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Supporting documents for 6.5.1

6.5.1. Internal Quality Assurance Cell (IQAC) has contributed significantly for
institutionalizing the quality assurance strategies and processes. It reviews
teaching learning process, structures & methodologies of operations and
learning outcomes at periodic intervals and records the incremental
improvement in various activities
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(University of Delhi)

Delhi College of Arts and Commerce

Certificate of Participation

This is to certify that Dr./ Mr./ Ms. ... participated in the webinar entitled
"Campus to Corporate" held on 24th September 2021, conducted by the Skill

Development Committee in collaboration with the Internal Quality Assurance Cell,

Delhi College of Arts and Commerce, University of Delhi.

Dr. Shilpa Chowdhary Mr.Srikant Pandey
(Convener, Skill Development Committee) (Convener, IQAC)
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(Principal)
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Email: dcac@aparindia.in, Web: www.dcacdigital.com
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4. The college offers 18 undergraduate courses leading to the Bachelor with Honours/Programme Degree. The

EXPERT INSTRUCTORS & MENTORS

——  subject matter experts, who not only co-devlop the program with us, but also mentor the students.

REAL INDUSTRY INSIGHTS

\ ) is delivered using industry relevant content, real industry case studies and project work and internships.

DIPLOMA & CERTIFICATION

\ ) AND COMMERCE.

PLACEMENT/INTERNSHIP ASSISTANCE

reputed companies.

'S
DEDICATED STUDENT SUPPORT

) program-related doubts.

DELHI COLLEGE OF ARTS & COMMERCE (DCAC, DU)

. Delhi College of Arts and Commerce (DCAC), a premier institution of higher learning, was established in 1987 is
a constituent college of the Delhi University, financed partially (5 percent) by the Govt. of NCT, Delhi.

. The high quality of education imparted at DCAC is reflected in the All India survey done by India Today and
Nielsen Company. This survey, gave a ranking of 30 to DCAC among All India Colleges in Commerce stream in
2015; a rank of 32 among All India Colleges in Arts stream in 2015; and a rank of 8 among top 10 colleges in
India offering Mass Comin 201 4.

. DCAC has a campus area of approximately 5 acres.

co||ege (]lSO offers various ddd on GI"ICI se|f financed courses.

. The college also collaborated with National Skill Development Corporation (NSDC), The college has also been
making various efforts and initiatives to integrate cross cutting issues as gender, climate change, environmental
education, human rights, ICT, etc. through various cells, societies and community outreach programmes.

. DCAC was also the pioneer college in Delhi University to introduce a three year Honors Programme in
Journalism in July-August 1989.

. DCAC Alumni are shining brightly in different walks of life. A significant number of them are holding faculty
positions in various colleges of Delhi University and an increasingly large number of them are joining the
corporate sector as Chartered Accountants, Lawyers, Company Secretaries, Journalists, efc.

PROGRAM FEATURES

LEARNING THROUGH ASSIGNMENTS

Student shall register at Google Classroom for Assignments

Our instructor panel consists of a mix of renowed industry leaders in the same domain and accomplished

Our aim is to nurture sharp minds with latest industry practices and cutting-edge curriculum. Each program

Certificate would be awarded by premier institution namely the DELHI COLLEGE OF ARTS

Having a very good placement cell helping students to place invarious companies. Students placed in

Our team of in-house advisors assists the students on all fronts - be it career counselling or support or




DIGITAL MARKETING CERTIFICATE COURSE

Digital marketing plays a vital role in helping business grow. Considering that over 4.3

billion people are on the web and two billion of them are online shoppers, there are dozens

of opportunities to reach people who are interested in your company.

The role of digital marketing is to help you garner new traffic, leads, and sales for your

business by reaching people looking for your products and services.

COURSE CONTENT

9. Mobile Marketing
10. Google Adwords
11. Google Analytics

. Understanding Digital Marketing.
. Design Theory & Structure
. Blogging
. Content Writing and Marketing
. Email Marketing & Tools
. Website Planning and Structure
. SEO (Search Engine Optimization)
* On Page & Off Page SEO
* Title and Meta Tags
* Keyword Planner
* SEO Audit
8. Social Media Marketing
* Using various social media platforms
* Facebook Marketing and Adwords
» LinkedIn Marketing
* Instagram Marketing
* Pinterest Marketing
» Youtube Marketing
« Twitter Marketing

NoOoUubhowdN=

12. Online Reputation Management
13. Funnel Marketing & Tools

14. Digital Ad Sales Concepts (CPM/CPC/CPL)
15. Affiliate Marketing

16. E-Commerce Marketing

17. Lead Generation

18. How to Grab Freelancing Projects
19. Video Marketing

20. Live Project / Practical

21. Useful Tools & Links

22. Internet Marketing Strategy

COURSE DURATION- 6 MONTHS
COURSE FEE: 50,000/-

WHO IS THIS PROGRAM FOR ?

This Course is for beginners and is ideal for anyone who wishes to learn the
fundamentals of Digital Marketing and pursue a career in this growing field.




Welcome to Delhi College of Arts and Commerce, Delhi University

MESSAGE FROM PRINCIPAL DCAC, DU

Established in 1987, Delhi College of Arts and Commerce (DCAC) has achieved a reputation for
nurturing and promoting excellence. Over the years, the college has made remarkable progress in
the fields of both academic and extra-curricular activities. DCAC caters to the learning needs of more
than 2500 students and has emerged as one of the most sought-after colleges in the University of

Delhi.

At DCAC, we creatively negotiate between traditional values and the possibilities offered by the
modern world. We try and inculcate the love of know|eo|ge and |eorning among our students and
develop skills to help them become responsible global citizens. With a focus on providing holistic education, the college
encourages the use of innovative pedagogical practices to further the teaching-learning process.

"Delhi College of Arts and Commerce takes pride in its initiative towards skilling the students through Add-on
courses. Join these courses and be empowered. Interested students may refer the nofification on dcac.du.ac.in .

Prof. Rajiv Chopra
Principal

CAMPUS TOUR ~

CLASS ROOM NCC ACTIVITIES

DELHI COLLEGE OF ARTS & COMMERCE
New Moti Bagh, Netaji Nagar, New Delhi Pin Code — 110023




DELHI COLLEGE OF ARTS & COMMERCE, UNIVERSITY OF DELHI

Netaji Nagar, Delhi - 110023

Skill Knowledge Provider: Apar India Institute of Management & Technology

PROGRAMME : Digital Marketing Certification Course, Batch ID: WD/MWEF/E/02

Aug 2022 Examination

) Digital Marketing Theor; . .
Subject & Exam & y Project / Viva /1A Overall Overall
Sr no Enrollment No. Student Name Credit 4 6 Total GP Average Average Result
Grade Point |Letter Grade
Max. Marks 100 100
1 DCAC/DM/007 Mahima 78 PP AB AB 312 31.2 FS FS
2 DCAC/DM/028 Minakshi 55 PP 84 PP 724 72.4 B+ PP
3 DCAC/DM/033 Anishka Lunawat 72 PP 83 PP 786 78.6 B+ PP
4 DCAC/DM/034 Sana Madaan AB AB AB AB FS FS FS FS
5 DCAC/DM/039 Nikulansh Kapoor 77 PP 89 PP 842 84.2 A PP
6 DCAC/DM/040 Nancy 63 PP 83 PP 750 75 B+ PP
7 DCAC/DM/042 Aanchal Arora 77 PP 84 PP 812 81.2 A PP
8 DCAC/DM/043 Sarika 71 PP 78 PP 752 75.2 B+ PP
9 DCAC/DM/044 Rainee Kaur 74 PP 84 PP 800 80 A PP
10 DCAC/DM/045 Khushi Ahuja 82 PP 77 PP 790 79 B+ PP
11 DCAC/DM/046 Shivani Kumari 71 PP 83 PP 782 78.2 B+ PP
12 DCAC/DM/047 Manali Jain 60 PP 80 PP 720 72 B+ PP
13 DCAC/DM/048 Damini Singh 78 PP 85 PP 822 82.2 A PP
14 DCAC/DM/052 Tresha Khanagwal 79 PP 81 PP 802 80.2 A PP
15 DCAC/DM/053 Ayush Tandon 77 PP 95 PP 878 87.8 A PP
16 DCAC/DM/054 Neha verma 81 PP 79 PP 798 79.8 A PP
17 DCAC/DM/055 Deependra Singh Chouhan 56 PP 77 PP 686 68.6 B PP
18 DCAC/DM/056 Nishtha lalwani 66 PP 81 PP 750 75 B+ PP
19 DCAC/DM/058 Aryan Chauhan 68 PP 76 PP 728 72.8 B+ PP
20 DCAC/DM/059 Mansi 81 PP 81 PP 810 81 A PP
21 DCAC/DM/060 Aakash Bhatt 72 PP 72 PP 720 72 B+ PP
22 DCAC/DM/061 Gautam Bhardwaj 46 PP 77 PP 646 64.6 B PP
23 DCAC/DM/063 Yash Goel 79 PP 83 PP 814 81.4 A PP
24 DCAC/DM/064 Abhishek Sirohi AB AB AB AB FS FS FS FS
25 DCAC/DM/065 Vishwas Palthania 61 PP 72 PP 676 67.6 B PP
26 DCAC/DM/066 Aman Chauhan 70 PP 77 PP 742 74.2 B+ PP
27 DCAC/DM/068 Rakshit Kapoor 77 PP 76 PP 764 76.4 B+ PP
28 DCAC/DM/070 Vanshika Bhogal 68 PP 82 PP 764 76.4 B+ PP
29 DCAC/DM/071 Lakshya Sharma 76 PP 73 PP 742 74.2 B+ PP
30 DCAC/DM/073 Shivam Pal 64 PP 79 PP 730 73 B+ PP
31 DCAC/DM/074 Paras sharma 73 PP 79 PP 766 76.6 B+ PP

FS = FAILED & ALLOWED TO REAPPEAR; PP = PASSED & PROMOTED; FR = FAILED & REPEAT THE COURSE; AB = ABSENT;




SUMMARY REPORT:

PROGRAMME: Digital Marketing Certification Course

August 2022 Examination

Total Appeared Pass

29 28

Letter Grade, Grade Points & Percentage equivalence

Letter Grade Level Of Performance Grade Point Percentage
Range
Outstanding Performance-demonstrating high level mastery and
o o L 10 100
ability to apply concepts to new situations
Excellent-d trati t f all 1 i t
A+ xcellent-demonstrating mz}s er?f of all learning or assessmen 9 90-99
situations
Very Good-demonstrating mastery of most learning or assessment
A A 8 80-89
situations
B+ Good-demonstrating thorough competence in most situations 7 70-79
Above Average-showing reasonably acceptable competence in
B A o . 6 60-69
some situations, minimal competence in others
Average Competence-demonstrating minimal competence in most
C situations, while showing considerable capacity for improvement 5 50-59
in others
P Pass 4 40-49
F Fail 0 0
Ab Absent 0 0

Note:- P (4 or 40%) is the minimum grade for passing in an individual course and award of the Certificate




DELHI COLLEGE OF ARTS & COMMERCE, UNIVERSITY OF DELHI

Netaji Nagar, Delhi - 110023

Skill Knowledge Provider: Apar India Institute of Management & Technology

PROGRAMME : Digital Marketing Certification Course, Batch ID: WD/MWEF/E/04

April 2023 Examination

. Digital Marketing Theory . .
Subject Exam Project / Viva/ IA Overall overall
Srno Enroliment No. Student Name Credit 4 6 Total GP Average Average Result
Grade Point |Letter Grade
Max. Marks 100 100
1 DCAC/DM/080 Sakshi Avasthi 74 PP 76 PP 752 75.2 B+ PP
2 DCAC/DM/097 Anushka Kaushik 61 PP 53 PP 562 56.2 C PP
3 DCAC/DM/104 Keshav Choudhary 82 PP 75 PP 778 77.8 B+ PP
4 DCAC/DM/107 Jagrit 44 PP 68 PP 584 58.4 C PP
5 DCAC/DM/108 Prerna Kashyap 71 PP 77 PP 746 74.6 B+ PP
6 DCAC/DM/109 Mansi Sharma 88 PP 61 PP 718 71.8 B+ PP
7 DCAC/DM/112 Somye Nagpal AB AB AB AB 0 0 FS FS
8 DCAC/DM/113 Sunandan Sharma 59 PP 75 PP 686 68.6 B PP
9 DCAC/DM/114 Soumya Anand 82 PP 51 PP 634 63.4 B PP
10 DCAC/DM/116 Gargi Singhal 73 PP 85 PP 802 80.2 A PP
11 DCAC/DM/117 Sanjana Dhariwal 53 PP 79 PP 686 68.6 B PP
12 DCAC/DM/119 Aakansha Agarwal AB AB 80 PP 480 48 FS FS
13 DCAC/DM/120 Aditya Jain 77 PP 79 PP 782 78.2 B+ PP
14 DCAC/DM/123 Vidur Narula 70 PP 52 PP 592 59.2 C PP
15 DCAC/DM/127 Rajeev Kumar Sharma 81 PP 64 PP 708 70.8 B+ PP
16 DCAC/DM/129 Aditya H Pagdel 69 PP 73 PP 714 71.4 B+ PP
17 DCAC/DM/130 Tenzing Namdul AB AB AB AB 0 0 FS FS
18 DCAC/DM/131 Shivam 77 PP 69 PP 722 72.2 B+ PP
19 DCAC/DM/132 Tanuj Chaudhary AB AB AB AB 0 0 FS FS
20 DCAC/DM/133 Rahet Singh Kohli 74 PP 68 PP 704 70.4 B+ PP
21 DCAC/DM/134 Nitya Vij 73 PP 71 PP 718 71.8 B+ PP
22 DCAC/DM/136 Kanak Choudhary 71 PP 55 PP 614 61.4 B PP
23 DCAC/DM/137 Tuba Kazmi 71 PP 82 PP 776 77.6 B+ PP
24 DCAC/DM/138 Jay Yadav 69 PP 61 PP 642 64.2 B PP
25 DCAC/DM/139 Kapil Kumar 77 PP 80 PP 788 78.8 B+ PP
26 DCAC/DM/141 Harsharan Singh 51 PP AB AB 204 20.4 FS FS
27 DCAC/DM/142 Priya Kumari 75 PP 81 PP 786 78.6 B+ PP
28 DCAC/DM/143 Bhavya Pandit 76 PP 76 PP 760 76 B+ PP
29 DCAC/DM/144 Anuj Lakra 68 PP 65 PP 662 66.2 B PP
30 DCAC/DM/145 Ishmeet kaur 82 PP 69 PP 742 74.2 B+ PP
31 DCAC/DM/146 Nikunj Khandelwal 82 PP 87 PP 850 85 A PP
32 DCAC/DM/147 Ritu 71 PP 60 PP 644 64.4 B PP
33 DCAC/DM/148 Priya Kumari AB AB AB AB 0 0 FS FS

FS = FAILED & ALLOWED TO REAPPEAR; PP = PASSED & PROMOTED; FR = FAILED & REPEAT THE COURSE; AB = ABSENT;




SUMMARY REPORT:

PROGRAMME: Digital Marketing Certification Course

April 2023 Examination

Total Appeared Pass

29 27

Letter Grade, Grade Points & Percentage equivalence

Letter Grade Level Of Performance Grade Point Percentage
Range
Outstanding Performance-demonstrating high level mastery and
o . S 10 100
ability to apply concepts to new situations
Excellent-demonstrating mastery of all learning or ment
A+ xcellent-demonstrating astery of all learning or assessme 9 90-99
situations
Very Good-demonstrating mastery of most learning or assessment
A RN 8 80-89
situations
B+ Good-demonstrating thorough competence in most situations 7 70-79
Above Average-showing reasonably acceptable competence in some
B R - . 6 60-69
situations, minimal competence in others
Average Competence-demonstrating minimal competence in most
C situations, while showing considerable capacity for improvement in 5 50-59
others
P Pass 4 40-49
= Fail 0 0
Ab Absent 0 0

Note:- P (4 or 40%) is the minimum grade for passing in an individual course and award of the Certificate




DELHI COLLEGE OF ARTS & COMMERCE, UNIVERSITY OF DELHI

Netaji Nagar, Delhi - 110023

Skill Knowledge Provider: Apar India Institute of Management & Technology

PROGRAMME : Digital Marketing Certification Course, Batch ID: WD/MWF/M/01

Aug 2022 Examination

Subject | D! Mag;:"ﬂ:'g Theory Project / Viva / IA Overall Overall
Sr no Enrollment No. Student Name Credit 4 6 Total GP Average Average Result
Grade Point |Letter Grade
Max. Marks 100 100
1 DCAC/DM/001 Chahat Kukreja 63 PP 79 PP 726 72.6 B+ PP
2 DCAC/DM/002 Agrim Singhal 74 PP 82 PP 788 78.8 B+ PP
3 DCAC/DM/004 Shivang Malhotra 57 PP 76 PP 684 68.4 B PP
4 DCAC/DM/005 Aditya Yadav 76 PP 86 PP 820 82 A PP
5 DCAC/DM/006 Sanjana Kandwal 70 PP 73 PP 718 71.8 B+ PP
6 DCAC/DM/008 Siddharth Jain 82 PP 96 PP 904 90.4 A+ PP
7 DCAC/DM/009 Tanya Jain 83 PP 90 PP 872 87.2 A PP
8 DCAC/DM/010 Lokesh Kumar 63 PP AB AB 252 25.2 FS FS
9 DCAC/DM/011 Anishka Tyagi 75 PP 86 PP 816 81.6 A PP
10 DCAC/DM/012 Chirag Gulia 66 PP 81 PP 750 75 B+ PP
11 DCAC/DM/013 Sakshamjeet Singh 76 PP 88 PP 832 83.2 A PP
12 DCAC/DM/014 Faagun Bhalla 80 PP 85 PP 830 83 A PP
13 DCAC/DM/016 Aparna Tiwari 64 PP 87 PP 778 77.8 B+ PP
14 DCAC/DM/017 Divyanshi Chadha 82 PP 94 PP 892 89.2 A PP
15 DCAC/DM/018 Tejasvi Jain 63 PP 87 PP 774 77.4 B+ PP
16 DCAC/DM/019 Aryan Rawat AB AB 84 PP 504 50.4 FS FS
17 DCAC/DM/020 Anamika Mishra 82 PP 92 PP 880 88 A PP
18 DCAC/DM/021 Kanan Gupta 57 PP 85 PP 738 73.8 B+ PP
19 DCAC/DM/022 Ansh Malhotra 59 PP 79 PP 710 71 B+ PP
20 DCAC/DM/023 Rakhi Sharma 56 PP 79 PP 698 69.8 B+ PP
21 DCAC/DM/024 Paras Sah 74 PP 88 PP 824 82.4 A PP
22 DCAC/DM/025 Priya sharma 59 PP 82 PP 728 72.8 B+ PP
23 DCAC/DM/026 Manoj Attrish 77 PP 85 PP 818 81.8 A PP
24 DCAC/DM/027 Harsh Gaur 86 PP 95 PP 914 91.4 A+ PP
25 DCAC/DM/029 Ashu 75 PP 84 PP 804 80.4 A PP
26 DCAC/DM/030 Sachin Singh 63 PP 90 PP 792 79.2 B+ PP
27 DCAC/DM/031 Paras Verma 75 PP 89 PP 834 83.4 A PP
28 DCAC/DM/032 Srishti Singh 76 PP 87 PP 826 82.6 A PP
29 DCAC/DM/035 Aarti Rathore 52 PP 77 PP 670 67 B PP
30 DCAC/DM/037 Shivani Mishra 62 PP 83 PP 746 74.6 B+ PP
31 DCAC/DM/038 Deepak 7 FR AB AB 28 2.8 FS FS
32 DCAC/DM/049 Bhumika Bhargava 81 PP 83 PP 822 82.2 A PP
33 DCAC/DM/050 Ishika Bhargava 80 PP 92 PP 872 87.2 A PP
34 DCAC/DM/067 Srishti Bahukhandi 79 PP 93 PP 874 87.4 A PP




35 DCAC/DM/072 Aryan Dhingra 50 PP 84 PP 704 70.4 B+ PP
36 DCAC/DM/075 Vansh Raghav Kalra 75 PP 75 PP 750 75 B+ PP
37 DCAC/DM/076 Kritika Dhupar 78 PP 88 PP 840 84 A PP

FS = FAILED & ALLOWED TO REAPPEAR; PP = PASSED & PROMOTED; FR = FAILED & REPEAT THE COURSE; AB = ABSENT;

SUMMARY REPORT:

PROGRAMME: Digital Marketing Certification Course

August 2022 Examination

Total Appeared Pass

37 34

Letter Grade, Grade Points & Percentage equivalence

Grade Point

Letter Grade Level Of Performance Percentage
Range
Outstanding Performance-demonstrating high level mastery and
o o L 10 100
ability to apply concepts to new situations
Excellent-d trati t f all 1 i t
A+ xcellent-demonstrating mz}s er?f of all learning or assessmen 9 90-99
situations
Very Good-demonstrating mastery of most learning or assessment
A A 8 80-89
situations
B+ Good-demonstrating thorough competence in most situations 7 70-79
Above Average-showing reasonably acceptable competence in
B A o . 6 60-69
some situations, minimal competence in others
Average Competence-demonstrating minimal competence in most
C situations, while showing considerable capacity for improvement 5 50-59
in others
P Pass 4 40-49
F Fail 0 0
Ab Absent 0 0

Note:- P (4 or 40%) is the minimum grade for passing in an individual course and award of the Certificate




DELHI COLLEGE OF ARTS & COMMERCE, UNIVERSITY OF DELHI

Netaji Nagar, Delhi - 110023

Skill Knowledge Provider: Apar India Institute of Management & Technology

PROGRAMME : Digital Marketing Certification Course, Batch 1D: WD/MWFE/M/03

April 2023 Examination

. Digital Marketing Theory . .
Subject Exam Project / Viva/ IA Overall overall
Srno Enroliment No. Student Name Credit 4 6 Total GP Average Average Result
Grade Point | Letter Grade
Max. Marks 100 100
1 DCAC/DM/077 Sachin Singh 81 PP 82 PP 816 81.6 A PP
2 DCAC/DM/078 Mahek Anand 82 PP 72 PP 760 76 B+ PP
3 DCAC/DM/079 Ashmeet Kaur 82 PP 69 PP 742 74.2 B+ PP
4 DCAC/DM/082 Muskan 80 PP 83 PP 818 81.8 A PP
5 DCAC/DM/083 Farhan Khan 80 PP 75 PP 770 77 B+ PP
6 DCAC/DM/084 Madhav Chadha 81 PP AB AB 324 324 FS FS
7 DCAC/DM/085 Mayank Aggarwal 82 PP 65 PP 718 71.8 B+ PP
8 DCAC/DM/086 Abhishek Singh 85 PP 79 PP 814 81.4 A PP
9 DCAC/DM/087 Deepti Singhal 82 PP 78 PP 796 79.6 A PP
10 DCAC/DM/088 Kanika Bansal 85 PP 79 PP 814 81.4 A PP
11 DCAC/DM/089 Devanshu Aggarwal 86 PP 81 PP 830 83 A PP
12 DCAC/DM/090 Mohit 84 PP 77 PP 798 79.8 A PP
13 DCAC/DM/091 Harsh Bhura 81 PP 83 PP 822 82.2 A PP
14 DCAC/DM/092 Abhishek Pandit 80 PP 90 PP 860 86 A PP
15 DCAC/DM/093 Ishita Singh 78 PP 76 PP 768 76.8 B+ PP
16 DCAC/DM/095 Bhavay Khandelwal 82 PP 78 PP 796 79.6 A PP
17 DCAC/DM/096 Priyal Gupta 86 PP 79 PP 818 81.8 A PP
18 DCAC/DM/098 Junaid Khan 76 PP 79 PP 778 77.8 B+ PP
19 DCAC/DM/099 Priya Purohit 87 PP 78 PP 816 81.6 A PP
20 DCAC/DM/100 Mehul Kumar 85 PP 56 PP 676 67.6 B+ PP
21 DCAC/DM/101 Deepak Yadav 86 PP 83 PP 842 84.2 A PP
22 DCAC/DM/102 Mohit Verma 81 PP 78 PP 792 79.2 B+ 13
23 DCAC/DM/103 Garima Gupta 80 PP 89 PP 854 85.4 A PP
24 DCAC/DM/105 Aditya Sharma 73 PP 75 PP 742 74.2 B+ PP
25 DCAC/DM/106 Meenakshi 89 PP 78 PP 824 82.4 A PP
26 DCAC/DM/110 Rounak Singh AB AB AB AB 0 0 FR FR
27 DCAC/DM/111 Divyang Gogia 75 PP 72 PP 732 73.2 B+ PP
28 DCAC/DM/115 Hitesh Kumar Mishra 77 PP 85 PP 818 81.8 A PP
29 DCAC/DM/118 Ishan Sukheeja 74 PP 75 PP 746 74.6 B+ PP
30 DCAC/DM/121 Kashish Srivastava 86 PP 78 PP 812 81.2 A PP
31 DCAC/DM/126 Sahil Sheoran 84 PP 81 PP 822 82.2 A PP
32 DCAC/DM/135 Santosh Singh Rawat 69 PP 74 PP 720 72 B+ PP
33 DCAC/DM/149 Ansh Khanna 76 PP 40 PP 544 54.4 c PP
34 DCAC/DM/150 Shourya Soni 78 PP 41 PP 558 55.8 C PP
35 DCAC/DM/151 Mohit Sonwal 60 PP 77 PP 702 70.2 B+ PP

FS = FAILED & ALLOWED TO REAPPEAR; PP = PASSED & PROMOTED; FR = FAILED & REPEAT THE COURSE; AB = ABSENT;




SUMMARY REPORT:

PROGRAMME: Digital Marketing Certification Course

April 2023 Examination

Total Appeared Pass

34 33

Letter Grade, Grade Points & Percentage equivalence

Letter Grade Level Of Performance Grade Point Percentage
Range
Outstanding Performance-demonstrating high level mastery and
o . R 10 100
ability to apply concepts to new situations
Excellent-demonstrating mastery of all learning or ment
A+ xcellent-demonstrating astery of all learning or assessme 9 90-99
situations
Very Good-demonstrating mastery of most learning or assessment
A RN 8 80-89
situations
B+ Good-demonstrating thorough competence in most situations 7 70-79
Above Average-showing reasonably acceptable competence in some
B R - . 6 60-69
situations, minimal competence in others
Average Competence-demonstrating minimal competence in most
C situations, while showing considerable capacity for improvement in 5 50-59
others
P Pass 4 40-49
E Fail 0 0
Ab Absent 0 0

Note:- P (4 or 40%) is the minimum grade for passing in an individual course and award of the Certificate
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POSITIVE THINKING: KEY TO
OVERALL SKILL DEVELOPMENT

MRS GIRIJA SRIDHAR
EDUCATIONIST
MASTER TRAINER, NSDC
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y Skill Development

Committee
y
y University of Delhi
y (In collaboration with IQAC)

Eminent Speaker : Ratan Prasad Gupta, Director, Knowledge
Varsity, B.Tech, lIT Kharagpur, CFA and FRM
Date: October 25, 2021
Timing: 2PM to 3PM
Google meet link: https://meet.google.com/nui-rvdqg-syh
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SKILL DEVELOPMENT COMMITTEE
in collaboration with IQAC

DELHI COLLEGE OF ARTS AND COMMERCE
UNIVERSITY OF DELHI
In Association with
O Skilling
Olndia

Murturing Talent for Beautiful Future
An lIT IIM Alumni Venture

ORGANIZES A WEBINAR ON

Communication & Employability Skills

Date : 11" Sept 2021 | Time : 02:00 PM
) [ PROF.RAJIVCHOPRA

Principal
Delhi College of Arts and Commerce

-

MR SRIKANT PANDEY

Convenor IQAC

m Delhi College of Arts and Commerce
MR. VINOD DAVID | | prsHILPA CHOWDHARY |

Corporate Trainer @ Convenor,
Skill Development Committee

L Skillingindia ) Delhi College of Arts and Commerce |

Join the session here

https://bit.ly/DCACZoom

Participation Certificate will be issued to all attendees who fill in the attendance form.
T&C Applicable




University of Delhi

(In collaboration with IQAC)

& \Webinar

On the topic

~ L1 GAMPUS TO GIIIII'IIBM'E

Date - 24th September 2021

o Gs

Time- 4p.m. ivank AhL
Product Manager
. Accenture

Link- Google Meet

https://meet.google.com/wwh-ugcg-fdf
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REEveRst ke Convener , IQAC
Development Committee DCAC

DR. SHILPA CHOWDHARY | MR. SRIKANT PANDEY
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Skill Development Committee

DELHI COLLEGE OF ARTS & COMMERGE

University Of Delhi
(In collaboration with IQAC)

WEBINAR

On the topic
Total Quality Person

.@ “1

Eminent Speaker:

Date - 7th October 2021

Time -2 p.m.

Dr. CV Ramanan Link - GOOgle Meet
Director - IMM Business School

Professor & Life Coach, g : s
Spiritual Sadhak https://meet.google.com/ypt-bsst-fsk

DR. SHILPA CHOWDHARY
Convener, Skill Development

Committee
DCAC

MR. SRIKANT PANDEY
Convener, IQAC
DCAC

PROF. RAJIV CHOPRA
Principal
DCAC




faeell dicial 3K A YUs DA
DELHI COLLEGE OF ARTS & COMMERCE
faeett favafaurera
(University of Delhi)

AN TR T8 ool - 110023
Netaji Nagar, New Delhi - 110023

# DCAC/SKILL/2021/ 17 August 2021

The College has constituted a Skill Development Committee for the purpose
of deliberating on the various skills that can be enhanced to the studens of
the College.

The composition of the Committee is as follows:

Dr. Shilpa Chowdhary - Convenor

1.

2. Ms. Neha Agarwal - Member
3. Dr. Sangeeta Gupta - Member
4. Dr. Shallu - Member
5. Ms. Sunita Yadav - Member
6. Ms. Mansi Kapoor - Member
7. Ms. Neha - Member
8. Ms. Bhawna Yadav - Member
9. Ms. Heena Siukka - Member
10. Mr Brahm Prakash Chaturvedi - Member
11. Ms. Aakriti Kohli - Member
12. Dr Madhu Kumari - Member

I wish you best for the future. Stay safe and healthy.

Prof Rajiv Chopra
Principal

Copy for information to all concerned



2" September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/kay-mywt-hjc) at 7:30 pm on 2"? September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) Dr Sangeeta Gupta (Member)
4) Dr Shallu (Member)
5) Ms Sunita Yadav (Member)
6) Ms Mansi Kapoor (Member)
7) Ms Neha (Member)
8) Ms Bhavna Yadav (Member)
9) Ms Henna Sikka (Member)
10) Mr Brahm Prakash Chaturvedi (Member)
11) Ms Aakriti Kohli (Member)
12) Dr Madhu Kumari (Member)

All 12 members were present in the meeting.



The following matters were discussed:

1)

2)

3)

4)

5)

6)

It was decided that due to certain unavoidable constraints the webinar proposed to
be organized on 14t September, 2021 will be preponed and organized on 11t
September, Saturday at 2 pm instead.

As advised by the Principal, Prof (Dr) Rajiv Chopra, Dr Shilpa Chowdhary had a
telephonic conversation with Ms Etee Bajaj after receiving her reference from Mr
Khanna. Dr Chowdhary requested Ms Bajaj to conduct a webinar in the 4" week of
September, 2021.

It was decided that Ms Henna Sikka, Dr Madhu Kumari and Mr Brahm Prakash
Chaturvedi shall handle the technical aspects of conducting the webinars.
Subsequently they will coordinate with Mr Amit Sharma to generate an official email
ID for the Skill Development Committee.

As advised by the Principal, Prof (Dr) Rajiv Chopra, in the previous meeting, a few
more themes for upcoming webinars were added:

(i) Basics of Finance

(ii) Basics of Computers
(iii) Basics of Tally

(iv) Basics of Investing

Responsibilities of the Skill Development Committee were shared with the members:

(i) Technical Aspects — Ms Henna Sikka, Dr Madhu Kumari and Mr Brahm
Prakash Chaturvedi

(ii) Minutes of the Meeting — Ms Sunita Yadav and Ms Aakriti Kohli

(iii) Poster Making — Ms Neha Agarwal and Dr Shallu

(iv) Certificates — Dr Sangeeta Gupta and Ms Bhavna Yadav

(v) Student Attendance and Promotional Activities — Ms Neha Kakkar and Ms
Mansi Kapoor

Dr Shilpa Chowdhary will monitor and supervise all the above activities of the
committee.

It was also decided that the team overseeing the technical aspects of conducting
webinars will coordinate with the concerned person(s) to generate a Google Meet
link which would allow for accommodating more than 100 participants in the
webinar.

The meeting ended with a vote of thanks to the chair.



34 Octobber, 2021
Skill Development Committee
Minutes of the Meeting

A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/wqz-fysj-quy) at 7:30 pm on 3 October, 2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) Dr Sangeeta Gupta (Member)
4) Dr Shallu (Member)
5) Ms Sunita Yadav (Member)
6) Ms Mansi Kapoor (Member)
7) Ms Bhavna Yadav (Member)
8) Ms Henna Sikka (Member)
9) Mr Brahm Prakash Chaturvedi (Member)
10) Dr Madhu Kumari (Member)

Ms Neha Kakkar and Ms Aakriti Kohli were not present.



The following matters were discussed:

1) The e-certificates for the webinar held on 24.09.2021 will be provided to the
participants at the earliest.

2) It has been decided that the next webinar will be conducted on Monday, 25.10.2021
at 2 pm by Mr. Vikrant Bhatnagar on the topic, ‘Creating an Edge for yourself’.

3) Ms. Mansi Kapoor will anchor the upcoming webinar and Ms. Neha Kakkar will give
the vote of thanks.

The meeting ended with a vote of thanks to the chair.



7t September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/kay-mywt-hjc) at 7:30 pm on 7" September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) Dr Sangeeta Gupta (Member)
4) Dr Shallu (Member)
5) Ms Sunita Yadav (Member)
6) Ms Mansi Kapoor (Member)
7) Ms Neha (Member)
8) Mr Brahm Prakash Chaturvedi (Member)
9) Ms Aakriti Kohli (Member)

Ms Bhavna Yadav, Ms Henna Sikka and Dr Madhu Kumari were not present.



The following matters were discussed:

1)

2)

3)

4)

5)
6)
7)
8)

9)

An invite and link for the webinar (to be held on 11" September, 2021 at 2 pm) was
sent to Mr Vinod David, and he has given his consent to be the resource person for
the same.

Mr Amit Sharma has provided the digital signatures of Prof. Rajiv Chopra, Principal,
DCAC, Mr Srikant Pandey, Convener, IQAC, DCAC, and Dr Shilpa Chowdhary,
Convener, Skill Development Committee, DCAC. These digital signatures have been
forwarded to Ms Anu for preparing e-certificates for the participants of the webinar.
The Zoom link for the webinar has been shared by Ms Anu. She has requested to
appoint a co-host to let the participants in. Ms Henna Sikka/Dr Madhu Kumari/Ms
Sunita Yadav will be appointed as a co-host in the next meeting.

Ms Anu will share a Feedback Form with the participants of the webinar during the
session to facilitate attendance and data collection for preparing e-certificates for
the participants.

A profile of Mr Vinod David, the resource person of the webinar to be conducted on
11t September, 2021 at 2 pm, was received.

Mr Brahm Prakash Chaturvedi will anchor the entire session. Dr Shilpa Chowdhary
will be giving the vote of thanks towards the end of the webinar.

The brochure of the webinar along with a short write-up would be shared on the
DCAC Staff Association WhatsApp group.

The Zoom link for the webinar will be shared on the DCAC Staff Association
WhatsApp group on Friday, 10" September, along with a reminder for the webinar.
The online publicity for the webinar (sharing of brochure and write-up) among the
students of DCAC as well as outside the college will be done by Ms Neha Kakkar and
Ms Mansi Kapoor. All the members of the Skill Development Committee shall also
circulate the same with their students as well as in their academic and social
network.

The meeting ended with a vote of thanks to the chair.



8™ October, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/nhv/envh/kpo) at 1:30 pm on 8" October,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) Dr. Sangeeta Gupta (Member)
4) Dr Shallu (Member)
5) Ms Sunita Yadav (Member)
6) Ms Neha (Member)
7) Ms Bhavna Yadav (Member)
8) Ms Henna Sikka (Member)
9) Mr Brahm Prakash Chaturvedi (Member)
10) Ms Aakriti Kohli (Member)
11) Dr Madhu Kumari (Member)

Ms Mansi Kapoor was not present in the meeting.



The following matters were discussed:

1)

2)

3)
4)

5)

6)

7)

8)

9)

It has been decided to speak with Mr Amit Sharma regarding generating a paid
Google Meet link for the upcoming webinars in order to facilitate:

(i) Video recording of the webinar

(ii) Disabling of cameras and muting of mics

It has been decided that henceforth the host will invite questions from the
participants in the chat box only, and will curate and take up relevant questions, not
more than 3 or 4 in number.

It has also been decided that no questions will be entertained after the vote of
thanks.

All members were advised to take notes of the proceedings of every committee
meeting as well as the webinars organized by the committee.

Webinar coordinators from the committee need to apprise their respective resource
persons about filling the RTGS form, the processing of which can take up to 4 to 6
weeks.

Ms Aakriti Kohli will contact a resource person for conducting a webinar on positive
thinking, to be held tentatively on 12.11.2021.

The poster and write-up for the upcoming webinar to be held on 25.10.2021 at 2 pm
will be prepared by Ms Mansi Kapoor by 13.10.2021 so that any revisions, if
required, can be incorporated in time.

Dr Sangeeta Gupta and Dr Shallu will introduce and give the vote of thanks,
respectively, in the forthcoming webinar.

The poster and details of the upcoming webinar will be shared in the DCAC Staff
Association WhatsApp group on 18.10.2021. A gentle reminder for the same will be
posted on 25.10.2021.

10) Ms Neha Agarwal will compile and prepare lists of the meetings and webinars

conducted by the committee till date.

11) The technical team will share the hard copies of the applications submitted to the

Principal as well as webinar reports prepared until now.

12) Punctuality of the committee members in attending meetings and webinars would

be appreciated.

The meeting ended with a vote of thanks to the chair.



11t October, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/wjb-asov-ztp) at 4:00 pm on 11* October,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) Dr. Sangeeta Gupta (Member)
4) Dr Shallu (Member)
5) Ms Sunita Yadav (Member)
6) Ms Neha (Member)
7) Ms Bhavna Yadav (Member)
8) Ms Henna Sikka (Member)
9) Ms Aakriti Kohli (Member)
10) Ms Mansi Kapoor (Member)

Mr Brahm Prakash and Dr Madhu Kumari were not present in the meeting.



The following matters were discussed:

1) The report of the previous webinar held on 07.10.2021 has been submitted to the
principal.

2) A few of the e-certificates for the previous webinar have been emailed by Ms. Henna
Sikka. Confirmation of the emailing of pending e-certificates will be taken from Mr.
Brahm Prakash and Dr Madhu Kumari.

3) The resource person, Mrs Girija Sridhar has confirmed her availability for the
webinar to be held on 12.11.2021 at 3 pm, on the topic, ‘Covid-19 and Positive
Thinking: Practicing Mindfulness’. An invitation for the same will be emailed to her
by Ms Henna Sikka.

4) An application seeking permission for conducting the proposed webinar will be
submitted to the Principal, Delhi College of Arts and Commerce, Mr. Srikant Pandey,
Convener, IQAC and Ms. Neeru Ailawadi by the technical team on 19.10.2021.

5) It was reiterated that all members have to take notes during the webinars conducted
by the committee.

6) Ms. Neha Aggarwal will contact a resource person, Ms. Nidhi Thomas, for a webinar
to be held tentatively on 29.11.2021 at 3 pm.

7) Dr Shallu will also be contacting a resource person for conducting a training webinar
on Microsoft Excel, to be held tentatively in December.

The meeting ended with a vote of thanks to the chair.



14t September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/fts-tjvb-hni) at 7:30 pm on 14" September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Henna Sikka (Member)
3) Ms Neha Agarwal (Member)
4) Dr Sangeeta Gupta (Member)
5) Ms Bhavna Yadav (Member)
6) Dr Shallu (Member)
7) Ms Sunita Yadav (Member)
8) Ms Mansi Kapoor (Member)
9) Ms Neha (Member)
10) Ms Aakriti Kohli (Member)

Dr Madhu Kumari and Mr Brahm Prakash were not present.



The following matters were discussed:

1) The report of the webinar held on Communication and Employability Skills on
11.09.2021 at 2 pm will be prepared and submitted to Prof. Rajiv Chopra, Principal,
Delhi College of Arts and Commerce.

2) It was decided that the next webinar will be tentatively scheduled on 25.09.2021 at 2
pm. The topic for the webinar will be finalized in the next meeting.

3) It was also decided to contact another resource person and finalize the topic for a
webinar to be tentatively scheduled on 09.10.2021 at 2 pm.

The meeting ended with a vote of thanks to the chair.



16t September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/nmz/qtdt/hhu) at 7:30 pm on 16" September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) DrShallu (Member)
4) Ms Sunita Yadav (Member)
5) Ms Mansi Kapoor (Member)
6) Ms Neha (Member)
7) Ms Bhavna Yadav (Member)
8) Ms Henna Sikka (Member)
9) Mr Brahm Prakash Chaturvedi (Member)
10) Ms Aakriti Kohli (Member)
11) Dr Madhu Kumari (Member)

Dr Sangeeta Gupta was not present in the meeting.



The following matters were discussed:

1)

2)

3)

4)
5)

6)

It has been decided that the next webinar will be conducted on Friday, 24.09.2021 at
4 pm by Mr. Priyank Ahuja on the topic, ‘Campus to Corporate’.

An application seeking permission for conducting the proposed webinar will be
submitted to the Principal, Delhi College of Arts and Commerce and Mr. Srikant
Pandey, Convener, IQAC.

Dr Madhu Kumari will prepare a soft copy of the college RTGS and Conveyance form
to be shared with the resource person and generate a Google Meet link for
conducting the webinar.

Ms Bhavna Yadav, Dr Shallu and Dr Sangeeta Gupta will prepare and design a
template for e-certificates to be provided to the participants.

Ms Neha Agarwal and Dr Sangeeta Gupta will design the poster for the upcoming
webinar.

Ms Neha Agarwal will contact a resource person for conducting a webinar on soft
skills in the month of October, 2021.

The meeting ended with a vote of thanks to the chair.



20t October, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/cge-bjfd-mzn) at 7:30 pm on 20" October,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) DrShallu (Member)
4) Ms Sunita Yadav (Member)
5) Ms Neha (Member)
6) Ms Bhavna Yadav (Member)
7) Mr Brahm Prakash (Member)
8) Ms Aakriti Kohli (Member)
9) Ms Mansi Kapoor (Member)

Dr Sangeeta Gupta, Ms Henna Sikka and Dr Madhu Kumari were not present in the meeting.



The following matters were discussed:

1)

2)

3)

4)
5)

6)

7)
8)

9)

The webinar to be conducted by Mr Vikrant Bhatnagar has been rescheduled for a
later date.

It has been decided that the next webinar will be conducted on Monday, 25.10.2021
at 2 pm by Mr. Ratan Prasad Gupta on the topic, ‘Why and How Practicing Managers
use Microsoft Excel in their day-to-day work’.

An application seeking permission for conducting the proposed webinar will be
submitted to Prof. Rajiv Chopra, Principal, Delhi College of Arts and Commerce, Mr.
Srikant Pandey, Convener, IQAC and Ms. Neeru Ailawadi by the technical team.
The poster and write-up for the upcoming webinar will be prepared by Ms Mansi
Kapoor and shared in the DCAC Staff Association WhatsApp group on 21.10.2021.
Dr Sangeeta Gupta and Dr Shallu will compere and give the vote of thanks,
respectively, for the upcoming webinar.

The poster for the forthcoming webinar to be held on 12.11.2021 at 3 pm has been
designed and will be shared in the DCAC Staff Association WhatsApp group on
26.10.2021.

Ms Aakriti Kohli and Ms. Bhawna Yadav, will compere and give the vote of thanks,
respectively, for the webinar to be conducted on 12.11.2021.

It has been decided to conduct a webinar on Artificial Intelligence, to be held
tentatively on 26.11.2021.

The committee will explore the possibility of organizing future webinars on hard
skills and entrepreneurship.

10) Mr Brahm Prakash will contact a resource person for a webinar on skill development

and training to be held tentatively in the month of January.

11) The committee has received a proposal from Gillette for conducting a workshop on

personality development for the male students of the college. The company will be
providing gift hampers to all the participants, as well as opportunities for an
internship and a job.

The meeting ended with a vote of thanks to the chair.



21°t September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/pgh-kcjv-sdv) at 7:30 pm on 21°t September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Henna Sikka (Member)
3) Ms Neha Agarwal (Member)
4) Dr Sangeeta Gupta (Member)
5) Ms Bhavna Yadav (Member)
6) Dr Shallu (Member)
7) Ms Sunita Yadav (Member)
8) Ms Neha (Member)
9) Ms Aakriti Kohli (Member)
10) Mr Brahm Prakash (Member)
11) Dr Madhu Kumari (Member)

Ms Mansi Kapoor was not present.



The following matters were discussed:

1) The poster and write-up of the webinar ‘Campus to Corporate’ to be held on
24.09.2021 at 4 pm will be shared in the DCAC Staff Association WhatsApp group
tomorrow.

2) Ms Mansi Kapoor will be anchoring the upcoming webinar and Ms Neha Kakkar will
give the vote of thanks.

3) A Google form for recording attendance and names of participants for the purpose
of e-certificates will be prepared.

4) The e-certificate template for the participants of the webinar will be finalized and
shared with Mr Amit Sharma to incorporate digital signatures of Prof. Rajiv Chopra,
Principal, DCAC, Mr Srikant Pandey, Convener, IQAC, DCAC, and Dr Shilpa
Chowdhary, Convener, Skill Development Committee, DCAC.

5) Subsequently the e-certificate template with digital signatures will be shared with
the team preparing the same.

6) Soft copy of the RTGS form will be shared with the resource person after the
webinar and submitted in the office next week.

7) Summary and report will also be prepared after the completion of the webinar.

The meeting ended with a vote of thanks to the chair.



27" October, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/fza-fxph-vab) at 7:30 pm on 27" October,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Neha Agarwal (Member)
3) DrShallu (Member)
4) Ms Sunita Yadav (Member)
5) Ms Neha (Member)
6) Ms Bhavna Yadav (Member)
7) Mr Brahm Prakash (Member)
8) Ms Aakriti Kohli (Member)
9) Ms Mansi Kapoor (Member)
10) Dr Sangeeta Gupta (Member)
11) Ms Henna Sikka (Member)

12) Dr Madhu Kumari (Member)



The following matters were discussed:

1)

2)

3)

4)

5)

6)

Dr Shallu will follow up on the e-certificates for the webinar conducted on
25.10.2021 by Mr Ratan Prasad Gupta.

It was decided that from here on Dr Shilpa Chowdhary will give the welcome speech
for every webinar conducted by the Skill Development Committee. Additionally, she
will share the poster and write-up of subsequent webinars in the DCAC Staff
Association WhatsApp group.

It was also decided that Dr Sangeeta Gupta, Ms Neha Agarwal, Ms Bhavna Yadav and
Ms Aakriti Kohli will prepare the subsequent Minutes of the Meetings and Webinar
Reports.

For future webinars Ms Sunita Yadav and Dr Shallu will prepare e-certificates for the
participants.

Dr Madhu Kumari will generate a Google Meet link from her institutional email id for
the next committee meeting to test video recording feature for forthcoming
webinars.

It was also decided that attendance of webinar participants will be prepared in one
standard format in ascending order.

The meeting ended with a vote of thanks to the chair.



29t September, 2021
Skill Development Committee
Minutes of the Meeting
A meeting of the Skill Development Committee was held in the online mode via Google
Meet (Meeting ID: https://meet.google.com/ypt-bsst-fsk) at 7:30 pm on 29" September,

2021.

The following members were present:

1) Dr Shilpa Chowdhary (Convener)
2) Ms Henna Sikka (Member)
3) Ms Neha Agarwal (Member)
4) Dr Sangeeta Gupta (Member)
5) Ms Bhavna Yadav (Member)
6) Dr Shallu (Member)
7) Ms Sunita Yadav (Member)
8) Ms Neha (Member)
9) Ms Mansi Kapoor (Member)
10) Dr Madhu Kumari (Member)

Ms Aakriti Kohli and Mr Brahm Prakash were not present.



The following matters were discussed:

1)
2)

3)

4)

5)
6)

7)

8)

An internal feedback session was conducted by the committee on the previous
webinar held on 24.09.2021.

It has been decided that the next webinar will be conducted on Tuesday, 07.10.2021
at 2 pm by Dr. CV Ramanan, Director, IMM on the topic, ‘Total Quality Person’.

An application seeking permission for conducting the proposed webinar will be
submitted to the Principal, Delhi College of Arts and Commerce and Mr. Srikant
Pandey, Convener, IQAC by Ms Henna Sikka.

Ms Neha Kakkar will be anchoring the upcoming webinar and Ms Mansi Kapoor will
give the vote of thanks.

Ms Neha Agarwal will design the poster for the webinar.

A Google form for recording attendance and names of participants for the purpose
of e-certificates will be prepared by Dr Sangeeta Gupta, Bhavna Yadav and Dr. Shallu.
E-certificates will be provided to all the attending participants within 4 days of the
webinar.

Summary and report will be prepared by Ms Aakriti Kohli and Ms Sunita Yadav after
the completion of the webinar.

The meeting ended with a vote of thanks to the chair.



To

The Principal

Delhi College of Arts and Commerce,
University of Delhi

Netaji Nagar

New Delhi

Subject: Report of Webinar conducted on 07.10.2021

The Skill Development Committee in collaboration with IQAC, Delhi College of Arts and
Commerce organized a webinar on 07.10.2021 from 2:00 PM to 3:30 PM via Google Meet
(meet.google.com/ypt-bsst-fsk). The resource person for the webinar, Dr CV Ramanan
delivered his talk on the topic ‘Total Quality Person’. Dr. C V Ramanan is the Director of IMM,
and has done his B.Tech. from Delhi College of Engineering (DCE), MBA from University
Business School (UBS), Chandigarh and PhD in Vivek Management / Life Skills based on Indian
Ethos. He has around 40 years of experience, which includes senior positions in the corporate
world. He has conducted over 800 workshops in 25 years in 30 cities across India.

86 participants attended the webinar and the session commenced in the presence of the
following members of the Skill Development Committee—

Dr. Shilpa Chowdhary
Dr. Sangeeta Gupta
Dr. Shallu

Dr. Madhu Kumari
Ms. Neha Agarwal
Ms. Sunita Yadav
Ms. Mansi Kapoor
Ms. Neha Kakkar

. Ms. Aakriti Kohli
10. Mr. Brahm Prakash
11. Ms Bhavna Yadav

©R NV A WN R

Dr Shilpa Chowdhary, Convener, Skill Development Committee welcomed Dr CV Ramanan and
Ms. Neha Kakkar, Assistant Professor, Department of Commerce started the session with a
brief introduction of the resource person and welcomed the participants. The session witnessed
active participation from the students of the college.

The session was conducted via an interactive presentation format.



In the beginning, the resource person mapped the key ideas to be discussed in the session,
namely:

(i) Integrated Personality Development: Physical, Mental, Emotional and Spiritual
(ii) Effects of Purity of Mind

(iii) Model for Enriching Productivity

(iv) Total Quality Person: Head, Heart, Soul
(v) Ways to develop as a Total Quality Person
(vi) 6 Ways of becoming Effective

(vii)  Processes and Levels of Leadership

(viii)  Practicing Effective Communication

(ix) The Power of Values

(x) Redefining Success

(xi) The Journey of Life towards Happiness

Dr Ramanan began the session by introducing the idea of developing an integrated personality
that is physically, mentally, emotionally and spiritually aligned. He emphasized on the need and
benefits of a pure mind by contrasting it with an impure mind that results in sorrow and
unhappiness. He encouraged the students to align noble thoughts with selfless action to
achieve happiness and peace. In the context of organizational happiness and success, he
introduced a model for enhancing productivity built on respect, trust, empathy and
commitment. According to him following these principles would ensure motivation, inspiration,
balance and enhanced productivity. He then proceeded to elaborate on how to become a ‘Total
Quality Person’ and urged the students to reflect on how they can harmoniously align their
head, heart and soul. He expanded on this by encouraging students to develop knowledge and
skills, in conjunction with the right attitude and values. In the same vein he emphasized on
placing the ‘self’, ‘family’ and ‘teachers’ centrally in the quest for becoming a total quality
person. Building on this further he outlined significant ways in which students can become
effective, such as possessing a friendly demeanor, right attitude, and a smile on the face,
amongst others. He then proceeded to lay out the path for becoming a successful leader.
Inspiring others, communicating effectively, managing time efficiently, possessing emotional
intelligence, and focusing on the growth, development and welfare of other people were some
of the important strategies that he discussed. Further he elaborated on the significance of
effective communication by focusing on language, tone, body language, social etiquette, and
listening skills.

He also highlighted the power of values by sharing some real-life stories and anecdotes to
motivate and inspire the students. Towards the end he encouraged the students to redefine
what success meant to them, by pursuing goals which make them happy.

The students were interactive throughout the session, seeking answers to the issues and
problems they face in life. The session was very well received and appreciated by the faculty
and students. The webinar concluded with a Q&A session where students asked questions



pertaining to holistic development, and how to orient themselves in order to embark on the
journey towards becoming a ‘Total Quality Person’.

Ms Mansi Kapoor, Assistant Professor, Department of Commerce gave the vote of thanks to
formally close the session and gave special thanks to Prof. Rajiv Chopra, Principal, Delhi College
of Arts and Commerce and Mr. Srikant Pandey, Convener, IQAC, Delhi College of Arts and
Commerce for their guidance and support.

Certificate of Participation will be issued shortly to all the participants.



To,

The Principal,

Delhi College of Arts and Commerce
University of Delhi

Netaji Nagar

New Delhi

Subject: Report of Webinar conducted on 11.09.2021

The Skill Development Committee in collaboration with IQAC, Delhi College of Arts and
Commerce organized a webinar in association with SkillingIndia on 11.09.2021 from 2:00 PM to
3:00 PM via Zoom Meet and You Tube. The resource person for the webinar Mr Vinod David
conducted the webinar on ‘Communication and Employability Skills’.

The session commenced in the presence of the following members of the Skill Development
Committee—

Dr. Shilpa Chowdhary
Dr. Sangeeta Gupta
Dr. Shallu

Dr. Madhu Kumari
Ms. Neha Agarwal
Ms. Sunita Yadav
Ms. Bhavna Yadav
Ms. Mansi Kapoor

. Ms. Neha Kakkar
10. Ms. Henna Sikka
11. Ms. Aakriti Kohli
12. Mr. Brahm Prakash

©R NV A WN R

Mr. Brahm Prakash Chaturvedi, Assistant Professor, Department of Journalism started the
session with a brief introduction of the resource person and welcomed the participants. The
session witnessed wide participation from students. More than 250 students registered for the
session and majority of them attended the session and participated actively & enthusiastically.

The session was conducted via a presentation with infographics.

The webinar started with the introduction of basic communication concepts and steps for
effective listening and other allied themes. The speaker also shared insights about various
concepts related to employability and personal management skills. He shared his experience in
terms of leadership qualities one should possess and hone, and also emphasized on the
importance of reading.



Some of the important topics which were covered under the webinar were:

e Importance of Communication
* Types of Communication

e Importance of Listening

* Improving Communication Skills
e Employability skills

e Team work skills

It was an insightful session which equipped students with communication and employability
skills. The webinar concluded with FAQs.

Dr. Shilpa Chowdhary, Convener of the Skill Development Committee gave the vote of thanks
to formally close the session and gave a special thanks to Prof. Rajiv Chopra, Principal, Delhi
College of Arts and Commerce and Mr. Srikant Pandey, Convener, IQAC, Delhi College of Arts
and Commerce for their guidance and support.

Participation Certificates were issued to all attendees.



To

The Principal

Delhi College of Arts and Commerce,
University of Delhi

Netaji Nagar

New Delhi

Subject: Report of Webinar conducted on 25.10.2021

The Skill Development Committee in collaboration with IQAC, Delhi College of Arts and
Commerce organized a webinar on 25.10.2021 from 2:00 PM to 3:30 PM via Google Meet
(meet.google.com/nui-rvdg-syh). The resource person for the webinar, Mr Ratan Prasad Gupta,
delivered his talk on the topic, ‘Why and How Practicing Managers use Microsoft Excel in their
day-to-day work’. The webinar aimed at giving students hands-on training for the MS Excel
platform. Mr. Ratan Prasad Gupta (B.Tech, IIT Kharagpur, CFA and FRM) has over 13 years of
industry experience. He currently holds the position of Director at Knowledge Varsity.
Knowledge Varsity is engaged in technology and content development to support higher
education in India and in the USA. Their clients include UPES Dehradun and CHRIST University.
In the USA, Virginia Commonwealth University, University of North Carolina and University of
North Texas, among others, are part of their client portfolio.

55 participants attended the webinar and the session commenced in the presence of the
following members of the Skill Development Committee—

Dr. Shilpa Chowdhary
Dr. Sangeeta Gupta
Dr. Shallu

Dr. Madhu Kumari
Ms. Neha Agarwal
Ms. Sunita Yadav

Ms. Aakriti Kohli

Mr. Brahm Prakash
Ms Bhavna Yadav
10. Ms Henna Sikka

LN EWNR

Ms Aakriti Kohli, Assistant Professor, Department of Journalism, welcomed Mr Ratan Prasad
Gupta and Dr Sangeeta Gupta, Assistant Professor, Department of Commerce started the
session with a brief introduction of the resource person and welcomed the participants. The
session witnessed active participation from the students of the college.

The session was conducted via an interactive presentation format.



In the beginning, the resource person introduced MS Excel platform to the students by
explaining why the platform is an essential part of every manager’s work life. He elaborated
that it is readily available with the Microsoft Windows operating system and is easy to access,
use and learn. He further built the case for MS Excel by highlighting the shallow learning curve
of the platform and its use by small and growing businesses. Some of its salient functions
include: computation, presentation, tools, and template features which make it ideal for work
life.

He further outlined major uses of the MS Excel platform:

1) Basic Data Entry

2) Importing of data from other Sources
3) Cleaning the Data

4) Analyzing Data

5) Reporting

6) Business Process Automation

7) Solving Linear Programming Problems

He also discussed the commonly used functions:

1) SUM/AVERAGE/COUNT

2) IF/IFS/ERROR/AND/OR

3) SUMSIFS/AVERAGEIFS/COUNTIFS

4) VLOOPUP/HLOOKUP/MATCH/INDEX

5) PV/PMT/RATE/NPER/NPV/IRR/XIRR/MIRR

6) Mode/MEDIAN/STDEV/VAR

7) LINEST, RSQ, INTERCEPT, COVARIANCE, CORREL

For accounting and finance professionals he listed, explained and demonstrated the following
uses specifically:

1) Budgeting
2) Forecasting
3) Financial Analysis and Planning
4) Financial Modeling and Valuation
a) Stocks
b) Bonds
c) Projects



He also shared Excel functionality for other job profiles such as:
HR Professionals
e Recruitment, compensation, performance, analysis
Sales Professionals
e Client, area/region, product, competition analysis
Marketing Professionals
e Advertisement targeting, effectiveness analysis
Retail Professionals
e Product bundling, consumption baskets, purchase frequency analysis
He then proceeded to share some useful Excel template links with the students. Towards the
end of the session, he explained the Data Analysis Proficiency Test (DAPT) syllabus offered by
Knowledge Varsity as well as the fee and calendar structure for the same.
The students were inquisitive and interactive during the session, asking questions about the
practical aspects of using the MS Excel platform. The session was well received and appreciated
by the faculty and students.
Dr Shallu, Assistant Professor, Department of Commerce gave the vote of thanks to formally
close the session and gave special thanks to Prof. Rajiv Chopra, Principal, Delhi College of Arts
and Commerce and Mr. Srikant Pandey, Convener, IQAC, Delhi College of Arts and Commerce

for their guidance and support.

Certificate of Participation will be issued shortly to all the participants.



Webinar - Covid-19 and Positive Thinking: Practicing Mindfulness
Resource Person:

Mrs Girija Sridhar is an educationist who has been teaching children and training teachers
for the past 40 years. Alumna of Miranda College and the Delhi School of Social Work, she is
a certified Master Trainer with the Ministry of Human Resources sponsored NSDC (National
Skill Development Centre).

She has conducted workshops on various training modules including TTT, TOT, induction
training, positive thinking, mindfulness, among others. Her workshops have been conducted
across Indian cities, including, Delhi, Bangalore, Hyderabad, Warangal and Lucknow, to
name a few. Most of her training sessions have been conducted in educational institutions,
ranging from primary schools to engineering and management institutes.

Session Brief:

The Covid-19 pandemic has taken a physiological toll on our bodies, leading to concerns of
health, fitness and longevity. However, the psychological implications of the pandemic have
also been stark. A general sense of doom and despair has engulfed us, producing constant
anxiety, uncertainty about the future, and other mental stresses. Students have been the
hardest hit in this pandemic, getting stir-crazy for being confined to homes, adjusting to
online learning and worrying about their careers. It then becomes imperative to address
these issues for their overall well-being. This session will introduce them to the importance
and techniques of developing a positive attitude in face of adversity. They will be
encouraged to practice mindfulness by equipping them with mental health skills that
promote positive thinking and outlook to life.
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Hediwa Rae
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JOINT REGISTRAR/DEPUTY
REGISTRAR/ASSISTANT REGISTRAR/ADMINISTRATIVE OFFICER

FTATII/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMEN T --nnmeemmmemmmee e e

AT a9/31af &1 gfddeed
REPORT FOR THE YEAR/PERIOD ENDING--=---xnnmsmmeemmmemmeemmmem e e

T PART-1 - 39f@d9rad 929 PERSONAL DATA

ISR 1 A1
Name of the Officer

geared Designation

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

aTRd TR ug 3R adAeT A3

Permanent post held and the
present grade

SN CIR I ER RIY

Educational Qualification

SqIaaTAe UG deheilehl JTTATT
Professional & Technical
Qualification.

ay & GRIT SENFfAEToT, TEY e & o)
O Ieqafeyfa &1 3afdr| afe sod wifds

o freror for § ar 39 fQavor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.

a¥ & e R I giRieTor SRIsH

Training programmes attended during
the year :

Raie 3afr & ga- F-0)
Charges held during the period
under report

Y Contd...P-2/-
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HAFR TR FEHeAF -HTT-||
SELF APPRIASAL BY THE OFFICER - PART-II

(T8 ATHRT &1 ufddes for@r S= §, 38% @Rl T U, Ife 3Maede g dr
ST 3ol & & Holdel | )
(To be filled in by the Officer reported upon, if necessary extra sheet to be used)

frT 1T Fgt @1 Gfeed fdavoT Brief description of duties:

T & S d8T/32/AAT YN T 39 for [ frv g ar 3mues for @uiRa
frT a1 & 39 (IRoTE/AET A1 3T T H) FEt & e-gq AS WARGBAT F YR ®
§eIU 3R 9AF &g I AU 3Uclisy ddv |

(3CTGITT- 3T JTHTIT/HTITT/TAHTT & ToIT ari¥en Hr Grofetn)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight to ten items of work in the order of priority and your
achievement against each target.

(Example Annual Action Plan for your Section/Office/Department)

TET/3T/AT Iqafeuar
Targets/Objectives/Goal Achievements

Y Contd...P-3/-
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3. (3TA)  FUAT AE-2 H q@U AT F&A/3LAVEAAT A Wit 7 g W HAA F7 @A F Zeo@ |
afg aedt T TIfed & HI5 STU0 W & dF I Fa|
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 2. Please specify constraints, if any, in achieving the targets.

4, (@B) FUAT 3 Hal & M Jeow W fowd by ftew Iuefeear @& & R 3aH e
AT F Y oo HL|

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

5. Fugr g5 fafdse & 3ifhd Y [SEd 319 39eT 1 dlerer T GRIETOT & AeIH @ FERen
e & |
Please indicate specific area in which you feel the need to upgrade your skill through training
programme.

6. FUAT 3eo@ A o F1 qdad Holst af & e Fufcd arffer faawoh muiRa ali@ 3nfq
$oisY ¥ F 3cadkadf a¥ &l 31 AT dh Gor A af 18 A Ifg A7 ar faawor g1 Fer Hr
@ fordr S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

feTiar Date:..ooveeeeeenn. 3SR & gEaeR Signature of the Officer

S Contd...P-4/-



yfades I+ garr yfadesr-smer-i|

REPORT BY THE REPORTING OFFICER - PART-III

TEgIcAs® AT &1 fAuRor gfddes aur qefdeliehe TR @Ry fhar Sem g, & 1-10 &
YA IR glT IRUl STel 1 G99 &7 I I 10 FoF 31 A o1 c2ufar g1

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale
of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(FIar gt Ft oA ¥ ggo an-fadet A caerq@s g o )
(Please read carefully the guidelines before filling the entries)

1. Tt &1 &7 Hediehst (36 HIET T daT 40% BI9M)
Assessment of “Work Output” (weightage to this section would be 40%)

aoT / Attributes yfodes witsilt | qafdatsa mitwd
Reporting Reviewing
Authority Authority

) @ Rfad s 1 aRquTd/favat
& IR W IERed fFar ar s

Accomplishment of planned work/work
allotted as per subjects allotted

i) PRIfAYATET T FIfC

Quality of work output

iii) farereroTTa#Hs Jrerrar

Analytical ability
iv) raTaTaHes HrY $HT IRYUTET/ AT aTw
IYTAfRAT F Accomplishment  of
exceptional work/unforeseen tasks
performed

foreTeT R O el et ATSIT Overall
Grading on ‘Work Output’

HeFER
Initial
2. cgfddard fAATAT3NT 1 FHediehel (1-10 & JAGT W ); TH HET & dT 30% gram
Assessment of “Personal Attributes” (on scale of 1-10); weightage to this Section would be
30%
aoT / Attributes yfodes wftsdt | qafdetswear sfsr
Reporting Reviewing
Authority Authority
i) T Fr gieeanof
Attitude to work

Y Contd....P-5/-



i) STFAerY &1 |

Sense of responsibility

iii) & Hr HETT H FT A
&THdr Capacity to work in team spirit

iv) TUYOT SHierer

Communication skills

) A

Leadership qualities

Vi) 3ETRITET T 3eIRaToT
Maintenance of Discipline

vii) IHT-EAT & AT R R
$r &FAAT Capacity to work in time
limit

viii) IHIR g TFcerd Geer
Inter-personal relations

‘TIFAIT FAATABN T FeT R
ATST Overall Grading on ‘Personal
Attributes’

HEAER
Initial

SHrIcHT FETHAT T Hedihel (1-10 & YA T ); $H 19T & deT 30% M
Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would

be 30%
aoT / Attributes Hferdeer o °
Reporting wTfererY
Authority Reviewing
Authority

i) Fra/RfETE/ET v degar F &7
H gfpad ©g 399 T@E TIET B
SATARRY Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly.

Y Contd...P-6/-



i) gger AfFd Initiative

i) Nfdsg TSer  FA FH
&TATStrategic planning ability

iv) TaReToT AeTdr
Supervisory ability

v) Ao aier T afear
Decision making ability

Vi) GH-aT &THAT
Coordination ability

vii) ey 1 9RTG v fa=faqa
FT I &THAT

Ability to motivate and develop
subordinates

‘GhEIcH® WAHAAT W Fa A
DI
Overall Grading on ‘Functional

Competency’

IeTER
Initial

Tareeg i F&ufa State of Health

g Sa/3Esiental/ 3w Wosr qa/enfa. Ao & aiFadl & Jia gieehor

Attitudes towards people belonging to SC/ST/OBC/PH Categories:

STTHTYROT & HaY  (SigT &el o9 &)

Relations with public (wherever applicable)

S Y Contd...P-7/-




6. Tcafarsar Integrity

(@ 3R S Feafassr 9 feoqull & Please comment on the integrity of the officer)
i) T F W 37T,

Beyond Doubt; or

i) A GAT A HS Gldger &1 AL

3m$ § 37uar, Nothing adverse has
come to my notice; or

ii) feh AR i FhAser A HF o,

3c: Ueh e ool Harer §

Since the integrity of the officer is

doubtful, a Secret Note is attached
herewith.

7. Raiféer #fOeRr garr 3ifha eoeg -RE @ 3ReE & Rad fodr o1 @& ©
3HE 38F THAT IO, THLY, FAR AHLY T FAGR J9f F 9 cager afed
Hodichel Ud BIC @ # 01 ¥ 10 & YA T FHIT AOUNAIOT (FAT  AUNRIOT & a9 &
foT fAgd aesT & Jequrd & 3Nad A & I & AR ) fhAr S g)
Pen-Picture by Reporting Officer

(General assessment of the officer reported upon including overall qualities, strengths, lesser
strengths and attitude towards weaker sections and overall grading in the smaller box
provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value
of each group of indications in proportion to the weightage assigned)

8. AT Foft  (1-10 37t & @@« & ) /Overall Grade (on score of 1-10):

gyfaded s F gEanEw
Signature of the Reporting Officer
ATH TAST 37ERT &
AT Date:.voveveeee. Name in Block letters:

RrGie
Designation:

SY Contd...P-8/-



ar PART-1IV g?lﬁ&l'UT | Review
(gﬂﬁﬂ’lﬁ' sl REVIEWING OFFICER)

1. & 39 -l & RAféer 3fteary eart f@90d s 3R e ot & deaer & IE2Y T
TR & TEHAd &7 AR 3T Rhedl TEATeH® Apdiher A AfRERET @ @eAd o & ar
AT 38 AT H U a0 Hlod # 39 Hodichel HT Jool@ Y IR 3T yiafed W IHEIRR

|
Do you agree with the assessment made by the Reporting Officer with respect to the work
output and various attributes in Part-111. In case you do not agree with any of the numerical

assessment or attitudes, please record your assessment in column provided for in that Part and
initial your entries

gl Yes el No

2. 3raEAfd g &1 Pt A FUAT 3HAT HROT IAR, FAT g WA a1 § T 3T TS

el AT AT T8 87

In case of disagreement, please specify the reasons. Is there anything you wish to modify or

add?

3. geAfdellehel  JTORRT GaRT HeH TER| HUAT AT X A9 100 sal A
SEd ey & gaed  fAAvaEt & @Hed &7 vd 3EH gied @l & i sfdgfed
AR 8

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker sections.

4. giddesl & @S -lll A QU 1T AR & YR N FoT Al T&gicash AT
Overall numerical grading on the basis of weightage given in Part-111 of the Report.

gaAfdeder HfAFR F gEanr
Signature of the Reviewing Officer
ATH TISC 37ERT H
AT Datel.ocveeeenee.n. Name in Block letters:

RrGie
Designation:

*khkkkkhkhkkkikkkkik



(iii)

(iv)

v)

(vi)

Heldadd Annexure-|

HEATcHS AVIHIOT & Y THUHR 9 ey fenfader

Guidelines regarding filing up of APAR with numerical grading

TSR & T fafad aaereh 3R eaeds qur 93ficd @A <d U R 1wl
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T 1 ST & o 1 3rar 2 & el aefientor (et & a1 faQiwamsit ar for  f@ement
Aofieor & ufage) I AT rawadnpt & ART § For 7 & wea &9 § 3o @
S AR A YRR 9 H¥ar 10 & foRdr Aot & ey A AR suafeat & e &
e & sreem| Aol 1-2 3ryar 9-10 faRe @it € 31a: 3 3Ry fiv Ia fr sa &l
gifegs Ao yeiaT g gfcidest Ua Yefdelienel RRRAT @ fhell foprr  ar
ST 37 N a7 FEdT H AT F FRRA FeAAT & Jolell A el =fRw]

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieor “Sepse” foram Swam aur FEeo/dela & foe
3T gredies i 0T A F AT greaie 9 fear SRem|

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

THUIR T 6 dAT 8 ¥ BT & drd HT 3RO g 3o T STwem gur ureaies 7 fear
STRA|

APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a
score of 7.

TRUHR &1 4 JUT 6 F BT & &g & Fafieor “Ieor foar Swem qur gredis 5 &
SRET |
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 5.

THIUR T 4 § HA Fafienor “qea” foram S|
APARs graded below 4 will be given a score of “Zero”.

ook skok skokook



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November
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T PART-1 - 39f@d9rad 929 PERSONAL DATA

ISR 1 A1
Name of the Officer

geared Designation

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

aTRd TR ug 3R adAeT A3

Permanent post held and the
present grade

SN CIR I ER RIY

Educational Qualification

SqIaaTAe UG deheilehl JTTATT
Professional & Technical
Qualification.

ay & GRIT SENFfAEToT, TEY e & o)
O Ieqafeyfa &1 3afdr| afe sod wifds

o freror for § ar 39 fQavor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.

a¥ & e R I giRieTor SRIsH

Training programmes attended during
the year :

Raie 3afr & ga- F-0)
Charges held during the period
under report

Y Contd...P-2/-
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HAFR TR FEHeAF -HTT-||
SELF APPRIASAL BY THE OFFICER - PART-II

(T8 ATHRT &1 ufddes for@r S= §, 38% @Rl T U, Ife 3Maede g dr
ST 3ol & & Holdel | )
(To be filled in by the Officer reported upon, if necessary extra sheet to be used)

frT 1T Fgt @1 Gfeed fdavoT Brief description of duties:

T & S d8T/32/AAT YN T 39 for [ frv g ar 3mues for @uiRa
frT a1 & 39 (IRoTE/AET A1 3T T H) FEt & e-gq AS WARGBAT F YR ®
§eIU 3R 9AF &g I AU 3Uclisy ddv |

(3CTGITT- 3T JTHTIT/HTITT/TAHTT & ToIT ari¥en Hr Grofetn)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight to ten items of work in the order of priority and your
achievement against each target.

(Example Annual Action Plan for your Section/Office/Department)

TET/3T/AT Iqafeuar
Targets/Objectives/Goal Achievements

Y Contd...P-3/-
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3. (3TA)  FUAT AE-2 H q@U AT F&A/3LAVEAAT A Wit 7 g W HAA F7 @A F Zeo@ |
afg aedt T TIfed & HI5 STU0 W & dF I Fa|
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 2. Please specify constraints, if any, in achieving the targets.

4, (@B) FUAT 3 Hal & M Jeow W fowd by ftew Iuefeear @& & R 3aH e
AT F Y oo HL|

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

5. Fugr g5 fafdse & 3ifhd Y [SEd 319 39eT 1 dlerer T GRIETOT & AeIH @ FERen
e & |
Please indicate specific area in which you feel the need to upgrade your skill through training
programme.

6. FUAT 3eo@ A o F1 qdad Holst af & e Fufcd arffer faawoh muiRa ali@ 3nfq
$oisY ¥ F 3cadkadf a¥ &l 31 AT dh Gor A af 18 A Ifg A7 ar faawor g1 Fer Hr
@ fordr S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

feTiar Date:..ooveeeeeenn. 3SR & gEaeR Signature of the Officer

S Contd...P-4/-



yfades I+ garr yfadesr-smer-i|

REPORT BY THE REPORTING OFFICER - PART-III

TEgIcAs® AT &1 fAuRor gfddes aur qefdeliehe TR @Ry fhar Sem g, & 1-10 &
YA IR glT IRUl STel 1 G99 &7 I I 10 FoF 31 A o1 c2ufar g1

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale
of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(FIar gt Ft oA ¥ ggo an-fadet A caerq@s g o )
(Please read carefully the guidelines before filling the entries)

1. Tt &1 &7 Hediehst (36 HIET T daT 40% BI9M)
Assessment of “Work Output” (weightage to this section would be 40%)

aoT / Attributes yfodes witsilt | qafdatsa mitwd
Reporting Reviewing
Authority Authority

) @ Rfad s 1 aRquTd/favat
& IR W IERed fFar ar s

Accomplishment of planned work/work
allotted as per subjects allotted

i) PRIfAYATET T FIfC

Quality of work output

iii) farereroTTa#Hs Jrerrar

Analytical ability
iv) raTaTaHes HrY $HT IRYUTET/ AT aTw
IYTAfRAT F Accomplishment  of
exceptional work/unforeseen tasks
performed

foreTeT R O el et ATSIT Overall
Grading on ‘Work Output’

HeFER
Initial
2. cgfddard fAATAT3NT 1 FHediehel (1-10 & JAGT W ); TH HET & dT 30% gram
Assessment of “Personal Attributes” (on scale of 1-10); weightage to this Section would be
30%
aoT / Attributes yfodes wftsdt | qafdetswear sfsr
Reporting Reviewing
Authority Authority
i) T Fr gieeanof
Attitude to work

Y Contd....P-5/-



i) STFAerY &1 |

Sense of responsibility

iii) & Hr HETT H FT A
&THdr Capacity to work in team spirit

iv) TUYOT SHierer

Communication skills

) A

Leadership qualities

Vi) 3ETRITET T 3eIRaToT
Maintenance of Discipline

vii) IHT-EAT & AT R R
$r &FAAT Capacity to work in time
limit

viii) IHIR g TFcerd Geer
Inter-personal relations

‘TIFAIT FAATABN T FeT R
ATST Overall Grading on ‘Personal
Attributes’

HEAER
Initial

SHrIcHT FETHAT T Hedihel (1-10 & YA T ); $H 19T & deT 30% M
Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would

be 30%
aoT / Attributes Hferdeer o °
Reporting wTfererY
Authority Reviewing
Authority

i) Fra/RfETE/ET v degar F &7
H gfpad ©g 399 T@E TIET B
SATARRY Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly.

Y Contd...P-6/-



i) gger AfFd Initiative

i) Nfdsg TSer  FA FH
&TATStrategic planning ability

iv) TaReToT AeTdr
Supervisory ability

v) Ao aier T afear
Decision making ability

Vi) GH-aT &THAT
Coordination ability

vii) ey 1 9RTG v fa=faqa
FT I &THAT

Ability to motivate and develop
subordinates

‘GhEIcH® WAHAAT W Fa A
DI
Overall Grading on ‘Functional

Competency’

IeTER
Initial

Tareeg i F&ufa State of Health

g Sa/3Esiental/ 3w Wosr qa/enfa. Ao & aiFadl & Jia gieehor

Attitudes towards people belonging to SC/ST/OBC/PH Categories:

STTHTYROT & HaY  (SigT &el o9 &)

Relations with public (wherever applicable)

S Y Contd...P-7/-




6. Tcafarsar Integrity

(@ 3R S Feafassr 9 feoqull & Please comment on the integrity of the officer)
i) T F W 37T,

Beyond Doubt; or

i) A GAT A HS Gldger &1 AL

3m$ § 37uar, Nothing adverse has
come to my notice; or

ii) feh AR i FhAser A HF o,

3c: Ueh e ool Harer §

Since the integrity of the officer is

doubtful, a Secret Note is attached
herewith.

7. Raiféer #fOeRr garr 3ifha eoeg -RE @ 3ReE & Rad fodr o1 @& ©
3HE 38F THAT IO, THLY, FAR AHLY T FAGR J9f F 9 cager afed
Hodichel Ud BIC @ # 01 ¥ 10 & YA T FHIT AOUNAIOT (FAT  AUNRIOT & a9 &
foT fAgd aesT & Jequrd & 3Nad A & I & AR ) fhAr S g)
Pen-Picture by Reporting Officer

(General assessment of the officer reported upon including overall qualities, strengths, lesser
strengths and attitude towards weaker sections and overall grading in the smaller box
provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value
of each group of indications in proportion to the weightage assigned)

8. AT Foft  (1-10 37t & @@« & ) /Overall Grade (on score of 1-10):

gyfaded s F gEanEw
Signature of the Reporting Officer
ATH TAST 37ERT &
AT Date:.voveveeee. Name in Block letters:

RrGie
Designation:

SY Contd...P-8/-



ar PART-1IV g?lﬁ&l'UT | Review
(gﬂﬁﬂ’lﬁ' sl REVIEWING OFFICER)

1. & 39 -l & RAféer 3fteary eart f@90d s 3R e ot & deaer & IE2Y T
TR & TEHAd &7 AR 3T Rhedl TEATeH® Apdiher A AfRERET @ @eAd o & ar
AT 38 AT H U a0 Hlod # 39 Hodichel HT Jool@ Y IR 3T yiafed W IHEIRR

|
Do you agree with the assessment made by the Reporting Officer with respect to the work
output and various attributes in Part-111. In case you do not agree with any of the numerical

assessment or attitudes, please record your assessment in column provided for in that Part and
initial your entries

gl Yes el No

2. 3raEAfd g &1 Pt A FUAT 3HAT HROT IAR, FAT g WA a1 § T 3T TS

el AT AT T8 87

In case of disagreement, please specify the reasons. Is there anything you wish to modify or

add?

3. geAfdellehel  JTORRT GaRT HeH TER| HUAT AT X A9 100 sal A
SEd ey & gaed  fAAvaEt & @Hed &7 vd 3EH gied @l & i sfdgfed
AR 8

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker sections.

4. giddesl & @S -lll A QU 1T AR & YR N FoT Al T&gicash AT
Overall numerical grading on the basis of weightage given in Part-111 of the Report.

gaAfdeder HfAFR F gEanr
Signature of the Reviewing Officer
ATH TISC 37ERT H
AT Datel.ocveeeenee.n. Name in Block letters:

RrGie
Designation:

*khkkkkhkhkkkikkkkik



(iii)

(iv)

v)

(vi)

Heldadd Annexure-|

HEATcHS AVIHIOT & Y THUHR 9 ey fenfader

Guidelines regarding filing up of APAR with numerical grading

TSR & T fafad aaereh 3R eaeds qur 93ficd @A <d U R 1wl
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T 1 ST & o 1 3rar 2 & el aefientor (et & a1 faQiwamsit ar for  f@ement
Aofieor & ufage) I AT rawadnpt & ART § For 7 & wea &9 § 3o @
S AR A YRR 9 H¥ar 10 & foRdr Aot & ey A AR suafeat & e &
e & sreem| Aol 1-2 3ryar 9-10 faRe @it € 31a: 3 3Ry fiv Ia fr sa &l
gifegs Ao yeiaT g gfcidest Ua Yefdelienel RRRAT @ fhell foprr  ar
ST 37 N a7 FEdT H AT F FRRA FeAAT & Jolell A el =fRw]

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieor “Sepse” foram Swam aur FEeo/dela & foe
3T gredies i 0T A F AT greaie 9 fear SRem|

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

THUIR T 6 dAT 8 ¥ BT & drd HT 3RO g 3o T STwem gur ureaies 7 fear
STRA|

APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a
score of 7.

TRUHR &1 4 JUT 6 F BT & &g & Fafieor “Ieor foar Swem qur gredis 5 &
SRET |
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 5.

THIUR T 4 § HA Fafienor “qea” foram S|
APARs graded below 4 will be given a score of “Zero”.

ook skok skokook



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




oot Taeaferamar=r UNIVERSITY OF DELHI

fasht afeaaiss dafFas wemsAafFas wassmaiT & fav
1\9‘ .
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY/SENIOR
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER

AT /TR /TIHTIT
OFFICE/FACULTY/DEPARTMENT N —

AT au/31af 1 gfadeed
REPORT FOR THE YEAR/PERIOD ENDING----=nnnmmnmmmmnmmmmmmmmmmm e

dITFdeh sTRT PERSONAL DATA - (HT3T PART-I)

AR &7 AT
Name of the Officer

SeAfafy (Ra/aden/as)
Date of Birth(DD/MM/YYYY) : / /

(erset # In words)

gRd 9 &7 ggeATH
Designation of post held

T RN g S/
IS/ T F e g ?

Whether the officer belongs to
S.C./S. T./JOBC?

qAT I3 A AR fagied $r fafy
Date of continuous appointment : fe=ties Date
to the present grade

I5 Grade:

gfadeet 3afr & e areag iRl
FT ATH JdUT YSATH
Name of Officer with designation

with whom attached during the
period under report

ay & NI e, GiRIETor e & HROT 3P
¥ rareafa #r safe

Period of absence from duty on
Leave, training, etc. during the year.

Y Contd...P-2/-
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mﬂm SELF APPRAISAL — HTIT PART-2
(| AR & gfdded @ S 8§, 38 @Rl T 1T )
(To be filled in by the Officer reported upon)
( U TATEA T A T Ugel eTeei P IS 96 o )
(Please read carefully the instructions before filling the entries)

gu/3afr & are q e 39 garT fhu a0 St @1 wfeced
faaror (faavor 100 eregl & forar smr @nfgu)
Brief resume of the work done by you during the year/period from to

(The resume to be furnished should be limited to 100 words):

mmmwaﬁmaﬁﬁaﬁa@mmﬁqﬁﬁmmﬁmm
F1 o Ioo@ |

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

FUAT 9 SAYE(322AN) &1 Wit A g W A qar wRo, i :S g7, ar 3 dai
# 3o H|

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

Y Contd...P-3/-
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4. FUAT Soo@ F & FAT T Fest a¥ H IWS Fufeq e Aol FuiRd o’
AT Hoist a¥ ¥ IccRkad! a¥ # 31 FeIad deh gof AT & a5 A IfE 78 ar fyaror
gol T AT aRrg ford e

Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date i.e. 31® January of the year following the calendar year.
If not, the date of filing the return should be given.

U Place: .....ccccocvvveeens I & arek HfUFRr F gEann
Signature of the Officer reported upon

HTT PART-3
Hediwa APPRAISAL

1. T HE1-2 & fGaor § yiddes Jf8aRT HgAd 827 IS &80, ar fra AT de 3rgdAd
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. 9% FF FHr vt & fav gfaded afitedl garr 1-10 & &&ha & d&cAs Afsa
& STt feT, SiEl 1 H98 A I3 JUT 10 F9 HUF I3 Hr g gl

Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(9T gfafseal & et & ggol feenm-fAcelt &l eareiqds ug o )
(Please read carefully the guidelines before filling the entries)

(@) foefa &R &1 FAeaihs (30 &7 &1 AT 40% gIem)

(A)Assessment of work output (weightage to this Section would be 40%b)

AT Grading

i) & @1 ot Quality of work

Y Contd...P-4/-



ii) caTaaTAe Siere &1 TR Level of professional skill

iii) CT T WA I AHA TUT HETATT H Age=
TIETEAIAT IATT @ T eI

Trust worthiness in handling secret and top secret matters
and papers

V) S ST T 3RETOT 3R doehi, HETehRT 37T
& T 39Tk FESTT S FAT W T el

Maintenance of engagement diary and timely submission
of necessary papers for meetings, interviews, etc.

‘fdta F W g et Az (F(i @ iv])
Overall Grading on ‘Work Output’ (Total [i to iv])

(@) afFderd TAAYAT3T T Hodiehel (SH HET 1 desT 30% BlaM)

(B)Assessment of Personal Attributes (weightage to this section would be 30%0)

A1 Grading

i) I HT 3ifAgica Attitude to work

i) §fg, 3cgehdT Intelligence, keenness

iii) 3eJRTHT =T 37IX&T0T Maintenance of discipline

iv) TFASRY &1 &er Sense of responsibility

V) HUYUT &TAATE Communication skills

vi) &F F FRT A @ JEIar Ability to work in team

Vii) HHT AT F SR Q@ FA AT Qegar Ability to meet
deadline

viii) 3ufeafa & Saafaser@afadar aar gezares

Regularity and Punctuality in attendance

‘afFara fdvaet w® Fa Bam AT (FA0 F viii)

Overall Grading on ‘Personal Attributes’ ([i to viii])

(®) ThRiTcHs FETHAAT &1 Hodiehel (SH T T deal 30% Bram)
(C) Assessment of functional competency (weightage to this section would be 30%06)

AfBMGrading

i) JMITITehI 1 & ot AT gl

Proficiency and accuracy in Stenographic work

S Contd...P-5/-
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i) TREAX TTFa9rd &Y Inter-personal relations

iii) H=aT FIA AIIdar Coordination ability

V) THIEY T, TEoT AT Td TolDlel dhicH TUT JTaTceht
F HIY HTOT YdgR

Effective liaison, Initiative and tact in dealing with telephone
calls & visitor

‘ThETcHS WaTAHA’ W Fo et Az (Fa(i @ iv))

Overall grading on ‘Functional Competency’ ( [i to iv])

@ic Note: ¥¥as & Y% 9 ¥ fAv e e F qur d@afta wEh & sitwa s+ #

IRr FAT AfFer @1 IMUR gem
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HATITPART-4
HIHATT GENERAL

1. ST & |y #ENERT Relations with the public (ST o] & wherever applicable)
(ST T HTARISHATIHT T Sccialdcd Ud TSR deh HFIHA W FHur feoqofr &)

(Please comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfr&ToT Training
@ ey Hr genfadar vd w7 A 7 AR 3fUE gur awr gfe e i e |
38 gfreTor & forw RAwiver &Y

Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. Tareeyg & Tufa State of Health

4, FcafaAsar Integrity
(F9r 3R 1 Fafassr 9 feoqull & Please comment on the integrity of the officer)

Y Contd...P-6/-
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5. gfddea 3R garr At i FAea VAt @ q&dR (emEr 100 ere&r #),
e @l & U FA 9Eed &1, WUVl 3UATSAl, Hecdqul HGedl Td
HASIN @dit & G AfAgica AfAer g1 Pen Picture by Reporting Officer (in about 100 words) on

the overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.

gfddesT & E1-3 & @S T, o 3R @ # U a1v a¢ar & IMUR W Hel Ao d&arcas A

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

yfades s & geransr
Signature of the Reporting Officer

AT TOSE e H

T Place..........c........... Name in Block letters:
YaeatH

oA Date:....oo.ovveeen.. Designation:
gfddesT $r 3afa &

During the period of Report:

*khkkkkikkkk



(i)

(iii)

(iv)

(v)

(vi)

Helddsd Annexure-1

EITHE AVHIOT & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & F fafad aaeurh AR eqegds qur gadficd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISC IAHAABT & A F Ford 7 d wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ar 10 & fRAr Avh & Hew A Rfre Iuafsdi & @eg A
e fear srwam| Aof 1-2 3rgar 9-10 faTer gl § 31 31 3T G o= i swa Bl
qifegs Aol yere mgmw?ﬁmmﬁwm Cal
ESNTTHiROT 3o 31efieT a8 TEAr 7 AT H FRRA FEARAT & JoT H FA ARl

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieior “Iepse” foram Swam aur FEeo/deleia & foe

3T urTdies @ IO T F T gredie 9 I SmRem|
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

UqﬁtraTRHSHWS?@H%WW&W“&@M”WWWW7W
SR |

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & geffexer “eor foar Jrwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskok skokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




IpmT AP F foav aiffs Frifasures Feawa Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER

FTATAI/ TR/ TIHTT
OFFICE/FACULTY/DEPARTMENT S —

AT av/31afer 1 gfades
REPORT FOR THE YEAR/PERIOD ENDING-----==sssssmmmmmmmmmmmmmmmmmmmmmmmeee

dafFde SIRT PERSONAL DATA - (HT3T PART-I)

TSR 1 A1
Name of the Officer

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

(erse & In words)

A A5 F IR TgiFT H
Date of continuous appointment : &=t Date
to the present grade

I3 Grade:

qHT 9g U1 30 W Agied Hr ot

Present post and date of : 9a Post
appointment thereto

et Date

T 3T 3T /g ad

Setenta/3r.faa. & gefaa g2
Whether the officer belongs to SC/ST/OBC :

ay & SR gEN(Ffeor, TEr iy & FRom)
O Ieqafeyfa &1 3afdr| afe sod wifds
o gfreror forar & ar 39 faawor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training,
specify.
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HATIT PART-2

(Forw sfed w1 yfades forar Sen §, 39& ganT #i7 91w )
(To be filled in by the Officer reported upon)

fru 1T Fgt @1 Gfered fdavoT Brief description of duties:

FT & S dEI/FLT/AT AU TIT JU v AeiRa e g ar 3mues v [uiRa
frT a1 & 39 (IRoTE/ATET A1 3T T H) FEt f e-gq AS WARSBAT & IR ®
g0 3 IS 8T F 379 3Ty §dT |

(3CTGITT- 3T JTHTIT/HTITT/TAHTT & ToIT ari¥en Hr Grofetn)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight to ten items of work in the order of priority and your
achievement against each target.

(Example Annual Action Plan for your Section/Office/Department)

TET/3T/EAT ERCiCiD
Targets/Objectives/Goal Achievements

(3IA) FUAT #AG-2 # AV T AeT/3LRANEAT | Tifed & g W@ HAG w1 T A
3oold@ HY| IS &t T gifed A HIg Srenv gr g ar 9 Jarg|
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 2. Please specify constraints, if any, in achieving the targets.
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(§B) FUAT 37 Hal & M Joo@ W ToleTd T 3t 3uafeear @ & 3 3o
39T ARG #T 8 Soord |

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

4. FUIN ool A b FAT qdach HelsT a¥ AT Aol Gufed anveh fqerol FuiRa afa
37T $elsT a¥ A 3ccakadl a¥ & 31 S deh gof T or a5 Y| I S1gt ar faaxor
gor e Y I ot S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

AT & a1 FfAFH F geann

oot Date:.....c.cocvvee Signature of the Officer reported upon
HATIT PART-3
HegrcHs A &1 AR gfddesd aen geAfdeies TifRer garr fmar s &, s 1-10 &

YA WX QT TIfeT| el 1 T8 & A JAT 10 99 J™w I g2afar gl

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale
of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(Faar gRafeal Ft oA ¥ ggo Ran-fadef # caerqds wg o )
(Please read carefully the guidelines before filling the entries)

(Q) T T AT HoATeheT (SH AT T AT 40% BIam)

(A)Assessment of work output (weightage to this section would be 40%)

yfodeer | gafadisa wiasRt | gafdales wited
wifers o & AR
Reporting | Reviewing Initial of
Authority | Authority Reviewing
Authority

i) qd Ao & & aRquian/fawat
F YR 9T efed fFar mar &

Accomplishment of planned work/work
allotted as per subjects allotted
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ii) prfersarest T IOTAT
Quality of output

iii) faeevoeAs Jegdr
Analytical ability

iv) 3Udelcds & Hr
aRyefarfee T e

¥ Accomplishment  of

exceptional work/unforeseen
tasks performed

faia #’ W Fa e
AfFr Overall Grading on

‘Work Output’
(&) cafFcerd TN &1 HodTehe! (FH AN &I desT 30% Bram)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yfadeeT gafdatsd wsdr | gafdeisa witsr
B Eari Reviewing Authority | & smezaR
Reporting Initial of Reviewing
Authority Authority
i) 1 rfgfed
Attitude to work
i) ’FACRY &1 ay

Sense of responsibility

iii) 3TeIRMAT T 3TETOT
Maintenance of Discipline

iv) TUYOT Hierer

Communication skills

V) @dca IO Leadership
qualities

vi) & fr HEaTr A I
Fe I &THAT Capacity to
work in team spirit

vii) FHT-ATRON S IHFEOT
FA  HT eTAATCapacity  to
adhere to time-schedule

viii) TRAWR qITFAITT TaeT
Inter-personal relations

ix) A B3 U9 qafFdag
Overall bearing and
personality

‘qafFdeTd fAAvanEi T Fd
AT AfSaT

Overall Grading on ‘Personal
attributes’
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(¥) TehrTcHe HETHT Sl Hedichel (38 HET T dcsT 30% gram)

(C)  Assessment of functional competency (weightage to this Section would be 30%b)

yfadest gafdelhr TSR | gafdalea wfted
g Reviewing Authority | & 3megar
Reporting Initial of Reviewing
Authority Authority

N ERGEECICRE G S
JEIaT F & H yihare ud
30 HE YIAET &I SATAhRT

Knowledge of
Rules/Regulations/Procedures
in the area of function and
ability to apply them correctly.

i) sfdeg AT ol T
&TAdTStrategic planning ability

iii) fYoTr Q1T Y &t

Decision making ability

V) §Fad &THdT
Coordination ability

v) TEy & UG wd

TahTad T T &FH7dr

Ability to motivate and
develop subordinates

vi) gger afed Initiative

‘TERITcH® WEHAT W Fd
ey afser

Overall Grading on
‘Functional Competency’

HTHATTT GENERAL — (HTTPART-4)

1. ST & |y #EfET Relations with the public (ST o] & wherever applicable)

(STeTaTT &1 3TGRFhI3T &1 Sccelided Td 3Rl deh A 9T Fuar feoqolr &)  please

comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfr&ToT Training

(Foar RSN H gafadr Td HR aHABT A IR AfUe gur qur iy we # et @
384 gfaror & fow f@wier &Y Please give recommendations for training with a view to

future improving the effectiveness and capabilities of the officer)
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3. Tareeyg &7 T®afd State of Health

4, acafaAsar Integrity
(@ 3R S Feafassr 9 feoqull & Please comment on the integrity of the officer)

5. gfddesr IRFRT garT 3RF H FFed AT Hr TEIR (FHT 100 ersai #),
s aAd &9 Ud FA WA &7, ETURUT 3UTHdl, HcdqUl 3Tl (e
HIT 2 T 3(37) UG 3(d) Td HHGN dait & Tid AfAgfea enfaer gh
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including area of strengths and lesser strength, extraordinary achievements, significant failure
(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections.

6. 9fddest & HET-3 & W3 U, & IR W A U a0 3¢ & MUR R Fol AR HEATcHS

afsa
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gfdded AAFA F gEaeR
Signature of the Reporting Officer
ATH ¥ISC HERT H
TUTeT Place:.......cccceeeeee. Name in Block letters:
ECEGIE]
AT Date:....ooooveeeeee.. Designation:
Rarc $r @i #

During the period of Report:
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AT PART-5

gﬂﬁaﬁw T fr y}gm?ﬁ
REMARKS OF THE REVIEWING OFFICER.

giAfdeliens 3t & 3cdid dar safer
Length of service under the Reviewing Officer

&I 3T HET-3 g -4 & (90w qur Affe ot & d@6y & gfades 3¥sRr garn f&e aw
Hedishe ¥ TEAD 8?7 FAT 31T SR i IWURYT ITATN/FEAqOT HABANIAT F T 7
U T Hediehad @ WA 82 [HesT: HEI-3(T)(iv) AT HET-4(5)]

(@fe 39 gidest SN garT fhv 71T AAVAST & fhell TCdTcAs Hedihd & HEAT 6l & of
39 HIAT AT Hediohol 30 TS H QT 7T To # & aUr 9= yiafSeat #r meger wi )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4? Do you agree with the assessment of
reporting officer in respect of extraordinary achievements/significant failures of the officer
reported upon? [Ref. Part-3(A) (iv) and Part-4(5)]

(In case you do not agree with any of the numerical assessments of attributes please record
your assessment on the column provided for you in that section and initial your entries.)

g Yes el No

3EEAT gl AT Ul A FUAT 3@ FHROT TATC| FAT HIS A a1 & GF 3T FT Seo=T Aq
SIS amEd & °

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

geAfdellehel RGN @RI 9 | $oar FRSRT &1 HF QAL &F Td 3§h HASR 9 &
gfar sifdgica afea sadh wwed fRAvant & ar 7 eeaolr (eererer 100 ereat #) +Y|
Pen picture by Reviewing Officer. Please comments (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.
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5. gfddest & #1-3 & WS T, of 3R & A QU 9T 9 & IR W Fel AR TC&IIcASR
afsa
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gaﬁaﬂmmﬂma:mm

Signature of the Reviewing Officer

AT TOSE e H

Tl Place:......ccccceeeeee. Name in Block letters:
Y dTH

et Dater...oveoene.. Designation:
Rdic $r 3@t &

During the period of Report:

*khkkkhkkikkkkikk



(i)

(iii)

(iv)

(v)

(vi)

Heldd&d Annexure-1

AEITHE AVHIOT & 1T THUHR 9 |Fae feenfader

Guidelines regarding filing up of APAR with numerical grading

UthtM%FinTﬁﬁﬁaam?ﬁwzmijammmmaﬁgmaml

The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T &Y S & o 1 3rgar 2 & fpel aeffaor (Pea & ar faQiwansit ar o Ao
AolieRor & ufdgel) @I fARISE IAHAABT & A F Ford 7 d wdicad &9 @ o R
e IR S YRR 9 H¥ArT 10 & fRAr A & Hew A Afse Iuafst & d@&w A
e fear srwam| Ao 1-2 3rgar 9-10 faer g § 31 3aer 3y fov o= i swa gl
qifegs Ao yer Wg@ﬁéﬁ@@ﬁwmﬁmw Cal
CSATTAUROT 3eTeh 31T TEN TEAT H TAAH H FHRIXA FeANGT & Jolell A &l @RI

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieior “Sepse” foram Swam aur FEeo/delia & foe

3irad gredie @ AU FRA & o gredis 9 e Smem|
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7W
SR |

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & gafexer “eor foar Jrwn gur gredes 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskok skokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




oot Taeaferamar=r UNIVERSITY OF DELHI
altss werw/aeasd & fav aifds Frifasaes geamra Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT

FTATII/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

AT au/37af &1 gfadced
REPORT FOR THE YEAR/PERIOD ENDING

3afFaew sIRT PERSONAL DATA - (HT3T PART-I)

JTRRT FT ATH
Name of the Officer

SteAfAfY (Rat/AdE/a)
Date of Birth(DD/MM/YYYY) : /

(erse & In words)

gIRd Ig &7 YeaI1H
Designation of post held

T TR 3] ST/ 37, STetatricl/
3 Uosr g9t & Fafed § ?
Whether the officer belongs to

Scheduled Caste/S T/OBC?

qAE A5 F AR AFT H
Date of continuous appointment : feete Date

to the present grade
AZ Grade:

ay & SRIeT SEN(afNator, TEY 3y & FRoM)
O Uty 1 3rafer| afe 3o wrides

o gfretor foram & ar 3@er faavor §
Period of absence from duty (on

Training, leave etc.) during the year.
If he/she has under gone training, specify.
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http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100

w20

Wi’ﬂrcl’ SELF APPRAISAL — #ATIT PART-2

(e ey &1 yfaded fo@r Jer §, 38% ganT #R1 v )
(To be filled in by the Officer reported upon)

( U1 TSl & ol & Ugel HeJee dl EAAYES 96 o )
(Please read carefully the instructions before filling the entries)

fru IrT Ft @1 Gfered fdavoT Brief description of duties:

au/3afer & akie a d% 9% garT fhu 9T FHrEat #
wfared faavor (fgavor 100 ereal 7 fGar s @nfgw )

Brief resume of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words)

FUIT ool H b FAT qaadl Holst a¥ & I Fed anveh fgerol f@eiRa ol 3riq
$oisY d¥ ¥ 3cadkadl ay¥ P 31 Faal db Gol T & g A1 IS 7@r ar fGaRor gor e @
alr@ fordr S|

Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

TATT Place: v,

T & ared HIUFRT F gEanr
Signature of the Officer reported upon

Y Contd....P-3/-
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yfddee TSR GaRT Hedrhe - $1T-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(F9aT gfafteal & et & ggol feer-fAcelt &l eareiqds ug o )

(Please read carefully the guidelines before filling the entries)

g HI FH fIRAvansit & fav gfdded wfos’l gart 1-10 & Tha # g&arcAs Afser & S
aifeT, SE1 1 §98 FA I3 IAT 10 9 HTF I FF G207 ¢l

Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(T) T & & Hediehel (S HET &1 AT 40% gram)
(A)Assessment of work output (weightage to this Section would be 40%)

wlddest  WIfRRT | etidellehed ITIRY garT feu | gefdeiehs
ganT fGu arw I3 | 1w I3 (3G FleA-2 H Gw TTRISNT &
Grades by AT IS F WA AL 8) 3eger
Reporting Revised Grades by Initial of
Authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4

i) e w7 $r

aRQUIAT/ YT & TR T

Jrefed frar @ &

Accomplishment of planned

work/work allotted as per

subjects allotted

i) & T TqoTer

Quality of work

i) #F ST & #A

gdorar 3T fuiRa et

Tg TE A F IEREE

Proficiency in work, namely

maintenance of prescribed

registers and charts etc.

a7 W Fa A

AT (Fer [ 1 A il])

Overall Grading on ‘Work

Output’ (Total [i to iii])

(&) ITFIT FAAYATIHT T FHediehoT (S 19T &1 desT 30% M)
(B)Assessment of Personal attribute (weightage to this section would be 30%0)

et ganr | fqu are I3 (afe @faa-2 ;Tﬁmfra:
few T I3 # Ru 717 I35 & weAd JTCTER
Grades by T E) Initial of

Reporting Revised Grades by Reviewing
Authority Reviewing Authority (if | Authority
doesn’t agree with col.2)

1 2 3 4

i) ®r & HfAgica Attitude to work

i) FAeY &1 g Sense of
responsibility
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iii) 3T T TATT IG=AT
Maintenance of discipline

iV) TUYOT Shierer
Communication skills

V) TAeevUTTcAs Jregdr
Analytical ability

Vi) & & §T H F A Aeadr
Ability to work in team

Vii) F7T @A A S g = A
JIar Ability to meet deadline

Viil) RER FiFaera gay
Inter personal relations

‘SfFaad At o F
et Afar (Fa [ @ viil])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

(¥) TehrAcHAs HETHAT T Hedishe (38 HIET & AT 30% BI9)
(C) Assessment of functional competency (weightage to this section would be 30%0)

EIGECCH YeATdeilehel WITERT G@RT | elidellehel
EIBEac T 7w I3 (I FlaA-2 | TSR &
gary feu v | # QU 9w I5 @ HeAd eZer
Iz ATE ) Initial of
Grades by Revised Grades by Reviewing
Reporting | Reviewing Authority (if | Authority
Authority doesn’t agree with col.2)

1 2 3 4

i) aa/RfATsEE @ deaar & a7
# ufead AR 3% T gIeT H
SATeARIRY Knowledge of

Rules/Regulations /Procedures in the
area of function and ability to apply
them correctly

Il) §FA=aT &THAT
Coordination ability

iii) gger afFa Initiative

IV) FPE W SR F H FdIorar
Proficiency in working on computer

‘ThrTcHS WETAAT W Fo At
AT (Fr [ i @ iv]) Overall

grading on ‘Functional
Competency’ (Total [i to iv])

Al Note: ¥&a® & A+ 9 ¥ fav Buia RS & @R F&fta auqgt & st 3w &1 a1 ao7
AT F1 IMUR g

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

&y Contd ...P-5/-



HIAT-T GENERAL-HTITPART-4

SteTel & &1 #EfgRT Relations with the public (ST@T o] g wherever applicable)
(STeTaTT T 3TARISHAIIT T SecRel—Ued Td HBRT T HHTH W Hudm fecqol &) (Please

comment on the officer’s accessibility to the public and responsiveness to their needs)

gfr&ToT Training

(Fr R A G vd F amant F R 3w guR aun gy we A TR @
3a% fAeTorT & fow RAwMEr &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeg i f&ufa State of Health

Tcafasar Integrity
(@9 TR & Feafassr 9 feoqulr & Please comment on the integrity of the officer)

gfddest AR ganrt ey 1 Faed faAwansit fr aEdR (e 100 asat ),
o @y & v wA §Eed 819, WTURUT 3UASHAl, Hecdqul NHGe Td
HHASIR Tt & i 3fAgica enfaAer g Pen Picture by Reporting Officer (in about 100 words) on

the overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.

Y Contd ...P-6/-
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gfddest & #91-3 & TS T, of 3R & A QT 9T 9 & INUR W Fel AR TC&hIcHS
AfaT|

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

gfcdea JAAFA & gEasR
Signature of the Reporting Officer

AT TOSE e |

Tl Place:......ccccceeneee. Name in Block letters:
Y dTH

feaTTe Dater...veoenn. Designation:
gfadesT fr 3afer &

During the period of Report:

gafdaisa FfAFd i segiFaar-amr-5
REMARKS OF THE REVIEWING OFFICER - PART-5

YeATdeitehel JTERY T @ar 31afer Length of service under the Reviewing Officer

T 3T HET-3 T 91-4 & 390 S qur Affier qoit & d@9y & yfades 3f¥sRr garn f&e v
Hedishd @ WA §?7 FT Y HHR A AR IYATA/Agea ol HAGAa3i & Haear #
fohU 91T FHedihaT ¥ WA §? {Hesh: #er-3 qun a7er-4(5)} ( Il 39 gfddes AfUSHT gary fhe
T AT & fohel HCarcHs Hediched & TEA gl & ol 3T HOAT AT Heldihel 36 TS H
fou a1 Fawer 7 & qUr 39el giafSedr #r 3eTAR FY )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):

IR Contd....P-7/-



S

3. 3EEAT gl T Ul A F9AT 3@ FHROT ATC| FAT FS WA a1 § GF 3T FO Seo=r A

SgaTT T8 & ?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. geAfdellehel JHRRRT ZaRT 9o o] $oAr FSHRT ®1 HF QAL &1F Td 3§hH HARK 90 &

gfd fgfcd @i 3ah gaAEd [AAVamsd & aR & fecqui(erEmsr 100 s #) HY|
Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

5. gfddest & $M7-3 & @3 T, & 3R & A U a0 9esf & IMUR W Fol AR F&dcAsh AT

Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

YAfdelsha FRAFR & gEanRr

Signature of the Reviewing Officer

AT TOSE e H

AT Place:........ccveeueee. Name in Block letters:
geATH

AT Date:....ooooveeeeee.. Designation:
RarE &1 3afr &7

During the period of Report:

*kkhkhkhkhhkhkikkx



(iii)

(vi)

Heldd&d Annexure-1

EITHE AVHI0T & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TATIR & T fafad aaeureh AR eqegds qur gadficd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISC IAHAABT & A § Ford 7 # wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ArT 10 & fRAr A & Hew A Afse 3uafet & d@@g A
e fear srwam| Ao 1-2 3ryar 9-10 faTer g § 31 3a1ar 3y i ae fr swa Bl
qifegs Aol yere m@mwmmﬁwm Cal
CIATTAUROT 3eTeh 3TeheT TEN TEAT H TAAH H HIA FeANGT & Jolell A el @RI

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieor “Iepse” foram Swam aur FEeo/delia & foe
3T grcdies i 0T RS F AT greaie 9 eI SRem|

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7W
SR

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & geffexer “eor foar Jrwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskok skokosk



Annexure-l1|

Time schedule for preparation/completion of APAR
(Reporting year — Financial year)

S.No. | Activity Date by which to be completed

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

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

reporting officers where self-appraisal is not be

given).

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

3. Submission of report by reporting officer to | 30" June

reviewing officer.

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

provided.

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

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21% September
APAR.
(b) where there is accepting authority for | 6™ October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

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




oot Taeaframmar=r UNIVERSITY OF DELHI

gicas WeRw/Y-gicas Wes & v aiffe sRifasues Aearea Rae
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT

FTATTI/THRT/TIHTIT
OFFICE/FACULTY/DEPARTMENT ----------

PERIOD OF REPORT: FROM .......cooomiiiriiiuminnceneieiins weenieeanieenieeannnn.

FafFas sakT PERSONAL DATA

(IEURY E@RT #T AT To be filled in by the incumbent)

1. a7 Name e
2. YestH Designation PRSPPI
3. TR Permanent / 3rEUTT
Temporary e
4. ARFIATT Qualification TSR SUUUPRR
5. S=ATA Date of Birth L 3T Age..oooooriian
6. T AR Iggd Sy
FAS/HTT F GEfT § ?
Whether the officer belongs to L e e st st e et s bbb et e s sananeeee
S.C./S.T./OBC?
7. PgEFdETHT A8 # Aeatd
$r fafdr Date of appointment /
promotion to the present cadre OO
8. ddeAHT Pay Scale RO PP PP RO PP RO UUUPUUPPPPRRRRI
T dclel Basic Pay ; R
9. GEIhITT Feh1S I ATH STEl

FRRAT & Name of the Library
Unit in which worked e

SR Contd...P-2/-


http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100
http://hubpages.com/hub/New-Indian-Rupee-Symbol

10. 3Ty HafTr & ek Ife 33U Fig
Sod@AT F fhrar § O 39T 3eo@ Y

State if you did any noteworthy work
which increased the output/efficiency
during the period under review OO

11, P 3oo@ A T AT qaadt shelsy a¥ &1 3rae Hufed afdes faxol f@eiRa ol
37T Felsy a¥ A 3ccakadl a¥ & 31 S deh gof T or a5 | I F1gt ar faaxor
gor e Y I ol S|

Please state whether the annual return on immovable property for the preceding calendar year was
filed within the prescribed date i.e. 31* January of the year following the calendar year. If not, the
date of filing the return should be given.

fesTieh Date: (T & FEATRR Signature of the incumbent)

@S SECTION 1:

Fd<al & fAsured PERFORMANCE OF DUTIES

fafarse SPECIFIC 3iwa AVERAGE
ST RATING ST RATING
1.1 & & yafed a3 & FH FF vd GiHAmy S AT
Knowledge of routines and procedures in the assigned
areas of work.

%) qEdererd AfUHIRAT S aRdg-gg-aafaFds

TETIaT

a) Secretarial-cum-Personal Assistance Lo
to Library Officers

) 3o e
b) Acquisition Work s

A NEES I
C) Periodicals Work

SR Contd...P-3/-



1.2

13

14

1.5

) WA S

d) Processing Work

g) Hded d

e) Circulation Work

g)  HeH U I5H H A dgrgar

f) Reference & Assistance to Readers
Work

T)  TUYAT S

Q) Establishment Work

) o e

h) Accounts Work

3)  SEET

1) Binding Work

) 3R F

J) Stores Work

3) YYUT HY

k) Despatch Work

hIaTST Y G- HTiCT 371 I T&RETd
Maintenance of Official records, files, papers
with orderliness, retrieval of papers etc.

FEleT Aled, YEER g 99 MM IR i 6T g

Ability to draft notes, letters correspondence etc.

3m3eqe eI Output rating

T3 # gdorar v fer@rae Proficiency & Handwriting in languages:

3G English

fZET Hindi

3T HRAT #TVIT Other Indian Language  woeeeeenveeeens

iv. 3= facelr #TwIe Other Foreign Language

SR Contd...P-4/-



Y

16 TaTod, RGN Td daR/fAuers/ehor deardr
Degree of neatness, accuracy and promptness in
preparation / disposal / typing / performance of

i. gA9T &S Catalogue Cards ..o
i, JEUFET Bibliographic L.

ii. ¥R Stencils
iv. ORI dnTend Official papers

V. 3= §1d, If¢ #S & Other things, ifany..................

3= faryanat w1 Hedrwet
ASSESSMENT OF OTHER QUALITIES

Jtwa e @

AVERAGE RATING SECTION

21  Gcgel T e AR gFE R AT
HHATEY S A B AeG

Ability to make physical efforts and to handle ...

arduous assignments i.e. Industriousness

22 AT, Tchdl, ST oI AR T
I 3UGNT A Sl FTTAT

Ability to exercise mental capacities i.e. intelligence, — ...............

alertness, keenness etc.

2.3 mewmﬁmﬁw

Punctuality in observance of office hours ...

24 T A H TRARCAT

Frequency in availing of leave .l

25 HIT T I FT AU AT FA Hr e,
el IR TRl & Ave= & Fgador

Disposal of assigned work i.e. Dedicationto clear ~ ...............

the assignment with speed, accuracy and promptness

26  TIHRT WRORIRAT, FRTET 3eRl, HRET
gferar3tt 3nfe 1 gFATT 3R GgaeT =
Fr sTOT Fr dIgdr

Regard for and degree of willing cooperation with ~ ...............

official authorities, office orders, office procedures etc.

SR Contd...P-5/-



2.7  HEHHAAT T HNTEAT & T FIY 3R 3T
HEIT el HI ST

Relations and willingness cooperation with colleagues ..o,
and subordinates

28  HEId GEADCT HRRRAT & Sfeh 3ucricy Rers’
af@a areaiferd e 3 399 3RT WX@E FE

Proper maintenance of ‘Daily Achievement Record” ...,
with regular attestation from concerned library officers

Ts-2 $ 3iga e

AVERAGE RATING OF SECTION 2

HHIT HedldheT OVER ALL ASSESSMENT

1. 39YFd st &% 3MUR W 3fad e

Average rating based on above sections L

2. HMRUT & Hedl H Hedfaval, cUdgR, eTereed
3cUTGeh, HTcATARATH, TXHhRI HATHGT I I&ET
3NfE & FHediae
Assessment of integrity in terms of conduct, behaviour ...

discipline, productive, confidence, maintenance of official
matters etc.

3. i welemehe a¥ & eRrel fohelt off reqerrargretc,
FTORATEY, I 37T 3G & T S8 7 715 &,
ar 38T ST &

Details, if reprimanded for any indiscipline, negligence ...
lapse or indifference during the year under review

4. TARNFOT/NeTa/S Y. I HIFT F T) &

Proposal about confirmation / promotion / Crossing  ...oiiiiiiii e
of E.B.

f¢aAT Date gEdIeR U e Signature and Designation
(Rarféar 31f@ardr Reporting Officer)

Y Contd...P-6/-



gafdatds sftady #r sregfFaar
REMARKS OF REVIEWING OFFICER

A Td 9gaATH Signature and Designation
fesT Date: (It 31feraT Reviewing Officer)

freafigaray qraseast it srgfFad, afy 7§ &

REMARKS, IF ANY OF THE UNIVERSITY LIBRARIAN

feeTrer Date: faeafaezrey qrasegar
UNIVERSITY LIBRARIAN

*khkkkkikkkkik



(i)

(ii)

(iii)

(iv)

(v)

(vi)

Helddad Annexure-1

HEITHE AVHIOT & 1T THUHR 9 HFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & T fafad aaeurh AR eqegds qur gificd @A7a &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISE IAHAABT & A F Ford 7 # wdicd &9 @ 3o R
e IR S YRR 9 H¥ar 10 & fRAr Avh & FHew A Rfre Iuafsdi & @y A
3itfRea f&ar srwem| Aol 1-2 3rgar 9-10 fRa g § 31 3o 3iifRcy fov amer fr sa @
qifegs Ao yer Wg@ﬁmw?ﬁwmﬁmw Cal
ESNTTHiROT 3o 31efieT a8 TE&Ar 7 AT H FRRA FEARAT & JoT A FN ARl

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

THUIR &1 8 & 10 & org &7 gelfieor “Icpee” T SWM qur FEeordelefa & faw

3irad gredie @ AT FRA & fow gredis 9 e Smem|
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

Uthtram$r6Hmsﬁ@aa;aﬁiwa?ﬁww“agam”ﬁmmwm7ﬁm
SR |

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & gefexer “Feor foar Jmwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskokskokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




oot Taeaferamar=r UNIVERSITY OF DELHI
Ffass wes & fov aiffs srifasaes Ao Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT

FTATII/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

AT au/37af &1 gfadced
REPORT FOR THE YEAR/PERIOD ENDING

3afFaew sIRT PERSONAL DATA - (HT3T PART-I)

JTRRT FT ATH
Name of the Officer

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

(erse & In words)

gIRd Ig &7 YeaI1H
Designation of post held

T TR 3] ST/ 37, STetatricl/
3T Moer g7 ¥ &g & ?

Whether the officer belongs to
Scheduled Caste/ST/OBC?

qAE A5 F AR AFT H
Date of continuous appointment : feete Date
in the present grade

Ig Grade:

ay & SRIeT SEN(afNator, TEY 3y & FRoM)
O Uty 1 3rafer| afe 3o wrides

o yfretor forar § ar 39er faavor &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.

Y Contd...P-2/-


http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100

20

&q H‘\WTH-»_«I' SELF APPRAISAL — HTdT PART-2
@ 3RF garT v ST, e Rae fordr S §)
(To be filled in by the Officer reported upon)
(T wfafSear ovel & Ugel JiefeRil & eAETYdsh TG o )
(Please read carefully the instructions before filling the entries)

1. Hcaedi T d@fged faaor Brief description of duties:

2. a ds & Ju/3Ef & g 39+ garT fhu T St @ v
HieTcd aR-ge (fear ST arell AR 100 ereaY & 38 o g)
Brief resume of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words)

2. YA Joo@ A b AT qaadl Helst a¥ &1 el Guicd aifver faaol HuiRa il
3T HeiEX a¥ & ScaRkddl ay¥ HI 31 STIadl doh gof T af a5 oAf| Afg AT ar faavor
gol e T AR fordr S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

TUTT Place: ..o,

T & ared HIUFR F gEanr
Signature of the Officer reported upon

Y Contd....P-3/-



..3 -

ReE for@ar arer e g@rT Aearer srer-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3

(FoaT Jiafseal s & Tgor fer-facdelt & eareqdes 95 & )
(Please read carefully the guidelines before filling the entries)

1. C@RT 9% UI/fARAVar & faw 3nfehes AT & Sl =nfge S &r 1-10 d & YA

W gl Tfee fFEd 1 &7 arcd [daea® 935 3R 10 &7 Jcgd 3=uaq 395 I ¢

Numerical grading is to be awarded for each of the attributes by the reporting authority which

should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(@) P fTSuTEsT T Ao (6 €S HI dedsT 40% grem)
(A)Assessment of work output (weightage to this Section would be 40%)

Rale foaesr arer | wfam sfaedr garr e AR F1
FVFE  Err | wfa Iz (IR T | @R Initial of
Rar s dE (2@ WEAT AT § ) Reviewing
Grades by Revised Grades by Authority
Reporting Reviewing Authority (if
Authority doesn’t agree with col.2)
1 2 3 4

) ArSATEg S/

Jmefea fawar &

3TER 3efed SR

9 AT
Accomplishment of
planned work/work
allotted as per subjects
allotted

i) SRT T IOTCAr
Quality of work

iii) €oT H AIOTAr
Proficiency in typing
(speed and accuracy)

iv) T H Sdorar, A
faeiRa ot iR aret
sl & WREE
Proficiency in  work,
namely maintenance of

prescribed registers and
charts etc.

FHE fasuea W THT
AT (FT [P R iv )
Overall Grading on

‘Work Output’ (Total [ i
to iv])

S Contd ...P-4/-




4

(@) Al u/fAATAT T HodTheT (36 TS HT dgdsT 30% glam)
(B)Assessment of Personal attributes (weightage to this section would be 30%6)
RaE forwesr | waflem sfedy q@rr | weftam sfasRt @

arer wfaa I3 (afs e Initial of
farrY FTAFH 2 § "gAd Al | Reviewing

carr R | ¥) Authority

AT A Revised Grades by

Grades by | Reviewing Authority
Reporting | (if doesn’t agree with

Authority | €01-2)

1 2 3 4
i) F1 fr ufy sgTed
Attitude to work

ii) e hr Hra=T

Sense of responsibility

11i) 3eIRMHT FeATT IGeTl
Maintenance of discipline

iv) TUYOT Hierer

Communication skills

V) faeevuTcAs Jregdr
Analytical ability

Vi) &F & T F ST el
Jegar Ability to work in team

Vii) T HHAT FT Greled FHIA I

JEIAr Ability to meet
deadline

viii) 3deaf@aera gey

Inter personal relations

‘sqfFdard ot fAAwanst
AT AT (Fer [ | F viii])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

(1) FRATCHS &TACT & Hediehe (SH WS &I dalial 30% gl )
(C) Assessment of functional competency (weightage to this section would be 30%0)

Rare  forgar | Fefter 3y ganr HHIET
grer fERY | @ufaa I (e T | 31T
garr  fe@r | 2 & wgHa ¥ ) IEATER
IRT I Revised Grades by Initial of

Grades by | Reviewing Authority (if | Reviewing
Reporting doesn’t agree with col.2) | Authority
Authority

1 2 3 4

i) FA-FST & 87 A Al fagAr
[AETATT T AT AR g TE Wk T
A &% dr F@egar Knowledge of

Rules/Regulations /Procedures in the
area of function and ability to apply
them correctly

Y Contd....P-5/-



i) H-aT &THAT
Coordination ability

iii) gger afea Initiative

iV) FTIEX W HR & H F0Tr

Proficiency in working on computer

‘FRICH® &TAdT 9T GHIT AfFr
(e [ i & iv]) Overall grading on
‘Functional Competency’ (Total [i
to iv])

e Note: T AfSwr, P i 7§ a6ds F Iqura & WhaH F TAF WF F AT AT
& AT 9T TR g

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HIAT-d GENERAL-HTITPART-4

1. SieTdlT & ®1Y @94 Relations with the public (STgT 8! #e] & wherever applicable)
(FoaT FeFar H HFEE Gw ogT foAegar R 3FH S & ufa SeRel¥icd W

feoquf) é") (Please comment on the officer’s accessibility to the public and responsiveness to their
needs)

2. gfre7oT Training
(FIAT HRAAT H HRIRAT R HA &TAT A GUR o g sy & gfée & gfveror &
fAwiker &) Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

3. Tareeyg & T®ufa State of Health

4, acafasar Integrity
(@9 3R S Fcafassr 9 feoqolt s Please comment on the integrity of the officer)

Y Contd....P-6/-



5. STHAI3T 3R HHR &THAIST, HURUT ST, HecaquT A3l Tar FHAAN aqlf &
gfd fgfcd & &7 @ IS & FFT ol W RUE fo@er arer 3T g@rr &

erse I (SET919T 100 ers&Y ) Pen Picture by Reporting Officer (in about 100 words) on the

overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.

6. RAC & A9 1A T3 &, @ 3R 7T H & 18 TS & MR R AT 3Hifhe AT

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

gfaded IO F gEanw
Signature of the Reporting Officer
ATH AlC 3R H
Tl Place:......ccccceeeee. Name in Block letters:
RLGic
feeTeh Date:.......coooceee.. Designation:

Rare & 3afr & =
During the period of Report:

Y Contd....P-7/-



R

wHleT HftFdY qarT sregfFaar-amer-5

REMARKS OF THE REVIEWING OFFICER - PART-5

THET TSR & ded ddrerel Length of service under the Reviewing Officer

AT Y H fAsdreeT AR o3 U a4 A fAfdes ui/faRdvanst & dew 7 R
fores arer feT garr fFu 9w Aediwa ¥ weAd §? {Heet: #mr-3 3R smr-4(5)) (IR
39 AON/AIAYA3N & ey o 3% HeAlhadl & FgA gl & o 38 WS A 39 fav
f6F a0 TAFH A U Hodiohol Gol Y IR T GTATSETT T =T IR Y )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (In case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):

3reAfa H AT A FROT IAW| FIAT WA F ¢ HHA 3T FAGA HAT 3T S5
e 8 ?

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

HAT/ ST AR & SR fearest w1 Hedihad wat A RO for@ar arer 3fRsny 6
EIECIC)

C

The attitude of the Reporting Officer in assessing the performance of SC/ST officer

Y Contd....P-8/-



5. AT 3SR GaRT Ueg FOT | (elerstar 100 rea¥ #) HUAT &THABN 3N FHAT &TAAAT

& &7 3N AR F9t & g FfAglcd AR AR & Faar qoit ) fecqo ¥ |

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

5. RO & amer-3 F oo, @s-@ 3R -1 & & ¢ Jgdel & IUR W AT 3iifds
AfaT|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

YoAfdellehe FRAFR & gEani
Signature of the Reviewing Officer
ATH HIC 38R A
Tl Place:......ccccceeeee. Name in Block letters:
ECEGIE
feeTrh Date:.......ooooeveee.. Designation:

Rare & 3@ & gk
During the period of Report:

*khkkkkikhkkkikk



(iii)

(vi)

Heldd&d Annexure-1

EITHE AVHI0T & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TATIR & T fafad aaeureh AR eqegds qur gadficd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & foh 1 31 2 & R geffentor (T R ar faRwansit a1 por ARt
AolieRor & ufdgen) @I fARISC IAHAABT & A § Ford 7 # wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ar 10 & fRAr Avh & ey A Rfre yafsdi & @ew A
e fear srwam| Aof 1-2 3rgar 9-10 faTer gl § 31 3a1a 3y G o= i swa Bl
qifegs Aol yere mgmw?ﬁmmﬁwm Cal
SSTAEROT 37eh el ady HEar # aoAe # SR FeA A T Jofoll A e =130

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & efieor “Iepse” foram Swam aur FEeo/delia & foe

3T grcdies @ AT AR & T gredies 9 T Sem|
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7%@T
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & geffexer “eor foar Jrwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good ““ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-1|

Time schedule for preparation/completion of APAR
(Reporting year — Financial year)

S.No. | Activity Date by which to be completed

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

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

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to Dbe reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

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

provided.

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

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21% September
APAR.
(b) where there is accepting authority for | 6™ October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

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




el fareateramer=r UNIVERSITY OF DELHI

A eEfFa Ferw F v affs FRifasues geaiwa Rae

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF

FTATTT/ TR/ FIATIT
OFFICE/FACULTY/DEPARTMENT

AT au/37af &1 gfadced
REPORT FOR THE YEAR/PERIOD ENDING

3IfFde sERT PERSONAL DATA - (HT3T PART-I)

JTSRT FT ATH
Name of the Officer

et
Designation

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

(erset # In words)

T TR 3] ST/ 37, STetairicl/
3T o g7 O &g § ?

Whether the officer belongs to
Scheduled Caste/S T/OBC?

A A5 F AR AFT
Date of continuous appointment : feete Date
to the present grade

Ig Grade:

ay & GRIT SENFAEToT, TEY e & o)
O it &1 3afdr| afe sod wifds
o gferetor ferar § ar 39 fawer ¢

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.

Sy Contd...P-2/-


http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100

m‘\?u'ia’—cr SELF APPRAISAL — #HTIT PART-2
(e 3ferdy &1 gfddes for@r I &, 38& garT #RT ST )

(To be filled in by the Officer reported upon)
( T FATSTT & 8T @ Tgel eI H CIAYGH Y6 o )
(Please read carefully the instructions before filling the entries)

1. fru IrT Ft @1 Gfered fdavoT Brief description of duties:

2. $UA 3eod@ A R FAT qdadt Felsy a¥ A el Hufed anves fqeRoll Ui aka
3T Foist a¥ A 3cakdd! a¥ H 31 SIady doh cof T & a5 oAfr| afg AgF ar fawor
gl T A aRg fordy e

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

At & are HFA & gEann
Signature of the Officer reported upon

TATT Place: ..o,

Y Contd....P-3/-



3

gidaaT AT gIRT Teaiha— ATRT-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(FIAT TS T AL & Tgof feer-TAaert il e das ug o )
(Please read carefully the guidelines before filling the entries)
e T it freraratt  for gftees arfaerd =T 1-10 F ot § "eararsd e T < S ATy,

STgl 1 FaH FF I TAT 10 T (e IS Hl 9077 2
Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

() FTe T T oA (T8 9T 7 42T 40% EIT)
(A)Assessment of work output (weightage to this Section would be 40%b)

EIREEG RN AU CIECIET R I EEI R

Reporting Reviewing Authority
Authority
1 2 3

i) I RS & & afequrar/Ee=t e
97 Areted AT T F

Accomplishment of work allotted as per subjects
allotted

ii) FFTATE fi i

Quality of :/vork output

iii) 77T 7g wefi/ ¥ T ST TEAT g
Does he/she know the machine/ store

iv) T ag AT =7 & Fefiq/ =/aas &
CIERECHI

Does he/she maintain the machine/ store/ building
properly and regularly.

V) T 9 TS FIAT 8 AT A6, §eF a3/

AT ATZeH/ TET 6l AT Fedl &
Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) ToFT T srrafera #1/ sTaamaraHs® wrd

T qRquiar Accomplishment of exceptional
work/unforeseen tasks performed

T T 9% Tt TR UTST Overall Grading
on ‘Work Output’

IeTER
Initial
(31) AR TEeraTett &7 qedise (9 91T &7 dest 30% gi)
(B)Assessment of Personal attribute (weightage to this section would be 30%0)
garT Rw 1w I3 | Rw 9w I3 (IR Fraw-2 K
Grades by few v I3 & wewa 7 )
Reporting Revised Grades by
Authority Reviewing Authority (if
doesn’t agree with col.2)
1 2 3
i) T T SIS Attitude to work
i) a1 are
Sense of responsibility

Y Contd ...P-4/-



iii) Regularity and Punctuality
BRIESEIE IR R AR E

i) ST T FHTT T@T
Maintenance of discipline

V) GUOT YT

Communication skills

vi) T F T § w1 FA T TFar

Ability to work in team

vii) THT HHT § FF O FHLA A
TIaT Ability to meet deadline

viii) T RIS HaY
Inter -personal relations

iX) Clean use of uniform

i AT’ 9 $w A It w
(P ¥ ix]) Overall Grading on ‘Personal
Attributes’ (Total [i to ix])

ITeTER
Initial

(%) TRTATHT TAHAT T GeATRT (TH AR AT a7 30% )

(C) Assessment of functional competency (weightage to this section would be 30%0)

yfaew s | e sfgerd g

sfitmmie | Ruwagde @f wem-2

Grades by # fRu T I & wgHT Tl

Reporting £)

Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

1 2 3

i) Faw/fefFTa/ET ua FRgar & o9 §
RT3 IR Hgl WANT SIS
Knowledge of Rules/Regulations
/Procedures in the area of function and
ability to apply them correctly

i) T Har
Coordination ability

iii) Tger orf<h Initiative

iv) FET 9T FTF FIA § TAI0ET, STEl 9%
I9erser gl Proficiency in working on
computer, wherever available

‘TR AT FEAAT I T e A
(3 [ i & iv])Overall grading on
‘Functional Competency’ (Total [i to iv])

EICOLN
Initial

S Contd ...P-5/-




5

Alc Note: Hdhd® & T4 9 & fav Fuife R & 3qer d&a aqgl & twa =t @
AT FHT AT HT YR g

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned

HTATTT GENERAL-HATTPART-4

1. STHAT % AT AT Relations with the public (STET @] &T wherever applicable)
(STeTaTT T ERIHAIHT T SccRelAcd Ta HRSNT T A W Fuar eeaoh &)  (Please

comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfre7oT Training
@Fuar RSN H gfaar vd R ARt A R AfUe gur qur gy we foefte @
38 9EoT & forw fAwIRer &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

3. Tareey &y fRufa State of Health

4, acafasar Integrity
(@9 3R S Fcafassr 9 feoqol & Please comment on the integrity of the officer)

5. gtaaes stfersrt grer stferer &t aueq fFeorarst i e (e 100 ersi ), e
AT & TF FH T &, ST STATedT, Hged Ul ATFHATTA Td HHASIT a1 &

wfa sAfgir e g7 Pen Picture by Reporting Officer (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength, extraordinary achievements,
significant failures and attitude towards weaker sections.

Y Contd ...P-6/-
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6. gfddest & #1-3 & WS T, o 3R W A QU 9T 9 & IUR W Fel AR FC&IIcASR
afsa
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

gfdea AAFA & gEansrw
Signature of the Reporting Officer

ATH TIST &R H
Tl Place:......ccccceeeee. Name in Block letters:

Y dTH
feaTie Dater...oveoen. Designation:

gfddeeT $r afar &
During the period of Report:

gafdese FfAFR A srsgfaFaar-amr-5

REMARKS OF THE REVIEWING OFFICER - PART-5

1. gefdellenel 3if&rsRRT T Far /@@ Length of service under the Reviewing Officer

2. FAT AT -3 T AN-4 % Rq w1 q97 @IS o0 F 999 § Jidaeq afgaet g o au

AT o TgHT &7 FIT AT ATAFRTET T STHTLTIT STA LT/ ol ATFAqTA  dael H o7 0
T | 9gHd &7 {F89: ANT-3 TAT ANT-4(5)} ( T T Sfdaed At g 0 10 fFreradrst
& Tohelt HeATcHe qodiahd o 9gHd gl @ af ST FAT STIAT Ted 13 =6 g€ | 70 70 &qeq § § 97
AT TTATSAT T e < )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):

IR Contd....P-7/-
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3. Wﬁ@ﬁ@rﬁaﬁﬁe@wlsu&aqauwadlkilwﬁéﬂ@rmﬁ%mmsm
eIl AT SSAT e & 2

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. Yeideliehel USRI GaRT Ul R | HUAT RN HI HF ALY &7 Td 3T HHN
gat & gfq sfhgfca afed 3uhr aaea fRAAvant & ar &7 foqor(erreneT 100 2real #)
H|

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

5. gfddest & #1-3 & WS T, of 3R & A QU 7T 9T & IR W Fel AR TChIcHS
AfaT|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

YAfdelsha FRAFR & gEanRr

Signature of the Reviewing Officer

AT TOSE e H

AT Place:........ccveeueee. Name in Block letters:
geATH

AT Date:....ooooveeeeee.. Designation:
RarE &1 3afar &7

During the period of Report:

*kkhkhkhkhkhkhkikkx



(i)

(ii)

(iii)

(v)

(vi)

Helddsd Annexure-1

EITHE AVHI0T & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & T fafad aaeurh AR eqegds qur gificd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y S & 6 1 3rar 2 & el aefieor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISE IAHAABT & A F Ford 7 d wdicad &9 @ o R
e IR S YRR 9 H¥Ar 10 & fRdAr A & Hew A Afse Iuafet & d@@w A
e fear srwam| Aof 1-2 3ryar 9-10 faxer gl § 31 3a1ar 3y i o fr swa Bl
qifegs Ao yere mgmw?ﬁmmﬁwm Cal
ESNTreiRoT 3o 37T 8 §E&AT F AT H FRRA FEARAT & JoeaT 7 Far ATl

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
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. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

TRUIR &1 8 & 10 & g & Fefieior “Sepse” foram Swam aur FEeo/delia & foe

3irad gredie @ AU FRA & o gredis 9 e Srem|
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7W
SR |

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Ol & g & gefexer “Feor foar mwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskok skokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to Dbe reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15™ September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November







M Gmall DCAC College <principaldcac@gmail.com>

Mentor-mentee at DCAC

DCAC College <principaldcac@gmail.com> Mon, Apr 10, 2023 at 11:54 AM
To: rajiv.chopra@dcac.du.ac.in, rkgoel@dcac.du.ac.in, anita@dcac.du.ac.in, nkapoor@dcac.du.ac.in,
bsjaryal@dcac.du.ac.in, bthakur@dcac.du.ac.in, kishor.kumar@dcac.du.ac.in, anuj.jain@dcac.du.ac.in,
neha.agarwal@dcac.du.ac.in, sangeeta.gupta@dcac.du.ac.in, shallu.9891@dcac.du.ac.in, lalita.kumari@dcac.du.ac.in,
chandan.k.singh@dcac.du.ac.in, kiran.gupta@dcac.du.ac.in, akanksha.garg@dcac.du.ac.in,
radheshyam.kalawat@dcac.du.ac.in, laxmi@dcac.du.ac.in, shubham.chavriya@dcac.du.ac.in,
prem.singh@dcac.du.ac.in, mukesh.meena@dcac.du.ac.in, monika.arora@dcac.du.ac.in, rohini.baghel@dcac.du.ac.in,
manisha.singh@dcac.du.ac.in, pawan.kumar@dcac.du.ac.in, brijesh.yadav@dcac.du.ac.in,
ghanshyamchand.yadav@dcac.du.ac.in, vipra.kapoor@dcac.du.ac.in, vikas.kumar@dcac.du.ac.in,
akanksha.khurana@dcac.du.ac.in, ethi.jain@dcac.du.ac.in, mamta.kumari@dcac.du.ac.in, aman.pandey@dcac.du.ac.in,
mmalhan@dcac.du.ac.in, rsharma1@dcac.du.ac.in, archana.jain@dcac.du.ac.in, Shalini Saksena
<ssaksena@dcac.du.ac.in>, birsingh@dcac.du.ac.in, dtaneja@dcac.du.ac.in, nidhi.pande@dcac.du.ac.in,
arun.kumar@dcac.du.ac.in, tanu@dcac.du.ac.in, ayush.agarwal@dcac.du.ac.in, shruti@dcac.du.ac.in,
akanksha.aggarwal@dcac.du.ac.in, shahid.zafar@dcac.du.ac.in, vgchaturvedi@dcac.du.ac.in,
smita.banerjee@dcac.du.ac.in, rsingh@dcac.du.ac.in, jpame@dcac.du.ac.in, santosh.bharti@dcac.du.ac.in,
amit.yadav@dcac.du.ac.in, neelam.yadav@dcac.du.ac.in, jyotsna.pathak@dcac.du.ac.in,
animesh.mohapatra@dcac.du.ac.in, shilpa.chowdhary@dcac.du.ac.in, rittvika.singh@dcac.du.ac.in,
enami.chopra@dcac.du.ac.in, aditi.nagar@dcac.du.ac.in, kamal@dcac.du.ac.in, rahul.bhadouria@dcac.du.ac.in,
pyarimohan.maharana@dcac.du.ac.in, rsharma@dcac.du.ac.in, kldhingra@dcac.du.ac.in, skumar1@dcac.du.ac.in,
dapsharma@dcac.du.ac.in, sanjeeb.kumar@dcac.du.ac.in, puran.chand@dcac.du.ac.in, rashmi.rawat@dcac.du.ac.in,
amita@dcac.du.ac.in, poonam@dcac.du.ac.in, achauhan@dcac.du.ac.in, akbasra@dcac.du.ac.in,
sudha.sharma@dcac.du.ac.in, nailawadi@dcac.du.ac.in, vivek.mohan@dcac.du.ac.in, opsingh@dcac.du.ac.in,
skumar@dcac.du.ac.in, awadhesh.sah@dcac.du.ac.in, prerna.gautam@dcac.du.ac.in, lakhan.lal. meena@dcac.du.ac.in,
tsabharwal@dcac.du.ac.in, aakriti.kohli@dcac.du.ac.in, neha.jingala@dcac.du.ac.in, amarendra.aarya@dcac.du.ac.in,
devender.bhardwaj@dcac.du.ac.in, pallav.pathak@dcac.du.ac.in, ckumar@dcac.du.ac.in, agupta@dcac.du.ac.in,
indarpal.singh@dcac.du.ac.in, sumit@dcac.du.ac.in, nalini.goyal@dcac.du.ac.in, spandey@dcac.du.ac.in,
rkumar@dcac.du.ac.in, mbagoria@dcac.du.ac.in, tgkrishna.yadab@dcac.du.ac.in, krushna.chichuan@dcac.du.ac.in,
shudhanshu.kumar@dcac.du.ac.in, vijay.kumar@dcac.du.ac.in, shashikant@dcac.du.ac.in, ashna.monga@dcac.du.ac.in,
kanchan.sharma@dcac.du.ac.in, shashank.tiwari@dcac.du.ac.in, sudhir.parida@dcac.du.ac.in, nsaxena@dcac.du.ac.in

Dear Colleagues,

It gives me immense pleasure to share that the College is introducing a system of mentorship
with the aim of providing opportunities for students to benefit from the rich experience,
expertise and wisdom of their teachers. Constant interaction with their mentors will enable
students to develop new skills, sharpen existing ones and equip themselves to pursue suitable
career goals. A vibrant mentor-mentee relationship in the campus will help students find an
emotional and moral anchor whenever they face challenging situations in their lives. This
system will prove particularly useful to outstation students who have to cope with life in a
metropolis without familial support systems. Nurturing a healthy and vibrant mentor-mentee
relationship will enrich campus life in significant ways and will transform the college into a
cradle of excellence informed by compassion.

For this purpose, each teacher-mentor is placed in charge of eight first-year students-mentees.
The attached pdf contains the list of mentees allocated to each mentor.

. Mentors will meet the mentees once every two weeks, enquire about the
difficulties they might be facing and assess their academic progress.

. The mentor will function as a bridge between students and the college
administration.

. Depending on circumstances, the mentor will get in touch with the
parents/ guardians of their mentees and discuss relevant issues of concern.

. Mentors will also actively motivate mentees to take part in curricular and

extracurricular activities and help shape their career goals.



It is envisaged that the mentor-mentee system will buttress the foundation of the existing
alumni network of the college, which will contribute significantly to enhance the employability
of our students.

Best wishes
Prof. Rajiv Chopra
Principal

2 attachments

@ Mentor Mentee 2022-23.xIsx
134K

ﬂ Mentor Mentee Final.pdf
289K


https://mail.google.com/mail/u/0/?ui=2&ik=9150a58626&view=att&th=18769d6a5b1b2de6&attid=0.1&disp=attd&realattid=f_lgag5w4l0&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=9150a58626&view=att&th=18769d6a5b1b2de6&attid=0.2&disp=attd&realattid=f_lgag5w4r1&safe=1&zw

Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor(Teacher):
Designation:

Department:
No. of Mentees Allotted:
Mentee Details:

S. Roll No Name

o

o|~N|o|UA~ W N>

Report
For your reference, a sample copy of the report is given below. On the basis of your experience
with the mentees, you are requested to write a report.

In the mentoring process of the students, students' generally express concern about future job
prospects and choices available for higher education. Mentees were told about the different courses
available and scope for job opportunities (including campus placements). The initial step was to
help students with résumé building sessions so that the good candidature for the job is presented.
The Placement Cell of the College conducted résumé building sessions were conducted and
individual attention was paid to correct their résumé. Sessions devoted to preparation for job
interviews were also conducted. Many girl students shared the pressure to get married after
completing graduation irrespective of their desire to pursue higher education. Through discussions,
they were advised to engage in dialogue with their parents and explain to them their points. Many
girl students initiated the process of convincing the parents to let them pursue higher education
and postpone marriage for a few years. Students have been approaching teachers even for guidance
regarding their personal issues. This exercise has always been confidential. It was appreciated by
the parents of the mentees that the college is taking extra and useful steps towards the well-
being of their wards.




During these interactions with the mentees allotted to me the following issues were shared by the
mentees and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised
Issues

Issue(s) Resolved

Cleanliness of washrooms
(particularly those of girls”)

This issue was brought to the notice of the Principal
and the Principal sir not only assured but
immediately asked the concerned staff to maintain the
cleanliness of girls’ washrooms.

Date:
Signature:




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher):  Jeremiah Pame

Designation: Assistant Professor

Department: English

No. of Mentees Allotted: 08

Mentee Details:

S.No Roll No Name
1 125 Vansh Taank
2 126 Suvarna Joshi
3 128 Sudanshu Raj
4 129 Manaw Kumar
5 130 Vidya Vandana
6 131 Ishita Chaudhary
7 132 Akshat Verma
8 134 Sunil Choudhary
Report

During these interactions with the mentees allotted to me the following issues were shared by the
mentees and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved

Issues

1 Difficulty in finding Helped them by identifying some location with PGs near
accommodation the college. Discussed about some places having rented

houses like Safdarjung Enclave, Mohadpur, etc.

2 Difficulty in coping with | Shared some experiences on how to slowly learn in
cultural shock in Delhi dealing with people in Delhi.




Feeling demotivated

Counseling on how to take things slowly. Meet some new
friends. Sometimes organize some fun activities in
college with friends. Watch some interesting movies with
moral lessons.

4 Difficulty in  managing | Have to be careful. Do not buy things you don’t need.
money

5 Fans are too old To request the principal to replace fans in the classrooms.

6 Difficulty in understanding | Discussed some background of the papers. Informed the
some papers concerned teachers to explain again.

7 Confused whether to take | Explained to them the importance of holistic
part in  extracurricular | development. Need to take part in extracurricular
activities or not. activities but not neglecting their studies.

8 Worried about future. Discussed at length on how things will turn out well if

they do well in studies.

Date:

7% June 2023

Signature: W




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher): LAKHAN LAL MEENA
Designation: ASSISTANT PROFESSOR

Department: HISTORY
No. of Mentees Allotted: 08
Mentee Details:

S.No Roll No Name
1 1117 VEDANGI SHUKLA
2 | 1122 DAYA SHANKAR
3 1003 DIVANSH MISHRA
4 | 1004 DEV SHARMA
5 | 1005 VIBHA KUMARI
6 1006 YASH PRAKASH
7 | 1007 RAIEMA GUPTA
8 1008 ANSH GUPTA
Report

In the mentoring process, some students were found to be struggling with certain subjects and
were ,therefore, demotivated. They were advised to seek help from their professors and from
their classmates. They were also encouraged to set realistic academic goals and take breaks when
needed. While others, who are living away from home were suffering from homesickness and
were advised to stay connected with family and friends through calls and explore local support
networks.

Date: 08-06-2023
Signature: LAKHAN LAL MEENA




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor(Teacher): DR. MAMTA KUMARI
Designation: ASSISTANT PROFESSOR

Department: COMPUTER SCIENCE
No. of Mentees Allotted: 08
Mentee Details: B A PROG. STUDEDNT

S.No Roll No Name
1 [958 LAKSHYA SETH
2 959 LOKESH KUMAR BAGHEL
3 1960 ASHUTOSH SHARMA
4 1961 ROHIT DASS
5 1962 MD JAMAL
6 |965 GARV BHARGAVA
7 11021 VAIBHAV KESHRI
8 11022 SACHIN KUMAR
Report

In the mentoring process of the students, students' generally express concern about future job
prospects and choices available for higher education. Mentees were told about the different courses
available and scope for job opportunities (including campus placements). The initial step was to
help students with résumé building sessions so that the good candidature for the job is presented.
The Placement Cell of the College conducted résumé building sessions were conducted and
individual attention was paid to correct their résumé. Sessions devoted to preparation for job
interviews were also conducted. Many girl students shared the pressure to get married after
completing graduation irrespective of their desire to pursue higher education. Through discussions,
they were advised to engage in dialogue with their parents and explain to them their points. Many
girl students initiated the process of convincing the parents to let them pursue higher education
and postpone marriage for a few years. Students have been approaching teachers even for guidance
regarding their personal issues. This exercise has always been confidential. It was appreciated by



the parents of the mentees that the college is taking extra and useful steps towards the well-
being of their wards.

During these interactions with the mentees allotted to me the following issues were shared by the
mentees and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved
Issues

1 Cleanliness of washrooms | This issue was brought to the notice of the Principal and
(particularly those of girls’) |the Principal sir not only assured but immediately
asked the concerned staff to maintain the cleanliness of
girls’ washrooms.

2 Feeling demotivated Set realistic goals, celebrate small achievements and take
breaks when needed. Seek support from academic
advisors counsellors

3 Homesickness for those | Stay connected with family and friends through calls and
living away from home visits, and explore local supports networks.

Date: 18/06/2023
Signature: MAMTA KUMARI






Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher): Prof Neeru Kapoor
Designation: Professor

Department: Commerce
No. of Mentees Allotted:8
Mentee Details:

S.No Roll No Name
1 987 ROHAN ROHILLA
2 989 PRASHANT KUMAR
3 990 ASHISH
4 1032 SURBHI HALDER
5 1037 DAKSH MONGA
6 1038 HARSHAD SHARMA
7 1072 PRAVARTAK MEHRA
8 1121 DEV PRATAP SINGH
Report

In the mentoring process of the students, I tried my level best to guide the students with regards
their college life, as they were the first-year students, they had some fears and inhibitions regarding
their 3-4 years in college. Some outstation students were facing problems with regards
accommodation, so I tried to help them by discussing their academic and personal issues, and
provide them with the relevant information, so that they should find themselves more comfortable
and confident. This exercise has always been confidential. It was appreciated by the parents of the
mentees that the college is taking extra and useful steps towards the well-being of their wards.

During these interactions with the mentees allotted to me the following issues were shared by the
mentees and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved

Issues

1. Difficulty in finding suitable | Helped them in exploring housing options, including
and available | apartments and shared rentals.

accommodation near college

2. Struggling with specific | Guided them regarding their choice of subjects in SEC,
subjects or courses. GE etc, so that they should be able to arrive at better
choices for themselves.




3. Feeling Demotivated & | As most of them were outstation students, at times, they
Home-sick. were feeling homesick and demotivated, so tried to
cheer them up by listening to their problems &
grievances and providing solutions to their problems.

Date: 23" June 2023

Signature: -




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher): Mr. SUMIT
Designation: Assistant Professor

Department: Mathematics
No. of Mentees Allotted: 8
Mentee Details:

S.No Roll No Name
1 1029 Yashika
2 1043 Disha Jain
3 11068 Priten Agarwal
4 | 1075 Garvik Suri
5 11079 Lakshya Singh Rathore
6 1085 Yishu Yadav
7 1092 Sumit Kumar
8 1120 Gaurav Kumar
Report

I am writing this mentorship report as the mentor of above 8 mentees, whom | have been
working with over the past one year. During the past year, | engaged in regular mentorship
activities with each of my mentees. These activities included one-on-one meetings, group
discussions and WhatsApp communications. The primary objectives were to provide guidance,
support academic and personal growth and assist in career development.

The past year has been notable for the implementation of the National Education Policy
(NEP) 2020, which has brought about significant changes in the higher education landscape. In
the beginning, almost all my mentees expressed varying levels of concern and curiosity about the
changes introduced by the NEP 2020. They sought clarification on the new curriculum, assessment
methods and the flexibility it offers. First-year students often face challenges adapting to the
college environment. The NEP changes, coupled with the usual academic stress, created additional
concerns about their workload and time management. Some mentees were particularly interested
in understanding how the NEP might affect their career paths and job opportunities. So | provided
them the detailed explanations and resources regarding the NEP 2020 changes including the new
curriculum and assessment methods. | organized group discussions and mini-workshops to
facilitate peer-to-peer support and shared insights on managing academic stress.

In the mentoring process, students generally express concern about their grades,
understanding course material, meeting academic expectations, future job prospects and choices
available for higher education. Also as we know that college life requires effective time
management skills, many were struggling with prioritizing tasks, maintaining a study schedule and




juggling extracurricular activities. So, | liaised with other faculty members to monitor curriculum
adaptation and provided additional tutoring and guidance as necessary.

Some mentees faced issues related to online learning tools and platforms. So, | assisted
them in troubleshooting digital learning challenges and helped mentees navigate the online
learning environment. We worked together to address these technological challenges.

In summary, my interactions with my eight first-year mentees have been both challenging
and rewarding. While the NEP changes presented new complexities in their educational journey,
we have worked collaboratively to address concerns, provide support and guide their academic
and personal growth. Students have been approaching teachers even for guidance regarding their
personal issues also. This exercise has always been confidential. Moreover, it was highly
appreciated by the parents of the mentees that the college is taking extra care towards the well-
being of their wards.

| am committed to continuing my mentorship with these students in the upcoming year and
look forward to assist them in achieving their academic and career goals. | will also closely monitor
how the NEP 2020 continues to influence their educational experience.

During these interactions with the mentees allotted to me, the following issues were shared by
them and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved
Issues
1. Cleanliness of washrooms | This issue was brought to the notice of the Principal and

the Principal sir not only assured but immediately
asked the concerned staff to maintain the cleanliness of
the washrooms.

i
.

Date: 23-06-2023 Signature




Mentor-Mentee Cell

Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher): Dr. Rahul Bhadouria
Designation: Assistant Professor

Department: Environmental Studies

No. of Mentees Allotted: 8

Mentee Details:
S.No Roll No Name
1 851 VIKASH KUMAR
2 852 Ritika Sharma
3 854 Kanak
4 855 AKSHAT KASHYAP
5 | 856 Alay Asfaque Siddique
6 857 RITIK
7 858 ROHAN CHANDRA
8 859 TARUN RAJORA
Report

The development of a student's academic and soft abilities can be aided through mentoring.
Students are empowered by mentoring and are also welcomed into a better learning environment.
It also contributes to the development of a healthy relationship between teachers and students.
Additionally, mentors are crucial in helping mentees comprehend the difficulties they are having
in their personal and academic lives. During the mentoring process, students frequently voice their
concerns regarding future employment prospects and higher education options. The many courses
that were offered as well as the range of employment possibilities (including campus placements)
were discussed with mentees. Meetings were held to discuss interview preparation. In order to
communicate with the students who were allocated to me, we created a WhatsApp group.
Additionally, it facilitated anytime peer interaction for students. Here, the students get the chance
to communicate with one another and their mentor, strengthening their interpersonal skills.
Personalised interactions and activities in the peer groups have helped the students to foster their
talents. We discussed about inclusive environment of the college. Even for advice on personal

matters, students have gone to their teachers.

The following difficulties were brought up by the mentees throughout our meetings, and they

were remedied with the help of the college administration.




No. of Issue(s) Raised Issue(s) Resolved
Issues
l. Previous examination | The students were provided the copies of previous
papers examination papers
2. Homesickness Stay connected with family and friends through calls and
explore new friends in college

Date: 11 June 2023

Rahul Bhadouria

Signature: -




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report:July 2022—-June 2023

Name of the Mentor(Teacher):Shahid Zafar
Designation: Assistant Professor

Department: Economics
No. of Mentees Allotted:08
Mentee Details:

S.No Roll No Name
1 930 Ananya Goel
2 931 Ananya Rajawat
3 932 PRATYAKSH SINGH SOLANKI
4 933 PRIYANSHU ANAND
5 1014 Jonathan Khumliensang Samte
6 1076 AARAV
7 1097 NAITIK NARAYAN SINGH
8 1103 Monika
Report

In the 2022-23 academic year, my college assigned me eight mentees in accordance with its
policies. These students had a range of concerns and issues, all of which we worked together to
address through our mentorship process. During our interactions, a number of important themes
emerged, including the students' anxieties about acquiring the necessary skills for the job market
and future academic pursuits.

In order to empower our mentees to make well-informed decisions, we provided them with
information about various Skill Enhancement courses that were available, as well as insights into
job opportunities in the current market. Additionally, we encouraged students to participate in
group discussions, mock interviews organized by the placement Cell, and to cultivate
professional communication skills to boost their employability.

Moreover, our students often sought guidance on personal matters and challenges, and it's worth
emphasizing that we treated these discussions with the utmost confidentiality. This commitment
to preserving privacy was appreciated both by the students themselves and by the college

administration.




Throughout my interactions with the mentees | was assigned, a range of issues were shared, and |
am delighted to report that, thanks to the cooperation of the college administration, we were able
to successfully resolve these issues. The mentorship program has proven to be an invaluable
resource for students, addressing their academic, career, and personal concerns, and making a

substantial contribution to their overall growth and development.

No. of Issue(s) Raised Issue(s) Resolved
Issues

01.| Quality of food and | This issue was brought to the notice of the Principal
Drinking water in college | and the Principal immediately passed instructions to
canteen the college canteen committee for necessary action.
The matter was resolved

02.| Mental health issues Mentees were advised to stay connected with the
families and make new friends in the college. Take
professional medical health if needed.

03.| Issues with college internet | The concerned assistant was asked to look into the
Wifi matter and the issue was resolved

Date: 13.06.2023
Signature:

'S




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor(Teacher): SHALINI SAKSENA
Designation: PROFESSOR

Department: ECONOMICS
No. of Mentees Allotted: 8
Mentee Details:

S.No Roll No Name
1 |20 PRATEEK ANAND
2 |21 SHUBHANGI SINGH
3 |22 VEDANSH
4 |26 KISHU KANHAIYA
5 |27 ISHAN
6 |28 AYUSH YADAV
7 |29 RISHIKESH DAS
8 |30 NISHCHAY BHATT
Report

The fact that my mentees are students from my class, it makes the mentoring process easier and
hopefully more fruitful. The mentees find it easier to approach me and it is easier for me to monitor
them and address their concerns to the best of my ability. My mentees being students of the first
batch of students enrolled under the NEP, needed a lot of guidance regarding the structure of the
4-year graduation programme, choice of electives, options of minor subjects etc. An orientation
programme was arranged by the college at the beginning of the academic session which was very
useful. However, students who joined late, needed special guidance.

More specifically, the following issues were shared by the mentees and to the extent possible, |
have tried to address them or bring it to the notice of the concerned authority.

No. of Issue(s) Raised Issue(s) Resolved
Issues
1 Students were not allowed to shift from | Request was taken to the Principal and it was

one optional paper to another even | resolved. Students were permitted to shift to
when seats were available in the latter. | the paper where seats were still available.

2 AEC classes have not started and no | This issue was brought to the notice of the
information is available. Principal and the Principal sir has assured
3 Unhygienic washrooms. corrective action.




4 Administrative staff is unwilling to
assist in changing students’ choice of
electives and other optional papers.
Water coolers not working properly.

6 Fans in some class rooms are very slow
and need to be replaced with new ones.

(62}

With the cooperation of the college Principal and administrative staff, some of the issues have
been resolved while steps are underway to resolve the others.

Date: 2022-23

Signature: M QM

Shalini Saksena




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—June 2023

Name of the Mentor (Teacher): Mr. SUMIT
Designation: Assistant Professor

Department: Mathematics
No. of Mentees Allotted: 8
Mentee Details:

S.No Roll No Name
1 1029 Yashika
2 1043 Disha Jain
3 11068 Priten Agarwal
4 | 1075 Garvik Suri
5 11079 Lakshya Singh Rathore
6 1085 Yishu Yadav
7 1092 Sumit Kumar
8 1120 Gaurav Kumar
Report

I am writing this mentorship report as the mentor of above 8 mentees, whom | have been
working with over the past one year. During the past year, | engaged in regular mentorship
activities with each of my mentees. These activities included one-on-one meetings, group
discussions and WhatsApp communications. The primary objectives were to provide guidance,
support academic and personal growth and assist in career development.

The past year has been notable for the implementation of the National Education Policy
(NEP) 2020, which has brought about significant changes in the higher education landscape. In
the beginning, almost all my mentees expressed varying levels of concern and curiosity about the
changes introduced by the NEP 2020. They sought clarification on the new curriculum, assessment
methods and the flexibility it offers. First-year students often face challenges adapting to the
college environment. The NEP changes, coupled with the usual academic stress, created additional
concerns about their workload and time management. Some mentees were particularly interested
in understanding how the NEP might affect their career paths and job opportunities. So | provided
them the detailed explanations and resources regarding the NEP 2020 changes including the new
curriculum and assessment methods. | organized group discussions and mini-workshops to
facilitate peer-to-peer support and shared insights on managing academic stress.

In the mentoring process, students generally express concern about their grades,
understanding course material, meeting academic expectations, future job prospects and choices
available for higher education. Also as we know that college life requires effective time
management skills, many were struggling with prioritizing tasks, maintaining a study schedule and




juggling extracurricular activities. So, | liaised with other faculty members to monitor curriculum
adaptation and provided additional tutoring and guidance as necessary.

Some mentees faced issues related to online learning tools and platforms. So, | assisted
them in troubleshooting digital learning challenges and helped mentees navigate the online
learning environment. We worked together to address these technological challenges.

In summary, my interactions with my eight first-year mentees have been both challenging
and rewarding. While the NEP changes presented new complexities in their educational journey,
we have worked collaboratively to address concerns, provide support and guide their academic
and personal growth. Students have been approaching teachers even for guidance regarding their
personal issues also. This exercise has always been confidential. Moreover, it was highly
appreciated by the parents of the mentees that the college is taking extra care towards the well-
being of their wards.

| am committed to continuing my mentorship with these students in the upcoming year and
look forward to assist them in achieving their academic and career goals. | will also closely monitor
how the NEP 2020 continues to influence their educational experience.

During these interactions with the mentees allotted to me, the following issues were shared by
them and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved
Issues
1. Cleanliness of washrooms | This issue was brought to the notice of the Principal and

the Principal sir not only assured but immediately
asked the concerned staff to maintain the cleanliness of
the washrooms.

i
.

Date: 23-06-2023 Signature




Delhi College of Arts & Commerce
University of Delhi
Netaji Nagar, Delhi — 110023

Mentor-Mentee Cell
Mentor’s Report: July 2022—-June 2023

Name of the Mentor(Teacher): Mr. Shashank Tiwari
Designation: Assistant Professor

Department: Political Science
No. of Mentees Allotted: 8
Mentee Details:

S.No | Roll No Name

1 475 Akansha Rai, B.A. (H) Political Science

2 474 Prateek Sisodia , B.A. (H) Political Science
3 428 Bhargavi Sharma,B.A. (H) Political Science
4 418 Kritika Raj, B.A. (H) Political Science

5 565 Simra Khalid, B.A. (H) Political Science

6 576 Akash Nair, B.A. (H) Political Science

7 568 Manik Singh, B.A. (H) Political Science

8 536 Janhvi Rai, B.A. (H) Political Science

Report

Under the mentor-mentee program, the students were able to raise the issues they face in
their pursuit of an academic career. They expressed their ambitions and asked for the
guidance to achieve the goals they have set for themselves. As a mentor, the teachers told
them about the various opportunities available to them in form of internships, projects, and
future courses.Mentees were told about the different courses available in different universities
and road map for preparation for the same and they are preparing under continuous guidance. 1 did
many counselling sessions with them to understand their concerns and requirements and then
suggested them places nearby college and shared contact details of few senior students to cooperate
them for this. Issue was resolved and they were able to save time consumed in commutation prior
to settle in near bye places.

Some students were facing future plan, Course Structure, Placement, Internship and homesickness.
| talked with them and try to find out and understand their specific problems and then suggested
them to be in touch with their friends and local guardians and stay connected with their family
members. Also told them to develop reading habits and sitting in library.

During these interactions with the mentees allotted to me the following issues were shared by the
mentees and it has been resolved with cooperation of the college administration.

No. of Issue(s) Raised Issue(s) Resolved
Issues




1. Janhavi Rai,, asked “Can I go
for Master’s degree in future
after Completing BA(H)
course”? If yes, how will the
Master’s degree help in
career building?

Yes, you can go for Master’s course. After your BA(H)
Political Science, if you do 2 years MA as well, your
knowledge about the subject will growth in depth, and
you will emerge as a more articulate subject expert.

2. Simra Khalid asked ‘what kind | Depends on the interest of the candidate, but both paid
of internships we can take | and unpaid internships are available for graduated as
up’? well as graduating students at Think Tanks, Media

Sector, Government Agencies and NGOs.
3. Akash Nair asked ‘ how | For developing good writing skills, one needs to read

should I train myself to write
analysis and commentaries
on political issues of
national and international
importance?

classical writings on the subject of your interest. Only
good amount of reading can help you develop flair in
writing. To test and improve your writing skills you
should write regularly and you should send it to relevant
publishers from time to time.

4. Manik Singh asked, ¢ | wish
to prepare for UPSC exam,
how can | use my learnings
in Political Science to my
advantage?’

Political Science covers a very large portion of UPSC
prelims and Mains syllabus. Paper-2 in Mains is largely
Polity, which is part of Political Science. In the ethics
and essay papers , you will find that your knowledge of
political science, especially political theory and political
history will be very useful. Also, taking Political Science
as an optional subject will be advantageous to you in
your preparation.

Date: 30.06.2023

Signature: Shashank Tiwari.




