GURU GOBIND SINGH INDRAPRASTHA UNIVERSITY 4

“A State University established by the Govt. Of NCT of Delhi” 2 _
_ SECTOR-16 C, DWARKA, NEW DELHI-110078 2.
e i
anﬁmmmw&mwnéo?? Dated (5 October, 2024
ORDER

Subject : Introduction of Annual Performance Appraisal Report (APAR) for Multi Tasking Staff
(MTS)

1. There is a provision of assessing the performance of all the employees in Group ‘C and
above posts as per instructions of Govt. of India/ Govt. of NCT of Delhi. APAR of an

benefits under MACPs etc.

2. Consequent upon implementation of recommendations of 6™ CPC all erstwhile Group ‘D’
post, Messenger, Cleaner, Attendant, Sweeper etc. have been merged and upgraded to
Group ‘C’ posts and re-designated as Multi Tasking Staff (MTS). This had also been
implemented by the University vide Office Order dated 27.12.2010, whereby all Group-D/
Class-IV posts of Attendant/ Sweeper were re-nomenclatured as ‘Multj Tasking Staff and
their duties were also notified thereof.

3. It has now been decided by the University to introduce the provision of APARSs in respect of
MTS from the financial year 2023-24. The APARform for MTS is being uploaded in the
University website Www.ipu.ac.in and same could be downloaded and taken in use.

4. APAR will have to be written for each such posting in which MTS has continuously spent g
period of 90 days or more during a financial year.

9. The process for reporting of APARs for the year 2023-24 should be completed by 31.10.2024
and for the subsequent years, timelines as prescribed for the Group ‘C’ should be followed.

8. All the concerned officials and officers are requested to follow the above instructions and
report the APARs of the MTS under their control.

7. This issues with the approval of the Competent Authority.

oHpoF9
(DR. KAMAL PATHAK)
REGISTRAR
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F.No.1(6)(1)/2011/Estt.-NT/ A 19 Dated 0 October, 2024

Copy forwarded to the following for information & necessary action:

1
2
3

4
8.
6

. OS8D to the Vice Chancellor, GGS Indraprastha University.
All Deans/Director/HODs, GGS Indraprastha University.
. Controller of Finance, GGS Indraprastha University.
. Controller of Examinations-I & ll, GGS Indraprastha University.
Superintending Engineer, GGS Indraprastha University.
- Chief Warden, Proctor, Library-Incharge, all Branch In-charge/Head, GGS Indraprastha
University.
- Head (UITS Cell) for uploading the Order on the University’s website.
. Assistant Registrar, Vice Chancellor's Secretariat, GGS Indraprastha University.
. Asstt. Registrar, O/o the Registrar, GGS Indraprastha University.

(Naveen Kumar Budhiraja)
Assistant Registrar

0.Notice Board.
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Hoc! ST Y2t @ R aiffe sRfwes Telitp RArE
ANNUAL PERFORMANCE ASSESSEMENT REPOR'T FOR MULTI TASKING
STAFF

BRI /T
S SRS s 11 ]
OFFICE/DEPARTMENT:
. CCINEURSSS P 0 AT
I 4 / 3 T ofie
e P L

REPORT FOR THE YEAR/PERIOD ENDING

PRI @RT — (URT — 4 )
PERSONAL DATA - (PART-I)

1. DA BT AN
Name of the Official
2, geAaryg
Designation
3. R (e / wei )
Date of Birth(DD/MM/Y YYY)

e o e LRI C RN

4. TP AR/ S/ S s o W wafg & ?

Whether the Official belongs to .
SC/ST/OBC?

5. IS ¥ oR P @ BE
Date of continuous appointment : &I Date
to the present grade

Pay level:

6.  Rlfée agar

Education qualification
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fefoT foram & & S fiaeor
Period of absence from duty (on
Training, leave etc)during the year.
If he/she has under gone training, specify.

T HRT—2
SELF APPRAISAL —PART-2
(Wa@mﬁwﬁéw%m%w%mwm)
(To be filled in by the Officer reported upon)

@mnﬁ%ﬁﬁrmﬁﬁqﬁﬁw—ﬁ@ﬁﬁwﬁgﬁzﬁ%éﬂ

(Please read carefully the instructions before filling the entries)

Bl BT WA e

Brief description of duties:

waﬂ?ﬁﬁa%wmﬁﬂaﬁﬁqﬁ%@m%

Signature of the Official reported upon

©IE] Contd ...P-3/-
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WideH e R FeareT—arT—_s

ASSESSMENT BY THE REPORTING OFFICER - PART-3

(B Hafel T R R yeor fRwr—Re @

S Tg o)

(Please read carefully the guidelines before filling the entries)

Waﬁzﬁrf&ﬂm¢mmm@mm1—w$@ﬂﬁWﬁﬁvﬁma@qﬂﬁ1W

T IS T 10 I e I B oo B |

Numerical grading is to be awarded for each of the attributes by the reporting authority which

should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

@ Frfaert @1 qwres (S YT BT I 40% B

(A) Assessment of work output (weightage to this Section would be 40%)
| | 9T TR | g g
Reporting Reviewing Authority
Authority
1 3 3
i)géﬁﬁrﬁlamaﬁqﬁgﬂm/ﬁ@a%wwmﬁa
e < rd |
Accomplishment of work allotted as per subjects
allotted
ii) BRI e B e
Quality of work output

iii) T 98 79 /TR $T 919 W& & ?
Does know the machine/ store

iv) T 98 FrRIfT WY X w9/ ©R T 9 S
el ® ?

Does he/she maintain the machine/ store/ building
properly and regularly.

V) T TE AR POl © AR A, g
TAES /HSRYT H1STH/ IR &) ST
HIAT 2

Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) fT T eyl @Rt / ervarerers B @)
gRyofar |

Accomplishment of exceptional work/unforeseen tasks
performed

P e ) AT e
Overall Grading on ‘Work OQutput’

BdlEY |nitials
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(sl fre fasryerelt @1 weure (89 9T BT 92 30%@m)

(B) Assessment of Personal attribute (weightage to this section would be 30%)

Mdde grfererey
g v 1y g

Grades by A T g)
Reporting Revised Grades b
Authority Reviewing Authority (i

doesn’t agree with col.2)
3

1
) PR I SIMGRT Attitude to work

i) oy
Sense of responsibility
iti) e 3R wrg & gy
Regularity and Punctuality
iv) SRR ) ST T
Maintenance of discipline
v) TUY] SR
Communication skills
vi) SH S T ¥ 31 oo A araar |

Ability to work in team
vii) S HET % B gzr v @y GG

Ability to meet deadline

vill) RER efyara gae RN GINE miE
Inter -personal relations

ix) ¥ee q41 B IuanT [T e e i e
Clean use of uniform

BT TR W e e ST F [

i ¥ ix])Overall Grading on ‘Personal Attributes’
(Total [i to ix])

2

BB Initials
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@) wepTafeTs wEwaT BT qedie 39 HIT P de 30% B)

(C) Assessment of functional competency (weightage to this section would be 30%)

ddeT oIt | i AffeRt &Ry 1T 19
g Ry v g | IS (@ Fem—2 ¥ Ry Ty I

Grades by e T8 )
Reporting Revised Grades by
Authority Reviewing Authority (if

doesn’t agree with col.2)

2 3

|
i) Fm /ot /o v argar @& e §
gfhad SR STh WE WAN B SHHN
Knowledge of Rules/Regulations/Procedures
in the area of function and ability to apply
them correctly

ii) TH-TY e
Coordination ability

iii) S iR Initiative

iv) TYR W BRI T F Y@L, o= oY
JUel®l B Proficiency in working on
computer, wherever available

TSI TFHAT R F @ [BelTdy AT @G 0 ([
iv]) Overall grading on ‘Functional
Competency’ (Total [i to iv])

BEIER |nitials

ST &1 MR BF1 |

Note : The overall grading will be based on addition of the mean value of each group of indicators
in proportion to weightage assigned
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il

RIHRT HIT - 4
GENERAL PART-4

ERCUER:IIRY i) Relations with the public (ST8T WL 8! wherever applicable)
(ST BT ST Tt b1 el v aibieerd) A T BT G Rl %) (Please

comment on the official accessibility to the public and responsiveness to their needs)

WRIENT Training

(Waﬁﬁaﬁwwﬁmwmawﬁﬁaﬁ?aﬁﬂtﬁwamqﬁgmaﬁq&ﬁ
SHS il 3 forg Rywrfer o9 Please give recommendations for training with a view to

future improving the effectiveness and capabilities of the official)

ey B Ry State of Health

BRIEL Integrity
(PUTT AEBRT ' HeafisT w foaefy & Please comment on the integrity of the official)

Hﬁﬁaqammm@ﬁwﬁﬂwaﬁaﬁaﬁﬂvmmm =T #), Ry wred &g
@WW@WWWW@Wﬁ$HﬁWW@[

SR Contd. .. P-7/-



2.
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the

officer including area of strengths and lesser strength, extraordinary achievements,
significant failures and attitude towards weaker sections.

[ ]

AW S T3 3 @S TR IRW Y e o R YR R 3 ey Teaas
picul

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

/ Ul Iferd & e
Signature of the Reporting Official
AH WY et &
[ Place:......o....., Name in Block letters:
UgaH
<i® Dater....... Designation:
gfideT ot 3ifde

During the period of Report:

SRt Contd....P-8/-
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riielen et B anafael s
REMARKS OF THE REVIEWING OFFICER - PART-S

el STRIerY @) e arafey Length of service under the Reviewing Officer

Ww@?ﬁﬁvwwﬁ%wmmﬁaﬁmmm

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes I Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case
you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):

.

SIEHd B 1 Rerfty ¥ gram gwe srer T | T B U T & R a9 weer
a1 SIS ArEe &2

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

)
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4. ﬁaﬁmaﬁmﬁmﬁaﬁaﬁmma&ﬁﬁﬁwwaﬁgmm@qﬁ%nﬁ

Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

FrieIeT STl 3 avamy
Signature of the Reviewing Officer
¥ WY et
B Place:,.......on. Name in Block letters:
g+
fei® Dates.............. Designation:
RO <6t el

During the period of Report:
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W% Annexure-I

T@mﬁvﬂmﬁmqﬁ’rqam W & Y B sy
Guidelines regarding filing up of APAR with numerical grading

(i) mmﬁmﬁﬁaavmwmwwmﬁmmwéﬁ@ww |
The columns in the APAR should be filled in with due care and attention and after
devoting adequate time.

(ii) agwaﬁaﬁﬁé%1awz$1%ﬁmﬁmw(ﬁﬁammﬁrﬁwaﬁmm

f3T I o srever & | wiRer TS &R §Y e U9 ot Ea)
WWWWWW@MﬁW#WWH&
o % BT TR |

(iii) It is expected that any grading of 1 or 2 (against work output or attributes or overall
Grades of 1-2 or 9-10 are €xpected to be rare occurrences and hence the need to Jjustify

under them.

i 10 B 9 i * fer o

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.

) 3R P16 T 8 /BT & 417 &7 wlifegor sTeT foram Ser ger greig -
v %W@Tﬁl o

(vi) APARs graded between 6 and short of 8 will be rated as “Very Good" and will be
given a score of 7. :

(vii) TSR ®T 4 qUT 6 Q BieT 3 sl T e “srear Ry SHITQIT AT A1 5 2 SRy |

APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5,

(viii) - UUCSR &7 4§ &9 avffamer “smr” foyar sy

APARs graded below 4 will be given a score of “Zero”.
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Annexure-IT

Time schedule for preparation/completion of APAR
(Reporting vear — Financial year)

Date by which io be completed
1. Distribution of blank APAR forms to all | 315 March.

concerned ( ie., to officer to be reported upon (This may be completed even a week
where self-appraisal has to be given and to earlier).
reporting officers where self-appraisal is not be

Activity

given).

2 Submission of self-appraisal to reporting officer | 5™ April
by officer to be reported upon (where
applicable).

3 Submission of report by reporting officer to 30™ June

reviewing officer,
4. Report to be completed by Reviewing Officer [ 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.
5 Appraisal by accepting  authority, wherever | 3% August
rovided.
6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15t September
there is accepting authority.
7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.

8. Forwarding of representations to the competent
authority.

(a) where there is no accepting authority for | 21% September

APAR.
(b)  where there is accepting authority for | 6™ October
APAR.
g Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell
11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record J0]
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