INSTITUTE OF HOME ECONOMICS

(UNIVERSITY OF DELHI)

NE2P

|

-

- | -
1% Lonumzsnii
1 e :

6.3 - Faculty Empowerment Strategies

6.3.5 Institutions Performance Appraisal System for teaching and non-
teaching staff.

- J




INSTITUTE OF HOME ECONOMICS
(University of Delhi)

sRecyge e 8 s

(Rt favafaene)

NAAC GRADE 'A' ACCREDITED

Supporting Documents for 6.3.5

Institutions performance appraisal system for teaching and non-teaching staff

Key Details of Proof Page Nos.
Indicator
6.3.5 APAR and PBAS forms 1-36

F-4, HAUZ KHAS ENCLAVE, NEW DELHI-110016 / T%-4, 3 @18 T=d, 78 faeet-110016
Phone / @I : 011-26532402, Director's Office : 011-46018108
Email / § U : principal@ihe.du.ac.in  Website / 9a@18e : www.ihe-du.com



9

REPORT FOR THE YEAR/PERIOD ENDING

frecft FreafRerera UNIVERSITY OF DELHI

A avmmwé:favmﬂmmﬁﬁwmmmmﬁ
ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF

{

FrataargsrafRaNamT
OFFICE/FACULTY/DEPARTMENT

FATRE Ty = gfoeed

. ¥qf3a® SORT PERSONAL DATA - (3TTT PART-)) s

HAHd &1 AH
Name of the Officer

TATH
Dcsignation

SR (RerAde/ad) '
Date of Birlh(DD/MM/YYYY) : / /

(zreel A In words)

e

T g SRR 3, SN
g Rroer @ ¥ Heod € ?

Whether the officer belongs 10 : i
Scheduled Caste/S T/OBC? ]

a7 oA g fafr
Date of continuous appointment - Rt Dale

to the present grade
: ¥z Gade:______———

% ¥ groa ggd(ere, gE & IO

& yeafeufa H yyafy) AR 3 FFAE

X e far & A swe faa &

period of absence from duty (on ! —

Training, leave ele.) during the year,
If hef/she has under gone iraining, specily:

PSS

Frd Cunlll...l'-zl-
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TR

Jn PR
L | . ' " T-2 ‘

' fat SELF APPRMSAL:— T;r:l’ {;;\’Rm s
(mam&wwmasrmmrm& Ay e
7 o fficer reported upon) - i

(To be fllled In by the O J
| (Wufam\‘m}uﬁ#ﬂm&mﬁm’f CaTAEE I ; )

jons before l1lling the entries)

" (Please read carefully the Instruet

R e ’W Fral & wfea RIwor Brief description of duties:

N

c“mlmaﬁ>ﬁ;'mt@a?ﬁﬁﬂaﬁ—ﬁm e i

2.
HUTG FIX af A 3eaRad a¥ F: 31 SATH T T FU A TE W) ;R A8 @ oy
TS U # aira fadr s =
- Please state whether the annual return on immovable i i
¢ wi nu: 1 on in property for the preceding calends
was filed within the prescribed date i.e. 31™ January of the year tbllb?aring thegC'::c::](:lqrr A%
If not, the date of filing the return should be given. ‘ 5
Il & ared IS F FEanw
Signature ol the Olficer reported upon
V1 Plage: ...
oAl Date:.,,.

srft Contd....P-3/-
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r'~:3 i

“’,

: wﬁawqﬂwﬁmqwm A3 :
‘ ASSESSMENTBYTHEREPONTINGOFFICER PARTJ R :
(ot AT w0 & wgd Rur-Ped F orgdw w2 )
; ~ (Please read carefully the guidelines before filling the entries)
0 mmaﬁﬁmvﬁ%ﬁqmmﬁ)ﬁﬂm1 10%ﬁmﬁﬁmmvﬁwﬁwr=ﬁmﬁv :
: ‘m1mmhm1ommhﬁvman

Numerical grading is to be awarded for each of the attributes by the repomng aulhonty which-
should be on a'scale of 1-10, where | refers to the lowest grade and 10 to the hlghcst

() Pkt s 51 st (sar e o6t 30 40% )

{A)Assessment of work outpu: (weiphtage to this Section would be 40%)

yfvag il | gafdsT T
Reporting Reviewing Authority
Authority

A ' RE 3

i) ¥ R st f aitgelan/Raa F ’

wT ardfea P s .

Accomplishment of work allotted as per subjects g

allotted

1|)?1’fﬁ‘c[‘!177fﬁ'?-‘[ﬁ'

Quality of work outpm

i) |1 78 woftA/ =T FT 1 vEAT 3
Does hc/shc know the machine/ store

iv) T 78 Frafia =7 § qoia) =it w

Does he/she maintain the machine/ store/ building
properly and regularly.

v) T’JTFH‘FI’ T 33“'{"&'?.', ELR Ft"lié/

=TT Az T Y TEAT FAr g
Does he/she clean and takes care of chart. visual
slides/ storage items/ premiscs.

vi) o g e Frd/ ATARTHE w1
&7 gRgefaT Accomplishment of exceptional

work/unforescen tasks performed

‘fefa F1d8° T FA firerre< ATZT Overall Grading

on *Work Output’

HIEAET
Initial _ »
(ﬁ)wﬁwmﬁommﬁmm(wmwaﬁso%@m)
(B)Ass;-ssmcnt of Personal attribute (wveightage to this section would be 30%)
[ e Wit | qereET i gan
gam fiw v A3 R w3 (@fy Faw-2 &
Grades by Re v A3 A wEAd qd {)
Reporting Revised Grades by
Authority Reviewing Authority (if
dogsn't agree with col.2)
] 2 3
i) o afgfr Auitude lo work
ii) FreaTdr 71 414

. Sense of responsibility

art Contd ... P-4/~
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: _iii)Regularity and Punctuality -
7 Maintenance of discipline —— W .
V) WS e : .
1___Communication skills ; e e I e
vi) 89 ¥ w0 % g o Y qvet

_ Ability to work in team ¢ :

vil) mrr fr At g owr

’ﬁ“’l‘m Ability 10 meet deadline
Vi) IO sgfRera aey
‘ Inter -personal relaiions
1x) Clean use ol unilorm

"SaReT Rt o g e i
(T [ ¥ ix]) Overall Grading un *Person:il

Attributes® (Total [i to ix|) i
AT X

-

| Initial

() srrratesr wermaT 1 g (54 AT A A2 30% &m)
(C) Assessment of functional competency (weightage to this section would be 30%
SR T | G ST ara
AR T L 1 R e ¥ (@R F-2

Grades by ﬁﬁqwﬁ?ﬁ"ﬁ'a"ﬁ
Reporting g) :
Authority Revised Grades by

Reviewing Authority (if
doesn’t agree with col.2) -

[ 2 ' 3
i) FrrfafrwEet ud dvgar & a7 "
Knowledge of Rules/Regulations
[Procedures in the area of function and
ability to apply them correctly

i) FHAT AT
Coordination ability
i) TgT of¥F Injtiative

vy Foge we AT A # S, SRl 9T
Frer= 31 Proficiency in working on
computcr, wherever available

TS gEFar 9 ferarat AR

(T (i F iv))Overall grading on
‘Fupctional Competency’ (Total [i toiv])

HIEHETT

Initial
___-—_-’__'_____________,____..__-—-"—'"—'—'

S Contd ... P-5/-
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HERTH

.mzNote'wmmmqw#{mmﬁamkwmaaKﬁtMm#m :

A Fwr AT @ amur e

“The overall grading will be bas ' g
‘ sed on addition of the ;
i:\vd_lcat_ors in proportion tO'“’L‘lgh(age ﬂSSigned e mean vnlue of»ench group o[

ATATT GFNERAL HTTTPART-4

AT %{;’W Wﬂ"Tﬁ Relations with the public (Tgf @7 21 wherever. applicable) i
(SFaT mmﬁmmwmwmwmma (Please

[
omment on the officer’s accessibility to the public and responsiveness to their needs)

LRl Tr"umng >
(mMﬁuﬂrﬁmmmﬁmﬁﬁmmmmqkmﬁm#
IHS 9RO & AT RAERY FT Please give recommendations for training with a view ter future
improving the elfectiveness and capabilities of the officer) :

T oy 2t State of Health

geafasar Integrity
(Far D A Faafaser av fegolt & Please comment on the integrity of the vificer)

Gtz wRrEre Zra atarh ff g R f e (7T 100 ==t ®), Rrad
qraof Sy T F AR 8, JRIET Jueterd, TEeAT AwEATIl UF FAAIR AT 5

gf3 Jﬁ'ﬁ{ﬁf e =;f Pen Picture by Reporting Olhicer (in about 100 words) on the overall :
qualities of the officer mn.ludmg area of slrcnglhs and lesser strength, extraordinary achicvements,

significant failures and alfitude towards weaker se(.tlons

—

arfy Contd ,..P-6/-
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”"',;ﬁ’iaaw%msa:agv #raﬂrﬁﬁmma%aazmwmﬁ:wm—am o
A ’

. Ovenall numcncal gradmg on lhe b"\SlS of Welghlagc gwcn in Scctlon A B and C in Part-3
ofthechon malr s i i

g HUE & gﬁnm
Signature of the Reporting Officer

AT TosT MeRT A

......................

Name in Block letters: '
qeATH

AT Designation:
e @ yEfy A

During the period of Report: o

QFWEIW ?ﬂtmm T aia-_%;ﬂmﬂl-mdl 5.
REMARKS OF TIHE REVIEWING OFFICER - PART-5

SCIECIE T JfRyTD Y Qar ¥af Length of service under the Reviewing Officer

17 29 AT-3 m4$ﬁ=mm'mi%ﬁ—«r§mmmuqqﬁm wirprfy g B
qj—'m-{wrr’:ra’?mmmﬂﬁﬁmm?ﬂﬁmmmffﬁmdrrmqqﬁwm

mﬂ'mf’? (Frd: -3 q AT Ar-4(5)) R R PICEET I afrrrr ZTr FRe g Proraaedt
mﬁﬁmmnmﬁammmmmmmn P o wed W aar
arqt fATE F1 AT T )
‘Do you agree with the assessment made by the reporting officer with respect to the work

output and the various attributes 1 Part-3 and Part-4?  {Ref: Pan-3 and Part-4 (5)} (in case

you do not agrec with any of the numerical assessments of attributes pleasc record your‘
assessment in the column provided for you in that section and initial your entrics):

e

.

TR Contd....P--
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Pen picture by Reviewing Officer. p)
qualitics of the officer including area o Stre Y

- h ‘
ool g ngths and lesser strength and hig attitude towards

5. mam.s%mv.mmmﬁmmmamwgmm
ATz
Ovenall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

qafdaraa AR & FEamRn

Signature of the Reviewing Olficer

atH Fose yant A £
E2)ir Pla‘é'c:........,,..,.,.,..... Name in Block letters: _
el H
oA pate:.......... o Designation: ..
| A &y A
During the period of Repots 7

g.gut!l!té
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(

(i)

(iii)

(iv)

(v) -

(vi)

mmxmmmﬁ'msmmmmm

~against a larger population of his/her peers that m

' E‘.-'-' 7AD Aﬂnéxhre;l

2 gu s e - ‘
The columns in the APAR should be filled in with due care and attention and 'after devoling
adequate time. '

itfre R soen) Aol -
mﬁﬁmmmaﬂﬁmﬁ 3 wraca wEdaa $ gaa A FEA ol .

It is expected that any grading of 1 of 2 (against work output or attributes or overall gradc)
would be adequately justified in the pen-picture by way of specilic [ailures and similarly,
any prade of 9 or 10 would be juslil’:cd_with respect 10 specific accomplishments. Grades of

1-2 or 9-10 arc expected o be rarc OCCUrTENCLS and hence the need to justify them. In

awarding a numerical grade the reporting. and reviewing authoritics should rat¢ the officer
ay be currently- working under them.

mmmaam#mmmmwﬁwmmamwmﬁmﬁw,

mmammﬁkmmgmmn
APARs graded between < and 10 will be rated as “Outstanding” an
9 for the purposc of calculating average scores for empanelment Ipromolinn.

d will be given a scorc of

U‘ﬂUJI‘R'EFTGHUTBﬁaTanﬁinﬁaﬁa?Wl"HgHJﬁW”ﬁ‘mWﬂaQO?TE‘HT

S|

_APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given 2
- score of 7. '

S| :
APARs graded between 4 and 6 short of 6 will be cated as “Good ** and given @ Score of 3.

| odeaR # 4§ A aaflaot " T T

APARs graded below 4 will be given a score of “Zcro™.

# % %k ok kR
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UNIVERSITY OF DELH]

ANNUAL PERFORMANCE APPRAISAL REPORT FOR SECTION OFFICLR
OFFI CEFACULTY/DEPARTMENT v oo TR iy S AR A

PERSONAL DATA - (PART-T)

'

Name of Officer
Date of BirthOD/MM/YYYY) - - I
(In words)
Date of continuous appointment : Date
to the present grade
Grade:
Present post and date of ; Post
appointment thereto :
: Date
Period of absence from duty (on -
training leave etc.) during the year.
If he/she has under gone training,
specify.
PART-2

"(To be filled in by the Officer reported upon

Brief description of duties:

Contd....P-2/~ = =
9 Scanned with CamScanner
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: i i il e Woreh i rftcfmsi.-,(‘)’f;z\f'(')l‘:k
P]casusplcc‘if'y wrge[g/obj‘eCtiVGS/gOals (in quangxtatwc ?I‘,Ogif m i ')order‘ i pii(?our_ii'i;t; ot
yourself or that were set for you, eight to tent items O X’nnua]' Aotiohs Plans For Yand
your achievement against each target. (Example gk your
Section/Office/Department) | '

e o - 870

Achiecvements e aﬁ
|
\
}

| Targets/Objectives/Goal

_(A) Please state briefly, the shortfalls with reference to the ta:gcts/objectiVés/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets. g

Contd...P-3/-
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FRe S R U SR R SR e R

(B)  Please also indicate items in which there have been significantly  higher
achievements and your contribution thereto,

rﬂ,...,..-

154

i L SO S

Dated:

Signature of Officer reported upon

PART-3

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

(Please read carefully the guidelines before filing the entries)

Aa) Asséssment of work output (weightage to this Section would be 40%)-

Reporting Reviewing Authority | Initial of Reviewing
Authority (Refer Para-2 of Authority
- ' Part-5) :
1) Accomplishment of planned .
work/work allotted as per .
subjects allotted ‘ _ A
ii) Quality of output | ]
iii) Analytical ability |
iv)  Accomplishment  of , ]
exceptional work/unforeseen ~
tasks performed
Overall Grading on ‘Work ‘ \
Output’ ' _J\J

Contd...p.4/.
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w 4 v
v e

i ) ¥ * ~ - 'v-“b L% e 1 ﬁ:tl
st f personal attributes {weightage to this Section would be 10%%)

e T Reporting. ""mﬁ?ﬁ;ﬁi)f}: Initial of Reviewing
Authority (Refer Para-2 "f! Authority
et

{

—

]

-
L}

it

;T)"K‘n_iwde 1o work : l

ﬁ'i)”scnsc of responsibility
IR

i &
i
e sl s

WRR———

{ jii) Maintenance of Discipline
A__’_,.’—o——"’." it

iv) Communication skills
g M“"‘ e o

"v) Leadership qualitics 3

i | J—— R
vi) Capacity 10 work in tczm 1
spirit = . TS S
vii) Capacity to adhere 0 i
time-schedule . R — ——
viii) Inter-personal relations 5 ?_ 3 B
ix) Overall bearing  and -‘ : |

,;, e —————— A —— -

palit N I—— |
Overall Grading on ’ i §~ s

‘Personal nﬂrl_!gg‘lq‘

wweripbad b ")".v")

(©) Assessment of functional competency { weightage fo (s Hection
T Reporting ’;Rn-kiu&'é Authorify E Initial of Ieviewing
(Refes  Para-2  of Authority

Authority i
| Part5).

B

e S O

~

R

.
PRERS——

—— T g

- of

i) Knowledge

Rules/Regulations/Procedures : |

in the arca of function and 5

ability to  apply e | |

ii) Strategic planning ability f |

i) Docision making ability | |
vy Coordination ability |
¥y Ability to_motivate &0

e Mﬂ____‘______,_._.‘«-——-—"-"r A

e Comtd.. P8~

Scanned with CamScanner
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~ GENERAL - (PART-4) e

Relations with the public (wherever applicable) o
(Pleasc comment on the Officer’s accessibility to the public and reﬁponsiv' ‘ i
. Nk eness to their

needs)

R o i i i 5 : & AR “

.‘ | JI-"Y' ::‘

2. Traimng
(Please give recommendations for training

effectiveness and capabilities of the Officer.)

) .

3. State of health:

4 Iﬁtegrity ' ' . g
(Please comment on the integrity of the officer) ! iy
ket :
= - | ':Cqud..iﬁPgG/_ .
13
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I (B

on the overall qualitics of the officey

4 Pen Preture by Reparting Officer (in about 109 words) A :
Sy " ( achievements, significant failyye

including arca of strenpths and lesser strenpth, ""”“"”"”’“'_)'
{ref 3(A) & 3R of art 2 and atitude towards weaker sections.

[T ————————————————— i

:
|
|

e e >

5. Overall numerical grading on the basis of weightage given in Seption A, B and C in Part-3 of

the Report.

' |

Signature of the Reporting Officer

Place: ~ Name in Block Letters:
Designation:
Date: During the period of Report:__

PART-5

<

1. REMARKS OF THE REVIEWING OFFICER.

Length of service under the Reviewing Officer -

5. Do you agree with the assessment made by the reporting officer with respect to the work

output and the varjous attributes in Part-3 and Part-4? Do you agree with the assessment of

reporting officer in respect of ‘cxlraordmary achievements/significant failures of the officer

reported upon? [Ref. Part-3(x.“s.) (iv) and Part-4(5)'] : |
(In case you do nol agree wzth. any of the numerical assessments of attributes please record your

assessment on the column provided for you in that section and initial your entries,)

Yes No

Contd.....P-7/-
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4

; feeol RARafaearerr UNIVERSITY OF DELHI

AR REO/aRTs S WErawaFd W iR WA T ¥,
‘ aiff® wrifasaer sgeaier RoE R
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIO

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY
+ ASSISTANT .

FACULTY/DEPARTMENT/OFFICE

AT au/3Eaf &1 wiRdes
REPORT FOR THE YEAR/PERIOD ENDING--

s 44T ¥Fds sWRT PERSONAL DATA - (9T PART-T) |

IR w1 oa|

Name of the Officer,

. >
Sedidi (1oA/AGATAY)
Datc of Birth(DD/MM/YYYY)

daAT- 43 A oenar fAgiea & fafy
Date of continuous appointment :

to the present grade

- T e IEERd Sy
HIFA/A T @ w6fOd & ?

Whether the officer belongs (0
S.Co8, T/0BCY .

. adTie 92 aur 3§ a¢ fgfEa 4 fal

Present post and date of7

Sapcitment thereto |

. (%IRS[ H In words)

ERCGICD Date

AT Grade:

-

ue

POSwe

\

Aot B R R i s AV T

FYmea e . A - e . .
AR & T TS s N LIS S SRRPUY oy~ G, W BN

15

: LR ‘
SRR RN NG N P

. & Pt OO
B A
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'2d
B

' Eﬂfr & Fr FEasE uf&zt 3T mstq?’f v fAuiRa T g ar 3nq$ﬁm

= . AET PART-2 :
. (P R H wReT Forar ST 30 g A e )
(To be filled in by the Officer reported upon)

n of qutics:

f&T mmm wiared ﬁTﬂW‘_B‘ﬁef descriptio

3ot (AR A fer wit #) et B mmﬂ’&qmﬁmé:}ttmqtémﬁ‘jﬂ’(q@ﬂ? e

A 39T Iqafey FaT |

(W-m_mmmatﬂv/ﬁﬂmé:mmﬁﬁﬂﬁm) i '

Please specify tart:’.,etS/Objecti'Ve:s‘lgoals tin quantitative or other terms) of wo_r_k.you_ set for :
| - the order of priority: gnd your

yourself or that were set for you, eight to ten items of work in’
achievement against each ‘target. .
(Example Annual Action Plan for your %ggton/Ofﬁce/Depanment)-

Y /3y QeAd ' sqefeurdr

Achievem_cnts

Targ cts/Objcctives/Gonl

7

-

R T 5

i) g e A e e Az e F e # A St F1 BAT A
#ﬁé@uﬁﬁma‘tmﬁ%ﬁémwﬁmwt » -
Please Sm‘il_me“-\"’. he shortfalls with reference to the targets!objf‘:gtiv'es/goals referred 1o in
jem 2. Please specity constraints, if any, 1n achieving the targets. :

e

e —————rT
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JizarerTeR Hfger &

3!
'-1\ pav

\umuu. al ulem“
il e K where I ! fers W

‘your contribution thereto.

“‘,;(aa)mmmwmmﬁmm “ S
"-uhmﬂa?raﬁﬁmam b 3@3’ 34l m@ﬁﬁfrﬁm

Please also mdxcate items in whlch there have been sxgmﬁcantly h]gher achlevemems and

~

3 ; o

auamﬁwﬁmwmﬁﬂm

mﬁ%mqéa?ﬁma‘%ﬁ
aﬁaﬁmaﬂéaﬁluﬁaﬁ’ra’rw-

zﬁa&ﬁgwa&ﬁmza?ﬁa&aﬁmm
aﬁmﬁﬁaﬁl@ﬁlﬁrm|

Please state whether the annual return on |mmovable property
was filed within the prescribed date i.e. 31° January, of the year followin

If net, the (l'ne of filing the return should be gwen

for the precedmo calendar year

G _liv" {3

- i ‘,
aﬂmaﬁaﬁaﬁm%mm

- Signature of the Officer reported upoil

311?TPART-3 G e

mﬁzmaamﬁ:mmmgsﬁmoa;amﬁ

| i o1 gfaded au‘rgaféc’-ﬂﬁ
Umﬂazﬁ?n mzzraﬁz@?ﬁ'c:a?raznm%l

a.‘io\” ' \_7’.(..‘ 1‘ = gﬂﬁ-' ,_l_,b < C.ru Dd rC‘l W 'l’lU 'luth«_)nty Whl(‘h Shﬂul(l bC ona SC{I|€:
=C V.Ie u_ f" ¢ 05
i 1 D qwardec I‘ 10 10.the hwhut :

1‘1{: Jow est "mde 1m
qﬁi?za’lm’rsrr" q%ﬁﬁen-aﬁ"ﬁﬁe-qmqua) :
(:{rﬂﬂ L

.17, "
Scanned with CamScanner
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]
|

g —

qﬂféﬂ’ﬁﬁrmﬁwﬂ

D) o ﬁlﬂﬁ?ﬁ FA A aRyuTanfawgt éﬁ
mwmmwmi ma

Accomplishment  of planned Work/wo!rk

| Reporting Authority

Revxewmg Auth ority |

allotted as per subjects allotted'

:n)a?l?iﬁsma?ra?rm

Quality of output

iii) fAvAeTeAF T

-Analytical ability R
.v)maﬂz& aﬁ’rqﬁcrvmlﬁm JAEL

Hmﬁa ooy Accofnphshment Lo £
cweptxonal work/unforeseen tasks perfonnéd ‘ ‘ 4“

o W GEARECIET AZAOverall,
Gr l(hno on ‘Work Output’

-~

Initials

) 5ok (m),wﬁmmﬁﬁmmaﬁmm@wmwaﬁrw%m‘

!

(B)

Assessment of personal attnbutes (welghtage to this Section would be 30%)

wﬁﬁ‘_aﬂ PHRERRY
Reporting
Authority

Revxewmo Authorlty

:)mrﬁ}@aﬁ

AR

\llllude Io work

én;ﬁrﬁaﬁma’m

i Sense of re:ponsnblht)

‘_m)gmsrm:rm JXETOT

! Mudintenance of stcnphne

L iv) T e

- Communication skills

- -,;Ei'\)-}r‘am

_ Ieadership. qualmes :

YRR

N m @ e A éﬁrefr a'mfr ﬁ aﬂm

s lh ll H\ HAR ““'l |n te dl]‘ \""!l

A

ggimide
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5

] \gHaTeAF -TeTHAr. wmmm
j
i

o SRl W R A B e

ixygerr ofd g =@affas Overall bearmg and

l

i lmlmh ;

|- i Rt k)

Capacity to adhere to time-schedule
Vili)REIT e F T -Fay
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FATAFEAnnexure-1

deicn® AoliEe & ww oo st wrdn Rk
Guidelines_regatding filing up_of APAR with _numerical grading

4 : ' L

wioam & sarn RN om0 GREEE au gafoa o 33 ge e afge

The colitmns in the APAR should be filled in with due care and attention and ‘after devoting
adequate time. i

'

ap s A s &1 ma 2 F B @lie (Rde s ar Rdvant o g Pee
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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
orade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2

or 9-10 arc expected to be rare occurrences and hence the need to justify them. In awarding a
numerical grade the rcponme and reviewing authorities should rate the officer against a larger
p(\)pulanon_of his/her peers that may be currently w orkmo under them.

vhesm &1 8 @ 10 & dw ® @feto It A Sren quw gieRereEea S
3mm®mmtmmg_ﬁmml '

APARs graded between $ and 10 will be rated as “Outstanding” and will be given a score of
9 for the purnose of calculating average scores for empanelment /promotion.

mﬁumanﬁamﬁﬁcﬁaé:émmaﬂmw“agam‘%mm%m'mﬁ_?ﬁm
S| ;

APARs graded between 6 and shon of 8 will be rated as “Very Good™ and \vnll be given a
score  of 7. : -

7
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APARs graded bu\\ een 4 and 6 short ol 6 will be rated a5 * ‘Good * \hd oi\'en. a score of 5
3 a 4 W'

QU @1 4 A e aalfaRer g e S
APARs eraded below 4 will be given a score o *Zero™,
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, Time schedule for preparation/com leﬁamgfg}l’ﬁ_ﬁ
. {Repotting year - Financial year)
|: 1 T R _:' SRR 5 N.«WM«W-«MM”M aibiaasiaants (S
S.Np. | Acrivity Date b’“’“ﬁw—lﬂfﬂ.’m .
I | Dt s ol blak APA : il i SO ST &
C,n‘;bm:am!’ ._of b!srﬂ. APAR forms to all | 317 March.
, cu tne -”( i.e., to officet to b repotted upon | (This may be completed evena week
’ jere 5¢ _appraisal has to be given and to | carlier).
| reporting officers where self-appraisal is not be
given). 1 b
2 kot e - ; oy e - -——“"”""—“""M“J
| g.lfbmxgs'mn ol self-appraisal to reporting officer | 13" April
j by otuicer to be reported upon (where
applicable).
3. Submgswn 91’ repdrt by reporting officer to 30" June
g reviewing officer. : .
| 4. Report 1o be completed by Reviewing .Officer 31° July -
: and 0 be sent to Administration or CR
! Section/Cell or accepting authority, wherever
! provided. :
IR S PR
3, Appraisal - by accepling authority, wherever 31* August C a e '
: provided. - ;
S : =
i 6. (a) Disclosure 10 the officer reported upon where | 1" September S %
; {here is no accepting authority. :
! i
s ' '
: (b Disclosure to the officer reported upon where 15'_h September
| here is accepting authority. A
i ' L - ~ < ~
7, Reccipt of representation, ifany, on APAR. 15 days from the date of receipt ol
8, {rorwarding of representations 10 the competent ' :
: authority. ‘
A . AR SRS U B
g | ta) where there 15 DO accepting authority for | 21 September
: APAR. -
b . /
: : : i _ e .
by  where  there s accepting authority for | 6" Qctaber . ..
LAPAR. :
9, "—li‘_”f‘""'"‘"" --:--M-—W"**—"’;'*"”'-‘ ”T”M T rom the datz of =
26 Disposal of  répresentation by the competent | W ithin one month from the due QO
s authority. ’ | receiptof representation: o
:‘ im~w--“ ‘f"-—-——""—_" /,v " - 2 ,,,,_,_,____.—-.—-« """"‘——"_—ﬂi:‘il ' ]“: ........ "'—-’;‘A‘"-'n;)\.. ik ‘::‘..
i f}""”“ml&"ﬂl!l‘m'ol’_lhc‘ decision of the competent - 12 Novemoer. - : ~

saiionit o e representation £

pICARE
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UNIVERSITY OF DELHI

(Confidential Report for Professional Assistant / Semi Prof. Assistant)

PERIOD OF REPORT FROM ... c.ccumumssssssncss
will use the under given rating system.

S L 0 BN Y SRR AT D

L. Reporting Officer / Reviewing Officer w
Assume that the person naturally deserves ‘4’. Then rate him/her either ‘4’ or less ‘4’
or more than ‘4’ on the basis of the enumerated criteria or first hand experience with
the incumbent as him/her senior officer.. :
0. No Knowledge of the particular aspect being evaluated,
1. ‘Very poor and unacceptable. ‘
2, Poor i.e. not Satisfactory at all.
3. Less than satisfactory.
4. Satisfactory i.e.-Mee’s accepted average standard.
3. Good i.e. above average.
6. Very Good i.e. Much above average.
7. Outstanding i.e. Too Much above average.
2: Work out the average rating of each section and the overall assessment of the
’ incumbent should be the average of the sectional average. :
PERSONAL DATA
(To be filled in by the incumbent)
I Name - 0 - e 0 et T T ek B
2. Designation e PR e
3. Permanent/Temporary e
% Quilification” - L it menEReleiUN gy
s DaeofBith o AGe...oiiiiiiiannienins
6. Date of appointment / promotion to (he . eeesesrmesesssireinnensmni G gttt
present cadre
........ Basic Pay T .....coen.
7‘ Pay Scale .............. y
it ope Db i i worked b et g T

during the year

257
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9. State i{‘ you did any noteworthy work ‘
which increased the output/efficiency
during the period under review

(Signature of the incumbent)

Date:

SECTION 1: PERFORMANCE OF DUTIES SPECIFIC AVERAGE
' : RATING RATING
1.1 Knowledge of routines and procedures
in the assigned areas of work.
a)  Secretarial-cum-Personal Assistance = ..oceeeeeens ve e
to Library Officers
b)  Acquisition Work ; o daaseiesecugaswas | ieoveems vl
c) Periodicals Work s e SR
d)  Processing Work e D aasresamsmmliol
e)  Circulation Work AR s pntmegiois % gemen senmndie aws
f)  Reference & Assistance to Readers I SRLRPELRLE
Work :
g)  Establishment Work : o8 ipmeamunemnan | edmesesas s ssamase
h)  Accounts Work R A
i)  Binding Work b emasiminsdgiessmss . . smesgewsnsieiiesis
i) Stores Work S RNt -+ L. o 1 1l PR 7
k)  Despatch Work e R T R R T
Contd...P-3/-
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Mainten, AN :
ance of Officia] '
" Ié: ] &

val of papers e,

les, papers with

------------------

1.3 Abili '
ty to draft notes, letters correspondence ete

1.4 Output rating

------------------

1.5

Proficiency & Handwriting in languages:

a. English

b. Hindi

------------------------------------

. Other Indian Language

------------------------------------

------------------------------------

d. Other Foreign Language

1.6 Degree of neamess, accuracy and promptness in

preparation / disposal / typing / performance of
a. Catalogue Cards

b: Bibliographics @ =00 7 issedieedegese schipivoliesd

c. Stencils

..................

d. Official papers e

e. Otherthings,ifany ...

ASSESSMENT OF OTHER QUALITIES AVERAGE RATING SECTION\

2.1 = Ability to make physical efforts and to handle e S B At
arduous assignments i.e. Industriousness ~

2.2  Ability to exercise mental capacities i.e. intelligence, T PN SOl 1 i 5
alertness, keenness etc,

23 Punctuality in observance of office hOUIS  ©  ceiiiiininsnneaaeee

2.4  Frequency in availing of leave : T ettt »

=25 Disposal'ofassigned work i.e. Dedication to clear RV OER LA T A e L o
’ the assignment with speed, accuracy and promptness :

Contd..P-4/-
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o BT

....................
............
......

Regard for and degree of willing cooperation with
official authoritics, office orders, office procedures etc.

Relations and willingness cooperation with colleagues
and subordinates

............................
...........

Px:opcr maintenance of ‘Daily Achievement Record’
with regular attestation from concemed library officers

AVERAGE RATING OF SECTION 2

OVER ALL ASSESSMENT

....................................
- ..

Arrange rating based on above sections

.......................................

Assessment of integrity in terms of conduct, behaviour
discipline, productive, confidence, maintenance of official

matters etc.

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

.......................................

Proposal about confirmation / promotion / crossing
of E.B.

Date Signature aI{d Designation
(Reporting Officer)

Date:

Date:

REMARKS OF REVIEWING OFFICER

Signature and Designation
(Reviewing Officer)

REMARKS, IF ANY OF THE UNIVERSITY LIBRARIAN

UNIVERSITY LIBRARIAN

sk ke ok o o e ok o ok o o
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feeell faRafaearery
University of Delhi

Annual Performance Appraisal Report
(Assistant Professor Stage | and Stage 11)

As per CAS 2018
(To be submitted at the end of every academic year)

Academic Year
(Information provided should pertain to the academic year referred above)

PART-A: GENERAL INFORMATION AND ACADEMIC BACKGROUND

1. Name (in Block Letters):

2. Father’s Name/Mother’s Name:

3. Date and Place of Birth:

4. Sex:

5. Marital Status:

6. Nationality:

7. Department:

8. Current Designation and Academic Level:
Q. Date of Last Appointment/Promotion:

10. Category (SC/ST/OBC/PWD/General):
11. Address for Correspondence (with Pin code):

Address:

Telephone No:

Mobile No:

12. Permanent Address (with Pin code), in case different from SI.No.11:

APAR as per CAS 2018 (Assistant Professor)

Page 1 of 8
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feeell faRafaearery
University of Delhi

13.

14.

15.
@)
(b)

16.

Academic Qualifications:

Examination Name | University | Year of Percentage | Division/ | Main
of Passing of Marks Class/ Subjects
Exam obtained Grade

Graduation

Post-

Graduation

Other

Examinations,

if any

Research Degree (s)

Degrees Name of the Title of dissertation/thesis | Date of Date of
University submission | award

M.Phil.

Ph.D/ D.Phil.

D.Sc/D.Lit.

Courses taught at various levels during the academic year (Name the course giving details):

Field of Specialization under the Subject/Discipline:

Undergraduate:

Postgraduate:

APAR as per CAS 2018 (Assistant Professor)

30
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fgeelr farafacarea

University of Delhi

17. Details of Course/Programmes/Workshop/MOOCs attended or completed.

17.1  Details of refresher/orientation course/research methodology/workshop/syllabus up-gradation/
teaching —learning-evaluation/technology programmes/Faculty Development Programme

S.No. | Details | Place Period Sponsoring/Organising Agency
From | To

17.2 MOOCs completed with e-certification

S.No. | Details Subject Certification | Date of Level E-
of providing certification | (UG/PG/Other) | certification
MOOC agency no.

17.3 Contribution towards development of e-content/MOOCs in 4- quadrants

S.No. | Details of E- Quadrants | No. of Course | Sponsoring | Year | Level
contents/ developed | Modules agency (UG/PG/Other)
MOOCs in

4-quadrants

17.4 Contribution towards conduct of MOOCs

S.No. | Details Subject Sponsoring | Level E-
of agency (UG/PG/Other) | certification
MOOC no.

APAR as per CAS 2018 (Assistant Professor)
Page 3 of 8
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fgeenr faeafagzre

University of Delhi

PART-B: ACADEMIC PERFORMANCE ASSESSMENT
(Please refer to “Detailed Guidelines” for completing Part B)

SECTION B.1:

TEACHING, LEARNING, EVALUATION RELATED ACTIVITIES

1. Teaching Activity (Details of Lectures, Tutorials, Practicals, and other teaching related
activities)

Grading Criteria:

1. 80% & above — Good
2. Below 80% but 70% & above — Satisfactory
3. Less than 70% - Not Satisfactory

S. Year/ Course/ | Level Teaching | Lectures/ % of
No. | Semester | paper (PG/UG) | Mode Tutorials/Practicals/ | Assigned
Other related Classes
activities Taught
Classes Classes
Assigned | Taught
Grading
SECTION B.2

ADMINISTRATIVE SUPPORT, PARTICIPATION IN STUDENT’S CO-CURRICULAR AND
EXTRA- CURRICULAR ACTIVITIES, PERSONAL DEVELOPMENT RELATED TO
TEACHING AND RESEARCH ACTIVITIES.

2. Student related activities/ Research Activities
Grading criteria:

Good - Involved in at least 3 activities
Satisfactory - 1-2 activities
Not-satisfactory - Not involved / undertaken any of the activities

(@ Administrative responsibilities such as Head, Chairperson/ Dean/ Director/coordinator, Warden
etc.

Designati| Institution/Departme Period

S.No. o nt

Nature of Activity From | To

APAR as per CAS 2018 (Assistant Professor)
Page 4 of 8
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feeell faeafacare
University of Delhi

(b) Examination and evaluation duties assigned by the college / university or attending the
examination paper evaluation.
L - Period
S.No. Nature of Activity | Designati Institution/Departme
on nt From |To
(o) Student related co-curricular, extension and field based activities such as student clubs, career

counselling, study visits, student seminars and other events, cultural, sports, NCC, NSS and
community services.

o Period
S.No. Nature of Activity Level | Institution/Departme
(UG/PG) nt From | To
(d) Organising seminars/ conferences/workshops, other college/university activities.

S.No. | Details | Place Period Sponsoring/Organising Agency
From | To

(e) Evidence of actively involved in guiding Ph.D students.

Level of Guidance Registered Thesis/ Dissertation Degree Awarded
Submitted
Ph.D.
() Conducting minor or major research project sponsored by national or international agencies.
S.No. | Title Period Major/Minor | Sponsoring/

Funding Agency

From | To

APAR as per CAS 2018 (Assistant Professor)
Page 5 of 8
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feeell faeafacare
University of Delhi

(9) At least one single or joint publication in peer- reviewed or UGC list of Journals.
S. Title Journal Year | Vol. Page ISSN Impact Whether Authorship Reference
No. of the Name No. No. No. Factor SCOPUS number of
Paper Indexed UGC -
CARE List
Note:

Impact factor to be determined as per Thomson Reuters list

The Authorship is to be filled as follows:

. One of Two Authors
. For more than two Authors:

e First/Principal/Corresponding Author

e Joint Author

OVERALL GRADING FOR B.2

No. of Activities covered™

Overall grading

*Note:
Number of activities can be within or across the broad categories of activities.

(Please attach supporting documents as per requirement)

SUMMARY OF GRADING FOR THE ACADEMIC YEAR

S.No. | Activity Section Gradation
(To be given/verified
by HoD)

1. Teaching Activity B.1

2. Student Related /Research Activity B.2

Overall Grading for the Academic Year for the Section B.1 and B.2*

*Note: Overall Grading for the Academic Year is to be defined as follows:

Good: Good in teaching and satisfactory or good in activity in Section B.2. Or
Satisfactory: Satisfactory in teaching and good or satisfactory in activity in Section B.2.
Not Satisfactory: If neither good nor satisfactory in overall grading

APAR as per CAS 2018 (Assistant Professor)
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University of Delhi

PART-C: OTHER RELEVANT INFORMATION

@ Membership/Fellowship of Learned bodies / Societies:

(b) Literary, cultural or other activities (e.g. attainment in sports etc.) in which the applicant is
interested and distinctions obtained:

© Please give details of any other credential, significant contributions, awards received,
responsibilities, etc. not mentioned earlier.

(d) Future Plans (In approximately 150 words):

LIST OF ENCLOSURES: (Please attach self-certified copies of certificates, sanction orders, papers,
etc. wherever necessary)

1 11.
2 12.
3. 13.
4, 14.
5. 15.
6. 16.
7. 17.
8 18.
9 19
10. 20

APAR as per CAS 2018 (Assistant Professor)
Page 7 of 8
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feeell faeafacare
University of Delhi

PART D - DECLARATION

I have read the applicable guidelines, which are binding. | do hereby solemnly declare that the
information given, the statements made and documents uploaded with this application form are correct
and true to the best of my knowledge and belief. If any information given by me in this application is
found to be false or misleading, my candidature is liable to be cancelled and | may be subjected to
legal/disciplinary proceedings.

Date:
Place:

Signature & Designation of the Applicant

The particulars given in this application have been checked and verified from office records and
documents enclosed are found to be correct.

The gradations have been verified on the basis of the performance of the applicant and the credentials/
documents provided and enclosed herewith by the applicant.

Head of the Department/Centre

APAR as per CAS 2018 (Assistant Professor)
Page 8 of 8
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