INDIAN INSTITUTE OF SCIENCE EDUCATION AND RESEARCH, MOHALI

GENERAL GUIDELINES FOR FILLING UP THE
ANNUAL PERFORMANCE APPRAISAL REPORT (APAR) FORM

Proforma:-

The proforma for the Annual Performance Appraisal Report (APAR) comprises of 5 parts.
The requirement under each part and the authority responsible for filling up these sections is
indicated in the table below.

Part No. | Information Required Authority Responsible
1 Basic Information Establishment Section
II Self-Appraisal Appraisee
I1I Appraisal Reporting officer |
v Review Review Officer
v Accepting Accepting Authority

Instructions on filling up the different parts: -
Part I - To be filled up by the concerned Official & verified by Establishment Section:

This section should be filled up in the Administration Division/Personnel Deptt. Period of report
could either be the entire reporting year, namely, from 1st of April to 31st March or a part of the
year {exceeding 3 months). In case the period of report is a full year, it should be indicated

accordingly. In case the period of report is less than the entire year, specific start and end dates
should be indicated.

In the table relating to reporting and review authorities the name and designation of the reporting
and review authorities should be mentioned so that the appraisee is clear about whom he/she is
required to send the report to.

The period leave and details of training & workshops attended should be mentioned in this part in
the table provided for the purpose.

Regarding timely completion of Annual Performance Assessment: -

After the expiry of the first week of the time-schedule, if the self-appraisal is not received by that
time, Reporting Officer should take it upon himself to remind the officer to be reported upon in
writing, asking him to submit his self-appraisal. If no self-appraisal is received by the
stipulated date, the reporting officer can obtain another blank APAR form and proceed
to write the report on the basis of his experience of the work and conduct of the officer
reported upon. While doing so, he can also point out the failure of the officer reported
upon to submit his self-appraisal within the stipulated time.



Part II — To be filled up by the Official/Officer Reporting upon: -

In Part II, the appraisee is first required to give brief description of his/her duties and
responsibilities. This need not be very lengthy and would normally not exceed about 100 words.
Ideally, this should be in bullet form.

The appraisee is required to fill up the table provided by the purpose in Part-IL.

It is possible that an officer has accomplished certain major tasks which were not foreseen either
at the commencement of the year or even during the mid-year review. Examples of these may be
relief and rescue work following a natural calamity or dealing with some other kind of emergency.

Part II provides for such unforeseen work accomplished/underway to also be recorded by the
appraisee to project his/her complete achievements during the year. Section II also provides an
opportunity for the officer to reflect upon his/her performance during the year and indicate one
item which he/she thought was a significant contributions made by him/her during the year. It is
not possible for any officer to make such significant contribution every year and hence this need
not be attempted for each year of his/her service. Examples of such contribution may be the
successful organization of a major event like organizing convocation, conferences, annual day etc..

There is an increased emphasis on competency building in the new performance appraisal and
career progression system. There would be a premium on competency and skill upgradation,
Hence, all officers are advised, through a note in Part II, to keep the cadre controlling authority
informed, atleast once in five years, of all educational and training programs attended, including
the details of marks/grades secured in such programs.

Another certificate is with regard to having submitted Annual Property Return for the year and the
APAR of all his/her subordinate officers for the period under report, In case the annual performance
report of any subordinate officer could not be submitted, the reasons for the same need to be
indicated in the table provided. This could be due to the concerned appraisee not having submitted
his/her self-appraisal or some delay having taken place due to emergent work. In this connection,

it is clarified that this certificate is required only in respect of those officers for whom the appraisee
is the reporting authority.

Part III — Assessment By The Reporting Officer:-
This part relates to the actual appraisal and is to be recorded by the reporting authority.

Part TII then requires the reporting authority to comment on part 11 as filled out by the appraisee,
and specifically state whether he/she agrees with the responses relating to the accomplishments.
In case of disagreement the reporting authority should highlight the specific portions with which
he/she is unable to agree and the reasons for such disagreement.



Thereafter, this part requires the reporting authority to record a numerical grade in respect of the
workout put of the appraisee both in respect of the planned work as well as the unforeseen tasks.
A numerical grade is also required in respect of the “quality” of the output.

The reporting authority is also required to record a numerical grade in respect of certain personal
attributes and functional competencies as mentioned in the proforma.

Part III requires the reporting officer to comment on the integrity of the appraisee. In recording
remarks with regard to integrity, he/she need not limit him/herself only to matters relating to
financial integrity but could also take into account the moral and intellectual integrity of the
appraisee. The following procedure should be followed in filling up the column relating to integrity:-

i) If the Official/Officers integrity is beyond doubt, it may be stated.

i) If there is any doubt or suspicion, the column should be left blank and action taken as
under:-

a. A separate secret note should be recorded and followed up. A copy of the note
should also be sent together with the APAR to the Reviewing Officer who will ensure
that the follow up action is taken expeditiously.

b. If, as a result of the follow up action, the doubts or suspicions are cleared, the
officer’s integrity should be certified and an entry mode accordingly in the APAR.

C. If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the officer concerned.

d. If as a result of the follow up action, the doubts or suspicions are neither cleared
nor confirmed, the officers conduct should be watched for a further period and
thereafter action taken as indicated at (b) and (c) above.

The reporting authority is then required to comment on the attitude of the appraisee towards
Scheduled Castes and Scheduled Tribes.

The reporting officer is also required to record a descriptive pen-picture on the overall qualities of
the appraisee and his/her performance. This need not exceed about 100 words and should try to
cover qualities which the reporting officer feels have not been adequately covered through the
specific attributes and the work assessment. The pen-picture is also meant to be a gualitative
supplement to the quantitative assessments made earlier part of this part.

Finally, the reporting authority is required to record an overall grade. This should also be done on
a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest,

Part IV — To Be Filled Up By The Reviewing Officer: -

This part is to be filled up by the review officer and is self-explanatory. Again, as in the case of the
reporting authority, the review authority is first required to indicate the time for which the appraisee
has served under him/her. There after he/she is required to indicate if he/she agrees with the



assessments made by the reporting officer. In case he/she does not he/she may record vas/her
own assessment against the work output or any of the attributes, in the column specifically
provided for the purpose in the table in Section II. In case he/she agrees with the assessment
he/she need not fill in the column meant for him/her in the attributes/work output tables.

The review officer is required to record a pen-picture, not exceeding about 100 words. Finally
he/she is required to record an overall grade in the scale of 1-10.

Regarding Filling Up APAR With Numerical Grading:-

iil.

vi.

wvii.

Numerical gradings are to be awarded by Reporting and Review Authorities for the quality
of work output, personal attributes and functional competence of the Official/Officer
reporting upon. These should be on a scale of 1-10, where 1 refers to the lowest grade
and 10 to the highest. The following guidelines may be kept in mind while awarding
numerical grading;-

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
accomplishments, Grades of 1-2 or 9-10 are expected to be rare occurrences
and hence the need to justify them. In awarding a numerical grade the reporting and
reviewing authorities should rate the officer against a larger population of his/her peers
that may be currently working under them.

APAR graded between 8 and 10 will be rated as “Outstanding” and will be given a score
of 9 for the purpose of calculating average scores for the empanelment/promotion.

APAR graded between 6 and short of 8 will be rated as “Very Good” and will be given a
score of 7.

APAR graded between 4 and short of 6 will be rated as "Good” and will be given a score
of 5.

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

Fraction grading in APAR will NOT be given.

Part V — Remarks By The Accepting Authority: -

This part is to be filled up by the Accepting Authority that whether he/she agree with the
assessment of Reporting Officer and Reviewing Office? In case of difference of opinion, he/she is
to give reason(s) for the same. Further, he/she if to give final grade on a scale of 1 -10.
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