POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)

PERFORMANCE APPRAISAL FORMAT FOR TEACHING FACULTY
(Session 2019-20)

Name: Designation:
Department: Institute :
Self-Appraisal to be done by Faculty Member
Subjects Taught Type EUF till Midterm Result in
(Code) (L/T/P) Last Teaching Day %age

Number of papers published in National / International Journals (P1. Attach full paper)
Number of papers published in Seminars / Conferences (P1. Attach full paper)
Number of seminar/ conference/ workshop attended (P1. Attach proof)
Number of patents applied (P1. Attach proof)
Please tick the appropriate & attach proof for areas mentioned in row-2 (as applicable)
Worked in Admission Cell |:| Used Smart Techniques for Teaching |:| Used PPT in Teaching |:|
SPL’s taken outside PU |:| Research/ Project Guidance |:| Attended any other training (outside PG) |:|

What do you consider to be your most significant contributions and important achievements for session 2019-20?

What do you consider to be your most important aims & tasks for session 2019-20?

Teaching Related:

Higher Education / Research:

Extra & Co-Curricular:

Team Working & Leadership:

Signature of Faculty with date



POORNIMA

(Session 2019-20)

Assessment by reporting officer (HOD) & Overall Quality marks for:

(Please rate out of 10, 10 for excellent & 1 for Poor)

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)
PERFORMANCE APPRAISAL FORMAT FOR TEACHING FACULTY

Heads

Marks

Use of Library / Books / Reference Material for teaching

Teaching load and regularity in taking class

Knowledge in the sphere of work

Communication skills (Oral and written)

Ability to inspire and motivate students

Midterm / University Results

Interpersonal relations and team work in department

Integrity and Trustworthiness

Innovations / experiments introduced in the subjects taught

Overall Feedback / Usefulness (by HOD)

General Comments reporting officer (HOD) for Teaching Faculty

(comments are compulsory for faculty getting excellent (10 or 9) or poor (1 or 2) remarks)

Overall Assessment by Reviewing Officer (Range: 10 - 1, 10 being the highest)
1. Tagree/Idonotagree with assessment of Reporting Officer

2. Reason for disagreement (if applicable) & overall assessment

Signature of HOD

L]

Signature of Reviewing Officer

PS: Proper performance feedback can improve the employee's future performance. It also gives him satisfaction and motivation. Past

appraisals, together with other background data, will enable management to properly assess persons for promotion.



POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)

PERFORMANCE APPRAISAL FORMAT FOR OFFICER/ADMINISTRATIVE STAFF
(Session 2019-20)

Name: Designation:
Department: Institute :
Self-Appraisal to be done by Officer / Admin Staff
S. Details of your scope of work, responsibilities being Approx Engagement Use of computers
No. carried out and significant contributions in hrs / week (Full / Partial / NIL)
1.
2.
3.
4.
5.
6.
Signature of Officer / Administrative Staff with date
Assessment by Reporting Officer (Tick in the most appropriate box)
Factors A (10-9) B (8-7-6) C (5-4-3) D (2-1)
Extraordinarily Quite able to Normally under stands Proficiency &
proficient & handle new & a new situation after resourcefulness
resourceful & difficult matters proper explanations & | & understands only
Intelligence understands new handles it if given all general matters
& difficult matters directions
Exemplary Observes the Tries to follow the Indifferent to
conduct code of conduct general code of general code of
Discipline conduct conduct.
Very conscientious & Conscientious & Carries out his Often fails to perform
- dependable in the steady worker. responsibility in a his/her duty shirks
Responsibility & . . 2
ol performance of his/her | Has a good record of routine manner responsibility
Dependability . -
Lol job. Always ready to dependability
Conscientiousness

towards duty

take responsibility

L]

[

[

[

Interest in the Assignment
Interest & the capacity to see

that the work is done

Has initiative &
takes keen interest

L

Takes adequate
interest

L

Does his / her
work in a routine way

L

Indifferent in
the discharge of
his / her duties

L

Work Load

Consistently exceeds
requirements

L]

Frequently exceeds
requirements

L]

Meets
requirements

[

Consistently below
requirements

L]




POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)

PERFORMANCE APPRAISAL FORMAT FOR OFFICER/ADMINISTRATIVE STAFF

(Session 2019-20)

Assessment by Reporting Officer (Tick in the most appropriate box)

Factors A (10-9) B (8-7-6) C (5-4-3) D (2-1)
. . Very neat & meticulous| Keeps registers & Tries to maintain Does not maintain
Maintenance of Registers . . . . .
& Records in the maintenance of records clean & registers & records in | registers & records
Ability in maintaining registers & records up to-date a routine manner properly
register & records keeping D D D D
Fully adopted to Mostly adopted Partial adoption of Not at all adopted
. the system to the system the system, scope to the system
Adoption of of improvement

Punctuality & Promptness
Exactness in keeping tune
in attending office, keeping
appointments, discharge of official

duties & observance of time [:] [:] [:] [:]
as per policies; standing orders

Exceptionally Always punctual Usually punctual Not punctual &
punctual & prompt & prompt & prompt prompt

Has an unusually & Knows his / her Possess just adequate Knowledge is
thorough mastery of job thoroughly knowledge required inadequate.
Job Knowledge the field of work. for the job Has not yet gained
Technical & general Strives to expand competence
knowledge about the his / her frontier
job he / she is doing of knowledge
. . Very precise in notin Precise in notin Ordinary at noting & Poor in notin,
Noting, Drafting & ?L, I()lrafting. Very ¢ & drafting. Goo%l draftinrg. The dragfts & drafting. ¢
- Correspondence prompt & accurate at at correspondence. need editing. Tries to | Careless in handling
Ability to prepare notes, drafts correspondence. His / her drafts handle correspondence Correspondence
& haf‘dle correspondence with His / her drafts seldom require in time if properly
special reference toAccuracy,' need no editing editing supervised
Thoroughness, Power of analysis
& Power of expression D D D D
Overall Assessment by Reporting Officer (Range: 10 - 1, 10 being the highest) :]

Compulsory comments by reporting officer for Officer / Admin Staff for getting Excellent (10-9) & Poor (2-1)

Signature of Reporting Officer
Overall Assessment by Reviewing Officer (Range: 10 - 1, 10 being the highest) [:]
1. Tagree/Idonotagree with assessment of Reporting Officer

2. Reason for disagreement (if applicable) & overall assessment, Recommended steps for improvement for Officer / Admin Staff

Signature of Reviewing Officer



POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)

PERFORMANCE APPRAISAL FORMAT FOR TEACHING FACULTY
(Session 2019-20)

Name: Designation:

Department: Institute :

Self-Appraisal to be done by Technical Assistant

Lab Code Up to date Lab stock register available? %age of equipments in working condition
(Yes / No) (100% /80 % /60% 40% or 20%)
Number of Trainings / Short Course attended in session 2019-20 (P1. Attach full paper)
Any Additional qualification acquired? (P1. Attach proof)

What do you consider to be your most significant contribution & important achievements of Session 2019-20?

What do you consider to be your most important aims and tasks in Session 2019-20?

Teaching:

Others:

Signature of Technical Assistant with date



POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)

PERFORMANCE APPRAISAL FORMAT FOR TEACHING FACULTY
(Session 2019-20)

Assessment by Reporting Officer (RO) & Overall Quality marks by RO for:
(Please rate out of 10, 10 for excellent & 1 for Poor)

Heads Marks

Professional Knowledge and ability

Knowledge of rules, regulations and procedures

Quality of Stock Registers, Lab Records & Cleanliness of Labs

Conduct and behaviour

Communication skills (Oral and written)

Co-operation, Interpersonal relations and team work in department

Work output

Integrity and Trustworthiness

Innovations / experiments introduced in the subjects taught

Overall Feedback / Usefulness (by Reporting Officer)

General Comments reporting officer for Technical Assistant

(Comments are compulsory for TA getting excellent (10 or 9) or poor (1 or 2) remarks)

Signature of Reporting Officer (Dy. HOD)

Overall Assessment by Reviewing Officer (Range: 10 - 1, 10 being the highest) C]

1. Tagree/Idonotagree with assessment of Reporting Officer

2. Reason for disagreement (if applicable) & overall assessment

Signature of Reviewing Officer

PS: Proper performance feedback can improve the employee's future performance. It also gives him satisfaction and motivation. Past
appraisals, together with other background data, will enable management to properly assess persons for promotion.



POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)
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POORNIMA

UNIVERSITY

(Estd. by Rajasthan State Legislature vide Act No. 16/2012 & Recognized under Section 22 (1) of UGC Act 1956)
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Raifén ifSraerd g1 w93 g (Range: 10 - 1, 10 being the highest) :]
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Excellent (10-9) & Poor (2-1)

Rafé siftramd & gwamer
MBI B Te §R1 99 i (Range: 10 - 1, 10 being the highest) C]
1. Hgaaa ¥ aend g/ H RafEn st @ s @ weaa el g
2. IrEdfd (I ] @) Td 99 [oidd & forg SR : e | aReus W @ forg guR @ forg srgeifia wew

e ISP b AR



