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JAWAHARLAL NEHRU UNIVERSITY
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NEW DELHI - 110067
ADMINISTRATION

CC/e -APAR/SPARROW/2020 Date 23.09.2020

OFFICE MEMORANDUM

Subject: Online generation and recording of Annual Performance Assessment
Report  (APAR) on SPARROW (Smart Performance Appraisal Report Recording
Online Window) of Group “A” Officer for the year 2019.

The undersigned is directed to inform all concerned that implementation of online APAR
module (SPARROW) for Group “A” employees of the University. have been made live.
and are now available through the URL https://SPARROW-jnu.coftice.gov.in. The APAR
of all Groups “A™ employees can be generated and accessed at the said URL using JNU
e-mail ID and password. While submitting the APAR the users are suggested to use
e-sign which is based on the Adhar number and linked with OTP on mobile.

As the SPARROW is being implemented for Group “A™ employees first time, a help desk
has also been set up in the CIS. The desk will assist the employees.

E-mail: cofficesupport @ mail.jnu.ac.in, Land Line: intercom. No.4080/8740 (Mobile No.
0810544693)

All the officers are requested to keep the following points in mind at the time of
writing the APARs:

Numerical grading system: Numerical grading system on a scale of 01 to 10 is to be
awarded against the areas of Work Output, personal attributes and functional
Competency. The following points should be kept in mind while awarding numerical
grading in the APAR:-

(1) All columns in the APAR should be filled with due care and diligence devoting
adequate time.

(i) It is expected that any grading of 1 or 2 should be adequately justified in the pen-
picture by way of specific failures and issue of prior warnings/performances
counseling. Similarly. any grade of 9 to 10 would be justified with respect to specific
achievements. Grades of 1&2 or 9&10 are expected to be rare occurrences and hence
should be justified adequately.

APARs graded Grading | Score to be considered
Between 8 to 10 Outstanding 9
Between 6 to 8 Very Good | 7 |
Between 4 to 6 Good 3
Below 4 B " 0
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(iii) If the final grading in the APAR has been upgraded/downgraded by the Reviewing
Officer, then the grading for each attributes of APAR should be clearly indicated.

It is observed that while endorsing remarks against ‘Integrity’ the words ‘High’
Impeccable’ ‘Honest’ ’Satisfactory’ etc. are written in a APAR. The endorsement
of ‘Integrity’ of all officers has to be very specific i.e. one of the following:

(i) Beyond doubt.

(ii) Since the integrity of the officer is doubtful, a Confidential Note may be sent
to Competent Authority.

All the officers are, therefore, requested to complete all the APARs within the time
schedule. Those who have already submitted their APAR in a physical form for the
said period need not to submit again.

Time schedule for generation and recording of APAR for Group-A employees for
the year 2019 through SPARROW web portal as follows:

SL No Activity Date by which to be
completed
1 | The creation of workflow and generation of APARs | 24" September. 2020
in SPARROW portal to all concerned
2 | Submission of self-appraisal to reporting officer to 15™ October, 2020
be reported upon
3 Submission of report by Reporting Officer to | 30" October, 2020
Reviewing  Officer =
4 | Report to be completed by Reviewing Ofticers and 20™ November,2020

to sent to Confidential Cell
2’\9)‘39:_-#
_’7

This issues with the approval of the Competent Authority.

—
(PRAMOD KUMAR)
REGISTRAR
To,
All Concerned
Copy to:

Director CIS —with request to upload the Office Memorandum in JNU website.
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