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ANNUAL PERFORMANCE APPRAISAL REPORT FORM
(Group B – Scientific and Technical) 

PART II

SELF DECLARATION

I have filed my annual immovable property return for the preceding calendar year on

22 Day  January Month 2025 Year. 

Date:15.05.2025			                            Signature of the officer reported upon

OR

I have not filed my annual immovable property return for the preceding calendar year due to the following reason(s):


Date:			                                                     Signature of the officer reported upon




					























ANNUAL PERFORMANCE APPRAISAL REPORT FORM
(Group B – Scientific and Technical) 
SECTION-III
SELF APPRAISAL 

(To be filled-in by the officer reported upon and verified by the reporting officer. All the entries may not be relevant to the concerned officer reported upon. Hence, only those which are relevant need to be responded to or filled-in. The particulars given should be pertaining to the period 1st April, to 31st March, only.). 


1. Academic/ technical qualifications (degree, diploma, certificate courses etc.)  added during the year (append proof).
Nil
1. Awards, fellowships, prizes etc. received during the year (append proof).
					Nil
1. Training programmer attended (append proof).

1. List out the official work assigned to you during the year
1. I/c of periodical section including various issues like renewal of journals and databases
2. I/c of maintenance of library.
3. Worked on rotation duties and Saturday duties for library circulation.
4. Assisted in updated IP management to the publishers.
5. Assisted in book shelving
6. Created new membership to fresh users and extended validity to the existing users for N-LIST access period.
7. Created new membership to fresh users for ONOS access period
8. Provided reference article queries to the users via email
9. Assisted in condemnation of furniture and electrical equipments
10. Assisted in procurement of equipments
11. Assisted in archives of books onto new book locker.
12. Assisted in tracing the books for faculty and users.
13. Assisted in translating to Hindi.
14. Assigned works by LIO




3. Provide the details of the work/task completed during the year (The nature/ name of the activity, volume of work done, duration etc. may be indicated under applicable categories given below. Append proof wherever applicable)
0. Clinical/ practical (This includes assessment/rehabilitation/ therapeutic/ special educational services and related activities such as ear mould making, hearing aid repair, OPD examination, surgical procedures etc.)								--
1. Academic (This includes involvement in teaching and practical sessions pertaining to the academic programmes conducted by the Institute, guest lectures/ invited talks delivered, organization of seminars/ conferences/ training/orientation programmes, pre-school training carried out etc.) 
--
1. Research (This includes pursuing of doctoral research, conducting of funded research projects, scientific paper publications/presentations, book / book chapter publication, scientific journal editorship, research guidance etc.) 
--
1. Public Education/ Outreach Activities (This includes participation in preparation of public education materials, communication disorder screening camps, other screening programmes and outreach services)
--
1. Infrastructure Design, Development, Support and Maintenance Activities (This includes design, development, operation and maintenance of civil structures, landscape, electrical and electronic equipments, I.T. & computers, medical records services and library/ information services such as organization and management of print and e-resources, Internet, digital library, e-delivery of information, ICT applications, LAN, Security and Software)
1) Created SQL Reports in KOHA
2) Uploaded contents onto Institute website.
3) Uploaded University /Board question papers of academic streams onto AIISH Library Portal.
4) Updated Statistics and Facts & Figures onto AIISH Library Portal
5) Updated RTI Suo Motu Disclosure
6) Uploaded contents of Institute onto CIC Portal , Govt of India for Suo Motu Auditing for the year 2023-24
7) Uploaded faculty publications onto ISBN Portal , Government of India and allotted ISBN to the faculty members.
1. Administrative Activities (This includes participation in various committees constituted at the Department/Section/Institute level, other administrative/clerical works carried out, contribution/participation in any policy formulation and /or decision making with respect to the section/department or the institute as a whole)
1) Served as Team member in Website Committee chaired by Shri Dr.C.Shijith Kumar, and Shri Nanjundaswmy M (2023) ( AIISH OM No.SH/Dir/WC/2022-23 dated 30.03.2023)
2) Served as committee member for selection committee for Diploma program for 2024-25. Vide email dated 20.06.2024 from Academic Section as per  RCI circular No. 25-20/NBER/(Admission)/RCI/2016, dated 01.05.2024.
3) Served as Team member for Annual stock verification ( AIISH OM 
No. SH/गोदाम/ASV/2024-25 dated 13.03.2025

1. Any other apart from the above (Please specify)

4. Do you believe that you have made any exceptional contribution (distinguished work) e.g. successful completion of an extraordinary challenging task or major systematic improvement resulting in significant benefit to the user/stake holder and/ or reduction in time and costs during the period under report? (This may include formulation /amendment in existing rules/procedures for better effective functioning of the section/department or the institute as a whole) (In case such points have already reflected elsewhere in this report, reference to the serial number(s) of the entries may be given) 

5. What sort of training do you propose for yourself in support of your official duties?
(This may not be limited to the job skills)  

Requires for learning short term course on care and conservation of books, manuscripts and archives.
Requires for learning AI tools using library.

[bookmark: _GoBack]
6. What do you regard as your most important assets or strengths (especially which you feel your higher authorities should notice and use to advantage) that you bring / can bring to the job?

ANNUAL PERFORMANCE APPRAISAL REPORT FORM
(Group B – Scientific and Technical) 

SECTION-IV
PERFORMANCE ASSESSMENT

(To be filled-in by the reporting officer. The reviewing officer may fill-in the columns in this section only in case where he/she does not agree with the grading done by the reporting officer)

1. A Pen-picture (a short description of the personal and professional characteristics) of the officer reported upon indicating the overall qualities of the officer including areas of strengths and lesser strengths and his attitude towards weaker sections. (May also indicate the skill up gradation needs of the officer.)


1. Comment on the integrity of the Officer (Please read Para 3of Section IV of the Guidelines in filling-up APAR).
	Integrity
(Tick whatever is applicable)
	Reporting Officer
	Reviewing Officer

	Impeccable 
	
	

	To be monitored
	
	

	Please provide remarks if any







1. Assessment of Work Output (This assessment should rate the officer vis-à-vis his peers in the similar cadre. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best grade. Any grading of 1 or 2 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. A weightage of 40% may be assigned to the Assessment of Work Output)
	
Sl.
No.
	Criteria
	Grade

	
	
	Reporting
Officer
	Reviewing
Officer

	1. 
	Accomplishment of assigned work
	
	

	1. 
	Accomplishment of distinguished work
	
	

	1. 
	Quality of wok output
	
	

	1. 
	Timeliness of wok output
	
	

	Overall grade on wok Output
	
	



1. Assessment of Personal Attributes (This assessment should rate the officer vis-à-vis his peers in the similar cadre. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best grade. Any grading of 1 or 2 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. A weightage of 30% may be assigned to the Assessment of Personal Attributes.)
	Sl. No.
	
Personal Attributes
	Grade

	
	
	Reporting
Officer
	Reviewing
Officer

	1. 
	Attitude to  work                                                  
	
	

	1. 
	Sense of responsibility                                        
	
	

	1. 
	Maintenance of discipline                                   
	
	

	1. 
	Capacity to work in team spirit                         
	
	

	1. 
	Interpersonal relations                                          
	
	

	1. 
	Honesty and commitment                                     
	
	

	1. 
	Communication skills                                           
	
	

	1. 
	Reliability                                                              
	
	

	1. 
	Punctuality                                                             
	
	

	1. 
	Respect and courtesy
	
	

	Overall grade on personal attributes
	
	







1. Assessment of Functional Competency which describes the knowledge, skill, and/or abilities required to fulfil required job tasks, duties or responsibilities. 
(The functional competencies are specific to a specific department or type of job. Hence, all the criteria listed below for assessing the functional competency may not be applicable to all the categories of employees. 
This assessment should rate the officer vis-à-vis his peers in the similar cadre. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best grade. Any grading of 1 or 2 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. A weightage of 30% may be assigned to the Assessment of Functional Competency.)

	Sl. No.
	
Functional Competency
	Grade

	
	
	Reporting    
  Officer
	Reviewing  
  Officer

	1. 
	Theoretical subject knowledge 
	
	

	1. 
	Practical subject knowledge 
	
	

	1. 
	Ability to utilize job specific equipments/ machines and software
	
	

	1. 
	Knowledge of rules, regulations and procedures   
	
	

	1. 
	Strategic planning ability
	
	

	1. 
	Decision making ability
	
	

	Overall grade on functional competency
	
	








1. Overall Performance Assessment Grade. (The overall grade may be calculated based on the addition of the mean value of grades obtained for the work output, personal attributes and functional competency in proportion to weightage assigned to each.)

	
Overall Grading on Performance Assessment

	Reporting Officer
	Reviewing Officer

	
	

	




					Signature of the Reporting Officer



ANNUAL PERFORMANCE APPRAISAL REPORT FORM
(Group B – Scientific and Technical) 

SECTION-V
PERFORMANCE REVIEW
(To be filled-in by the Reviewing Officer)

1. Do you agree with the pen picture of the Officer Reported Upon given by the Reporting Officer in Section-IV? 

	Yes
	No



1. Do you agree with the assessment made by the Reporting Officer with respect to the work output and other attributes? (In case you do not agree with any of the numerical assessments of attributes, please record your assessments in the columns provided for you in that section and initial your entries).
	Yes
	No



1. In case of difference of opinion details and reasons for the same may be given.



Signature of the Reviewing Officer
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