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ANNUAL PERFORMANCE APPRAISAL REPORT
FOR GROUP “B” EMPLOYEE (NON-TEACHING)

FHARY &I ATH

Name of Employee:

Ao o/ rafr &1 afadesr
Report for the year/period ending: ............cceccevveiveieiiine e e e e,




dufFas =aly

PERSONAL DATA
HTIT-1
PART-1
(AT JATAfA® T GEART Y S F v )
(To be filled by the Administrative Section concerned)
E I 2 17 LU OO OO TTTOT TN
Name Employee: ...
2. SR & al@ (Ga/mmg/as) ... Levoriid e, (ASET F) v
Date of Birth (DD/MM/YYYY) ....... Joeiin . (InWords) ...coevviviniiiininin
3. dcdAlEd Ao F eRmaR Fgfad feaen Aofy
arr Date:................ Grade:............

Date of continuous appointment to the
present grade

4. AW 9e U 38 W HgET & aly ug et
Present post and date of Appointment Post:............. Date:...............
thereto

5. ¥ & Rl 3P & IequfeId et #r 3@
(TEr wfetor anfe W) Ify soa IRl o
GTAETOT FOIT & AT BHBT TTRIT & Lo,

Period of absence from duty

(On training leave etc.)

During the year.

If he has under Gone training specifies.

6. derfoie Megar




srer-2- o fasrd &1 wfadesr forar o &, 389 @Err X 9 & faw |
PART-2- To be filled in by the Officer reported upon

(AT gfafSeal i §Rel H Igel el H AT § Ug )

(Please read carefully the instruction before filling the entries.)

5 v wraf & gfgea

Brief description of duties.

R & Sl AEIERI/AAT S TaT Fua far RAuRa &Y &, ar anud for e
R a7 g 39 (aRvmA/AET 1 3§ #) @l fY e-ew A F YR W ST 3T
BYh &I AT T A HYA ST ST | (3ETeR0T F AT 39 Fper/Aeg /e F v
FI¥® FF It

Please specify targets/objectives/goals(in quantitative or other terms) of works you set for
yourself or that were set for you, eight to ten item of Work in the order of priority and your
achievement against each target.(Example Annual Action plan for your
School/ Center/Depit.)

TET/3ERI/AT 39atfeerar




3. (31)  HYA A R A FAIC e/ €A i Wita F W wAA F WEAT F oo
| Il et T e H HIS STEnT @ E A J qa |

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

@)  FUAT 3o AT H AT oo HY AR R iR qefear @ ¥ AR e
reTereT @1 ¢ Seoll Y |

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

HUIT oo B HT FAT qdadt Felst a¥ 7 e Fafed arfde fRawol fuifa
aifig 31aTd Felst a¥ A Icavadt a¥ $r 31 S O gof & & S oY | Ify
& ar RERor gof @ i afiw & S |

Please state whether the annual return on immovable property for the preceding
calendar year was field 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.

=T &t arel MU & §EART

v Signature of officer reported upon




HIT-3
PART-3

HEacHS: Ffieor 1 AR yfddes aur qArgelisa siteor ganr fRar Ser & S ¢-
go F YATAT W AT AR, S&T ¢ a9 FHH JoN & qAUT 2o ITadH AN &1 Ieal@ FLAT
g

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.

( FUT AR el & Tgel fGenfaréel &1 eare & ug o )

(Please read carefully the guidelines before filling the entries)

(31) HTE TASUTEA FT HEATEHA (36 HET HT HR Yo% gram)
(A) Assessment of work output (weightages to this Section would be 40%)

gfdded | g@fdaea | geideleet

fe el

Wity | Wi (Tge ElEean

Reporting | 7a1-5 &7 W7 ) | & 3MUER

Authority Reviewing Initial of

Authority (Refer | Reviewing
Para 2 of Part-5) Authority

i) qafrafora s i aRqotar / v &
YR W 3nefed far aar s

Accomplishment of planned work/allotted as
per subject allotted

i) @ fersargsr & wife

Quality of output

i) faeeyoTcAs Agar
Analytical ability

iv) 3rareTere F dr aRquianfe s
AR

Accomplishment of exceptional
work/unforeseen tasks performed

A9 & W Fel Ao Avhier
Overall Grading on * Wok Output’




(@) cafFaara A3 T Aot (FH HET &1 HX 30% BIam)
(B) Assessment of personal attributes (weightage to this Section would be 30%)

gfadea | yafdalessr | gefddieeT

fe)

TR | R (@ | s

Reporting | s1rer-5 &7 &R7 Q) | 3Me1e”

Authority Reviewing Initial of

Authority (Refer Reviewing
Para 2 of Part-5) Authority

(i) & &1 AR

Attitude to work

(i) oA &1 a5t

Sense of responsibility

(i) 3T (THT Ul W) FT IERETT

Maintenance of Discipline (Including

punctuality)

(iv) TYYOT &THATT

Communication qualities

V) SAqed I

Leadership qualities

Vi) ST T TGS H hr AT hr &THAT

Capacity to work to in team spirit

vii) TH GIROM T 3EROT H HT a7
Capacity to work to time-schedule

viil) RER ATFTRTT T

Inter-personal relations

ix) gFIT Bid v gfddca

Overall bearing and personality

safederd A3 X FHer et Avfisrtor

Overall Grading on Personal Attributes

(H) SehrdicHs HETHAT T Hedldh (SH HIT Sl HT 30% gIM)
(C) Assessment of functional competency (weightage to this Section would be 30%)

gfadee gﬁié«‘mm gﬂﬁa‘mﬁ
Wiy | WY (Test iR &

Reporting | 9yer-5 &7 R ) | 3TUEY
Authority

Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority

() Fra/RATa/ET vd Aegar & a7 7
SishaTT U 3oish TET ST T STTeTehRT
Knowledge of Rules/Regulations/Procedures in

the area of function and ability to apply them
+| correctly

(iiy fachaey ASar S $r &qaar
Strategic planning ability




(iii) Ao A= ér erFvar

Decision making ability

(iv) OH=ag &THAT
Coordination ability

v) 3efery & URd vad afead & & aaan

Ability to motivate and develop subordinates

vi) Tgar ufdd

Initiative

mmnmwwﬁwm

Overall Grading on ‘Functional competency

fequolt- gaar Af3er FUiRa &1 718 aENE & I6TId H Thehl & Tdd THG F ATCTAT
& AT g IR gen |

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

HTT-4
PART-4
AT
GENERAL

. ST F Y AP (STRT o @)
Relationship with the public (Wherever applicable)
(STAAT T JEATRATAT H IeaRelded vd ISR dF 3T W e feoqofr ¢ 1)

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

. fevegor

Training
(FUET ATRRRT 6T geaidar va Hd &THAI3 7 3R 3fE gur AR gty we & vvd @
3E* gfIeTor & forr REReY &¥ 1)

(Please give recommendations for training with a view t further improving the effectiveness
capabilities of the Officer)




3. Tareey § feufa
State of health

4. Gcafesar
Integrity
@F > HUENT f gaafver W feeaol & | weafaser €ag @ W ¥ Ar deget | afg
YEEIET & A 39 YHR & FIAT & 3eoid [FAT AT A8 |

(Please comment on the integrity should be beyond doubt or doubtful. If doubtful, such
information should be mentioned.)

5. gfadest 3RFRT qarT AR Fr TFEd [AAYART & IR F IATT (ST 200 sl # )
foesr Ted & Ud FF AEEd &1 3TAIROT SUATeHd], Agccaqul Iaherarat (Hest:
HIT-2 T 3(37) T goleT gant & Uiy ARG anfder & |
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including areas of strengths, extraordinary achievement, significant failures (ref.3(A) & 3(B) of
part-2) and attitude towards weaker sections.

6. gfcdes & HP-3 & @S 37, §, YT F A AV IV HRIT & MURN R Fel fHer?
HEATcHS AR |

Overall numerical grading on the basis of weightage given in Section A,B, and C in part-3 of

the Report.
gfcdest 3fRsRT & gEaer
Signature of the Report Officer

tic ST W 3R A

Place:.........ocoviiinn Name in Block Letters:....................oo
YestlH
Designation.:..........oocvii

IEGIED gfades &1 3@afr &7




1. YaATdelehst RHNT & 3icaid dar il

Dater.........ooooviinnn During the period of Report:

PART-5 REMARKS OF THE REVIEWING OFFICE

Length of service under the Reviewing Officer

2. 7 39 APT-3 A f9d s qur afdes ot & d@dy & gicdes iR garr 7y o

Hedlehal @ HEHALT §2 94T 3T SR I FAURIT SUATCHANHGAIOT HAFAAH H
e A Y 9T Heurhd ¥ WA §? (FesT HeT-3 (31) aUT HWT-4(5) (e 3T wfades
HUPRY carT QU aw ot & el Teacas® Foaha & WeAd Se & o $UAT 3ar
Houhel 30 WUS & U a0 Fa#H H ¢ a7 FagmaATar &1 3memeR &Y )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in part-3 & Part-4? Do you agree the assessment of reporting
officer in respect of extraordinary achievement?/ significant failures of the officer reported
upon? (Ref Part-3(iv) and Part-4(5)

(In case you do not agree with any of the numerical assessment of attributes please record your
assessment on the column for you in that section and initial your entries)

gl ER]
Yes No

3. 3EAT gl B RUfA & Puar g@d wROT IR, FAT HS 3 GG & G 3T FT e
v Sigerr aed 7

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

4. gATdeleT HHRT INT FHelH TEAR | FIAT AT HY (ST oo ereg] 7 ) faA
IRy B FEed AT B ArEed & v 3ER gifer @9t F ufa gl anfer &

Peon Picture 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
section.




5. UfAdes & HE-3 & Ws-d YT Gs-§ # foU a0 HRIW & MU W Fol AR

HEATcHS Fienor |
Overall numerical grading on the basis of weightage given in Section - A, Section - B And
Section - C.
gAfdelde 3RS & FEATaR
Signature of the Reviewing Officer
> AT QI e A
Place:................ Name in Block Letters:........................
YedlH
Designation:............ooooviiiiin.
feeren wfddes 1 3afar &
Dater........coooviiiiinn During the period of report:....................




HFEA

INSTRUCTIONS

. A foasures Hearhd RAE va Agcaqol geaesT §, 3% 3fel & & fasoea &t
Hedlhel FA & T 3R 38 SRAT A 30 & w1l F v Agepl Twenl  sqesy
AT § | 37 a7 ey forgehr Rare foredt o W § 3R R fod sy arer srfrenrdy
F 8 el & @y 38 B 7 R f ARy et e |

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

Rae e arel 3Rl & J57 Fegd T AT H sEH 30T AR A
AT &, CIhT gl 39 aRciiaeh HHSE T ggalel Th | gl Th JE Goat alell Hishal w1e1
¢, dfcw Tah fawmEcHas gihar § | ROiE foms o 3ifRerr oFf 39 sy, e
Re fordy amelt &, & SR ouies | e 3ruar gqar egfdded &1 AT Hoh RAOE
# fo@s @ "y g e @igu |

Reporting Officer 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 should not shy away from reporting shortcoming I
performance, attitudes or overall personality of the officer reported upon.

. ¥ HE @R e @ 3R gEied A gt ol S wiiRe | RO @ smmesfEae d W
37ar 3 At @ Y Sy & Fis ot v Ioar el s wuse uar oo swer |

He items should be field 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.

. 9% Ica’ auTHcHAS ®F F AT ST | Fad 3 BISH SI8T GEATCHS Hife & F=r ar |
UGS AT IAT TAA 3caR Hr AT aas ceiar § | esal 3R ugeer &y
CIATd ol ST 3R TET 3k RS &t arel sl & U & §8 &o1 § gue |
gEgse AR MR ST &7 29T foham S |

Every answer shall be given in a narrative form except. Where numerical grading is to be
awarded. The space provide indicates the desire 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.

. Raré foms are 3ty 3@ iy o R fodh sl § & a¥ & e A af &7 @
frr S arer Oider | afe e AfERr daeds a¥ & o F9r ug gEdear € ar 59
e & o&g I 9 Aol & AT aF BT S0 | S / 87 Qe Faftd st
CANT T &Y ¥ o 3R A o1 AT |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officer 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 tear, such targets/goal shall be set at the

, time of assumption of the new change. The tasks/targets set should Cleary be known and
- undershoot by the both the officers concerned.




10.

qufy fAsuled Hodrhd a¥ & FATCA gl arell 31 & 3R I8 Aa Fae fawe
Teh R a1 Fohel &, 3 RO forma arer ifasrl s Faffd siowrer 9 fsurgsr &
HoAThel AT TRY 3R TG SAET & ARTH § GURICHS FHeH 30 HIgT |

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 the
performance and take necessary corrective steps by way of advice etc.

Scleh Hedlhelshdl & Ag WA g1 dIgT &I ag Hedlhad U ST arer 3ifedl &
hrdfeedTesT , 3MERVT cgagR 3R ALl & o JuEse arafds aedR TEdd W |

It is should be the endeavor of each appraiser to present the truest possible picture of the
appraise in regard to his/her performance, conduct, behavior and potential.

g1 Hodlhe! U Sl arel TSR & Srdfersdiest & a¥ & Rucehsr yafr g & @iffa
gl e |

Assessment should be confined to the appraiser’s performance during the period of report
only.

Igl 3eale T Sl § 1 1 qur 2 S o wife @ (T v s sruar quT uar wHY
Iz & fov ) By =HGF & Aegw @ aINT 3Fes & gacg s @ R sgaar snv |
s YPR 9 JUT 10 & AT F frw 710 AV waf & o & Rcw sexm s | 12 &
Iz AR 9-10 & I TS AT H e, 37T 3 3ifacy sa= fr magsar § |
i@ Iz v I F g9 F RO fowa arer 31k aafier s aer s & 379
Faranrl S 3F FANT T I § HT U T FCAT A JoT H AC I AR

I is expected that any grading of 1 & 2 (against work output or attributes or overall grade)
would adequately justified in the pen picture by way of special failures and similarly any
grade of 9 & 10 would be justified with respect to special accomplishment. Grades of 1-2 or 9-
10 are expected to be rare occurrences and hence the need to justify them. In awarding
numerical grade the reporting and reviewing authorities should rate the officer against a large
population of his/her peers that may be currently working under them.

U gee/deledia & v 3figdad wedrepr T 3orar aRa & gaeT 8 Fefaf@a 99 w
faar fhar seer |

For purpose of calculating average scores for empanelment. Promotion the following grades
will be considered.

T U AR A3 Ffe grears 99 9 faer
APARs graded Grading frar ST &
Score to be considered
IR 10 F T & 3chee 9
Between 8 and 10 Outstanding
6 IR 8 & aT A g ST 7
Between 6 and 8 Very Good
436 FNTH 3ot 5
Between 4 and 6 Good
4.9 A= 0
Below 4




feogofy
Note

TATSoT ¥ Fad A &1 9 7 eafaf@a uishar &1 9ol &lelr 9migu -

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

i) Ifg IRFR i Feafaser ¢ § W § T =T 10 |

If the officer’s integrity is beyond, it may be so stated.

i) IfE F$ TG § FE F @ew 3 A v AR HFEARR FRAS H S

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

(&)

(A)

()

(B)

)

©

(D)

T 376 I feoqoly gof & SV MR are B wRars Hr S | feoqol fr v ufd
MNuAT RAE & Ty 30T aRssddw w1 o d57 & oe, S 78 garad
XM AT Al wRATS Mer AT ST § | ST Geafarssr it gAvla s ar
feoqolt @ faRewy e @ Ad §, ROE 3R a5 giaa v &1 gerse
favr & & fov el & S @ @ # udivad HT G A A 3§
PR & W $& For AT SR o Rl gr |

A separate secret note should be recorded and followed up. A copy of the note should

Be 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.

IfE, Jelacll HRAE & IRUTHET HE qF g od &, ey v cafier yafoa
X ol WIRT 3N AEgER Teh yfase alusr ReE 7 & & o |

If as 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.

afg wdE i gfte g ol &, o off ffiery ¥ fiw o= anfee 3k sg&
Tl ISR @ §YRd & & ST |

If the doubts or suspicions are confirmed, the fact should be recorded and duty
communicated to the officer concerned

I 3efact wrRars & IROTHEEY T gy A gl & 3R 7 & 3erhr gfve gl
g, JMURT & JTERUT I 3T AT & R @ SEr arfge 3R 39% 918 (@)
IR (@) W gufAfgse FrRag & S @ike |

If as a result of the follow up action, the doubts or suspicions are neither cleared nor
Confirmed the officer’s conduct should be watched for a further period and thereafter
action taken as indicates at (b) and (c) above.

[13]




