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GOVERNMENT OF INDIA
MINISTRY OF HEALTH & FAMILY WELFARE

RAJKUMARI AMRIT KAUR COLLEGE OF

NURSING
LAJPAT NAGAR IV, NEAR MOOLCHAND METRO STATION,
NEW DELHI — 110024,

ANNUAL PERFORMANCE ASSESSMENT REPORT

FOR

LIBRARY & INFORMATION ASSISTANT

NAME OF THE OFFICER

DESIGNATION . LIBRARY &INFORMATION
ASSISTANT

REPORT FOR THE YEAR/

PERIOD FROM

—




GOVERNMENT OF INDIA
MINISTRY OF HEALTH AND FAMILY WELFARE

RAJKUMARI AMRIT KAUR COLLEGE OF NURSING
ANNUAL PERFORMAN CE ASSESSMENT REPORT (APAR)
PART -1
(TO BE FILLED BY THE OFFICE)

. Repor;: Period : From 01/04/2018 to 31/03/2019

. Name
. Date of Birth
. Designation

. Qualification

. Scale of Pay

Basic Pay
Pay Matrix

Level

. Date from which present post

held
. Whether SC/ST/OBC

(Please tick mark) : SC/ST/OBC
. Period of absence on account : Training

of Training/Long leave (more
than 3 Leave months) :  Leave




PART-II
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 (i’n___qlualitative 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

riority and your achievements against each target. (Example:” Annual Action Plan
or your division) _ . S

Targets/Objectives/Goals Achievements




3(A) Please state briefly, the shortfalls with reference to

the targets,

obljectivesfooa!s refeired 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 contributions thereto: .

4. Please state whether the annual return on immovable property for the preceding

calendar year was filled within the prescribed date i.e. 31" Januar

following the calendar year. [t not, the date of filling the return shoul

of the year
be given:
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PART -3

Wmﬁaﬂwﬁﬁw,mﬁamgﬂﬁﬁmm@mm%mwéﬁ1—1o$ﬁﬂﬁ
W AT AR, SRl 1 9ew $9 Avh &1 aur 10 SeaeH Al BT Sool@ @Rl 21 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 refers to the highest.

P yfdfedl o WA F vge fenfdel o e ¥ ue

(Please read carefully the guidelines before filling the entries)

(&) B FeIET @1 qRIG (S 4T BT UR 40% 1)

(a) Assessment of work output (Weightage to this section would be 40%)

Reporting Officer | (6% 917 5 @1 Y1 2) | amenw

Reviewing Officer | Initial of Reviewing
(Refer para 2 of part | Officer

3)

L. 3rggle, aiffamer wd gameor
W TR (TR /SR
P RATT

Processing of Publications
(Books/Serials) including
accessing, classification and
cataloguing,

i, URU=T (3% arse, da g)

Circulations (Check-out, check-ins)

iif. e/ SgpmfiTe /AR @
IR TR e WarY we Bl
Rendereing, Reference services
including preparation of

_biblicgraphies/Indexes/Abstracts

iv. R Wl o g i

Retrieval of library materials

V. YIBTerd A1 Yolrell &
TERET

Maintenances of “Library
Information System”

vi.fRl # R g e
YofieRoy

Overall grading on “Wark Qutput”




(@) afdaa fagaadell 1 qeaied (§9 HIT B IR 30% BN

(b) Assessment of personal attributes (Weightage to this section would be 30%)

AicdeT FuPRI THfdaiea e (G | gAidced e & s
Reporting Officer | W7 5 &1 7 2) Initial of Reviewing
Reviewing Officer Officer
(Refer para 2 of part 5)

L o B e

Attitude to work.

ii. RN @ 9y
Sense of
Responsibility

iii, IR BT SREY

Maintenance of Discipline
iv. YO &Y
Communications
Skills

v. T @ WG 9
TR DI &

Capacity to work in
“team spirit

vi. THg IR Bl

IR TR D &I
Capacity to adhere to
time-schedule

vii. TNR ST ey
Inter-personal
relations

viii. 99 Bfd 79 Afdr
Overall bearing and
personality

i R R g
framaR sl

" | Overall grading on
‘Personal Attributes’

(W) THTEICE QeI BT qeId (S 91T BT IR 30% B

(c) Assessment of functional competency (Weightage to this section would be 30%}

Reporting Officer

fgeNa aTer (ved
AT 5 %1 W 2)
Reviewing Officer

(Refer para 2 of part 5)

TAdeAie AeeR) & JeEeR

Initial of Reviewing
Officer

i, T/ fefma /o
Td Irgar & & 4
fshaTe v 9 Wel
TART &l S
Knowledge of Rules/
Regulations/Procedures in
the area of function and
ability to apply them
correctly.




ii. g FroF T 3t
7T
Strategic planning ability

iii. AR oW B e

Decision making ability

iv. T gRdr
Coordination ability

v. Ugel Tidd

Initiative

YHRIchd e TR del
TR Sl

Overall grading on
‘Functional Competency’




PART - 1l1 -*A’

(Assessment by the Reporting Officer)

1. General

S.No. | Description of quality / Assessment
charaecteristic '
Excellent | Very | Good | Fair Poor | Not
Good Applicable
i) Generai Health
ii) | ';E’em perament
iti) | Regularity =~ and
punctuality -
'iv) | Diligence
V) Intelligence
vi) Tnitiatives
vii) | Self Confidence ‘
viii) | Technical Coordination
ix) Willingness to learn
X) Project Management
xi) Professional skills

(Please comment on the iniegrity of the officer)

2. Integrity




\\1‘\___

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

PART - il ‘B’

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. *

(1) Assessment of work output (weightage to this Section would he 40%)

| Reporting | Reviewing | Initial of Reviewing
Authority | Authority Authority

i) | Accomplishment of planned work /
work allotted as per subjects
allotted

i) | Quality bf output

i) | Analytical ability

iv) | Accomplishment of exceptional
work/ unforeseen tasks performed

Overall Grading on *Work Output’

(2) Assessment of personal attributes (weightage to this Section would be 30%)

B Reporting | Reviewing | Initial of Reviewing
Authority Authority Authority

1) Attitude to work

ii) | Sense of responsibility

i) | Maintenance of Discipline




iv) | Communication Skills

v) | Leadership qualities

vi) | Capacity to work in team
spirit

vii) | Capacity to work in time
limit

viii} | Inter-personal relations

Overall Grading on ‘personal
attributes’

(3) Assessment of functional competency (weightage to this Section would be 30%)

Reporting | Reviewing | Initial of Reviewing
Authority Authority | Authority

i) | Knowledge of
Rules/Regulations/
Procedures in the area of
function and ability to
apply them caorrectly.

i) Strategic planning

ability
11i) Decision-making ability
iv) Co-ordination ability
V) Ability to motivate and

develop subordinates

Overall Grading-on ‘functional
competency’

* Guidelines regarding filling up of APAR with numerical grading are given at the end of the
APAR performa)




(4.) Pen picture by Reporting Officer on the overall qualities of the officer including
area of strengths and lesser strength, extraordinary achievements, significant failures
(ref: 1,2 & 3 of Part-III ‘B’) and aftitude towards the weaker sections)

—

(5.)  Overall numerical grading on the basis of weightage given in section ‘1, 2,&3in
Part-I1I ‘B’ of the Report.

Dated : Signature of the Reporting Officer

Name in Block Letters :

Designation:




PART -1V

Remarks by Reviewing Officer

1. Do you agree with the assessment made by the Reporting officer with respect to
the work output and the various attributes in Part- Il ‘A & ‘B’ ? Do you agree with
the assessment of reporting officer in respect of extraordinary achievements /significant
failures of the officer reported upon? (Ref: Part ~I1I ‘B’ 1(iv) and Part II1 ‘B4 ))

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

entries)

Yes _ No

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

3. Pen picture by the Reviewing Officer. Please comment on the overall qualities of
the officer including area of strengths and lesser strength and his attitude towards

weaker sections.




4,
Part-1IX ‘B’ of the report.

Dated :

Overall numerical grading on the basis of weightage given in section 1,2 & 3 in

Name in Block Letters ;

Designation:

Signature of the Reviewing Officer




@i

(ii)

i)

{iv)

2

{v1)

Guidelines regarding filling up of APAR with numerical grading

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

devoting adequate time.

It is expected that any grading of 1 or2 (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
reviéwing authorities should rate the officer against a larger population of his/her
peers that may be currently working under them.

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.

APARs graded between 6 and short of 8 will be rated as Every good’ and will b-e given
a score of 7. , .

APARS graded between 4 and 6 short of 6 will be rated as ‘good” and given a score of
5.

APARs grade! below 4 will be given a score of zero.




