REMINDER-II

VISVA-BHARATI
SANTINIKETAN
CIRCULAR

The undersigned is to convey that a Circular of even number dated
30/05/2016 was issued requesting to forward the A.P.A.R.s of non-teaching
employees within 15 day’s. However, the same has not yet been received from
the concerned Heads of Departments. Therefore, the Director / Principals /
Heads of all Academic and Non-Academic Departments/ Centers / Sections are
again requested to forward the Annual Performance Appraisal Report (A.P.A.R.)
and Integrity Certificate of the Non-Teaching employees working under their
control in the prescribed proforma enclosed herewith for the year (2015-2016).

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

The filled in AP.AR.s and Integrity Certificate should reach the
undersigned by 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-IlII/APAR
Date: 21/06/2016
Joint Registfar (Establishment)
Vigva-Bharati

Copy forwarded for information & necessary action to:

01. All Directors/All Principals

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

03. Finance Officer

04. All Joint Registrars/Deputy Registrars/Internal Audit Officer/Assistant
Registrars

05. CMO/CSO/UE

06. C.S. to Upacharya

07. P.A. to Registrar

08. University Web Master — To upload in the University Web site

09. Hindi Officer — To translate in to Hindi and arrange to upload the Hindi
version in the website

10. File



VISVA BHARATI
SANTINIKETAN
; “ " APAR FOR NON-ACADEMIC EMPLOYEES
"APAR for the year

a) Name:-

b) Date of birth f) qualiri_c'a_'mdn

¢) Designation

: g) Bhavana/ Department

d) Post held durrng the penod of APAR

h) Nature of work in brief -

e) Date and year from which post held
by the employee

A . Assessment of work ourput (welghtage to thls sectlon wuuld be 40%) maximum score 10 for each attrrbute. e

-Score given by © Initial of Score gwen ‘by o ~ Initial of i
Reportrng Report:ng Re\rlewlng a| ..‘_Reviewing i
Authonty Authonty Authority - ' Authorit\r G

(i) Accomplishment - of * planned
work/work allotted as per subjects
allotted 1.
(i) Quahty of output (based on nature ;!
of work) - : ‘ ;
(iii) Anarytrcal ablhty {based on nature-‘ SN
of work). - : ik
(iv) - Acccmpllshment oF except:onal'
work/unforeseen task performed :
Total Grading on Work Output{A) - .|~

Ferm'ul_a for"Gred-'ing' (A)

'T'ci't':aiScbre" i'ito%
B.. Assessment of personal attrlbutes (WEIgh. ge to thrs Sectlon would be 30%) mammum score 10 for each
attrlbute ' . : i : 5 S

-S_co_r.e_ gi'v'en. by ‘_ln‘it_ial of.'.- ;
~ Reviewing ‘Reviewing
- Authority " Authority .

Inltlal of
Reportmg
' ‘Authority |

Score gwen by
Reportmg
authorlty

(i) Attitudetowork .~ -,
(i) Sense of responsibility =

(i) Maintenance ofdlsmplme
(iv) = Regularity * & .Punctuallty in
attendance GE o

(v) Communication skills -+

(vi) Leadership quality

(vii) Capacity to work in team spirit:

(viii) Capacity to'work in time limit -

(ix) Inter = personal relations

Total Grading on personal attributes (B)

Formula for Grading (B):- ' Total Score
- : : 9

X30% =




._.Score glven
by Rgv:ewmg

records{ﬂes maintained bythe emp!oyee

(iii} Strateglc planning ability '(GP Rs: 4600/

& bove) :

'(v) Coordination ability

vi) Ability to motiy.




