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Eligibility:

Applicable to all employees and as per the eligibility criteria approved every academic year.

Objective:

To establish statutory compliance and a guiding document for ‘Performance Appraisal’.

Procedure :

Job evaluation is a systematic method of determining the relative value of all jobs in the Institution. 

That value is based on job content, not on how well an individual performs the work assigned.

1.

For performance appraisals, job evaluation is a prerequisite in order to form a proper job
matrix of jobs in the Institution so as to meet authority with corresponding responsibility head.

2.

Appraisal factors used to appraise an individual’s performance in a job/position are 
measured collating the following:

3.

Depth of knowledge normally acquired through education -specialized formal training; 

-depth and breadth of knowledge or -JOB SCOPE skill in terms of related work experience 

and on-the-job training; - decision-making requirements including job complexity, 

independence of action, - INSIDE RELATIONSHIPS analytical and creative job requirements; - 

responsibility for contacting and dealing with administrative staff, faculty member, - 

OUTSIDE RELATIONSHIPS students and others within the Institution; - MANAGERIAL 

responsibility for representing the Institution - RESPONSIBILITY- influence the importance 

of decisions including responsibility for budgeting, managing human resources, utilization of 

assets, revenue – POSITION CONDITIONS - control, planning, policy and strategy development.

- Degree to which the position has certain undesirable working conditions present.

4.

Performance Appraisal form will be provided by HR for the same to the Department Head. 

Each employee of the Institution is evaluated in a systematic manner on annual basis. The 

immediate Department Head will lead Performance appraisals with HR assisting in the same.

Areas to be evaluated will include adjustment to the position, attitude, cooperation, attendance,

and punctuality, potential for future development, productivity, capability, goals and efficiency.

5.

MI
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ANNUAL PERFORMANCE APPRAISAL SCHEME

TEACHING STAFF

Our annual performance appraisal scheme is based  on the defined  academic performance 

indicators (API's) applicable to the Teaching Staff.

Eligibility Criteria to be followed is as follows:

PURPOSE AND NEED

ELIGIBILITY

To set goals and expectations

To view performance snapshots, at various levels

Trend the performance of the selected individual

To set a benchmark against the goals

Assess current situation and determine root causes of identified problem areas

Assist new teachers to achieve their full potential

To promote professional growth

?

?

?

?

?

?

?

?

?

Employees completing 10 months and above of continuous service without any breaks 

as on May 31st.

Employees  completing 8  months of  continuous service without any breaks would be 

paid on pro-rata basis as on May 31st  with consideration to 12 months of service.

?

?

?

The employee will be given the prorated increase till he/she completes the stipulated 

12 months service once he/she complete the 12 months service the entire increment 

percentage will be applicable from the 13th month onwards.

Resigned Employees and those serving notice periods as on 30th June would not be 

eligible for appraisals process or payment thereof.

Employees with adverse remark in their confidential report should be marked in the 

appraisal note.

Important Note :

Executive Director (or the competent authority appointed on his behalf) has the authority to 

make any changes in the above mentioned Eligibility Criteria at his sole discretion.

API’s provides fair, effective and consistent teacher evaluation in every educational Institution.
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PROCESS

ACADEMIC PERFORMANCE INDICATORS (APIs)

II : Co-Curricular, Extension & 
Professional Development

I : Teaching, Learning & Evaluation

Category

Total Annual Score Under 
Categories I and II

III : Research and Development

Max Score Minimum Score Required

75

15

90

(Asst.
Prof-5K)

125

50

175

—

10

(Asst.
Prof-5.5K)

15

(Asst.
Prof-6K)

20

(Asst.
Prof-7K)

25

MINIMUM POINT NORMS AND WEIGHTAGES FOR DIFFERENT CADRES

Category – I : Teaching, 
Learning & Evaluation

APIs Assistant Prof.
(AGP – 7K)

Assistant Prof.
(AGP – 6K)

Assistant Prof.
(AGP – 5.5 K)

Assistant Prof.
(AGP – 5K)

Category – II :
Co-Curricular, Extension &
Professional Development

Category – III :
Research and Development

75 75 75 75

15 15 15 15

10 15 20 25

100 105 110 115Total
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GUIDELINES:

•    The points for Category III will be accrued only at the minimum required level.

•    Any additional points (after the minimum required for each cadre), shall be accrued towards

       the R&D Incentive Scheme.

•    The Bonus would be to garner more points in Category I and Category II with some participation

       in R&D activities. This will help in improving the overall teaching-learning processes.

CATEGORY – I

TEACHING, LEARNING & EVALUATION

Sr.
No.

APIs
API

Score
Allotted

Lectures, Tutorials, Practicals Conducted

Extra Teaching Duties
(subject to 100 % compliance in 1 above)

Curriculum Enrichment
(subject to 100 % compliance in 1 above)

Participatory and Innovative Teaching-Learning Methodologies

•  Extra lectures over and above the allotted (in excess of the norms).
•  Extra practicals and tutorials over and above the allotted (in excess of the norms).

•  A minimum of 80 % compliance is mandatory for the points to accrue.
•  The compliance in % shall be weighted with respect to maximum score of 50.
•  In case of multiple subjects, the average of compliance is to be considered.

•  Teaching content beyond syllabus.
•  Conducting additional practical/s not prescribed in the curriculum.
•  Providing resources in the form of course notes, handouts, paper solutions, 
    question bank, solved assignments, etc.
    Any 2 points mentioned above with 5 points for each.

•  Use of additional teaching tools like presentations, slides, models, simulations, 
    case-studies, blogs, course website, etc.
•  Arranging field visits (not prescribed in regular curriculum).
•  Guiding innovative student projects (participation/winning prizes in reputed 
    competition/s).
•  Developing in-house experimental setups, equipments, models, etc.
•  Any 2 points mentioned above with 10 points for each.

4

3

2

1 50

1 / Extra
Lecture
(12 Max)

10

20

Examination Duties

Student Feedback

•  Invigilation, question paper setting, evaluation/assessment of answer scripts 
    as per allotment.
•  A minimum of 80 % compliance is mandatory for the points to accrue.
•  The compliance in % to be converted on a pro-rata basis to a max. score of 10.

•  The score shall be converted on a pro-rata basis to a maximum score of 18.
•  In case of multiple subjects, the average of feedback is to be considered.

University duties except Examination duties like syllabus designing, 

BOS members, etc.

7

6

5 10

18

05

MAXIMUM POINTS :  125 MINIMUM REQUIRED:  75
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CATEGORY – II

CO-CURRICULAR, EXTENSION & PROFESSIONAL DEVELOPMENT

Sr.
No.

Details & Scale
API

Score
Allotted

Student Centric Activity
(Co-curricular, extension and
field based activities)
(Max. 20 points)

Academic and Administrative
Committees & Responsibilities
(Max. 15 points)

1 I.  Inter-College level activity/ event 
    Convener / Coordinator 
    Member

II. College level activity/ event 
    Convener/ Coordinator 
    Member

IV.Guest Lectures for students

III.Certificate Course/ Add on Course 
    Coordinator (with min. 50 % teaching) 
    Coordinator (with no teaching)

•  The points are for organizing any student related co-curricular and extra-curricular activity 
    like workshop, seminar, conference, training program, add-on course, guest lecture, etc.
•  The certificate course/ add on course shall be for a minimum duration of 40 hours and 
    shall be conducted after college hours or weekly offs.
•  Guidance to students for participation in major events like M-PULSE, Management Week,
    IT Week, Commerce Week, etc is included.

•  No points for remunerative work in this category (eg. Sr. Supervisor/ Custodian, etc.).
•  Role as Incharge or Member in any of the committees at the Institution as well as department
    level is included.

I.  College Level Committee
    a. Incharge
    b. Member

II. Department Level Committee
    a. Incharge
    b. Member

Participation in seminars, conferences,
workshops, talks, lectures, 
dissemination, general articles, invited 
lecture, etc (duration less than 1 week)

Professional Development 
Activities (Max. 15 points)

•  The points are for attending seminars, workshops, conferences, etc of less than 1 week duration.
•  The points can also be claimed for invited lecture or talk, keynote talk delivered in some program 
     or event.

MAXIMUM POINTS :  50 MINIMUM REQUIRED:  15

Nature of Activity

20
05

10
02

15
05

2 / Lecture

10
02

05
01

3/ 
participation

2

3

CATEGORY – III

RESEARCH AND DEVELOPMENT

Sr.
No.

Details & Scale
API

Score
Allotted

Type

R&D and External
Funded Projects (Max. 30)

•  The points mentioned are for PI and Co-PI. In case of multiple Co-PIs, the points
    shall be divided equally amongst all Co-PIs.
•  All such projects that receive funding and grants from apex bodies, government
    or non-government funding agency, R&D organizations, industry, university, etc. 
    are eligible to be considered.

1
I.  Minor Projects

II. Major Projects 20

10

•  The points for external funded projects shall be based on the actual amount 
    received, and not on the amount sanctioned. A proof of fund received is mandatory.

MI
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I.  International Referred Journals 10Publications (Max. 40)2

ii. National Referred Journals

iii.Conference Proceedings as full 
    papers(Abstracts not be  considered) 
    With ISBN No.

iv. Technical Articles

•  Publications in journals, with an ISSN No. shall only be considered.
•  The Institution's name “MITCSC Alandi” should appear in the affiliation of the 
    author/s; for consideration of appraisal points.
•  Only one co-author shall be considered for credit to be given towards publication points.
•  The score for paper in refereed journal shall be augmented as follows;

Impact factor less than 1 : 10 and 05 points
Impact factor between 1 and 2 : 15 and 10 points
Impact factor between 2 and 5 : 20 and 15 points
Impact factor between 5 and 10 : 25 and 20 points

�

�

�

�

•  The impact factor calculated by std. bodies like Thomson, Scopus, etc shall only be 
    considered.
•  Technical articles published in reputed magazines, periodicals, websites, newspapers 
    shall only be considered.

•  The paper must be presented in person at the conference. The points shall be claimed 
    by only one faculty who actually presents the paper in the conference.
•  A certificate of presentation with “MITACSC Alandi” as author’s affiliation is mandatory.

3 Paper Presentation (Max. 15)

Books and Chapters in Books
(other than referred journal 
articles) (Max. 40 points)

I. International Conference

ii. National Conference

iii. State Level Conference

07

05

03

05

03

02

I. International Publishers

ii. National level publishers 

iii. State Level Publications

iv. Monographs

25 per sole author  & 10 per chapter

15 per sole author  & 08 per chapter

10 per sole author & 05 per chapter

15 per sole author & 08 per chapter

4

•  In case of multiple authors, equal weightage to all the authors.
•  Publications with an ISBN No. shall only be considered.
•  The Institution's name “MITACSC Alandi” should appear in the affiliation of the 
    author/s; for consideration of appraisal points.

Industrial Training
(Max: 15 points)

•  The industrial training shall be undertaken for a minimum period of 2 weeks in
    the summer and winter vacation or non-instructional days.
•  The said training should be in an organization with minimum Pvt. Ltd. structure.
•  Under no circumstances, should the training be arranged in the regular 
    academic schedule.

I. More than 2 weeks duration
5

ii. Min. Two weeks duration

15

10

Courses/ Programs Attended
(Max: 10 points)

I. International6

ii. National/ State/ University/ In-house

10

05

•  Technology Programs, STTPs, FDPs, Workshops, etc are included.
•  The course/ program attended should be for a minimum period of 1 week.
•  The same shall be attended only during summer and winter vacation or 
    non-instructional days.
•  The courses attended during instructional days shall not be considered for 
    appraisal points.
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•  Collaborative work with research organizations, Institutions and Universities of repute is 
    considered.
•  The research work shall be undertaken for a minimum period of 2 weeks in the 
    summer and winter vacation or non-instructional days.
•  A formal letter from the concerned organization or Institution, clearly mentioning 
    the effective period, and work to be done is required.
•  The benefit of said research; to the students in particular and Institution in general 
    should be clearly demonstrated.

Faculty Up-gradation 
(Max. 10)

I. Ph. D.11

ii. M. Phil. 

10

07

iii. PG 05

UGC Approval/NET/SET12 05

Consultancy/ Collaborations/ MoU/ Donations/ Lab Development (Max. 05)13 05 Each

•  Consultancy assignments must have a letter from the organization, clearly mentioning 
    the work carried out, period and amount of consultancy, people involved and benefit to 
    the Institution; both intellectually as well as financially.
•  Collaboration or MoU with industry must be specific and must clearly mention the 
    effective period, deliverables from both sides, benefit to the students in particular and 
    Institution in general.
•  Donations in the form of equipments, experimental set-ups, softwares, models, charts, etc. 
    and having direct benefit to the students, are eligible for consideration. DSR entry is required.

MINIMUM REQUIRED:

10 (Assistant Prof. with AGP of 5K)                       15 (Assistant Prof. with AGP of 5.5K)

20 (Assistant Prof. with AGP of 6K)                      25 (Assistant Prof. with AGP of 7K)

•  The points shall be awarded only on award of degree by the University.
•  The research student should contribute to the Institution in the form of lecture, seminar, etc.

Courses/ Programs 
Organized for Faculty
(Max: 15 points)

•  Refresher and Training Courses, Conferences, Seminars, Workshops, STTPs, 
    FDPs, etc is included.

I. International7

ii. National/ State/ University/ In-house

10

05

Research Guidance (Max. 30) I. Ph. D.8

ii. M. Phil. 

20

10

iii. Masters by Research 05

Research Evaluation and 
Review 
(Max: 15 points)

•  The points shall be awarded for evaluating/ reviewing external PhD Thesis and 
    M. Phil Dissertation.

I. Ph. D.9

ii. M. Phil. 

05

03

iii. Journal/ Conference 02

Collaborative Research 
(Max. 20)

I. International10

ii. National

10

05

•  The points for organizing courses/ programs shall be claimed by the Convener/ 
    Coordinator of the event. Organizing Committee members shall accrue 2 points for 
    each program.
•  For all such events that are funded by some agency, the points shall be increased
    to 20 and 10 respectively. The funding in this case has to cover minimum 70% of 
    the total expenses.

•  The points shall be awarded for reviewing papers in journals and/or conferences of repute.

MI
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ANNUAL PERFORMANCE APPRAISAL SCHEME

NON-TEACHING STAFF

Our annual performance appraisal scheme is based on the defined Key Performance

Indicators (KPI’s) applicable to the Non-Teaching Staff.

KPI’s provides fair, effective and consistent staff evaluation in every educational Institution.

Eligibility Criteria to be followed is as follows:

PURPOSE AND NEED

ELIGIBILITY

To set goals and expectations

To view performance snapshots, at various levels

Trend the performance of the selected individual

To set a benchmark against the goals

Assess current situation and determine root causes of identified problem areas

To promote professional growth

?

?

?

?

?

?

?

?

?

?

?

Employees completing 10 months and above of continuous service without any breaks 

as on May 31st.

Employees completing 8 months of continuous service without any breaks would be 

paid on pro-rata basis as on May 31st  with consideration to 12 months of service.

The employee will be given the prorated increase till he/she completes the stipulated 

12 months service once he/she complete the 12 months service the entire increment 

percentage will be applicable from the 13th month onwards.

Resigned Employees and those serving notice periods as on 30th June would not

be eligible for appraisals process or payment thereof.

Employees with adverse remark in their confidential report should be marked in the 

appraisal note.

Important Note :

Executive Director (or the competent authority appointed on his behalf) has the authority to 

make any changes in the above mentioned Eligibility Criteria at his sole discretion.



37

MI

PROCESS

STEP I :  PREPARATION

Goal Setting: involves establishing specific, measurable, achievable, realistic and time-targeted

(S.M.A.R.T) goals.

The goals distribution rating are define as below:

We would be accessing the three types of goals which are:

1.  Organizational Goals

2.  Institutional Goal

3.  Departmental Goals

The Appraiser and Appraise collectively would be finalizing the Key Performance Indicators

(KPI) for each of the above goals and finally setting the parameter for the various Institutional 

Objectives to be achieved at the beginning of the appraisal period.

2

Sr.No.

3

Type of Goals

Management Goals

Institutional Goal

Departmental Goals

Total

Weight-Ages

20%

20%

60%

100%
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Evaluation
by RA

Self
Evaluation

Evaluation
by EA

Sr.
No.

Nature of Activity

1

3

4

SECTION – A: 

Key Performance Indicators

2 SECTION –B:  

Records of Absence

SECTION-C:

Performance Assessment

SECTION-C:  

Skills Assessment

Appraiser to review the draft and provide inputs.

Appraise would complete self-rating on the above sections and submit the duly signed 

final rating sheet.

HR to collate the same, provide inputs on Records of Absence and present it to the EA.

Appraisal Committee (EA & RA, External Assessor (if any)) would review the Appraise 

and provide their rating on the above sections as per the below ?nal rating grid.

STEP II: SELF EVALUATION

Self-Rating: After the finalization of the Goals, Appraiser would finalize the Weightages (Total

should add to 100 %) per Goal. Appraise to fill up the Appraisal form which would consist the

above sections. The Weightage Grid is define as below:

TOTAL

Weightages

60%

5%

20%

15%

100%

STEP III: REVIEW PROCESS

?

?

?

?

014 3

Above 90 %

2

FINAL RATING GRID

80 - 90 % 65 - 80 % 50 - 65 % 0 - 50 %

Outstanding Very Good Good Average
Below

Expectation

* Evaluating Authority (EA), Reviewing Authority (RA)

Annexure X : Appraisal Form
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stFeb 1   

-
thFeb 29  

(4 weeks)

Complete

Self Evaluation

Capture

‘Records of Absence’

- HR

stMar 1   

-
thMar 20  

(3 weeks)

Complete

EA Evaluation

stMar 21   

-
thApril 10  

(3 weeks)

Complete

Appraisal Committee's

Evaluation

thApril 11   

-
thApril 30  

(3 weeks)

Submit

Final Evaluation

- Head of Institutions

stMay 1   

-
thJune 30  

(8 weeks)

Finalization &

Approval

- Executive Director

Pay Planning

-

Accounts

Pay Processing &

Communication

-

Accounts & HR

Trustee & Executive Director
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Eligibility:

Applicable to all confirmed employees.

Objective:

To establish statutory compliance and a guiding document for ‘Promotion & Increment’.

Procedure :

Based on the performance appraisal score of an individual, annual increment is recommended by 
the respective Head of Institution.

After the completion of appraisal procedure, the employee is eligible for promotion. Thus, the 
promotion recommendations are done by the Head of Institution and then approved by the 
Executive Director (or the competent authority appointed on his behalf).

Good past performance enhances the eligibility for promotion.  A promotion is the upward shift 
of an employee from one position to another having more responsible duties and involving more 
skills. Promotions are based on merit and an employee must meet the qualifications required 
for the higher position. A pay rise is expected but may not be compulsory to provide.

When an employee is promoted, they may receive remuneration based on an employee’s 

exceptional experience and/or education and job responsibility.

The added benefits of promotion serve as an incentive for better work performance, enhance
morale and create a sense of individual achievement and recognition.

The ultimate decision regarding promotions rests with the management. 

Annual increment will be marked in the service book for all employees. Promotion letters to be 
made in duplicate so that the candidate retains one copy and submits the other copy duly signed 
by him/her as token of acceptance. A photocopy of the same to be submitted to Account Section 
for their records immediately as the same should reflect in the next pay cycle.

After annual increment, if anyone has any grievance, the same has to be put in front of the 
grievance committee within 15 Days through the Head of Institution. No claim after that will 
be entertained on any basis.

In exceptional cases where an employee is demoted, the salary may reduce and cannot 
exceed the maximum of the pay plan for the new position.



MIT TArts, Commerce 
&Science College 

ANNUAL PERFORMANCE APPRAISAL FORM 

TEACHING STAFF 

(Period of Appraisal: From une 202 To cL 202I) 

EMPLOYEE DETAILS: 

Name of the Faculty

Department 

Designation 
Date of Joining the Institute 

Gross Salary 

GUIDELINES: 
The period of evaluation shall be June to May. 
All the infomation should be provided accurately and clearly. Additional information worth a mention

may be provided in separate sheets. 

The faculty must refer the Performance Appraisal Scheme document for more details, before filling the 

appraisal form. 

Appraisal Committee for Faculty: Evaluating Authority (EA) is HoD and the Reviewing Authority 

(RA) is The Head of Institution (Principal/ Director/ Dean). 

Appraisal Committee for HoD: Evaluating Authority (EA) is The Head of Institution (Principal 

Director/ Dean) and the Reviewing Authority (RA) is The Executive Director (or the competent 

authority appointed on his behalf) and an External Assessor if required. 

The EA shall verify all the information, by supporting proofs before commenting on the performance 

RECORDS OF ABSENCE (TO BE FILLED BY THE HR) 

No. of Leaves Availed 
r. Type of Leave Signature of HR 

No. Term I Term II with Date 
Jan-Jun Jul-Dec 

1 Casual Leave (CL) 
2 Medical Leave (ML) 

Maternity Leave (MTL)if applicable) 

Leave without Pay (LWP) 
5 Earned Leaves (EL) (GfApplicable) 

6 Special Leave (SL) 

Alandi,

Dun 
12195. 

Pci 
MIT Ate, Commerco Scionce Colega 

Nandi, Pune - 412 105 



MIT 2 Arts, &Science Commerce College 

CATEGORY- I: TEACHING, LEARNING & EVALUATION RELATED ACTiVITIES 
(MINIMUM SCORE REQUIRED: AP- 70, Asso. Prof.-65, Prof.- 60) 

Nature of Activity Maximum Score 

Sr.No API Score Self 
allotted Verified 

ESSENTIAL appraisal 
API Score 

Score 
(APIAsso.P/P) 

a. Direct teaching 
1. Lectures, Tutorials, Practicals 

conducted 
70/60/60 

2. Extra Teaching Duties 

3. Curriculum Enrichment 

Examination duties 
(Question paper setting invigilation, evaluation 
of answer scripts) as per allotment 

20/20/10 

Innovative teaching-learning methodologies, 
updating of subject content/courses, 

mentoring etc. 
10/15/20 

Total of () 100/95/90 

a. Actual hours spent per academic year 7.5 

b. Actual hours spent per academic year + 10 

c. Actual hours spent per academic year +10 

Signature of Faculty Verified by HOD 

aerCe 

Alandi, 
Dune 

412105. hcin 
MITArts, Corhiorcot Sclence Collage

Alardi, Puno- 412 105. 



Arts. Commerce MITA &Science College 
CATEGORY -I1: PROFESSIONAL DEVELOPMENT. CO-CURRICULAR & 

EXTENSION ACTIVITIES 

MIMIMUNM SCORE REQUIRED: 25 

Nature of Activity Maximum Score 

Sr 
Self No. API Score Verified CO-CURRICULAR AND EXTENSION ACTIVIrIES appraisal allotted API Score 
Score 

Student related co-cumicular. extension and field 
based activities 

Discipline related co-curricular activities (e g 
remedial classes .career counseling, study visit. 
student seminar and other events) 

()Other co-curmicular activities (Cultural, sports 
NSS.NCC etc) 

a 
15 

(Extension and dissemination activities 
(Dublicpopular lectures Malks /seminars etc) 

Contnbution to Corporate life and management 
of the department and institution through participation 
in academic and administrative committees and 

responsibilities

Administrative responsibility (including as dean 
Principalchairperson/convenor/ teacher -in 
charge/similar other duties that require regular 
office hours for its discharge) 

0 Participation inboard of studies, Academic and 
Administrative Committees. 

b. 
15 

Professional Development activities (such as 
participation in seminars, conferences, short 
term training courses, industrial experience, talks, 
lectures in refresher/faculty development courses, 
dissemination and general articles and any other 
contribution) 

5 

Total of (l) 45 

a. Actual hours spent per acadernic year +10 

b. Actual hours spent per academic year 10 

c. Adual hours spent per academic year +10 

Signature of Faculty 
Verified by HOD 

41219> 

t 4 12 ET 



MIT2 Arts, Comm 
ience College 

CATEGORY - II : RESEARCH, PUBLICATIONS & ACADEMIC 

CONTRIBUTIONS 
(MINIMUM SCORE REQUIRED: AP (5K) -30, AP (5.5 K)- 35, AP (6K)- 40, AP (7K> 45) 

Sr. Activity Appraisal 
Score 

Self 
No. Appraisal 

Score Verified by 

HOD 
Research Publications (Journals) (Refer to APlI Scheme) 

i. Referred journals as notified by the UGC 

ii. Other reputed journals as notified by UGC 

Research Publications other than journals articles (Books, Chapters 2. 

in books) 

International Publisher: 30 per single author/ 10 per chapter
National Publisher: 20 per single author/ 05 per chapter 
Local Publisher 05 per single author 

3. Sponsored Projects
Minor Projects: 10 Each 

Major Projects: 20 Each 

Consultancy Projects (10 each) 

Project Outcome/Output 
International Level: 30 each 

National level: 20 each 

State Level: 10 each 

Local level: 05 each 

6. Research Guidance 

PhD Awarded(15 each), 

PhD Thesis Submitted (10 each), 

M. Phil. Awarded (05 each) 

T. Fellowship/ Awards 

International level: 15 each 

National level: 10 each 

State/University level: 05 each 

8. Invited Lectures/ Papers delivered/ presented in Conferences, 

Seminars, Workshops & Symposiums 

International Level: 07 each lecture/ 05 each paper 

National Level: 05 each lecture/ 03 each paper 

State/ University Level: 03 each lecture/ 02 each paper 

9. 
Development of e-learning delivery process/ material (10 per 

module)

P 
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Sr. 
Activity Self Appraisal 

Score 

No. 
Appraisn 

Verified by 
IOD 

Score 

10. Industrial Training (Max: 15) 
more than 2 wecks (15) 
min. 2 wecks (10) 

11. Courses/ Programs Organized for Paculty (Max. 15) 
Intemational (10) 

National/ State/ University/ In-house (5) 
12. Research Evaluation and Review (Max. 15) 

PhD (5), M. Phil. (3) Journal/Conf. (2) 

13. Faculty Up-gradation (Max.10) 

Qualification: Ph.D. (10), M. Phil. (07), PG (05) 

TOTAL (u) 

The API for joint publications shall be calculated in the following manner: Of the total score for the 
relevant category of publication by the concerned teacher, the First and Principal /corresponding 
author/supervisor/mentor would share equally 70% of the total points and the remaining 30% would be 
shared equally by all authors. 

EVALUATION SUMMARY:

Appraisal 
Score by 

HOD 

APls Minimum Self 
Required API 

Score 
Appraisal

Score 

(AP/ Asso. P./ P) 
Category-I: 

70/65/60 Teaching, Learning & Evaluation Related Activities 

Category- II: 
Professional Development, Co-Curricular& Extension 25 

Activities 

Category- IlI: Refer to Page no0. 

3-9 in Annual Research, Publications and Academic Contributions 
Performance 

Appraisal Scheme 

TOTAL 

Verified by HOD signature of Faculty 

Sc Alandi, 
uno 

412105. Prikcippl 
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ADDITIONAL COMMENTS (if any) BY THE FACULTY 

Signature of Faculty 
Date 

ASSESSMENT BY THE HOD (EA) 

(The assessment should be based predominantly on the criterion mentioned. The opinion of colleagues, 

subordinates, superiors will be given due weightage. The overall utility/ contribution of the candidate to 

the department and institute are assessed. In case of interdepatmental assignments, EA should seek 

remarks from the concerned HOD.) 

can be rated at On a 10 point scale, the performance of _ 

Name & Signature of HOD 
Date : 

REVIEW OF ASSESSMENT & RECOMMENDATION BY THE PRINCIPALRA) 

Name & Signature Name &Signature Date: 
Head of Institution External Assessor (If Any) 

Ce 
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ANNUAL PERFORMANCE APPRAISAL FORM 

NON-TEACHING STAFF 

May 2021.) (Period of Appraisal: From une 2020 To 

EMPLOYEE DETAILS: 

Employee Name 

Department 

Designation 

Date of Joining 

Total Years of Experience 

Years of Experience in Current Role 

Qualification 

Certifications if any 

Appraisal Period 

Gross Salary 

GUIDELINES: 

The period of evaluation shall be June to May. 

All the information should be provided accurately & clearly. Additional infomation worth a mention 

may be provided in separate sheets.

The Non-Teaching Staff must refer the Performance Appraisal Scheme document for more details. 
before filling the appraisal form. 

n Appraisal Committee for staff: Evaluating Authority (EA) is the HoD/ Section Head and the 

Reviewing Authority (RA) is The Head of Institution (Principal/Director/Dean). 

Appraisal Commitece for HoD/ Section Head: Evaluating Authority (EA) is The Head of Institution 
(Principal/Director/Dean), the Reviewing Authority (RA) is Executive Director or the competent 
authority appointed on his behalf and an External Assessor if required. 

The EA nall verify all the information, by supporting proofs before commenting on the performance. 

1P 
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SECTION - A: KEY PERFORMANCE INDICATORS (Marks 50) 
(to be filled in a separate sheet and attached along with the form) 

Sr. Key Role Weightages (Total 
should add to 50) 

Self Rating EA Rating RA Rating 
No. 

SECTION-B: RECORDS OF ABSENCE (to be filled by the HR) (Marks 05) 

Sr. No. of Leaves Availed Signature of 
Type of Leave Term Term 

No. HR with Date 
Jan- Jun Jul- Dec 

Casual Leave (CL) 

2 Medical Leave (ML) 

3 Maternity Leave (MTL) Gif applicable) 
4 Leave Without pay (LWWP) 

Earned Leaves (EL) 

Special Leave (SPL) 

SECTION-C: SKILLS ASSESSMENT 

Sr. Academic Assessment Marks Self HOD Head of 

Institutiona 
Rating 

Rating Rating 
No. allotted 

Whether competent in required job skills & knowledge

Whether exhibits ability to learn & apply new skills 
02 

2 02 

Whether displaysunderstanding of how job relates to others 02 

Whether uses resources effectively 02 

5 Whether expresses ideas & thoughts well verbally 01 

6 Whether expresses ideas & thoughts well in written form 01 

Whether exhibits good listening & comprehension 
Whether keeps others adequately informed 

9 

01 

8 02 

Sensitive to work assistance asked by co-worker 01 

Whether responds to the instructions, guidelines from higher 
10 authorities 01 

Total: out of 15 

Remark if any by HOD: 

21Page 
andi, 
Dine 
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SECTION-D: INITIATIVE & C00PERATION 

Self HOD Head of 
Marks Rating Rating | Institution 

Rating 
Sr. Initiative & Cooperation 

allotted 
No. 

Whether following protocols/ hierarchy in office matters 

02 

Ability to work with minimum instructions 

OZ 

3 Ability to identify requirements of the work assigned 
01 

4 Maintaining daily cycle of duties 

Whether displays positive outlook in pleasant manner with 

co-workers, faculty , stafi, students, parents and public in 

general 

01 

02 
Involvement in work/ duties at Institute level 

01 Whether positive and flexible approach to work 

requirements as per situations 

Total: out of 100 

Remark if any by HOD: 

SECTION- E: QUALITY OF WORK 

Self HOD 
Rating Rating Institution 

Head of 
Marks 

Sr. Quality of Work 

Allotted Rating No. 

10 Promptness (Timely completion of work) and Accuracy 

02 
Any outstanding work done 

03 
Integrity & honesty towards work and organization 

Any efforts being made for academic qualification 
improvement and knowledge upgradation 

02 
4 

Punishment warning/ memos received if anyy 

Received None-03, Received: 0 
03 

Total: out of 20 

Remark if any by HOD: 

3|Pag 
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EYALUATION SUMMARY 

Sr. Assessmecnt Marks Self Rating Head of 
Institution 

HOD 
No. Rating 

Rating 
Section A: Key Performance Indicators 50 

2 Section B: Records of Absence 05 

Section C: Skills Assessment 15 

Section D: Initiative & Cooperation 10 

Section E: Quality of Work 20 

Total 100 

ADDITIONAL COMMENTS BY EMPLOYEE: 

Date: Name & Signature 

erce 

S7 Alandi, 

Prin 
MITArts, Comierce &clence College 

Alandi, Pune -412 105. 

une 
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ASSESSMENT BY THE HOD (EVALUATING AUTHORITY) 
(The asscssment should be based predominantly on criterion mentioned. The opinion of colleagucs, subordinates, superiors will be given due weightage. The overall utility/ contribution of the candidate to 
the department and institute are assessed.) 

As per the approved Final Rating Grid, the performance of can be rated at 

Name & Signature Date: 

REVIEW OF ASSESSMENT& RECOMMENDATION BY HEAD OF INSTITUTION 
REVIEWING AUTHORITY) 

Name & Signature Date: 

Head of Institution

5|Page 

-
Prtctpai

MIT Arts, Commerce & Sclence Collego 
Alandi, Pune -412 105. 

Scic 
Alandi, 

une 
412105.



EmployeeName 

Department 
fATT 

Designation 

Date of Joining 

Total Years of Experience 

Years of Experience in Current Role | :| 
HE441H| 374T () 

Qualification 
THTUI UTAAT 

Certifications if any 

Appraisal Period 

Gross Salary 

(Performance appraisal scheme) TATT HEH YUj 3TPy5 311 

TiarenTt (RA) FFT KTE TT. (ATET TCT 

CCiCnc Alandi,
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Section A: Key Performance Indicators 

3.5 4o% TTUT A1TfecTT 

Section B: Leave Record 
3TuRYdt TE/ HTBet (to be filled by the HR) 

No.of Leaves Availed 

Sr. Type of Leave 
Signature of 

HR with Date 
No. Term Term 

() 
Jan- Jun Jul-Dec 

1 Casul Leave (CL) fTIE TUT 

Medical Leave (ML) àus tT 

3 Maternity Leave (MTL) (if applicable) 
2 

4 Leave Without pay (LWP) fTIT TT 

5 Earned Leaves (EL) 37fa THT 

6 Special Leave (SL) faN TT 

Section C: Performance Assessment zMa4d TYTHUT 

. Has the past year been good / bad / satisfactory or otherwise for you, and why? 

Alandi,

une 
41210o Pcipy MIT Arts, Copmerce-&Science College Alandi, Pune-412 105. 
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2. What do you consider to be your imost important achicvements of the past year? 

3. What elements of your job do you find most difficult? 

4. What elements of your job interest you the most, and least? 

5. What action could be taken to improve your performance in your current position by you. 

and your boss? How do you plan to acquire them? 

Appraisal Committee rates the performance assessment as 

clenc 
Ounc 
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Section D: Skills Assessment 

37TFH9Ria 
TT 

) 
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Section E: Personal Behavior Assessment 

Appraise EA 
Sr. RA 

Particulars No. 
TTU 

sferT 
Neatness & Cleanliness

02 

Striving for new skills, knowledge,2 
etc.Ta IYTY TT JTETSÍ TAFA 02 

Understanding otheers
01 

Self-starter/Self motivator 4 
01 

Contributing Positive environment 
01 

Balance between work and home 
01 

Promptness to do work 
02 

EVALUATION SUMMARY FYA FTT*IT:- 
Sr. Nature of Activity 

Weightages Self-Evaluation EA No. RA 
(T) 

TRIT7 

Section A: Key Performance Indicators 
50% 

Section -B: Records of Absence2 
5% 

Section C: Performance Assessment 3 
20% 

Section - D: Skills Assessment 
4 

15% 

Section -E: Personal Behavior 
5 

Assessment (qu1sT7 aTt IT) 10% 

Total 100% 
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