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Annual Performance Appraisal Report for Officers of the
Archaeological Survey of India

(Group ‘A’ Officers of the ASI at the level of SAs and
above)

Report for the year/period ending ... cnmmomreeesmersssssssesennes :






ARCHAEOLOGICAL SURVEY OF INDIA
MINISTRY OF CULTURE

Group ‘A’ Officers of the ASI at the level of SAs and above
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(To be filled by the Administrative Section concemed of the Ministry/Deparirnent/Office)
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periodof absence fromduty(ontralning
leave oft.) during the year. If ha has urdler
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(A) Please state briefly, tha shorfalls with referancs to the targatiabjectives/gasls referred to in item 2. Please spaclfy
constralnts, any, Inachleving the targets, : )
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(B) Pleass also Indicate ftems in whigtrthere have been gignificantly higher achlevemsnts and your coritribution thereto.
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Plesse state whether the annual return on immovable property for the preceding calendar year was flad within the
psscribad date l.e. 31st January of the year following the calendar year. if not, the date of filing the return should be
given. ‘ _ .
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Numerical grading Is to be awarded by reporiing and reviewing authorty which should be on a scale of 1-10, whare 1 refers

tothe lowest grade and 10 fo the highest, _
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(Please read carefilly the guldelines before filling the snlrieg),
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(A} Agssssmant of work output (weightage to this Section would be 40%)
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Quality of output
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(B) Assessment of personal attributes (welghtage to this Section would be 30%}

Communlcation skills
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Autherity Reviewing Authority | Initiaf of Reviewing
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Atfitude to work
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Bense of responslbifity
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Maintenance of Discipiine
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Leadsrship quailties
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Capaclty to work in team spirit
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Capacity to adhere to time-schedule

WY S §ey
inter-parsonal relations
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Overall baaiipg and personality
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Cvarall Gradlug on 'Personal Atiributes’
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(C) Assessmant of functlonal competency (welghtage ta this Sectlon would be 30%)
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Knowledge of Rules/Regulations/Procedures in fhe
area of function and abllity fo apply them correctly,

Authorlty
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Strateglc planning abliity
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Coordination ability
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Abllity to motivate and develop subordinates
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Inltlative
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Overall Gradtng on 'Functicnal Competency’

T - 4
PART - 4

.

W%W%WW@W}

Relatlons with the public (wherever applicable)
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GENERAL
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{Please comment on the cfficer's accessibilly ta the publlc and rasponslvaness fo thaelr needs.)
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(Please give recommendations for tralning with a view to further improving the effectiveniess and capabllities of the Officar)
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REMARKS OF THE REVIEWING OFFICER:
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Langth ofservice under the Reviewing officer
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Do you agree with the assessment made by the reporting officer with respect to the work output and the varlous
aitributes in Part-3 & Part-47 Do you agree with the assessmant of reporting officer In respect of extraordinary
achlsvements/significant fallures of the officer reported upon? (Ref: Part-3(A)(lv) and Part-4(5)) :

{in cass you do not agree with any of the numerloal assassments of atiributes please secord your assessmant in the column provided
foryou In that section and Iniflal your entrlas),
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Incase of disagreement, please specify the reasons. Is there anything you wish to modify or add?
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Fen Plcture by Reviewing Officer. Please commeni (in about 100 wards) on the overéll qualities of the officar including
area of strengths and lesser strength and his attitude towards weakersections. :
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Overall numerleal grading on the beels of welghiage glven In Sectien-A, Section-B and Sectlon-C In Pari=3 of tha
Report,
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INSTRUCTIONS
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'The Annuzl Performance Appraisal Report {5 an imporfant docament, It prowda the basic and vitel inpuls for
apgessing the perfolmance of at officer and for his/her fusther advancement i lts/her caeer, The bifiver reported
npon, the Reporting Officet and the Reviewing Officer shoald, merefme, wndertale the duty of Alling out the form
itk a hig)q sense of Yesponsibility. .

T mﬁwmwmwwmﬁﬁwﬁwa@wﬁ !ﬂ?ﬁmquar‘%r mﬁragatm’rurﬁrﬁzﬁ
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Reporting Cfficers should realtze that ihe nbj&chv& Is to devdlop an officer 50 H’sat he/she eallzes hisfher true
potental. It I3 not meant b be o faylt Bnding process but a developmental one.  The Reporting Officer and the
Reviewlug Officer should rot shy away from reporimg shor l:mmmgs In perfurmance, ultitudes of pyerall personality of
the officer reported upon. )

#n&ﬁgﬁam%ﬁtmméﬁtwmm I ﬁw&aﬁmmm‘eﬁwwmwﬁa‘kﬁ oY o e
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The items should be filled with due care and attention and after davating adequate time, Any attempt fo All the repart
1n 3 cagual oF superficial manaes will be easily discemibie fa tho higher: authoritles.
mmanmmwmwéﬁwmammamwmma;mﬁméma%m
R HER FAg 2 8 wm%ﬁgﬁﬁaﬁﬁﬁm i Wwamgﬁmﬁwmﬁrmﬁa@mm & iy e 9t
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*IF the Reviewing Ofﬁcer Is satisfied that the Reporting Officer had miade the report wltheut due care and attention

he/she shatl record a remank tochat affect o ihem 2of Part V7 The Guvemment shall enter thi remarks In the APAR of
the Reporting Officer,
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Every enswer shail e given In a narqative forny éxcept where numerical gracﬁngis fo be awarded, The space provided
indicates’ the desired length of the answer.  Words and phyases should be chosen carsfully and shotld aceurately
reflect the infertion of the offcer reco:dmg the answer, Unambiguuus and simple Iemguage 1Ay beusad.

Rl Foreret ey ey, o el Forenft Redé ey et , uﬂa&%g&ﬁa&ﬁrﬁ;maﬁmﬁaﬁm 1 uf%:
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et ves 2l i aftaniyal gmfrmmzirm alty wr s |

The Reporting Officer shall, i the bizglnning of tha year, assign targets to each of the officers will reporl- o whom he is

- requirgd to report upon for completion during the year. In the case of an officer taking up a new post in fhe course of

the reporting year, auch targeis/ goals shall ba get at the Hme of assumption of the new change, The tasks/targets set
sheuld learly i kndiwn and undaratood by the both the uffficers concemd,
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Although performiance appraisal is a yem-end exercise, iy order that it may be & tool for human reseurce development;
the Reporting Qfficer should at regular intorvals review the performance and take necessary correcve steps by way of
advice ofe,
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Tt alwuld be the endeavour of each appraiser 16 present the trust possfuie picture of the appralsee i regard 1o his/her
performanee, conguct, ‘behavmur and pniﬁnﬁaL

g FFET, wmmmmamam#mmwammm |
Asgesyment should be cosfingd to the appratsea’s parformatce dusing the perlod of report only

T @ ¥ & g a1 sy o Ty § 1 Rl o oF ) e o e e aY aEe e | sﬂ’m{uﬁm
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Somie post of the same ank may be morg axacting thun others, The degree of stress and strafns In any post mary also
vary from. Hme ta Hme, Thess facty should be borpe fn wind duﬁng appraisal and should be commentad upon
appropriately. *
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M. . Guidelines regarding filing up of APAR with rumerleat grading - o
) mﬁwm&ﬁmmwﬁmﬁméﬁwmmmmmwmmmm?ﬁv i
* The columnsin the APAR should be filled with due care and attention and affer devoting adequate me,
. " Wﬁﬁ?ﬁﬁﬁmﬂ’r%ﬁﬂ&fkﬂﬁmﬁ%ﬁ?ﬁﬁw%{ﬁﬁvmmmwammm%mﬁwmﬁ
G S R FereieT ot o T 3 iRy Eer e | TR TR D Eely 40 1 s w, R opr RIS sl g el
. #wﬁaﬁmmn1-2&73?5&@:940%@5%%#%,3@m,sﬂﬁqmaréaﬁra{mmé1
< iR Qs T S i sy A Rl et ar alk e e et RSy 2 3 e, sl e sicwia wrt
5 &, S wa < <R g o R el wrie )
It i3 expecied that any grading of 1 or 2 (against work output or aftributes or overall grade} would be adequately
jusbified fn the pen-picture by way of specific failures and similarly, any grade of @ or 10 would be fustified with
respect to speciflc dccomplishments. Grades of 1.2 or 9410 are expecied kr be rave cocwrrences end hence the need
te justily ther. In awarding a ruumerical grade the reparting the reviewing authorities should rate the officer
nagainst a lacgee population of his/her pears that may be currently working under thern, :
) 8 3t 10 & Ui At Al wiar w e s T S wraraRer [ e sty See o enfe v
aﬁmﬁq&ﬁ%gﬂﬁam&mmﬁwﬁvmagﬁmﬁmm I
APARS graded botween 8 and 10 will be rated as ‘outstanding” and will bs given a score of 9 for the purpose of
caloulating average scores for empanslment/ promotion.

fiv) 6 31 31i%er Y & <Y et s el nfen wRE R sqpie ROV g 9 s w0 sner A 7 ek R
ST | ‘
AFARS graded between 6 and short of 8 will be tated as ‘very goad’ and will be given a scova of 7.
) 4#,mmsam#§mmmﬁmw&ﬁfwmmﬁfmmmmsﬂrswﬁ‘ﬁﬁmm ]
. APARs graded between 4 and 6 short of § will be rated as “goodd” and given'a score of 5.
(V) 4 3 o arel e ok Foream wpptenT RO < Qe TN Ry v
AP ARs graded below 4 will be given a score of zera. '
Rl » NOYE :
wEfREy & A e S 3 vy b an syt e st
The followlng procadare showld be fllowed in filling up the Hem refating toirtegrity:-

0] i iy fr weyfarade & ot &, S samr e (

)] If the offlcer’s imlegrity 13 beyond doubt, it may be so stated, -
(- =03 i WA ¥, 75 ) Wl oY R e iy Raawmgar wed f
(i) [f there is any doubtof suspicion, tha item should be Teft Blank znd setion faken a4 vnder

V) e S AR Rl ot oy sy N are B avtend i sine 1 Roqolr B o WR ahwe Ko & wier 3 aReem s
i ¥ T &1 s, S R Y e St aarh sh f srl & ! ST WERTABT Y WA A Ay g Feoaolr a
ot e o wréf ¥, R iRy v sy oY P gy Fvar 2t & v 3Ry & ard o S oF waty e
T 5 AT 0 R s g, Sl o Rl o | ,
" (&) A separate secret note should be recorded and followed up. A copy of the note should also be sent together with the
Canfdential Report fo the next supedor officer who will ensure fhat e follow-up action is taken expeditionsly,
Where {t la nat possible either fo cettify the integrity or to record the secret note, tha Reporting Officer should state

either that he ey not waiched the officer’s wark for sufficient Hme to form a definite judgment ox that he has hearg
nothing against the officer, by the cese may be, N :

@ 3, Jnget gbard & oRomrraET B T @ IR E, SRR i weate wonitiT I S i 30 S o R
T Trord ot i drame ¢ '

{b)  If, a5 n result of the follow-up action the dowbis ar suspicions ave cleared, the officer’s ntegrity showld be certified and
an enbry made accordingly in Hie Confidental Repori. '

- {m ﬂﬁmiﬁrgﬁﬁaﬁh%.wwmﬁ?ﬁwmmmammﬂ&%‘r&ﬁhaaﬁmrﬁm‘rwﬁxawfrm|

(©)  If the dn[tibts or suspicions ate confirmed, the fack showld alsa be recorded and: duty commuricated to the officer
conceme ) ’
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{d} I as a vesult of the fullow wp aclion, the doubis or.suspicions are neither cleared nor confitmed the officer's conduct
should be watched for a firther period and thersafter action taken as Indleated at b} and {c) abave. ’
' (S AT o airateTer ecer . 51/4/8a 3.00) Rt 22,6,1965)
(Ministry of Home Affalrs 0.0, No.51/4/84-Estt.(n) dated 31-6-7965),




