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g “‘C” (3rda1iOes) FeadiEt & v
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ANNUAL PERFORMANCE APPRAISAL REPORT
FOR GROUP “C” EMPLOYEES (NON-TEACHING)

HHAR FT ATH

Name of Employee:..........c.ccooceiveiviinininennie e,

AT a9/ 3rafer #1 gfades
Report for the year/period ending: .......................

11




|
JafFas =gk
PERSONAL DATA
HTIT-1
PART-1
(Feftra gArrafa® HTHET gaRT Y I & v )
(To be filled by the Administrative Section concerned)
L RO O TS oonmsoemmemimssis s g sssscossonssass o e e A S esis
INee Of T ErapIOgiEe: .. v sammes somomn smsonnn sommnmacnms itmadirinais SAnkh Sk s SR AnATRS SRS AR ST
2. FoA & ar@ (eamEay) ... S - - R =)
Date of Birth (DD/MM/YYYY) ....... 1 s saman y pye— SRR 1) e ————
3. dcddre Aol # SEnaR fAgfed dr featin Foft
ag Dadte: cssssnsasmasas Gradé:a: Fesaiss
Date of continuous appointment to the
present grade
4. TAAE UE TUT 3H W HAYgFd H akg aq et
Present post and date of Appointment 5o 1 comm— Dateiess ssumen o
thereto
5. ¥ & g ST ¥ IqURYd g i AT
(T gfretor 3fe W) I 3hd RASRT A
1B R T D T Lo ) AP O—

7.

Period of absence from duty

(On training leave etc.)

During the year.

If he has under Gone training specifies.

reTfotes Jegar
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HIT-2- 99 IR F1 9fades fam I §, 38% garT Y 9 & faw |
PART-2- To be filled in by the Officer reported upon

(I gfafseal &t Rl & Ugel ST 1 LA § 9 o)

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

1. & 71t srf 1 gigceg

Brief description of duties.

2. & & S dEI/ET/EAT A’US TG 397 Tov uiRa Y &, ar 3mus v SuiRa &9
AT B 3 (IRUMA/AET AT 37T & #A) FAf T 3e-gq AT & HUR W a0 3R &
T8 HI T F AU 3UATST IdT | (3eTeX0T & AT 3sh Fhel/Aeed/fasmT & fov aiffs
FR ArSTe)

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.)

/32T EEIESp
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@) T A R A AV AeA/3LRN CAAT T e H @ HAAT H FET H Soord
FY | Ifg Jeat Hr wica & 15 arene W gr df 9 9aie |

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.

@)  FHUAT 3 AG H T 3ee@ wY T T JH¥E ST e & A 3
AWTETeT 1 8 Seoid X |

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

4. msﬁ@aﬁ@rwqﬁaﬁéﬁaaﬁﬁmmaﬁ%ﬁa@ﬁﬁtﬁm
TRERT 3T FeisY a¥ § 3caadr a¥ &1 31 SAad I gof T or a5 Y | Ifg
8T ar [9aor gt e &7 dRig & AT |

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.

feetren I & aTel ARSI & gEABR

Dater......ccvvninnnnn Signature of officer reported upon
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HTIT-3
PART-3

TEATcHS AT T fAROT wfdesT qur qagelies TTRIeor garT fRar = & S ¢-¢o
& YA W ET AT, ST ¢ Gl HA Aol & qAUr 2o 3oadd Aol 1 Sood FaT ¢ |

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.

( FYAT UlATSCART #TT F Ugel fERMAGT & €1 & 9 oF )

(Please read carefully the guidelines before filling the entries)

@) FE UG FT HedTdT (36 HIET FT HR 0% M)

(A) Assessment of work output (weightages to this Section would be 40%)

TiRERr | IR (Fest EUBEARY

Reporting | e1a1-5 &7 TR ) | & 3METER

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

i) gafaiteT SR & aReiar / fawr &
TR 9 3refed frar @ &

Accomplishment of planned work/allotted as
per subject allotted

i) T fasuee fr Fife
Quality of output

iii) TaRISUTcAS JTgar
Analytical ability

iv) 39arercHs SR HiT aRYUTEr/fad T
YT HRT

Accomplishment of exceptional
work/unforeseen tasks performed

fAed 1 R For et Aofiar
Overall Grading on * Wok Output’
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(3) TTFdeTd TAATAIST T HedTehel (SH AT HT AR 30% M)

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

TIRERT | WRSRT (e TITSRT &
Reporting | sa1-5 &7 TR 2) | 3MUER
Authority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority
(i) R Fr srfAgla
Attitude to work
(i) FACRY &1 &isT

Sense of responsibility

(iii) 3TeTRITET (WY oTel Higcl) T FReTor
Maintenance of Discipline (Including
punctuality)

(iv) HIYUT &THAT

Communication qualities

V) aqed IOt
Leadership qualities

Vi) &F &1 HIGTT H T Hlel I &TAAT

Capacity to work to in team spirit

vii) FHT FIROT T 3TEROT FA T &THA
Capacity to work to time-schedule

viil) RER FFded Fay

Inter-personal relations

iX) THT Bid vd FfFdea
Overall bearing and personality

egieFeTe TAAYAmEi W Hol At Auireior
Overall Grading on Personal Attributes

(7) TerTcHe FETHAT T Hedleh (3H T & R 30% M)
(C) Assessment of functional competency (weightage to this Section would be 30%)

TRSRr | WfeRT (T TSR &

Reporting | ayar-5 &1 &Rr3) | 3MUER

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

(i) Paa/MRETaAEE g Iegar & &F J
GfshaTT T 3ot WE AT ST SAeTehRT
Knowledge of Rules/Regulations/Procedures in

the area of function and ability to apply them
correctly

(ii) Teesr IStar So1ed Sl &TH AT
Strategic planning ability

£l




(iii) 0T oer fr eferar

Decision making ability

(iv) GF-aT &JAdr
Coordination ability

v) 3y # URT va Afead #a 6T edan

Ability to motivate and develop subordinates

vi) 9gel Wi

Initiative

JeRTTcH HETATT T Foll THeTaR Sofrerzor
Opverall Grading on ‘Functional competency

fequott- @ae Afer R T 78 Reflg F 360 7 Thas! & TAS THE $ ACTAT
& e T IR gl |

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

T4
PART-4
AT
GENERAL

. Sl & HY AENERY  (STET ML @)
Relationship with the public (wherever applicable)
(STeTdT I 3MARTHATI HI Scaaldcd Ta SR T e W e feoqolt ¢ 1)

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

gferetor
Training

(Foar ATSNT A g vd et 7 iR 3ifRE gur 3R gty s @ fred @
3TH YRG0 & fov AR ¥ 1)

(Please give recommendations for training with a view t further improving the effectiveness
capabilities of the Officer)
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3. Tareeg # yfa
State of health

4. ggfasaT
Integrity
(Fsaar 3feERy I Feateser W feoqolt & | weafeser d@ag & W § I1 Hegqur | Iie
el ¢ dl 36 YR I FIAT A Seold [T ST Mgy |

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

5. vfdded USRI carT JSERT A FHAEd [AAYATHT & IR A T (ST 2oo Asal H )
s aered & Ta & AL & 3TIYROT 3YATeUdl, Agecaqul hela3il (Hest: HaT-
2 T 3(37) Td geiet gelt & gia ifegha anfder 8 |
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. WicdesT & HE-3 & TS 3, &, U § H &IT T RV & IUR W Fel Hellm T&AHS
qatiengoT |

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

gfddes JfEHRT & gEAER
Signature of the Report Officer

T AT T &R A

ICGIED gfadess & 3afr &

K|



PART-5 REMARKS OF THE REVIEWING OFFICE

1. YAfdelehe 3SR & e dar &

Length of service under the Reviewing Officer

2. o1 T AE-3 A fAfa w7 qur e quit & ey 7 gfches sfUer gEnrr Ry e
HAeAThd T TEACT 52 A1 3T BRI T IFAURYT SUATSUAVHAGAICT FHAGAIN & T
A Y a0 A ¥ HEAd ©7 (T A3 () 9T HETm-4(5) (I 3T uiaded
SR g@rr fow v Iuit & R deacAs HAedsa A HgAd Al § Al FuAT 3T
HoTThel $H TUS & QU aC T H & UT TIGHAEIAT HT 3MUTER X )

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)

) Ter
Yes No

B.Wgﬁﬁ@rﬁaﬁrﬁmmaﬂwmﬁwaﬂésﬁm%mm@m
AT SIS AlEd 872

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

4. YATGelleT ITUHRT GART FHelH TTIR | FHRAT FATAGT HY (FRTHT oo 2rsal 7 ) orasr
IS T TAET AV T FHLT 817 Ta 38! gt @eit & gy AfFafa enfder &

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.

Tl



—
5. wfddes & #AE-3 & Ws-d Ul Ts-§ A AU 1T RN & YR W Fel Fela
TEITcHS FaTRT |
Overall numerical grading on the basis of weightage given in Section A, Section B And
Section C
qeAdeTe JfRRT & gEdlaik
Signature of the Reviewing Officer
AT ATH ATE e H
Place:.....c.ceenenne Name in Block Letters:........cccoevevieienennnnn.
ECEGIE]
DS oA 0TI, cun sosmsns soasen semes vomms swwws vemys smon
EGIED gfddest I 3afar 7
- | R————— During the period of report:......................

Nl



HFA

INSTRUCTIONS

aier fsules Hedrhd RAE TF Agcaqol gFdEa €, 3% IRHT & s Fsuea &
A I & AT 3R 386 HRW & 30 f Felall F T Acpl TaaRr  3Tasey
AT & | 37T geT IRy forgehr Roe fordr o @ § 3R R o o arer ey
T 931 AR & A1 58 G & R H SeAery e anfge |

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.

RAtE forgat arel 1fAFRT &1 T8l Ay T ART A $THT 3227 ARG 1 Fovra e
g, TTRl 98T U aRcideh WHLd H UgH &% | TG TH AL geod arelr whHAT 7§,
gfcsh T fashmrcHs ufhar § 1 RAE s e sfte &t 39 afted), Sed Rae
fordr Sl 8, & e fasuee |, 3R ser wEe wfedce f wEar smer Rae &
foEa & gepra @1 ST @IfRv |

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.

q A TR e @ 3R 9T @AY A a St =ifRw | RO & ameiens dv W)
YA 3R dR T X ST &1 HIs Y 99 31 IRFRET 7 T g1 ol e |

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.

YA ek duTdAlcHs ¥ & GAm ST | shdel 30 SIS 18T T&ICHS Hife & el & |
3YCISY AT I TUF 3cck AT AT ofFa1S ST ¢ | el 3R qge &1 e=gas
AT ST AR TGl 3cck RIS et arel RGN & S & A o1 § AT | geose AR
ITYR ATV T 99T fvar 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.

RAE forger arer s 38 sftsRy e RoE o ol § @ av & e F af F
frw St arer @l | afy #ig 3SR JNEHeT a¥ & AU =41 9g gFEATear § a 39 G
& 6T AT U WHIGH & AT aF HT S | F / F8T alal derd PR g@nT
TOSE ®Y F S 3R AT STl AR |

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.
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. quly fsuesT Aoarehel a¥ # FACT glel dlell 3B § 3R Jg Aldd T a6 T T
FRE §F FohaT &, 3 RO o ae 3Rl & Fafdd i ) @saed &
Wmmﬁvﬁmm@%mﬂnﬁwmmml

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.

. TS HAedThdedl H TG YA BT AT H 9g Hedehe U S ard ¥R &
FrAfARITES |, 3TeRUT e9aeR 3R @ &1 ol JYEsd aididsd T&R 9edd & |

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.

. FET Aoardwal U S arer el & Frifasaed & aR A ROEHe 3afd aw & @fAa
gl TR |

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

. T 3FE T S € T 1 FAr 2 i F o A (T v SR ryar ot ryar Ay
I3 & T ) Y AT & Arecgw § aIRT 3Tecda § g3cd & & R o=@ aw |
=@ 9K 9 gUr 10 & 5 & fHv v AV Frf F dew 7 iR sgwr v | 12 &
Az 3R 9-10 & I3 faTa AT 7 @, 37 3o AT Farer AT 3MaTHdr ¢ | A
I AT I F dau F NOIE fo@a are 31 Telle et arel 3IRSRT & 39 HHATE S
3HE HANT A F TG & B U T8 FEIT Gl ofell H HIfe A TR |

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.

. UeTol dA/UeleTTd & TaT 3iader gredresr &l 30T S & T O [Aeafaf@d J8r
TR fohar SreeT |

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

T 9T AR AT HITe gredres o W f9aR
APARs graded Grading T ST ©
Score to be considered
8 3R 10 & &g # 3chse 9
Between 8 and 10 Outstanding
68 HaT A dgd 3ol 7
Between 6 and 8 Vgry Good
43R 6 % dg A 3T 5
Between 4 and 6 Good
4§ A 0

Below 4
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feoquiy

Note

AT ¥ Gaftid A &l R # Aeafaf@d ufshar &1 9o e amfee -

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

e SR HiT Feafaser deg & W § W Fdrr v |
If the officer’s integrity is beyond, it may be so stated.

I IS AT & AT N Wl o3 G A 3R R SRarg & s

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

(@) U 39T e eouol gof T S AR ag H FRas H U | oqolt f vw i
MIerg RAE & @y 3wl aRvsdw 3R 1 o & & o, St 9 gfRaa
FEM A Hefaci HRA Mo H S § | ST6T AT H FA0fid FeTr ar aed
feoqofy =t fafeeer oar @ ¢ 8, RUIE R 95 goa & & geose Foe
el & T SR & FF # q@el F wAcd AT qE AT A 3T AR F
e Fo gar =€ s o Rl g |

(A) 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.

@) 3, eac SRaS & IRUTATT Vg gF & o &, SN & Teaer ganfoa
X Cell AT AR AGTER Teh gfase ety RuE &7 & & A |

(B) 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.

@n A FeE dr give gl Sl g, a2y o fafteey a fow o =nfew 3R 53
FHEITH ISR A FGfRaT X & AT |

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

(@) MG Hegadl PRag F IRUIEAETET WeE ¥ ALl el ¢ 3R 7 & o7 gfe el
&, USRI & TEROT & HITel AT & SR QT ST AT 3R 3T dE (@)
AR (@) W FUfAfEse FRars H e @ifiRe |

(D) 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.
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