MINUTES OF THE MEETING

A meeting was held under the chairmanship of Dr. (Dir. Prof.) Ashok Kumar,

Director in Room No. 104, ABVIMS Building with the agenda of formulating the SoP
for generation, Submission and assessment of ‘Annual Performance Appraisal Report
(APAR)’ and ‘Annual Immovable Property Return (AIPR) of officers and staff of this
Institute as well as address issues related to timely completion of the process
including DPC and MACP among others.

The agenda discussed and approved in the ibid meeting are as follows:

1

APARs & AIPRs of all the staff will be on-boarded on eHRMS portal in a phase
wise manner. Initially APARs & AIPRs of Nursing Personnel will be on-boarded
on eHRMS portal starting from reporting period 2025-26.

Till on-boarding on eHRMS portal APARs & AIPRs of all group A (excluding
CHS and CGHS officials), B, C (including erstwhile group D) staff will be filled
offline, SOPs for the same are discussed, prepared and attached below.

AOs of HA -I Section, Nursing Section, Technical Section and E - Il Section will
provide data base of personnel under their ambit to RR & APAR Section with
the following particulars.

(i) Name of the official

(ii) Designation

(i)  Official i.e. NIC Email ID
(iv) Mobile Number

(v) Place of Posting

AOs of HA-I Section, Nursing Section, Technical Section and E-II Section will
ensure that NIC Email IDs of all staff dealt in their section are created in strict
time bound manner.

No Report Certificate i.e. NRC will be issued only for valid/genuine reasons.
Filling up and submitting of APARs will be sole responsibility of the individual
concerned. No Report Certificate (NRC) will not be issued for non submission of
APARs as a routine manner.

Workflow/Channel of APARs for Group C (erstwhile group ‘D’ staff) will be
followed as instructed in meeting dated 09.01.2025 (Copy enclosed) held under
the chairmanship of Dr. B.K. Kundu, Addl. M.S.




STANDARD OPERATING PROCEDURE (SOP)

* Annual Performance Assessment Report (APAR)

* Annual Immovable Property Return (AIPR)
[Applicable to all employees of Atal Bihari Vajpayee Institute of Medical Sciences
&Dr. Ram ManoharlLohia Hospital, New Delhi — 110001whose APAR / IPR is still
processed physically]

1. With a view to establish a standardised and time-bound administrative
mechanism  for processing APAR and AIPR, this SOP will ensures
transparency, accountability and timely compliance of the Government
instructions and guidelines.

2. The SOP shall be applicable to all employees of the organization viz. Group ‘A,
Group "B’ and Group ‘C’ employees, including doctors, nursing personnel,
para-medical workers and administrative personnelwhose APAR / IPR is still
processed physically]

ADMINISTRATIVE RESPONSIBILITY

The following authorities shall be responsible for the implementation of this

SOP:
1. Overall Supervision o birector/ Medical Superintendent
2. Monitoring * Head of Department
» Administrative @ Head of the
Department/Office or Sections or
Units.
3. Processing and Record | « Concerned Administrative Sections.
Maintenance
4, Writing APAR « Reporting Officer
5. Reviewing APAR ¢ Reviewing Officer
LG. Final Acceptance of APAR * Accepting Authority

3. ANNUAL PERFORMANCE ASSESSMENT REPORT (APAR)

APAR is the most important performance evaluation tool used for career progression, l
promotion, deputation and training.The Time-Schedule for preparation /completion
of APAR is mentioned below in a tabular form:

3.1 Reporting year- Financial year

1 Distribution of blank APAR forms to « 31%March.
all concerned via Email and Blank | (This may be completed even a week
forms uploaded on hospital | earlier).
website (i.e., to officer/official to




STANDARD OPERATING PROCEDURE (SOP)

be reported upon where self-
appraisal has to be given and to
Reporting  Officers where self-
appraisal is not to be given)
5 | Submission of self-appraisal to
Reporting Officer by officer/official
to be reported upon (where
applicable).
3. Submission of report by reporting
officer to Reviewing Officer

4 |Report to be completed by
Reviewing Officer and to be sent to
Administration or APAR

Section/Cell or accepting authority,
wherever provided.
5. Appraisal by accepting authority,

wherever provided

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
Receipt of representation, if any, 15 days from the date of receipt
on APAR of communication
Forwarding of representations to
the competent authority
(a) Where there is no
accepting  authority  for
APAR.
(b) Where  there is an

"« 01%September

15"September

215'September }

« 06" October

accepting  authority
APAR.
9. | Disposal of representation by the ~ . Within one month from the date
Competent Authority of receipt of representation.
10 Communication of the decision of « 15" November
the Competent Authority on the

representation by the APAR Cell




STANDARD OPERATING PROCEDURE (SOP)

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

I . |

3.2 APAR Process Flow

Step 1 | e Distribution of APAR Forms by | « Draft APAR also to be uploaded on

o _ Administration/APAR Cell. ~the Hospital Website
Step 2 |« Submission of self-appraisal by | « Under sealed cover super-
‘ the employee. subscribing

CONFIDENTIAL

| ANNUAL PERFORMANCE ASSESSMENT
1 REPORT (APAR)

‘ FOR THE YEAR
Name of of the Employee
Designation
) Department
Step 3 |« Reporting Officer records | « Forward under sealed
assessment. cover/envelop
Step 4 |« Reviewing Officer reviews the | « Forward under sealed
. __report. - | cover/envelop .
Step 5 | » Accepting Authority records final
_ acceptance.
Step6 |« APAR  disclosed to the | « Under sealed cover/envelop
L | officer/official. |
| Step 7 | « Representation, if any. ’
‘Step 8 | « Disposal of representation N
Step 9 |« Finalization and record keeping. |

3.3 Responsibilities of Employee
» Submit self-appraisal within the prescribed time.
» Provide details of work output, achievements, publications and training
attended

3.4 Responsibilities of Administrative Section(s).
* Maintain APAR Dossiers.
* Monitor adherence to the timelines.
» Issue reminders to the officers/officials.
» Ensure APAR disclosure and record maintenance.

3.5 Retention of APAR




STANDARD OPERATI

NG PROCEDURE (SOP)

e Annual Performance Assessment Reports relating to deceased
Government servants may be destroyed after a period of two years
from the date of death. In the case of retired Government servants, the
Annual Performance Assessment Reports dossiers may be retained for
a period of five years after the date of retirement.

4. ANNUAL IMMOVABLE PROPERTY RETURNS (IPR)

Under Rule 18 of CCS (Conduct) Rules, every Government servant is required to
submit annual property returns. The property includes:

Land

House

Flats

Commercial Property

Any immovable asset held in own name or in the name of the family
members

Reporting Period
Property position as on 1% January of the Calendar Year.

Submission Deadline
IPR must be submitted, in the prescribed proforma, by 31% January of the
following year.

Procedure for Submission

Employee fills the prescribed IPR proforma.

Details include location, ownership, acquisition mode and present value.
Submit online through SPARROW portal wherever applicable.

Submit signed hard copy to the Administrative Section/APAR Cell.

Consequences of Non-submission
Denial of Vigilance Clearance.

Denial of Deputation.

Denial of training nomination.
Administrative Action.

This issues with the approval of Director.

]

|
|
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