" GOVERNMENT OF DELHI

DIRECTORATE OF TRAINING AND TECHNICAL EDUCATION
Muni Maya Ram Marg, Pitampura , DELHI - 88

Annual Performance Assessment Report (APAR) of GROUP INSTRUCTOR of
INDUSTRIAL TRAINING INSTITUTE for the period from to

Sonp

1. Full Name (In Capital)
2. Date of Birth

3 Designation

4.  Date of posting in the

present institution

- 5. Results

-Number of regular ' Number of Regular 1 Pass
Candidate appeared . candidates passed percentage

of number of -
Sections under his/
her supervision |

6. TEACHING ABILITIES AND SUPERVISION

1).  Number of period taught by him/her in a :
- week

2).  Help rendered to the Craft Instructor/
Supervisor Instructors in preparing
charts, drawing & visual aids

3).  Ensuring timely indenting of raw-
materials required for the sections under
his charge in advance
and making arrangement

for their supply from the stores.

4).  Checking and evaluation
of the practical jobs
of trainees, maintenance

of tools & equipment in
the sections under his/
her control.

5).  Checking and inspecting
his/her sections
regarding observations of
safety precautions,
maintenance of proper
records and functioning

of the sections according
tothe time schedule.

6). Conductmg model lessons
in his/her own or
connected subiects.



NUMERICAL ASSESSMENT 3

(To be filled by Reporting and Reviewing Officers)
Name of the Officer reperted upon .
Report for the period _
Numerlcal 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 carefully the guidelines before filling the entries) | | '

| Reporting Reviewing | Initials of ]
Officer Officer (revisea | Reviewing
Grades , if does not officer,

- | agree with column No.2)
ﬁ.- m——

M—iiars.

[A] Assessment of work output (welghtage to this sectlon would be 40%) —]

i 1] Accomphshment of planned work/work | | . . ' - )
allotted as per subjects allotted.

2} Quality of Output L | *
| 3] Analyt:cal ability |

&

T

| 4] Accompllshment of exceptlonal work/
unforeseen tasks performed

Overali Gradmgﬁon 'work output™ | L ' [

|

[B] Assessment of Personal attributes (wer

| 1] Attltude to work. | ,

2] Sense of responsibility -

3] Maintenance of Di;apline | Ii )

4] Cor_nﬁunica?ion Skills R | J B

| 51 Leadership qualities | - |

6] Capacity to work in team spirit. _L :
l

7]_Capaci':cy to adhere to time-schedule
8] lnter—per_sonal relations

9] Overall bearing and perséali& ] 1
rOverall Grading on "Personal
Attribute" 1

I ability to apply them correctly. | |
| 2] Strateglc Plannmg ablllty | ] [

3] Deasuon making ability L N
| 4] Coordlnatlon ability - |

k 1
5] Ability to motivate and develop 1
subordinates

r6] lmttatwe

l
i S N

Overall Gradmg on 'Functlonal | - o | -
| Competency”

Section A,B and C

Sighature of the Reporting Officer
. . | Name

Designation

'Date:-



| GENERAL ABILITIES:-
.~ 1).  Power of expression |
' a). Oral
D). Written . .
11). Sense of responsibility
- 1ii). Aptitude for teaching and
training o
V). Initiative
v). Ability to evaluate the

work of individuals and
projects or schemes.

vi). Quality of judgment
vii). Punctuality
viil). Ability to get along while dealing with

a) Trainees

b) Sub-ordinates
C) Colleagues

d) Superiors

€) Public

8).  Suitability as only skilled
craftsman or a good teacher

9).  Alertness and interest in the
Work.
10)  Reliability

11). Leave
1). Number of times taken
during the year
i1). Whether leave was got
sanctioned before hand
or not.
11). What were the grounds

for taking leave

1v). Remarks about taking
leave

12).  GENERAL REMARKS:-

1), Has he bear responsible
for any outstanding work
during the period under

report? If so what?

i1).  Has he been reprimanded
for indifferent work
or other causes during
the period under report?
It so, give brief
Particulars

i1).  Does he/she carry out
instructions given to
him/her by his/her
superiors properly

Iv). Integrity



Part - |V

REMARK OF REVIEWING OFFICER
=T ORR VYT REVIEVING OrFICER

1. Length of service of assessee under the -

Reviewing authority from the period under
report

2. State of health

3. Do you agree with the assessment of the -
officer given by the reporting Officer? Is there

anything you wish to modify or add?
4. General remarks

>. Final average Grading (on scale of 1-10) -

Date:- Signature of Reviewing Officer

Name
Designation




INDIKUCIIUNS | ' S

should accurately reflect the intention of authority recording the answer. Please use unambiguous and simple
language. Please do not use omnibus expression like ‘Outstanding’, Very Good’, ‘Good’, "Average’ and ‘Below
Average’ while giving your comments against any of the attributes

6. The Reporting Officer shall, in the beginning of the year set quantitative/physical/financial targets in
consultation with each of the officers with respect to whom he is required to report upon. In the case of an
officer taking up a new assignment in the course of the reporting year, such targets/goals shall be set at the
time of assumption of the new assignment. The targets shouid be clearly known and understood by both the

8. It should be the endeavor of each appraiser to present the truest possible pii:ture of the appraise in regard
to his/her performance, conduct, behavior and potential.

3. Assessment should be confined to the appraisee’s performance during the period of réport only.

- 10.Some posts of the same rank may be more exacting than other. The degree of stress and strain in any post
may also vary from time to time. These facts should be borne in mind during appraisal and should be

commented upon appropriately.

11. Guidelines regarding filling up of APAR with numerical grading:-

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

(il) 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

(iv) APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.
(v) APARs graded between 4 and short or 6 will be rated as ‘good’ and given a score of 5.

12. The following procedure should be followed in fillina uc the item relating to INTEGRITY:-

(a) A separate secret note shouid be recorded and followed up. A copy of note should also be sent together
with the confidential Report to the next superior officer who will ensure that the follow-up action is taken
expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the
reporting officer shouid state either that he has not watched the officer/official’s work for sufficient time to

(c) If the doubts or suspicions ore confirmed, the fact should also be recorded and duty communicated to the
officer concerned. "

(c) above
Time Schedule for preparation/completion of APAR
(Reporting Year - Financial Year)
I S.No | Activity | | Date by which to be completed
1 Distribution of blank APAR forms to ail c;r;Eerned 31 st March
(This may be completed even 3 week earlier).
2 Submission of self-appraisal to reporting officer by 15" April T
| officer to be reported upon (where applicable) ]

3 | Submission of report- by reporting officer to| 30 th June |

; reviewing officer
4 Report to be completed by Reviewing Officer and to| 31 st July

be sent to Administration or CR section/Cell




