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

(For Primary Head Teachers)
(7 e wfie e @ fo)

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.
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Name: Employee ID No.:
1 HHAN] TEAM FO0:
Annual Performance Appraisal Report
qiffe Murg RUIE T yqeH OF o Jedian
(For Primary Head Teachers)
(qe e yrrfies fdener @ for)
Performance Appraisal Report for the period from to
aifie el e RuiE & oy kil

SECTION | — Basic Information

TIT T — SMRYT Il

Name of Institution
T dl 9

Institution ID
HIT U9 0

District

forem

General Information to be filled by office

BT GRT Y S 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

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

faer forlt @ @ AReoR
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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
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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

Annual Performance Appraisal Report
(For Primary Head Teachers)



Name: Employee ID:

3. Key Performance Indicators (KPIs)

T e Hoad (@odi0srg0)

a. Internal Assessment Result / Continuous and Comprehensive Evaluation (CCE)

ARG Hedid / Tdiol Tl /|ad iR ud qeaia (@iow0go)

No. of Students in each grade/

UG BE H B B Gv

i Bl

Class/ el
Subject/ fawy
@1 SuRerfd
No. of students
who passed/ U9
PASS %/ UTH Jfaerd
Bl / B
>
los)
'9)
o

No. of students who are

compartmental/ FHICHE / /¥

No. of students/ TR
No. of students who failed/
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A

Name:

Employee ID No.:

HHAN TEa HO:

b. Other External Assessments (such as Learning Level Assessments) — result for School

3 e 3Mdher (SN o e Wk )~ faermer & aRem

Number of Result of the
students Result of last
appearing in assessment/ assessment/
assessment/ dgd & TR & | fUsd O &
G o BT b ¥R B GAih
Suferd 8 dTel R @1 IR
B B A
Grade Subject
T faw
Grade ___ Subject
o farwy
Grade Subject
e GER

c. Student Attendance

B & IJuRYATT
Number of Students | Average attendance of | Attendance of Male Attendance of Female
IR students Students Students

d. Staff Meetings

®Ih J6b

Number of Staff Meetings held in the year

¥ H ARG WIh dodl BT G

Number of staff meetings for which minutes
are avaialable

WIh 86 B G e fdaver Suee &

e. Parent-Teacher Meetings, if applicable

Afpas—fere doo, afe ar] &

Number of Parent Teacher Meetings held

3MAIRSTT d0SI0T0 dSdT Bl G
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Name:

f. SMC Meetings
THOTHOR0 d5h

Employee ID:

Number of SMC meetings held in the year

9 # AT THOTHO0 5! @l AT

Number of SMC meetings for which minutes
are avaialable

THOUHOHI0 Soat B GeT o faavor Sucrer @

Drop-out rate among pupils

faemery BreT arel BIET @ G

Number of students in school

Number of students dropped
out during the session

Number of drop-outs/out of

school children enrolled in
school during the session
due to officer’s efforts

foemerat ® Bl @ AT T3 b SR fdererd et g | (e ‘aﬁ@ﬁ_ CIRVACEIGR
Bl B G R D g DI 93 B IR
faemery ¥ et & Wl
J <IRger fear
h. Details on Financial Responsibilities
o fomreRar @1 faavor
Whet.her uc Date of UC Reason for
Amount of Date of 2 ; submitted or submission non-
funds/grants a e.o m?un not SR utilization, if
Year ) receipt Utilized
5 received —_— Eﬁ qarT T ST . any
I & / e & iy ¢ T T G| TN+ fhu
CARIE HRATY T B & ﬁ@” S &7 RO,
a7 & Ife g &

i. Details of Audit

3ifse @1 faaeor
Year Total Audit paras as on | Number of audit paras
(e.g. 2006-2007) 1°t April of the year dropped Number. o et
e a8 § 1 oo @ g | o fy g aife N | SRR
(Serexumef 2006—2007) | 3iifee URT I P A
9
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Name:

Employee ID No.:

HHAN TEA HO:

j. Details on applications / grievances etc. received and cleared

el /Rl ! @1 faaver, Sy gY q Muer fhy

Number of

Financial Year

fUgel fawi av q@

GARREE]

applications/grievances
received till previous

U JraeH / Rierar

Number of
applications/
grievances received
in current Financial
Year

gaa faci af #
U 31der / Rierdi
IR

Number of
applications/
grievances disposed
in current Financial
Year

oA faciy af &
fAuery g

et / Rrbrrar @
BEe]

Balance number of
applications /
grievances
3mmaed / Raraar o
oY @

k. Completion of CCE records

Hoiogo Rers & gofar

Number of students

BIAT Bl G

Number of students
whose CCE records
were completely filled

up

Bl B g1 e

owiogo Rers gofaan
W fog T

Number of students
whose CCE records
were partially filled up
B @ T D
owogo Rare 3iRe
HY | W Y

Number of students
whose CCE records
were missing
B o e e
Hiowogo Rere A =

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.

FE A fGU MU W H gdiag qoAied M @ fd%g B T SR AT @ T URd AT ST
Iyl &1 faRre SareRvr (e 81 dn) & A, 9viF o | BRI & < (b JUS Jedidd g8 Sl

D 91 fhar S|
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Name: Employee ID:

Dimension for evaluation Comments of officer being evaluated
a. Academic skill
Nefdrs Frerar

Is focused towards improving the learning level
of students

WG & WR W & Biad 9 IR, Sil @
T qeaidwe # fud oo 8

Regularly visits/observes classrooms to track
whether effective learning is taking place
ATl RIETOT & g UBqall qul He—Yleford
TRt &1 gar o & forg e @ frafia
f¥eror / wemmatt @ R

Initiates, implements and tracks various
initiatives for improved pedagogy and
classroom management practices

fReor IS oI el et Yae el bl gal
T, S8 Y HRAT 9T S HIITad el @
Ensures regular CCE of students

R wU | B & 9aq U9 AU JedidH
(F00g0) BT GHRET ovar 2 |

Is accessible to students

Bl & fy goM &

b. Mentoring & monitoring teachers
Rl o R T werg
Acts as guide for teachers on pedagogy and
classroom management

fRreror A T Fem HeT YEEE dhdpl IR
JAD! & oy ANTeeid B Brf oral & |

Maintains and keeps track of teacher-wise self-
observation records

IEATIH—AR NTH Adelid Rebre @ qu
TR 2 |

Provides continuous feedback to teachers -
invests time in individual development,
recommends trainings

fRreral &1 |aq ufafear a1 e—aafadra faem o
T FIaer wRar 8, ufdreror o RieIRe dRar §
Encourages teachers to use Library, Information
and Communication Technology (ICT) Labs and
other facilities

JAYD| BT THIBIerd, GaT TaH FAR Trefia
(smg0%iI0CT0) ofa TAT 3=y FFAAT BT SHANT HRA
@ forg UreaTied ava @

Is available and accessible to teachers

11
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Name:

Employee ID No.:

HHAN TEA HO:

| et @ folg Fetw 9 SueleT @

c¢. Management & Administration of schools
T&EH T el BT TR

Prepares and implements School Development
Plan of the year

M Fhet I Ao & AN G I AR
AT

Ensures effective implementation of all central/
state policies, programs, schemes and
directives and communicates status regularly
T B /19 B AR, SRIGH!, ATSra,
el &1 yTdl P gRREd FRar © e
Rerfd IR Fafid ¥9 & F9R axaT ©

Manages school ambience, environment and
discipline

faemery aTdTaRYT, WIaReT SR STRITE BT Ya
PR ©

Ensures proper management of resources,
financial support, and data collection/
information exchange (with external parties)
e, faci FERIar SR SIeT WU /Jal &
QM Y& & & Sferd JaeH e HRem
(@ vell @ )

Executes all administrative responsibilities as
School Head, acting as overall planner/guide/
advisor and crisis manager

faeer gRaar & wU H AR/ ARGED /
HAGHR T Hehe Ja=dh s YAdal 5 a4
yerte fSreIRal & fefed awar @

d. Community Engagement

RIS qrgdl

Makes efforts to strengthen various community
engagement forums like SMCs & SMDCs, BRC/
CRC/village council level meetings, etc.
regularly

faf=1 |rFRIRe w4l oI fb THowHow0 /
THOTHOSI0XT0, d103TR0™T0 / SH0MR0%0 / I
URYS W AHEIRG FEHIN S Hodd 7 &
fory fafia Ss@! a1 H &x1 @ fov T
PR ¢ |

Ensures regular interaction and active
participation of parents/guardians regarding
students' performance and attendance

Annual Performance Appraisal Report
(For Primary Head Teachers)
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Name: Employee ID:

AT / SIFMTaeh! & 1T B & T qel
Il JuRIfT N I wu wwe ghied
HRAT 2 |

e. Attitude & Dedication
THIgfd T wHeor
Is reliable & punctual
fagaI=IRIaT qo T @ UTeE ©
Shows sensitivity towards students, teachers
and community
B, Rl 3R Wer & Ul Faeelid &
Performs role with highest level of devotion
and dedication

a1 3R THIY & WY HIAT B ST W
R fAded

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

T $ IRE UG B TS AR Heifs / gaalie aegar

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).

1 3 favar a7 & b R sl o RUIE &1 ST & S 3@ & SRM Y §RT $lg SRR
ANTET faam T & SeTeRvmel Yo SRR A R BRI B Ahel FAT fauives el a1 ggE
YOI GeR (T $RVT faeiery /el / SR & G99 9 SIAd § 41 $1 Hgayol o gan
2) I &, @ T v A faawer ¢ (100 wEl @ HIeR) |

7. What are the factors that hindered your performance?
T DY A BRS & foTd BRI TP Yga H qme afrs?

13
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Employee ID No.:

Name:

T HHAN TEa HO:

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

W fafdre el &1 Sookg B O 3T (U DI BT PRI HRIGA & Agd I I~1q PR bl
AMILIRHAT FEqH Fd ©

For the current assignment:

A BREMR & forg:
For your future career:
J W @ Hiaw @ forv:
Date /T e, Signature of Official / FHAR! & BXIER
Name /M ..o,
Place / TMM....cvcvreeeeeeereereenen, Designation / TGHSM.......ccoeeevrreeeenn.

14
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Name: Employee ID:

1.

2.

SECTION Ill — Appraisal
AT T — i

Please state whether you agree with the responses relating to the accomplishments of the work
plan, unforeseen tasks and results of key KPls as filled out in Section Il. If not, please provide
specific comments including factual details.

HRT A1 & F7 39 SR A S U 4 g giafdsamel, smnia sl sk Sodiongo
& IR | FEHd 8, S T H WR WY 2 | e TE G [qaRvr |ied Ry fewolt 7 |

Comments on accomplishments:

IUfer w femo:

Comments on KPls:

HOR0M0 TR femod:

Comments on any inconsistencies between accomplishments and KPIs:

YRRt 3R BodoaTg0 & dra fobedt o fagfy R fewf:

Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

o et @ Rue foredl o1 &) & I gRT MR AFEH @ IR ¥ Irar (i fam 74 ar
feupoft <

Has the officer reported upon met with any significant failures in respect of his work? If yes,
please furnish factual details.

forg JfgrerY @1 Rurc fordl S %81 & S 301 &M & ed H Pl Aecaqul [dwerdl UK g &° dfa
gl, @ P AP fdaR0T A H

15
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Name:

A

Employee ID No.:

HHAN TEa HO:

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

RIT 37T JMEBRY GRT UG TS DI S~I DI ATRIGAT I Tgad 27

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

B B IUGH BT B | FAT AT H T STRI I FHIET G B TLa] AT 33 < |

Dimension
A

Academic Leadership

RSINCA O]

Points
by
. initiating
Maxtmum authorit
Points

T e
L
8 fay

Y JAd

20

reviewing

authority
(if different ~ 'Mitials of
from reV|eW|. ng
initiating au?thoﬁrlty

authority)

PIECINES
TR g S
(afe Ruife
PIECTRI]
=1 %)

. Is focused towards improving the learning

level of students

ARG & R R & Dfad B IR, ol

3 3 oAt A gfd e w

Regularly visits/observes classrooms to

track whether effective learning is taking
place

JoTdl R1eTT & F3 URqell qu He—vieie
wffaferal &1 a1 o @ fore faener @
frrafiy Fderer/ apeteil 1 Fr

Initiates, implements and tracks various

initiatives for improved pedagogy and
classroom management practices

Rreror fA oI el a7 gaE debriieh ol
UAT M, S8 Y% SRA1 a1 Io bl

Annual Performance Appraisal Report
(For Primary Head Teachers)
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Name: Employee ID:

4. Ensures regular CCE of students 3

faffd w9 @ Bl & 9aq U@ ANS
T (Mow0go) FF GARET Har 2|

5. lIs accessible to students 1

B @ o0 e ©

b. Mentoring & Monitoring teachers 10

et B AR T Hog

_ 1. Acts as guide for teachers on pedagogy and - 2
classroom management

f7eTor fASTT o e et UdEE Dl IR
JTRt b forv ANfesed &1 R Bl B |

2. Maintains and keeps track of teacher-wise 2
self-observation records
JATIG—aR 3MH AqAG Repre &l qell
TR 2 |

3. Provides continuous feedback to teachers - 2
invests time in individual development,
recommends trainings
frerat a1 \aq ufafear <ar 2—afamr
faerT # T a9 axar &, uRieor @

Bt T T
labs and other facilities
SEAUD] DI IBIed, Fa TaH FR
greifie (BMEodiocio) ofd deI oy gfderel
BT SUIRT TR & oy Ureanfed el @

5. Is available and accessible to teachers 2

et & fofg Forr 9 Suerer 2

c. Management & Administration of schools 10
TS AT el BT TR

1. Prepares and implements School 2
Development Plan of the year

MG Fhe [ Ao & I G I AT
AT

2. Ensures effective implementation of all 2
central/state policies, programs, schemes
and directives and communicates status
regularly
T B /]S Bl AT, BRI,

TRl & o Refd IR Fafia w9 9 99R
R &

17
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Name:

A

Employee ID No.:

HHAN TEa HO:

3.

Manages school ambience, environment
and discipline

fRITeRy aTTerYT, WITaRYT SR SR BT
TS AT ©

Ensures proper management of resources,

financial support, and data collection/
information exchange (with external
parties)

T, facid HeRIEr 3R SeT §UE /G
@ HCH Y& &R+ & Sfed Jage gfed
HRAT (TR el @ )

Executes all administrative responsibilities
as School Head, acting as overall
planner/guide/ advisor and crisis manager
faenmer gRear & w9 § AR /
ARTeY® / AR T e Ygd gle
AT & @ e e o
frefed o @

. Community engagement

RIS qgdl

Makes efforts to strengthen various
community engagement forums like SMCs
& SMDCs, BRC/CRC/village council level
meetings, etc. regularly

fafr=t wrerfie @i S 6 wogHowI0 /
THOTH0SI0%710, d103TRO%H0 / ¥H103TR0T0 /
UM URYE W ARG FEHIAIT BT AT
B @ fofy R SS@! &1 SmINH X1 &

fowm e
. Ensures regular interaction and active

participation of parents/guardians
regarding students' performance and
attendance

Ao / AIffTaemt @ |1 B & YeH
AT 3D SURYTT IN FRIfd wu a7

e o € |

2

10

e)

Attitude & dedication

iR G W

10

Is reliable and punctual

favea=IgaT don 99 &1 e @

. Shows sensitivity towards students,

teachers and community

B3, Rl 3R Wer & ufd Faeelid ¢

Performs role with highest level of
devotion and dedication

Annual Performance Appraisal Report
(For Primary Head Teachers)
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Name: Employee ID:

T SR 9Uv & A1 BIAT BT I
TR W fidge

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 YT 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—3fId 9 P
Date /e, Signature of Initiating Authority / RAIféT TN & gwmer
N T TN L R
Place /M., DESINALION / TGHE ..o

19
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Name: Employee ID No.:

I HEAN] TgA H0:
SECTION IV — Review
AT IV — el

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)
77 3 RUIfeT WRGR §RT AR #§ ¥R 1Y 1Y & Icared ot Al faeramell & = 4 ol 18
THie W FEHd ©° 9 MY RUifcT WeR) gR1, J¥eR & I # el Ruc fordl S %@ 8, @
IRIRYT Sl 3R Few@qul fAGadel & ar & @ T awer ¥ weAd 2° (@A oy fRmwaet &
ARITHS der & fhdl M 91T A Fud el § a T FHIE 9 AT & Pl ¥ 3ifbd X Sl
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.

ad # frerar 89 @) Refa § S9a@T AR den aRor < |

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

Please tick (\/) the appropriate grade

H1 3T U8 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—3fd |
Date /T v Signature of Reviewing Authority / THIET TRIGRT & SRR
NGME /T .ot sttt ettt sa et e st sae st esveseesaeene s
Place /M., DESINALION / TGHE ...

20
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Name: Employee ID:

SECTION V - Acceptance
WRT V — wiefd

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

w7 g Ruffen /awen wiern) o fewht 3 wewa €7

| Yes/gl ‘ No/&! ‘

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

7q H fr=rdr 89 @) Rerfa § S9a1 faavor qor eRor |

Date /ﬁr@’ ............................. Signature of Accepting Authority/ﬁ HIRAT BN B SR
NAME / M.ttt ettt et et era et eseese e s eeaesenan
Place /M., DEeSINALION / TGHE.....vereeee e
21
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Name: Employee ID No.:

A BRI UgdTT B0:

General guidelines for filling the APAR form

¥ geaie fered Rad (wodiovosiRo) v R & forv WMy feenfady

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 Freaee Jeaied Rurd (TodoT0sTR0) T Ayl ¥t & | I8 forell ¥R & o fasr
& oy g SR Heaqul MR e $Ral ¢ | g9l o Affer) &1 Ruid fordl o <@ &,
RUTET TIiEreBR), el UEdRT T WIBIRAT UTRIBRT Bl §6 B ®I 9R Bl $IC] Sed [oFaRl
@I G & 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 S DRI AT 3R GRET & oY e UG & ®Y H JINT BRAT A1y, 1 Bl
o &1 @1 yfar & wu H| RUifST MR & I8 g el Ay fb $Hd Seaed Udh
FRBRY Bl AR 1 & U €, M a8 AUl el &l & IR H W TS | TAD] g
e @io @ Uy 2, g I8 v feses Sy © | RuifeT miten, awen miier
T eI TR gRT o ey @1 Ruic fordl ST %81 & 99 Yeed d S, TRy a1
T JAfeqg & a8 ¥ RUlC $ 9 Fadar 781 =y |

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 <@ R &I & WY 3R T 9 o1 & d1¢ WK1 O ey | Rae @
FMHRAG A7 Fde! ¢ | R @ fofy fbar a1 &g A T I 9 Snfiaral o S |
qa = ore | fdt o ST a1 sfeR R @ orgAf 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.

AAId (TG BT AR Yol a¥ & 317 H 21 aTell Ul U § fdh g Aa |ames e,
BRI IS AR YRET & {7 T SUGRYT &1 Tl &, 1 DI (o1 <7 B ufdar & w4, Ruife
TIRIGRY der ot Sffrer) @1 Ruc fordl o %81 &, @1 a¥ & IR Fafd Jawrel W el =y,
M TG B FHET B o G 3R ITH MALIH GIRIHD HeA Io1Y ol b |
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2. Section-I (Basic Information)

W1 (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 WNG G T/ BIHG THRT H 9RT ST A1RT | 39 T & 31 § fORT iy
Rare foredl S <8 & 98 S9! TR a9 & & a8 39 W @) | Ruid @ o & forg ar @
T Rl a9 21 Fha =, A1 IFSHT U 9T | Al RUIE 1 37@afey v gl a9 &, ST daTJaR dad
T ST =Nf3Y; IR0 & forg, 2013—1. A RUIE &7 T U gof a¥ | & &, IRME YR™ 3R
FHI @1 fafdy &1 Seorg fdhar ST Ay S&TERYT @ forw 10th RIAwR 2013 — 31 91, 2014 |

b. Thetable 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 grferer, Flen mifeRT dem WHINGT RGN & TR diferd 3 W+ ¥ goer & forg
TOYI0V03TR0 SRSl & & U R IUA HRardl T & | RUfeaT Yo, |eierm urioer aer
WIHIRAT MRS HT M 1 g 3ifdhd fdar 9, arfer o sy a1 Rare fordt o1 <@ 8 S
TE ¥ B WGP b 99 gR ¥ RS fbwt Aol o 2 |

c. 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 TS (ITHIH) T &1 1 A UG (IRfdd Ug WS qei eH) qe | 8 98 ¥y o
RPN 3T TAAH UG W B o W&l &, DI G 3ifchd @l AT 2 |

d. 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.

A W ruReIfd, ST, URIET A1 3 BRI & oY W 39 W H 9 I4qW @ fog & T
qIfeTeT ® 9T Al BT Seoid fBIT ST | 91T foIw 7T gideror & fIavor &1 Soorg WY diferadr §
fopar <o |

3. Section-ll (Self-Appraisal)

AT (3T FeTh)

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. ldeally, this should be in bullet form.

forg TRy @1 RIS fordl S & 39 §RT IHD! (AT & I B TR FIUIH Leifors /IR
NeAfdre B HT FE fIaRT AT JAALAG B, SN HHIE: ST 100 TRl W ARG el BT | e
U 4 34 goic B & wU A {1 S ARy |

b. The officer should specify the targets/objectives/goals set for himself/herself during the
session, and achievements or shortfalls against these goals.
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1 HHAN] TEAM FO0:
IRGN B ¥ & IRM @I/ o fory iR el /Igeedl ok 1 @l @ fawg ua
Syt A SR B i FRe ARy,
c. The officer should then provide information on Key Performance Indicators (KPIs) required
under point 3. This information should be accurately filled.

ARHR BT 79 075 3 B iRl IS TG Habeidl & IR H TGN SUeTe HRAM 11T | T8
STFGRT 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 95 4 SN B g (wIed Hadd M & A BT T FR /U8 B AR
BRI AR UG Rl & | FAT GUMICHD a1 AT ATAMHT & A U1 IUAIAT Dl SR DRl
& oy Ui SaTER IR @ | MU AUl IYARRl W UHE Sle @ fog ifiRed wie @
STANT TR T ¢ |

e. The officer should provide information on any additional qualifications obtained during the
session.
AR BT T & IRM I Bl A SfaRad Avadt & IR § AR Y& o=l a1feq |

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.

AT 2 JRFRT & fory a9 & IRM SHa UH W RIAT o= I 3G UG IRl © a0 39 Hal
BT GO B Sl TP A AR Y B ARM I GRT BT T FeaqVl INTEM o7 | ARHRT I
fafdre SeRRY gaM @ forv WieaTRd BT ST € 96 SW g7 31U BIeTel /3MRIM Bl YS9 fha
7 o7 |

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.
T IRERT @1 Rure fordl S <& & S g7 S a9y & 7 Scord T ST A & o
TE Y DI BT SIAT B BT AT YRIET SRIGAT H 9RT o B AaIHal Heqq Bl & | 39
gR1 3 fafdre deHl o1 A Seerg i ST oaead & O S gRT ffl faftre &3 & S99 aira
@ IYIT TG foly T g /A7 folg S Uwanfad 2|

4. Section-lll (Appraisal)

AT (A1)

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 R mftrr grr w1 Sgan | Ruifd wiftrert & w3 & IRM e & el @ fawg
IS IUAA, IS IR AN R bl 1 Ageaqul faberar W fewoll yeM &l =iy |
RAfET MRFRY gRT T aR @t R fordl I 381 € S DT & I9AT B IIRIHaT TR
Al fewolt <=t @Ry |

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
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awarding the scores. Based on the scores awarded across dimensions, an overall score should
be provided.

a9 RUIfET WRGRT &1 M 4 4 Udd & fofy (|1 3 &1 85 5) TATHS IS YSH FR AMY
(rermam T # ¥) | RUIST SR & 3fd UM &R | U8el 91T 3 & 3 ATIMI IR AR
ERT UQH @ 715 il &1 &a & |elen el anfey | Tl STl H AU U 3T & MR W U
T THR (3(®) YSH fohar oY |

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 iferery @1 RIS fordl o1 J81 @ 39! Feantel & ar A
fewely HreT SMavd & | Al aR owrfl <0 W SW WY @ dad fawlig Ifed R &
AT @ @ smawed T @ ifig 98 99 Afen fomet Ruid foedl o1 7@ § @ Afie sik
difgd SAFER @ ff &I # @ 9l 8| AaeT 9 9WERid dfem @ R @ forg FferRea
yfepam T Ure foar ST Aty |
i. If the Officer’s integrity is beyond doubt, it may be stated.
P B TAFER g W W B, AT 3BT 0T e |
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 | TRl 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
it is 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.

T 3T T I TIR o a1 e R IR THaRI W | i & & ufd o e
T Rure (ToMovosmRo) & e AT AR ifdrery @ Wt S I8 ghREd v s
qifod erRIae! 2" @ Y| Wl I8 §9d T 8 [ AAST BT AR a1 o F@ &l
W AIC SR S Feb d RIS ARHR I8 3ifbd HM fob S ARHR & B bl i
TR TP T8 <l A1 I ARG b IR H HB el Al ol A qHe 8 T MR W)
g5 fAf¥Ed oy &) we |

(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.

I Fadl HRIATEl & URVIFERY |ag AT Wdb §¥ & O § Al SABR Bl IS
YHITOT @1 SITQ TN aifies e Hedidd Rure (ToWoT0siRo) # TRIIHR $w1al fdha oI |

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

A B 7 P B YRE B SR S A1 §9 A2 B QO [hAT WY AT SH G SAOBRT
@I faffad wu | H@IRG fbar oy |

(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.
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1 HHAN] TEAM FO0:
A el IS & JRUMRAwY Heg I UG 1 d X B 7 AR A & SAa! gie il
7 I SHRT & SRV BT U 3@l & oy <@1 T A1y T SHa UeaTd & $UR ifehd
(@) T () IR HRAE! & WY |
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.

3id # RuifdT w1 ARt & forv e 9ay U 3ifdhd oear 3Madd 2| 39 Ui 3idl &
FUR R IS & AR Fifed f&ar o =iy |

5. Section-IV (Review)
HT—1v (Ste)

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.

I8 AN FHIET UIRGRI §RT RTS8 S9 §RI I8 3ifdhd fdbar o & fob a8 Ruifdr sl
P 3fder ¥ WeAd 2 | ITeAfd @ Rufd # a8 o & Scured a1 foee R faviwarel & fawg g9
SO @ forw foy U afem # ST sfider sifthd a) wadr 2| weAfa @ Refa # 59 o1/t
& ITEH B ABRI § I oy fy 1Y Pier b1 #R Bl HrawgHel 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 MG B AT 3 (g 7. 5) # RAifT wer grr R U I sfwr @ allen e
TR, T AR I8 WeqW Il & & ofF R wiier grr o v ofer & =t 2 =Ry o
98 o PR Gl § | TR L < b FHEm WRGR 1 94 IU o WA Bl Aaee Tl ¢
A 81 3 W A © el W IR ATIIS A AT |

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 ¥ IR T T B SR W (100 H W) IFD oIy U Dl & MR W Th T IS Tl
PRAT AT ¢ |

6. Section-V (Acceptance)

- (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.

I8 AT WHIRAT TR §RT ¥R A1 & | 99 gRI I8 3ifhd fdar o & b 9 Ruifcw
TR /Al TTRIIY g1 fOhy 7Y affdhere & Wewd | RTeAfa ol Reifdr & S 9T 5 @ anfort
¥ 39 SUYY & forv AU U die™ # st fAavor 3R SR o1 W1 3mawys 2 |
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7. Schedule for completion of APARs of Officers

SRrpTRAT ST TOTOYONRO & TR B & fofy ST
Activity Cut-off date (for the
PRGN assessment year)
AN B &
(empe 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

1 et @ Rurd fordt ST & SN /T AT Y9I/ S d famT gRT
gTel TOYI0V03TR0 BTH far Sreem forers Ruifde rfdrersy Tom wiier arferery
fAfdte fg S |

1 e

Self appraisal day

15t Friday of July

A eI fod TS @ UBell YFaR
Appraisal by reporting authority 15" July
RUifST MRl gRT Jeic 15 Jelg
Appraisal by reviewing authority 31° July

THIET TIeRT §RT Jedich 31 Jes
Appraisal by accepting authority 14" August
NG ARDRI GRT Feich 14 3R
Conveying adverse comments if any to officer reported upon 15t September
ST SR B RUIC fordl o7 &1 & 9 R H Ulidd [Cwlr afq @15 | 15 RiawR

g 1 S GaIRd HRAT

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