
 
 

  
Page    1 

 
  

6.3 Faculty Empowerment Strategies 

6.3.5 Institutions Performance Appraisal System for teaching and non-teaching staff  
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1. Performance Appraisal Template– Faculty 

VISWAJYOHI COLLEGE OF ENGINEERING AND TECHNOLOGY  

VAZHAKULAM 

PERFORMANCE APPRAISAL FOR CAREER ADVANCEMENT 

(Score as per AICTE/UGC norms) 

 

Academic Year: 2019-20  Department:  

Name and Designation of the Faculty:  

 

1. Teaching – Learning and Evaluation  

No of working days in odd semester……..Even Semester….. 

1 2 3 4 5 6 7 

Course /Paper 
handled in the 
 Odd / Even 
Semester 

Mode of teaching 
theory/practical 
with number of 

hours 

Hours per 
week 

allotted 

Leave 
availed 

No. of days 
worked   
 in each 

semester 

Actual 
days of 
work in 

each 
semester 

Self-
assessment 

API score 

Verified 
API score 
by HOD 

        

 

No of days present  x20   if <16 no score will be awarded 

No of working days 

 

Mode of teaching includes Lecture (L), Practical (P), Tutorial(T), Seminar(S), Case studies, simulation etc 

Max. score 20 for100% and proportionate score up to 80 %; performance below which no score may be given. 

Lectures/ Practical/ Tutorials, ICT enabled methods of teaching  should be based on verifiable records. 

Special leave for pursuing Ph.D. and Duty leave with alternative teaching arrangements will be exempted. 

 

Details of the Leave availed in the calendar year 
 

C/L 

 

Sp/L LWA Duty 

L 

Comp.L Other leaves Total 
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2.  University Exam Results of the past two semesters (Max score 10) 

Degree Programme/Paper Semester Pass 

percentage 

No. of students 

registered for the 

exam / No. of 

students passed 

Self- 

assessment 

API score 

Uty 

average 

of pass 

 

Verified 

API 

score 

by HOD 

 
     

Pass % >80 =20. Pass % >70 and <80=15. Pass % >60 and <70 =10. Pass % > 50 and <60 =5.Pass% <50 

=4. 

 

3. Details of Examination duty in the college during the period current academic year 

(Max. score 10) 

 

Internal Examination University Examination 

Number of days of 

duty allotted  

Number of days  

available for duty   

Number of days of 

duty allotted  

Number of days of 

duty done  

    

 

4. Additional Creative Teaching ( Max. score 20) 

 

a. Remedial classes taken and attendance 

b. Make uptest conductedto improve the results 

c. Enrichment programme such as seminar, workshop, guest lectures for the 

enrichment of the modules with additional instructional materials and 

handouts 

d. Academic Mentoring with number of mentees, frequency of meetings, 

their results and number of meetings 

e. Outcome based Education activities, NAAC/NBA activities and their 

documentation 

 

Programme No. hours Beneficiary Outcome API score HOD 
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II. Institutional/ Co-curricular / Departmental/ responsibilities entrusted by the 

Principal during the current academic year 2019to 2020( Max. Score 20) 

 

Sl. 

No. 

Position held 

Nature of activity 

Number of 

hours 

utilized 

 

Beneficiary 

students  

Outcome of the programme 

1.      

2.      

3.      

4.      

 

III. Publications and Research during the academic year 2019to 2020(Min. score 20) 

a) Number of publications  

(Title, Name of the Journal/Book in which the article published,  (non refereed, 

refereed indexed) 

b) Text books, Reference books published with the name and place of publishers 

c) Conference/workshop  presentations with the details of the organisers of the 

conference, Place, Topic, month and year. 

d) Research projects ongoing/ sanctioned/ completed during the academic year with 

sponsoring agency, period of the project, major or minor, date of sanction and Amount 

sanctioned. 

e) Research Thesis supervised or supervising with the name of the candidates, University 

and the topic of research 

IV. Faculty Development/Professional Improvement 

Programmes/Seminars/workshops including online organised or attended 

 

Duration programme International/National 

Statelevel/regional 

Organized 

by 

API as per 

UGC/AICTE 

API 

score 
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V. Initiatives and innovative contributions in academics, institutional/ 

departmental development, Research and consultancy  

 

Nature of 

the 

programme 

Objectives Targeted 

group  

Outcome API score HOD 

 

 

     

 

 

     

 

 

Verified with documents  

Signature of IQAC Co-ordinator /HOD    Signature of the Teacher 

 

         Principal  

 

Place:  

Date:  
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2. Performance Appraisal Template - Technical Staff 
 

VISWAJYOTHI COLLEGE OF ENGINEERING AND TECHNOLOGY, VAZHAKULAM 

PERFORMANCE APPRAISAL – TECHNICAL STAFF 

ACADEMIC YEAR 2019-20 

 

Name DOB Dept. Designation Total Service 

 

Workload per week & Total No of working days Absence Percentage of attendance 

 
Records Maintained: 

  
  
  
 

Maintenance Procedures of the Lab Equipment/library books/office articles.Are you keeping 
maintenance register for equipment 
Routine maintenance/preventive maintenance done in the Lab /Workshops with date &month 

 

 

 

 

 

 

 

 

Summary of Staff Member’s Job 
Responsibilities(Brief Job Description) 

 

 

 

 

 

 

 

 

Related Accomplishments- 

A score of one is low and score of five is high. Note: One column in each category must be checked. 

 
5 = Excellent; 4 = Good; 3 = Fair; 2 = Average; 1 = Below average 

 

SL. 
No. 

CRITERION 
SCORE 

NA TOTAL HOD 
5 4 3 2 1 

1 ATTENDANCE / JOB PERFORMANCE  – 
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1. Do you reach college in time? (Punctual) 
2. Have you read and have knowledge on policies & 

procedures of the institution? 
3. Do you take leave only with prior permission of 

your HOD? 
4. When unplanned leave is taken do you inform 

your HOD? 
5. Do you complete the assigned job timely and 

accurately? 

2 PERCEPTIVITY AND SENSITIVITY –  
1. Are you sensitive to the needs of the student? 

        

3 ATTITUDE TOWARDS CO-WORKERS –  
1. Do you lend assistance to your co-workers 

voluntarily? 

        

4 ATTITUDE TOWARDS PUBLIC –  
1. Are you cooperative to the needs of the public 

(Parents, Business Associates, Vendors, Well-
wishers of the college)? 

        

5 METHOD OF EXPRESSION –  
1. Do you have ability and ease in expressing ideas, 

opinions and information clearly and accurately, 
both orally and in writing? 

        

6 EXTRA DUTY –  
1. Do you carry extra duty (other than academics) 

assigned to you in a responsible manner. 

        

7 HOD’s REMARKS 

 
 

 

 

 

Have you updated registers,models and charts? 

 
Suggestions to improve your department/lab/library/office 

 
Employee Signature: ________________________ 

 
Date                            : ________________________                                                   HOD  
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Student Feedback (Maximum Score – 10) 

SL. NO. PARAMETERS 

MARKS 

SCORE 

5 3 2 0 

1 Subject Knowledge Excellent Good Satisfactory Poor 
 

2 Always Ready to Help Excellent Good Satisfactory Poor 
 

3 Clarity in explaining in the lab Excellent Good Satisfactory Poor 
 

4 Punctuality in the Lab Excellent Good Satisfactory Poor 
 

5 Overall effectiveness Excellent Good Satisfactory Poor 
 

The average of the score in the last column from all the students will be taken as the score for the 
purpose of API. If a staff is appraised by different semester students / batches, the average will be 
taken into account for API 

 

 

Comments for review committee. 
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3. Faculty Feedback Form -Template 
 

 
2016-2017(Odd and Even Semester) 

  

Marks 
 

  Parameters 
    

Score 

1 Knowledge of the subject Excellent Good Satisfactory Poor  

2 Preparedness of the teacher to take the class Excellent Good Satisfactory Poor  

3 Clarity in explaining the subject Excellent Good Satisfactory Poor 
 

4 Communicative skill in English Excellent Good Satisfactory Poor 
 

5 Whether the teacher gives adequate notes Yes Average Insufficient Nil  

6 
Does the teacher give enough assignments with 
timely feedback 

Yes Average Insufficient Nil 
 

7 Speed of presentation of the topics in the class 
Just 
right 

Too 
fast  

Too slow 
 

 

8 
Does the teacher encourage raising questions in the 
class 

Always  - Sometime No 
 

9 
Is the teacher available for clarification and 
problem solving outside the classroom? 

Always  - Sometime No 
 

10 Punctuality of the teacher Yes 
 

-  No  

11 Overall effectiveness of teaching Excellent Good Satisfactory Poor  

12 Whether any books recommended for reference. Yes -- - No  
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2017-2018 (Odd and Even Semester) 

  

Marks 
 

  Parameters 
   

Score 

1 
Clearly explains the objectives of the course and follows 
the s systematically. 

Strongly 
agree 

Somewhat 
Agree 

Disagree  

2 
Have adequate and updated knowledge in the subject. Strongly 

agree 
Somewhat 
Agree 

Disagree  

3 
Communicates very clearly and leaves no ambiguity. Strongly 

agree 
Somewhat 
Agree 

Disagree  

4 
Is enthusiastic and able to get best attention of the 
students. 

Strongly 
agree 

Somewhat 
Agree 

Disagree  

5 
Has reasonably good command in the language and the 
flow of presentation is attractive. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

6 
Presents the ideas in an interesting manner and 
stimulates in 
the subject. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

7 
Sessions are well planned with opportunity to ask 
questions a 
managed efficiently. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

8 
Utilizes educational resources effectively (blackboard, 
videos, etc) and uses appropriate instructional materials 
to facilitate understanding of class. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

9 
Is regular in taking classes and completes syllabus in 
time. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

10 
Shows concern for the development of the students and 
keep 
friendly and healthy relationship with students. 

Strongly 
agree 

Somewhat 
Agree 

Disagree 

 

11 
Able to maintain proper discipline in the class. Strongly 

agree 
Somewhat 

Agree 
Disagree 
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4. Technical Staff Feedback Form– Template 

 

 
 

VISWAJYOTHI COLLEGE OF ENGINEERING AND TECHNOLOGY, 

VAZHAKULAM 

FEEDBACK OF NON-TEACHING STAFF 
 

Staff Code: 
 

1. Is he/she friendly with students? 

A-Yes  B-Keep a Distance C-Not at all 

 

2. Does he/she possess sufficient knowledge on the experiment? 

A-Yes  B-Just Sufficient C-Nil 

 

3. Does he/she help students in learning experiments?  

A-Yes  B-Criticize  C-Not bothered 

 

4. Does he/she encourage questions? 

 

A-Yes  B-Sometimes  C-No 

 

5. Does he/she maintain the laboratory properly? 

A-Yes  B-Don’t know  C-No 

 

6. Is he/she available in the lab while doing the experiment? 

A-Yes  B-In the seat  C-No 
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5. Faculty Diary - Sample 
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6. Technical Staff Diary - Sample 
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7. Class Committee Meeting – Notice, Minute (Sample)
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8. Course Committee Meeting – Notice, Minute (Sample) 

 

 



 
 

  
Page    44 

 
  

 

 

 

 

 

 



 
 

  
Page    45 

 
  

 


