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oo b AN INSTITUTE OF NATIONAL IMPORTANCE
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As per

Notice

Resolution No. 19.20.M3 of the 19" meeting of the BoG of IIEST, Shibpur held on 07.01.2021,

this is for information of all Non-Teaching Employees including the Officers, Technical Staff, Ministerial
Staff and Supporting Staff (MTS) of IIEST, Shibpur that they are required to submit their Annual
Performance Appraisal Report (APAR) separately for the years 2021-22 and 2022-23 in prescribed

format

(available in Institute website) to their respective Heads/Controlling Officers within 15 days from

the date of issuance of this notice positively.

Accordingly, the Controlling Heads/Officers are requested to evaluate and send each APAR in separate

sealed envelope to the undersigned within 15 days of receiving the APAR, for next course of action.

In case of the Deputy Registrar, the Registrar shall be the Reporting Officer and the Director shall be the

Reviewing authority, whereas the Director shall be the Reporting and Reviewing authority for the

Registrar.
This is issued with the approval of the competent authority.
Sd/-
(Dr. Devasis Datta)
Registrar (Acting)

Copy forwarded for information necessary action to:

1.
2
8

oy D

Office of the Director

All Deans

All Heads of the Departments/Schools/Centres — with a request to circulate among the respective

non teaching employees ?

All Officers - with a request to circulate among the respective non teaching employees ¢ T
All Section In-charges - with a request to circulate among the respective non teaclﬁpg@gployc%r)/
Record Section - A

Institute Website == Q
(Dr. D Datta)
Registr: ting)

pe-;

Established on 24th

P.O. - BOTANIC GARDEN, HOWRAH - 711 103, WEST BENGAL, INDIA
Phone : (033) 2668-1503 e E-mail : regis@iiests.ac.in © Website : www.iiests.ac.in
November, 1856 : Formerly known as B.E. College, B.E. College (Deemed University) and Bengal Engineering and Science University, Shibpur



Indian Institute of Engineering Science and
Technology,Shibpur

Annual Performance Appraisal Report (APAR)

‘of thelOfficers;
for the year

2021-22

Name with DeSIgNAtion: v...ueuiieeeeseresrsmrenrensrinsinsuseeseessessaessssssesssnsmssssssssseseesssesssos
Posted at; ............ B e et e e et NN e e et N Te prenn s b s et d e onn e e s beenrnsnnes
Mobile NO.: .eveuvivieiisiineiisceseereesemnmsnnnnssnn Email ID
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PART-1: PERSONAL DATE

P —

(To be filled in by Concerned Section/Department/Officer of the Institute)

’781 Subject Infoxrmation
No.
1. | Name in full
2. | Scale of pay
8. | Date of Birth
4. | Total Sexvice
6. | Unit to which attached
6. | Educational Qualifications
(as recorded)
1. | Date of continuous Post: Date:
appointment to the present Pay Scale: Grade Pay:
_grade
Present post and date of Post: Date:
8. | appointment thexeto: Pay Scale: Grade Pay:
9. | Period of absence from duty
on leave ete. during the year*
*Please attach a separate sheet, if required
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PRRT-2: DESCRIPTION OF DUTIES
To be filled in by the Officer reported upon

(Please read carefully the instructions before filling the entries)
1. Brief description of duties

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

Targets/Objectives/Goals Achievements

Pagez2of 8
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3. (B) Please state briefly, the shortfalls with roference 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.

Date: s Signature
of the Officer reported upon

Page 3 of 8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL BTTRIBUTES AND
FUNCTIONAL COMPETENCY
Numerical grading is to be awarded by Reporting and Reviewing authority which should be
on a scale of 1-10 where I refers to the lowest grade and 10 to the highest,

(Please read the guidelines mentioned in the last page carefully before filling the entries)

A. HAssessment of Work Output (weightage to this section would be 40%)
Sl Reporting Reviewing Zuthority Initial of Reviewing
No Criteria Kuthority (Reler Para-2 of parl-8) ZAuthority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted
2. | Quality of oulput
3. | Analytical ability
4, | Accomplishment of
oxceptional
work/unforeseen
task performed
8. | Overall Grading on
‘Work Output’
B. Assessment of Personal Attributes (weightage to this section would be 30%)
S1 Criteria Reporting | Reviewing Kunthority Initial of Reviewing
No. Buthority (Refer Para 2 of part-5) Euthority
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
discipline
4. | Communication
skills
8. | Leadership qualities
§. | Capacity to work in
team spirit
1. | Capacity to adhere
to time schedule
8. | Inter-personal
relation
9. | Overall bearing and
personality
10. | Overall Grading on
'Personal Attributes’

Page4 of 8
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G. Rssessment of Functional Competency (weightage to this section would be a0w)
S1 Critaria Reporting Reviewing Tnitial of
No. BRuthority Authority Reviewing
(Refer Para 2 of ZRuthority
part-5)
1 | Technical knowledge of
Rules/procedures in the area of
function and ability to apply that
correctly
2 | Knowledge of
Rules/Regulations/Procedures
in the ares of luuction
3 | Decision making ability
4 | Co-ordination ability
§ | Ability to motivate and develop
subordinates
8 | Iniliative
7 | Qverall Grading on ‘Functional

Competency’

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

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER -

Page50f8
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Training:

(Please give recommendations for training with a view to further improving
the effectiveness and capabilities of the Officer)

H
§

3. State of health:

4. Integrity:
(Please comment on the integrity of the Officer)

5. Pen picture by Reporting Officer(in about 100 words) on the overall qualities
of the officer including area of strengths and lesser strengths, extraordinary

.achievements, significant failures [Ref.:3A & 3B of Part -2] and attitude towards
weaker sections.

6. Overall numerical grading on the basis of weightage given in section A, B and
C in part-3 of the report.

Sigmature of the Reporting Officer
Date: Name in Block Letters:

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

Seal: Designatioﬁ: oo P oo T

Page 6 of 8
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PART-§ OVERALL ASSCSYMENT BY 'THE REVEWING OTFTICER

1 Tength of service under tho Reviewing Officor

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 & Part 4 ? Do you agree with
the assessment of Reporting Officer in respect of extraordinary
achievements/significant failures of the Officor reported upon? [Rel.: Parl-3A(4)
and Part-4(5)]

(In case you do not agree with any of the numerical assessments of attributes, plaase
record your assessment in the column provided for you in that section and initials your

entries). L
Yes No J

8. Incase of disagreement, please specify the reasons. Is there anythinQ you wish to
modify or add? T . g

4. Pen pictwre by Reviewing Officer. Please comment (in about 100 words) on the
overall qualities of the Officer including area of strengths, lesser strength and his
attitude towards weaker sections.

5. Overall numerical grading on the basis of weightage given in section-A, B and C
in part-3 of the report.

Signature
. : of the Reviewing Officer
Date: Name in Block LEters: .......covvivvirrereressesessssessesnesns

Seal: Designation: .i.iuceeerevaersirrienieesirerersisienorereeseranns

Page 70f 8
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Nuraerical grading is to be awarded by Reporting and Reviewing authority which should he
on a ccale of 1.10 where 1 refexs to the lowesl yrade and 10 to the highest. -

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

2. It is expected that any grading of 1 ot 2 (against work output or attributes
or overall grade) would be adequately justified in the pen pigture by way
of specific failures and similarly, any grade of 9 or 10 would be justified
with respect to specific accomplishment. Grades of 1-2 ‘or 9-10 are

. expected to be rare occurrences and hence, necessary to justify them. In
awarding a nwnerical grade, the reporting and reviewing authorities
should rate the officer against a larger population of his/her peers that may
be currently working under them.

3. APARj3 graded between 8 and 10 will be rated as-‘Out'Sténdiﬁ"g;’ and-will be
given a score of 9 for the purpose of calculating average scores for
empanelment/promotion.

4. . APARs grade between 6 and short of 8 will be rated as Very Good' and
will be given a score of 7, = T EIER PR

8. APARs graded between 4 and 6, short of 6 will be rated as ‘good’ and will

be given a score of 5.

6. APARs graded below 4 will be given a score of ‘Zero’.

Page 8 of 8
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Indian Institute of Engineering Science and

- Technology,Shibpuyr D
‘Annual Pexformance Appraisal Report (APH.R)
of the Techtiical Staff
for the year
2021-22

; e
o e st bt

Name With DesSIgnAtion: 1 ..cciiceeriiieeieinereeiririeeieieeeeieseseesesesenasessssssssessssnnsnssssnsssssssesessemesss
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PART-1: PERSONAL DATA

(To be filled.in by Concemed Section/Department/Employee of the Institute)

L i

2

onleave etc. during the year®

.81 _ Subject Information
No.
1. | Namé in full
"~ 2. | Bcale of pay’
3. [Date of Birth -
4. | Total Service
5. | Unit'to which attached
6. /| Educational Qualifications NNt
| (as recorded)
7. | Date of continuotig | Post: Date:
appom%me:# o the present Pay Scale: Grade Pay:
o grade .= it ‘
Present post and dite of Post; Date:
8. [ appointment thereto: Pay Seale: Grade Pay:
8. | Period of absence from duty

*Please attacha separate sheet, if required

Pagei1of 8
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v PART-?1 DESCRIFITON O DUTILS
To be filled in by the Technical Staff reported upon
- (Please read carefully the instructions before filling:the entries):
1, Brief descﬁption of duties

—

21, Please specify targets/objectives/goals( in quantitative or other tevms):of work you sef for

yowrself or that were set for you, eight to ten items of work in thé order of priority and your
achievement against each target. ' '

B RRVAT N

Targets/Objectives/Goals ) ‘ e ;}:.lf:_l}iigfemgnts )

Page 2 of 8
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3. (B) Please state brieily, the shortfalls with reference to the targets/objectives/goals
.. referred o in item 2. Please specify constraints, if any, in achieving the targets.

(B) Please  also. indicate. items in which there have been significantly .hi‘éher
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. 81* January of the year
. following the galendar year. If not, the date of filing the return should be given.

Date: .ocvervennenne.

4senenss

_ Signature
N s et . of the Supporting Staff reported upon

Page 3 of8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL ATTRIBUTES AND

FUNCTLIONAL COMPETENCY

Numerical grading is to be awarded by Reporting 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 the guidelines carefully before filling the entries)

R, _Assessment of Work Output (weight age fo this section would be 40%)
S1 - | Reporting Reviewing Authority Initial of Reviewing
No Criteria Ruthority (Refer Para-2 of part-5) Authority
L. | Accomplislunent of
work
planned/allotted as
per subjects allotted i
2. | Quality of butput
3. | Analytical ability ) ’
4. | Accomplishinent of
exceptional
work/unforeseen i
task performed
5. | Overall Grading on -
"Work Output’ ;
B. Assessment of Personal Attribates (weightage to this section would be 30%)
St Criteria Reporting | Reviewing Authority Initial of Reviewing
No. BRuthority (Refer Para 2 of part-5) Authoxity
1. | Attitude to work
2. Sense of A Y
responsibility ] . -
v — - e =
3. | Maintenance 6f - ’
discipline =
4. | Communication
skills -
8. | Capacity to work in’ ]
team spirit
8. | Capacity to work in
time limit
7. | Inter-personal
relation
8. | Overall bearing and
personality
9. | Overall Grading on
personal attributes

Page g of 8
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Asgessment of Punclional Competonoy (woightago to this seation would be 30%4)

si Criteria Reporting Reviewing Authority | Initial of Reviewing |
No. ., Authorily (Refer Pata 2 of patl-5) Huthority.
1 | Technical kmowledge ' >
of Rules/procadures in
the area of function
and ability to apply |
them correctly
2 | Strategic planning
ability
3 | Decision making’ -
ability
"4 | Co-ordination a_blhty
5 | Ability to inotivate and 2
develop subordinates
6 | Initiative i
7 | Overall Gradingon - c .
‘Functional
Competency’ ! e
v, g e leme s

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER - p

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

A TR A s ERAR T
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2. Trainng:

(Please give recommendations for {raining with a view to further xmprowng the
effectiveness and capabilities of the Official)

3. State of health:.

4. Integrity:
(Please corament on the integrity of Official)

e e

u‘r.;,,"

Pen picture by Repoxting Officer(in about 100 words) on the overall qualities of the
officip] including area of strenyths and lesser strengths, extr.‘ordmanr achievements,
.. signilicant failuyesfref:3A & 3B of Part -2] and attitude towards weaker sections.

- 8... Qvezall numerical grading on the basis of weightage given in section & , Band € in
part-3 of the report

Signature of the Reporting Officer

Date: . Name in Block Letterg: ....................................................

Seal: Designation: .......

Pagc 60f 8
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s L PERTYS OVERADL ASSESSMENT RY THE REVEWING OFFICER

1. Length of service under the Reviewing Officer

2. Do.yon agree with the assessment made by the reportmg olficer with respect to the work
-oufput and the various attributes in Part-8 & Part 4? Do you agree with the assessment of
- Igporting. officer in respect of extraordinary achlevements/s1gmﬁcant failures of the
official repoited upon? [Ref.: Part-3A(4) and Part-4(5)] ;
- ..(In case you do not agree with any of the numerical assessments of attnbutes plea::e record your
agsessment in the column provided for you in that section and initials your entries).
] Yes No - =+ o< [ie s -

] oo
TR ATRY

3. In case of disagreement, please specify the reasons. Is fhiete anything you wish 1o modify
or add?

TR | S T R '.""!
“ T J

e e 3 ot . 800 =S

R S T

4.2, Penspicture. hymmm,mn 17, Officer, Please comnent (m shout Y00 wo“rda} sh lhc ov’ca
D oualities of thesefficiad including area of slrengths and lesser strength and his aftitude
iowards weakey sections.

gty T s A TN (L B e T
Shx e
ALY

.B. Overall numerical grading.on the basis of weightage given in sectmn—A B and C in'part-3
of the report

Signature of the Reviewing Officer

Date: Name in Block Letters: ......ccceveiiivnnieneeeisereesensnns
Seatl: _ Designation: ..... S -

Page 70f 8
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Namerical grading is to be awarded by Reporting and Reviewing authoxity which should be on a scale

1.

0f 110 wheze 1 refers to the lowest grade and 10 to the highest.

The columns in the APAR should be filled With'due ‘caré and atterition, after
devoting adequate time. L o s

T

It is expected that any qrading of 1 or 2 (against’ work output ¢ alltibutes or

_ overall grade) wduld be adequately justified in ifte pen pictute by way of specific
;. failures and similarly, any grade of 9 or 10 ‘would-be justified with respedt to

specific accomplishment. Grades of 1-2 or 9-10 are expected to be rare

_occurrences and hence, necessary to justify them. In awarding a numerical grade,

the reportiﬁg and reviewing authorities should rate the officer against a larger

; _..Ropulation of his/her peers that may be currently working under them, ., . ;..

5 B

.- APARs gradec between 8 and 10 -will be vated as ‘Outstanding’ and will be given a

score .of 9 for . the purpose of . calculating average scores for
empaiglment/promotion,

~ APARs grade between 6 and short of 8 will b rated S Very Good" andwﬂj’ be

given a score of 7,

APARs graded between 4 and 6, short of 6 will be rated as ‘good’ and will be given
a score of 5.

APARs graded below 4 will be given a score of ‘Zero™,

Page 8of 8
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T anrs g 1 Ao Y Indian Institute of Engineering Science and
¢ il P Technology,Shibpur

Annual Pexfoxmance Appraisaﬂ B:epoz;t (H.PAR)-v
gy = e of the Ministevial'Staff
T . for the year

o, 1 2021-22 ]

Name with Designation: .............
L L S —————————

) MohilgeNo.: ey e —— 52112011 1) LD S R D
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PART-1: PERSONAL DATA

(To be filled in by Concerned Section/Department/Fmployee of the Institute)

81 Subject ) Information
No. .
1. | Nameinfull °
“2. '[Scale of pay - Fis
3. | Date of Bixth =
4. [ Total Sérvice =
5. | Unit'to which aftached 2 i - = o
6. Educational Qualifications
(as recorded)
7. | Date of continuous Post: Date:
appointment to the present i i
grade - . - . Pay Scale: Grade Pay:
Present post and datéwf - Post: Date:
i &PP omtm_g nf tltl:e.r.em: I"ay Scale: Grade Pay:
i
8. | Period of abseiice from duty
on leave ete. during the year*
*Please aftach a separate sheet, if required :
il e DOy
Page1of8
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PARYT-2: DESCRIPTION OF DUTIES
To be filled in by the Ministerial Staff reported upon

Please read curefully (e lusluctions before filling the entries)
1. Brief descriplion of duties

Nl B R AT (T LV T

T T L T T e

B ,Rl_va_gsg specify.targets/objectives/goals (in quantitative or other terms) of work you 5

-.eetforyourself or that were set for you, eight to ten items of work i the order of

priority and your achievement against each target,
R T _.‘,,'.l"‘dxyﬂ'f!'i!'f.)bjective‘f;/(':‘naln

= R;:hiever;éiif'sﬁ- =

Page2of 8
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o Fleage state briefly,
tlargets/obiecti

Yelérénce to the
ify constraints; if any, in

Date:

i Signature

_ of the Ministerja} Staff reported upon
i 2 ' y o

Page g ory
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FUNCTIONAL COMPETENCY
Numencal grading is to be awarded by Reporting and Reviewing aut‘honly which should beon .
. a scale of 1-10 where 1 refers to the lowest grade and 10 to !I'lo highedt .~ = .-
(Please read the guidelines carefully before filling the’ entnes)

e e T

PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL: RTTRIBUTES AND

Assessment of Work Output (weight age to this section would be 40%)
st , Reporting Reviewing Ruthority Initial of Reviewine
No .Criteria Huthority (Refer Para-2 of part-5) Ruthority
3. | Accomplishment of | ]
work
plunned/allotted as
per subjects allotted

2. | Quality of outpust

3. | Analytical ability '

4. | Becomplishinent nf
exceptional i
werlz/andcroseen

{ ¥ | Cverall Grading on -
' “Work Qutput’

1. | Attitude to work

B, ’h}spsgrwnl of Personal Aitrihutes (weightage to this sechon wovld be 30%)
L 81 AT Criteria; - Reporting | Reviewing Anl}mnty " Imitial ui Heviewing
No. ) Buthority (Refer Para 2 of part-5) Huthority

2. | Sense of

responsibility R
3. | Maintenance of ®
dizcipline
I 4 | Communication - | N ’ T
skills . -
5. -| Capacity to worlvin ]
: team spirit
6. | Capacity to work in
tinie it
1. | Imter-personal . g
1elation
8. | Overall bearing and ]
personality

9. | Overall Crading on

_personal attributes :

Page 4 of 8
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C. Assessiuent of Functional Corapetency (weightage to this seclion would be 30%)
SI [ . Cuteria_ Reporting | Reviowing Authority. | Initial of Reviewing
No. . Ruthority (Refér Para 2 of part-5) Ruthority
1 | Technical knowledge ey .
of Rules/procedures in
the area of function
and ability to apply
them correctly
2 [ Strategic planning - R : O
ability - o
3 Dedisioirrﬁking ’
ability i
4 | Co-ordination ability - L
§ | Ability to motivate and LR
develop subordinates | . et e
- - —— 4 : s ———
"6 i Initiaitve ] [« :
7" |.Overall Crading ¢n Ry
‘Fanetionsl
| SGompetency’ ., . @

.- PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1. Relations with the public (wherever applicable) ‘ _
(Please comment on the Official’s accessibility to the public and responsiveness to
their needs) ' -

Page 5ot 8
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4. Integrity: g e TP A

— T AT ey b B T T A W 4T S =y e A T £ e e A LT R s -

2. Training:
. (Please giye. recommendations for training with' a view to fu:cther l.mpxomng
the et‘fectwene.:s and capabilities of the Official) - Ve

3. BState of health:

R Tl ;

(Please comment on the integrity of Official) -

~8. Pen pighire by Reporting Ofiicer(in abont 100 words) on the overall quahties

Date:

_Seal:

- .06 the official including area of strenc gthe and iesser stwngths, extxaon.ma:.y
_achievements, significant failures!ref:34 & 33 of Part -a] and attitude towards
wreeker ec,twu.;. =

_ 6. Querall nurgerical grading on the basis of weightage given in section &, B and

Cin paxt-s of the repoit,

Sigmature of the Reporting Officer

Name in Block Letters: .........

T T R R R LR E I ]
v

Designation: .........ccee.....

tasssmnssssnmnny

Page 6 of 8
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PART-8 OVERALL ASSESSMENY 8Y 'THE REVEWING OFFICER

L. Teagth of service uuder the Reviewing Officer

2. Do you agree with the assessment mado by the reporting oificer with respect to
the worls output and the various attributes in Par(-3 & Part 4? Do you agree with the
assessment .of  reporting officer in  respect of ‘extraordinary
achicvements/sigmificant failures of the official reported upon? [Ret Part-3A(4) .
and Part-4(5)]

(In case you do not agres with any of the numerical asscssinents of attributes please
1 rgcord your assessment in the column provided for you in that section and initials your

entries).
[ Yes No fJ

. 3. Incase of rdisagreemeant, please specify the reasons. Is there ~anythiag you: vwsh W

mo(i:.fy e ar’d"

4. Pen pi::nu'e by Reviewing Officer. Please corumnent (in about 100 words) on the

overall qualmes of the official including area of strengths and lesser strength and
his altitude towards weaker seciions.

VL A g B
Ty 0w

5. Ovwerajll numerical grading on the basis of weightage given in section-A, B and ©
in part-3 of the report.

——
B Sigmature

g : "+ of the Reviewing Officer

Date: Name in Black Letters: .............. S AR AR S

Seal: _ Desigmation: ........ SR R TR A

Page 7 of 8
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N umerical grading is to be awarded by Reporting and Reviewing authority which should be en

1,
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GUIDELINES FOR T'HE REPORTING AND REVIEWING OFFICER

2 scale of 1-10 wheve 1 refers to the lowest grade and 10 to the thest

The columns in the APAR should be filled with due care and attenuon, after
dc.vot-nq adequate iime, : SR

Itis expected that any grading of 1 or 2 (agamst work ontput or sttributes
or.overall grade) would be adequately justified in the pen picture by way
of spegific failures and similarly, any grade of 9 or-10 would be justified

with zespect to specific accomplishment. Grades of 1-2 or 9-10 are

expecled to be rare occmrrences and hence, necessary to justify them. In
awarding. a numerical grade, the reporting and reviewing authorilies

shouid rate the officer ngainst » larger population of his/hey peers that may

be currantly worldneg uider e,
Y 2]

k ER i

y -J-.’&Fj}\'flf..s.jgradecl between 8 and 10 will be rated:as ‘Outstanding’ and wili be
~giren. a seore of 9 for the purpose of calculafing averagé scores for

s empanelment/promotion.

&8
G RERORAYE RANETPR

AAPARs grade between § and short of 8 will be rated as ‘Very Good‘ and A

will be given a score of 7.
APARs gracded between 4 and 6, short of 6 will be rated as ‘good’ and wiil
be given a score of 5.

APAYs graded below ¢ will be given a score of ‘Zero’.

Page8of 8
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-« -IndianInstitute of Engineering Science and
Technology,Shibpuy PSR i Y

. &innual Performance Appraisal Report (.E.PAR]
of the Supporting Staff: 2
for the year

2021-22

Name with Designation: ...
Posted at: .......ccovveeennens

SEessssduETRRAEE s

Mobile NO.: \cviveiiiiiesrisinenneeeseeseessvernees BIELID: ooieeses
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=S PART-1: PERSONAL DATK
v -(Po be filled in by Concerned Section/Department/Employee of the Institute)
L Subject | . Infornation:.
No.

1. | Wame in full

2. | Bcale of pay

3. | Date of Birth

4. | Total Bervice

"B. | Uniit to which attached

B | Hludational Qualificdtions 4 {
{03 racorded)

70 7| Périod of abgénce fom duty” |
onleave ete. during the year™

*Pleaseattanh a sepazete shoel, it raqiired =
L T PART-2 : DESCRIPTION OF DUTIES
To be filled in by the Supporting Staff reported upon
(Please read the instructions carefully before filling the entries)

Brief description of duties

Date: riuiiyipesiansiiasnncnns Signature
; of the Supporting Staff reported upon

Page 1 6f5
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© ' PART-3 RSSESSMENT ON WORK OUTPUT AND PERSONAL ATTRIBUTES

o - Numesical grading is to be awarded by Reporting and Reviewing Kuthority which should be on a seale

of 1-10 where 1 refers to the lowest graf.d_e_ and 10 to the highest, . .

(Please read the guidelines carefully before filling the entries)

E. Assessment of Work Output (weightage to this section would be 60%)

1

s1 . Reporting Reviewing Buthority | Initial of Reviewing
No Criterxia Ruthority (Refer Paca-2 of part-5) - Ruthority
1. | Accomplishment of
work
planned/allotted as "
per subjects allotted
2. | Quality of output ' "
8. | Analytical ability :
4. | Accomplizliment of = T HP
exceptional TR
work/unforaseen
task performed v 5 o
5. | Overall Grading sn | g TR T
“Work Cutput’ :

R

£ R e
B.. Assessraent of Personal Attributes (weightage to this section would be 40%)

51 Criteria_ Reporting | Reviewing Authority Initial of Reviewing
No. . Authority (Refer Para 2 of part-5) Ruthority
1. | Attitude to work .
2., | Sense of
responsibility :
3.. | Mairtenance of '
.| Discipline
4. | Communication
* | skills
5. | Capacity to work in
team spirit
6., | Capacity to work in
time limit
7. | Inter-personal
relation
" 8.: | Overall bearingand | :
personality
~ 9.. | Grading on o
personal attxibutes

Page 20i'5
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T T

. PART-4 OVERALL ASSESSMENT 8Y THE REPORTING OFFICER

1. State of health:

2. Integrity g
(Please comment on the integrity of the Supporting Staff)

‘w. . 3. .Pen picture by Reporting :Officer ( in about 100 werds) .on the overall qualities of the
TR S ~-Dupporting  Staff dinclugding--avea of strengths and lesser strengths, extraordinary
clon i 0 o - achievements(significant failures (vef: 3 A & 3 B of part-3) and attifudé towards weaker

sections. Lt . , -
. sty - : - - '
l ! Y I
j o
4. Overall numerical grading on the basis of weightage given in section & and B i pan-3 .gf
the report )
Signature of the Reporting Officer
oo gete .. Dates . Name in Block Lettors: ... i e veensnivnsinssesaesssneesens
R Seal; _ Designation: ......ivvesseeariiremmereenenns Frr—— o

Page yofs
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PART-5 OVERALL ASSESSMENT BY THE REVIEWING OFFICER

1. Length of service under the Reviewing Officer

2. Do you agree with. the assessmeiit made by the reportmg officer w1th rPiper't to the
work output and the vazious attributes in Part-3 & Part 4? (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 initials your entries).. s

Yes No LA I P SR T

.3, In cage of u;vaqreemcm Please specify the reasons. Is there anything you. wish to
modﬂv or add? '

4. Pen pictwre by Rew.ewmg Officer. Please comment (1n about 100 words) on the ovelall
qualities of the official including area of strengths and lesser strength and his attitnde
towards weaker sections.

- 8. Qverall numerical grading on the basis of weightage given in section-A and section-B of
the report.
Signature of the Reviewing Officer
Date: . Name in Block Letters: ...........
Seal: Desigmation! auwsmisissitiasemsiisms i

Pageq of 5
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GUIDELINES FOR THE REPORTING AND nEv‘it:ivxﬁG' OFFICER =~

. Numencal grading ig to be awarded by Reporting and Reviewing authority which should be ona sqale

of 1-10 where 1 refers to the lowest grade and 10 to the highest.

The colurns in the APAR should be filled with due care and attention, after
devoting adecuate time.

It is expected that any grading of 1 or 2 (agamst worlk output or att.ubules oY

, - -overall grade) wonld, be adequately justified in the penr picture h'gr way of specific
.-failures and -similarly, auy grade of 9 or 10 would be }mnixed with :eapec-t to

specific accomplishraent. Grades of 1-2 or 9-10 are expected to be TAare

cgeuryences.and hence, necessary to justify them. In awarding a numerical grade,

the reporting and reviewing authorities should rate the officer ‘dgainst a larger
population of his/hor peers that may be currently working under then.

wy 0T

I
P R A

CAPARs qrqclad hetween 8 and 10 will be rated as ‘Oufstandiﬁg}’ and will be 'g’i:uen a

soeve, upf. G.ofor..the puwrpose of caleulaiing average scores for
ST anelment/ promonon.

JFARs grade between § and short of B mll be Iated as ‘Vely (:ood’ and 'lmtl bc.
¢iven a seoze of 7, RS ,
APARs graded between 4 and 6, short of 6 will be rated. as ‘good’ and will be given

a score of 8.

APARs graded below 4 will be given a score of ‘Zero’.

Pages50f5
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PART-1: PERSONAL DATA

(To be filled in by Concermed Section/Department/Officer of the Institute)

51 Subject Information
No,

1. | Name in full

2. | Scale of pay

3. | Date of Birth

4. Total Sexvice

8. Unit to which attached

6. | Educational Qualifications

(asrecordeq)

I. | Date of continuous Post: Date:
appointment to the present Pay Scale: Grade Pay:
grade
Present post and date of Post: Date:

8. | appointment thersto: Pay Scale: Grade Pay:

8. | Period of absence from duty
on leave etc. during the year*

*Please attach a separate sheet, if raqired

Pageiof 8
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PRRT-2: DESCRIPTION OF DUTIES
To be filled in by the Officer reported upon

(Please read carefully the instructions before filling the entries)
1. Brief description of duties

2. Please 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

Page 2 of 8
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3. (B) 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.

Dateliyesisnsam i, Sigmature
of the Officer reported upon

Page 3 of 8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL ATTRIBUTES AND

FUNCTIONAL COMPETENCY
Numerical grading is to be awarded by Reporting and Reviewing authority which should be
ona scale of 1.10 where I refers to the lowest grade and 10 to the highest.

(Please xead the guidelines mentioned in the last page carefully before filling the entries)

A, Assessment of Work Output (weightage to this section would be 40%)
81 Reporting Reviewing Kuthority Initial of Reviewing
No Criteria Ruthority Reler Para-2 of parl-8) Buthoxity
1. | Accomplishment of
work
planned/allotted as
per subjects allotted
2. | Quality of cutput
3. | Analytical ability
4. | Bccomplishment of
oxceptional
worl/unforeseen
task performed
8. | Overall Grading on
‘'Work Output’
B. HKssessment of Personal Atfributes (weightage to this section would be 30%)
Sl Criteria Reporting | Reviewing Ruthoxity Initial of Reviewing
No. ZAuthority (Refer Para 2 of part-5) EButhority
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenanee of
discipline
4. | Communication
skills
§. | Leadership qualities
6. | Capacity to work in
team spirit
7. | Capacity to adhere
to time schedule
8. | Intex-persomal
relation
9. | Overall bearing and
personality
10. [ Overall Grading on
'Personal Attributes’

Page 4 of 8



G. Rasessment of Functional Competency (weightage to this section would be aos)
§1 Criteria Reportting Revicwing Tnitial of
No. Buthority BRuthority Reviewing
(Refer Para 2 of Buthority
part-5)
1 | Technical knowledge of
Rules/procedusres in lhe area of
function and ability to apply that
correctly
2 | Knowledge of
Rules/Requlations/Procedures
in the area of uwiction
3 | Decision making ability
4 | Co-ordination ahility
5 | Ability to motivate and develop
subordinates
6 [ Initiative
7 | Overall Grading on ‘Functional

Competency’

1. Relations with the public (wherever applicable)

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

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

Pages50f8



2. Training:
(Please give recommendations for training with a view to further Improving
the effectiveness and capabulities of the Officer)

3. State of health:

4, Integrity:
Please comment on the integrity of the Officer)

8. Pen picture by Reporting Officer(in abont 100 words) on the overall qualities
of the officer including area of strengths and lesser strengths, extraordinary
achievements, significant failures [Ref.:3A & 3B of Part ~-2] and attitude towards
weaker sections.

6. Overall numerical grading on the basis of weightage given in section A,Band
C in part-3 of the report.

Sigmature of the Reporting Officer
Date: Name in Block Letters: ........vu..e..... poccacoarABono oo

Seal: . Designation: ,.....uumeisiseesanissiennins

Page 60f 8
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PART-5 OVERALL ASSLSYMENT BY 'THE REVEWING OFTICER

1 Tength of service under tho Reviewing Officor

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 & Part 4 ? Do you agree with
the assessment of Reporting Officer in respect of extraordinary
achievements/significant failures of the Officor roported upou? [Rel.: Patl-35(4)
and Part-4(5)]

(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 initials your
entries).

Yes No

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

4. Pen picture by Reviewing Officer. Please comment (in about 100 wozrds) on the
overall qualities of the Officer including area of strengths, lesser strength and his
attitude towards weaker sections.

8. Overall numerical grading on the basis of weightage given in section-A, B and C
in part-3 of the report.

Signature
of the Reviewing Officer
Date: Name in Block LEteYS: ..vcvemvuiuiiieereresiossssssiessssssenss

Seal: Desigmation: ......swessssssmmavessiisiiiiiiiimsssiv

Page 70f 8
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should he
onascale of 1.10 where 1 refexs to the lowest grade and 10 to the highest.

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

2. It is expected that any grading of 1 or 2 (agrainst work output or attributes
or overall grade) 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 accomplishiment. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence, necessary to justify them. In
awarding a numerical grade, the reporting and reviewing authorities
should rate the officer against a larger population of his/her peers that may
be currently working under them.

3. 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.

4 APARs grade between 6 and short of 8 will be rated as 'Very Good’ and
will be given a score of 7.

8. APARs graded between 4 and 6, short of 6 will be rated as ‘good’ and will
be given a score of 5.

6. APARs graded below 4 will be given a score of ‘Zero'.

Page 8 of 8
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PART-1: PERSONAL DATA

(To be filled in by Concemed Section/Department/Employee of the Institute)

S1 Subject Information
No.

1. | Name in full

2. | Scale of pay

3. Date of Birth

4. | Total Service

5. Unit to which attachied

[<

Educational Qualificationis -

(as recorded)

1. | Date of continuous Post: Date:
appeintment to the present - .
eadn : i Pay Scale: Grade Pay:
Present post and date of Post: Date:

8. | appointment thereto: Pay Scale: Grade Pay:

9. | Period of absence from duty
on leave etc. during the year*

*Please attach a separate sheet, if required

Page10f8




PART-21 DESCRIIION O DUTIES
To be filled in by the Technical Staff reported upon

(Please read carefully the instructions before filling the entries)
1. Brief description of duties

= 2 ‘Hloase specify.tavgets/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 thé order of priority and your
achievement against each target,

[T Targets/Objectives/Goals Achievements

Page20f 8
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3. (A) Please state bueily, the shortfalls with reference to the targets/objécﬁves/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets.

—

(B) FPlease also indicate items in which there have been

mgmfwantly hiQ'hér
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 ie. 31* January of the year
following the calendar year. If not, the date of filing the return should be given.

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

Signature
of the Supporting Staff reported upon

Page30f8
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PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL ATTRIBUTES AND
FUNCTIONAL COMPETENCY
Numerical grading is to be awarded by Reporting and Reviewing authority which should be on a scale
of 1-10 where 1 refers to the lowest grade and 10 to the highast.
(Please read the guidelines carefully before filling the entries)

A. Assessment of Work Output (weight age to this section would be 40%)
S1 Reporting Reviewing Authority Initial of Reviewing
No Criteria Buthority (Refer Para-2 of part-5) Authority
L. | Accomplislunent of
work
planned/allotted as
per subjects allotted

2. | Quality of output

3. [ Analytical ability

4. | Accomplishment of a0

exceptioral
work/unforeseen
task performed
§. | Overall Crading on )
"Work Output’ I
B. . Assessment of Personal Attributes (weightage to this section would be 30%)
-8l Criteria Reporting | Reviewing Euthority Initial of Reviewing
No. Buthority | (ReferPara 2 of part-5) Authority
1. | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
discipline
4. | Communication
skills
5. | Capacity to work in
team spirit
6. | Capacity to work in
time limit
1. | Inter-personal
relation
8. | Overall bearing and
personality !
8. | Overall Grading on
personal attributes

Page 4 of 8
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Assessment of Fapctional Competonoy (woightago to this seotion would be 30%)

s1 Critexia " Reporting Reviewing Authority | Initial of Reviewing |
No. Buthoxity (Refer Pata 2 of parl-5) HAuthority -
1 | Technical knowledge
of Rules/procedures in
the area of function
and ability to apply
them correctly
2 | Strategic planning
abihty
3 | Decision making |
ability
4 | Co-ordination ability
§ | Ability to motivate and
develop subordinates
6 | Initiative
7 | Overall Grading on SR
‘Functional
Competency' i

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER -

1. Relations with the public (wherever applicable)
(Please comment on the Official's accessibility to the public and responsiveness to their
needs)

Pagesof8
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2. Traimng: —— .
(Please give recommendlations for training with a view to further improving -the
effectiveness and capabilities of the Official)

»®

State of healih:

4. Integrity: « Lo e
(Please comment on the integrity of Official) -

= NSRS S Sy P o S

8. Pen picture by Reporting Officer(in about 100 words). on the overall qualities of the
. official including axea of strengths and lesser strengths, extraordinary achievements,
. sigmificant failurgs{ref:3A & 3B of Part -2] and attitude towards weaker sections.

6.. Overall numerical grading on the basis of weightage given in section A , Band C in

part-3 of the report
Signature of the Reporting Officer
Date: _ NamemBlockLetterq:
Seal: Designation: .........cccvivieinen.

Page 60f §
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. -PART-5 OVERALI ASSESSMENT RY THE REVEWING OFFICER

1. Length of service under the Reviewing Officer

2. Do you agree with the assessment made by the reportmg officer with respect to the work
output and the various attributes in Part-3 & Part 4? Do you agree with the assessment of
reporting officer in respect of extraordinary ach1evements/s1gmﬁcant failures of the
official reported upon? [Ref.: Part-3A(4) and Part-4(5)]

(In case you do not agree with any of the numerical assessments of atiributes please record your
assessment in the column provided for you in that section and initials your entries).
Yes No '

3. in case of disagreement, please specify the reasons. Is there anytiung youm.;h to modﬁ)
or add?
)
i

L

4. Pen.-pisture by Reviewing. QOfficer, Please comment (in about 100 wc:rds) o tha om.,rall
. qualities of tm:, ‘official including area of strengths and Jesser strength and his aititude
towards weaker sections.

B0

- 8., Overall numerical grading.on the basis of weightage glven in aeCtIOII-A B and C in part-3

of the repoxt.
Signature of the Reviewing Officer
_Date: Name in Block Leters: ....evvvivirerirecrnnerensiseeseessnns
Seal: . Designation: ......cccciviivuieeiiieiessecesvnnnesesnsene

Page 70of 8
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GUIDELINES FOR THE REPORTING AND REVIEWIN G OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be onascale

1.

- APARs grade between 6 and short of 8 will b

0f 1-10 where 1 refers to the lowest grade and 10 to the highest.

. The columns in the APAR should be filled with due care and attention, after

devoting adequate time.

It is expected that any grading of 1 or 2 (against work’ output ou allributes or
overall grade) v_fqul}d_ be adequately justified in the pen picture by way of specific
failures and similarly, any grade of 9 or 10 would bé justified ‘with respect to
specific accomplisl}rnent. Grades of 1-2 or 9-10 are expected to be rare

= occmrenqes_and’hénpe, necessary to justify them. In awarding a numerical grade,
the reporting and reviewing authorities should rate the officer against a larger
. population of his/her peers that may be currently working under them, .

]

L04Rs 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

empanelmeni/f:romotion.

&rdled & ‘Very Good” andl will be

given a score of 7.
APARs graded between 4 and 6, short of § will be rated as ‘good’ and will be given
a score of 5.

APARs graded below 4 will be given a score of ‘Zero®,

Page 8 of 8
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Indian Institute of Engineering Science and
Technology,Shibpur

Annual Pexformance Appraisal I_!epo,ﬁ (E.P.KR)
of the Ministevial Staff
for the year D

2022-23

Name with Designation: .......................
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v PART-1: PERSONAL DATA
(T'o be filled in by Concerned Section/Department/Employee of the Institute)
st [ Subject -~ - Information ==
No. - _
1. | Nameinful - ; :
2. | Scale of pay
8. [ Date ol Biit - S ‘

4, Total Service’ '
| 5. | Unit to which attached =~ -
8. | Educational Qualifications
(as recorded)
7. | Date of continuous Post: Date:
appointment tf).;the present Pay Scale: Grade Pay:
grade
Presént post and date of “Post: Date: :
[z 8, aPp omt‘mef}t t.hfzreto: Pay Scale: Grade Pay:
8. | Period of &bsetice from duty

onleave eic. during the year*

- *Please aftach a separate shaet, if required

Page 10f 8



PART-2: DESCRIPTION OF DUTIES

T P S s e P A | i o A e e e S B i

To be filled in by the Ministerial Staff reported upon
(Please read curelully e lustructions before filling the entries)

1. Brief descriplion of dulies

2. Please 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

HAehievements’

Page 2 of 8
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Property for the

Prescribed date j.e. 31* January of
g the calenday Year. If not, the date of filing the return should be
given
Date:........ - .
Signature
of the Ministeria] Staff reported upon

Page g of g



PART-3 ASSESSMENT ON WORK OUTPUT, PERSONAL K'TTRIBUTES AND

FUNCTIONAL COMPETENCY

Numerical grading is to be awaxded by Repoxting 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 the guidelines carefully before filling the entries)

A, Assessment of Work Output (weight age to this section would be 40%)
s1 Reporting Reviewing Authority Inittal of Reviewing
No Criteria, Buthority (Refer Para-2 of part-5) Ruthority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted |

2. | Quality of output

3. | Analytical ability

4. | Accomplishment of
exceptional
work/unforeseen
task performed

5. | Overall Grading on
‘Work Output’

B, Kssessment of Personal Attributes (weightage to this section would be 30%)

51 Criteria Reporting | Reviewing Authority Initial of Reviewing

No. Buthority (Refer Para 2 of part-5) Authority

1. | Attitude to work

2. | Sense of
responsibility

3. | Maintenance of
discipline

4. | Communication
skills

5. | Capacity to work in
team spirit

6. | Capacity to work in
time limit

Z. | Inter-personal
relation

8. | Overall bearing and
personality

9. | Overall Grading on

L personal attributes

Page 4 of 8
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C. Assessment of Functional Comp etency (weightage to this section would be 30%)

81 Criteria Repoxting Reviewing Authority Initial of Reviewing
No. Ruthority (Refer Para 2 of part-5) Ruthority

1 | Technical knowledge
of Rules/procedures in
the area of function
and ability to apply
them correctly

2 | Strategic planning
ability

3 | Decision making
ability

4 | Co-ordination ability

§ | Ability to motivale and
develop subordinates

6 | Initiative

T | Overall Grading on
*Functional
Competency'

PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1. Relations with the public (wherever applicable)
(Please comment on the Official's accessibility to the public and responsiveness to
their needs)
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2. Training:
(Please give recommendations for training with a view to further improving
the effectiveness and capabilities of the Official)

3. State of health:

4. Integrity:
(Please commaent on the integrity of Official)

5. Pen picture by Reporting Officer(in about 100 words) on the overall qualities
of the official including area of strengths and lesser strengths, extraordinary
achievements, significant failures[ref:3A & 3B of Part 2] and attitude towards
weaker sections.

6. Overall numerical grading on the basis of weightage given in section &, B and

C in part-3 of the report.
Sigmature of the Reporting Officer
Date: Name in Block Letters: .......vurvireeereeearsocnreessersn
Seal: Designation: .......cceieeiivnneeenennees
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PART-5 OVERIALL ASSESSMEN'T BY THE REVEWING OFFICER

1. Leugth of service under the Reviewing Officer

2. Do you agree with the assessment mado by the reporting officer with respect to
the work output and the various attributes in Pari-3 & Part 4? Do you agree with the
assessment of reporting officer in  respect of extraordinary
achicvernents/significant [ailutes of the official reported upon? [Ret.: Part-3A(4)
and Part-4(5)]

(In case you do not agree with any of the numerical asscssments of attributes please
record your assessment in the column provided for you in that section and initials your

entries).
Yes No J

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

modify or add?

4. Pen picture by Reviewing Officer. Please comment (in about 100 words) on the
overall qualities of the official including area of strengths and lesser strength and
his attitude towards weaker sections.

8. Overall numerical grading on the basis of weightage given in section-4, B and C
in part-3 of the report.

Signature
of the Reviewing Officer
Date: Name in Block Letters: ....ueeeeeiiisiiiceesvasssrseseseesrenss

Seal: Desigmation: ........sssusmwissomiemsamsavaigsis
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading js to be awarded by Reporting and Reviewing authority which should be on
a scale of 1-10 where 1 refers to the Iowest grade and 10 to the highest.

1. The columns in the APAR should be filled with due care and attention, after
devoting adequate time.
2. 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 grade of 9 or 10 would be justified
with respect to specific accomplishment. Grades of 1.2 or 9-10 are
expected to be rare occwrrences and hence, necessary to justify them. In
awarding a numerical grade, the reporting and reviewing authorities
should rate the officer against a larger population of his/her peers that may,
be currently working under them.

3. 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.

4. APARs grade between 6 and short of 8 will be rated as ‘Very Good' and
will be given a score of 7.

8. APARs graded between 4 and 6, short of 6 will be rated as 'good’ and will

be given a score of 5.

6. APARs graded below 4 will be given a score of ‘Zero’.
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Name with Designation:

Posted at:

Indian Institute of Engineering Science and
Technology,Shibpur :

Annual Perforimnance Appraisal Report (APAR)
of the Supporting Staff:
for the year

2022-23

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

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



PART-1: PERSONAL DATA

(To be filled in by Concerned Section/Department/Employee of the Institute)

Sl Subject Information
No.

1. | Name in full

2. | Bcale of pay

3. Date of Birth -

4, Total Service

5. Unit to which attached

6. Educational Qualifications
(as recorded)

1. | Period of absence from duty
on leave ete. during the year*

*Please attach a separate sheet, if recuired

PART-2 : DESCRIPTION OF DUTIES
To be filled in by the Supporting Staff reported upon
(Please read the instructions carefully before filling the entries)

Brief description of duties

Date: ciieiiririirrriinnnnns Signature
of the Supporting Staif reported upon
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'PART-3 ASSESSMENT ON WORK OUTPUT AND PERSONAL ATTRIBUTES °

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale
of 1-10 where 1 refexs to the lowest grade and 10.to the highest.

(Please read the guidelines carefully before filling the entries)

R. Assessment of Work Output (weightage to this section would be 60%)

81, : Reporting Reviewing Ruthority Initial of Reviewing
No Criteria Buthority (Refer Para-2 of part-5) Authority
1. | Accomplishment of
work
planned/allotted as
per subjects allotted

2. | Quality of output _ i

8. | Analytical ability

4. | Accomplishment of
exceptional
work/unforeseen
task performed

5. | Overall Grading on
"Work Output’

B. BAssessment of Personal Attributes (weightage to this section would be 40%)

S1 Criteria Reporting | Reviewing Authority Initial of Reviewing
No. EButhority (Refex Para 2 of part-5) Ruthority
1, | Attitude to work
2. | Sense of
responsibility
3. | Maintenance of
Discipline
4. | Communication
skills
5. [ Capacity to workin
team spirit
6. | Capacity to work in
time Nrmnit
1. | Inter-personal
relation
8. | Overall bearing and
personality
9. | Gradingon
personal attributes
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PART-4 OVERALL ASSESSMENT BY THE REPORTING OFFICER

1, State of health:

2, Integrity
(Please comment on the integrity of the Supporting Staff)

3. Pen picture by Reporting Officer ( in about 100 words) on the overall qualities of the

.. Supporting Staff including area of strengths and lesser strengths, extraordinary
achievements(significant failures (ref: 3 A & 3 B of part-3) and attitude towards weaker
sections.

4. Overall numerical grading on the basis of weightage given in section A and B in part-3 of

the report
Signature of the Reporting Officer
Date: Name in Block Letters: .......ccovomsiiiimniniinincncniines
Seal: Desigmation: ...... I ..... adbaoibonaat
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PART-5 OVERALL ASSESSMENT BY THE REVIEWING OFFICER

. 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 & Part 47 (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 initials your entzies),

Yes No

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

. Pen picture by Reviewing Officer. Please comment (ih about 100 wordsj on the overall
qualities of the official including area of strengths and lesser strength and his attitude
towards weaker sections.

Overall numerical grading on the basis of weightage given in section-A and section-B of
the report.

Signature of the Reviewing Officer

Date: Name in Block Letters: .vvvuererereernseeesernnnneonn.

Seal: Desigmation: ussssussismisisisveissssisasisssissimsssrssesn
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GUIDELINES FOR THE REPORTING AND REVIEWING OFFICER

Numerical grading is to be awarded by Reporting and Reviewing authority which should be on 2 scale
of 1-10 where 1 refers to the lowest grade and 10 to the highest.

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

2. 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 grade of 9 or 10 would be justified with respect to
specific accomplishment. Grades of 1-2 or 9-10 are expected -to be rare
occurrences and hence, necessary to justify them. In awarding a numerical grade,
the reporting and reviewing authorities should rate the officer agairist a larger
population of his/her peera that may be currently working under thezn.

3. APARsgraded 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.

4, APARs grade between 6 and short of 8 will be rated as *Very Good' and will be
given a score of 7,

B. APARs graded between 4 and 8, short of 6 will be rated as ‘good’ and will be given
a score of 8.

6. APARs graded below 4 will be given a score of ‘Zero’.

Page 50f5

- ’ SETIreTpRLE . ST ” . L 2t AR R 2} 20815, U e A 08 8 5 0 S AR LR Y by 2 5 bt



