5 @ IIftmRal
@& forg
9 H1i-Freare=T Jeais- Rard
Annual Performance Appraisal Report

for
Officers of IGNOU

Heldd
Assistant

IS 4B Ud <o
Junior Asstt.-cum-Typist
Multi Tasking Staff

gre dl oo °

PRINT SAVE AS RESET

BN BT A

INBHGIOREIICEI S ... e cenme i s b M s e it o v g T il Bl e



' -
G‘D ignou
THE PEOPLE’S
UNIVERSITY

gfext el wsfi gaa fqzafaenea
H3 e, A8 feeli-110068

INDIRA GANDHI NATIONAL OPEN UNIVERSITY
Maidan Garhi, New Delhi-110068

993 /Form

T D GEAF” AR ‘HITS WEIF T4 <He P afie Hr-FreT geaiea Rard
Annual Performance Appraisal Report of “Assistant” and “Junior Asstt.-cum-Typist” of IGNOU

................................................................................................................. P AT T9 / 37afdy By RUie
Report for the year/period €NdiNg ...........cviiiiiiiii e
Tafeas <R
PERSONAL DATA
HIT-1
Part-1
(TR SAfErepTeY / BHART ERT “RT Q)
(To be filled by the official reported upon)
1. | BN BT A
BTG GF N0 OITIEEE . e o ot ol e cotsitt o i e e R B S AN 5 S sl oni By
2. | S=-fafy (w1 /7€ /a9) ... A A T | R R
Date of birth (DDMMYYYY)...ovoooodoooooofooes. (I WOTAS). oo
3. | gRdue
Designation of POSt held ...

4. | 1 AHERY srfaa SIfd / Igfaa St & 87
Whether the officer belongs to Scheduled Caste / Scheduled Tribe? N/A

5. | adw de H dad Aygfad @ R IEGIED Je
Date of continuous appointment in the Date.........cccvvvvvnnnns GradeRS...........
present grade

6 | a4 & SR o, IR s &
PR TYST A IFURA B 37afy
Period of absence from duty on leave,
training, etc. during the year




-2 — W-J&ATh
Part-2 — SELF APPRAISAL

(S9 AR gRT =1 oY, et R fordt o 2)
(To be filled in by the Officer reported upon)

(puan Ffafedl 91 A Ugdl A BT LJHYED UG o)
(Please read carefully the instructions before filling the entries)
1. Hadl 1 G fdeavo

Brief description of duties

R S O £ T @& 99 /@ & SRM MUd gRIT fBy 7Y
&1 &1 e farer ([ 9M aren fAaRer 100 vkt W ofYw T B

Brief resume of the work done by you during the year/period fromto ...........ccccccceeeennnn. to
......................................... (The resume to be furnished should be limited to 100 words)

WA / Place :
&% / Date:

I9 IR B gRR RNrger Rod o I &

Signature of the officer reported upon



-3 — RUld foawq ard e g™ Jeaie
Part-3 — ASSESSMENT BY THE REPORTING OFFICER

(puar ufafledt WA @ Ugd Rl B SFYds Ug o)
(Please read carefully the guidelines before filling the entries)
1 RafET wRreR g=1 uds o1/ faivan & forg arifse AT & St @, 1 6 1 9 10 99 @ WM W B9 =Ry,
o 1 @1 areqd s U e 10 BT A S U | 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.

(@) Pri-fsarea &1 AT (39 @S I avolig 40% &)

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

Raré fora AT ARBRT gIRT e ARy
qrel AAFBERY gRT ot Y (A w=r D IMEER
fear T A= 2 ¥ JEHa T8 ¥) Initial of
Grades by Revised Grades by Reviewing
Reporting authority Reviewing Authority Authority
(if doesn’t agree
with col. 2)
1 2 3 4
i) e I/
fawdl & orF¥R amafea
FTd PR YA

Accomplishment of
pltanned work/work allotted
as per subjects allotted

i)y @Rl @ TR

© Quality of work

iy BT H gdoTer
(fr 3R uRerEa)

Proficiency in typing
(speed and accuracy)

iv) & ¥ ydiorar, srrfq
frerfRa <Rrest ok aret
I BT WA
Proficiency in work,
namely maintenance of
prescribed registers and
charts etc.

Fri-freares . owwa 9feT
(Ta [i 9 iv]/4,)

Overall Grading on ‘Work
Output’ (Total [i to iv] /4)




(@) dafas pur/ fadwar &1 euied (39 s @1 avolie 30% &5f)

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

Inter personal relations

Raré fora [T B FRT | e SAfErBRY
T AHEH T | W A (afy wwT| @ ameER
fear mr A= 2 ¥ |gqd gl §) Initial of
Grades by Revised Grades by Reviewing
Reporting authority| Reviewing Authority Authority
(if doesn't agree
with col.2)
1 2 3 4
i) @ & ufa @
Attitude to work
iy SRS & WTaAr
Sense of responsibility
i) SRS &1 Tl
Maintenance of discipline
iv) AU BITA
Communication skills
v) fveworers araan
Analytical ability
vi) Td H B R B Irgar
Ability to work in team
vi) FHI-AWT BT UTead HRA D1 ARgar
Ability to meet deadline
viii) 3fdd e Heer

Agfaaas o1/ faewaen &1 |qHy AT (FA [i 9 viii] /8)
Overall Grading on ‘Personal Attributes’
(Total [i to viii] /8)

(1) yPETES &9aT BT IS (39 @S BT avolig 30% &h)

(C) Assessment of functional competency (weightage to this Section would be 30%)

e SrferErYy

Ruré foram e AHEN gRT

Tl IRFHRY gRT | HORT U (@ wWW| B SRR
fear mr ¥ | 2 9@ wEEa TE ) Initial of
Grades by Revised Grades by Reviewing
Reporting Reviewing Authority Authority

authority (if doesn’t agree
with col. 2)
1 2 3 4

) o B &9 A i/ fafE /vt &1 s
3R §% W8 WD | AN B DI Araar
Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them correctly

il T @

Coordination ability

iii) g8t
Initiative

iv) IR W BRI FRA H FIorar

Proficiency in working on computer

"y & R GHT AT (Gl [ W iv] /4)

Overall Grading on‘Functional Competency’ (Total [i to iv})/4)

feaeft : Ty AT, FuiRa & 7 ool @ U ¥ Faaa! @ IF 9 @ I AF & AN W ARG &

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



HTHTY / GENERAL
HIT-4
Part-4

1. S @GR U (SR e AR 8 (PUAT ST B ARHRY T U SR I Tl B Uiy SHD SR
R feweft <)

Relations with the public (wherever applicable) (Please comment on the officer's accessibility to the public
and responsiveness to their needs)

2. uferr (P SR @1 wifaar ok & amwr ¥ o e guR ok gfg o @) 3fc 9 Swe uRew @
fRawRer # )
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. wWrRA B Rfa
State of Health

4. TS (FUIT dER @ gafrer wfeweft #R)

Integrity (Please comment on the integrity of the officer)

s HHATGI 3R HHAR &ATISN, IRV IuAferdl, Fecaqol fawerare dor FHaR 99f @ Uy I e ok
IRERY & FHT o R RUE fora et ey grr fewoft (emwr 100 et #)

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. RUE daAM-3 d TS & WAR TH & T TRoOE B IR W 99T 3ifeed T

Overall'numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

Rure forgs arel IR B FWRER

o Signature of the Reporting Officer
WM /Place.........c.oeeeeeerrnnnnnn. ) A ATE e A
foi. /. DEte.c......ciiinnssiiasionnnni Name in Block Letters: ............ccoovoeuereicreveeereecrenenens
U
D) SO T A O . v s ot vt s s o s S o o 0

Ruré @1 @y & ERM
During the Period of Report: .........ccccovvveivieiciieniecieen



qnr-5  gHEr AN B IrRgfaaar
Part-5 REMARKS OF THE REVIEWING OFFICER

e AB B TEd AT

Length of service under the Reviewing Officer

F7 oMY HRi-fEres iR 9RT-3 T WrT-4 A faf= N/ fRwarel @ Wy A Ruid forew arel slfert gRr
mwwﬁm%‘? (e - uTT-3 SR 9T 4(5)) (afX e o / fadiwamen @ fH o Snifre Wewiew
{ WA T8 & O 99 AN H s oy Iy Y W S1uer euie g5 a ek e wfafedl woare ameer
)

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? (Ref: Part-3 & 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).

srEafa @ Rafd # fuar srer a1¥ | 7 o W 2 fAEH oY HeeE SRAr Jrar she A 87

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

31T /AT B & HRI-FwrET o1 g i w-e H R foem o ey a1 sifighy
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

Faflen sf¥eE @Y feuefl | FHeR It @ R AR @1 gfediv, SHHl emarel s FHeR earell B |
D T O R feweh ford (@ nET 100 Tl H) |

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.

6.

R @ 9rr-3 ¥ We-3, We-@, WS- § 4 T3 TRoilg d AWR R JAT 3Nifhd AT
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the
Report

e AP B FRIER

Signature of the Reviewing Officer

W R L T W6 e A
i g TR — = oo linRRn Bk Lt . .« cnmimm demmmmesmgiduisssivesss

YA
Pesigmation® . seanin. sl b amnne Sn fans e

Ruie @1 @ & IRM
Duringithe Period:offReport: ..o iiin .
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10.

I
INSTRUCTIONS

aiffe Hrd-fwre Jeais- RUld b Aoyl SRS 8| I8 IRHN & FRi-fues &7 qeaied o iR
I9e BRI H M 1 TR B oIy Fe@yvl AFGR) SUTRT FRATTT € | 3 98 IR forad) Rue fordt
1 3@ 8, RUE o arel e ok wflen et & 49 AU @ Al 98 B WRAT @Ry |

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 career. 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.

e foram arel SIS ®1 I8 F8gA BT Alfeq & SHPT I ARG &1 e H3AT 8, a1 a8 e
JRaIfas ArRd B UEAH 9@ | I8 U Ffe e arell uihar 78}, 9w e fRerarere ufhar @) Rud
fores aret ARBRY iR Flet IRBHRT 31, IH JVER & Hr-fwares, fFsf srerar Wy Afdaa & s
I R # forgw @ o 78 wx AfRy, e Rad for o & &)

Reporting Officers 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.

3 A Y AR T THF T} W ST ey | If a8 RO amafee dR W s S dk |
ST Y8 R O Su IfRreRAl B sHP IR H AT ¥ UdT Il g |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fi!

.the report in a casual or superficial manner will be easily discernible to the higher authorities.

Ify e e 39 919 | A @ & Ruid foram ara it 3 Sfoa Araurh ok e & famm € Rard
forg €1 8 @ 98 9MT-5 © # 2 ¥ 39 9190 IYfA TS B/ B | WHR 39 Ifa R forgw ara
IRFE @ MU A F ufase FA|

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-5. The Government shall enter the
remarks in the APAR of the Reporting Officer.

TP SR UHATHS wY # T SY, SHael S BIedR el 3Nifehd T & JrY 8| Sua=l Hrarr T
WM IR B JURT ofarg quiten 2| vkl 3R ugdwl B yad g oy SR I8 I« RS FRA A
B B WIS B FE T W TUQ | G AR AR A9 FT FAT fHAr g |

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.

Rare foram aran feR), 39 ARHERT @ Rge! R foell St 8, af @ g% & & af § R vy 99 are
e | | afe B et Rulekfim af & fag 7 ug wvrerar 8, @) 39 @RE B e 4T U FATM B
J7g g fey Set | s /e 1, AR fdeREl gRT W wU 9 WM 3R 9HY 9W =Ry |

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

Tl Hr-fwres qoied 9 & ofd # fdar orar @ o 6 g8 A9 9arE o™ &1 16 oRS 99 99,
ar: Rurd foram aret Rl &1 Fafia omRa R Sri-fMues &1 Joaiea w-ar a1y iR 9ars safe
F AEIH A GURTAD $HeH IoM =AY |

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 tce necessary
corrective steps by way of advice etc.

gER R Amed @ f JUe IRafdd TRR U Y |

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

T8 Ui, {edide {6y S arel ARl & Hri-feres & IR § Rk sy 9o & @ g ey
Assessment should be confined to the appraisee’s performance during the period of report only.

% & ¥ D {B U AWS H-a B qHha | fHA 98 F T FT 'R G9I-999 R 9 Gl 2 | 57
el B Yeuihd & SR ARG ¥ @ A A1y SR 1 W Suged WU ¥ fewh o =y |
Some post of the same rank may be more exacting than others. The degree of stress and strains in any
post may also vary from time to time. These facts should be borne in mind during appraisal and should be
commented upon appropriately.

8



1. rifres AT & Fr TR ®R R weelt feanfader

Guidelines regarding filling up of APAR with numerical grading

i) e Frd-fraes qeied Rod § ©= & =919 9 iR vafa 99y o) R =Ry |
The columns in the APAR should be filled with due care and attention and after devoting adequate time.

i)y IE SHT Y AR | B 1 srm@r 2 @ BA N AT B @y v T srerar sifghy s W A @
forg) et @ T gV wOTa WU & g far g s yeR 9 st 10 @ U FI, fHy MU ey
Fraf & A A sifocg e Y| 1-2 B TS 3R 9-10 B VT faRa AHAl F BN, e SHGT iU
T B AT 2 | Nfpd s Ry oM & Fag # R forgw arer ik a#dien &= arer ey &
U HHARGT S ST ofH FF IR I 8, B I G&A B go A IRET Fh AR
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 or 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 the
reviewing authorities should rate the officer against a larger population of his/her peers that may be
currently working under them.

i)y 8 3R 10 @ 7 V< e e FrE-FurT EIET RAE B Sape’ 971 Fgm &R &9a ¥ wfa
mmﬁ/qﬂﬂﬁ%gaﬁwmvaﬁmmﬁﬁmﬁgwﬁ?ﬁmml
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.

iv) 6% P 3R 8 | B A aTeh aMffes FHro-Frsare Yo R &Y ‘Tga re8T AT AIQ 3R 7 TR
fear e |
APARs graded between 6 and short of 8 will be rated as ‘very good' and will be given a score of 7.

v) 49 IfRE 3R 6 W FH IS TN aiffes Fr-freae Hewid RulE # ‘38T AT WMo &R 5 @R
fear g |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5.

vi) 4 W B U el aifte er-fered geaied Rad @ I @R e S
APARs graded below 4 will be given a score of ‘zero’.

fA=-f= 9t gRT TRTeTR Y93 R4 999 37 OioT @ §ey A feenfaeer)
Guidelines regarding the colour scheme to be used by different grades of IGNOU while filling up their APAR form

gYett - |y |fHa

Yellow = Joint Registrar

e - JU-perdrerd

Blue = Dy. Registrar

LSIE] - HERS HAArad

Pink o Asstt. Registrar

HqHE - IR ARHNT / aRS AEID
White = Section Officer/Sr. Assistant

B - PBTS FEIF TG Thb / I8TH
Cream - Jr. Asstt.-cum-Typist/Assistant

BT - amgferlies / ool weres ds-1/aRs Jafdas were
Green = Stenographer/PA-1/Sr. PA

Haoie! - LERICARSER]

Grey - Technical Cadres



'y

feuoft /NOTE

FfST | Wt AT B wRA § fAmfeRad ufthar &1 utew wRem =Ry

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

Ife FPFEN B AIFET e W W 8 O 39D IR ¥ I oY |

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

I FIE WIE 2, A 3 A B @iehl Bre A 9 iR FAEER FRaE B WY

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

(@
(id)

(@)

C)

(d)

T e I feweft g5 @1 S 3R qe Y pRAE @ WY | fewelt Y v ufy Muy Rod @ wm
3T RS IFRBRT BT W Ao oMY, ST I8 YARea s 6 argadt e My o @y | et wafwr
B g R A1 g fewoft 3 fafiag wwer wwa A€ 2, Ruid e ar of a8 gfaa & 5 gae
fofa o & fag e & @R @ @A BT TIa wHY G o7 AT S A & Raens e g
&, SRy fr Rerfy 81

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

Ifs, oraclt HNag & IRVMRGHEY HeE g 8 O B, 1 AP B FafTar yaiferd &v 3 arfey ik
TEIER & fafie Mo Rad § av <1 W

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. _

I WeE A gRe B o & o 7% e o of o R o AR i wet e @ g fear
S ARy |

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

I el FRaE & IRUTREHY, FeE W TE B © 3R 7 & S99 gfic Bl B, O iRy & SR
B 37TeN 37afY & R <@ ST AT iR S a8 IUYad (@) 3iR (1) R genfafde srarE & Sl
=IRY |

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.

PRINT SAVE AS RESET
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