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PERFORMANCE APPRAISAL AND WELFARE 

MEASURES POLICY & PROCEDURE 

 

 





 

2. PROCESS OF PERFORMANCE APPRAISAL FOR TEACHING & NON-TEACHING 

STAFF 

After end of each Academic Year (August-September) the teaching and non-teaching staffs are 

required to fill up the standardised appraisal form and submit the same to the Principal, ASTHA 

School of Management within a stipulated time period. For the non-teaching staffs a self appraisal 

format is circulated among the employees. To facilitate Class-3 & Class-4 employees the self 

appraisal forms are received in regional language. 

 Principal evaluates the appraisal form and submits her recommendation to the ED-cum-

Secretary. 

 The ED-cum-Secretary constitutes a committee where each form is evaluated and verified. 

 After the due recommendation of committee, ED-cum-Secretary incorporated it in agenda of 

the Governing Board or Trust Board meeting. 

 Normally the recommendation given by the committee gets approved and the same is being 

communicated to each teaching and non-teaching members through an office order. 

 Normally the outcomes of the appraisal come into force by the first day of each annual year. 

 

3. WELFARE MEASURES FOR TEACHING & NON-TEACHING STAFF 

Employee welfare means “the efforts to make life worth living for workmen”. It includes various 

services, facilities & amenities provided to employees for their betterment over and above the 

wages paid. 

The teaching and non-teaching staff at ASTHA School of Management benefit from effective 

welfare measure. The output & selfless contribution of any staff is reflected in the welfare 

measures made toward them by the college or institution. 

Faculty and staff welfare schemes have been defined: 

 Creating a harmonious and conducive work environment for effective functioning of all 

faculty and staff members across its campus. 

 Ensuring high level of efficient and effective support system to meet the requirements of the 

faculty & staff. 

 Ensuring compliance of the guidelines by the Government Statutory Bodies. 

 Streamlining the administrative functioning of faculty and staff welfare issues. 
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Bhubaneswar 
 

 
ACADEMIC ACHIEVEMENT RECORD 

 
 
1. Name   :  
 
2. Designation : 
 
3. Year of Joining  
 ASTHA School of Management : 
 
4. Total Year of Experience in Academy : 
  
 
5. PhD Information 
 a) Completed : 
 b) Registered : 
 c) Not Registered : 
 
6. If Registered  
 a) Date & Year : 
 b) Name of the University : 
 c) Topic or Tentative Topic : 
 
7. If Completed 
 a) Year of Completion : 
 b) Department & University : 
 c) Topic : 
 
 
PUBLICATION INFORMATION 
A JOURNAL 
1. No. of Publication in International / National Journals (Total) 
 i) No. of Publications in Indexed journal like ABDC/Scopus / Sringer  etc. 

 Give details:  
 a) Journal Name : 
 b) ISSN : 
 c) Impact Factor : 
 d) Topic : 
 d) Volume & Year : 

 
 ii) No. of Publication in UGC Care Journals 

 Give details:  
 a) Journal Name :   : 
 b) ISSN : 
 c) Impact Factor : 
 d) Topic : 
 e) Volume & Year : 

 
 



 

 

 iii) No. of publications in other Journals 
 Give details:  
 a) Journal Name : 
 b) ISSN : 
 c) Impact Factor : 
 d) Topic : 
 e) Volume & Year : 

 
2. No. of Journal publication during your tenure at Astha School of Management 
 
B) BOOKS 
1. No. of books published as a single 

 Give details:  
 a) Name : 
 b) ISSN : 
 c) Year : 
 d) Publisher : 
 e) Book Type : 

 
2. No. of Books published as a co-author 

 Give details:  
 a) Name : 
 b) ISSN : 
 c) Year : 
 d) Publisher : 
 e) Book Type : 

 
3. No of books published during your tenure at ASTHA School of Management 

 Give details:  
 a) Name : 
 b) ISSN : 
 c) Year : 
 d) Publisher : 
 e) Book Type : 

 
 
C) CHAPTERS IN BOOKS 
 1. No. of Chapters in Books  

 Give details:  
 a) Chapter No & Name : 
 b) Book Name : 
 c) ISSN : 
 d) Year : 
 e) Publisher : 
 f) Editor : 

 
2. Please mention as to how many chapters from the above were a part of seminar / 

conference proceedings. 
 
D) MONOGRAPHS / ARTICLES IN NP/ MAGAZINE 
 1. (i) Topic 
  (ii) Date / Month / Year of publication  
  (iii) Name of the NP/ Publishing House 
  
 



 

 

 2. How many of the articles were published during your tenure at ASTHA 
 
E. CONFERENCE / SEMINAR PROCEEDINGS 
 Please give details of any publication of conference / seminar proceedings not mentioned in any 
other column. 
 
 
 
 
 
F. WEB PUBLICATION 
 1. Please give details of your writings in the digital platform like blogs / articles for e-paper / 
e-magazine 
 2. In case of you have a web-portal or YouTube channel provide details. 
 
G. MOOCs 
 1. Please provide details of the courses you have enrolled / completed through MOOCs 
  a) Name of the course: 
  b) Enrolled year / Time 
  c) Date of Completion/ likely completion 
  d) If completed , Result 
 2. Please provide a short description of the relevance of the course to your current job role 
 3. How many course enrolled for were during your tenure at Astha school of Management 
 
H. FDPs / MDPs 
 a) No. of FDPs attended (Total) 
 b) No. of FDPs during your tenure at Astha school of Management 
 c) Please give details of FDPs attended during your tenure at Astha school of Management 
  (i) Name / Topic of FDP 
  (ii) No. of days 
  (iii) Conducting Agency 
  (iv) Online / Offline 
 d) Please give details of MDPs attended during your tenure at Astha school of Management 
  (i) Name / Topic of FDP 
  (ii) No. of days 
  (iii) Conducting Agency 
  (iv) Online / Offline 
 
 e) Please give a short description of the relevance of the FDP / MDP to your current Job 

role / Assignment during your tenure at Astha school of Management  
 
 



 

 

ASTHA School of Management 

Bhubaneswar 

 

EMPLOYEE PERFORMANCE EVALUATION 

Self-Appraisal 

 
Name  Date     

    

Job Title   Date of Review   

    

Department:  Appraiser (Supervisor) Name      

   

 

 

I Self Review -   

 
Major Responsibility Areas: 

 

Write a brief summary of your Performance in the past one year: 

 

 

How does this support the Department/ Organisational goals? 

 

 

Performance Rating on a Scale of 10: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

   

 

II Supervisor’s Review -   

 

 

Major Responsibility Areas of the Employee: 

 

 

 

 Write a brief note on Expected Level of Performance: 

 

Write a brief note on Actual Performance Results:  

  

Has the performance helped in achieving Department/Organisational goals? Y/N 

  

Rate the Performance on a scale of 10 

 

 

 

Signature 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
















	Academic Achievement Record.pdf
	PA Format.pdf

