A JAMIA HAMDARD

g t }l é (Deemed to be University)
X & Accredited by NAAC in ‘A+’ Category

Form - CR 01

Annual Performance Assessment Report for Dy. Registrar/Dy. Finance Officer/Dy. CoE/
Asstt. Registrar/Asstt. Finance Officer/Asstt. CoE/Secretary to VC/Asstt. Librarian

FraTeI T/ AT
OFFICE/FACULTY/DEPARTMENT-

THICT au/3 9™ &1 gfadeT
REPORT FOR THE YEAR/PERIOD ENDING

ST PART-I- 39Fdard a2 PERSONAL DATA

l. 3SR 37 AT
Name of the Officer

2. 9a&a1H Designation

3. SRTAR (Rarmdnad)
Date of Birth(DD/MM/YYYY) : / /

4. TR T 9g 3T g 37

Permanent post held and the
present grade

3. e ATy

Educational Qualification

6. G U ddeiehl AIdarg
Professional & Technical
Qualification.

7. a9 & e sgdeiem oE Wl & SR
& et 7 e afy saq e
o gfretor forgm g o e faawor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.

8. a¥ & R Y T R s

Training programmes attended durmg
the year

9, e 3™ & el FRf-ar

Charges held during the period
under report

St Contd...P-2/-



HAFHY G@RT FaHEiRA -1l
SELF APPRIASAL BY THE OFFICER - PART-II

(e 3R &1 gfadesT forar STaT &, 39% ZanT o7 oMU, afy anaeas & ar
FUAT Ie9T A 55 HeldeT HY) )
(To be filled in by the Officer reported upon, if necessary extra sheet to be used)

fepu T Frf #7 W@ RO Brief description of duties:

FE & A ARTFIEAT 9 W 3O fAv riRa e & @ s v fuika
forT aw & 3 (aRoTmEATET W1 3 w9 F) st f We-gE A wAPFEAT F IR ®|
AU IR Tcd& T8 § 33U 3YATSY a1y |

(3ETERUT- 39S FqsEn/FriTera/RHeT & fou afe w& e

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight to ten items of work in the order of priority and your
achievement against each target.

(Example Annual Action Plan for your Section/Office/Department)

AT/ 3T/ AT Iqerferar
Targets/Objectives/Goal Achievements

st Contd...P-3/-




s 3 ik

3. @TA)  PUIT AG-2 # Fad 0 A/ fr wiRd # o W@ A F G877 Iedw F:Y
i @edt Hr wIfed F FE v W & o § 599
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 2. Please specify constraints, if any, in achieving the targets.

4, @B) F9 37 #El # N oo Y AN FH 30T et Wt IR AT
et &1 off 3edw *i

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

5. Foar ag  faRre &7 3ifFa # om0 9 IR wrer # gfieor F Aremd ¥ SERa
T E
Please indicate specific area in which you feel the need to upgrade your skill through training
programme.

6. FUAT Seol@ Y &6 F7 qEadl FHist af &1 raa gufeq af¥s ool @i adrE 3rfiq
st a§ & SccRadt ¥ & 31 FAIY dF gof B L IS M) AR AG A FAGROr gor e
adrg o S|
Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

e Dater..o.inirsicsiesnns HfSRT & gEae} Signature of the Officer

Sy Contd...P-4/-



yfades FfFR garT wiodga-smar-|i|

REPORT BY THE REPORTING OFFICER - PART-IIT

weaeAF AT Fr FEivor sfaded qur gHidEa wREE gaRr B S g St 1410 &
YAt W gaT WfeT| g 1 I FA A3 quAr 10 WY 7F Iz F awar B

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale
of 1-10, where | refers to the lowest grade and 10 to the highest.

(Fw gfafteat &1 o ¥ gea Ran-fdef ) earegds v F )

(Please read carefully the guidelines before filling the entries)

foela R a7 FoaideT @A 9T F dEST 40% grm)
Assessment of “Work Output” (weightage to this section would be 40%)

T / Attributes

giaeer ity
Reporting
Authority

gAfdeiF wfsRy
Reviewing
Authority

D 9 ST & il et
F IUR W Hefed fFar amr Fr)

Accomplishment of planned work/work
allotted as per subjects allotted

i) FRATAYATET Hr Fife

Quality of work output

iif) faereryoTaHs Jemar
Analytical ability

iv) H9aTEIHS FRF & IRYuTar/fHe e
IUAIAT FA Accomplishment  of

exceptional work/unforeseen tasks

performed

¥ FR W Fer T AT Overall
Grading on ‘Work Output’

e

Initial

cufadara faAwamsil &1 Hedishat (1-10 & YA G ); S8 T &7 AT 30% g

Assessment of “Personal Attributes™ (on scale of 1-10); weightage to this Section would be

30%

aoT / Attributes

wfadga wifgsrly
Reporting
Authority

qﬂﬁm_’ iR
Reviewing
Authority

i) T @ gt
Attitude to work

S Contd....P-5/-




i) fFAERY @ Srer

Sense of responsibility

iy &7 & AEaEr F F owa &
&THAT Capacity to work in team spirit

iv) F9YOT hierer

Communication skills

)3 7

Leadership qualities

vi) IR &7 HeTTaToT

Maintenance of Discipline

vil) FAG-EHT & AJdT F P
#T &TATT Capacity to work in time

limit

viil) IR FIfFIITT Haer

Inter-personal relations

‘AR RATAHT R For FFremaw
ATST Overall Grading on “Personal
Attributes’

JTEIeY

-

Initial

YehTTcHE HaTHAT FT Hedidat (1-10 & FAE W ); 3T AT F 32T 30% Frem

Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would

be 30%
T | Attributes CIGECT R Ry gﬁﬁm
Reporting L EE g
Authority Reviewing
Authority

i) Fraa/RFTEFR T A9gdr & a9
# ufkpaw ud IAF dE gHT A
SADRY Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply

them correctly.

Y Contd...P-6/-



ii) 9go UfFT Initiative

i) e I T &
&THdIStrategic planning ability

iv) gdeTor Aregar
Supervisory ability

v) [t o« &1 etFar

Decision making ability

vi) GHead &THT

Coordination ability

vii) 3y & oG wd R*AT
FeT T &THAT

Ability to motivate and develop
subordinates

‘THEATCHS FEHAY W F AT
Afsar
Overall Grading on ‘Functional

Competency’

IR
Inidal

Tarey &7 feufa State of Health

IqqfRda S/ serenal 3w Resr aen.fa. Aol & safaaat & ufa eewmT

Attitudes towards people belonging to SC/ST/OBC/PH Categories:

SITHTEROT & U (SET Far o) &)

Relations with public (wherever applicable)

Sy Contd...P-7/-



6. - FAASST Integrity
(Fuar HUFRT H Feafasar ww Roqult & Please comment on the integrity of the officer)

1)

HAE W 9X 37eaT,
Bevond Doubt; or

it)

W WA A FE gfagd S A8
3§ § 37udl, Nothing adverse has
come to my notice; or

iii)

Hfer wfeErl @ acafamer & @eF &,
Ha: TS I eoqoll Harer §
Since the integrity of the officer is

doubtful, a Secret Note is attached
herewith.

7. Refér yfter @n sifka eee R fow wRwd & RaE fah s @ @
3HHT 30 THI TN, FHE, FAR THL wd AR G9f & uiq eqagr ded
ATl T BIE T & 01 & 10 & $A W FA AoiER0r (G AohaoT g1 adf &
T o md @25 & U & AT AT F AT & WUR W AT S d)

Pen-Picture by Reporting Officer

(General assessment of the officer reported upon including overall qualities, strengths, lesser
strengths and attitude towards weaker sections and overall grading in the smaller box
provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value
of each group of indications in proportion to the weightage assigned)

8. AT Aofr  (1-10 3 & fREId @ ) /Overall Grade (on score of 1-10):

ufodee AfoFd & granr
Signature of the Reporting Officer

AR TOSC HERT A
Name in Block letters:

Yealda
Designation:

Y Contd...P-8/-



#Tr PART-IV  9oi{1eTor / Review
(gﬂﬁm st REVIEWING OFFICER)

L & 3T AElil & Reféer sty ganr foeta i stk faffemr ooff & dewr o oy £l
TR & FeAd §7 A I el demend dediea O wiReRRt ¥ deAd A & ar
FUAT 3 97 F U 9T Flotdt 7 39 Aedised 1 Sea@  H AR 30l yfafSedt wv anezer
Ead!

Do you agree with the assessment made by the Reporting Officer with respect to the work
output and various attributes in Part-IIl. In case you do not agree with any of the numerical
assessment or attitudes, please record your assessment in column provided for in that Part and
initial your entries

8 Yes &% No

P 3EAT gl A Y & FuAr gHH HROT a7, FHS W oA § G I Fo
e AT ASAT TR §?

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

add?

3. QeAfdellshel  JTUHNT GRT Hordl TER|  FUAT FHTGAD Y T 100 P17 H
forsr wfoerdy & goead RAvABT & FEd &7 F 3@ ge@ @t & ufd wfEgfed
AMA &

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 sections.

4. yfaded & @s -l § RU 0 IR F HUR T Feol P Feaicas I
Overall numerical grading on the basis of weightage given in Part-IIT of the Report.

gafddrpa AR F FFaRT
Signature of the Reviewing Officer
A TOST AR H
& Date:...oocvrnriarieis Name in Block letters:

qceATH
Designation:

sk ok ok ok sk kK oK
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(iii)

(iv)

)

(vi)

H3sTH_Annexure-I

EATcHAS® AoAI0T & AT THUany SR Feay fanferder
Guidelines regarding filing up of APAR with numerical grading

THU3R & Foiae fafa @aeneh I eargds qur wdfiea T o §U s AR
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

T 3T Y S & 6 1 mz$mm<mmmmmﬁm@ IGEICTY
AT & yfciger) 7 faflrse srawaanett & Aet & FoA AT F witd 57 ¥ s e
e 3R S YER 9 AT 10 & R Ao & wdw A faRre suatent & A9y &
ey fer swamt Aol 1-2 3rmEr 9-10 fRer @i € ara: 39 3fifcy Re sty & swa §)
gitegs Aol weaT W?mﬂﬁgﬂﬁmmﬁmm Cal
EfifAEiRoT 3o 3l afr Wewr A ada e F FRRG WEAEE H g A FEr el

It is expected that any grading of | 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 the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

THUAR #1 8 F 10 F g & Flieter Iepse” fomn Swem qwn gEERvrElE & fow

Hraa grcdis i MU F F T gedis 9 fgIT SREm|
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.

Umvmwsaws#aaﬁmﬂmﬁww"agam”mmwm'W?ﬁm

S|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TRUNR & 4 G 6 & DT & &9 & aeffador “3esr Oy Swsn aar wiedes 5 fgar

SR
APARs graded between 4 and 6 short of 6. will be rated as “Good “ and given a score of 5.

TUHR & 4 @ A gefiegor g fogr smaam)
APARs graded below 4 will be given a score of “Zero”.

PETTT T



Annexure-II

Time schedule for preparation/completion of APAR
(Reporting year — Financial vear)

S.No. | Activity Date by which to be completed
L. Distribution of blank APAR forms to all [ 31 March.
concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).
reporting officers where self-appraisal is not be
given).
2 Submission of self-appraisal to reporting officer | 15™ April
by officer to be reported upon (where
applicable).
3. Submission of report by reporting officer to | 30™ June
reviewing officer.
4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.
5. Appraisal by accepting authority, wherever | 31% August
provided.
6. (a) Disclosure to the officer reported upon where | 1** September
there is no accepting authority.
(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.
7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21* September
APAR.
(b) where there is accepting authority for 6™ October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November

authority on the representation by the APAR
Cell

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




