (HFT PART-I)

1. SHYBRY BT AH
Name of the Officer
2. LTI
Designation
3. SR (fea/adean)
Date of Birth (DD/MM/YYYY) : / /

@&l ¥ In words)

4. 1 HYBRY SFgferd Sty
CACIC | AR ICRE RS CI DG K
Whether the officer belongs to
S. C./S. T./JOBC?

5. gd9E IS U AR Fgfad &t faf

Date of continuous appointment : el Date
to the present grade

TS Grade:

6.  JXIBIAT §hTs B AT STal
PHRRA % Name of the Library

Unit in which worked/working

Sy Contd...P-2/-



Iy & R ST (RIET, e1 3Mfe & RO
¥ Uil ! s@fd| afe o HIHS®

= gframr forn © o IweT fdaRwr §

Period of absence from duty (on

Training, leave etc.)during the year.

If he/she has under gone training,

specify.

HIT PART-2

(o IS BT ufdde fordl 9HT 8, 3P gRT HRT oY)
(To be filled in by the Officer reported upon)

ﬁv_';f Ry T DT Tfered AT Brief description of duties:

F & I ALT/3eRI/ AU W U fore Reffa fosu g ar smues forg feifa fv o
B I (aROTH/AET a1 3R =T ) Bl B 313-39 AS WUfhdT $ YR R §Y 3R
TS Aed ¥ U Suaisd 9y |

(SCTERUI- 3T SHT/HATed/[aUrT & fog arftfes e avern)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for

yourself or that were set for you, eight to ten items of work in the order of priority and
your achievement against each target.

(Example Annual Action Plan for your Section/Office/Department)

qeT/35R4/ Y Iudiar

Targets/Objectives/Goal Achievements
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(3)  PUAI HG-2 T §aI¢ T d&dl/3eal/dl Bl Uit T g1 5! Al DT €AY H Ieoid
3 | AfG el BT UG H PIs S14T¢ TG 51 o d Sard|

(A)  Please state briefly, the shortfalls with reference to the targets/objectives/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets.

@  HUA 3 Tl BT U I B T w1t Sifie Iuafear 81 & 8k I A
GRTe BT Hi Jeehg B

(B)  Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

FUIT IeciG PX (b FT Gaach delex Iy B 3rad Juid aifvies faarolt Mefka aria erufq
BAISY I J Fiad] gy DI 31 SaR! db qol BRI &1 T8 Ui I 7T ol faaR0r aof R B
IR fergt S|

Please state whether the annual return on immovable property for the preceding calendar
year was filed within the prescribed date i.e. 31% January of the year following the
calendar year. If not, the date of filing the return should be given.

I ¢ aTe PR & BXIER

a1 Dater...voeeen. Signature of the Officer reported upon
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gfdded ISR gRT UfddeT-HTT-1il
REPORT BY THE REPORTING OFFICER - PART-III

T AT 1 FRor ufdde qur qAfdaie miRer) gRT fsam ST 8,51 1-10 % 98 W g
TN e 1 T8 HH IS T 10 T 34 IS ) e g1

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

(P Ul &1 4R Y ugel fan-Feerf &f enryds ug o )

(Please read carefully the guidelines before filling the entries)

@  fid S &1 qeie T (39 YT &1 9SS 40% BT

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

PISCERRIREAN P EICRIEE R IOEAR]

Reporting Authority Reviewing Authority

) gd Fafa e &1 oRgufar/fowat &
AMYR R 3Teifed fvar mar s |

Accomplishment of planned work/work allotted as
per subjects allotted

ii) ST ASITEA Pt UK

Quality of output

iii) R

Analytical ability

iv) SUdleId® H B URgUd/fHT MU
YR Accomplishment  of
exceptional work/unforeseen tasks
performed

fid s ® Fa B ST Overall
Grading on ‘Work Output’

ST&R Initials

(s SHfeTa faRvarstt 1 Yeaids (39 HIFT &7 el 30% 81T

(B) Assessment of personal attributes (weightage to this Section would be 30%)

fdde uTfeRt EeICRICERIDCar]

Reporting Authority | Reviewing Authority

i) BT b1 MHGRT

Attitude to work

i) SR BT Y

Sense of responsibility

Sy Contd...P-5/-



i) SR T SR&T

Maintenance of Discipline

iv) TOYUT HIRTA

Communication skills

V) ﬁﬂa Ul Leadership qualities

vi) S B UG H B dRA DI &HAT

Capacity to work in team spirit

vil) THI-GIRON P SARUT HA B &Hdl

Capacity to adhere to time-schedule

Viii) TRER HAfGTd Gaie
Inter-personal relations

ix) 9T Bfd T4 feaid

Overall bearing and personality

‘Hfaaira faRivdrst’ W oo fear ST

Overall Grading on ‘Personal Attributes’

SICIAR

Initials

@  veraids Gemd BT Hie (39 YT &1 9SS 30% BI)

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

fdde wTfieRt gHdel TSR

Reporting Authority | Reviewing Authority

g/ fafom /e td argdr & eF o ufkan
T 3T FI%)[ TIRT 61 SIFBRI Knowledge of
Rules/Regulations/Procedures in the area of
function and ability to apply them correctly.

ii) g ST §9F DI &FdT Strategic

planning ability

iii) fUR o9 DT &

Decision making ability

1v) GH-GY &HdT
Coordination ability

v) PRI 1 URA Td faapRyd &3 &t &

Ability to motivate and develop subordinates

vi) U8d ¥Mfad Initiative

‘UHTATHS Tl W $o e ST

Overall Grading on ‘Functional Competency’

STIE&R Initials

Sr Contd...P-6/-




IYHRT GENERAL — (YT PART-4)

AT & 1Y HRIGRT Relations with the public (\_rlgf Fﬂ"lﬁﬁ wherever applicable)
(SHAT DT AHTAIH TSN BT IaRaId TG YDBRT db TH WR HUar fewult &) please

comment on the officer’s accessibility to the public and responsiveness to their needs)

URIE0T Training

(@A HABRT BT YuTIar T B emarst & SR e JUR T4 3G R &1 2B ¥ 3D
UIRI&0T o o fRATRRT ¥ Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

W &I RUMA State of Health

A3 Integrity
(pudr SHYPR] Pt TAST W [N ¢ Please comment on the integrity of the officer)

gfddad TIBRI gRT STABRT ! THI [ARuarsdi o1 adR (HT 100 Tsa H), oM GH I
& Td HH I &, SRR U !, AgaqUl SIhHAdrsi@gH: T 2 &1 3(31) Td 3(3)
Td HHSIR I P gfaifighRy wnfia gl

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the
officer including area of strengths and lesser strength, extraordinary achievements,
significant failure (ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections.

Sy Contd...P-7/-



6. UdET & UM-3 & WS T ot iR A1 F AT T 3T & YR R Fa HAThR I
pIctl
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

yfdde SHfYpRl & g&iar
Signature of the Reporting Officer
T W 3HERT o
[T Place:......cccoevvveenen. Name in Block letters:
UadH
faAi® Dater....voeeenn.. Designation:

Raré &1 sfafy
During the period of Report:

YT PART-V GRI&GU/REVIEW
(qATdae SHTYBRI REVIEWING OFFICER)

Afdaie el &1 sngfaaar

REMARKS OF THE REVIEWING OFFICER.
1. gifadie SfIeHRT & Sfarid St srafdy

Length of service under the Reviewing Officer

2. 13U YI-3 T HFT-4 & f¥ia Sl aur fafy= 1qon & Tey o ufdde sifiter) grT fou
T Gedie & TgHd 5?7 T 3T SHYSRT BT SRATYRUN Jua e/ Teayqul sRawbadisl &
ey H U U geui ¥ WeHd §2@@fe 3 ufade siier) grY iy T faRwdrsit &
et TeaTd® qaid O TgHd gl ¢ dl 3 HUAT U Jedid- 39 W § fau
R H S quT 30 ufafdat o sfreaR o)

S Contd...P-8/-



Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4? Do you agree with the assessment
of reporting officer in respect of extraordinary achievements/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 on the column provided for you in that section and initial your
entries.)

gl Yes a&T No

3EHd B 3! U & FHuan 396 SR §a1d | T Dis T a1d § o 31U $S Fea Al
SIS e 8 2

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

gAfdaie SHIBRY gRT 07 R | Huar ifrert ot w1 A & Td IUdH! HHSIR avll &
gfcr Sifighy A S wad faRivarstt & o & fewoft @ 100 qrea! &) H |

Pen picture by Reviewing Officer. Please comments (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude
towards weaker section.

Sy Contd...P-9/-



5.  Yfdded & UFT-3 F WS T &t R I A U MW 3T & YR W Fd HATHR TAHD

pieul

Overall numerical grading on the basis of weightage given in Section-A, Section-B and

Section-C in Part-3 of the Report.

gAfdaie ISR & eXER

Signature of the Reviewing Officer

M Wee 3eRT A
Name in Block letters:

UgdH

Designation:

Rard &1 sfafy &
During the period of Report:

* % 3k k % %k k *



(i)

(iii)

(iv)

)

(vi)

Holdaddh Annexure-1

TS ufiehRur & Y THTSR WA gy ez

Guidelines regarding filing up of APAR with numerical grading

TSR & W fafdad wraurt siR erydes qun vaf Iwg <d §U HRA a1t |

The columns in the APAR should be filled in with due care and attention and after
devoting adequate time.

g AT HI STl § b 1 3ryar 2 & el affesvor (Fefa wrd an faiwarsit a1 o firames?

ARl & Tl & AR srwadet & Art § wad fog § g v ¥ eifire o
ST 3R 34T UBR 9 3UaT 10 & fpat Juft & ey A RNy Iuafert & d&y 7 i
fear S| AR 1-2 31yar 9-10 foRA BIe § o ST ST Re o &1 o =d ®
gisre 9ol UM PRd gU Ufdded U9 gAfdaied it &l fodl oiftisrl &1
WWW&%H‘&H@|ﬁquHﬁw&dmﬁﬁrﬁwﬁmaﬁm

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be adequately justified in the pen-picture by way of specific failures and similarly,
any grade of 9 or 10 would be justified with respect to 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 reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TUTTSR &1 8 | 10 & S T GHIHR0T "I e ST quT YEbRu/uead & g ofid
YTdich 1 0T A o feg Uradias 9 feam 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 scores for empanelment /promotion.

TOIUSR H1 6 AT 8 T BICT & d1d BT GBI "agd BT [T S a1 Ui 7 fean

SIRITT|
APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be
given a score of 7.

THIUSR &1 4 TUT 6 A BICT b sitdl BT BT “S=3T" o e a1 urdies 5 feam S|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUSR &1 4 T HH a0l =" forar S|
APARs graded below 4 will be given a score of “Zero”.

skeosk skok skokosk



Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting vear — Financial vear)

S.No. | Activity Date by which to be completed
I. Distribution of blank APAR forms to all | 31% March.
concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).
reporting officers where self-appraisal is not be
given).
2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).
3. Submission of report by reporting officer to | 30" June
reviewing officer.
4. Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.
5. Appraisal by accepting authority, wherever | 315 August
provided.
6. (a) Disclosure to the officer reported upon where | 1% September
there is no accepting authority.
(b) Disclosure to the officer reported upon where | 15% September
there is accepting authority.
7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21% September
APAR.
(b) where there is accepting authority for | 6™ October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15 November
authority on the representation by the APAR
Cell
11. End of entire APAR process, after which the | 30" November

APAR will be finally taken on record
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