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PERFORMANCE APPRAISAL SYSTEM

The performance appraisal system of the institution provides a framework to the employees
on the purpose of the performance appraisal ensures that the work performance and
training needs of each employee are managed effectively and fairly. It allows the individual
an opportunity to review performances, work content, work quality and quantity, to look
back on what has been achieved during the past year and work on future objectives. The
individual can realise his scope and work on his shortcomings and any learning and
development requirements which may help.

TEACHING FACULTY

The institution follows a performance appraisal system to regularly monitor the
performances of its employees. At the time of joining the institution, the staffs\ are made
aware of the performance appraisal system so that he/she is constantly aware of his
responsibilities and duties in civil structure. This sensitises the staff to make them put their
best performances in social and soft skills. At the end of an academic year, the staffs are
given self-appraisal forms to fill out and submit to the head of the institution through their
respective head of the departments. These self -appraisal forms ensure that the staffs are
always being monitoring their quality of work and their own progress, rectifying their own
limitations and accepting them to have a positive outcome.

After evaluating the self-appraisal forms, the head of the institution gives feedback and
attempts to understand their shortcoming and advices them. Such approaches encourage
communication and open channels for self-improvements. If any staff is found to be having
scope for any kind of improvement, then methods of improvement are suggested and asked
to be implemented. A fresh self-appraisal is again done to review his/her performances.
Such comprehensive self-improvement ensures co-operation of the staffs and transparent
and cohesive atmosphere in the institution. The Management makes the final decision
regarding all such feedbacks and communicates to the staff for further follow up.
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NON-TEACHING STAFF

At the time of joining the institution, the staffs are made aware of the performance
appraisal system so that he/she is constantly aware of his responsibilities and duties in civil
structure. The non-teaching staffs are asked to fill the self-appraisal forms at the end of
each academic year. Every tier of the non- teaching staff is independently evaluated by their
respective seniors and head of the departments where they are posted. Such appraisals are
then brought to the attention of administrative office for further evaluation. If there are any
changes the officer speaks to the particular employee, to ensure directness in approach and
also provide a chance to the non- teaching staff to correct themselves. This is done in a kind
and humane manner, keeping in mind social and economic strata and sensitivities. Such
interactions make the staff aware of implications of non-improvement and provide scope to
do better. Finally, a review is submitted to the office for further action and evaluation. The
Management makes the final decision regarding all such feedbacks and communicates to
the staff for further follow up.



