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NAVODAYA VIDYALAYA SAMITI
(g FERE e AT @ W weIFE, Wha e g |eRdar T, Rd IReR)
(An Autonomous Organization under Ministry of HRD, Department of School Education and Literacy Govt. of India)
S 91, g 9 Lekhraj Panna, Third Floor
Jae—2, Ao TR, T@TH—226022 Sector-2, Vikas Nagar, Lucknow-226022
W 0522-2738692 Fax No: 0522-2738695
E-Mail:-nvsrolko@rediffmail.com Website:-www.nvsrolko.org

F: PF:1-8/(RO-Admn.)(LR)/Admn./2017-18 Dated:27.08.2017.

email
To,
The Principal,
Jawahar Navodaya Vidyalayas
Under Lucknow Region.

Sub: Annual Performance Assessment Report (APAR) format-reg.
Sir/Madam,

The Navodaya Vidyalaya Samiti, hqrs. NOIDA vide letter no. 4-2/2013-
NVS(Admn.)/1637 dated 03.07.2017 have enclosed copies of approved format to be
used for Annual Performance Assessment Report (APAR) for all the employees in
Navodaya Vidyalaya Samiti w.e.f. 2017-18. The APAR format has been uploaded in
the website of Navodaya Vidyalaya Samiti Regional Office, Lucknow along with
your email id.

The APAR format duly approved are as under:

SL.No. | Annexure No. | Formats pertain to {(preference A,B,C,D) Flag No.
1. 1 APAR Format (A) Group A’Officer A
2. 11 APAR format (B) Group ‘B’ Officer i.e. B
. { Non —teaching
3. 1 APAR Format (C) Group ‘C’ Officer in C
Non-Teaching
4. v APAR Format (D) Teaching Staff D
5. v FORMAT (E) Time schedule for E
preparation/ completion of APAR

- While writing the APAR, the following points may be taken into
consideration:

1. All pages will contain name & year of reporting.

2. All pages on reporting shall be signed by Reporting Officer.

3. Once e-office scheme is launched,.the format shall be made online and linked to
individual IDs for e-signature.

The responsibility of monitoring of APAR at INV level of all the officials will
be of Principal, Jawahar Navodaya Vidyalaya concerned.

DASANIAYIRO (ADMNIRO (Adrinistration)eng Jettiers (1) doc



The time schedule for completion of APAR must be adhered as per schedule
enclosed with APAR format (Annexure-V).

The present form of ACR has been discontinued w.e.f. 1* April, 2017 and the .
APAR format will be implemented for all the staff from the session 2017-18.

You are requested to download the APAR format either from the website of
NVS Regional Office, Lucknow or gmail Id for the purpose of bringing it into
practice w.e.f. 2017-18 session.

Yours faithfully,

s AT
(Girish Chaia) 8
Deputy Commissioner

Copy to:

1. Sh. Ved Prakash, Computer Operator, Navodaya Vidyalaya Samiti, Regional
Office, Lucknow with the direction to upload the copy of the circular in the
.website of Navodaya Vidyalaya Samiti Regional Office, Lucknow as well as
email it separately in the gmail ID of all JNVs under Lucknow Region. N



- ANNEXURE -1
NAVODAYA VIDYALAYA SAMITI

{(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy)

(PROFORMA —A)
ANNUAL PERFORMANCE ASSESSMENT REPORT

( GROUP -A OFFICERS)

(VP/PRINCIPAL/EE/AC/DC/IC)

Name of Officer

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

Employee code

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

Designation

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

L0 § T (JINV/RO/HQ/NLY)

Report for the year/period ending

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



-1-
Report for the year/period ending...............

Navodaya Vidyalaya Samiti
(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy )

Annual Performance Assessment Report of Group A Officers (VICE
PRINCIPAL/PRINCIPAL/EE/AC/DC/JC) of Navodaya Vidyalaya Samiti

Headquarter / Regional Office/Jawahar Navodaya
Vidyalaya....oooi i it e e e s e e e eeaea
PART -1
PERSONAL DATA

(To be filled by the Administrative Section of the Office)

1. | Name of the Officer

2 e Date of birth (DD/MM/YYYY) ............... T, oveiiiiaca :

s (in words)

3 | Employee Code

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

Category ( Gen/OBC/SC/ST/PH

5 Educational qualification

6 Date of entry in NVS

7 | Date of continuous appointment in
the present post. Date............... Post............s
8 | Present Pay and Grade Pay
9 | Period of absence/on leave etc. Period Type Remarks
From To

10 | Name of the Reporting Officer

11 | Training programme attended
during the reporting period

12 | Awards/Honour, if any

13 | Date of submission of immoveable
property retum for the previous
year

14 | Name & Signature of the Dealing
- | Official




2-
Name of the Officer........ceoevnerniiea.
Report for the period ending ............
PART-2
SELF ASSESSMENT
(To be filled in by the Officer reported upon )
(Please read carefully the instructions before filling the entries)
. Brief description of duties
2. Briefly specify targets/objectives /goals (in quantitative or other terms ) of work

vou set for yourself or that were set for you, eight to ten items of work ;in the
order of priority and your achievement against « each target (including board class
and home examination results if applicable)

Targets/Objectives/Goals Achievements




-3-
Name of the Officer..........ccevvvnean
Report for the period ending .........
3. (A) Please state briefly, the shortfalls with reference to the
targets/objectives/goals referred to in item 2. Please specify constraints, if any, in
achieving the targets.

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

4, Please state whether the annual return on immovable property for the preceding
. calendar year was filed within the prescribed date i.e 31% January of the vear
following the calendar year. If not, the date of filing the return should be given.

Date......ccoovveevnnnnnn Name and Signature of the officer reported upon




Name of the Officer...... ———

Report for the period ending..........
PART -3

Numerical grading is to be awarded for each of the attributes by the
reporting authority which should be on a scale of 1-10 (Grade 1-2 and
9-10 are expected to be rare occurrences and hence need to be justified
in the pen picture) (Grade 1 is the lowest and Grade 10 is the highest)

(A) ASSESSMENT OF WORK OUTPUT (weightage to this section will be 40%)

St | Attributes Self Initial Assessment | Initial of Arssessment g:iti_al of
H Reportin (] EVIEWING
No Assessment %fﬂ_ OAf Rhep(?rtmg Au[l)horit)% Reviewing Authority
icer uthority Authority
reported (Refer Para 2
upon of Part-5)
1 2 3 4 5 6 7 8

i) | Accomplishment of
planned work/
work allotted

i) | Quality of work
output

iii) | Analytical ability

iv) | “Accomplishment of
exceptional
work/unforeseen
task performed

Overall average
Grading on
‘Work Output’
(i+ii+Hiit+v)

40% weightage
of overall
average grading




(B)

ASSESSMENT OF PERSONAL ATTRIBUTES (weightage to this

section will be 30%)

5.

Name of the Officer......
Report for the period ending

S.N. | Attributes Self Initial of Grades by | Initial of Reyised Initial of
Assessment | Officer Reporting | Reporting | grades by Reviewing
Reported | authority | Authority | Reviewing Authority
Upon Authority (if
doesn’t
agree with
col.5)
1 2 3 4 5 6 7 8
i) Attitade towards work
ii) Sense of responsibility
iii) Maintenance of discipline
iv) Communication skills
V) l.eadership qualities
Vi) Capacity to work ina -
team with team spirit
vil) | Capacity to adhere to time
schedule _
viii) Inter personal relatiéns 7 -
iX) Managerial skills of the

officer.

Overall Average Grading
on ‘ Personal Attributes’
(iHi+HiiFHy+HvFviviitvili
+ix/9)

30% weightage of
overall average grading




-6-

Name of the Officer.....oveiiiiniiiiiiana..
Report for the period ending ........oocvveene

(C) Assessment of functional competency (weightage to this section

will be 30%)
SN. [ Attributes Self Initial of | Graded by | Initial of | Revised Initial of
. ' Assessment Officer Reporting - Reporting | Grade by Reviewing
' Reported authority Authority | Reviewing Authority
Upon R Yo Authority (if '
: doesn’t
agree with
: col.5)
1 2 ' 3 4 5 1 6 -7 . 8
1) Knowledge of : L '
Rules/Regulations/

Procedures in the
area of function and
ability to apply
them correctly.

1) Strategic planning
ability

iii) | Decision making
| ability

iv Coordinadtion ability

v) | Ability to motivate
and develop work
culture among
subordinates

vi) | Initiative including
! residential
component

Overall Average
Grading on °
Functional
attributes
(1HiHiiHivEv+vi/6)

30% weightage
of overall average
grading




Name of the Officer....ccvvevivecvenenn..
Report for the period ending ............
Section-D

GENERAL REMARKS OF THE REPORTING OFFICER

1. Relations with the public (wherever applicable)
(please comment on the officer’s accessibility to the public and responsiveness to
their needs) :

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

3. State of Health

4. Integrity
(Please comment on the integrity of the officer)

5. Do you agree with the exceptional good work done by the officer as indicated at
item 3 (B) in part 2. If yes please grade him/her appropriately with maximum one
mark as (D).




Name of the Officer.........cvevveeniens
Report for the period ending .........

6. Pen Picture by Reporting Officer (in about in 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.

7. Overall numerical grading on the basis of weightage given in Part -3(A+B+C) +
Section-D (5) of the report

Signature of the Reporting Officer
Name in Block letters.......ccooovviiiiiiinnn
Designation..............‘ ..............................

During the period of Report............oooveveennn.




Name of the Officer..........ccovviinrnnens
Report for the period ending ............

Part -4
I. REMARKS OF THE REVIEWING OFFICER

Length of service under the Reviewing Officer

2. 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 Section-D? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon ? (Ref: Section-D item 5, if yes please grade
him/her with maximum one mark as (D).

(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). ‘

*

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




-10-

Name of the Officer.........c.civvviannen.
Report for the period ending ............

4, 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 section.

5. Do you agree with the grade given by_ repqrtjng officer in Part-3 Section D(5) §qd o

“ifidiicate appropriately with maximum one mark as “D”..........vuivveuieenine.

6. Overall numerical gfading on the basis of weightage given in Part-
3(A+B+C)+Point 5 of the Part-4.

Signature of the Reviewing Officer
Name in Block letters........ooocveiniininninnnenn
DESIENAtION. o \ueieieieiieie et rene e

During the period of Report..................coee.



ANNEXURE -1}

Navodaya Vidyalaya Samiti
(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy)

~ © -+ (PROFORMA -B) .
ANNUAL PERFORMANCE ASSESSMENT REPORT

( GROUP —B OFFICERS )

- (NON —-TEACHING)
Name of Officer....ccoouiiiiiiiiiiiiiiii e
Employee code ... e e
DeSIZNAtION. . iuririrriuiieirentireneieearareesaenesnearensnsnasinrnansorsass
L] 1T (JNV/RO/HQ/NLI)

Report for the year/period ending............cooveiiiiiiiiiiiiininnennnan,



- -1-
Report for the year/period ending...............

Navodaya Vidyalaya Samiti
(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy )

Annual Performance Assessment Report of Group B officers of Navodaya
Vidyalaya Samiti Headquarter / Regional Office/ Jawahar Navodaya
Vidyalaya ‘

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

PART -1 '
"PERSONAL DATA
(To be filled by the Administrative Section of the Office)
1. [ Name of the Officer.. ...t
2 e Date of birth (DD/MM/YYYY) ..c.ooenin. oviaiiann foviiioieeen .

+ (in words)

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

3 { Employee Code

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

Category ( Gen/OBC/SC/ST/PH

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

5 | Educational qualification

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

6 Date of entry in NVS

7 | Date of continuous appointment in,
the present post. Date............... Post.............
8 | Present Pay and Grade Pay
9 | Period of absence/on leave etc. Period Type Remarks
From To

10 | Name of the Reporting Officer

11 | Training programme attended
during the reporting period

12 | Awards/Honour, if any

13 | Date of submission of immoveable
property return for the previous
year

14 | Name & Signature of the Dealing
Official




2-

Name of the OffiCer.......rvrsesrserenns
Report for the period ending ............

PART-2
SELF ASSESSMENT-
(To be filled in by the Officer reported upon )
(Please read carefully the instructions before filling the entries)

1. Brief description of duties

2. Briefly specify targets/objectives /goals (in quantitative or other terms ) of work
you set for yourself or that were set for you, eight to ten items of work ;in the
order of priority and your achievement against each target.

Térgets/Obj ectives/Goals Achievements




-3-
Name of the Officer.........cceveuvenne.
Report for the peried ending .........

(A) Please state briefly, the shortfalls with reference to the
targets/objectives/goals referred to in item 2. Please specify constraints, if any; in
achieving the targets.

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

4 Please state whether the annual return on immovable property for the preceding
-calendar year was filed within the prescribed date i.e 31 January of the year
following the calendar year, If not, the date of filing the return should be given.

Name and Signature of the officer reported upon

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




Name of the Officer....................
Report for the period ending..........
PART -3 :
Numerical grading is to be awarded for each of the attributes by the
reporting authority which should be on a scale of 1-10 (Grade 1-2 and
9-10 are expected to be rare occurrences and hence need to be justified
in the pen picture) (Grade 1 is the lowest and Grade 10 is the highest)

(A)ASSESSMENT OF WORK OUTPUT (weightage to this section will be 40%)

S.No. Attributes Assessment | Initial of | Assessment Initial of
of Reporting | Reporting | of Reviewing | Reviewing
authority Authority | Authority Authority
(Refer Para 2
of Part-5)

1 2 3 4 5 6

i) Accomplishment of
planned work/
work allotted

i) | Quality of work
output

iif) | Analytical ability

iv) Accomplishment of
exceptional
work/unforeseen
task performed

Overall average
Grading on ‘Work
Output’
(iHiHii+Hiv)

40% weightage of
overall average
grading




-6-

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

(D) Assessment of functional competency (weightage to this section

will be 30%)

S.N.

Attributes

Graded
by
Reporting
authority

Initial of
Reporting
Authority

Revised Grade
by Reviewing
Authority (if
doesn’t agree
with col.3)

Initial of
Reviewing
Authority

2

3

b) 6

Knowledge of
Rules/Regulations/
Procedures in the
area of function and
ability to apply
them correctly.

Work planning
| ability

i)

Quality of drafting
and noting

v

Coordination ability
(support to
residential
component)

Initiative

vi)

Others functional
components like
knowledge of
computers
etc/Ability to
motive other staff

Overall Average
Grading on *
Functional
attributes
(itiiHii+Hv+v+vif2)

30% weightage
of overall average
grading




-05-

Name of the Officer
Report for the period ending

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

-----------

---------

(B)ASSESSMENT OF PERSONAL ATTRIBUTES (weightage to
this section will be 20%)

S.N. Attributes Grades Initial of | Revised Initial of
by Reporting | grades by | Reviewin
Reporting | Authority | Reviewin | g
authority g Authority
Authority
(if doesn’t
agree
with
col.3)
1 2 3 4 5 6
1) Attitude towards work
ii) | Sense of responsibility
iii) | Maintenance of discipline
iv) | Communication skills
v) | Capacity to work in a team
with team spirit
vi) | Capacity to adhere to time
| schedulé and speva o
disposal
vii) | Inter personal relations
viii) | Work management skills
Overall Average Grading on
¢ Personal Attributes’
(i+iiiiiFivvvitvittviiivg)
20% weightage of overall
average grading
(C) 10% weightage of file

maintenance and record
keeping




Name of the Officer......ccccovvunnnn.
Report for the period ending..........
PART -3

Numerical grading is to be awarded for each of the attributes by the
reporting authority which should be on a scale of 1-10 (Grade 1-2 and
9-10 are expected to be rare occurrences and hence need to be justified
in the pen picture) (Grade 1 is the lowest and Grade 10 is the highest)

A)ASSESSMENT OF WORK QUTPUT (weightage to this section will be 40%)
( ghtag

work/ work allotted -

S.No. | Attributes Assessing | Initial of | Reviewing | Initial of
Reporting | Reporting | Authority | Reviewing
authority | Authority { (Refer Authority

Para2 of
Part-5)

-1 2 3 4 5 6

iy Accomplishment of planned

i Quality of wark output
ii) Analytical ability
iv) Accomplishment  of  using
electronics devices

viz.Fax,Photocopiers/Compu
ter etc.

Overall average Grading on
‘Work Output’
(iHi+Hii+iv)

40% weightage of overall

average grading




3.
Name of the Officer......cccovuvenennns
Report for the period ending .........

(A) Please state briefly, the shortfalls with reference to the
targets/objectives/goals referred to in item 2. Please specify constraints, if any, in
achieving the targets.

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

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

Name and Signature of the officer reported upon




2-

Name of the Officer.......ccocvivviennnnnn,
Report for the period ending ............

PART-2

SELF ASSESSMENT
(To be filled in by the Officer reported upon )
(Please read carefully the instructions before filling the entries)
1. Brief description of duties
2. Briefly specify targets/objectives /goals (in quantitative or other terms ) of work

you set for yourself or that were set for you, eight to ten items of work ;in the
order of priority and your achievement against each target.

Targets/Objectives/Goals - Achievements




-1-
Report for the year/period ending...............

Navodaya Vidyalaya Samiti
(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy )

Annual Performance Assessment Report of Group C Non-teaching Officers

of Navodaya Vidyalaya Samiti Headquarter / Regional Office/Jawahar
Navodaya Vidyalaya

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

PART -1
PERSONAL DATA
(To be filled by the Administrative Section of the Office)
1. | Name of the Officer.............ii
2 ¢ Date of birth (DD/MM/YYYY) ........oo.ie foviiiin, fovoiiiiin, .

o (in words)

3 | Employee Code

Category { Gen/OBC/SC/ST/PH

5 Educational qualification

6 Date of entry in NVS

7 | Date of continuous appointment in
the present post. Date............... Post.............
8 | Present Pay and Grade Pay
9 | Period of absence/on leave etc. Period Type Remarks
From To

10 | Name of the Reporting Ofticer

11 | Training programme attended
during the reporting period

12 | Awards/Honour, if any

13 | Date of submission of immoveable
property return for the previous
year

14 | Name & Signature of the Dealing
Official




ANNEXURFE -}l

Navodaya Vidyalaya Samiti
(Ministry of Human Resource Development)
(Deptt. Of School Education & Literacy)

(PROFORMA -()
ANNUAL PERFORMANCE ASSESSMENT REPORT

( GROUP —C OFFICERS )
( NON —-TEACHING)

Name of Staff employee

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

Employee code

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

Designation

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

L0 § § T PP (JNV/RO/ /HQ/NLI)

Report for the year/period ending

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



vie-

Name of the Officer.........cvvnvinennee.
Report for the period ending ............

4, 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 section.

5. Do you agree with the grade given by reporting officer in Part-3 Section-D(5) and
indicate appropriately with maximum 1 mark as “D”

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

6. _Overall numerical grading on the basis of weightage given in Part3(A+B+C)+
' Point 5 of Part-4.

Signature of the Reviewing Officer

Name in Block letters

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

Designation

During the period of Report

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

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

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



Name of the Officer...........ccovviuennins
Report for the period ending ............

Part -4
1. REMARKS OF THE REVIEWING OFFICER

Length of service under the Reviewing Officer

2. 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 Section-D? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon ? (Ref: Sectin-D item 5, if yes please grade
him/her with maximum one mark as (D).
(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).

L e

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

[ R

-10-



Name of the Officer.........ccooeieennns
Report for the peried ending .........

6. Pen Picture by Reporting Officer (in about in 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.

7. Overall numerical grading on the basis of weightage given in Part -3(A+B+C)+-
Section-D of the Report.

Signature of the Reporting Officer
Name in Block letters........ccooovviiininn
Designation..........cvvveveiiniiiiiiniieennn

During the period of Report......................

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




7.
Name of the Officer........c.ccovvinvennnn.
Report for the period ending ............
Section-D

GENERAL REMARKS OF THE REPORTING OFFICER

1. Relations with the public (wherever applicable)
(please comment on the officer’s accessibility to the public and responsiveness to
their needs) :

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

3. State of Health

4, Integrity
(Please comment on the integrity of the officer)

5. Do you agree with the exceptional good work done by the officer as indicated at
item 3 (B) in part 2. If yes please grade him/her appropriately with maximum
onemark as{(D).....ocoviiiiinii



6-

Name of the Officer
Report for the period ending

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

(C) Assessment of functional competency (weightage to this section

will be 30%)

S.N.

Attributes

Graded
by
Reporting
authority

Initial of
Reporting
Authority

Revised Grade
by Reviewing
Authority (if
doesn’t agree
with col.3)

Initial of
Reviewing
Authority

2

3

5

Knowledge of
Rules/Regulations/
Procedures in the
area of function and
ability to apply
them correctly.

Strategic planning
ability

i)

Decision making
ability

Iv

Coordination ability

Ability to motivate
and develop work
culture among
subordinates

V1)

Initiative including
residential
component

Overall Average
Grading on *
“Functional
attributes”
(1+utHiitHv+v+vi/6)

30% weight age
of overall average
grading




4-5-

Name of the Officer
Report for the period ending

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

---------

(B)ASSESSMENT OF PERSONAL ATTRIBUTES (weightage to
this section will be 30%)

S.N. Attributes Grades Initial of | Revised Initial of
by Reporting | grades by | Reviewin
Reporting | Authority | Reviewin | g
authority g Authority
Authority
(if doesn’t
agree
with
col.3)
1 2 3 4 5 6
i) Attitude towards work
ii) Sense of responsibility
iii) } Maintenance of discipline
iv) | Communication skills
v) Leadership qualities
vi) | Capacity to work in a team
with team spirit
vii) | Capacity to adhere fo time
schedule
vii1) Inter personal relations
ix) | Managerial skills of the

officer, including residential
componcnt

Overall Average Grading on
* Personal Attributes’
(i+iiHii+ivhvvitviitviiitig)

30% weightage of overall
average grading




7.
Name of the Officer......ccccovvvivennnn.e.

Report for the period ending ............
Section-E

GENERAL REMARKS OF THE REPORTING OFFICER

1. Relations with the public (wherever applicable) (please comment on the officer’s
accessibility to the public and responsiveness to their needs)

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

3. State of Health

cia AY ot e o b

4, Integrity
(Please comment on the integrity of the officer)

5. Do you agree with the exceptional good work done by the officer as indicated at
item 3 (B) in part 2. If yes please grade him/her appropriately with maximum
onemark as(D).......coooiiiiiiiiniiiii '




-8-
Name of the Officer.......ccccvvnennnnn.
Report for the period ending .........
6. Pen Picture by Reporting Officer (in about in 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.

o 7. Overall numerical grading on the basis of welghtagc given in Part -3(A+B+C)+
Section-E of the Report

Signature of the Reporting Officer
Name in Block Jetters.... . ocoeeeeeeeeeeeeriennnnn,
Designation.......c.cooivenniiiiieinii e,

During the period of Report....cccvverieniniinnennn,



Name of the Officer.....covvvivversenennnes
Report for the period ending ............
Part -4
1. REMARKS OF THE REVIEWING OFFICER

2.

.. modifv or add?

Length of service under the Reviewing Officer

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 Section-E? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon ? (Ref: Section-E item 5, if yes please grade
him/her with maximum one mark as (D).

(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).

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




-10-

Name of the Officer.......coeveeeneineinin.
Report for the period ending ............

4,  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 section. '

5. Do you agree with the grade glven by reporting ofﬁcer in Part-3 Sectlon D(5) and
" indicate appropriately with maximum one mark as “D” ..............o..
6. Overall numerical grading on .the basis of weightage given in
Part3(A+B+C)+Point 5 of Part-4.
'Signature of the Reviewing Officer
Name in Block letters........coovivnieiiiiiinnn
D331gnat10n ........... O,
During the period of Report......ococeiiiiiiinnnns
Place..coovvveniiiiiinin . '

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



ANNEXURE -1V

NAVODAYA VIDYALAYA SAMITI
(Ministry of Human Resource Development )
Dept. Of School Education & Literacy
B-15, Institutional Area, Sector 62
NOIDA(UP) — 201 309

(PROFORMA-D)
ANNUAL PERFORMANCE ASSESSMENT REPORT
TEACHING STAFF
Name of the Staff ...
Employee Code. .. v
.Designation e L e e s e e e s e e e e
JNV Distroe State......coooiinn



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

- Annual Performance Assessment Report of Teaching Staff of

Jawahar Navodaya Vidyalaya ........c..ooeiiiiiinnenn, Distt...coocviinnnea L State

PART-1
PERSONAL DATA

To be filled by the Administrative Section of the Office)

1. | Name of the Officer

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

2 ¢ Date of birth (DD/MM/YYYY) ..oceenenenn. loviiiiinnnn, Loviviniiinennn, .

¢ {in words)

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

3 | Employee Code

Category ( Gen/OBC/SC/ST/PH

AN e E st e R EE s LN AAE LA as RN AEEAN AT R ER NI Ut NN e

5 | Educational qualification

D R I R e L L L L L R R R T I )

6 Date of entry in NVS

7 | Date of continuous appointment in
the present post. Date.......ccozweer 1Post............
8 | Present Pay and Grade Pay
9 | Period of absence/on leave etc. | Period Type Remarks
From To

10 | Name of the Reporting Officer

11 | Training programme attended
during the reporting period

12 | Awards/Honour, if any

13 | Date of submission of immoveable
property return for the previous
year '

14 | Name & Signature of the Dealing
Official




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

Name of the Officer
Report of the period ending

PART-2
SELF ASSESSMENT
(To be filled in by the Officer reported upon)
(Please read carefully the instructions before filing the entries)

1. Brief description of duties

2. Briefly specify targets/objectives/goals (in quantitative or other terms) of work

you set for yourself or that were set for you, eight to ten items of work in the

. order of priority and your achievement against each-targat: {(example Annual
Action Plan for your Division/Section/ INV.

Please note that your achievement against expectations will be vital parameter for
appraisal. You are therefore, advised to respond, in unambiguous terms on the following:

(i) Targets committed by you at the commencement of the session vis-a-vis job
description and expectations.

And

Targets achieved at the year end.

(ii) The efforts made by you during the year in comparison to the efforts planned and
milestones achieved.




SELF APPRAISAL

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

SL
No.

Area for self-appraisal

Target/Objectives/Goals
for the current session

Achievements for
the current session

Planning (Annual & Lesson)

1) Frequency & Quality
2)Syllabus completion

(Teaching-Learning Process (TLP):
Sincerity in adhering to the planning,
effectiveness, Remedial measures, use
of ICT etc.

1) At School Based Examination

2) At Board Examination {Pass%
& Quality)

3) At any other Forum

Students’ performance:
Achievements of students at periodic
and year-end Assessment — Class-wise

Assessment: Conduct of periodic and
year-end Assessment, Question paper,
Frequency & quality of Evaluation,
Analysis of pupil’s performance,
Aiaemacic and remediation etc.

Reporting to students, Parents, Subject

Committee  and  Principal ~ etc.
Frequency, Quality and Impact

Organization of JNV/Cluster/Regional/
NVS level activities including Club
Activities. Role, Contributipn and
special achievement, if any.

Contribution towards residential
activities

Intra & Inter House Activities: Role &

Contribution & Special achievement, if |

any.

Innovaiive practices

Any other area of contribution including
contribution to society




Name of the Officer .

Report for the period ending____

(A) Please state briefly, the shortfalls with reference to the
targets/objectives/goals referred to in item 2. Please specify constraints, if any, in
achieving the targets. '

(B) Please also indicate itéms in which there have been significantly higher -
achievements and your contribution thereto.

3

Place

Date

Please state whether the annual returh on immovable property for the p'reccdin'g'
calendar year was filed within the prescribed date i.e. 31% January of the year
following the calendar year. If not, the date of filing the return should be given.

'Name and Si.gnature of the officer reported upon




Name of the QOfficer

Report for the period ending
PART -3

Numerical grading is to be awarded for each of the attributes by the reporting
authority which should be on a scale of 1-10 (Grade 1-2 and 9-10 are expected to be
rare occurrences and hence need to be justified in the pen picture){(Grade 1 is the
lowest and Grade 10 is the highest)

(A) Assessment of academic output with monitorable & verifiable targets &
achievement (weightage to this section will be 60% )

Sl. | Attributes Accessi | Initial of Assessme | Initial of
No. ' ng Reporting | nt of Reviewing
Reporti | Authority | Reviewing | Authority)
ng Authority
authorit (Refer
y . | Para2 of
Pari-5)
1 2 ‘ 3 4 5 -6

@) | Accomplishment of planned |
work/work allotted as per
subject allotted

(11} | Quality of work output

(ii1) | Analytical ability

(iv) | Accomplishment of
exceptional work/unforeseen
task performed

(v) | Knowledge of
Rules/Regulations/Procedure
s in the area of function and
ability to apply them
correctly '

(vi) | Strategic planning ability

(vii) | Decision making ability




(viii} | Coordination ability

(ix) | Ability to motivate and
develop work culture

(x) | Imtiative

(xi) | Effectiveness of supervision
during study hours

(xi1) | Effectiveness as escort to
perform various escort duties

(xiii) | Academic Performance

(xiv) | Effectiveness of remedial
classes

(xv) | ICT implementation

(xvi) | Maintenance of Academic
records

(xvii | Contribution in subject

) . . Committe'e IR TS - RSt (RN L

(xvii | Contribution towards NSS,

1) NCC, Scout & Guides, CCA
ete.

(xix) | Contribution towards
JNVST

{xx) | Conduct of activities in

laboratory/ class room

Weightage on academic
output for 60 points (i to
XX)




7-

(B)  Assessment of Personal Attributes and Personal Competency (weightage to this
section will be 20%)

S.No. | Attributes Grades by | Initiall of | Revised Initial of
Reporting | Reporting | grades by | Reviewing
authority Authority Reviewing | Authority

Authority
(if doesn’t
agree with
col. 3)
1 2 3 4 5 6
(i) Attitude to work &
punctuality

(ii) Sense of

responsibility

(ili) | Maintenance of

discipline

(iv) Communication

skills

) Leadership qualities

(vi) Capacity to work in

a team with team
spirit

(vii) | Inter personal T

relations

(viil) | Managerial skills of

the teacher

(viii) | Research . Projects

undertaken

(ix) Number of papers

published
Weightage on
above for 20 points




Name of the Officer

'Report for the period ending

(C)  Assessment of contribution towards Residential Component (weightage to this
section will be 20%)
SL Attributes Graded by | Initial of | Revised Initial of
No. Reporting | Reporting | Grade by | Reviewing
authority | Authority | Reviewing | Authority
;i Authority
(if doesn’t
agree with
: col. 3) :
1 2 3 4 .5 6
(1 Effectiveness as
HM/AHM. during the
period of observation
(i) - | Conduct of formal house
‘| meetings = " ‘and|
maintenance of records
(iii) | Relationship with parents
and students
(iv) | Contribution to Sports &
games
(v) Ensuring safety measures
in the campus
(vi) | Counseling of students
with empathetic approach
(vil) | Pro activeness towards
' house activities
(viil) | Contribution towards

mess management

Weightage on Residential
attributes for 20 points
(+ii+ii+iv+v+
vitviit+viii/4)




Name of the Officer

Report for the period ending
PART -4

GENERAL REMARKS OF THE REPORTING OFFICER

1. Relations with the public (wherever applicable)

(Please comment on the officer’s accessibility to the public and responsiveness to
their needs)

2. Training

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

3. State of Health

4. Integrity

(Please comment on the integrity of the officer)

5. Do you agree with the exceptional good work done by the officer as indicated at

item 3 (B) in part 2. If yes, please grade him/her appropriately with maximum one
mark as (G)




-10-

Name of the Officer

Report for the period ending

6. Pen picturerby Réporting Officer (in about in 100 works) on the overall.qualities
of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.

7. Overall numerical grading on the basis of weightage given in Part-3 (A +B +C)
-+ 5 of Part 4 of the Report (G).

li .

Signature of the Reporting Officer -

Name in Block letters

Designation

: Z'Durihg the period of Report

Place

Date



-11-

Name of the Officer

Report for the period ending
Part-5

1. REMARKS OF THE REVIEWING OFFICER

Length of service under the Reviewing Officer

| | 1

2. 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 4 item 5,
if yes please grade him/her with maximum one mark as (F).

(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).

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




. =12-

Name of the officer

Report for the period ending

4. 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 section.

5. Do you agree with the grade given by reporting officer in “G” of Part 4(5) and
_ indicate appropriately with maximum 1 mark as “D”

, 6 Overall numencal grading on the bas1s of welghtage giveninPart 3 (A+B +C) +
G of Part-4(5).

H \.ll-t‘.‘-‘..\.(u?’:“ D

Signature of the Reviewing Officer

Name in Block letters

Designation

During the period of Report

Place

Date



Annexure -V

NAVODAYA VIDYALAYA SAMITI

Time schedule for preparation/completion of APAR

Si | Activity Date by which to be
No completed
1 Distribution of blank APAR forms to all | 315 March,
concerned (This may be completed even
(i.e., to officer to be reported upon | a week earlier)
where self-appraisal has to be given
and to reporting officers where self
appraisal is not to be given )
2. | Submission of self-appraisal to reporting | 15" Apri!
officer by officer to be reported upon
(wherever applicable).
3 Submission of report by reporting officer | 30™ June
to reviewing officer
4. | Report to be completed by Reviewing | 31%' July
Officer and to be sent to Administration
or concerned Section/Cell ,
5. | Disclosure to the officer reported | 01° September
upon
6. Receipt of representation, if any, on | 15 days from the datfe of
APAR receipt of communication
7. Forwarding of representations to the | 21°" Septeinbui
competent authority
8. Disposal of representation by the | Within one month from the
competent authority date of receipt of
representation.
9. | Communication of the decision of the | 15" November
competent authority on the
representation by the APAR Cell
10. | End of entire APAR process, after | 30th November

which the APAR will be finally taken
on record




