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Response:
The institute uses a systematic, transparent, and unbiased performance evaluation

process for both teaching and non-teaching staff. It assesses strengths, weaknesses,
qualifications, and organizational worth.

Teaching Staff:

Teaching staff appraisal at the Institute aims for satisfactory performance and

professional growth, using Performance Based Appraisal System (PBAS) —

The teaching staff initiates appraisal via a Self-Assessment Form, submitted to the HR
Manager, then reviewed by the HOD, including student results and feedback. The
Principal and Dean finalize the evaluation in consultation with IQAC.

Non-Teaching Staff:

The policy aims to maintain organizational standards by assessing the overall
performance of non-teaching staff transparently and consistently, supporting their
development within the institution's scope. This annual appraisal process is essential for
quality output and employee excellence:

The appraisal process begins with the employee submitting an application to the Head
Admin, who completes a Performance Assessment form and forwards it with remarks
and proposed increments to the HR Manager. The HR Manager convenes a meeting with
the Head of concerned Department, the Dean, and the Executive Director, where they
provide their collective remarks after which, the final approval is granted by the
Chairman of the Institute.

3" and 4™ Grade Employees:

Appraisal for 3rd and 4th-grade employees begins with an application to the Executive
Director. After evaluating the employee's performance, the Executive Director forwards
the application with remarks, feedback, and proposed increment to the Chairman of the
Institute for final approval.
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Appraisal Policy for Teaching and Non-Teaching Staff

(Academic Session — 2022 - 23)

For any education institution to stand and shine, the most pivotal role is played by its
hardworking and always motivated staff.- Staff is the backbone of the institution in order to
achieve its goals as per its vision and mission. Here at Indore Institute of Law we have very
transparent and highly motivating performance appraisal policy both for Teaching and Non-
Teaching Staff. Performance appraisal is necessary for an institute as it provides job
satisfaction amongst the staff members and which ultimately leads to a higher rate of
retention. The appraisal to the higher positions is given based on legitimacy and execution
subject to satisfaction of qualification rules according to the UGC standards, We consider
performance appraisal as one of the most significant & critical functions of staffing in
management and also as a major function of human resource management, escalating human
values that aim at controlling the staff and inculcating quality of being responsible citizens
and good human beings also. The parameters on which the institute’s staff is assessed depicts
decentralization also as the students, faculty, HOD, Principal, Dean, [QAC, and The
Management and Governing Body put all their sincere efforts to carry out the responsibilities
of appraisal in developing the appraisal policies. amending the appraisal rules, making
disciplinary rules of appraisal, pay awards rules etc. in full swing.

Objectives of Employee Appraisal Policy

The employee appraisal is undertaken with following objectives:

% To motivate employees to reflect about their potential and to carry out their duties
more effectively.

% To provide judgment to support promotions, demotions, transfers, confirmation or
termination.

» To provide feedback to staff about their behavior, attitudes, skills or subject-expertise.

%+ To recognize the achievements of employees and help them to identify ways of

improving their knowledge, skills, attitudes and ultimately performance.

To assist employees in their professional development and career planning.

To reinforce the intellectual asset base of the institution;

.
o

-
o

.
e

To create trust among the employees regarding the performance appraisal system of
the institute;

% To direct employees on the manner to reinforce their expertise;

¢ To make sure that performance evaluation is carried out in a manner that is fair and

unbiased and it is undertaken regularly.
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Appraisal Policy of Teaching Staff at Indore Institute of Law

The teacher, as a good human being and teacher as performer, is also one of the mandatory
assessments at IIL. Staff’s performance is appraised through his/her implementation of
innovative methodologies in classroom lectures, seminars, tutorials, course delivery, question
paper setting and evaluation, updating of materials etc. Besides, students” feedback and pass
percentage of the course are also reckoned. Appraisal of IIL involves financial support to the
faculty that is rendered with the motive to enhance or upgrade their knowledge through their
participation in conferences, workshops: publications, journals, book publication, sponsored
projects consultancy, research supervision, awards, honours. fellowships etc. Here at 11L, an
individual’s personality is not suppressed and at the same time. the goals of institution are
achieved.

The 1IL’s parameters on which a Teaching Staff is assessed are professional development,
research projects and initiatives, self-confidence, punctuality, subject command and
preparedness, class control, rapport with students, delivery and effective communication.

Purpose of Appraisal of Teaching Staff:

Performance Appraisal is carried out for teachers with the purpose of assisting them in their
Professional Development and Career Planning. The policy of the institute motivates the
faculty to reflect about their potential and to carry out their duties more effectiv ely. Further,
this procedure also helps the institute to recognise the achievements of teachers and help
them to identify ways of improving their knowledge, skills, aptitude and ultimately
performance. Therefore, the policy would be utilized as an effective tool to align with
Institutional Vision and Mission and to enhance the quality of education to facilitate growth,
development, efficiency and effectiveness of learning process in the institution.

Grade Appraisal:

The grade appraisal of the faculty depends upon their educational qualifications, research
commitment, and some other crucial accomplishments according to the following rules:

«» From Assistant Professor to Associate Professor, an employee should have least 8
years of showing experience with Ph.D and from Associate Professor to Professor.
qualification standards is least 10 years of showing experience with Ph.D.is required.
He/She should have a post graduate degree of examination taken in his/her area of
specialization and should have qualified National Eligibility Test (NET).

Apart from extensive teaching experience he/she must have contributed significantly
for the all-round development of the Institute.

He/She must have high level of research contribution in his/ her area of
specialization.

Procedure and Criterion of Performance Appraisal:

The appraisal of the teaching staff involves a delegated, decentralised and a transparent
procedure. It is usually carried-on on a yearly basis but in case the staff member acquires any
additional qualification like NET qualification, PhD award etc.. then immediate appraisal is
given. The teaching staff is evaluated using the following parameters
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Parameter-1:Self-Assessment of the Fac ulty

A self-appraisal form (attached in Annexure) is given to the faculty in order to start the
process of appraisal. The form is prepared in a qualitative format to make the process of
appraisal more objective, detailed and transparent. Following is the criterion upon which
evaluation is being done:

Sr. No. Criteria

Research Degree awarded
Refresher/ orientation or any other course
Research paper, books, chapters and other publications
Contribution in Curriculum Development as per NEP 2020
Any study material Developed as per ICT/MOOC or any private
university
Research Guidance
Any project undertaking
Patent/ copy right
Consultancies
Invited as guest lecturer, chairman, resource person
Convener, Co-convener, member of committee. award. fellow ship,
membership
Academic pedagogy & innovation

13. Engagement in any Extension and Outreach Activities

14. Engagement in co-curricular activities

15. Mentorship of students

16. Administrative Duties (if any)

The maximum score of a self-evaluation form is 100 points. The faculty fills up this form and
submit it with Human Resources Manager. The HR Manager then sends the form to the
respective Head of Department for further assessment and verification of documents
submitted by the faculty. In this file the HOD also attaches the results in university exams of
the students who were being taught by the concerned faculty, feedback of the faculty given
by students and also mention its own feedback about the faculty

Parameter-2: Result of University Examinations of the Subjects Taught By the Facult

Every semester, following the announcement of university examination results, a result
analysis is performed. The parameter of university results of the subject's faculty has taught is
assigned a weightage of 25 points in the appraisal system. The benchmarks for results are
determined after careful examination of the trends in the results

Parameter-3: Student s Feedback about the Classroom leaching
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In each semester, student feedback is taken via Google form (online System) for all
subjects teaching faculty by the Uniy ersity & Exam Cell. Students are informed about the
qucsnonndm before start of the feedback. The parameters of student feedback will carry
5 points in appraisal system. On the basis of following pointers feedbacks are ¢ given by
!h<. students:
Sr. No. Criteria
I Subject Knowledge
2, Art of Delivery (Communication skills, Self-confidence. Teaching the
subject matter, etc.)
Use of Reference (Books & Journals)
Use of Practical Examples / Case Studies
Did the faculty provide course material properly (PPT, reference books,
etc?)
Doubt Clearing Ability
Did the faculty motivate to use legal search engines available in the
librany
Punctuality of the faculty
Course Completion Status

10. Mentorship guidance related to research & career counseling

In this form the faculty are rated on a scale of 1 to 5, where 1 is for very poor, 2 for bad, 3 for
average 4 1s for good and 5 is for excellent. These feedback forms are collected and analyzed
by University & Examination Cell and attached in the file of appraisal.

Parameter-4: I-eedback of Concerned HOD

When the HR Manager sends the Self-Assessment Form to the concerned HOD for further
assessment and verification of documents submitted by the faculty, the HOD does the needful
and adds its own remarks and feedback in regard of that faculty. The feedback of concerned
HOD has a weightage of 25 marks in the appraisal system. This file gets finally submitted to
the Principal of the Institute.

Parameter-5: Final Evaluation by the Principal

After the HOD submits this file to the Principal of the Institute, the Principal makes the
assessment and give his feedbacks to the Dean of the institute. The Principal is expected to
review thoroughly the job requirements, the teacher’s strengths, accomplishments and areas of
improvement and he should also focus on job performance and related factors. not personality
factors of the faculty being assessed.

The final evaluation of the faculty is done by the Principal. This parameter has a weightage of 25
points. At every stage it is made sure that the whole process is fair and unbiased.

Note: I'inal Approval by the IQAC and Dean

The Dean ensures that the focus on the faculty is without any prejudice. The Dean in a meeting
with IQAC (sanctioning and fund releasing body) decides as per the points earned by the faculty
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how much appraisal is to be given. While making this decision the feedbacks and remarks of
Principal, HOD and students are taken into consideration. Also. a Faculty Feedback Form on the
syllabus of the university, which is filled by all the faculties annually, is taken into consideration.
On the basis of this final appraisal of the Staff Member is done after discussing it with him/her.

Appraisal Policy of Non-Teaching Staff at Indore Institute of Law

One of the most essential factors that impact the overall performance of an Institute is the
Non-Teaching Staff and their contribution to the overall growth in the Institution. To
maintain the standards of an organization and set its pace among the top, every Institute has
to thrive for quality output which is gained only through a rigorous effort by analysing the
performance standards of every employee.

The quality of education is also primarily determined by the competences, skills, and abilities
along with motivation of non-teaching staff. The staff appraisal is evaluation of their
performance on measurable parameters. The staff is made aware of these parameters
beforehand (either before commencement of the session or at the time of their joining,
whatever the circumstances may be).

Purpose of Appraisal of Non-Teaching Staff:

This policy sets out the framework for a transparent and consistent assessment of the overall
performance of non-teaching staff for supporting their development within the scope of the
mnstitution. The main purpose of appraisal is to help them for their professional growth and
development and motivate them to carry out their duties more effectively and also for
ensuring job satisfaction which leads to higher retention rate.

In short, it would be utilized as a tool to facilitate growth, development, efficiency and
effectiveness of the administration and facility management process in the institution.

Procedure and Criterion:

Non-teaching staff of the institute is evaluated using various set of rules under the following
criterion:

Performance evaluation forms

Recognizing job responsibilities

Documentation

Capability to deal with critical issues and resolve them quickly
Willingness to learn new skills, methods, and processes
Capability to multitask

Consistency and punctuality

Student service quality

Interpersonal abilities, cooperation, and collaboration
Goal planning, organization, and achievement

Problem identification and resolution

Job knowledge and skills

Organisation and management of events

Leadership and teamwork

@/
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along with the performance data gathered by him to the Human Resources Manager, so that
the HR manager could arrange a meeting with in this regard with the Dean and Head of the
concerned department or cell of the institute. In this file the Head Admin mentions his

evaluation of the performance of the employee and also mentions a proposed/ tentative

The Dean and Head of the concerned department or cell of the institution then make an
evaluation of the feedbacks of performance in a meeting with the Executive Director. They
give their remark and feedbacks on the performance of the staff member. This evaluation is
then forwarded to the Chairman of the institute for final approval and annual appraisal of
non-teaching staff is being done.

Appraisal of 3 and 4™ Category Employees:

The procedure of appraisal of 3 and 4™ grade employees starts by making an application to
the Executive Director. The Executive Director, on receiving such application by the
employee, evaluates and analyzes his/her performance. He then forwards this application,
along with his remarks, feedback and proposed increment to the Chairman of the Institute for

Approved by
IQAC
Mr. Akshay Kanti Bam

Chairman
Indore Institute of Law
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Indore Institute of Law

Assessment Form of the Non - Teaching Staff

INDORE INSTITUTE OF LAW
(Affiliated to DAVV & BCI)

Performance Appraisal Form for Non-Teaching Staff :
Date:-.[.z.l:r!-‘(.q’ \ 14
. Name of the Employee . KAPIL : PA TeL

Position Title : TT Head

Date of joining : 23/0;/20[‘1‘
. No. of Years in Service iy Yeats .

Qualification : ﬁTW .

. Details of Current Responsibilities: Al TT otk .

PERFORMANCE

Particulars Excellent Satisfactory] Average

Maintenance of Files/Records \/

Accuracy & Tidiness of work "

Contribution in Events

\/
Completion of work on \/
i

schedule
Diligence and sense of
responsibility

II. PERSONAL CHARACTERISTICS

Particulars Excellent Satisfactory, Average

Attendance

Punctuality

o
v
e b
a

Integrity and behavior

Flexibility in work

Prof. (Dr.) Manpreet Kaur Rajpal
Dean
Indore institute of Law




Indore Institute of Law

III. GENERAL BEHAVIOR

Particulars Excellent Satisfactory| Average

Cooperation with

yourcolleagues? \/
Cooperation to the needs of

thepublic (Parents, New \/
Query, Vendors,

Consultants, Well
Wishers of the College)
Responsibility towards your

Tasks allotted towards \/
teaching staff

Students Service Quality

1V. PROFESSIONAL COMPETENCE

S'O Particulars Excellent Satisfactory | Average

Knowiledge of rules,
regulationand procedure
of the institute

Ability to organize work
andcarry it out

Ability and willingness to
takeup additional load in

times of
exigencies
Creativity and innovation

Ability to learn and
performnew duties
Capacity to supervise*

(For Supervising Staff Only)

IT Ability

Recommendations:

Prof. (Dr.) Manpreet Kaur Rajpal
Dean
Indore institute of Law




Indore Institute of Law

Declaration

I hereby declare that the information provided is true to the best of my knowledge.

Place: )ndeose=

Date:

= o
Name and Signature of the Head Admin M E | : ())
(i/\'b"l-wl K;,\\Mc:v\_,

Remark of Concerned Dean / HOD of the Concerned Department
7 ( : :
# = 4r

Dean / HOD

Remark of Executive Director with Proposed Increment

TONAE L meon o Moo U LoD \'\m\R\r‘\W"-B
c}x--.&.Sr.‘?shwnm-w\sd_jr_ﬂkm_hi:&&z--:\m\m B
saxiyo neeede o Aoelie cn ol LR A o
ik o G Antngrn s B Noado aa
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ExecutiVé Director
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Application of Appraisal of 3"& 4™ Grade Employees
% H=5— 2027
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