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995/ Form
afsis e e geama Rafe
Annual Performance Appraisal Report
3FeieTsh, /e CRETehTY,/ T, U, Tl ~CTEIehTY, /€2 TL-3(ef1eTeh/ / TR, / QeI o1,/ e e/ Agferfiss- e 1 /g ferfie-Ts-2,/

Fgfciltep-Is-3 /&M B saws,/wsill/z=a oot foftes,/fer Sofl fifls/2Rmim smex/aafms/

weRAT wdetn,/ SHA Heh,/qoh- 91 /JANae #@e@-1 3§ 2/Aara Frles,/c §uss

Superintendent/Chief Accountant/SAS-Accountant/Store Superintendent/Sfatistical Assistant/
Head Clerk/Assistant/ Steno Gr.I/ Steno. Gr.II/Steno. Gr.-III /Jr. Hindi Translator/Store Keeper/

U.D.C./L.D.C/Telephone Operator/Mechanic/Malaria Supervisor/Research Assistant/ Technician/
Laboratory Assistant-I1 & II/Malaria Inspector/Insect Collector

T/ L IS & Rafe
Report for the vear/period . ...covvveirereenans 1 S
Personal Data
qAr - 1
fawmr/amicn & ot gamEie ST @ R @ @
Part—-1
(To be filled by the Administrative Section concerned of the Department/Office)
1. | T oW
Name of Officer
2. | =Hfafe
Date of Birth
3. | gRd 7@

Designation of Post held

4. | T SRR FERG A/ AT BT
Whether the officer belongs to SC/St?

5. | FHE oad # waq Mg @ anoa

Date of continuous appointment in the
Present level (date & level)

6. | A/ famT

Section / Division

7. | @ & R el wRE e B HR0
YT @ suiata ® srafe

Period of absence from duty on leave,
Training, etc. during the year




ARI-2 — 4. Jedie

Part-2 — Self Appraisal

(99 afrer grT ww1 Wi, foe Rufe Rl @ 8)
(To be filled in by the Officer reported upon)

1. ol &1 Hitw e
Brief description of duties

2. 1420___ 9 31.0320_ 99 B 7 /@l @ RM awd g Ry W ol @ 9t IR~ge (faa
S AT WR—g 100 ) W 3w T ®)
Brief resume of the work done by you during the year from 01.04.20 to
31.03.20  (the resume to be furnished should be limited to 100 words)

Date:- Ao, forea! Rufe foredt oIt 2, &1 e
(Signature of the Officer reported upon)

B




w17 3 — R fore a0 sftar g qouie

- 3-

Part 3 - Assessment by the Reporting Officer

(@uar wfafkedl W & mge fRen-fdnt o argds 9w #)
(Please read carefully the guidelines before filling the entries)

1. &R e o /Rewe @ ol erifee 3T € ol =ty 9% 1 @ 10 9 @ WA W A Ay
e 1 1 argd o I R 3t 10 B aed SEm Ys W R |
Numerical grading is to be awarded for each of the -attributes by the
reporting authority which should be on a scale of 1-10, where 1 refers to
the lowest grade and 10 to the highest.

(%) rifsnes &1 Feuie (39 G @) aRele 40% )

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

Rale  fo@d o) | wien 0@ EN GONDG G | when e @
e RS {aft w2 @ weww = ) Saw
i i . Initial of
Grades by Revised Grades by Reviewin
i Reviewing Authority (if | poic o8
Reporting 4 ) ith Col.2 Authority
Authority oesn't agree wi 2 ]
1 5 z -

i) By wrl /o Redl @ sgaR aefd
HR B QR G
Accomplishment of planned work/
work allotted as per subjects
allotted.

ii) wrf % R
Quality of work

iii) gt § wdtoren {7y sk afterean)
Proficiency in typing (speed and
accuracy)

w) ad ¥ wdvmn, e etk e ok ael
e o YEEE
Proficiency in work,
maintenance of
registers and charts etc.

namely
prescribed

T feEy w® Tug 3R (59 (I to iv)/4)
Overall Grading on “Work Output
(total (i to iv}/4)

h -




g o v

(@) Fafras o1/ fadwar o1 qeiea (39 WS @l Teng 30% #rf)
(B) Assessment of personal attributes {weightage to this Section would be 30%]

@y am | waen aNeN g0 waa US| weE SRerd @
“anunimﬁmw (afr e 2 & wEwn = 8) m o
Grades by | Revised  Grades by | oo oo,
: Reviewing Authority (if :
Reporting d it ith Col.2) Authority
Authority ocsn't agree wi Ol.
1 2 3 4
i) or & gy sfwl
Attitude of work
ii)SeReTaE @ wE

Sense of responsibility

1ii)arRmss e @
Maintenance of discipline

iv) wiwr B

Communication skills

v) e draar
Analytical ability

vi) &m ¥ 7 T @ A
Ability to work in team

vii) wra-dr =1 e B @) g
Ability to meet deadline

viii) sivdafias d@ )
Inter personal relations

o1/ fRtyar @ W 4R
Overall Grading on
Attributes’ (Total i to viii)/8)

‘Personal

(M) TS &l & [ieT (3W WS B avwels 386 B)
(C) Assessment of functional competency (weightage to this Section would be 30%)

Rie  faan wiE AW BN wNa e | wEl ANSR @
T g R (=f2 w7 2 3 v =1 8) e
L] ; Initial of
Revised Grades by R
Grades by P . 7~ | Reviewing
. Reviewing Authority  (if A
Reporting d it ith Col.2 Authority
Authority oesn't agree wi 0l.2)
1 2 3 4

{) or—om @ &3 F fFanl /Rl /ogfa &
1 3R 5% |8 ol § Av w1 g
Knowledge of Rules/Regulations/
Procedures in the area of function
and ability to apply them correctly

ii)¥eag @ grgar
Coordination ability

iti) uget
Initiative

iv)ager v w1 B ¥ adioren
Proficiency in  working on
computer

‘srlE A W g AR g (I to iv)/4)
Overall Grading on “Functional
Competency’ {Total(l to iv)/4)

el — wmy Afe,

B T AENE B IFAE § WD D TAD WIE ® AR@ AW @ AT I¥ I B0 |

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

.5/~




5 B

AHE
GENERAL

HAT — 4

Part -4

1.

S @ W S (Wl FE AT ¥ (H9 WO B APeRr a@ Ygw @1 argar 3R ST
Trevdl & Uit seRefam g feufr ) '
Relations with the public (wherever applicable)

{please comment on the officer’s accessibility to the public and responsiveness to their
needs)

2. TREw (v deR! ! eRar R T awa § guR o g vfaw o gie @ uRewmr @
e 2)
Training (please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)
3. Ry w1 fefl
State of Health
4, Tl (myar e & safior w ool )
Integrity (Please comment on the integrity of the officer) _l
5. geaTl 3R BN AT, SRl Sueidal, #Ewyel Gt Tur wEeR et @ wiy afgfy @
&3 aftg At % T o R Rafe Rre g aftemd g o Rz (@9 100 wi=E #)
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the
officer including area of strengths and lesser strength, extraordinary achievements,
_significant failures and attitude towards weaker sections.
6. fufica -3 dde & FAR TH @) 7E el 3 R W o7 Aifes AT
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-
111 of the Report. j
Rufe forem Tt AT 1 swER
Signature of the Reporting Officer
wis /Place: g A1 3eRf H....
faAiw / Date: Name in Block Letters:
T L osauisnsiscumsinsianssasmsssssmsssssyasssmesisssonsi —
Designation:
i o R T S——

During the period of Report

6/-




-
A5 WAE S gRT 3pTg it
Part-5 Remarks of the Reviewing Officer

1. wien sfeR & T& Ja@Tw
Length of Service under the Reviewing Officer

2. @ 3u s T AR T3 @ 9r-4 4 R e/ ewaet @ dWew ¥ Rofe e aet
ISR gRT U T i § wewa € ? (Wad : 9T 3 3R 7 4(s) (3 ag et /R @
falt oft it qeaiel @ wewa & € W 9w @ ¥ s faw Re MU wwew A e geuie oo
P 3T N wfafedl v 1o AR W)

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4 (5)) (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).

3. arwenfa & Rufd & sRor qa] | AT O ¢o & Rrad sy Soes S e s @y ¥ ?
In case of disagreement, please specify the reasons. Is there anything you wish to modify
or add?

4. AT/AFS ARGN B B T & i o ¥ Rufe e a9 afterd &) afighy
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

5. Wi ARFN gRT I RE | @I 100 TR F guAr ARl R PR aaRt @ 8 IR e
ol @ ¥R afgfy it s @ Wi TN W R Y |
Pen Picture by 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.

6. Rule & T3 A Te-w, Ge—w 3R We—7 § 1 1¢ TWollg D AR W Ty aifre FreT
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in part-3 of the Report.

AT ARER B awRR
Signature of the Reviewing Officer
w1/ Place: W HIE e W -
femis / Date: Name in Block Letters:
G 1 ST
Designation:

During the period of Report




IR
INSTRUCTIONS

Tt e e R @ TRagl sy 2, 9 SR & TH-Frae o e o6 @ R ol sed sRe e @
WA & B ATt Tre SveE w3 | o 78 sfterd Rree Rdc Rt o @ 2 Rdle fran It afed ol
it sfE B 39 R @ Wy = e @ v A R Fer g |

The Annual Performance Appraisal 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 carecer. The officer reported upon, the Reporting Officer and the Reviewing Officer should,
therefore, undertake the duty of filling out the form with a high sense of responsibility.

fRife farwd a@ Afe @1 9 7EGE TN GRT 5 el Sgev e &1 R e 2, aif 9w sl anafie woed B
e ¥ | U2 T 3 o2 ud) widr A4ff 2, afw e e siea @) Rl R T sfterd sik wie sferd @),
waﬁaﬁmmﬁqﬁzmﬁma#mm«,sﬁmmmmammwmamaﬂ
Lagll |

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 and the Reviewing Officer should not shy away from reporting shortcomings in
performance, attitudes or overall personality of the officer reported upon.

A 7 wgfm o W ok ke w3 w@ wEl vt | Ridfe B s O W orar wed i ¥ R W o e R s
T ADHIRGT B T AT g e |

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 discemible to the higher
authorities.

ofy i sfETd T e Gae @ Rile R o sRed 3 ofm wmurh @ sam @ B @ Rdfe foa @ # o w e
@ 72 2 % 38 90 angfi g Wit /FNl | weeR W ongfn @ Rife e T afred @ Meda I § e el )

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 2 of Part V. The
Government shall enter the remarks in the APAR of the Reporting Officer.

i S TiTE w9 A R W | e 99 BieER wEl sifve AR @ W B | S SRERn T I SR H SRk
e Tofar & | W) oiY TEaEt B AgEE T W ol U Io Red v I st % e i wd 30 ¥ s | g
AR |RIR T @ v R e | .

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.

Rife R T sfterd, 99 AR Red fik Rl ot & A ol B e A wl 3 R Ry o TR Fe Wi ) R wE
SR REEHR @ @ R 7 9% e 2, O 9 a6 @ e W1 9% e B Wi 9 Ry @ | /e o, wWefd
wfvefEl g we w1 Y 9 R e e iR |

The Reporting Officer shall in the beginning of the year, assign targets to cach of the officers will
report 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 year, such targets/goals shall be set at
the time of assumption of the new change. The tasks/targets set should clearly be known and
understand by the both the officers concerned.

mﬁﬁmﬂ{mﬁﬂﬁﬁmmwmemﬁhwwmﬁmﬁmmmma:m R feras
TS AR B Frafie s TR FIEES B e Sen 9 3R WeE St @ AR W RIS %9 Sor O |
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 ete.

mmmwmmmﬁﬁwmmmaﬁmﬁﬁmﬁm,m.wmmﬂﬂ
TUAE TRARE TR T B |

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

) m@m@mhaﬁﬁmﬁﬁ%mﬁﬁnm%aﬁﬁﬁ%ﬁhmﬂmamﬂmm I
Assessment should be confined to the appraisee’s performance during the period of report only.

w9 f-




11.

10.

- 9-

wﬁ?ﬁa%@wammm—mma’rmztmmwﬁmmwwu—wwwﬁmm% | 3 el B e B
WMﬁwmmmmﬂwmwﬂMﬁmmﬁ| .
Some post of the same rank may be morc exacting than others. The degree of stress and strains

in any post may also vary from time to time. These facts sould be borne in mind during appraisal
and should be commented upon appropriately.

arifsw AT & T eI Ff AR W Rt

Gu

M

(id)

(iid)

(iv)

\

(v

idelines regarding filling up of APAR with numerical grading.

mmmmmmﬁ%ﬁmmmﬁmmmmwmm1 )
The columns in the APAR should be filled with due care and attention and after devoting
adequate time.

7% Iie 2 W & R 1 ok 2 o o of AT (W&mﬁmﬁmwmwﬂz%ﬁmlﬁﬂwaﬂﬁ%m%uﬂa
arEas & T w9 © iR SeNm W | §E e o w10 @3S W, oy o fardvr wrat & WA A ofifucy sewEn wQ | 1-2
# g olN 9—10 B T AR Al A B, o S sifvRg wart W sl @ lﬂfﬁﬂ%ﬁ?ﬁﬁ%ﬁﬂhﬁﬁqﬁzw
aﬁammmﬁuﬁmlﬂﬁmmﬁmmmmﬁﬁ.ﬂwﬁmﬂmﬁm T
afRq | ;

It is expected that any grading of 1 or 2 (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 of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-
10 are expected to be rare occurrences and hence the need to justify them. In awarding a
numerical grade by the reporting the reviewing authorities should rate the officer against a
larger population of his/her peers that may be currently working under them.
uaﬂnu%mﬂsmmmdﬁmmwhﬁﬁﬂaﬂ'mmmmmﬁmmaﬁfmagm
R @ T T F 9w ¥ 9 R R W |

APARs graded between 8 and 10 will be rated as outstanding and will be given a score of 9 for
the purpose of calculating average scores for empanelment/promotion.

6 & oty i 8 W wH A A alifs Brl e geate Rife B ‘aga 99T A SO SR 7 SR fean e

APARs graded between 6 and short of 8 will be rated as Very Good’ and will be given a score of
7.

4 ¥ AT oY 6 @ P s ol affe B Frore e Rafe # ‘aror JE W R s SR Rar o
APARs graded between 4 and short of 6 will be rated as ‘Good’ and given a score of 5.
4 9§ 70 T3 T e wd Prage e Rfe @ g v Rar s

APARs graded below 4 will be given a score of zero.

Rurfl/ Note

T ¥ wEte 7e @ A i Prefafaa e w1 gen ae i -

The following procedure should be followed in filling up the item relating to integrity:-
Tfy e A wwfior @ | W 2 3 TaE 9N |

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

oft 7 Wr T, wm W G o Rur w i Prarer wkad @ e

@
(i)

If

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

(a) @ T Mw Rueh oot A W ok AR # BAE Bt WY | et 2t uw iy M Rdfe @ e are aReas Sfe @

o 4w & R, W 7 gRRET i A sl T e A arh @ | s el 7 s wew @ e Reedt wt ffteg
T Wi W 2, e s ur gt w fF wae Pl a @l aferd @ e 91 e # ol e ad o ar R
R S Reer 7o g L, O of Refa o

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 sufficicnt time to form a definite judgment or that he has heard nothing
against the officer, as the case may be.

(b) R, S PN TR WE @ @ o 2, AT 3 SRR whE a2 TR ok e v sRfe e

()

Rafe § v & s |

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 Confidential Report.

Iy weE A gfic & W & ow wea o Ry W R 9 oty ok g2 SEftm afer = Wygfm w4 e )

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

(d) a2 srqedl srads gRemEsy, HiE g 6 B € ol w1 & o ofie @R 2, e & smER &Y onrel smfy F <R A

W AR AN 9 a8 gedE (@) i (n) @ wenfAfde erard o el afe
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
indicated at (b) and (c} above.




