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-Gt (SrTet), 5o wiar-181143, SH (S T HvHR)

Rahya —Suchani (Bagla), District Samba -181143, Jammu (Jammu & Kashmir)

qRABId FYE T & HHAN]
s BTG Heaidh Ufade

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR LIBRARY GROUP ‘C' EMPLOYEE

HHATNT BT

Name of Employee .......ccooomumrmmimismnsnsssessssassns sns e s sssse sans sns sns snsses

JHIT 9¥ /@i &1 gfedes

Report for the year/period ending :.......c.ccccovrrurrannersensenss




CRICRECI N

PERSONAL DATA

T — 1
PART -1
(B9 HHaRI aRT W)1 Y it Rard fordl ST 7 )
(To be filled in by the employee reported upon)
1. | TFART BT AT ceevereveieiieeesesssees s et sss st ses st st ssssessbssse et sssssessssesssssssesesssassesesssaessessssssssanssssses
NAaME Of the EMPIOYEE ...ttt et st ste st st e s et e s bt e s se e e e aes
2. | o fafer: v /am /a8 Y2 . (FMET H) vt
Date of Birth (DD/MM/YYYY) ......... Y (1IN WOFAS) vt
3. | GTRT TG BT UGTTH wevevereeeerirereeeteieeesseesessaeses st sesess et ess s ssassssssssesstasasessssses st sssassatesesasssassesssssssssssstassssessses
DesignNation Of POSt NEIA ......cociiieieeec ettt e sttt s b s erssre et sae s
4. | T BHART ATGITT ST/ TITCITIIT BT B 2.ervereesveseesesseessssssssmsssasssesssssesssssssssssssssssessessessessessssessessessessessans
Whether the employee belongs to Scheduled Caste/Scheduled Tribe?.......cccccoveevvvevreevrercnnenne.
5. | 9 IS H waq gl o ane TP vvvvverrrsrsrrrre D
Date of continuous appointment in the Date .ooeveverrrreeerne (C]=To [T
present grade
6. | 99 & IR el TR TS R B & BRI
SIS A ATURARY BT 3rafey
Period of absence from duty on leave,
training, etc, during the year




T — 2— W—eH
PART — 2— SELF APPRAISAL

(B9 HHARI §RT W’ oY, s Rare fordy S 8)
(To be filled in by the Employee reported upon)

(@uan ufaftedl == ¥ el ol Pl eJYdd S of)

(Please read carefully the instructions before filling the entries)

1. Sl BT e favor
Brief description of duties

2. e T e qH qY /3afd & IR AMUS gRT Y TQ B HT Glerd AR—gd
(feam ST T WR—J 100 ¥RT W AfdE 7 2
Brief resume of the work done by you during the year/period from .................... to
............................ (The resume to be furnished should be limited to 100 words)
RN/ Place:....uncecerereenns HHART St Rue fordt oI ], &1 swer

fAi®5 / Date fueeeceeersneennns Signature of the employee reported upon




AT — 3— RUIE forem arel IR §RT i
PART — 3— ASSESSMENT BY THE REPORTING OFFICER

(@ wRfed! W ¥ usd Ru—ASH @) ergde ue )

(Please read carefully the guidelines before filling the entries)

1. gfraed ISR gRT IS 07/ faRiar & efifdres AT < S =nfeg Sifd 1—10 6 & T9H R
BT =1y R 1 &1 arend feas Bife 9 3R 10 &1 arcd Seaad dife | R
Numerical grading is to be awarded for each of the attribute 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.

(@) BRI fAyUIeH &1 Jeuie (59 @US & avoiE 40 fiwa anfl)

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

Rure forem |HET U §RT |eeT
Tt AR | HOfa U (@R = | WY @t

g e T 2 ¥ WEAd T8 ?) SAMEMER
P Revised Grades by Initial of
Grades by Reviewing Reviewing
Reporting Authority (if Authority
Authority | doesn’t agree with
col.2)
1 2 3 4
i) AreTEg B/ fafed fRfwdl & sgaR afafed
BRI DI QT HIAT

Accomplishment of planned work/work
allotted as per subjects allotted

i) BT T oI
Quality of work

iii) faweryoee A
Analytical ability

iv) sraaTeTetd HTd @t gRgetar / fasd U e
Eap

Accomplishment of exceptional
work/unforeseen tasks performed

forta a1t W g AR oo i 9 ivl/4
Overall Grading on ‘Work Output’[i to iv] /4

(@) Fafdes o1/ faNvar &1 Jeuie (9 @vs & 7ol 30 Uwd  8Rf)




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

R forem THET TG §RT e
aral 9T I (@ w1 2 | WRERY @t

S| BEAN ¥ g TE B) JATETER
g7 e Revised Grades by Initial of
I IS Reviewing Authority | Reviewing

Grades by (if doesn’t agree Authority

Reporting with col.2)

Authority

1 2 3 4
i) ® & v sifgfa
Attitude to work

i) STRERIE H e
Sense of responsibility

iii) ST Y G
Maintenance of Discipline

iv) FRIYUT PHrere

Communication skills

v) faeemumes argan
Analytical ability

vi) T # ST HRA B AR

Ability to work in team

vii) TFI—MT BT 9o B BT ARgr
Ability to meet deadline

viii) efoRaafaad dde
Inter personal relations

Fafaas T[0T/ a1 o\ AT [i @ viii]/8
Overall Grading on ‘Personal Attributes’
[i to viii] /8




() TPrETHE AT & Jedidhd (39 @US Pl aveig 30 Ufawd srf)

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

R forem THie Uferere i
arer gV Eefta O | wifdend @

KIEEaN] (@fs w12 9 STEmER
g1 fe |EAd 8 ) Initial of
™ IS Revised Grades | Reviewing

Grades by | by Reviewing Authority

Reporting Authority (if

Authority | doesn’t agree

with col.2)
1 2 3 4

i) for / faferm / qeaarera @ & # ufearg vd S9a w8l
TANT &1 STAHRT
Knowledge of Rules/Regulations / Procedures in
the library and ability to apply them correctly

i)

Familiarity with Library techniques and methods
such as library classifications, cataloguing, etc.

i)

Familiarity in use of computer applications in the
library field

iv)

Keenness to learn and update himself/herself in the
area of library information services

v)

Coordination ability with users

TSRS el IR Gl e Sofiaxor [i & vil/5
Overall Grading on ‘Functional competency’[i to vi]/5

feaof:  www AT, FiRa o1 T8 TRelE & UM 4 Fodal & TAd WE © Aga @ AT TR R 86T |
Note : The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.




AT / GENERAL
HET — 4
PART -4

1. ST @ A1 GUD (SRl Pel AN Bl) (FUAT AT D ARTBN b Ugd DY AFAAT R SADT Srexdl B AT
IR W fewef )

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

2. TRIET (HUT JHRT B FRIRAT AR ST &9 H IR A o A= B e | afmer o1 RwRe <)
Training (Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Officer)

3. WY &l Refa
State of health

4. IIfTST (AR & FafTeT W femo &)

Integrity (Please comment on the integrity of the officer)




6.

Rurd fog arel AR gRT AIf¥GRT & ggs T[ui 3R HH IO, SRIRY SUAfr, Fe@yel Sl ok
FHAGIR a1 o UfT Y AR IS T 0 & T H GRS BT AMEHAT (I 100 TRT H)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including areas of strengths and lesser strength, extraordinary achievements, significant failures
and attitude towards weaker sections.

RUé & 97—3 H WU b, G AR T F < T3 TN S MR W 10 & T R THT ARG Pife

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

Rurd foram aral e @& xR
Signature of the Reporting Officer

A6 R H A ¢

RUIc @ srafer:
e e s During the period of Report: ......ccccccvevvevvecrcnenne.




AT — 5 G ARSI g1 aifgfaaar
PART -5 REMARKS OF THE REVIEWING OFFICER

4.

FHIET AMBR & Ted HaT biel
Length of service under the Reviewing Officer

RUAT AT B e 3R 93 T1 9r—4 H A= ol / fewameii & wdy 7 Rurd foeaq aret sfeer
ERT fdy T BT ¥ FeAd &7 (e 9RT—3 3R 9RT—4 (5)) (If amq Tonf / faRwdrall & fodl 7 o1l
AP A FeAd T8l © A 9 W W MU oy Ay 7Y W H SUAT AeAidT Gl By SR ST ufafteat
TR YT IATEMER )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 & Part-4? (Ref: Part-3 and Part-4(5) (In case you do
not agree with any of the numerical assessment of attributes please record your assessment in
the column provided for you in that section and initial your entries)

FAEAT B BT RAT 3§ HUAT $/D BROT IR, 9T Pls VA A1 & O AT HFB gaal1 T SireT drsd 87
In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

IS /IS TR & HT e &1 qaidd o3 # Rure fores are ey @ aifgfed
The attitude of the Reporting Officer in assessing the performance of SC/ST officer




6.

FHET AAFRY GRT HoH TRAR | FIAT FHAAET B (T 100 Tl H) Rreadt ey o wawd faeryarsit
B A & Ud HH A & Ud SEd! gad 9Nt & ufa fvgfcd et @

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.

RUIE & WIMT-3 & TWe—®, We—T TAT W~ # < TS TRoNE & R W AT ifhd AT
Overall numerical grading on the basis of weigthage given in Section A, Section B and Section C
in Part-3 of the Report.

et BT B BXAER
Signature of the Reviewing Officer

T ATh BRI H:

yfaeT @t srafy #:
e e During the period of Report: ......ccccvvvvveveneennne.




i Gl

INSTRUCTIONS

aiffe e geaied RuE te dsdql S &, I8 JIeR & SRI—wres &1 gedied & & oy 8k
IS BRI H M B IGIA & forw Aeayof THeR Sueel Fxardr 2| fd: a8 Afder) far Rurd fodt o
2 3R RUE fora arel e iR AHlern ey &7 91 ey & A1 39 B & W B ReaR)
e =Ry |

The Annual Performance Appraisal Report is an important document; it provides the basis 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.

R fora arel AR & I8 Heqd He1 a1y & ST Igavd ISR & fAF™ &1 8, e a8 Fu
qIfIE AW BT UEA W | T8 TP I ge arell Ul T 2, afced ve Rerarets ufear § | Ru form
Tl JIABRYT R FHET PR DI, 9 IfeRY, Nrasr Rure fordt S 8, & o fowares, et srerar 97
fdae & BT I+ RUIE # fores | Hora F81 &A1 amevy |

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

Y A WA & W SR T W daR W) S A1y | R @Y MERAe AR W Sia $UR AR W W S
BT B3 |l YIN Sod ARTHRAT BT Ted: IdT el ST |

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 discernible to the higher
authorities.

e el PRI §9 dad A & b RUIS forkaw arel sif¥eR) 1 Sfera A ok & & a1 € Rure forg
A TE AN— iV AE 2 § 9 99 MY Tl P/ BT | WRAR 9 pigfad @ Rurd forad arel
B & MU= A # ufae wefr |

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

TP SR JUHIHSD T I ST TV | Hadd I BISHR o8l I&Hb Pifc ol ST 31 | SUtel HRaral AT =
IR PI U o 1S ST & | Wl 3R Ugael] BT e-ydds g7 Oy 3R g SR Rbls R dlel ADHRI &
I BT [l ST F SN | I R AR 98T HT YA fHar S |

Every answer shall be given in a narrative form except where numerical gradings 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.

RUIE foram aret 1N, 9 ¥R et Rurd fordl o &, & ad & g% # a¥ § @ fHy I arel ey
AT | Afe PIs OB Ruekfi a¥ & fore o7 ug w™Terdr 8, O 39 g @ el 947 Ug 9T & Ry ad
g Se | @/ e A, AT ifeRat gRT W w9 W 9 iR wHe o =@nfRy |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers 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 understood by
the both the officers concerned.




10.

11.

JEfl Awres qedied af d H< 81 dTell RN & AR I8 b I8 AMa G [9br & U dReb a9 Fabal
2, o Rurd foraw arel iR &1 Fafid smavtal R Awres &7 e a1 a1fey iR dalie ganfe & Arad
A GURIAD Hed IS a1y |

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 etc.

TS b AHdl B g TAR BT @1ty [ dhas i by S drel el & HRIFTTE, R0, deR
AR A 1 A1 FATHTT IS TR U DN |

It is 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.

TE JeIihH, Ui fhy ST arel AN & FRifFwET & IR # RUIEEN oafy d@ & W g=r =iy |

Assessment should be confined to the appraisee’s performance during the period of report only.

TP B NP P BB UG AfG SH—URI B Ghd ¢ | B ug § G99 FT wWR GHI—99I UG 98 Fahdl 2 | 9
Al B Jedie & SR ARG H @ ST A1f2y 3R 39 W Sugad w9 9 feuyel @ S =nfRy |

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. Those facts should be borne in mind during appraisal and
should be commented upon appropriately.

Jifrs T & A TR B =R el feemfader
Guidelines regarding filling up of APAR with numerical grading

(i) T wrRifwTe qeaias RUE § w1 wfod e 9 &k wfa §879 o) ) I anfy |
The columns in the APAR should be filled with due care and attention and after devoting
adequate time.

(ii) IE IRl @ Ol ® 5 1 Jm 2 @ B o @i @1, (g U SR sterar U st WA Y€ @ forg)
Ry ol & Araw | IRF Tded ¥ Tai wU 9 AU/ SET WY | ¥ UBR 9 99T 10 & IS @,
fre U fRy Faf & Hdy § eifue oERmr WY 12 & U 3R 9-10 @ IS faRe AWl § BN, o
IPT A qAM BT AERASAT ¢ | AiRd! T Ay S & Ay § RuIS fo@ aret &R |#len o=
%@W&ﬁmﬁmﬁwﬁui,\?ﬁdﬁw AT BT IR T T, D U Fel AT BT gl H DI A

|
It is expected that any grading of 1 & 2 (against work output or attribute or overall grade)
would be adequately justified in the pen picture by way of special failures and similarly any
grade of 9 & 10 would be justified with respect to special 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 large population of his/her peers that may be currently working under them.

(iii) 8 3R 10 & 7 U< arell I HRf freared Jeaicd RUIE &I SRIRET A4 ST iR Uar # wnfad
fPU S / U_I=IiT g Sfd WPIR @1 U1 3R & Igaed I 9 FPR T S |

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.




fewlt / NOTE

(i)
(i)

(ii)
(i)

(iv)

(v)

(vi)

6 U 3MAP AR 8 A B9 Us arell dfie BRI AT i RUIC BT ‘9gd <87 AMT S AR 7
TR fam Se |

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score
of 7.

4 [ fdd 3R 6 W PH U dTell dIfie F1d fwares Jeaie RUE @1 ‘s@er a9 S R 5 R
e SrgE |

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score
of 7.

4 J F¥ IS arelt 9 Rt fwred Hegies RuiE &1 I R R S|

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

TSt ¥ HdfSd A B wRa # fefoRad ufear o1 urem axer @Ry —
The following procedure should be followed in filling up the item relating to integrity :-

IfY IRBRY & AT g ¥ W 2, W ar’T WY |
If the officer’s integrity is beyond doubt, it may be so stated.

IfE B Hag &, A Pl Wlell Bl &A1 oMY iR AFgaR dRag $1 91g -

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

(@)

(a)

T AT [ fewht g5f @ S iR g @ BRa # S| foweh @ ve ufy Mo R @ e
Tl ARSI ARBRI B W A9 & WY, S g8 GEAREd e b osrgadl W @ S g1 el
FAFTRT B g Her A1 I fewel a7 fotfiag wxar wwa 78l 2, Ruie aiffer) a8 e o &
g 07 B & oy AR & P BT <@ H uIiw G e o7 I [ ABR B RIATh {B
G e, S o Rerfar @1

A separate secret not should be recorded and followed up. A copy of the note should be
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.

Ife, et HRAE & IRVMEHT Heg R 8 O ©, AN B FAFTSIHIOG PR <1 =1y 3R
TEgIR T Ufdafie Mo Rae § o= & 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.

I daE @1 gfe & Wl g, Jea A fafiag @) Ry o =fey ofR sy, Waftd sty &1 wygferd
PR &I W |

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

e et PRaAs & IRUTRGRY, W8 §¥ T8l 8K 8 3R 7 8 37! gfe Rl 8, JeR & 3MMeRr o
T A & AR <@ ST @1V &R S99 918 SWE (@) IR (1) W e dRarg @ S
ARY |




(d)

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 indicate at (b) and (c) above.




