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Performance Appraisal Policy

Objective:

To establish and maintain a systematic procedure of performance appraisal for teaching and
non-teaching staff at DME.

Scope:

1

Applicable to all full-time teaching staff.

2. Applicable to all full-time non-teaching staff deemed to be in Category A or B as per the
non-teaching cadres outlined in universities (https://www.ugc.ac.in/pdfnews/0092915_Model-
CRR.pdf). '

3. The guidelines covers all aspects of employee performance, including core tasks in the job,
any specific duties/projects/targets assigned from time to time and professional conduct in
all areas of functioning. '

Process:

1. The performance appraisal schedule, necessary formats and associated timelines shall be
published by the Director or the personnel authorized by the Director.

2. The performance appraisal process shall be initiated through the Self-Appraisal Form that
must be filled by all applicable employees. Self-Appraisal forms shall be filled annually by -
the applicable employees.

2.1. Self-Appraisal Form for faculty members
2.2. Self-Appraisal Form for non-teaching staff

3. In the case of faculty members, semester wise faculty feedback will also be eonsldeled for
the overall performance appraisal.

4. As per the institutional requirements, the Director may also gather feedback on the
employee from the reporting authority/Head of School

5. The self-appraisal form shall be examined, along with the faculty feedback form (applicable
only to faculty members) by the Head of School.

6. The self-appraisal form shall be reviewed, along w1th the faculty feedback form
(applicable only to faculty members) by the Director.

7. The institute follows the principle of management by exception and engages in
performance improvement discussions with faculty members who score less than 70% in
the faculty feedback.

8. The performance of an employee is appraised in a holistic manner, considering the faculty

feedback form (for teaching staff), applicable feedback from reporting authorlty, the
Director’s review and the employee’s self-appraisal.
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This performance appraisal forms the basis of determining increment ranges, salary
revision and career progression applicable to the employee.

Guidelines:

1.

The self-appraisal form and the faculty feedback form should be made available to

applicable employees at the start of every semester so that performance expectations are

clear for all employees.

The self-appraisal form shall be circulated among the employees in a timely manner to

ensure self-evaluation in a time bound manner. '

The performance appraisal must be seen as a positive mechanism by authorities and

employees, to support employees’ performance and thereby improve organizational

performance.

3.1. The reporting authorities must act as custodians of the performance appraisal process
and ensure fair and unbiased evaluations.

3.2. Employees must be custodians of their own performance and make use of feedback

' and institutional resources for all round development.

Performance appraisal does not imply automatic salary increase. Employees’ performance

and existing salary is evaluated in relation to the job tasks, duties/projects/targets assigned,
professional conduct, etc. so as to justify increase in salary.

Performance appraisal is a confidential exercise and all employees must practice due care
in documentation and handling of appraisal processes and discussions owing to its sensitive
nature.
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Self-Appraisal Form (Faculty Members)
Appraisal Period ( )
L NI L
2. CONTACT NO. .ttt e e
3. Date of JOINING DIME:. ... .o

4, DeSIgNAtioN & Dt .. e

5. Self-evaluation:

Appraisal Summary Score
(For Office Use Only)

S.no Section Total Marks Marks Secured
1 Section 5.1 Teaching-Learning 28
Processes
2 Section 5.2 Administrative and Co- 22
curricular Responsibilities

3 Section 5.3 Contribution in 15
Admissions/Placement/Outreach

4 Section 5.4 Academic/Research 20

Performance

5 Section 5.5 Values, Attitudes, Efforts 15

towards institutional focus areas
Appraisal Score (Sum of Section Wise Scores) *

* Faculty members’ extra-ordinary contribution and efforts for the institution may be considered and
duly recognized as part of the appraisal process by the appraising authorities.
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Self-Appraisal Form (To be filled by faculty members)

Section 5.1 Teaching-Learning Processes (Total Marks: 28)
(a) Class Conduct and Performance

Year/ Course/ No. of | Mode Total No. of | Classes | Class Avg Class
Sem Paper students * Classes | Classes % Attendance Pass
in Assigned | taught % %
Course/ #
Class

* Lecture (L), Seminar (S), Tutorial (T), Practical (P)  # As per documented record, i.e., Contact Hours (C)

Classes include sessions on tutorials, lab and other teaching related activities.

Classes % is calculated as: (No. of Classes taught/Total Classes assigned) x 100

Class Avg Attendance % and Class Pass % shall be verified or as per the vetted numbers shared by the
authorized personnel/Committee/HOD

Faculty Remarks (if any)
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(b) Student Feedback

Feedback to be filled as per the report/details shared by authorized personnel/HOD

Subject Semester Feedback

Faculty Remarks (if any)

(c) Adoption of ERP in teaching-learning

[0 Developing & uploading Master Session Plan/Session Plan

(1 Timely Uploading E-content on Coll poll (Course material/Lecture notes/ reading material/
content/reference material) etc.

[0 Timely uploading of attendance on Coll poll

(1 Timely uploading of internal Assessment marks on Coll poll

Faculty Remarks (if any)
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Section 5.2 Administrative and Co-curricular Responsibilities (Total Marks: 22)
(a) Contribution in Administrative Activities

E.g. As Head/Chairperson/ Dean/ Director/ Coordinator/Placement cell/Other administrative
assignments etc.

Year Detail Achievements
/Sem of Activities /Remarks

Faculty Remarks (if any)
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(b) Contribution in Institutional/School Level Committees/Cells/Societies/Clubs

E.g. Student related co-curricular, extension and field based activities such as student clubs,
career counseling, study visits, student seminars and other events, cultural, sports, NCC, NSS
and community services etc.

Year Detail Achievements
/Sem of Activities /Remarks

Faculty Remarks (if any)
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Section 5.3 Contribution in Admissions/Placement/Outreach (Total Marks: 15)
E.g. Admissions related responsibilities, internship and placement, outreach activities

S.no | Year Detail Achievements
/Sem of Activities /Remarks

Faculty Remarks (if any)
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Section 5.4 Academic/Research Performance (Total Marks: 20)
(Self-assessment must be based on evidence produced by the faculty member, attach
proofs/certificates with the self-appraisal form)

(a) Research Papers, Books/Book Chapters, Papers published in Conference Proceedings

S.no | Paper title, journal name, volume, | Author(s) Year ISSN/ISBN UGC Care/
issue/Book Chapter with Book Scopus
details/Conference Details-

National/International
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(b) Academic/Professional Development

S.no Professional Institute Date
Membership/FDP/Workshops/Orientation/Refresher
Courses attended
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(c) Any other academic/research contribution such as:
Tick mark as applicable and provide details (Attach proofs with the self-appraisal form)

[ Organizing seminars/ conferences/ workshops

Translation Works in Indian and foreign languages

Creation of ICT-mediated Teaching Learning pedagogy and content and development of new and
innovative courses and curricula

Research Guidance (Supervision of Ph.D/M.Phil/PG Dissertation)

Research Project/Consultancy

Corporate Training

Patents filed or granted or published

Policy document (International or National or State/University/Local)
Award/Fellowship/Recognition from Govt/Corporate/Others

Invited lectures / Resource Person/ paper/Poster presentation in Seminars/ Conferences
Membership or Fellowship of Professional / Academic bodies, societies etc

Invited as experts/examiners/ members in academic bodies/ organizations/ universities etc.
Collaborative research, academic and extension activities with details of beneficiaries, name of the
agency of collaboration, type, etc.

[0 Any other credential, significant contributions not mentioned earlier can be mentioned below

OO

N Y I

Faculty Remarks/Additional Details:
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Section 5.5 Values, Attitudes, Efforts towards institutional focus areas (Total Marks:15)
Please elaborate your contribution/alignment with values, attitudes and efforts towards institutional
focus areas using representative examples from the current appraisal period.

Faculty Remarks

10
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Self-Appraisal Form (Non-Teaching)

Appraisal Period ( )

2. CONTACT MO ... e
3. Date of JOINING DME: ... e
4. Dept/ DeSIgNALION & ..ot

5. Self-evaluation

a) Rate yourself on key attributes from 1 to 10, 10 being the highest marks.

S.no Attributes Self Appraiser
Evaluation- | Evaluation-

Marks Marks
(1to 10) (1to 10)

1 Personal Conduct: e.g. Punctuality, Discipline,

Integrity

2 Job Expertise

3 Job Quality

4 Team Oriented Behaviour

5 Willingness to learn

Appraiser Comments
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b) Briefly mention your key achievements during the last assessment period.
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