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POLICY DOCUMENT FOR PERFORMANCE APPRAISAL

The performance appraisal is a method to evaluate the skills, contributions and
potential of every teaching and non teaching staff. KMCT has adopted a 360 degree appraisal
system. The faculty will be appraised by self, HOD, peers students and the Principal. The
faculty's performance is evaluated at the end the end of a specified period by evaluating the
person's achicvements in that year, in the areas of teaching and learning, institutional
responsibilitics, contribution towards research and other activitics.

The appraisal system may be used to decide on promotions, annual increments,
confirmation of job for faculty on probation, conferring awards and entrusting other

responsibilities.

The objectives of the appraisal system

I- To let the faculty be aware of his/her performance for a calendar year
2- To let the faculty develop a strategic plan to attain goals for the next year.
3- For the management to know areas of strengths in order to assign specific responsibilities

Each faculty is to submit the self appraisal form by the 30th of January to their
respective HODS with the supporting documents. The appraisal form includes the details of
teaching activity, professional skills, contribution to the institution, research activity,
professionalism, innovation, up gradation of knowledge etc. Details of research articles
published, awards or recognition received are to be included along with the appraisal. The

overall score is to be filled in by the faculty and submitted to the HOD.

The HOD then reviews the appraisal and also assigns a score for each faculty based
on his/her opinion about job skills, knowledge, professionalism, leadership quality etc.

This is then forwarded to the Principal along with the peer and student feedback forms

with confidentiality for final review and score. Depending on the overall score and
performance each faculty is categorized into outstanding performers, very competent,

satisfactory or those who need improvement.

The final assessment score is revealed to the faculty so that they may assess the
feedback, areas of weakness and develop suitable strategies for the next year.

The scores may be used for job confirmation, promotions, increments, awards

andfinancial support.

The appraisal system will be an ongoing process in order to create a feedback system with' ¢, '

constant communication. The review system will help to set goals for the subscquent )cdrs

plan the overall professional growth of the individual and thereby institution, \' \/" ”T/ -
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The Performance appraisal System in KMCT College of mxsing is desizmed ©
recognize the contribution of each employee and to recognize the employes’s srenzth
weakness, potentiality and skills and help them to improve their performance in the 2reas of
weakness. College has stzple criterizs to evaluate the emplovess znd consider these scores for
promotion and increment process. College follows 2 performance zppraisel sysem. The
college considers multilevel evaluation and znalysis. The appraisal s dooe for each academic
year with qualitative and quantitative assessment and goals are planned from the beginnine of
the academic year. The evaluation is done 2t the middle of the academic vear and the
attainment of the goals is evaluated at the end of academic year. In order 1o streamiine the
annual appraisal process of faculty members. the College has zn online 2ssessment troesh
"campus medicine” the academic software from the vear 202]-22 Categorizetion of the
employees will be done according to appraisal system and training will be given to those who
are scoring below average
PERFORMANCE APPRAISAL FOR STAFF.

e The institution has the system of Self-appraisal of facuhy, peer
evaluation, appraisal by HOI, appraisal by HOD , and comprehensive
evaluation by students.

e Institution uses these evaluations to score faculty in performance

appraisal and for corrective measures
There are annual increments for every staff based on performance

appraisal and special increments for outstanding performances.
Faculty increment is based on student, peer, HOI and HOD evaluation based on
prescribed criteria specified. This contribute their 360 degree evaluation.

Performance Appraisal of teaching staff depends projects and number and quality of
publication, code of conduct and interpersonal relationship etc

Evaluation parameters:

Teaching - 20%

Mentoring ability -15%

Research Project & Publication - 15%
Assigned duties other than Teaching - 15%
Annual Confidential Report (Evaluation report of Principal, HODs, Collegues) 15%
Feedback (student, parents & other stake holders) -10%
Disciplinary measures 5 %

Self-appraisal 5%
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PERTORMANCE APPRASIAL FTOICTEACHING STAFH

CRUETE A

Potlow istitution’s rules & regulations &
procedures

Algned 1o and work in Hine with the vision, mission
nnd core values of the institution

Remuins honest, polite and gentle in any situation
Ghives good impression on patients and students
Communictes precisely and professionally

Has pood work ethics and leaderhip qualities
Helps collenpues whenever needed

Has skill and competencies to do the job effectively
linten 1o collenpues & accepts their ideas ’ N
Follow timelines rigorously and does the tasks
thoroughly

MAKRKS

i ——

Fakes responsibility for his/her own actions

Takes ownership of tasks & leads everyone

Learn new skills, attends trainings & updates to
grow as o professional

Shows respect towards students and encourages
class participation

Discipline

Work load and rcyulunty in taking class

Knowledge in the sphcrc of work

Ability to inspire and motivate students

Interpersonal relations and team work in department
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PERFORMANCE APPRAISAL FORM FOR NON -TECHING STAFF

F()ll TIIE YEAI{ lllll .I'TO AEXEXNEEEL]

PART A

10} Name of the non teaching staff

1

[am—y

Designation

12| Date of Birth/Gender

13| Date of appointment

14| Educational quailfications /Additional qualifications

15| Contribution to extracurricular & co curricular Arts

activities Sports

Accreditation process
Green initiative
Campus

NSS

Mentorship

PARTB

Kindly provide your Assessment on the 5 point scale in respect of the following parameters

Outstanding 5
Very Good 4
Good 3
Satisfactory 2
Unsatisfactory 1

Please indicate your evaluation on each parameter by putting in the appropriate number in the
column opposite the Parameter in case the rating is unsatisfactory, please give reasons thereof

o

separately
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PERFORMANCE APPRASIAL FOR NON TEACHING STAFF

CRITERIA MARKS

21. | Follow institution’s rules & regulations &
procedures

22. | Aligned to and work in line with the vision, mission
and core values of the institution

23. | Remains honest, polite and gentle in any situation

24. | communicates precisely and professionally

25. | Has good work ethics and leadership qualities

26. | Helps colleagues whenever needed

27. | Has skill and competencies to do the job effectively

28. | listen to colleagues & accepts their ideas

29. | Follow timelines rigorously and does the tasks
thoroughly

30. | Takes responsibility for his/her own actions

31. | Takes ownership of tasks & leads everyone

32. | Learn new skills, attends trainings & updates to
grow as a professional

33. | Discipline

34. | Knowledge in the sphere of work

35. | Interpersonal relations and team work in department

36. | Maintenance of Files/Records

37. | Ability to organize work and carry it out

38. | Accuracy & Speed of work

39. | Completion of work on schedule

40. | Responsibility towards your tasks/ areas of
management assigned to staff

—————————————————— ——
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STUDENTS FEEDBACK FORM

NAME OF STUDENT :

NAME OF TEACHER

DEPARTMENT

Please comment on the performance of employee for each item listed

4 - Outstanding 3 - Verycompetent

2 - Satisfactory 1 - Needsimprovement
PARAMETERS POINTS

1.Punctuality

2.Method of teaching

3.Language /Communication Skills

4.Coverage of Topics

5.Approachability

6.Discipline enforcement

7.Mentoring

8.Neat and presentable

9.Total score

Scoring
>50 outstanding

20-34 satisfactory

35-50 very competent D{ a}.y’/{,u \

<20 needs improvement
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HOI APPRAISAL FORM

Please comment on the performance of employee for each item listed

4 -

Outstanding

3 - Verycompetent
2 - Satisfactory 1 - Needsimprovement
SL | DOMAIN | APPRAISAL FEEDBACK -
NO ; A . ;e
1. | Job knowledge
2. | Professional skills
3. | Quality of work
4. | Productivity
5. | Punctuality and regularity
6. | Dependability
7. | Integrity
8. | Initiative and creativity
9. | Interest in general welfare of
students
10.| Adherence to institutional policy
11.| Leadership quality
12.| Team work
13.| Overall score B
Scoring ¥

>50 outstanding

20-34 satisfactory

35-50 very competent

<20 needs improvement
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PEER APPRAISAL FORM
NAME OF FACULTY :
NAME OF REVIEWER:
Please comment on the performance of employee for each item listed
4 - Outstanding, 3 - Verycompetent, 2 - Satisfactory ,1-Needs improvement
SL DOMAIN APPRAISAL FEEDBACK
NO

1. | Job knowledge

2. | Professional skills

3. | Quality of work

4. | Productivity

5. | Punctuality and regularity

6. | Dependability

7. | Integrity

8. | Initiative and creativity

9. | Interest in general welfare of
students

10, Interpersonal skills

11| Leadership quality

12.| Team work

13.| Overall score

Scoring
B
' IR TS
>50 outstanding 35-50 very competent LQ_&SL’)F C
20-34 satisfactory <20 needs improvement
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SELF APPRAISAL FORM

(PROVIDE SUPPORTING DOCUMENTS WHEREVER NECESSARY)

NAME

DESIGNATION

DEPARTMENT

TOTAL YEARS OF EXPERIENCE

YEARS OF EXPERIENCE IN THE CURRENT POSITION :

DATE OF SUBMISSION

RATING SCALE

4 - Outstanding, 3 - Verycompetent, 2 - Satisfactory ,1-Needs improvement

CATEGORY SELF
RATING

1.Technical skills related to your specific job

2.Techical knowledge(up gradation of knowledge)

3.Productivity (on time,quality)

4. Research/paper publications

5.Interpersonal skills(interpersonal skills,ability to get along with co
worker)

6.communication skills

7.innovation /creativity

8.Collaboration/team work

9.mentoring skills

10.service to institution(coordinator,committee member)

11.Leadership skills

12.Professionalism (Punctuality,attendance,conduct,responsiveness)

Scoring
>50 outstanding 35-50 very competent

20-34 satisfactory <20 needs improvement
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HOD APPRAISAL FORM

Please comment on the performance of employee for each item listed

4 - Outstanding 3 - Very competent
2 - Satisfactory 1 - Needsimprovement
SL DOMAIN APPRAISAL FEEDBACK
NO

1. | Job knowledge

2. | Professional skills

3. | Quality of work

4. | Productivity

5. | Punctuality and regularity

6. | Dependability

7. | Integrity

8. | Initiative and creativity

9. | Interest in general welfare of
students

10.| Adherence to institutional policy

11.| Leadership quality

12.| Team work

13.| Overall score

Scoring
>50 outstanding 35-50 very competent
20-34 satisfactory <20 needs improvement <
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FINAL APPRAISAL ASSESSMENT

Name of the faculty :
Designation
Department

Date

Total score of faculty after all feedbacks
>200 Outstanding

150-200 Very competent

100-149 Satisfactory

<100 Needs improvement

N

7 \\N JO ‘)é,
SIRN

g = (o)

‘ » ’, - Y
\I_) \
/ |
Yy |

4

i
B »
{ -
OWH /S
P—

KMCT Medical College Campus,Manassery,Mukkom,Kozhikode-673602,Kerala
Phone:+91 495 2293040, Fax:+91 495 2295040
Email:nursing@kmet.edu.inWebsite: htips://www.kmetnursingcollege.org/




KMCT

“aiv” | COLLEGE OF NURSING

Recognized by Indian Nursing Councll & Kerala Nurses and
Midwives Council & affiliated to Kerala Unlversity of Health Sciences

Feedback (Students to Faculty)

F GROUT OF INSTITUTIONS ol Mon-Taaching-DASHBOARL
WELCOME NURSESUPERADMI

Homwe Mansge Access Profile Mansge Users Tirs Anendsnce Mansgemest st & SMS Exam Maragerwat Reports  AhsminiMansgemend

Coliage Mavra * LM0T Celege o hursn - Feedbezh Toce *  Student lo Faculty bl
Fiom Date ¥ 10ORIANY To Date * HVMINED
Cwonrtmert * FON 1 v Facuty Na=a * Mrz Cona Prince -

No of user feedback given betwean Aug - 2022 To Apr - 2023 : 29

Coliege Hame : KMCT College of Mursing Faculty Hame : Hrs. Dona Prince
Departmert : FOR 1 Designation ; Asmistant Professor
S1 Mo. 'Feedback Description Excellent | VeryGood Good Fair ' Poor
1 |Bate e purctuaity of faculy in baking the dais 51.7 ) 14
S o dlssincin L it e S A S, N ! - e —_—
2 Hew macn of [re 5y labus was cverd I e cats 1 45.3 . ER
3 | Mow wall 03 ru tercers prapens for the clanies | 448 414 10| 34
4+ Hon mal ware the teaite 80 T3 cOmTLRCAtE £52 Jas 14 34
3 | The terches arproach to teaching can Dast Do Cescribed a3 51.7 34 5| 19 J: 3.4
3 Trhe Purt-aton of tNe CCRIEP T rTUZN w2 zies and aopi CATONI. 51.7 379 59 1+
| Tescnarz arw abie idertly your TTAnGths & encouTege YoU Win providing I | |
7 right b af ehafenges 48.3 5| 138 3.4 0.0|
. Tentnary are able to ident by your nEAbre3541 873 held yDu D Svarcome 517 +ile o - 6.0
| How will you reta the use ICT tSo's swch as LCD profectsr, Mutimedie, ste. | |
] | whas tascning Y 53.6 .0 I.D-IJ 2.0 0-5:
[ ik -
19 | Cows *acutty prowide IMIortent QUections and Answer ki far Ine trpic 5.7 145 w3l as 14
|covemed | |
Tescners encoursge You o pik doults and provice any clanfication for the ]
i1 lcn.ﬁl iy 55.2 :‘7.‘1 17.2 -B-] O.OJ
. | Does the fecuTy IILSITELe the CONCES?E of the 19OC Covered through |
2 | axampies and eppiicat chs” 5.2 .lis. 69 34 o9
Facuity provide Important key nates for The tepls covered for improving your n [ 1
i3 ll’mm In wamm 1 are 13 2.0 c.al
A Opimon #2cut the facu ty, ary suggesions to improve higher
14 ilm""‘ic £ on this 2.0 0.2 IDQ.DL 2.0 €2

TR o1 # ¥ e | Fud oz Wl = o5

Feecbach From Student 1o Faculty - Mrs Dona Pance (Total Responses 29y (8162022
17 09 60 Al Te £2077022 12 00 00 ALY,

N Exteient
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