TS Gl JEATT HIOTel 462003

MAULANA AZAD
NATIONAL INSTITUTE OF TECHNOLOGY BHOPAL - 462003

IR — AeIs PR BT T Y Frcuea i R

Annual Performance Appraisal Report for Non—Teaching Employees

THE @ (37CScH & 3clrar)
Group “C” Staff (except Attendants)

NaME Of OffiCOr .o et

ay/31af 01/04/2024 & 31/03/2025 FHr Ruic
Report for the year/period ending: 01/04/2024 to 31/03/2025
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IR AeT0F aof & Fofg “q” (3eSTH & 3IHeran) A aififies I fAvuea Feaima Rare
Annual Performance Appraisal Report of Group “C” Staff (except Attendants) of Non-Faculty Staff

G311 FO OO TS & Rare
Report for the year /Period €nding.........coouiuiiiiiii
dafes a2
Personal Data
HTIT-1
PART-1
(TATTAT HFHWT GRT IR AT )
(To be filled by the Establishment Section)
T L BT T S0 ...
NamMeE Of the OffiCEr ..o e e e e
2. | Fex QAR (RA/FEAAE) oo f o] oo (TEET F) oo,
Date of birth (DD/MM/YYYY) ...... [ ... /... (INWOrdS) ..eeeeeeiiiiiee e
S L TRE TG oo
Designation of post held ...,
4| T ATAENT AT STTA/TATNT BT B21cveevrerrnereniseeeieneseeseeeseessesessesesessns
Whether the officer belongs to Scheduled Caste/Scheduled Tribe......................oooool.
5 | gdHd I3 # wad AgRe f a'm . T~
Date of Continuous appointment in the ..o Date....... .
Present grade (D= | (= J U B
6. |a¥ & iua ged, ufdetor seanfe &
BROT & A IFUiEAfad & Jafe|
Period of absence from duty on Leave,
training, etc. during the year.
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H19T(2)-FdT-HeThed
PART (2)-Self Appraisal

(38 AARY gRT T A1, T Ruie oy Ser §)
(To be filled by the Officer reported upon)

(ur glAfdar R @ Ugel S P AAYdS US o)
(Please read Carefully the instructions before filling the entries)
1. &dcdl @1 Higred freaRor

Brief description of duties

2. ¥ d® & qu/3afd & SR 3mud gRT fFd 90 s @1 @feed aR-gad (fear S
arell ¥R-gdd 100 Al & b o &)

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

AR, e Rue fodr Sl 8, o1 g& R

Signature of the officer reported upon
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am1(3)-Ra forger arer 3RER gRT Fegidd
PART (3)-Assessment by the Reporting Officer

(Fuar Ul R & Uge fen-fAdel @ waegds ug o)

(Please read Carefully the guidelines before filling the entries)

1. RO for@a arel 3RS gRT Ucdsh qu1/fadudr & faw 3nfhes I & e =@nfew St

fF 1@ 10 dp & YA W g afer FEd 1 & ey [eaasd 95 F 3k 10 &

drcud 3T=dd A3 T &

Numerical grading is to awarded for each of the attributes by the reporting authority
which should be on a scale of 1-10, Where on refers to the lowest grade and 10 to the

highest.

(F) P fAwUIE H Hediha (30 WS H dsiie 40% gram)

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

Raie foma | gaham g |@afaa | gafiam
arel ARABRT | P (IS TIFH 2 | HAPRY
gRT fear | @ "eAd 9 &) T
T A Revised Grades by | amarew
Reviewing Authority i
Grades by . ; Initial of
Reporting (if do.t?lsggl azg)ree Reviewing
authority wi : Authority
1 2 3 4

AotAag By s3mafed fawdt &
AR 3afed B Bl QT BT
Accomplishment of planned work/work
allotted as per subjects allotted

B BT IO
Quality of Output

EhoT H gdIoTar (Ifd 3R Ygdn)
Proficiency in typing (speed and
accuracy)

& H gdivrar JAd: Fuilia
et 3R Tt scarfe & tERaE
Proficiency in work, namely

maintenance of prescribed registers
and charts etc.

FY Avuea v gHa Afdar

{Fel(1 8 iv)/4}

Overall grading on ‘Work output’ {Total (i
to iv)/4}
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(@) Fafehes Io1/fAAWaT F Ao (FH TS A alsie 30% i)

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

R forga e gRT et
arel ARAART | GMAT I3 (I | AP
ERT f&ar 1 | TAFH 2 8§ HeAd Go
DE) e &) JTATER
Grades by Revised Grades Initial of
Reporting by Reviewing Reviewing
authority Authority (if Authority
doesn’t agree with
col.2)
1 2 3 4
. @ & Ul g
Attitude to work

ScaiGIbca & AT
Sense of responsibility

R AR TG
Maintenance of discipline

TUYOT AT

Communication skills

faevucAs ATadr
Analytical Ability

VL.

a9 & Y R H Jegar

Ability to work in team

VII.

AT AT BT UTeld Bl T Jegdr
Ability to meet deadline

VIII.

aAfhed Iy

Inter-Personal relations

fehep IOT/TAAVAIIHT T FHT AT {Pe (i
¥ viii)/8} Overall grading on ‘Personal
Attributes’{Total (i to viii)/8)
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(1) T &TACT B HedichaT (3H WS I dloehe 30 % arel)

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

Rue forger | @elaT gro et
qrel afad as (afe | ferd
3R TAFH 2 Gl
T G | EEAd A% 1) | ISR
I S Revised Grades | Initial of
Grades b by Reviewing Reviewing
Reportin y Authority (if Authority
au?horityg doesn't agree
with col.2)
1 2 3 4
. wTHA-BST & & A AT/ AR,
gl &1 A 3R e e alleh &
AW A I ANTIAT

Knowledge of rules/ Regulation/
Procedures in the area of function and
ability to apply them correctly

. AT Hr Jogdr

Coordination ability

.  Ugel
Initiative

IV.  $FGE W H A & gdiordr

Proficiency in working on computer

FEATcHS STACT T AT AT {Fel (i ¥ iv) 14}
Overall grading on ‘Functional competency’
{Total (i to iv)/4)

feoaoh: gaar Afser AuiRa & 78 aecle & Igud & Fhddl & TAF FAg $ AT A

& AT g 3T @l

Note- The overall grading will be based on addition of the mean value of each group of

indicators in proportion to weight age assigned.
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HTIT(4)-HTHATT
PART (4)-General

. BE/Ad ARG & @Y Gud (ST del dE @) (U SE/dAar aiH Aifaar &
3UPRY Th Ugd B AT HR FAN ST $ Ufd SecRer¥ed W feoyel 2)

Relations with service beneficiaries/students (wherever applicable)
(Pleas)e comment on the Officer's accessibility to the public and responsiveness to their
needs

. ufeTor (Pum ARG Hr PRIRAT IR FRSTATT F UR o &g Afasy & = &
ufraror &1 fawiRer &)

Training (Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

. Ty fir Rufa
State of Health

. HITASaT (AT AR H1 Fegfaser W fecyoh)

Integrity (Please comment on the integrity of the Officer)

. &TAAI3T R FAMR &TAATA, IFATUROT SUATIIT AgcaquT AHAd3 dAT FAAR it
& ufd AfAgla & &7 dfed 3REN F FaAT Ui W RO foma g 3fRsEd gro
Qe T (SI9TH9T 100 Qrear )

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

officer including area of strength and lesser strength, extraordinary achievements,
significant failures [i.e. 3 (A) and 3 (B) of part-2 ] and attitude towards weaker sections.

. Roie & am1-3 & @s —&, @s-W 3R @s-01 A & 7S JeiE & YR W AT 3Hifhe
3fS91-Overall numerical grading on the basis of weight age given in Section A,B and C in
part 3 of the Report

TUTA/Place-

f&are /Date- gfddee fAFERT & TEareR
Signature of the Reporting Officer
CIE ISy - SR

Designation

RUIE &1 37af & ERI ----------
During the period of Report----------
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1eT(5)-geAfdeliene 3T gRT fAgfnar
PART (5)-REMARKS OF THE REVIEWING OFFICER
JBERT & ded Jdrhra

Length of service under the Reviewing Officer

. T AU S fAsued R dur A4 # e qo/faRvant & @eg #7 Roe
forgar gl IR gRT fFd a0 Fedihad & FedAd ©7 A T ARASRT &
mwwﬁm/mt@mmaﬂasmﬁﬁmmmﬁm%?
(HeH AMT-3 3R AT - 4 (5)) (TG 31T U/ RAAWAT3NT F TpEr ot 3nfAF FeATHAl
ﬁmaaﬁ%,ﬁwwﬁmﬁv%ﬁmwaﬁmmaéﬁ
AR 3o gfIfEar @ 3™ ImaTeR &)

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? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon? (Ref. Part-3 (A)(iv) & Part 4 (5) (In case you do not
agree with any of the numerical assessment of attributes, Please record your own
assessment in the column provided for you in that section and initial your entries)

e oTer
Yes No

. AT B AT # BROT FAV| AT VAT $o TSAHA T FAYSA HIAT HUET NS

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

. 3oSTT/3eTos RSP & HF fAsuga &1 Hedivd i #A Ruie forma are

ISR & 3fHIIT The attitude of the Reporting Officer in assessing the performance
of SC/ST Officer

. gATdelpe 3B gRT e AA| (SRTHIT 100 el H ) PUAT &THAHT HR FAR
gAAT & & AR deAeik aoit & ufd afdgla afed 3ReEd & Fag i W

fetquft &Y Pen Picture by Reviewing Officer. Please comment (in about 100 words) on

the overall qualities of the officer including area of strength and lesser strength and his
attitude towards the weaker sections.

. RO & Her-3 A @, We-@ IR Ws-97 A & 78 deie & MMUR W AT 3Hifchd
7391 Overall numerical grading on the basis of weight age given in Section A,B and C in
part 3 of the Report

EATA/Place..........cccoeee... giddace PRI & FEAER
fearm/Date.........ccoooe Signature of the Reporting Officer
ATH I3 HERT H --------mmmo--

Designation
Rare & safa & g ----------
During the period of Report----------
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VL.

FEATcHS AVNIAoT & WY TAU3R e Hadr feanfader
Guidelines regarding filling up of APAR with numerical grading

TNU3R & T faftad araurh 3R eqds waitd 6@ &d gU R =1y

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

Ig 3R Y ST ® B 1 3ryar 2 & frdr geffevor (fAdfa e @ RQwanst ar g
fAerRt AufieRor & ufdge) @ fafse 3rawaanst & A § wod =T & gdied ®u
O e fgar srwem 3R g6 geR 9 3ryar 10 & At Aol & Fay F fafdee
udfeudl & dau #A ey f&ar amwem 4of 1-2 3ryar 9-10 e g & 3a:
sair AR U ae & SWd ¢l @iegd ol yeid #d U Uidded U4
gdfdeithd wfemRal o el 3f@e &1 gt AU 30 ada o dear #
IIAT H PRI FeANA H JoIar A HET AT

It is expected that any grading of 1 or 2 (against work output) or attributes or overall
grad) 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 Grade of 1-1 or 9-10 or expected to be rare occurrence and hence the
need to justify them. In awarding a numerical grading the reporting and reviewing

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

THUHR &1 8 & 10 & &g & gofieeor “Sepse” foram Suem aoar Ao/ Uieaiia
& forw 3iAd urcdis i 0T HRa & forw uredie 9 g Srwe|

APAR 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.

WWW63ﬂ18ﬁm$anaaﬁrmﬁwm"a§HM”%mmamm

7 fe&r S|
APAR gfraded between 6 and short of 8 will be rated as “Very good’’ and will be given a
score of 7.

TR T 4 3R 6 A HH 9T o1 Joffeor =T’ forar JTwam gar uredis 5 fear

SITUITT |
APAR graded between 4 and short of 6 will be rated as “good” and will be given a
score of 5.

TAUIR & 4 F HA offeior e forar sream|

APARs graded below 4 will be given a score of “Zero”.

Other Instructions

For grant of financial upgradation under the MACP Scheme, the prescribed Benchmark
shall be ‘Very good’ for all levels. This shall be effective for up gradations under MACPS
falling due on or after 25.07.2016 and the revised benchmark shall be applicable for the
APARs for the year 2016 -17 and subsequent years.
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