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ANNUAL PERFORMANCE ASSESSMENT REPORT

F TEEAF
WORK ASSISTANT

FHARY T ATH

Name of the Employee :

FHAA ggaTeT F./ EMPID :

Yc-TH/Designation :

faeaTera/AgIiaeaTe/®™ATed School/College/Office :

ROIE &7 aW/Report for the year :

FIAT Y56 F el 3 FZ0T FY
PLEASE PRINT ON BOTH THE SIDES OF THE SHEETS
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ay & Rdc/Report for the year

ReaTaa/Fiave AgacaTed / F.FEed & 1 TS HI A oo Hedihs RO

Annual Performance Assessment Report of Work Assistant of School /Jr. College/CO.

&qfFaera a1 /PERSONAL DATA
HTT-1/PART-1

(FeTera/s A f[aearera/s=ara e & FIES ITHET GarT ¥R Y/
(To be filled by the Administrative Section of the School/ Jr. College/ Central Office)

1 IfSRT &7 AH/Name of the Officer :

2 | Sen-AfY (Re/md=/as)/ Date of birth (DD/MM/YYYY): _/_/
(ersai #H/in words) :

3 | derfoie AFAm/Educational qualification :

4 | gof(@raET=a/31.79.9./37.37./37.51.51./2.53. Category (Gen/OBC/SC/ST/PH):

5 | aRfeE g &1 fafd Date of initial appointment :
| GgaTH Post: faf/ Date:

6 | gdA ue, I ud A Present post, Grade and date

9g/Post : Is/Grade: fesTihDate:

a¥ & e S (RETOT JrawTer 3fE) ¥ equedfa #r yafy, afy 9 frer wfeor W@

ar fod  Period of absence from duty (on training leave etc) during the year. If he/she has
undergone training specify:

o gfA&ToT &1 371af8/No. of training days

o fahaell SR AT &/ No. of times leaves Availed

o el foRY a1 317STd 379eRrel/Total ELs Availed

Lo For T Y -9 31T/ Total HPLs Availed

o ol fom T gRafda 31aenrer/Total Commuted Leave Availed

o &l fAY I HWTEUROT 3ashrI/ Total EOLs Availed

o Fd T fead@/Total Dies non

o FHol oY TAUAST 379ehr2l/Total LNDs Availed

o el o HIdcd 39eh1Rl/ Total Maternity Leave Availed

o %ol f I TGca rdahRl/Total Paternity Leave Availed

o fORX I WA SW@HTA 3THIRA/Child Care Leave Availed

Lo goaT MG o7 WX A I 37991/ Adoption Leave Availed

o AV 3FTAT 3rahrer 3T 3Y-IdeT 39HRIEL Balance & HPL Balance

.9.37.(¥1.)/faeTTeT & 97@ AAO(E) / Head of School
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FHHART FT 17/Name of the Employee
AT 3ate & forw Rdié/Report for the period ending

$TT-2/PART-2:
¥9-HeaTHa1/SELF APPRAISAL
(RFAERY Torashr ROIE §, qanT &g o1y Siw/
To be filled in by the Employee reported upon)
1. 3T9% EaRT au/3afer q a& &y 1 st @ d@farea

fdazoT Brief description of duties/work done by you during the year/period from

to

TYTT/Place:
&R/ Date:
T Fwdr A€ ¢, F granr

Signature of the officer reported upon




stmer-3: Raiféer sfaredY qanT Ao

FHFART FT 17/ Name of the Employee
gATCd 3af & forw R4/ Report for the period ending
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PART-3: ASSESSMENT BY THE REPORTING OFFICER

(Rl A & g FIAT AT F AT @ UG )

(Please read carefully the instructions before filling the entries)

1. Raiféar ey ik @efer ey e qor figst w 1-10 & v deaeAs AT w1
I3 1 gerad IR 10 3Tuar s | ROfés siftedy Mefaf@a si-geawma & fav a@a
HEITcAS TSI |
1. Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a

scale of 0-10, where 0 refers to the lowest grade and 10 to the highest. The reporting officer shall
award overall numerical grading for ‘Assessment of work’ mentioned below.

F & HediFaT / Assessment of work

HTTg waaT
sy &
& ;I{iiil u AT HTEATER
c ~
X Normal ] Initial of
X Tendency Tendency HeagFd Reviewi
li to X toY Y applies cviewing
X appies PP Y Authority
10 8 6 4 0
() &I # LAERT] U4 IcrEshdl/ Quality of work and productivity
&Y HT Sepse F H FAAR
qoTaedr a3 SoTdeAT T
FW Excellent SeuEEaT
qgallty of work. & Poor quality of work
highly productive and very low
product output
(ii) freaw=iaar /Reliability
QT feawsar HAREEAT
Thoroughly reliable Unreliable

(i) 3UTAfT TUT FHAI-UTA/ Attendance and punctuality

afaa aur
IS

Very regular and
punctual

CE RS RG]
Highly irregular

ooooo

5/-




X ygfed ¥ X wgfea Y gt wifesr
AT *
HT9gFd | Tendency Normal Tendency |39gFd JTEATEY
X applies to X toY applies Y Initial of
10 8 6 4 0 Reviewing
Authority
(iv) cgdgX /Behaviour
3BT SAER I SIaER
Improper behaviour
Well behaved
(v) 3rTmA=RAd1/ Amenability to discipline
e IEA & gfa
Jregentad IR-Former
Highly R
disciplined Not amenable
to discipline
(vi) RER F/Inter personal relations
Tganh qur gl qur
Hleréqor FHITSTE,
Co-operative Uncooperative
and cordial &
quarrelsome
(vii) SFAER &Y @HSA/ Sense of responsibility
kiniey
ki BED IR-
SFAeR Most
Highly irresponsible
responsible
(viii) F1F A dF ISR Technical knowledge of work
feqa vd AdieT W|fAT a1 3709
) ATeT
£ t' T Restricted or
xceptionally .
thorough and Eupe[ﬁaal
update technical nowledge
knowledge
Contd ...... 6/-




(iv)

X ygfed A X s ' FteT TR
HAATTT | Tendenc ¥
HATgFd Tendency Normal HugaFd ATEATER
X applies to X y applies Y Initial of
10 8 6 toY 0 Reviewing
4 Authority
(ix) 9 71w fafdes =t & v sreqgeer awvar
Adaptability for different work assignments
faffieed 9HR &
Frif & faw Tt SR
3CETEY T ® Frat il
3 3regper AT T A
Enthusiastic sraad
and highly Cannot
adaptive to handle
different different
types of types of
works works
(x) G & iy IdAV/Attitude to Safety
et fozAt igtall ﬁnmj
HETAGES dTer & e
Observance GISECIR
of Safety Negligent
Rules towards
meticulously Safety
Tl AT AT (FT (L7 x)10)/
Overall Grading [Total (i to x)/10]

(i)

FRIGTOT (9T FATRT FT Higsy 7 Fofacr AR a3 # GuUR o= & T &7 7 ey

Training (please give recommendations for training in a specific area with a view to improving the

effectiveness and future capabilities of the employee).

(i)

Fareeg &y FBufa /State of health

HcATASAT/ Integrity (ST o9 & 38 & /Please tick whichever is applicable)

fo:@¢8/ Beyond Doubt

HegrEue/Doubtful
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(v) Raféer Rl qarr @R 8T # Ao 3R @il R 3udieudl, I91 fAwerdnt
afgd ol &1 gofed qur wAEARET & gfd efSeawlor (a@memEr 100 wsal #H)| Pen picture by

Reporting officer (in about 100 words) on the overall qualities of the official including area of
strengths and less strength, extraordinary achievements, significant failures and attitude towards

weaker sections.

(vi) W % AU & YR W Fel FHY HEAHS AT/ Overall numerical grading on the basis of
Assessment of Work

(vi) Hedihel & AR ITIF HEAcHS ATST & HUR W HAANT B ol FHT AT AL
A2 A3 B+ B C D gl Based on the above numerical grading, the overall grading of the
employee, as per assessmentis Al A2 A3 B+ B C D

Reféar s & seamR

Signature of the Reporting Officer

AT 92 HeRT & /Name in Block letters:

qcerH/Designation:

Rai€ #r 31af/ During the period of Report:

TYTT/Place:
f&sTn/ Date:
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FHART FT 17/ Name of the Employee

AT 7afY & fow KU/ Report for the period ending

AT -4: gHleT e fr feoqui
PART-4: REMARKS OF THE REVIEWING OFFICER

1. AT PR & dgd TAERY T JdThted

Length of service under the Reviewing Officer

2. &1 319 - Il & U v R{Affes qoi 3R & Asuesd & dau # Raféer st gann

fhT 91T Hodihad & HEAT § ? (HG : W NIl (5)) Do you agree with assessment made by the
reporting officer with respect to the work output and the various attributes in Part 17 [Ref: Part Ill (5)]

(@ 39 fREr ot Wg & HCACAS Hedihd ¥ FEA oAl § o T HIAT 3§ HET & 3MTH
fow few a1v Fies 7 3r9e Hediwe ¢ 3 39 3MEABR &) (In case you do not agree with any

of the numeric assessments of attributes please record your assessments in the column provided and
initial your entries)

gi/Yes 8I/No

3. 3rqgAfa B BUfd & Fur feoqolt fad/in case of disagreement, please record your remarks

4. IqgiR St/ Staefid ARl & fFsures @ el e § Raiféar sftwry f@sger g2 /s

the attitude of the Reporting Officer fair in assessing the performance of SC/ST employee?

5. R Hedichel & YR W Hel GHT WE&ATHS ATT1/ Overall numerical grading on the basis
of assessment work
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FHHIRT &1 ATH/ Name of the Employee

FATCT 3af & fow KA/ Report for the period ending

6. ol THT AT & MY R 5 fAfASe Iz F Folarly H 31y & R8T 3R FHIT STATNAT
Ca) H‘\Fq'iﬂv?r/Depending upon overall numerical grading, assessment of the employee’s overall worth
in this particular grade irrespective of age. (HUaT AR T = fev T 3T A% R e
ST AT ST of9] 78T & 3§ Aeprer &faTI)  (Please initial and put a ring around the appropriate
mark below and strike out whatever is not applicable).

AT Grading 9T Description
9¥ 10 T T AT '3chse § /9 to 10 is rated as ‘Outstanding’ 3chse/ Outstanding
998 A R ¢ T &1 AT ‘Seopsear & ygfea & Scopsea &I Tgfca/
<9 to 8 is rated as ‘Tending to Outstanding’ Tending To Outstanding
8 ¥ & 3R 7 T Fr AfFar EEFT 3T &/ <8to 7 is rated as ‘'Very Good' Sgd 31T Very Good
7 8 &7 3R 6 d& T AT 36T § <7 to 6 is rated as ‘Good’ 36T / Good
6 ¥ ®A iR 5 d& $r A1 ‘Ar@a § <6to 5 is rated as ‘Average’ 3T / Average
59 & 3R 4 g T AT ‘WIS § <5 to 4 is rated as ‘Poor’ T / Poor
4 F &F 3T 0 g &1 ITET 3™ § <4 to 0 is rated as ‘Unfit’ 3ATT / Unfit

e arfiraTdl ST W & FER

Signature of the Reviewing Officer/ Head of the Section

AT 92 31aRT #/Name in Block Letters:

qeerd/Designation:

Ral€ $r 3raf/During the period of Report:

TYTT/Place:

f&aish/Date:
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9Y™9-1 /Format - |

arfa AR, F1 @wor e

Communication and acceptance of the APAR Grading
@A R. B & #TT & I To be filed in the APAR Dossier)

o Ay ool (afy +I3) /

Specific Remarks (if any)

(FIYOT YIS & gEdeR/ Signature of Communicating Authority)
ATH 99 3781 A/ Name in block letters

9cATH/ Designation

- (7, FHTR W FogE Fs wEwr (319),
V) Ude, @Rl A FaUEdr g & Hd oAl 3uR) & d@ey # oy
........................ ¥ RU Fo AT A TR ROAOE RAB o, B
Tafa X & §1

l, (Name, Emp. No. C.C.No,,
Designation (Grade), Divn), hereby confirm that | have been communicated the overall
grading and the relevant remark for the year on (Date) in
respect of APAR.

FfwER S ROlE 8, & geanr
(Signature of the Officer Reported upon)
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aiffs fasureer FAearra RO (W) @ & v Rer-fAdaae

Guidelines / Notes for filling up the Annual Performance Assessment Report (APAR)

L aifies Frsares FHedisad RAE U 36H qeadsl ¢ o Ua s & F13 fosaes & Fedisa iR 38
st Wi & o A7 3R Agcayel MR Wee ad g1 da: Raféer afReny R aeem el @ agr
FraumEl 3R SFAE ¥ Rl rad RO §, & ol s aifge

The Annual Performance Assessment Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer reported
upon, the Reporting officer and Revising Officer should, therefore, undertake the duty of filling out the form with a
high sense of responsibility.

2. Rféar siferd & gt @ & 3edey v 3RS &1 A e g, difd a8 3ol awed #Aggy #
| 3 O gfear sHar e & sone e seger gt el Reaféer sfterd i wefen e
IPRY F FE-FsuET & A WA 3R THT AfFdcg F TOSCAT T 39PR T AR T|

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. st g3t 1 93 wue @ AR Grauniqds axar @fgv) afy 39 gosh ar s alis @ RO swa €,
ar 3Tg HfERRET garr 9T RAE 3uf&d @ T €1 The items 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
dissemble to the higher authorities.

4. g e 3R A oorar § F RO 3fedr F RO Jar 3Ra e @ 3R o F O IR
Fr & ar gelvew 3 weT- IV & A d'ar 3 F 39er gfafrar &1 e RAfET 10 i & 39w e &7

39er feoqult &1 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 3 of Part IV. The Principal shall enter the remarks in
the APAR of the Reporting Officer.

5. TeacAs fog3t & 3faRed g% fog & sy faRor @fed fowl e @ Red vt 3caR &
IR esg-HAT 3ifehd &1 315 &1 e 3R I TERAT F AT O S 3ok & Tl ITARRYT T HGAT3 Sl
Jiffegea wa & 310e O 31¥® Tase 3R AHTT JI FT GJET HI - 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.

6. F-fAsaTes Aodishel a¥ & 3id A & STl aren Gfkar 8, 56 wA A Rafdar sfRed qar Hafda @a
FRTE W HAHRGT & wrd-fsaes & gelerr awem 3R Forel, gomal e & anr 3aeds U Aol
T, HIAd FETE AT &1 Ueh HRIN Tof 8 Hehall gl 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, etc.

7. | Fehihetehd! TSR fEHT Hearha fhar ST @1 8, & FrI-fAsues, Hepmas, sqar R arEanst fiv

Uy @a f&Ufd 9Ega &1 It should be the endeavour of each appraiser to present the truest possible picture of
the appraise in regard to his/her performance, conduct, behaviour and potential.

8. JUSNT FT FoAlehel dhaol A fSTEd fv RUIE AR &1 o7 W ¢, # fhd T SR-fasales & 3R w8

foRar ST A1fgul Assessment should be confined to the appraisee’s performance during the period of report
only.

9. @ & & & FT Yo 3T N 0T Bt g Fohd 1 FHAGER fRel o Ug W ga1d vd defid aRacdAT g
"HAT &1 HA: 37 ALA & Hedichel X AT AW H W@ AR deaga@r & 3r9eh Reaforgr &)
Some post of the same rank may be more exacting than others. The degree of stress and strains in any post may also

vary from time to time. These facts should be borne in mind during appraisal and should be commented upon
appropriately.

10. H&areAs AT & @y arfAA R, oRer g9 Gar-fAder Guidelines regarding filling up of APAR with numerical

grading

0) 5ﬂwm(mﬁwm@ﬁgmgﬁrmﬁﬁv)éﬁwﬂﬁﬁaﬁﬂﬁﬁﬁwﬁmﬁsﬁaﬁr
3eol@ HY 3T 3 UFR 9 T 31™F AT o [Rse 3yt F1 3@ FT aFFrd F 5 T FF AT
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9 ¥ 3% AT vHT Ryl § 31a; s Ihaera war gem Raféar 3R gelem wfsRT 3 agd
FRRG el ot HOF FI F&aeAs AT Fd AT 38 AU & JAFHan Foaadr I O # |
It is expected that any grading of below 5 (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 above 9 would be
justified with respect to specific accomplishments. Grades of below 5 or above 9 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.

(i) . d.v.3. A5 va fqaor / APARSs grades and Descriptions:

AT Grading 9T Description
9% 10 d% Fr Afsar 3?5%" 2 /9to 10 is rated as '‘Outstanding’ 3?*17'?—'/
98 A 3R ¢ T & AT ‘Sepsedr H ygfea & Jchsedr & ggfed/
<9 to 8 is rated as ‘Tending to Outstanding’ Tending To Outstanding
8 ¥ & R 7 T Fr AfFar EET-T 3T &/ <8to 7 is rated as ‘'Very Good' ggd 33T /Very Good
7 @ &7 3R 6 d& T AP ‘36T § <7 t0 6 is rated as ‘Good’ 31=aT / Good
6 ¥ ®A AR 5 dF Fr AT AaT § <6 to 5 is rated as ‘Average’ 3 / Average
58 & AR 4 dF HT T ‘@IS § <5 to 4 is rated as ‘Poor’ @S / Poor
4 @ &F 3T 0 g & I 3™ § <4 to 0 is rated as ‘Unfit’ 3T / Unfit

#Ae/Note
mwﬂmaﬁgmmmmwwﬁ/

The following procedure should be followed in filling up the item relating to integrity:-

i IRy 1 Feafaser AEeE & dr FUAT fAE/f the officer's integrity is beyond doubt, it may

be so stated.

ii. afE R i faser weg/ d@ieey B, o fig A @rel 818 3R e Fnas sy

If there is any doubt/suspicion, the item should left blank and action taken as under:
(Fla) 3TeRT ¥ TH MU=y Rouolt fog 3R 3T 1 Fiag H| Rogolt fr v ufd Moy RAOE &
ary e MY FRA Y ooh A S gARad & I & FRa$ faes @ e dcafaser
JATOIT 3T a7 MUy fecgofy fomsm @99 o & o 3@ oufa & a1 ar Roifér sed e &
FFE & FF W HARga o & & v 389 39 S &1 gdica wddstor a6 R & ar 3Ee
IS & favg To AL G &, S ol A 8|
A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the Confidential 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 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.

(@/b) ARG TN T HATS & Hoka®y HRAGRT H Tver deg/ Fiaer & Had gl Sl & dr sy
&1 Geafersar JHATOIT & Sl =ifev 3R Moy RUIE # degar gahr gfafsear $r s

If, as a result of the follow-up action the doubts/suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Confidential Report.

(@) afe fAsar Tegreae/ Tfeser Ul Sieh & & a9 A Res fFar aw 3k g@efaa srftwiiRar &

g FUIRIT Fa=lr & ST If the doubts/suspicions are confirmed the fact should also be recorded and
duly communicated to the officer’s concerned.

(@/d) i Y F FAS F A JFEN H Fver Geg @RI ¥ F O AFT @ AN F A T &
fafRad & g uelh 8, aF Jfwl &1 I3reR-egaeR Fo af & fav 3R dwr S SR sEd ae

3WRIFT (@) U9 () # R HRAS AT S0 I, as a result of the follow-up action, the doubts/suspicions
are neither cleared/nor confirmed the officer's conduct should be watched for a further period and
thereafter action taken as indicated at (b) and (c) above.

kkkkkkkhkkhkhkhhkkhhkhkhhkhkhkhkkhkhkkk



