SRATOT Hgrg IaSEI@%JIaH/CentraI University of Haryana

gicas werw/d-gicas Hera® & fow afds FrAfasaee Jediwa RAE
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT

FRTII/ T/ AT
OFFICE/FACULTY/DEPARTMENT

PERIOD OF REPORT: FROM .

FafFas saT PERSONAL DATA

(FEETT EaRT #RT AT To be filled in by the incumbent)

. old Name D e e e R T S e T

. YadtH Designation § emvsiem e s aiaie ma i i S mie e i e i

. TYRT Permanent / 31EATAT

Temporary Y AR AR R S S AR AN
JEIATT Qualification e s A S A R
SeATAA Date of Birth L e Y Age..oooovoein

. & AfOSH Igfaa sfar
FAAS/NTT @ gea § ?
Whether the officer belongs to R R T R T
S.C./S. T./JOBC?
frafed/adae 35 & deafa
#r fafr Date of appointment /
promotion to the present cadre T e e AT AR R R 5
ATAHTA Pay Scale I Tl
FT dce Basic Pay ; A
TERTOrT SIS &1 ATH 161
FRRT & Name of the Library
Unit in which worked e v s s g s

ST Contd...P-2/-



10. 3eire 3afer & e I e w1
Ieo @ w1 fmar § ar 39T o™ o

State if you did any noteworthy work
which increased the output/efficiency
during the period under review e e

1. Foar oo X foh Far qaadt $elst a¥ & el @ufed afden faaoh fAuifa ade
32T Foist a¥ @ Icaad! a¥ @ 31 SieTall deh gof & & g M| IfE FET ar favor
ot & &1 At fordh Sl

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.

&R Date: (TSHTY & FEAETR Signature of the incumbent)

EE SECTION 1:

Fdedl & 9t PERFORMANCE OF DUTIES

faffise SPECIFIC 3itwa AVERAGE
& RATING &I RATING
1.1 & & yafed &t # At F7 vg ufshanst & 7=
Knowledge of routines and procedures in the assigned
areas of work.

F) qEdwed AR Fr afdT-mg-aafFds
BRIEGH
a) Secretarial-cum-Personal Assistance i

to Library Officers

) 3o I
b) Acquisition Work

) ICIBE )
c) Periodicals Work s e
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1.2

1.4

1.5

)  WHAT FA

d) Processing Work

3) TUAd FE

e) Circulation Work

) edl ve I8 F F gerar

f) Reference & Assistance to Readers
Work

T) T S

g Establishment Work

) dE

h) Accounts Work

) SRy &

i) Binding Work

T) SR ™

1 Stores Work

3) U§UT H

k) Despatch Work

FIETST I A g1fCT e 1 T@R@E

Maintenance of Official records, files, papers
with orderliness, retrieval of papers etc.

FEleT AcH, AR 8 99 e AR e i A@egar

Ability to draft notes, letters correspondence etc.

3m3ege e Output rating

I3 # yforar vd fa@rae Proficiency & Handwriting in languages:

IS English

BT Hindi

3T HRAT HTWIU Other Indian Language

iv. 377 facelt #9TT Other Foreign Language

ST Contd...P-4/-



1.6

2.1

2.2

23

24

2.5

2.6

o4

T, IRYGAT Td GaRY/fAUe=/EhuT/ dea’dr
Degree of neatness, accuracy and promptness in
preparation / disposal / typing / performance of

i. gAIT FE Catalogue Cards oo
ii. a.rﬂﬂhﬂl Bibliographic ...
il. W@ Stencils

iv. TAHRT FETST Official papers  ...oooceeeee....

V. =g a1d, afg FF g Other things, ifany...............

3 Rdwanat &1 Aeaiwa
ASSESSMENT OF OTHER QUALITIES

Jtwa R @

AVERAGE RATING SECTION

YeheT YATH e 3R gEe w3
HAATET H FeT ST Aagdr

Ability to make physical efforts and to handle ...

arduous assignments i.e. Industriousness

gl'ad-lcdl, HdehdT, 3cghdl scaIfe AAS &THT
FT 3YTET el hI JIIAT

Ability to exercise mental capacities i.e. intelligence,  ........

alertness, keenness etc.

memmﬁmﬁ%

Punctuality in observance of office hours ...

gé‘raﬁﬁarrim

Frequency in availing of leave ...

i aT R FT e 3T S Fr e,
el AR Tear & fAders # gador

Disposal of assigned work i.e. Dedication to clear ~ ........

the assignment with speed, accuracy and promptness

T TIiRIET, e e, srateT
Gfshamatt 37fe T FFAT 3 TeIdeT Fil
Fr gTET ST digdn

Regard for and degree of willing cooperation with ...

official authorities, office orders, office procedures etc.

ST Contd...P-5/-



2.7

2.8

gl ug efiaeet & @y geyr 3R 3T
TEIANT FLA T gToT

Relations and willingness cooperation with colleagues — ......ccoviiiiiiiiiiiiiiienenennes
and subordinates

Hftd Qe bt @ Efde suafey R &
orafaa aeaifra s 3R 3uer 3R @WRaEE SEr

Proper maintenance of ‘Daily Achievement Record” ...,
with regular attestation from concerned library officers

s-2 & Adrad e

AVERAGE RATING OF SECTION 2

HHIT q\mnw OVER ALL ASSESSMENT

39GFT Wl & HUR 9T e e

Average rating based on above sections L

HTERUT & HedT H HAWISal, UGN, HeJATHA

3cUTeeh, ATcHTARA, BRI ATHAT & I@IEd

e 1 FHoaree

Assessment of integrity in terms of conduct, behaviour ...

discipline, productive, confidence, maintenance of official
matters etc.

afe geemelier a¥ & et frel o sreemEedIeaT,
STRATEY, T 37T ST & T e 61 75 &,
ar 3ger saikT &

Details, if reprimanded for any indiscipline, negligence — ............ocooiiiiiiiiiiiiiiin..
lapse or indifference during the year under review

EARNEUT/ NI TA/S. 8. T HITET & aR w&dd

Proposal about confirmation / promotion / Crossing — .....iiiiiiiiiii e
of E.B.

AT+ Date EEAER Ud 9T Signature and Designation

(Rarféar 31f86R Reporting Officer)
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yafdarse Hfwrt i arsgiFaar
REMARKS OF REVIEWING OFFICER

AR U USTA Signature and Designation
feaTie Date: (gﬂﬁﬂ‘iﬁﬁf 38T Reviewing Officer)

freafaearea qraseaer #ir sgfFaar, It :15 &
REMARKS, IF ANY OF THE UNIVERSITY LIBRARIAN

f&sT Date: faeafaearey grasregar
UNIVERSITY LIBRARIAN

dekckskskokskoksk



(i

(i

(iii)

(iv)

(v)

(vi)

Hel?dlh_Annexure-I

HEATCAS AUNHIOT & AT THUAT 9 geae fGenfader
Guidelines regarding filing up of APAR with numerical grading

mmﬁmmmmmtm@mmmmaﬁgvmml
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

Ig 3merm & Sclh ¥ a1 rwar 2 & fner aeffaor (Peva & ar Rdwansit ar so e
Avliehtor & gideer) *1 fAflise sradedBt & a6t @ wom BT d wica &7 @ v
Steam 3T s w9 ruar 10 F R Avh & dew A Rt Ive=sEt & dey A
e fear srwam| Ao 1-2 3r2ar 9-10 e g € 3 30 3ifacw for o= & S&a §l
gitegs Aol g mgmwmmﬁmm Cal
gt 3otk 3refieT a8 HEdr # oA H FRT FEdIeal B o # H =@

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

THUHR &1 8 ¥ 10 & &g & Faffetor “Iepoe” foam Smwanm qunr gEeordeleata & fow

e Teish Y AU e & foT giedis 9 feam smem|
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.

mesmsﬁm%mmm“wm’mmwm7ﬁm
SIRIE|

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

THUHR & 4 T 6 ¥ BT & &g F Feieor “Fesr fodr Swen qur gredis 5 faar
SR
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUR &1 4 § A gafiertor “Yeg” fordm sem|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No. | Activity Date by which to be completed
1. 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 30™ November

APAR will be finally taken on record




