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6.3.5 Performance appraisal system for teaching and non-teaching staff:

Response:

A well-organized performance management system plays a crucial role in managing the
organization in an efficient manner. In DHSK Commerce College, evaluation of a teachers work is
done by the head of the institution on the basis of multiple parameters which help in improvement of
teacher’s efficiency such as examinations performance of their respective students, regularity in
classroom attendance, students feedback report on teachers and office staff, interactive teaching
approach, holding tutorials classes, guiding and carrying out students research project, participation
in academic activities like seminar, workshop etc. The management reviews the performance of
teaching and non-teaching staff and accordingly promotion, annual increment, career advancement
etc. are given.

The College follows rules and guidelines of UGC for teacher’s evaluation and accordingly
the UGC devised scoring system proforma titled ‘Performance Based Appraisal System’
incorporating multiple parameters to evaluate teachers’ performance and academic accountability is
in place. As such every teacher has to submit annual performance report in the appraisal format
prescribed by UGC, duly forwarded by HOD. Detailed instruction issued in this regard has to be
followed scrupulously. As it is a self-introspection of his/her performance, reporting by the faculty
member should be factual and accurate, supported by evidence wherever necessary. It is incumbent
in the part of HOD to check the entries and append comments in an unbiased manner taking into
account the interest of the department. The scores of student’s feedback are shown to the faculty and
accordingly suggestion is provided. Expert senior faculty provides support and guidance to junior
faculty of the same subject for improvement.

Further, at the end of each semester, feedback forms are issued to the students for each of the
courses attended by them. The feedback forms in the form of questionnaire collect information about
the different aspects pertaining to teaching — learning process. A team consisting of the Head of the
Department and others teachers in the department goes through the feedback forms collected from

the students and suggest appropriate measures to improve the teaching-learning process.

§ Principal
D.H.5.K. Commerce College
Dibrugarh



DHSK COMMERCE COLLEGE: DIBRUGARH

Annexure-|
API Proforma for Professor, Associate Professor & Assistant Professor
ACADEMIC PEFORMANCE INDICATORS BASED ON PERFORMANCE BASED
APPRAISAL SYSTEM TO BE SUBMITTED BY EACH APPLICANT FOR APPOINTMENT
OF TEACHERS AND OTHER ACADEMIC STAFF
AS PER UGC REGULATIONS, 2010

Advertisemeant No.

Name of the Applicant

Date of Birth

Post applied for and
Subject
Name of the Department

SCORES FOR ACADEMIC PERFORMANCE INDICATORS (APis) IN RECRUITMENTS AND CAREER
ADVANCEMENT SCHEME (CAS) PROMOTIONS OF UNIVERSITY / COLLEGE TEACHERS

CATEGORY |: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES

Brief Explanation: Based on the leacher's self-assessment, APl scores are proposed for (a) teaching
related activities; (b) domain knowledge: () participation in examination and evaluation; (d) contribution
Io Innovative teaching, new courses ete. The minlmum AP score required by teachers from this category
Bz 75. The self assessment score should be based on objectively veriflable critera wherever poselble and
will b finalized by the sereeninglselection commites.

g No. Nature of Activily Waximum Scors | Self Assesament | Verified AP Score
Sears {for officisl use)
ito be filled by
ﬂﬂﬂﬂl‘ll]
1 Leclires, semingrs, lulodals, pran-:al& 50

eoflasl  hours  ondertaken  baken  as
percentage of lectures allocaled

] Leclwes or olher teaching dulies in expess 10
af ihe LIGC nomms
K] Preparalion and Impaning of knowledge | 20

inglruction a8 per curiculum;  syliabus
enfichment by providing additional resouices
i siudens

] Usie of panicipalary and innovalive lsaching- 20
leaming methodologies; updaling of subject
conlenl, Glse improvemenl sbe

B Examinalion dulies (Iniglalion, gqueshion i
paper sefling, evalalioniassessment of
answer soipls) ag per alolment.

Tolal Seore 125
Minimum AP Scone Required 75

# Supporting documents, wherever required be attached.

(Signature of Applicant)
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Advertisement No.

Mame of the Applicant

Date of Birth

Post applied for and
Subjact

Mame of the Department

CATEGORY ll: CO-CURRICULAR, EXTENSION AND PROFESSIONAL DEVELOPMENT RELATED
ACTIVITIES.

Brief Explanation: Based on the teacher's self-assessment, category || AP| scores are proposed for co-
curricular and extension activities; and Professional development related contributions. The minimum AP
required by teachers for eligibility for promotion is 15. A list of ileme and proposed scores |s given balow.
it will be noticed that all teachers can eam scores from a number of llems, whereas some acthvities will be
carried out only by one or a few teachers. The list of activities is broad enough for the minimum APl score
required (15) in this category o accrue to all teachers. As before, the self-assessment score should be
based on objectvely verifiable criteria and will be finalized by the screening/selection commitbea.

5. No. Mature of Activity Maximurm Scone Self Assessment | Verified AP Score
Score (for official use)
(bt b Filled by
applicant)

Sludent relaled co-curficular, extension and
el based activilies (such &s extengion work
mrough MNSSMNCC and olher channels,
culluifal  sefivilies, subjes! related evenls,
advisement and counseling )

20

Coantribulicn o Corporate life and
management of e department  and
inslitution thrasgh paicipalion n scademss
and afminsirative anmmilbess and

e Py il lili 5.

Prafessional Development aclivities (such as
participalion in seminars, confefences, shor
term, irsning  courses, balks  |echwes,
membership of sssodatong, @ssemination
and genersl aicles, nol covered in Calegory
Il Bl

Minimum APl Score Required

# Supporting documents, wherever required be attached.

(Signature of Applicant)

m._",_ ]
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Advertisement No.

Hame of the Applicant

Date of Birth

Post applied for and
Subject

Hame of the Department

CATEGORY-JIl: RESEARCH AND ACADEMIC CONTRIBUTIONS

Brief Explanation: Based on the teachers sel-assessment, AP1 scores are proposed for research and academic
confributions. The minimwm APl score required by teachers from this category is different for different levels of
promotion and between university and colleges. The salf-assessment score will be based on verifiable criena and will

be finalized by the screening/saiection committes.

S No. | APis Engineeringifgricultur | Faculties of Languageos Mam. points Self Vorified
eVoborina ArtsMumanities/Social for University Asspss. AP Score
Science'SciencesMedi | Scienoos/Library! and college ment {fior
cal Sciences Physical teachor Score official
sducationiMansgemant position i b wsn)
filled by
applicant)
i & Ressarch Referesd Joumals = Redereed Journals® 18 { pubbcation
Papers
published in: Mon-refereed but | Mon-refersed but | 10/ Pubbcason
recognized and | recognized and reputable
reputable joumals and | joumals and  periodicals,
periodicals, tawing | having ISBNAZEEN
ISBNAS SN numbers. MIUMDErs.
Conference proceedings | Conference proceedings | 10 publicasion
ax ful papers, eic. | as  ful  papers, =i
iAbstracts not o be | (Abskracks nol o be
included) included)
LI Ressanch Text or Referencs | Text or Reference Books | 50 fsole author;
Publicatiores{ba | Books  Published by | Published by InlernaSonal | 10 ‘chapter in
aks, chapters in | Imematonal Publishers | Publishers with an | an edited boak
books, other | with an established peer | established peer  review
than  refereed | review system TystEm
joumal artickes)
Subjects Books by | Subject Books by / naional | 28 fsole author,
Matioral leved | lewel publishersiStale and | and & chagpler
publishers/State and | Cemtral Gowl. Publications | m
Central Gavl. | with ISBNISEN numbers. edited books
Putilications with
ISBNASSN numbers.
Subject Books by Other | Subject Books by Other | 18 [ sale
local publishers  with | local publishers with | author, and 3 /
ISENAIS SN numbsers. ISBMASEN rumbers. chapier n
edited books
Chaplers coninbuted 8o | Chapters  cominbuled 8o | 10 JChapber
edited kmawiedge based | edilsd kmowisdge  bamed
wolumnes  pubbshed by | wvolumes  published by
Infematicnal Publishers | Intesrartional Publishers
Chapiers in knowledge | Chapters  in  knowledge | 5/ Chapter
based wolumes by | based volumes in
IndianMatianal level | Indian/Natioral leved
publishers with | publishers with ISBMNAZSN
ISENASEN numbers | numbers and with numbers
and with numbers of | af natianal and
ratianal and | imernational directories
interraational dirsciores
i (C) | RESEARCH PROJECTS
[T (C] | Spormared (a) Major  Prajecis | Major  Projects  amount | 20 e
i Projects camied | amount mobiized with | mobilized with  grants | Praject
aut’ angaing grants abave 30.0 lakhs | abowe 8.0 lakhs
(k] Majr Projects | Major  Projects  Amount | 18 e
amount mobiized with | mobilized with minimum of | Praject

grants above 5.0 lakhs
up 1o 3000 lakhs

Rs. 300 lakhs wp %o Rs.
5.0 lakhs
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() Mimar  Proects | Minor Projects  (Amount | 10veach Project
[Amowni mobilimed with | mobilized  with  granbs
grants abowe Rs. 80,000 | above Rs. 28,000 up o Rs.
up 8o Rs. § lakh) 3 lakh}
(€ | Consultancy Amount mobilzed with | Amount  mobiized with | 10 per  every
(i) Projects camied | minimem of Rs.10.00 | minimum of Rs. 2.0 lakhs | Rs.20  lakhs,
out [ cgoing lakh R= 10.0 lakhrs and e
il (€) | Completed Complebsd poject | Completed projed report | 20 feadh major
{iii) projects ReportAcceptance from | (Aocepied by funding | project and 10 )
Chuliby furding agency) agency) e=ach mince
Evaluation prajecd
L} Projects PatentiTechnal Major Policy document of | 30/ each national
1hrli'::l DLnl!cn'rr: i | transfers = G:!\.rl E-n-?les at Ceniral | level culpst o
Cutputs ProductFrocess and State level ot A0 Ak
for  Imiemalional
lewil
Hiiny | RESEARCH GUIDANCE
ugny | MPhil Degres awarded anly Degree awarded onby 3 heach
| lia cancicate
ul Dy | PhD Degree awarded Degres awanded i) teach
i) candicate
Thess submitted Thesis submithad T feach
cand daie
WE] | TRAINING COURSES AMD CONFERENCE [SEMIMARWORRSHOP PAPERS
TiE) Fefnesher [a} Mol le== than fwo | (a) Mol less than bwo | 20each
i COUrSEs, weeks duration weeks duration
Mb=thodology (B} O week duraton [B) One week duraton 1leach
warkshops,
Trairirg,
Teaching
L=aming
Evahmtian
Techralogy
Programmes,
Soft Shills
dewelopment
Programmes,
Faculty
Clevelopment
Programmes
{Ma 30 poirts
HHE) Papers n | Partiopation ard | Partiopation and
(i) Caonferences/ Pressntafon of res=arch | Pressntation of research
Seminars! papers joraliposter) in papersioraliposber] in
warkshops
iy
a] Intermational a] Int=rmational confer=nce | 10 each
conferenos
b Kational b Mational 1.8/ each
c} RegioraliGtabe kevel c) RegonaliGtate lewel 5 leach
d) Local d) Local 3 feach
Unversitw'College University'College
NKE} Irreitesd  feschures | (&) Imiematb onal (&) iernabonal 10 fmach
i) or pressntabons
for conferences!
SYMpss
(B} Mabonal kel [0 Mabonal kvl ]

“Wherever relevant to any specific discipling, the API score for paper in refereed joumal would be augmented as
folowsa: (i) indexed joumals — by 5 pointa; (i) papers with impact facior between 1 and 2 by 10 points; (8) papers with
impact tactor bebtween 2 and 5 by 15 poinds: {iv) papers with imgact facior between 5 and 10 by 25 poents.

"Iita paper FII'EBEI'IIIEH in Conference/Saminar s published i the form aof P'I'D!’."E'Elﬂ'l'gi. the pc-115 wiould accrue for
the pubication (1l (a)) and not under presantation (11 {2)(i)L

Hole: The API for joint publications will have to be calculated in the foBowing manner Of the bolal score for the
relevant category of publicalion by the concerned teacher, the frst'Principal author and the comespanding
auhorsupendson'mentor of the ieacher would share equally 60% of the otal points and the remaning 40% would be
shared aqually by &l other suthors.

# Supporting documents, wherever required be attached.
[Signature of Applicant)

Summary of Students Feedback on Teachers

m._",_ ]
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Student’s opinion on how well did the teachers prepare for the classes?

How well did the teachers prepare for the classes?

154 responses

@ Tharoughly

@ Satisfactorily

@ Poarly

@ Indifferently

@ Won't tzach at all

Student’s opinion on how well are the teachers able to communicate?

How well were the teachers able to communicate

154 responses

® Aways effective
@ Sometimes effective
O Just satisfactorily
@ Generally ineflective

@ Very poor

65.6%

Principal
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Student’s opinion on teacher’s approach to teaching can best be described as:

The teacher's approach to teaching can best be described as

154 responses

@ Excelient
@ Very good
& Good

@ Fair

@ Poor

33.8%

Student’s opinion on fairness in the internal evaluation process by the teachers:

Fairness in the internal evaluation process by the teachers

154 responses

@ Always fair

@ Usually fair

@ Sometimes unfair
@ Usually unfair

@ Unfair

55.2%

m._",_ ]
Principal
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How do you find the DHSK Commerce College’s administrative offices?

How do you find the DHSK Commerce College’s administrative offices?

154 rasponses

@ Very helpful
@ Helpful

@ Indifferent
@ Unhelpful
@ can'tsay

338%

Students opinion on the NCC & NSS activities of DHSK Commerce College is:

The NCC & NSS activities of DHSK Commerce College :

1594 responses

#® Excellent
@ Very Good
# Good

® Fair

@ Poor

m._",_ ]
Principal
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/ ‘ CONFIDENTIAL
’ PERFORMANCE APPRAISAL REPORT
(To be filled up a5 per clause 26 of Assam College Employees (Proving ialisation} Rutes, 2010)
Report for the year / period ending. .~ -
[o] b r sealed cover,
PART-|
(PERSONAL DATA)
1) Name of the employee
2)  Name of service to which belongs
3} Educational Qualification
4)  Professional qualification
2} Name of the Institution / College with full
‘ address
6;  Date of birth
7} Date from which appointment has approved
as Teacher / Librarian by the D.H.E., Assam = s
{2) In the UCC Scale of pay
(b) In the fixed pay (if any)
{c) Without condition / with condition
8} Date of confirmation
9] Whether the Teacher / Librarian had any
©reak in service or granted extra-ordinary
leave without pay in the service period
10)  Any special knowledge / experience / training =
“which facilitate to discharge the all allotted
work of the officer / employee
11} Date of obtaining Senior Scale / Selection
Grade Scale of pay
12)  Date of eligible for placement in the Senlor -

Scale / Se!e_svclion Gljaqe_ Scale / Associate Scale
of pay g

Certiffed that.the particulars furnished above are correct.

Signature of Recording Authority

Pringipal,

a._’L i
Principal
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3)

a)

PART-II
(ASSESMENT BY THE REPORTING AUTHORITY)

Name (5) and Designation of the Reporting
Authority

Period of Service of the incumbent under
the Reporting Authority
Separate f sed

State of Health
What is your oplnion about his / her
{a) Aptitude, initiative, drive and efficiency
for
(i) Arrangement for works
(ii) Exception of work

{b) Intelligence

(¢} Attendance / conduct and amenability to
discipline

(d) Character with particular reference to
reliability and integrity

(e} Capacity of supervision, Inspection and
to creare team spirit (whether applicable)
(f) General remarks, If any

Character and conduct of the Lecturer /
Librarian

Relationship with

Principal

Teaching Staff

Library Staff

Office Staff

Students

f. Others

Regularity and punctuality in attending
college as well as classes

(a) Spirit of Co-operation in the corporate
life extension activities, examinations, etc.
{b) Invelvement in University and College
examinatjons \

{c) Spirit of cbedience to the higher
suthorities

Comments on the Performance of the
Senior Lecturer as well as a teacher

Special acadermic achievement of the
Teachers / Librarian, if any

Performance of duties (as per UGC
Regulation, 2010) year wise

nao oae

Recommendation about his / her fitness or
otherwise for advancement for next higher
rank

different reporting officer

Year

Total

| working days

I Class Class |
allotted taken

|

!

a._’L i
Principal

D.H.5.K. Commerce College
Dibrugarh



DHSK COMMERCE COLLEGE: DIBRUGARH

PART-111

OPINION OF THE REVIEWING AUTHORITY

1] Name and designation of the Reviewing @ @
Authority

2}  Period of service of the incumbent under the
Reviewing Autherity

3)  General opinion of the Reviewing Authority

Signature of Reviewing Authority

PART-IV

REMARKS OF THE ACCEPTING AUTHORITY:

SIENALUTE «.ovvveerrrirssnn,
Name & Designation of Accepting Authority

m._",_ i
Principal
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