CENTRAL UNIVERSITY OF JAMMU

AT ARTAT, fSTel Alda1—181143, ST ;519 Ud HTHR
Rahya —Suchani (Bagla), District Samba -181143, Jammu (Jammu & Kashmir)

g T D ARl & o1y
qIfieh HRIFTITET Yo Ufcraad

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR GROUP “C” EMPLOYEES

HHART BT A
Name of Employee :

AT oY/ erafyy &1 ufdes
Report for the year/period ending :




IgfRe =R

PERSONAL DATA
HET — 1
PART -1
(GremafTes ST EIRT ¥RT SI10)
(To be filled by the Administrative Section)

Lo | BHART BT TTH covveeceerieeerceer et et setsae st et ses bt ses s ssssasaes st ses shebesssssas sesssesesstesesenntesssssasassssenssstesssennsassrnsaeas
Name of the Employee:-

2. | o= fafr (R /= /ad) Y S— [T ) T
Date of Birth (DD/MM/YYYY):- (In words):-

T I 11 B = B = 1 TR
Designation of post held :-

4. | FIT AT STTGAT TIIT/ TTOITIT BT B2 ueuerreseereeseeseeseseessesensessessessessessess sesessesssssssssssssssansansssssssssssssassssnns
Whether the officer belongs to Scheduled Caste/Scheduled Tribe?:- SC

5. | IO U8 H wq Fgfad o aRe AT v e R
Date of continuous appointment in the Date Grade:-
present grade

6. | I & IR B! TR TR W /A & BRI
SIS A URIfT BT 3rafdy
Period of absence from duty on leave,
training, etc, during the year




T — 2— d—HAIhT
PART — 2— SELF APPRAISAL

(39 MfEeRT gRT )T oY, gl Rurd fordl o 8)

(To be filled in by the Officer reported upon)

(@uan wfaftedt ¥R & gl ¥l Pl LAMYad Ue of)

(Please read carefully the instructions before filling the entries)

1. Pl BT e faavor
Brief description of duties

2 55 [ TP 99 /A & SR 3MMUD gRT fBY MU BRI $T Flerw AR—g (AT S arelr IR—ged 100

Brief resume of the work done by you during the year/period from 2020 to 2021 (The resume to be
furnished should be limited to 100 words)

AR g Ruid fordl S 2, &1 iR
f&Ai® / Date fueceeevereennne. Signature of the officer reported upon




AT — 3— RIS foraq arel AR gRT Jediad
PART —3— ASSESSMENT BY THE REPORTING OFFICER

(@uar ufaftedt v & gzt fRen—fdell & ermyds ue )

(Please read carefully the guidelines before filling the entries)

1. afcaed AfBRT gRT U o1/ faRmar &1 afifhe JTST &1 S =mfey Siifs 1—10 db & YA WR BT @18y
g 1 &1 Ao e dife | eIk 10 &1 aread Swaad dIfe 3 g
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.

(@) B freTed BT eaid (39 @US I aWeilg 40 Ufawd 2rf)

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

Rad foram |He WereT g Te urerer
el AfRe | o I @k w2 w BT JATAER

g1 T T SEUSERS) Initial of
IS Revised Grades by Reviewing

Grades by | Reviewing Authority (if |  Authority
Reporting doesn’t agree with

Authority col.2)

1 2 3 4
i) A P /IEed fawdl & AR snEfed
BRI BT IR HIAT

Accomplishment of planned work/work
allotted as per subjects allotted
i) BRI BT JoraT
Quality of work
iii) <®or # gt (TR iR uReEa)
Proficiency in typing (speed and accurancy)
iv) BRI | gdrorar, 9ma: MR IRt @ik
el AN BT IEETT
Proficiency in work namely maintenance of
prerscribed registers and charts etc.
frta s W g AeaR SoiaRT [i 9 iv)/4)
Overall Grading on ‘Work Output’[i to iv]/4)




(@) Fafyas Tor/favyanil &1 qeuied (9 @vs o avolg 30 Ufvd grh)

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

R forem THET TR §IRT T T
arer HiftT s (afs w2 | BT TEER
SIBCAN| HEwq 8 B) Initial of
R &= Revised Grades by Reviewing
T IS Reviewing Authority (if Authority
Grades doesn’t agree with
by col.2)
Reporting
Authority
1 2 3 4
i) @ @ ufa saifgfa
Attitude to work

i) ScReIfI B Hra
Sense of responsibility

i) STIIT FT G
Maintenance of Discipline

iv) RNl Brere

Communication skills

v) faeemomets A
Analytical ability

vi) T ¥ B BT BT A

Ability to work in team

Vi) FTHI—T BT UTed B BT AT
Ability to meet deadline

viii) efaRaafads deaer
Inter personal relations

Fafae o1 /a1 @ v AT
Overall Grading on ‘Personal Attributes’
[i to viii] /8)




(M) PrIfHS J&rar BT id (39 WUS Pl dRollg 30 ufayd grh)

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

Rard forem |HE WRrHT gRT |fvE urferera
el IR | TN s (@ w2 | BT ATER

g1 fam T |Ead TEI B) Initial of
s Revised Grades by Reviewing
Grades by | Reviewing Authority (if |  Authority
Reporting doesn’t agree with
Authority col.2)
1 2 3 4

i) FH-BT @ e § fEr / fafHt / agfoat &1
T R 32 T8 T W AN B B AFAAT
Knowledge of Rules/Regulations /
Procedures in the area of function and
ability to apply them correctly

i) T B T
Coordination ability

i) uget

Initiative
iv) HREX W BRI HA H FdIorar
Proficiency in working on computer

PIAED R FA AATHR AUHR [i & iv]/4

Overall Grading on ‘Functional

Competency’ Total [i to iv]/4

feael:  aHyr 3T, FEiRT 31 7T¢ TRelle & U # Fahdel & TS G & aRIAE S IR T ERT 8l |
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

| — 4
PART -4

ST B A S (STEf el AN B) (HUAT A B ARBRI Tb Ugd DY AFAA 3R D! SRexdl b URT IR R
femof <)

Relations with the public (wherever applicable)

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

TRRTET0T (HUAT TSR B HRIRAT AR BRI &A1 § GUR o o AT Bl gite | giRrerr 31 RwiRker <)
Training (Please give recommendations for training with a view to further improving the effectiveness and
capabilities of the Officer)

Wy & Rerfa
State of health

AAfTST (Brrer @ Fafsr R feuel @)
Integrity (Please comment on the integrity of the officer)




5. Rurd forem a1l AR gRT AIf¥GRT & ggs o 3R &F 0N, SMRIRY IUARRN, Agaqel Bl 3k ek 9 & ufd
Y Afd SHS THT TON & TR H IRF BT IMHAT (ST 100 eaT 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.

6. Rué & 97—3 § Wos &, W IR T F & T3 dRolg © IR W 10 & U R GHY ARGHT Bife

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

Rard foram a1l e & TR
Signature of the Report Officer

T AH ERT H M ¢
Place:....oovuiveeiiiecnen. Name in BlOCK LEtters i.....ooiieiceiieceieeee et
USAH:
(DT F=d g F= ) 4 o] o RN
fe=iap: Rurd a7 amafer:

[DF- ] o <IN During the period of Report: .......cccovevvvvvenieceececcee e,




WA — 5 9He AR g sfgfeazi
PART - 5 REMARKS OF THE REVIEWING OFFICER

4.

FHIEAT ATBRT & Ted HaT diel
Length of service under the Reviewing Officer

RUAT 3T BRI FTETET 3R ANT—3 TAT qT—4 ¥ A= T[on / faxivarell & Wy § Rure forae arel aif¥erT gR1 fby 1w
Jedied | Wead 2?7 (FaH: MrT—3 iR 9FT—4 (5)) (Af ama qon / faeiwaeli & feh 0 <1 qeaieal & wgad 71 §
I9 WS H AU fory AU 77 T H (U AT ol X IR U+ UfAfical R U 3MMeneR o)

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)

IRIEAT B 1 RART H HUAT $/S BROT I, 9T Pls VI 1A & O AT HFO gael T SireT dred &7
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

IS / IS JSRT & B e &1 Jedidbd b1 # RuIc foem arel ey @1 sfwgfad
The attitude of the Reporting Officer in assessing the performance of SC/ST officer




5.

Date i

T AABRY FRT HoF TR | FIAT T S (T 100 Tkl #) R ey & wawd faeiwarsi @) |amed &=
Ud HH AW &3 Ud D! gaol aNT & Ui Afwgied emfiet B |

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.

RUé & 9MT—3 & Ts—h, Ws—T dAT We—7 § & T TRoilg & MR R IT Aifbad ST

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

THIETT TGN B BN
Signature of the Reviewing Officer

M ATh eI H:

gfaae @ srafy #:
During the period of Report: .......cccovevevvvvevieceececcee e,




ERELS

INSTRUCTIONS

i feres Jeaied RUIE U Aeyol XISl &, I8 SR & dRI—FWre &1 Gedidd & & oy 3R 96 SRR H T
P Il & foly AEcqqel THHRI U dRardl 2| ofk: 98 AffEN e Rue foedt o & 7 ok R fog oM ara
ARFR BT TSI e & A1 39 B B WRA & R v @@y |

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 should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

Rurd forg a1el fAIBRY B I8 A2qd AT AR & 39@T IRy JIVEN &1 AF S 8, Ofd I8 o ardfds e
BT UEAM WS | I§ TS FS el arell ufear 8 2, dfcw v e ufear 7 | R foae arer iaRY @1, 59 e,
R Rard foredl S 8, & a1 e, arfiefar srear a9 afdae @ S el Ruid # foras A Hora 8 a=em =2y |
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 should not
shy away from reporting shortcomings in performance, attitudes or overall personality of the officer reported
upon.

Y A TR &I A IR T I Q) W ST 1Ry | RUE B sMeRAe AR WR SiMaT SU R W W M BT BIs A T
o JABIRAT B T qal 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.

TP IR JUHTHD wU I ST ST | hddd S BISHR Sgl GRATHSD BIfe S S 81 | ST HRAT AT H Ik bl Jferd
TS ST 8| el SR yedHl P MYEd AT oY 3R ¥8 SR RPre IR del PRI & e P el T I a9V |
G 3fR ARIROT 9797 BT FATT fHar Sy |

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.

Rure fera aret aifeR), 99 @R fSra Rurd foell St 5, &1 98 & g 4 a¥ 4 R fby S el o || afe a5
PRI Rueid af & forw =ar ug F=erdr 8, O 39 oRE & e 41 U 9Red & 99d qd fhu SIed | drf /@e g
Hafda AfHIRET gRT We ®Y | ofF iR J99 9 @12y |

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.

Jefl, Aee qeaied af § W9 8F dTell 31T € iR I8 b I8 719 §9ee 9eM &1 U6 SRS a9 Fadl §, o Rulc
forem arel IR &1 Fafg oRTd R fwTes @1 eied wxr @ity SR dolE sfe & ARgH W GURIHS HEH SO
=R |

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.




10.

TS Jedid-Tdhdl &1 I8 YN BFT 91T &5 98 qied fHy S arel iffeR) & Srifsres, omeRvl, JasR iR amed @ off
FATAG IAIh TRIR TR DN |

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

I8 P, i by S darel A¥eR] & PrifTred & ar d§ Rucr= @ d@ & Afd gmr =y |
Assessment should be confined to the appraisee’s performance during the period of report only.

IE IEE @ O B 5 1 e 2 ) B A BIfe @1, (Y Ty Bl At ur st W U @ forg) faRy wfdt & wemm |
IRF MMHe § yai wu A N sevmr oMy | gl 96R 9 @1 10 & IS &1, fhy MU foRw ot & w6y # sifra samn
SN 1—2 & TS 3R 9—10 & s foRel AWl # gF, 31 ST N qam &1 saeddar © | AiRge Is Ay o & ddy #
Ruré forem arel &R T0el B dTel AfBRI BT U+ HHATRAT, Sl IqD AT BRI TR B &, DI TP de G&AT B goil
PIfe FHAT ARY |

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.

Ul 99 / Tai~fa & fore 3iRia ursdiopt @1 TT0MT &R & Taiea 9, fF=ferlRag Isr R faar far o |
For purpose of calculating average scores for empanelment/promotion, the following grades will be considered.

T 0 IR I Hife uradiep, fore W fa=rR far o 2
APARs graded Grading Score to be considered

8 AR 10 & a9 H IhT 9

Between 8 and 10 Outstanding

ENEEEE EESISES 7

Between 6 and 8 Very Good

43R 6D a9 H 3T 5

Between 4 and 6 Good

4 9 A= - 0

Below 4




feweft  NOTE

(i)

(ii)

st | Hed 78 & WA # foRad ufer o1 urem wRer =iy —
The following procedure should be followed in filling up the item relating to integrity :-

Ife IRARY B FIfeT g W W 8, W garT oY |
If the officer’s integrity is beyond doubt, it may be so stated.

I BIE HaE &, A8 Bl Wlell BlS AT WY R FHAGAR $RATE $1 Y -

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

(@)

(A)

(D)

TP FT W Wl g9 #1 WY IR a8 P PRarg bl e | fewell Bl v ufy o RuE & @y ontel aRkssdd
AN BT A1 9 &1 Y, S I GAREd s [F srgadt eraE g @ S | STel IS B g SR A1
<@ H g qHg e T A1 S SIfeRY & Raes @w gAT 98, ot off Rerfay & |

A separate secret note 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.

o RAré § a) <1 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.

Ife d3g o g &1 Ol 2, 92 o fafdeg o= Ry oM =nfev ok <98, Wafta aifert &1 |gfea o= &1 S|
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the
officer concerned.

A} Al HRAE & IRVTARGHY, WIE R el 8ld § 3R 7 & 970! gfie Bt B, ¥R & SIraRer &I 3rTell 3rafy &
IRM <@ 7 91T 3R S9a a8 SWad (@) iR (1) R venfAfde sRag @ S a2y |

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.




