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Annexure 'A' ‘
Time Schedule for writing PAR"

S | Category of | When PAR Time Time Time
N | cases formistobe |schedule | schedule schedule
procured by for the for the for the
the reportee reportee for | reporting reviewing
completing | officer to authority to
Part-I complete complete
Part-II Part I[T/IV
I} Reportatthe | Inthe month of | 30th April | 31st May | 30h June |
end of the March '
reporting ‘year . -
2. Reportinthe | The month .| 15 days Before Within 15
event of preceding the | before the | retirement days of the
retirement of | month in retirement | of the receipt of
the reporting | which the of the reporting the PAR.
officer reporting repoiting | officer
officer is due’ | officer
to retire
3. | Report in the Along with the | Within 15 Within 15 Within 15
event of communication | days of the | days of - days of the
transfer of the | regarding receipt of | receipt of | receipt of
person relinquishment | PAR form | the self PAR.
reported upon | of post ' assessment
' repott. o
4.|Reportinthe |Immediately | Within 15 | Within 15 | Within 13
eventof before handing | days of days of .days of
transfer of the | over charge receipt of | receipt of | receipt of
reporting the PAR the self the PAR,
officer form assessment -
report
5.| Reportinthe | The month" Within 15 | Before Before
- | event of preceding the | days of retirement | retiremeyt
retirement of .| month in | receiptof | of the of the
the person which the the PAR person person
reported upon personisdue | form reported reported
- to retire upon upon. -

dir/dop/par/instructions
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Annexure 'AA'

Time Schedule for the various stages of performance appraisal in Respect

_of the Teaching Staff of the Education Department

decision to all concerned.

- 3

dir/dop/par/instructions

25

SN Operatlon/Activity Deadline
1 2 3
1. Procurement of "P" Form by the Government servant concerned. 15th July
2. Submission of "P" Form by the Government servant concerned. 15" August
3. Writing of Performance Appraisal Report by the-rcporting officer. 15
Segtember
4, Subm1s310n of the Performance Appraisal Report by the 1eportmg
officer to the Reviewing Officer. September
5. ' Comments on the report by the Reviewing Officer and sending the 20 " October
Annual Performance Appraisal to the Office of record (i) in case
where no adverse entries have been made and (ii) if made, then they
have been expunged by the Reviewing Officer. .
6. In case where the Reviewing Officer has not suomoto expunged the 20" October
adverse entries, they are to be intimated to the officer reported upon
by the Reviewing Officer.
7. Representation against the adverse entries by Government servant | 31% October
reported upon.
8  Decision by the reviewing officer on the adverse entries, after 30"
obtaining the comments of the reporting officer. November
9. Reviewing officer forwarding the Performance Appraisal to the 7" December
office of record if he has expunged them, and intimation to the
officer concerned.
10. In case the reviewing officer has decided not 0 expunge the 10"
adverse entries intimation to be given by him to the officer reported December
upon to make a further representation (if he desires) to Secretary
. Personnel/Head of Department through him.
11. Submission of the representation by the government servant 25”“
~ reported upon against the adverse entries to the Appeal Committee December
. through the reviewing officer, J
12. Forwarding of the entire record with his comments by the reviewing 31* December
officer/authority to Secretary Personnel/ Head of Department.
13. Final decision by the Appeal Commlttee and commumcatxon of the 31 January



