VISVA-BHARAT]
SANTINIKETAN
CIRCULAR
The undersigned is to request to the all 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 pro-forma enclosed herewith for the year (2018-19).
Photocopy of the enclosed pro-forma may be used for this purpose.
The filled in A.P.A.R’s and Integrity Certificate should reach the undersigned within
15 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-IIl/APAR Regist Rg)
Date. 20/05/2019 Visvg-Bharati

Copy forwarded for information & necessary action to:

1. All Directors/All Principals

2. All Heads of Academic and Non-teaching Departments/Centres/Sectionzv

3. Finance Officer

4. All Joint Registrars/Deputy Registrars/Internal Audit Officer/Assistant Registrar

5. CMO/CSO/UE

6. CSto Upacharya

7. P.A.to Registrar

8. University Web Master-To upload in the University Web site

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

10. File



VISVA-BHARATI
~SANTINIKETAN
’AR FOR THE NON-ACADEMIC EMPLOYEES

— : APAR for the year: _

Name : ':_
Date of birth:

Designation:

Post held during the period of APAR

Date and year from whxch post

held by the employee

Assessment of work output. (weightage to this section

each attr| xbute

)

- g

Qualification:

2) Bhavana/ Department:

H)  Nature of work in brief

would be 40%) maximum score 10 for

i) Ac?omplishment of

planned work/work allotted
as per subjects allotted

Authority

Score given by | Initial of Score given by Initial of
Reporting Reporting Reviewing Reviewing
Authority Authority Authority

‘| unforeseen task performed |

i)y Quality of out (based on
nature of work)

iii) Analytical ability
(based on nature of work)

iv) Accomplishment of
exceptional work/ -

Total Grading on. Work
Qutput (A)

attribute,
—

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

4

* Assessiment of pusonal attributes (\\ex"hlmzc 10 this Sccu

on would be 30%) max:mum score 10 for eac'a

| Reporting

Score given by

lmtxa] of
Reporting

Score given by
Reviewing ;

Initial of K

Reviewing

i) Attitude to work

Authority * -

Authority

Authority

Authority

1i) Sense of responsibility

iii) Maintenance of discipline

iv) Regularity & Punctuality-in’
attendance

v) Communication skills

| vi) Leadership quality

vn) ¢ apacity to work in teﬁm
spirit .

viii) e '\pacny to work in time
limit

ix) Inter- personal- relations

Total Grading on personal

[ attributes (B)

Formula for Grading (B): Total Score N 30%

9




(2)

C. Assessment of functional competency (Weightage Lo this Section would be 30%) maximum score 10 for
: cach attribute.

Initial of
Reviewing
Authority

Reporting Reporting | given by
Authority Authority Reviewing_
Authority

Score given by | Initial of / Score

1) Knowledge of Rules/ Regulation/
Proce_‘dure_ in the area of function and
ability to app} them correctly

iM) Prép_ér;_maintéining &updateof | - l = ’ : :

records/files by the employee , 0
iif) Strategic planning ability ! , ’
(GP Rs. 4600/- and above) . : :
V) Decision making ability ‘ ' T
GP Rs. 4600/- and above). ;

v) Coordination ability

vi) Ability:to motive and develop
subordinates St

GP Rs. 4600/- and above) . e
Total Grading on functional s g i ¥ vdal
competency (C) : e ' J

For{nul:} 'for.iGrn'ding (C):
a) For employees in GP'l'c? Rs. 4200/-: Total score X 30%=

b) For é'mplo;yecs in GP Rs. 4600/- : Total Score X 30% =

Ovcrall"_drading (Reporti‘ng.o‘fﬁccr):- A+B+C=

E " Signature of the Reporting Officer With Seal”
% (The,'Revie'»'(/mg-'ofﬁéer.sho;lld c.areful_lylcoﬁsiderandstéte whether he /she a accepts the assessment - -
recorded by the Reporting Officer inall respect. If he/ she differs from the Reporting Officer in any .
~ Tespect, the facts'should be clearly stated below) T L

" -Overall Grading (Reviewing Officery A+ B4C <

Signature of the Reviewing Officer with Seal

2) Integrity Certificate: *-
“The records of service of Sri/ Smt. . g :
who is to'be consideied for promotion/ confirmation in the grade have been scrutinized
and it js certified that there is no doubt about his/ her integrity.”

Head of the Office with seal

If there is doubt / suspicion regarding integrity, a secret detailed not should be attached. .~ 5
In no case, ‘doubtiul or complatnts received against the officials’ to be mentioned.




