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6.3.1. The institution has effective welfare measures and Performance  

Appraisal System for teaching and non-teaching staff 

INDEX 

Sr. No Contents Page Number 

             1. Sample of Casual leave 3 

            2. Sample of Medical leave 4 

            3. Sample of Duty leave 5 

4. Sample of Compensatory off (Non teaching staff) 6 

5. Sample of  Provident fund 7 

6. Sample of Credit Society 8 

7. Sample of  Insurance 9 

8. Sample  of Service book, Increment  12 

9. Sample for Extracurricular activities- DIVA award 14 

10. Summary of Teaching Staff promotion 15 

11. Summary of Non Teaching Staff promotion 16 

12. Sample format for Teaching PBAS 18 

13. Sample format for Non Teaching PBAS 29 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



AISSMS COP /NAAC 2nd CYCLE/SSR/CRITERIA 6 3 
 

Sample for Casual leave 
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Sample for Medical Leave 
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Sample format for Duty leave  
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Sample format for Compensatory off 
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Sample for Provident fund 
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Sample for Credit society 
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Sample for Insurance 
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Sample for Service book, Increment 
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Sample for Extracurricular activities 

DIVA Award 

 

 

Winner of DIVA award 2020-21 
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Summary of Teaching Staff Promotion 
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Summary of Non teaching Staff Promotion 
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Sample format for Teaching Performance Appraisal System 

  All India Shri Shivaji Memorial Society’s 

College of Pharmacy 

PBAS Proforma   

(Year) Semester  

Internal Quality Assurance Cell (IQAC) 

 

PART A : GENERAL INFORMATION AND ACADEMIC BACKGROUND 

1. Name (in Block Letters): - 

2. Father's Name / Mother's Name: -  

3. Department: -Pharmaceutical Chemistry 
4. Current Designation & Grade Pay: - 

5. Date of last Promotion: - 

6. Address for correspondence (with Pin code): Permanent Address (with Pin code): Telephone No: 
-  
 Email: - 

7. Whether acquired any degree or academic qualification during the year- 

8. Academic college Orientation / refresher Course attended during year -  
 

Name of the Course/  Place       Duration       Sponsoring Agency 

Summer School 

 

 

 

 

 

 

 

 

PART B : ACADEMIC PERFORMANCE INDICATORS  
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(Please see detailed instructions of this PBAS proforma before filling out this section) 

CATEGORY: I. TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES 

(i) Lectures, Seminars, Tutorials, Practicals, Contact Hours  (max score : 30) 

Sr. 

No. 

Course / 

Paper 

Level Mode of 

Teaching* 

Hours per 

week allotted 

No of 

weeks/Instruc

tional days 

No of classes 

conducted  

% of classes 

taken as per 

documented 

record 

Score 

       Average  

 

* Lecture (L), Seminar (S), Tutorial (T), Practical (P), Contact Hours (C) 

  API Score 

  Faculty HOD Principal 

(a) Classes Taken  (for 100% performance & proportionate score) up to 

80% performance, below which no score may be given  (Max Score 
=30) 

   

(b) Teaching Load in excess of AICTE norm (max score : 5)    

 Total 30   

 

 (ii) Reading /Instructional material consulted and additional knowledge resources  

      provided to students    (max. score :20) 

Sr. No. Course / Paper Details Additional 

Resource provided 

API Score 

Faculty HOD Principal 

API score based on Preparation and imparting of 

knowledge / instruction as per curriculum & syllabus 

enrichment by providing additional resources to Students 
(max. score :20) 

    

    

(iii) a) Use of Participatory and Innovative Teaching-Learning Methodologies, Updating  

       of Subject Content, Course Improvement etc.   (Max : 10) 

Sr. No. Short Description API Score 

Faculty HOD Principal 

1 Use of ICT, PowerPoint presentations    

2. Innovative teaching learning method 

 

   

3 Seminars     

 Total Score (Max : 10)    



AISSMS COP /NAAC 2nd CYCLE/SSR/CRITERIA 6 20 
 

      

b) E learning, based on NPTEL, MOOCS, Swayam, Video lectures (Max : 10)  

  c) Students Feedback (Max score: 10) 

         

Sr. 

No. 

Subject Class 

Score API Score 

End Sem Faculty HOD Principal 

Average score (Max : 10)                                  

 

      d) Result Analysis (Max score: 20) 

Sr. 

No 

Year & 

Sem (I/II) 
Subject Class % Result 

API Score 

Faculty HOD Principal 

Average score (Max : 20)                                  

 

 

(iv)  Examination Duties Assigned and Performed  (Max 10) 

Sr. No. Type of Examination Duties Duties Assigned Extent to 

which 

carried 

out (%) 

API Score 

Faculty HOD Principal 

01 University Examination  100    

02 College Examination  100    

 Total Score (Max :10)      

(v) Project (Max score: 10) 

SN Project  
API Score 

Faculty HOD Principal 

1 Industrial collaboration/ Sponsorship (Max marks 5)    

2 Project apart from curriculum  (Max marks 5) 
   

3 External funding (Max marks 5) 
   

4 Award ( Max 5 marks)     

5 
Project outcome in terms of Students participation in event / 

Students publication. ( Max 5 marks) 

   

 Total Score (Max :10) 
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CATEGORY: II. CO-CURRICULAR, EXTENSION, PROFESSIONAL DEVELOPMENT  

     RELATED ACTIVITIES  

Please mention your contribution to any of the following:  (Max : 50)  

Sr. 

No. 

Type of Activity Average Hrs/week API Score 

   Faculty HOD Principal 

(i) Extension, Co-curricular & field based 

Activities   (Max : 10) 

    

 Total (Max score:10)     

(ii) Contribution to Corporate Life and 

Management of the Institution (Max : 20) 

Yearly / Semester 

wise responsibilities 

   

 Total (Max score:20)     

(iii) Professional Development Activities  (Max : 
10) 

    

(iv) Other Relevant Information (Max : 10)     

 Total Score (i + ii + iii+iv) (Max : 30)     

(v)  Official Conduct (Max : 20)     

 1.Self-motivation     

 2. Punctuality     

 3. Target based work     

 4. Effectiveness     

 5.Obedience     

 Total       

 Total Score (i + ii + iii+iv+v) (Max : 50)     

 

CATEGORY: III. RESEARCH, PUBLICATIONS AND ACADEMIC CONTRIBUTIONS 

A) Published Papers in Journals- 

B) (i)  Articles / Chapters published in Books:  

     ii) Full Papers in Conference Proceedings : 

   iii) Books Published as single author or as editor:  

III C) Ongoing and Completed Research Projects and Consultancies  

(C) (i & ii) Ongoing Projects / Consultancies :  

(c) (iii & iv) Completed Projects / Consultancies:  

(D) Research Guidance:  

(E) (i) Training Courses, Teaching-Learning-Evaluation Technology Programmes, Faculty Development 

Programmes  

a) Attended: 
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b) Organized: 

c) QIP Grants (Received):  

d) QIP Grants (Applied): 

e) Industrial/Professional exposure (Max score: 10) : 

(E) (ii) Papers presented in Conferences, Seminars, Workshops, Symposia  

(E) (iii) Invited Lectures and Chairmanships at national or international conference/seminar etc.        

IV.  SUMMARY OF API SCORES FOR ASSESSMENT PERIOD (AY)  

 

SN Criteria Max Score 
Total - API Score 

Faculty HOD Principal 

I 
Teaching, Learning and Evaluation related 
activities 

125    

II 
Co-curricular, Extension, Professional 

development 
50    

III Research and Academic Contribution 
No Upper 

Limit 
   

Total score     

LIST OF ENCLOSURES:  

 

I certify that the information provided is correct as per records available with the university and / or documents 
enclosed along with the duly filled PBAS proforma. 

 

 

                            Signature of the faculty with 

        Designation, Place & Date   

 

 

 

Signature of HOD      Signature of Principal  
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Instructions for Filling up Category –I, II & III of the PBAS Proforma 
 

NOTE: Claim of points to be made only in one place for each activity. 

 

Category I: Teaching, Learning and Evaluation Related Activities 

Maximum Scores Allocated: 125 

 

 Nature of Activity Max. 

Score 

(i) 
 
(a) 

 

Lectures, seminars, tutorials, practical, contact classes should be based on verifiable records. 
No score should be assigned if a teacher has taken less than 80% of the assigned classes.   
Score will be 30 if teacher has taken 100 % assigned classes to particular subject as specified by University.  

If a teacher has taken classes less than the allotted hours but above 80% limit of total, then 2 points will be deducted  
from 30 for each less hour of classes. 

                            Maximum score of 30 if there is 100% performance 

 

 

30 

 

(b) If a teacher has taken classes exceeding  AICTE norms, then One  point to be assigned for each extra hour of classes. 5 

(ii) Imparting of knowledge/instruction as per curriculum with the prescribed material (Text book/Manual etc.), 
syllabus enrichment by providing additional resources to students.   
(2 points each , max up to 10 ) 

Item  Detail Max Score 

Course file 

Quality of notes 

Reference books 

Research papers 

Question bank 

Model answers 

2 

2 

2 

2 

2 
 

10 
 
 
 

 
 
 
 
 
 

 

 

 

 

 

 

20 

Expert lecture of related subject  (5 Points)  (One coordinator per division/subject) 5 

Industrial Visit (5 Point)  (Coordinators of visit 5 points, others faculties accompanied during visit will get 2 
points each)   

5 

    

(iii)a Use of participatory and innovative teaching-learning methodologies; updating of subject content, course improvement 

etc. 

 Participatory & Innovative T/L Process with material for problem based learning, case studies, Group 
discussions etc. 
a) Interactive Courses : 5 points/each 
b) Participatory Learning modules : 5 points/each 
c) Case Studies : 5 points/each 

5  

 

 

 

 

10 
  Use of ICT in T/L process with computer-aided methods like power-point/Multimedia/ Simulation/Software 

etc., 

(Use of anyone of these in addition to Chalk & Board : 5 points per course taught) 

5 

 Developing and imparting Remedial/Bridge Courses (each activity : 5 points/ set of material/course) 5 

 Developing and imparting soft skills/communications skills/personality development course/ modules (each 
activity 5 points) 

5 

(iii)b E learning , based on NPTEL/ MOOCS/ Swayam / other similar online recognized tools 
Teaching learning , Video lectures, assignment based on E learning (5 points for each activity)  

10 

(iii)c Students Feedback (Max score: 10) 
Score will be linearly proportional to feedback. 
Average score of mid-term and end-term feedback will be considered per semester. 
  

10 

(iii)d Result Analysis (Max score: 20) 
No score should be assigned if a subject result is below 50%.   
Score will be proportional to % of results, as score = [(result in %) * 2 ]/10  
 

If faculty is handling more than one subject, then average score of the subjects will be considered. 

20 
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(iv) Examination Related Work 
SN Indicators Type of duty Max. Score 

1 

University Examination work as per duties 

allotted 

 

Senior Supervisor 

10 

 

Junior Supervisor  

Evaluation of answer sheets 

Coordination 

Any other 

2 College Examination 

Coordinator 

5 
Question paper setting 

Evaluation of answer sheets 

Any other 
 

10 

(v) Project (Max score: 10) 
Industrial collaboration/ Sponsorship (Max marks 5) 5 

Project apart from curriculum  

(Max marks 5) 

5 

External funding (Max marks 5) 5 

Award ( Max 5 marks) 5 

Project outcome in terms of Students participation in 

event / Students publication. ( Max 5 marks) 

5 

 

Special case For HMCT 
No of students guided                                             1 mark per 2 students  (max marks 4) 

Evaluation of project by external examiner            6 marks ( average of students guided to a percentage score of 6) 

 

 

 

 

 

10 

 

 

 

 

 

 

Category II: Co-Curricular, Extension and Professional Development Related Activities. 

Maximum Scores Allocated:   50 
 

S.No. Nature of Activity Max. Score 

(i) Extension and Co-curricular , Extension and Professional Development Related Activities 

  

Field studies(1 mark for 2 hours)/educational tours/Any extra industrial visit not 

considered in category I - 5 marks to be given, industrial/ in-plant training (of 

minimum 8 hours or 1 day) and placement activity (1 mark per activity) 
5 

Social / cultural/ sports program 
5 points per activity  to main coordinator  
2 point per activity to sub-coordinators  

5 

Campus publications: Departmental level 
Institutional level 

2 
5 

 

 

 

 

 

10 

 

 
 

   

(ii) Contribution to Corporate Life and Management of the Institution  

  

Governance responsibilities at Institute level (IQAC, HOD, NBA,NAAC Institute 

coordinators, GFM, Institute level committee in charges, Class teacher) 
10 

Management responsibilities at Institute level 
(CDC, Institute level committee members) 

5 

Management responsibilities at Department level such as laboratory, students’ activities, library, 
services, etc. (2 marks per portfolio not covered above) 

2 

If faculty having more than one responsibilities then, score  will be awarded per responsibility but max up to 20 
score  

20 

   

(iii) Professional Development Related Activities  
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Students’ technical event 

Students’ Chapter 

{ 5 points per activity  to main coordinator  &  2 point per day to sub-coordinators  

Max score 10  } 

5 

5 

 

 

Membership in professional bodies 

International level 

National level 

a. State level 

 

5 

3 

2 

Participation in short term training courses in educational technology, curriculum 

development, examination reforms, institutional governance, etc 
2 

Membership/ participation in Committees on Education development 5 

Publication of articles in newspapers, magazines; radio talks, etc 2 
 

10 

   

(iv) OTHER RELEVANT INFORMATION 
SN Particular Allotted score 

1 
Awards received: International,  

 National 

10 / award 

 7 / award 

2 Official invitation as guest 5 / invitation 

3 Significant contribution 5 / contribution 

4 Any other credential* 5 / credential 

Max score 10 

*5 points each to be allotted for any extra efforts/activities not covered in all the above categories. The extra efforts/activities will 

be verified & approved by HOD/Principal                           

 

 

 

 

 

10 

   

 Total Score (i + ii + iii+iv) (Max : 30) 

 

 

 
 
(v) 

OFFICIAL CONDUCT 
SN Subject Max score 

1 
Self-motivation 

 List the activities or initiatives other than regular load/duties.  

4 

2 

Punctuality 

 Number of late marks – Office report. 

 Punctuality in lecture/practical – To be observed by HOD. 

 Timely completion and weekly checking of APR – To be observed by 

HOD. 

 Number of absentee without intimation and/or load adjustment – To be 

observed by HOD/GFM 

4 

3 

Target based work 

 List the tasks allotted to you.  

 Timely completion of allotted work – To be observed by HOD 

4 

4 
Effectiveness 

 Work done without errors& least follow-up – To be observed by HOD 

4 

5 
Obedience 

 To be observed by HOD and  Principal 

4 

Max score 20 
 

 

 

 

20 

 

 

 

 

 

Total Score (i + ii + iii+iv+v) (Max : 50) 

 

CATEGORY –III: RESEARCH AND ACADEMIC CONTRIBUTIONS 

Brief Explanation: Based on the teacher’s self-assessment, API Scores are proposed for research and academic contributions. 
The minimum API score required by teachers from this category is different for different levels of promotion and between 

university and colleges. The self-assessment score will be based on verifiable criteria and will be finalized by the 
screening/selection committee. 
 

S.N. APIs Engineering/Agriculture/ Veterinary Science/Sciences/Medical 

Sciences 

 Max. points  
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III(A) Research Papers 

(Published in 

Journals) 

Refereed Journals**   
As listed by UGC  

 15 / Publication 

Non-refereed but recognized and reputable journals and periodicals, 

having ISBN/ISSN numbers 

 10 / Publication 

III (B) (i) 
& (iii) 

Articles / Chapters 
published in Books 

Text or Reference Books Published by International Publishers with an 
established peer review system. 

 50/book; 10 /chapter 
in an edited book 

Subjects Books by National level publishers/State and Central Govt. 
Publications with ISBN/ISSN numbers 

 25/Book, and 5 / 
chapter in edited 
book 

Subject Books by Other local publishers with ISBN/ISSN numbers  15 /Book,  and 3 / 
chapter in edited 
book 

Chapters contributed to edited knowledge based volumes published by 
International Publisher 

 10 / Chapter 

Chapters in knowledge based Volumes by Indian/National level 
publishers with ISBN/ISSN numbers and with numbers of national and 
international directories 

 5 / Chapter 

III (B) (ii) Conference 
proceedings 

Conference proceedings as full papers, etc. (Abstracts not to be included)  10 / Publication 

III C Research Projects 

III C (i) Sponsored Projects    
carried out/ ongoing 

a) Major Projects amount mobilized with grants above 30.0 lakhs  20 / each Project 

b) Major Projects amount mobilized with grants above 5.0 lakhs up to  
30.0 lakhs 

 15 / each Project 

c) Minor Projects (Amount mobilized with grants above Rs. 50,000 up to 
Rs. 5 lakh) 

 10 / each Project 

Submitted proposals for Research Grant (5 points per proposal)  5  Points  Max 

III C (ii) Consultancy / Testing  
Projects carried out / 
ongoing 

Amount mobilized with minimum of Rs.10,000  10 points per every 
Rs. 10,000 

 
 

III C (iii) Completed  projects : 

Quality Evaluation 

Completed Project Report (Acceptance from funding agency)  20 / each major project 
and 10 / each minor 
project not covered in 
anywhere else 

III C (iv) Projects  

Outcome/Outputs 

Major policy documents of Govt / Patent/Technology transfer/ 
Product Process/ IPR  

 30/each national level , 
50/each for 
international level  

III D Research Guidance 

III D (i) M.E. Degree Awarded only  3 Points for each 
candidate 

III D (ii) Ph.D Degree Awarded only  10 Points for each 
candidate 

Thesis submitted  7 Points for each 
candidate 

III E TRAINING COURSES AND CONFERENCE / SEMINAR / WORKSHOP PAPERS Attended 

III E(i) Refresher courses, 

Methodology workshops, 
Training, Teaching-
Learning- Evaluation 
Technology Programmes, 
Soft skills development 
Programmes,  Faculty  
Development Programmes 
(Max: 30 points) 

(a) Attended , Not less than two weeks duration  20 points each 

(b) Attended , One week duration  10 points each 

(c) Attended , others  1 per day   5 points  max 

(d) Organized ,  
3 points per day  to main coordinator  
1 point per day to sub-coordinators  
 

 5 points  max to main 
coordinator  
3 point max to sub-
coordinators 

(e) QIP Grant Received  
Grants above 30 lakhs = 20 / Grant  
Grants above 5  lakh upto 20 lakh = 15 / Grant 

Grants above 50000 upto 5 lakh = 10 / Grant 
Grants upto 50,000 =  8 /Grant   

  
= 20 / Grant  
= 15 / Grant 

= 10 / Grant 
=  8 /Grant   
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(f) Submitted proposals for workshops/seminar/conference 2 points 
per proposal (Only proposal submitted through Principal will be 
considers) 

 2 points max  

(e) Industrial / professional exposure, 2 points per day   10 points max  

     

III E (ii) Papers in Conference/ 
Seminars/ workshops etc. 
** 

Participation and Presentation of research papers (oral/poster) in   

a) International Conference  15 Points each 

b) National  10 Points each 

c) Regional/State level  5 Points each 

d) Local-University/College level  3 Points each 

III E (iii) Invited lectures  or 
presentations for 

conferences/ symposia or 
talks in refresher courses 

(a) International  10 Points each 

(b) National Level  5  Points each 

 
Note:  
1. **Wherever relevant to any specific discipline, the API score for paper in refereed journal would be augmented as follows: (i) 
indexed journals – by 5 points; (ii) papers with impact factor between 1 and 2 by 10 points; (iii) papers with impact factor 
between 2 and 5 by 15 points; (iv) papers with impact factor above 5  by 25  points. 
Indexing agencies like SCI / Scopus / Web of Science, PUBMED / ICI (Indian Citation Index)  Indexed  , can be considered in 

this case. 
2. If a paper presented in Conference/Seminar is published in the form of Proceedings, the points would accrue for the 
publication (III (A)) and not under presentation (III(E)(ii)). 
3. The API Score for  joint publication will be calculated as per the following manner: Of the total score for relevant category of 
publication by the concerned teacher, the first/ principal author and the corresponding author/ supervisor/ mentor of the teacher 
would share equally 60% of the total point and the  remaining  authors would shared equally 40 % of total points. 

 

 

MINIMUM APIs required for colleges other than polytechnic  

 

 Assistant 
Professor 

AGP 6000 

Assistant 
Professor 

AGP 7000 

Assistant 
Professor 

AGP 8000 

Associate 
Professor   

AGP 9000 

Professor  
AGP 10,000  

I 

Teaching- learning 

Evaluation Relate Activities 

(Category I) 

75/Year 75/Year 75/Year 75/Year 75/Year 

II 

Co-Curricular Extension and 

Profession related activities 

(Category II) 

15/Year 15/Year 15/Year 15/Year 15/Year 

III 

Minimum total average 

annual Score under 

Categories I and II 
100/Year 100/Year 100/Year 100/Year 100/Year 

IV 
Research and Academic 

Contribution (Category III) 
5/Year 

 

10/Year 

 

15/Year 

 

20/Year 

 

25/Year 

 
 

 

 

MINIMUM APIs required for Polytechnic  

 

  

Lecturer 

AGP 5000 

 

Lecturer 

AGP 6000 

 

Senior 

Lecturer 

AGP 7000 

Selection 

Grade 

Lecturer 

AGP 8000 

 

HOD 

AGP 8000 

I 

Teaching- learning 

Evaluation Relate Activities 

(Category I) 

75/Year 75/Year 75/Year 75/Year 75/Year 

II 

Co-Curricular Extension and 
Profession related activities 

(Category II) 

15/Year 15/Year 15/Year 15/Year 15/Year 
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III 

Minimum total average 

annual Score under 

Categories I and II 
100/Year 100/Year 100/Year 100/Year 100/Year 

IV 
Research and Academic 

Contribution (Category III) 
5/Year 

 

10/Year 

 

15/Year 

 

20/Year 

 

25/Year 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BACK TO THE INDEX 
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Sample format for Non Teaching Performance Appraisal System 

ALL INDIA SHRI SHIVAJI MEMORIAL SOCIETY’S 

College of Pharmacy 
Kennedy Road, Near R.T.O., Pune-411 001 

------------------------------------------------------------------------------------------------------------------------------- 

APPRAISAL REPORT FOR NON –TEACHING STAFF 

For the year-  

1) Name of employee:-   

2) Designation and Dept:-     

3) Date of Joining:-               

4) a) Nature of work assigned:-  

b) Self assessment:-  

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------- 

5)   Leave enjoyed during the year:- 

 CL-  

 ML-   

 EL-   

 WPL-   

 Other leaves-   

 Late marks in a year- 

Points of Evaluation (For Evaluation Authority) 

a) Punctuality:-  

b) No. of Memo issued:-  

c) Sincerity in following instructions:-  

d) ------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------- 

e) Any of complaints received from students/staff:-  

f) Integrity & character:-  

g) General Performance assessment:-  

--------------------------------------------------------------------------------------------------------- 

h) Remarks from Principal:- 

 

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------- 

            Dr. Ashwini .R.Madgulkar 

BACK TO THE INDEX  


