VISVA-BHARATI
SANTINIKETAN

CIRCULAR

The undersigned is to request to all the Directors / Principals / Heads of all Academic and
Non-Academic Departments / Centers / Sections to forward the annual Performance Appraisal
Report (A.P.AR.) and Integrity Certificate of the Non-Teaching employees working under their
control in the prescribed proforma enclosed herewith for the year [2019-2020 (if not forwarded
till date) & 2020-2021].

Photocopy of the enclosed proforma may be used for this purpose.

The filled in A.P.A.R.s and Integrity Certificate should reach the undersigned by 30 days
from the date of issuance of this circular to enable the administration to process the cases of
promotion / up gradation of the employees working under their control.

This may be treated as URGENT.

No. Estab/E-lII/APAR
Date: 25/08/2021 -
X - \:5-45;2’,’;’3 [
4Joint Registrar (Establishment)
Visva-Bharati

Copy forwarded for information & necessary action to :

All Directors / All Principals

All Heads of Academic and Non-teaching Departments / Centres / Sections

Finance Officer

All Joint Registrars / Deputy Registrars / Internal Audit Officer / Assistant Registrars
CMO / CSO / UE

Deputy Registrar & C.S. to Upacharya

P.A. to Registrar

University Web Master- To upload in the University Web site

Hindi Officer- To translate in to Hindi and arrange to upload the Hindi version in the
website

10. File
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a)

ACADFNMIC EMPLOYEES

Date of birth; £ Qualificazion:
Designation: g) Bhavana/ Department:
Post held during the period of APAR k) Nature of work 1a bref

Date and year from which post
held by the employee

Assesiment af wark output (weichee wthis section would te 40%) maximum scare 10 for

gach gitribuge.

Scorsuiven by | taitiat of Scor= given by | Initial of
: Rzpoiing Rzporting Reviewing Reviewing
i Authorim Authoriry Authority Authoary

1} Accomplishment of
planned work/work allotizd
as per subjeces allottad

i) Quality of out (based an
naturs of work)

1) A nalyticat aiiley
(based on naturs of work)

excaptional world
unfpreseen task cerformed

1.
|
iv) Accomplishment of %
H

Tatal Grading on Work i
Outpur (A) \

Formula for Grading (A):- Total Score X 40% =

a

Assesmnent of personal attributes (weinhiags 1o this Section would be 30%) maximum score 10 for each
attribule,

Scors given by | Initial of I Score givenby | Initial of
. Reperting . Raporing Raviewing Raviewing
! Authority Authority Authoricy Avuthority
| 1) Artitude to work l

11) Sense of responsibility 1

i) Maintenance of discipling |

iv) Regularity & Punctuality in
attandance ’

v) Communication skills |

vi) Leadership quality i

vii) Capacity to work in team
sairil =

|

viit) Capacity to work in tim
Limit |
LR

L) Diier- peesonal relations i
£

=1

i Tori Grading en personal
[ atiniutes (B) I :
Farnaia for Gruding (13): Tami Sei ¢

S




- Assessment of functionad cumgetency i} fer
wach aunbute.
| . | Scare given by |, !aitial of | Score ! Inital of
| 4 i " | « o 3 o .
| J' Regorting i Reporting | givenby | Raviewing
| Authsrity o Aathority | Reviswing | Aathority
! ¥ g !
! ki |
| | Authority
t) Knowledge of Rules/ Reguiation/ | '

i) Proper maintaining & update of | |

I
r.
Procecdurs in the ar2a of funcrion and | , Il
rzcords/files by the emploves ! '! '

|

|

|

| ability to apoly them correctly l |
|

|

Lit) Strategic planning ability
(GP Rs. 4600/- and above)

Iv) Detision making ability

v} Ceordination ability

(GP Rs. 4600/- and abave) :
'i

{
vi) Abtlity to motive and develop | {
subordinates ‘
(GP Rs. 4600/- and above) ’ J
Total Grading on functional ‘ |' ! {
competency (C) . ‘ | |

Formula for Grading () :
a) For employees in GP to Rs. 4200/ Total score X 30% =
' 3

o] For em plovees in GP 5. 4600/- : Tatal Scors X 0% =

6

Ove_mll'Crnding iRepo rri.r:g CiNicer)- A+B+C = .

Signaturs of the Rzporting Officar with Seal

{The Reviewing Officer should carefully consider and state whether he / she a 2ccapts the assessment
recorded by the Reporting Officer in all respect. If he! she differs tram the Reporting Officer m any
respect, the facts should be clearly stated below) o h d

Gverall Cl'mIIE.rig {Reviewing Qfficer)z- A+B=C =

“,
.

Signaturs of the Reviewing Officer with Seal
-:'r] =

2) Integrity Certificate: *
“The records of service af Sri/ Sint.
who is to be considered far promation/ cenfirmation in the grade have been scrutinized
and itis certified that there is no duubt abaut his/ her integrity.”

ek Pa——
: T4

Tca with s=al

Wthers is deubt { sesscion recueding i

Mo ensa Cdoubtfn! o eawmpinais reven




