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aif¥eh fosaresT Hedime RAE
ANNUAL PERFORMANCE ASSESSMENT REPORT

F TGS
WORK ASSISTANT

FHHART FT AT

Name of the Employee :

FHIRY YgdreT ./ EMPID :

YeatH/Designation :

facaTera/AgITacaTad/EHRTe™ School/College/Office :

RAIE AT a¥/Report for the year :

FIAT Y55 & el 3T Hgor FY
PLEASE PRINT ON BOTH THE SIDES OF THE SHEETS
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faeTer/Hiass Agfacare™ / &.aed & HE g 6 ave fasues fedie RAc|

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

safFaara {a=lr /PERSONAL DATA
#T91-1/PART-1
(Frerera/a A [aearera/F=31a Hrfierd & JTafad T3 SanT R S/
(To be filled by the Administrative Section of the School/ Jr. College/ Central Office)

1 i 3R &1 ATA/Name of the Officer :

2 | FeH-fafy (Ra/agem/ad)/ Date of birth (DD/MM/YYYY): _ /_ /
(ers&r H/in words) :

P3O AeFaI/Educational qualification :

4 | Fof(ETATT/31.19.9./37.317./31.57.517./2.73. Category (Gen/OBC/SC/ST/PH):

5 | 3RS fAgiFd dr fafA Date of initial appointment :
qeaITe Post: fafd/ Date:

6  gdAd ug, A3 d fAfY Present post, Grade and date

Uc/Post : Is/Grade: el Date:

av & N ST (ARNETOT JrETer ME) § IepareUta i sEfy, afg g fane gfdetor wow §

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

o gfretor &r 31@f&/No. of training days

o Thoell SR Pefedr &/ No. of times leaves Availed

o ol ford I TSI 3raehrer/Total ELs Availed

o Pl oY I 3787-daeT 319h1er/Total HPLs Availed

o P forar arar gRafda 3rgerer/Total Commuted Leave Availed

o Fel o I 37ETYRUT 379121/ Total EOLs Availed

e Il 31T fgad/Total Dies non

o ol foI¥ TATAS 3HThIRT/Total LNDs Availed

o ol T AJca I1GHRI/ Total Maternity Leave Availed

o ol fF I WJca /ahnI/Total Paternity Leave Availed

o O I AT S@HTSH 31dahI2l/Child Care Leave Availed

o TTAT ME ol W fO I 31gam1er/ Adoption Leave Availed

o AV 3FTAT 3rdaTer 3 3787-3d TTHIAEL Balance & HPL Balance

H.9.37.(¥41.)/[AeFeT & 97@ AAO(E) / Head of School
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HTIT-2/PART-2:
W—W/SELF APPRAISAL

(@A SrEdr RS 8, arT w9 o S/
To be filled in by the Employee reported upon)

1. 39 ¢arT av/3afer a a& 5 1 Frat & dfered
f&aXoT  Brief description of duties/work done by you during the year/period from

to

2. FUAT g & FAT FEEE Fovt a¥ & AU e Huld W oAl faawoh
FuRa QY g 38 FAvst a¥ & 31 FIad deb FAT ¥ TS g1 TG ST ar
faeRol e &1 fafy fergi/

Please state whether the annual return on immovable property for the preceding

calendar year was filed within the prescribed date i.e. 31st January of the year following

the calendar year. If not, the date of filing the return should be given.

St 3t Tt feEeeft 9w f arfra / /

YES NO The returns were filed on / /
TUTT/Place:

fe&sTier/ Date:

e o RO 8, & geanr

Signature of the officer reported upon
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amer-3: Raiféer sfasrlt qarr Aearra
PART-3: ASSESSMENT BY THE REPORTING OFFICER

(7R e & wger FUAT el F LA EF 9T o)

(Please read carefully the instructions before filling the entries)

1. Raféer #fRwrr iR gellem fRwr @ a1 Ngst W 1-10 & o gegreAs AT Al
I3 1 =geaA AR 10 ITaan Fs gl RO el Meafaf@d sd-aearss & v a#a
TEATHE AT |
1. Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a

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

FI &1 HedTFT / Assessment of work
Y FHaT
& HTHTT ®
yqfr & X yqfr e AT
Normal Initial of
X Tendency Tendency | JTIqFd Reviewing
applies to X toY Y applies Authority
X Y
10 8 6 4 0
(i) s # LAERT] Tq 3curgahdl/ Quality of work and productivity
T HT Scpve S & HHIR

W adar 3=d
3cdTcahdT Excellent
quality of work &

Wwﬁm
3cdicehdr

Poor quality of work

highly productive and very low
product output
(i) Rregw=igar /Reliability
quT faRae=a Jfaeaaeig
Thoroughly reliable Unreliable

(iii) 3UFRYTY TYT FAT-UTST/ Attendance and punctuality

foafaa aur
Faafass

Very regular and
punctual

TR HafAT
Highly irregular

ooooo

5/-
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X vgir & X vgfar Y FateT Sy
AT ¢
HTIYFd | Tendency Tendency | 39gad & LR
X i Normal ool Y Initial of
applies to X toY applies nitial o
10 8 6 4 0 Reviewing
Authority
(iv) <¥dg /Behaviour
37T SdER I FdER
Improper behaviour
Well behaved
(v) ST TAT/ Amenability to discipline
s g & gfa
IR IR-Foreer
Highly 3regentad
disciplined Not amenable
to discipline
(vi) REIT Hae/Inter personal relations
FEen aur gty qur
igreqor TSI
Co-operative Uncooperative
and cordial &
quarrelsome
(vii) FFATR #r AT/ Sense of responsibility
ki Eey
s IR-
JFACR Most
Highly irresponsible
responsible
(viii) T F1 THRAIPT FARR/ Technical knowledge of work
e va oAdeT AT a1 3107
RETICINEIC] e

Exceptionally

Restricted or

thorough and superficial
update technical knowledge
knowledge
Contd ...... 6/-
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X ¢ ax AT |(Tend Y e
- endenc
K CEEED] Tendency ITIIFT & AR
2 3 Normal y 2 2 Y Initial of
applies to X applies nitial o
10 8 6 toy 0 Reviewing
4 Authority
(ix) 9% v fafde it F v segges awar
Adaptability for different work assignments
[CIECG R ETE:
et & o RAfFeT R
SeaE T &
3fa 3T TS 9ot H
QN
Enthusiastic EHY
and highly Cannot
adaptive to handle
different different
types of types of
works works
(x) gI&T & wfe T&AT/Attitude to Safety
et AT & gen fagat
HIIUgdeh qTelel % dreled H
Observance SINECIR)
of Safety Negligent
Rules towards
meticulously Safety

Fel GHT AT (FeT (i ¥ x)10)/
Overall Grading [Total (i to x)/10]

(i)

(iii)

(iv)

STRIGTOT (FUAT HATRT T HAST H Forfacm 3R eTACS & GUR o 8] T & &7 RAGRey/

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

effectiveness and future capabilities of the employee).

Fareeg $r fF&UfT /State of health

FAfeTs3l/ Integrity (S A9 & 38 & #¥Please tick whichever is applicable)

fa: @8/ Beyond Doubt

Hegreue/Doubtful
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v) Rafder sfedt gart el &7 & Asea 3R wifddl, EuRer suatedr, a8 Awadarsit
qied U &1 JuleT TUT HASIRAT & i TTSehOT (f@msrar 100 Asal #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) & F Fsued & YR W T THT H&ATcHAS AT Overall numerical grading on the basis of

Assessment of Work

(vii) Hedihel & HTAR ST HEACHS AT & IUR G FART T Fol FHT AT A1
A2 A3 B+ B C D gl Based on the above numerical grading, the overall grading of the
employee, as per assessmentis A1 A2 A3 B+ B C D

Raiféer srfterlt & gvamnr
Signature of the Reporting Officer

ATH 92 H&RT A /Name in Block letters:

qceiTH/Designation:

Ra€ #r 3rafQ/ During the period of Report:

TYTI/Place:
fesTien/ Date:
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AT -4: A wfAsy i feogoft
PART-4: REMARKS OF THE REVIEWING OFFICER

1. T JAFRT & dgd ITUSRRT FHT eIl

Length of service under the Reviewing Officer

2. &1 3T &WT- Il A fQU v fafdes qoit 3R+ fAsdest & @y # Raféer sf@alr ganr

fhT 90 Hedihsd & HEHAT § ? (HG : #WT Il (5)) Do you agree with assessment made by the
reporting officer with respect to the work output and the various attributes in Part I11? [Ref: Part Ill (5)]

(@fe 39 fhelr qoT §g & TEAIcHS FHediched ¥ HEHA 16 & of 39 AT 3§ HET A 39
faw fQw v ied # 39eT FHediha & 3R 3r9eT 3meae &{1) (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)

&/Yes ai/No

3. 3rwgATT &1 [BUfT & o feoqol fad/in case of disagreement, please record your remarks

4. ITgiAad Sfa/ Sieenfd HHary & f@sures &7 3hds a3 7 Raiféar st foasaer 82 /is

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

5. % Hedihel & IUR W Hel GHT FE&ATcHF A1/ Overall numerical grading on the basis of
assessment work
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6. Tl FHY AT & MR W 34 fAfAse I & Foarly H 3G & AT 3qRT FHT 3TA AT
&I HeIlehdd/Depending upon overall numerical grading, assessment of the employee’s overall worth
in this particular grade irrespective of age. (FUAT AN & o fow v 3 Ay 9 e
ST AT ST A1) o761 & 38 foishrer IfSTI)  (Please initial and put a ring around the appropriate
mark below and strike out whatever is not applicable).

AfFT Grading fAaR0T Description
9F 10 o I AT Jchse' § /9 to 10 is rated as ‘Outstanding’ 3cshse/ Outstanding
9¥ A 3R ¢ TR H AT ‘Seepsear T yghT § Scpear & gg/
<9 to 8 is rated as 'Tending to Outstanding’ Tending To Outstanding
8 ¥ & 3R 7 T & YA ‘§gd IO &/ <8to 7 s rated as 'Very Good’ g 30T /Very Good
7 A &H 3T 6 d& T AET ‘3=ST & <7 to 6 is rated as ‘Good’ 33T / Good
6 & & 3R 5 T Fr AT AT § <6 to 5 is rated as 'Average’ 3t / Average
59 %A AR 4 d& $r AT ‘AT § <5 to 4 is rated as ‘Poor’ TE / Poor
4 ¥ ®A AR 0 d& Fr AT 39T § <4 to 0is rated as “Unfit’ 3/ T / Unfit

THIET ISR FTHTT T & FEABRT
Signature of the Reviewing Officer/ Head of the Section

AT 93 78T HA/Name in Block Letters:

YeaTH/Designation:

Raré &Y 3raf/During the period of Report:

TUTT/Place:

fe&sTer/Date:
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9~9-1 /Format - |

anfaaR. & wivor va wpfa

Communication and acceptance of the APAR Grading

@ AAR. w5 # A & AT To be filed in the APAR Dossier)

. ATH/Name

e  HITURI 9.4./Employee No

e HYX HIS W/CCNo

e  UcdTtH/Designation

e  TIHWI/Division

o ROIC &r 3@f&/Report for the period

e T Y&cd Fs/Overall grade awarded

o AW feouult (afg +13)/
Specific Remarks (if any)

(TIYoT WIS & §EAT&R/ Signature of Communicating Authority)
AT 92 378 #/ Name in block letters

YesATH/ Designation

B e, (@, FAG H. FYX HS FE&AT (I3),
W) Ude, EaRT FRIT FAU/RAG g B Ad oA (UR) & A9y A ay
........................ & fov Fo A AR G ROl foetioh oo B
TIRNT & B

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.

FFE oadH RO 8, F geanr
(Signature of the Officer Reported upon)
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aiffe fasureer Aeawa ROE (3R) s & fav Ren-fadarae

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

1. aif¥s fasaresr Hediwd RAE U 36A qFardst § ot T AJfUEN & #rd fAsues & FAediwad 3R 38
A wId & fav He AR A@gcaqol MUR dere @ g1 3 Rfér sfUeny ik welem R @ asr
raueEl AR SRy & AfEel Sadr R §, & o R aifgul

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. Riféar srfmlr @ w4 W@ & 3eeed ve AUy &1 [ w3 §, arfe a8 3idel aeed Agad
h| I QU TR HIAA [t & T fqhd 3o glel wiigu| Roféar sfteny iR aeder e wir
PR F FRI-AvaeT F HAAT, WA 3T THT FFdcg H T T 3APR FAT AT

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. qeft Tl 7 93 el @ 3R FEUEqds T ATl IS 3T o AT IEUSE ek F RUIE A &,
ar 3Tg ARFRAT g@rT 3ahr RAE 39f&T I® Tl &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 gteT FfFERT FF oerar § F R 3wl a R Sar 3Ra cora @3 3R o6 @S F [R

& g, dF FHET AUFHN AE- IV & Ag F&dr 3 7 e wfafear &1 vueed Raiféer 3fteRt & 3R oia #
39 feeguft &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 N3t & HfaRed v+ N A Sesrr famor dfgd fod| @ ¥ Rea wuel 3car &
3T Ase-HAT 3ifera dr a1 &1 g 3R AT AT F WY A S 3eaX & arel 3RERT H HGATIHT Fr
Jiffcged wa & 3IRF & 3RF Tase AR AT AT FT G FE 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. S-fAsaTesT Hedihed a¥ & 3 # &1 S arell gfshar g, 3@ sA A Raifder st qarr @gfaa aag
IR W FFRAT & F-foroaea &1 wolem axar 3R Fomgl, Fear M F @ WE™E FUN Areier
AT, AlAT T G HI Th HRIR gof & ThaT &1  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. @ FHoAiheehl ISR TR Hodlehel a1 ST @1 8, & Hrd-fAsdres, 3qemds, gagr 3R &Tadsi
Ty gHa Rufa g&Jd #{| 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. 3R & Hedichel haol Hafd o fow RAE G &1 o W &, # fhd I wd-fasdest & 3marR @1 &

foRar ST fdul Assessment should be confined to the appraisee’s performance during the period of report
only.
. Wyé’ri?asgmqamﬁmm%ﬁrg‘rmﬁl FAITER fohdl 8ff Ug W &dld Ud delld qRad=1g gl
"Rl &1 37T 3o LT & Hediched Al FAT €O H W AR degaR & 3oen feoiorgr &
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. TEIATCHS ATST & Y aT.ﬁ.?FLﬁ'. Ere] %?or feem-fiéer Guidelines regarding filling up of APAR with numerical
grading
() 5 & HaA T (FrF Asurest o o1 §g a1 Fof I3 & fow) & Gl & o= # AR Ahersi
Jea@ Y 3R 3 gER 9 F 3f¥F APy A o e 3uaferat 1 3eo@ HT THTIT HI 5 T FF AT
9 & e Ao IrawT ufaar § 3rd: s adderd & geml Raféer i wofer ot 3o dgd
HRRA frdl ot ARSI 1 FeareAs AT A THT 37 AJUSR & H&hdA Fghfaar H ea= 7 Y|

It is expected that any grading of below 5 (against work output or attributes or overall grade) would be
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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) T.d.U.3R. ¥ vd fqaI0r / APARs grades and Descriptions:

AfFT Grading faToT Description
9¥ 10 o I AT ‘Jehse’ § /9 to 10 is rated as ‘Outstanding’ 3cpsc/
98 FA IR ¢ dh H AT ‘Sepsear i IR & ScopsedT 1 ggf/
<9 to 8 is rated as ‘Tending to Outstanding’ Tending To Outstanding
8 & & 3R 7 d& &r AfFar TET 37T &/ <8to 7 is rated as 'Very Good’ g 30T /Very Good
7 ¥ & 3 6 I i AT 3=or § <7 to 6 is rated as ‘Good’ 38T / Good
6 T & 3R 5 d ST AT 3TT § <6 to 5 is rated as ‘Average’ 3 / Average
5 & & 3R 4 dF Fr AT @IS § <5 to 4 is rated as ‘Poor’ TE / Poor
4 ¥ FH AT 0 dF &1 AP AT § <4 to 0 is rated as ‘Unfit’ AT / Unfit

AC/Note
ogfaser & Heftd fog sRd @org et afehar 1 31gaRor v/

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

i gfe R i goafaser :EeE & ar uar fAwf the officer's integrity is beyond doubt, it may

be so stated.

i. I AT HT Fver @eg/ w@ieey g, ar foig 1 @rel o1 3N e wars Y

If there is any doubt/suspicion, the item should left blank and action taken as under:
(Fla) 3T ¥ TH MU feogof ford 3 3mr i Frias &) Roaolt 61 e gfa vy RO &
Yy el N HRERY Hw o Aol S ARG wY fh e dr wlars iface gl Ife acafeser
JAOIT AT a7 MYty feoqolt formem @s@ & & o 30 Rufa & ar ar Rafér e o &
FHRT & FF W Agd P ¢ & OT 389 38% R FT 9ATd GAAETOT gl AT § AT 39T
el & fawey Fo gt gar ¢, Shar o A g
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.

(@lb) TG 3T T HIETS & Borea®d IHTURRY H Fva1 Heg/ HGIT § Herd Urly S & v 3Ry
&1 Heafser yafoid i S @i 3R Mvehy Rie F deqar suh 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.

(m/c) afe fAvar Tegee/ Tfeey Uiy Sl & aF azg & Res fFar ane ik geafag sfwiat &
g U Faar & ST If the doubts/suspicions are confirmed the fact should also be recorded and
duly communicated to the officer's concerned.

(a/d) afE 3MY & FRATS & qaolg JOHERT H Fver Feg/ F@Tw F T O AFT o o g W T &
fARaa & g urch 8, ar 3R 1 IER-cgaer $o 3af & fav 3 qar e 3R sES e
IRIFT (@) TF (1) A S FEas Hr AT 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.

kkkhkkhhkkhkkhkkhhkhhkhhkhhkkhkhhkkhkk



