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ALL INDIA INSTITUTE OF MEDICAL SCIENCES
ANSARI NAGAR, NEW DELHI
(ACR/APAR CELL)
fF.No.17-22/?016/Cir./ACR/Estt.! _D‘ated: 18.11.2016
CIRCULAR

Subject: Control on Annual Confidential Report {ACR) / Annual Performance Appraisal Report
(APAR) of Group “A, B & (" staff (Non-Faculty) at AliMS, New Delhi.
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The Annual Performance Appraisal Report of Group “A, B & C” (Non-faculty) should be
recorded every year for the period from 1* April to 31% March of the year, as per the general orders
issued in this regard by the Department of Personnel and Training. Accordingly, it is requested that
necessary action for completion of the Annual Confidential Report (ACR) / Annual Performance
Appraisal Report (APAR) of Group “A, B & C* staf‘f {Non-Faculty) for the various period and 2014-15
& 2015-16 may be initiated by all the partlupatlng units. :

Generally, it has been observed at the time of scrutinizing of an individual’s ACR Dossier that
some of the Group “A, B & C” Staff (Non-faculty) of AIMS, New Deihi have not been submitted the
ACR/APAR for the period of 2014-15 & 2015-16 and other various period of ACR from the
Reporting/Reviewing Officers & Accepting Authority, which should be completed in the prescribed
time frame period in future in the public interest.

2. The Performa of APAR of all classes of employees can be downloaded from the AlIMS
website {www.aiims.edu_> Intranet Access > ACR/APAR Format) and take print on a good quality
paper (12'x8') to complete the ACR/APAR along with the self appraisal as per the requirement of an
individual Group “A, B & C" non-faculty staff of the Institute, wherever is applicable.

3. The following points may please be borne in mind while getting the reports completed:-

{(a) Guidelines for reporting, reviewing and accepting authority of ACR/APAR by the
appropriate authorities to be carefully accomplished in all respects shouid be sent to
ACR/APAR Cell as per the time schedule given below:

TiME SCHEDULE FOR PREPARATION OF ACR/APAR
(REPORTING YEAR- FINANCIAL YEAR)

S.N. | Nature of action Date by which to be coimpleted

1. Distribution of blank APAR forms to all | 31% March.

concerned (i.e. to officer to be reported | (This may be completed even a week
upon where self-appraisal has to be | earlier)

given and to reporting officers where
self-appraisal is not to be given).




(b)

(d)

(e}

2. Submission of self-appraisal to reporting 15" April
officer by officer to be reported upon
{where applicable).

3. Submission of report by Reporting | 30" June
Officer to Reviewing officer.

4, Report to be completed by Reviewing | 31% July
Officer and to be sent to Administration
of CR Section/Cell or accepting authority.
Wherever provided.

5. | Appraisal by accepting  authority, | 31% August
wherever provided

6. {(a) Disclosure to the officer reported | 1% September
upon where there is no accepting | °
authority.

{b) Disclosure to the officer reported 15" September
upon where there is accepting

authority.
7. Receipt of representation, if any, on | 15 days from the date of receipt of
APAR communication
8. Forwarding of representation to the

competent authority.

{a) Where there is no accepting 21“September

authority
{b)  Where there is accepting authority | 06" October
for APAR.
9. Disposal of representation by Competent | Within one month from the date of
Authority. receipt of representation.

10. | Communication of the decision of the | 15" November
' Competent Authority on the
representation by the APAR Cell

11. { End of entire APAR process, after which 30" November
the APAR will be finally taken on record.

Where the Reporting Officer retires or otherwise demits office, he may be allowed to
give the report on his subordinates within a period of one month of his retirement or

demission of office.

In case it is not possible to full in Part-l of the form by the officers reported upon. The
same may be filled by the Reporting Officer under whose charge the officer is working
on the basis of information available with them, to avoid delay.

Where a reporting officer is not available to initiate a report, and if the reviewing
officer was available during the period of report, then the report may be initiated by
the Reviewing Officer directly and submit the same to the next higher authority for
review. In case, this is also not possible, a performance certificate should be given
indicating clearly the reasons for doing so by the Head of the Departments /
Units/Centres/Establishment Sections.

The name and the designation in block letters of the Reporting and Reviewing officer
under whose charge the officer is working should be written and stamped properly.
The date on which reporting/reviewing was done should also be indicated invariably.




{f) No enclosures should be attached with the ACRs/APARs except a copy of appreciation
letter, if any issued by appropriate authority.

{g) At times an officer has worked in more than one office or under more than one officer
during the year under report; no action is to be taken to get the Performance
Appraisal Report fifled in when an officer has worked in a particular office or under a
particular officer for less than three months. Head of the Department/Units should
ensure that Reporting/ Reviewing Officer are the competent authority to
report/review in accordance with the instructions/orders issued in this regard by the
DoP&T. ACR/APAR of Group “A, B & C Staff duly completed in all respect should only
be forwarded to Administration {DO), ACR/ APAR Cell.

(h)  ACRs/APARs of such faculty members as are holding as-hoc appointment only i. e. If
one is not helding a faculty position in any grade of the Group “A, B & C Staff may also
he got completed, but these need not be sent to Administration (D0O), ACR/ APAR Cel!,
unless specifically asked for.

{i) Reporting officer should not wait till the expiry of the time-limit as per the
time schedule for submission of self-appraisal of the officer to be reported
upon and should remind the officer to be rzported upon in writing, asking him
to submit the self-appraisal by the stipulated date, the reporting officer should
obtain another blank CR/PAR form and proceed to write the report on the
basis of his experience of the work and conduct of the officer reported upon
to submit his self-appraisal within the stipufated date.

{ii)  As per the instructions contained in DoP&T O.M. No. 21011/02/2009-Estt.(A}
dated 16" February, 2009 and Q. M. No. 21011/1/2005-Estt.{A)(Pt.l) dated
23" july, 2009, if a reporting officer has failed to initiate action to complete
ACR/APAR before 30" June of the year in which the financial year ended. He
his right to enter any remarks in the ACR/APAR and shouid submit all
ACRs/APARs to the Reviewing Officer on the next working day. Similarly, the
Reviewing Officer shall also forfeit his right to enter any remarks in the
ACR/APAR beyond 31* August of the year in which the financial year ended. In
respect of ACRs/APARs which do not contain the remarks of
Reporting/Reviewing Officer due to forfeiting of their rights to enter remarks
in the ACR/APAR, a certificate to that shouid be added in the APAR for the
relevant period.

in view of above, all the Reporting/Reviewing Officer and Accepting Authority are
requested to kindly complete the ACR/APAR of all classes of employees in respect of “Group A, B
& €” non-faculty staff latest by 31" December 2016, otherwise the Administration will not be
responsible for their reward of Confirmation/DPC/MACP etc. That Reporting/ Reviewing Officer &
Accepting Authority has failed to initiate/review/accept the ACRs/APARs even by 31°' December,
2016.

The Head of the Department/Units/Sections/Centers/Administrative Officers of this
Institute In the case of attached/subordinate offices may directed to call the explanation of the
concerned officers for not having performed the public duty of writing the ACRs/APARs within the



due date and in the absence of proper justification direct that a written warning for delay in
completing the ACRs/APARs be placed in the ACR Dossier of the defaulting officer concerned.

This issues with the approvatl of the Director, AIMS, New Delhi,

(LALIT ORAON)
ADMINISTRATIVE OFFICER
ACR/APAR CELL

DISTRIBUTION:
1. P.P.S. to Director
2. P.S.to Dy. Director {Admn.)
3. P.S.to Medical Superintends.
4. All Chief of Centers.
5. All HODs/Sections/Units.
6. The Dean (Academic/Research/Examination)
7. Sr. Financial Advisor/ Financial Advisor/ Finance Division
8. Chief Admin. Officer/ Sr. Admin. Officer/ Admin. Officer/ Asstt. Admin. Officer
9. Superintendent Engineer, ESD
10. Chief Procurement Officer/ Sr. Store Officer (DO)/ Store Officers

11. All Notice Boards
7 Prof. In-charge, Computer Facility } to upload the same at the portal as mentioned in

13.

this circular and also in the notices of AIIMS, New
Delhi.
Guard File/Spare copies

Wy Sanien
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