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Additional Information for Metric No. 6.3.5 

 
6.3.5 Institutions Performance Appraisal System for teaching and non-teaching staff 

 

The institution follows the ‘UGC Regulations on Minimum Qualifications for 

Appointment of Teachers and other Academic Staff in Colleges and Measures for the 

Maintenance of Standards in Higher Education 2018’ together with all amendments 

made therein from time to time, for its teaching and non-Teaching staff as approved by 

the Government of Maharashtra. Performance appraisal of each employee is carried out 

after completion of every year of service. The main features of the system are as 

follows: 1. The performance of faculty is assessed through Annual Self-Assessment for 

the Performance Based Appraisal System (PBAS) 2. Promotions are based on the PBA 

system as per UGC Career Advancement Scheme (CAS). 3. The PBAS preform filled 

by the faculty member is verified by the Head of the Department, Co-ordinator of 

IQAC and the Principal. 4. The non-teaching staff is assessed through annual 

confidential reports prepared by the Principal and on the basis of which promotions are 

given as per the guidelines of the Government of Maharashtra. The Annual 

Confidential Report and the Performance Appraisal system has significantly helped in 

the evaluation of the performance of employees, in motivating them, analyzing their 

strengths and weakness and ensuring better performance and quality assurance. 
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Document – Performance Appraisal System  
Proforma for promotion under CAS 

Savitribai Phule Pune University 

PBAS Proforma for Promotion under CAS 

PARTA:GENERAL INFORMATION AND ACADEMIC 

BACKGROUND 
 

Name (in BlockLetters) :- 

Father's Name/Mother's Name:- 

Department:- 

Current Designation & Grade Pay:- 

Date of last Promotion :- 

Which position and grade pay are you an applicant under CAS? 

Date of eligibility for promotion:- 

Date and Place of Birth :- 

Sex:- 

Marital status:- 

Nationality:- 

Indicate whether belongs to SC/ST/OBC category:- 

Address for correspondence (withPincode) :- 

Permanent Address (with PINcode):- 

TelephoneNo:- 

Email:- 

AcademicQualifications(Matric tillpostgraduation):- 
 

Examinations Name of 

theBoard/U

niversity 

Year 

ofPassi

ng 

Percentage

ofmarkso

btained 

Division/Cl

ass/Grade 

Subject 

 

Research Degree(s) 

 

Degrees Title Date of award University 

    

 

Appointments held prior to joining this institution 
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Designation 
Name of 

Employer 
Date of Joining Salary with 

Grade 

Reason of 

leaving 
Joining leaving 

 

Posts held after appointment at this institution:- 

 

  Date of actual Joining  

Designation Department From To Grade 

     

 

Period of teaching experience: 

U.G. Classes (in years) 

Research Experience excluding years spent in M.Phil/Ph.D. (in years) 

 

Fields of Specialization under the Subject/Discipline: 

 

Academic Staff College Orientation/Refresher Course attended: 

 

Sr. 

No. 

Name of the 

Course/Summer 

School 

Place Duration Sponsoring

Agency 

 

 

 

PART B: ACADEMIC PERFORMANCE INDICATORS 

 

(Please see detailed instructions of this PBAS proforma before filling out this 

section)CATEGORY:I.TEACHING,LEARNINGANDEVALUATIONRELATED

ACTIVITIES 

(I) Lectures, Seminars, Tutorials, Practicals, Contact Hours (give semester-

wise details,wherenecessary) 

 

Sr.No. Course/Paper Level Mode of 

Teaching* 

Hours per 

week 

allotted 

% of classes taken 
asper documented 
record 

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

 

  APIScore 

(a) Classes Taken(for100%performance&proportionate score)up 
To80%performance,belowwhichnoscoremaybegiven 

50 

(b) Teaching Load in excess of UGC norm (max score: 10) 10 
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Reading/Instructionalmaterialconsultedandadditionalknowledgeresou

rcesprovidedto students 

 

Sr. 
No. 

Course/Paper Consulted Prescribed Additional

Resource 
provided 

API score based on Preparation and imparting of knowledge 

/instructionaspercurriculum&syllabusenrichmentbyprovidingadditi

onalresources to Students(max. score:20) 

APIScore 

15 

 

 

Use of Participatory and Innovative Teaching-Learning Methodologies, 

Updatingof Subject Content, CourseImprovementetc. 

 

S. No. Short Description API Score 
 

Examination Duties Assigned and Performed 

 

Sr. 
No. 

Type of Examination 
Duties 

Duties Assigned Extent to 
which carried 

Out(%) 

API Score 

 

CATEGORY: II. CO-CURRICULAR, EXTENSION, PROFESSIONAL 

DEVELOPMENTRELATEDACTIVITIES 

Please mention your contribution to any of the following: 

 

Sr.No. Typeof Activity AverageHrs/week APIScore 

 

 

CATEGORY:III.RESEARCH,PUBLICATIONSANDACADEMICCONTRIBUTIO

NS 

PublishedPapersinJournals 

Sr. Titlewith page Nos. Journal ISSN/ISBN Whether No.of Wheth API 
No.   No. peer co- eryou Score 

    Reviewed authors arethe  

    Impact  main  

    Factor,if  author  

    any    

 

(i)Articles/ChapterspublishedinBooks 

 

Sr. 
No. 

Title 

withpage

Book 

Title,editor

ISSN/ISBN 
No. 

Whether

peer 

No of co-

authors 

Whetheryou

arethemain 

API 
Score 
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Nos. & 
publisher 

reviewed author 

 

FullPapersinConferenceProceedings 

Sr. 

No. 

Title with 

pageNos. 

Details 
ofConferen
cePublicati
on 

ISSN/ISBN 

No. 

No. of co-

authors 

Whether 
youare the 
mainauthor 

APIScore 

 

Books Published as single author or 

as editor 

 

 

Sr.No. Title 

withpage

nos. 

type 
ofBook&Au
thorship 

Publisher 

&ISSN/ISBN 
No. 

Whether
peerrevi
ewed 

No. of co-

authors 

Whether 
youare the 
mainauthor 

API 

Score 

 

 

IIIC)OngoingandCompletedResearchProjectsandConsultancies 

 

(i&ii)OngoingProjects/Consultancies 

Sr.No. Title Agency Period Grant 
/AmountMobilized(R
s.Lakh) 

APIScore 

 

 

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

Sr.No. Title Agency Period Grant/ Whether APIScore 

    Amount policy  

    Mobilized document  

    (Rs.Lakh) /patent as  

     outcome  

 

ResearchGuidance 

Sr.No. NumberEnrolled ThesisSub
mitted 

Degreeawarded APIScore 

 

(i)TrainingCourses,Teaching-Learning-

EvaluationTechnologyProgrammes,FacultyDevelopment Programmes (not less 

thanoneweek duration) 

Sr.No. Programme Duration Organizedby APIScore 

 

(E)(ii)PaperspresentedinConferences,Seminars,Workshops,Symposia 
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Sr. 
No. 

Title of the 

paperpresented 

Title 

ofConferenc

e/Seminar 

Organizedby Whether 

International 

/National/State 

API 
Score 

    /Regional/Collegeo

rUniversitylevel 
 

 

(iii)InvitedLecturesandChairmanshipsatnationalorinternationalconference/sem

inaretc. 
Sr. 

No. 
Title of Lecture 

/AcademicSessio

n 

Title 

ofConference/ 
Seminar etc. 

Organizedby Whether 

international 
/National 

API 
Score 

SUMMARYOFAPISCORESFORASSESSMENTPERIOD 

 

 Criteria A.Y. I A.Y. 

II 

A. Y. 

III 

A.Y. 

IV 

A.Y. 

V 

A.Y. 

VI 

Total Average 

I Teaching,Learning 
and 
Evaluationrela
tedactivities 

        

II Co-

curricular,Ex

tension,Prof

essional 
development etc 

        

 Total(I + II)         

III ResearchandAcade
micContribution 

.....        

 Total         

A.Y.:AssessmentYear 

PARTC:OTHERRELEVANTINFORMATION 

Pleasegivedetailsofanyothercredential,significantcontributions,andawardsreceivedetc.

Not mentioned earlier. 

 
 

LIST OF ENCLOSURES: (Please attach, copies of certificates, sanction 

orders,papersetc.wherevernecessary) 

 

Icertifythattheinformationprovidediscorrectasperrecordsavailablewiththeuniversityand

/ordocuments enclosedalongwiththedulyfilledPBASproforma. 
SignatureofHOD  Signatureofthefaculty with 

Details(MentionYear,valueetc.whererelevant) 

 

 

Sr. 

No. 



8 

 

  Designation,Place&Date 

Co-ordinator,IQAC 
 

 

 

Signatureof Principal 
 

 

N.B: The individual PBAS proforma duly filled along with all enclosures, 

submitted for CAS promotions will be 

dulyverifiedbytheuniversity/collegeasnecessaryandplacedbeforetheScreeningcumEv

aluationCommitteeorSelection Committeefor assessment/verification. 

 

 

Proforma for Un-aided teaching faculty 
Mula Education Society's 

College Name: ------------------------------------------------- 

Self-Evaluation Report of Faculty Member 

 

Name   : ------------------------------------------------------------------- 

Qualification  : ------------------------------- Designation:- ------------------ 

Post held from  : ---------------------------------To------------------------------- 

Type of Appointment : Full Time Permanent / Full Time Adhoc Basic / Visiting 

Service Period  : ------------------------------------------------------------------- 

Give Short Description of work and objective assigned to you during last academic year 

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

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

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

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

Self-evaluation work and objectives assigned to you during last academic year. 

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

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

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

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

Will you report any good work done by you which can be added to credit college & 

Society :- -----------------------------------------------------------------------------------------------

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

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

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

Self Co-curricular Work :- 

Publication Work :------------------------------------------------------------------------------------

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

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

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

Presentation of papers in IPC / conference :- -----------------------------------------------------

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

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

---------------Project guidance with practical work if any :- -------------------------------------

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

-----------------------------------------------------------------------------------------------------------
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------------------------------Any development work in the laboratory / college :- --------------

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

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

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

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

 

 

Extracurricular work :- -------------------------------------------------------------------------------

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

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

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

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

Involvement in Social Activity of Mula Education Society 

&YashwantSamajikPratishthan :- ------------------------------------------------------------------

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

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

 

 

Signat

ure of 

faculty 

Opinion of Head of the Department on self-Evaluation of faculty 

 

Name   : --------------------------------------------------------------------------- 

Qualification  : --------------------------------------------------------------------------- 

Subject taught : --------------------------------------------------------------------------- 

My opinion about his teaching capacity as per following points. 

Subject Knowledge   : Best   Good   Average Poor 

Ability to describe & Explain subject :------------------------------------------------- 

Ability to develop the interest of students in the subject :- -------------------------- 

Student feedback   (Average Score) :- ------------------------------------------------- 

Co-Curricular work : 

API Score   : ------------------------------------------------------------------- 

Publication of papers : ( Authors, Title, Year, Publisher details, page no, ISSN) 

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

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

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

Presentation of papers in seminar/Conference :( Authors, Title, Year, Conference 

/Seminar  details, page no, ISBN ) 

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

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

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

Project guidance with practical work if any :- (Title, Student name ) 

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

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

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

Enthusiasm & punctuality in implementing the order given by Head/ principal (Any co/ 

extra/ curricular work) : ------------------------------------------------------- 

Leave without permission (Total -------------------- Late-marks: (Total-----------) 
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Faith in the College &Society :- -------------------------------------------------------- 

Result: (Sub-1------%; Sub-2 -------% Sub-3 ------% Sub-4 -------%Sub-5-----%) 

         Average Result: 

Overall opinion of HoD: -----------------------------------------------------------------------------

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

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

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

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

Signat

ure of 

HoD 
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Proforma of Confidential Report for Non-teaching staff 
 

Mula Education Society, Sonai 
Tal. Newasa, Dist. Ahmednagar 

Non-teaching Employee’s Confidential Report 

Academic Year 2020-2021 

 
Institute / College Name: ………………………………………………………………. 

Employee’s Name: …………………………………………………………………….. 

Designation: ……………………………. 4) Date of Joining: ………………………... 

Total service in Institute / College as on 31/03/2021: ………..years ……….. months 

Married / Unmarried: ……………………. 

Does the employee live at the place of service?      Yes / No 

Native place and Address: ……………………………………………………………... 

Present Address: ……………………………………………………………………….. 

Behavior: Average  Good   Excellent  

Required technical knowledge for the job:  No     Good   Excellent 

Analytical ability: No     Good   Excellent 

Inquiring ability: No     Good   Excellent 

Sense of responsibility:  No     Good   Excellent 

Knowledge of computer: No     Good   Excellent 

Interest and attitude towards job:  No     Good   Excellent 

Initiatives: Unsatisfactory   Satisfactory  Excellent 

Self confidence: No     Good   Excellent 

Perfection: Unsatisfactory   Satisfactory  Excellent 

Readiness in job:      Unsatisfactory  Satisfactory  Excellent 

Ability to motivate others: No     Good   Excellent 

Punctuality in job:   Unsatisfactory  Satisfactory  Excellent 
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Relations with seniors: Not Good  Good  Excellent 

Relations with colleagues: Not Good  Good  Excellent 

Relations with parents: Not Good  Good  Excellent 

Affinity towards Mula Education Society: No Good  Excellent 

No. of late marks in the year: 

……………………………………………………………………… 

No. of times on leave without permission: 

………………………………………………………... 

No. of memos issued for misconduct and work (Attach photo copies): 

………………………………………………………………………………………… 

Record details registered for excellent behavior (Attach photo copies as evidence): 

…………………………………………………………………………… 

Clear opinion about the work of employee: 

……………………………………………………………………………… 

Recommendation for continuation / increment in service: 

……………………………………………………………………………………… 

    Signature 

(Name of reporting authority) 
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Sample PBAS Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample PBAS Report 
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