
 

 

 

 

 

 

6.3.5 - Institutions Performance Appraisal System for teaching and 
non- teaching staff 
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TEACHING AND NON-
TEACHING APPRAISAL FORMS 
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DIRECTORATE OF COLLEGIATE EDUCATION 
CHENNAI 

 

APPLICATION FORM FOR PROMOTION  
UNDER CAREER ADVANCEMENT SCHEME OF THE UGC  

FOR COLLEGE TEACHERS 
(As per the conditions laid down in G.O.(Ms) No.5, Higher Education (H1) Department, Dated 11.01.2021) 

(TO BE SUBMITTED IN DUPLICATE) 

(Use Separate Forms if applying for more than one category of CAS) 
 

i Senior Assistant Professor (Pay Level 10 to 11)   

ii Selection Grade Assistant Professor (Pay Level 11 to 12)   

iii Associate Professor (Pay Level 12 to 13A)   

 (Tick whichever is applicable)   

 

PART - A 
 

GENERAL INFORMATION AND ACADEMIC PROFILE 
 

1. Name (in Block Letters)   : 
 

2. a. Father’s Name    : 
 
b. Mother’s Name    :  
 

3. Department     : 
 

4. College Presently Working in  : 
 

5. Date of Birth     : 
 

6. Gender     :     Male / Female 
 

7. Category (tick the category)  :      OC / BC / BM(M) / MBC / SC / SC(A) / ST 
 

8. Date of appointment / Carrier Advancement as 
a. Assistant Professor (Pay Level 10)              : 
b. Senior Assistant Professor (Pay Level 11)  : 

c. Selection Grade Asst. Professor (Pay Level 12): 

 



2 
 

 
9. Current Designation & Pay Level   : 

a. Position and Pay Level applying for   : 
b. Date of eligibility for Carrier Advancement : 

 

10. Address for correspondence (with Pin code):  
 
 
 
 

11. Permanent Address (with Pin code) :  
 
Mobile No.     : 
Landline No.     : 
Email      : 
 
 

12. Academic Qualifications (copies of certificates to be enclosed) : 
 

Examination Subject(s) 
Name of the Board 

/ University 
Year of 
Passing 

Percentage 
of marks 
obtained 

Division 
/ Class / 
Grade 

SSLC      

HSC      

Under Graduate      

Post Graduate      

Other Academic 
Qualifications  

(if any, Specify) 
     

 
 

13. Research Degree (s) (copies of certificates to be enclosed): 
 

Degrees Title 
Date and year 

of award 
University 

M.Phil.    

Ph.D.    

Post Doctoral    
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14. Particulars of NET / JRF / SLET / SET / GATE etc. 
  

Name of 
the Test 

Conducting Body 
Month & 

Year 
Roll 

Number 
Subject 

Score, if 
Applicable 

      

      

 

15. Designation held & Colleges worked after joining Government Collegiate Service: 
 

Designation Department College 
Date  

Grade pay 
From To 

      

      

      

      

 

16. Teaching experience (Government / Government-Aided) : 
 

P.G. level  : …………………………… Years 
 
U.G. level : …………..……………… Years 
 

17.  Research Experience     : ……………………… Years 

(Excluding years spent in pursuing MPhil / PhD) 
   

 

18.  Fields of Specification under the Subject / Discipline: 
 

(a)  ……………………………………………………………..…………………………………………………………………….. 

 ……………………………………………………………..…………………………………………………………………….. 

 ……………………………………………………………..………………………………………………………………………. 

(b) ……………………………………………………………..…………………………………………………………………….. 

 ……………………………………………………………..…………………………………………………………………….. 

 ……………………………………………………………..………………………………………………………………………. 
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19.  Orientation / Refresher / Other Courses attended* : 
       (Enclose copies of the courses attended)  
 

Name of the 
Course  

Academic Staff College, 
University 

Duration Date 

    

    

    

    

    

*Note :  1. Please refer to 6.4 (B) of UGC Regulations 2018, issued on 
18.07.2018, Page No. 80 – 82, and G.O.(Ms).No.5, dated 
11.01.2021, Page No. 37-40, regarding the  list of courses / 
programmes that shall be considered as eligibility criteria for the 
CAS for college teachers. 

2. As referred in G.O.(Ms).No.5, dated 11.01.2021, Page No. 37, 
under para 6.3.VII, the requirement for RC and OC for promotion 
due under CAS shall not be mandatory upto 31st December 2018. 

 

 
 
 

         Date:            Signature of the Teacher 
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PART B 

ACADEMIC PERFORMANCE INDICATORS (API) 
FOR PROMOTIONS UNDER CAS OF UGC REGULATIONS 2018 

 

Category I : Teaching 
 

Academic year 
No. of hours allotted 
during the Academic 

year 

Actual  No. of hours 
spent during the 
Academic year 

Grading* 
(Good / Satisfactory 
/ Not Satisfactory) 

 

    

    

    

    

    

    

Overall Grading (for Assessment period)  
 

● Grading Criteria : [No. of Classes taught / total classes assigned) x 100%] 
● More than 80% = Good, 70 – 80% = Satisfactory, Less than 70% = Not Satisfactory.   
● Classes Taught includes Sessions of tutorials, lab and other teaching related activities. 
● Periods of duration spent on different kinds of paid leaves such as Maternity Leave,       

     Child Care Leave, Study Leave, Medical Leave, Extraordinary Leave and Deputation shall be  
     excluded from the grading assessment. 
 

Note: For further information, please refer to ‘Annexure II – Table 1 (Assessment Criteria and  
Methodology for University/College Teachers) – Activity 1’ of UGC Regulations 2018, 
dated 18.07.2018, Page No. 104; G.O.(Ms).No.5, dated 11.01.2021, Appendix –Table 1, 
S.No.1, Page No. 58-59. 
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Criteria II : Involvement in the Students related /  research activities 
 

Academic Year Activities Grading 

 

1. 

 
2. 

3. 

4. 

 

1. 

 
2. 

3. 

4. 

 

1. 

 
2. 

3. 

4. 

 

1. 

 
2. 

3. 

4. 

 

1. 

 
2. 

3. 

4. 

 

1. 

 2. 

3. 
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4. 

 

1. 

 
2. 

3. 

4. 

Overall Grading (for the Assessment period)  

Grading Criteria: From among the below categories, Active participation in at least 3 activities 
= Good; 1 – 2 activities = Satisfactory; Not Involved / undertaken any of the activities = Not 
Satisfactory. (Number of activities can be within or across the broad categories of activities) 

List of Activities : (a) Administrative responsibilities such as Head, Chair Person, Coordinator, 
Warden, etc. (b) Examination and evaluation duties assigned by the college / University or 
attending the examination paper evaluation. (c)Student Related co-curricular, extension and 
field based activities such as student clubs, career counselling, study visits, student seminars 
and other events, cultural, sports, NCC, NSS, YRC, RRC and other community services. (d) 
Organizing seminars / conferences / workshops and other college activities (e) Evidence of 
actively involved in guiding MPhil / PhD students. (f) Conducting minor or major research 
project sponsored by national or international agencies. (g) At least one single or joint 
publication in peer-reviewed or UGC list of journals. 

Note: For further information, please refer to ‘Annexure II – Table 1 (Assessment Criteria and 
Methodology for University / College Teachers) – Activity 2’, of UGC Regulations 2018, dated 
18.07.2018, Page No. 104; G.O.(Ms.)No.5, dated 11.01.2021, Appendix –Table 1, S.No.2, 
Page No. 58-59. 
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Any Other Relevant Information 
(Give details of any other credentials, significant contributions, awards received, etc.) 
 

Academic Year 
Details  

(Enclose copies of relevant certificates / documents) 

  

  

  

  

 
 

List of Enclosures:  
(Attach copies of certificates, orders, Research Publications, Articles, Conference 
Proceedings, Books, etc., wherever necessary) 
 

S. No. Enclosures 

1  

2  

3  

4  

5  

6  

7  

8  

9  

10  

11  

12  
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Summary of API Grading 
 

Criteria No. Criteria 
Overall API Grading for 
the  Assessment period 

I Teaching Learning and Evaluation related activities  

II 
Involvement in the Students related /  research 
activities 

 

Overall Grading by the Screening-cum-Evaluation Committee  

 

Overall Grading: Good:………………. Good in Criteria No. I and satisfactory or good in Criteria No. II;  
                               Satisfactory:…….  Satisfactory in Criteria No. I and good or satisfactory in Criteria  
                               No. II;  
                               Not Satisfactory:  If neither good nor satisfactory in overall grading   
 

*For further information, refer to ‘6.3.VII.Table-B’ of UGC Regulations 2018, dt 18.07.2018, Page 
No. 78-79; G.O.(Ms.)No.5, Hr. Edn(H1) Dept., dated 11.01.2021, Appendix –Table 1, Page No.                
58-59. 

 

 

Undertaking:  

       I certify that the information provided above is correct as per records available and to the best 

of my knowledge. 

 
 
                            Signature of the Teacher 

Date:                             Designation : 

Screening-cum-Evaluation Committee 

S. 
No. 

Name and Designation 
Recommendation 
(Recommended / 

Not Recommended) 
Signature 

1 Subject Expert - 1   

2 Subject Expert - 2   

3 Head of the Department   

4 Principal of the College   

Note: 

● The Individual API proforma duly filled along with all enclosures will only be verified by the 

College and placed before the Screening-cum-Evaluation (Ref: Ref: Para 5.1.X.B, D and F as 

the case may be as per G.O.(Ms.)No.5, Hr. Edn(H1) Dept.,  dated 11.01.2021, p.28) / Selection 

Committee for assessment.   
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● The applicants of Library Information and Science / Physical Education may refer to 

‘Appendix– II, Table- 4 / 5’ of UGC Regulations 2018, No. F.1-2/2017(EC/PS), dated 18th July, 

2018 (available in the UGC / DCE website) and G.O.(Ms.)No.5, dated 11.01.2021 for 

weightages and API Scores. 

 

● For further information, the applicants may go through the UGC Regulations 2018, issued on 
18.07.2018, and G.O.(Ms.)No.5, Hr. Edn(H1) Dept., dated 11.01.2021. 
 

 

            

 



45% 35%

20% 20%

5% 5%

20% 30%

5% 5%

5% 5%

45% 35%

>=90 10 >=90 5

85-89 9 85-89 4

80-84 8 80-84 3

75-79 7 75-79 2

70-74 6 70-74 1

65-69 5 <70 0

60-64 4

55-59 3

50-54 2

45-49 1

<44 0

>=90 5 >=90 5

80-89 4 80-89 4

70-79 3 70-79 3

60-69 2 60-69 2

50-59 1 50-59 1

<50 0 <50 0

100 (4 weeks) 10 100 (4 weeks) 5

90 9 90-99 4

80 8 80-89 3

70 7 70-79 2

60 6 60-69 1

50 5 <60 hours

40 4

30 3

20 2

10 1

Delivery plan 2 Delivery plan 2

Assessment Plan 2 Assessment Plan 2

Question paper according to 

OBE 2

Question paper according to 

OBE 2

Question bank 2 Question bank 2

Notes/ handouts in LMS 2 Notes/ handouts in LMS 2

Student centric teaching 

methods used 4

Student centric teaching 

methods used 4

CO - PO attainment 4 CO - PO attainment 4

CQI 2 CQI 2

20% 20%

Awards Received 2 Awards Received 2

Mentoring 2 Mentoring 2

Invited Tallk 2 Invited Tallk 2

Ph.D Completed / 

Additionnal Qualification 1

Ph.D Completed / 

Additionnal Qualification 1

AGURCHAND MANMULL JAIN COLLEGE

              APPRAISAL TEMPLATE FOR SHIFT -II ASSOCIATE PROFESSOR FOR ACADEMIC YEAR 2023-2024

PART-B: ACADEMIC EXTENSION

2 marks will be awarded if all mentees 

are taken care. 1 mark if 50% of mentees 

are taken care of

If a faculty has been invited as a resource 

person for guest lecture/ seminar/ workshop/ 

conference/ FDP, it can be claimed. 

Attendance certificate, invite should be 

submitted as a proof. 

A maximum of 2 invited talks to be 

considered

Total Learning Hours

5

Courses under NPTEL/ SWAYAM / Coursera/ 

Udemy or any MOOC platforms will be 

considered. Certificate of completion is 

mandatory. 

FDP will not be considered as course

If PhD/ any other qualification is completed in 

the academic year 22-23

Availability of the documents for all the 

courses handled in the assessment year

Any awards received from external agencies/ 

organizations will be considered. Each award 

will give 3 points. 

100% results produced, Best paper 

award, NPTEL elite etc. will not be 

considered under award. A maximum of 

2 awards will be considered

Mentor all mentees. Follow up on their 

academic performance, scholarships, fee, 

overall progression, specific attention if 

required, counselling

Students Evaluation %

5

PART-A: ACADEMIC PERFORMANCE SOP

PART-A: ACADEMIC PERFORMANCE

PART-B: ACADEMIC EXTENSION

PART-C: ADMINISTRATIVE RESPONSIBILITY  

PART-D: RESEARCH PERFORMANCE

PART-E: ATTENDANCE

PART-E: FACILITATOR SCORE

Pass %

5

Average pass percentange (after revaluation/ 

retotalling) of all the courses handled by a 

faculty in both odd and even semesters will be 

considred 

The student feedback is converted into 

numbers by following the weightage: Poor- 0; 

Fair- 1; Good - 2; V Good-4; Excellent - 5 

And after awarding the same , average of all 

the scores (for all courses put together) is 

taken. This score is irrespective of how many 

Course file contents (for all courses handled)

20

Any awards received from external agencies/ 

organizations will be considered. Each award 

will give 3 points. 

100% results produced, Best paper award, 

NPTEL elite etc. will not be considered 

under award. A maximum of 2 awards will 

be considered

Mentor all mentees. Follow up on their 

academic performance, scholarships, fee, 

overall progression, specific attention if 

required, counselling

2 marks will be awarded if all mentees are 

taken care. 1 mark if 50% of mentees are 

taken care of

If a faculty has been invited as a resource 

person for guest lecture/ seminar/ workshop/ 

conference/ FDP, it can be claimed. Attendance 

certificate, invite should be submitted as a 

proof. 

A maximum of 2 invited talks to be 

considered

If PhD/ any other qualification is completed in 

the academic year 22-23

Total Learning Hours

10

Courses under NPTEL/ SWAYAM / Coursera/ 

Udemy or any MOOC platforms will be 

considered. Certificate of completion is 

mandatory. 

FDP will not be considered as course

PART-B: ACADEMIC EXTENSION

20
Availability of the documents for all the courses 

handled in the assessment year

10

Average pass percentange (after revaluation/ 

retotalling) of all the courses handled by a 

faculty in both odd and even semesters will be 

considred 

Students Evaluation %

5

The student feedback is converted into numbers 

by following the weightage: Poor- 0; Fair- 1; 

Good - 2; V Good-4; Excellent - 5 

And after awarding the same , average of all the 

scores (for all courses put together) is taken. 

This score is irrespective of how many number 

Course file contents (for all courses handled)

PART-E: ATTENDANCE

PART-E: FACILITATOR SCORE

PART-A: ACADEMIC PERFORMANCE SOP

Pass %

AGURCHAND MANMULL JAIN COLLEGE

              APPRAISAL TEMPLATE FOR SHIFT -II TEACHING STAFF FOR ACADEMIC YEAR 2023-2024

PART-A: ACADEMIC PERFORMANCE

PART-B: ACADEMIC EXTENSION

PART-C: ADMINISTRATIVE RESPONSIBILITY  

PART-D: RESEARCH PERFORMANCE



Industry Visit 1 Industry Visit 1

Internship 1 Internship 1

MoU 2 MoU 2

 Role in organizing 

Conference/ Seminar 1

 Role in organizing 

Conference/ Seminar 1

Value added Training 

Course 1 Value added Training Course 1

Article in Magazine 1 Article in Magazine 1

Book Publication 2 Book Publication 2

FDP attended 2 FDP attended 2

Membership in reputed 

committees 2

Membership in reputed 

committees 2

5% 5%

Department facilitator 2 Department facilitator 2

Deparment - Member 1 College - Coordinator 3

College - Coordinator 3 College - Member 2

College - Member 2

PART-D: RESEARCH 

PERFORMANCE
20%

PART-D: RESEARCH 

PERFORMANCE
30%

Conference Presentation 2 Conference Presentation 2

UGC CARE Journal 

Publication 2

UGC CARE Journal 

Publication 2

Membership in Board of Studies/ Professional 

bodies such as ICAI, ICT etc only will be 

considered

Being an external examiner for 

practicals/ projects/ theory exams will 

not be consdiered as professional body. 

A maximum of 1 membership is 

considered

PART-C: ADMINISTRATIVE 

RESPONSIBILITY  

Faculty who has organized the industry visit 

can claim it, with a proper proof of 

communication with the industry

Faculty who have accompanied the 

students for Industry visit cannot claim

Faculty who has taken initiatives for students 

to take up internship can claim it, with a 

proper proof of communication with the 

industry

A maximum of 5 internships can be 

considered

FDP should be for minimum 25 Hrs/ 3 days

Participation in conference, webinar, 

seminar and short FDPs will not be 

considered. A maximum of 2 FDPs can 

If there is an article/blog published in reputed 

magazine and it carries an affiliation of A M 

Jain College

Articles without A M Jain affiliation 

cannot be considered. A maximum of 3 

Blogs can be accepted

Books published with ISBN and affiliation of A 

M Jain College

Books without ISBN and affiliation will 

not be considered

Faculty who has taken initiatives for signing an 

MoU can claim it, with a proper proof of 

communication with the industry

Faculty who has taken initiatives in reaching 

out to the resource person and has been 

instrumental in organizing the seminar or 

workshop can only claim. This should be duly 

certified by the facilitator/ mail 

communication with the resource person

Faculty who have contributed in 

different committees  like reception/ 

logistics/ refreshment/ discipline etc/ 

cannot claim. A maximum of 3 events 

will be considered

Faculty who have offered/ handled a value 

added course. Should have completed atleast 

one batch of students in the academic year 22-

23. The course should be registered under the 

value added course list

Faculty who have shared the course 

content cannot claim, if there are no 

student takers. Points are awarded 

based on the number of courses, not the 

number of times it has been offered

If the paper is presented and carries an 

affiliation of A M Jain College

Conference participation and the papers 

presented without affiliation is not 

considered. 

If the paper is published in UGC care Journal 

and carries an affiliation of A M Jain College

Papers without affiliation is not 

considered. Same paper cannot be 

considered under conference 

presentation and journal

Club/ Committee cooridnator

ERP Coordinator

Exam Cell - Asst Spdnt.

IQAC - Asst Coordinator

ICT Academy coordinator

Club/ Committee members

Exam Cell members

Admission Committee members

IQAC members

Faculty who went for invigilation/ daily 

discipline cannot claim

Facilitator

If the paper is presented and carries an 

affiliation of A M Jain College

Conference participation and the papers 

presented without affiliation is not 

considered. 

If the paper is published in UGC care Journal 

and carries an affiliation of A M Jain College

Papers without affiliation is not 

considered. Same paper cannot be 

considered under conference 

presentation and journal

SPOC - NAAC

ERP Coordinator

Placement Coordinator

Class Teacher

Social media coordinator

Club/ Committee cooridnator

ERP Coordinator

Exam Cell - Asst Spdnt.

IQAC - Asst Coordinator

ICT Academy coordinator

Admission Coordinator

Newsletter

Club/ Committee members

Exam Cell members

Admission Committee members

IQAC members

Faculty who went for invigilation/ daily 

discipline cannot claim

PART-C: ADMINISTRATIVE 

RESPONSIBILITY  

Facilitator

Faculty who have offered/ handled a value 

added course. Should have completed atleast 

one batch of students in the academic year 22-

23. The course should be registered under the 

value added course list

Faculty who have shared the course 

content cannot claim, if there are no 

student takers. Points are awarded based 

on the number of courses, not the 

number of times it has been offered

If there is an article/blog published in reputed 

magazine and it carries an affiliation of A M Jain 

College

Articles without A M Jain affiliation 

cannot be considered. A maximum of 3 

Blogs can be accepted

Books published with ISBN and affiliation of A M 

Jain College

Books without ISBN and affiliation will not 

be considered

Faculty who have accompanied the 

students for Industry visit cannot claim. A 

maximum of 2 industry visits will be 

considered

Faculty who has taken initiatives for students to 

take up internship can claim it, with a proper 

proof of communication with the industry

A maximum of 5 internships can be 

considered

Faculty who has taken initiatives for signing an 

MoU can claim it, with a proper proof of 

communication with the industry

Faculty who has taken initiatives in reaching out 

to the resource person and has been 

instrumental in organizing the seminar or 

workshop can only claim. This should be duly 

certified by the facilitator/ mail communication 

with the resource person

Faculty who have contributed in different 

committees  like reception/ logistics/ 

refreshment/ discipline etc/ cannot claim. 

A maximum of 3 events will be considered

Faculty who has organized the industry visit can 

claim it, with a proper proof of communication 

with the industry

FDP should be for minimum 25 Hrs/ 5 days

Participation in conference, webinar, 

seminar and short FDPs will not be 

considered. A maximum of 2 FDPs can be 

Membership in Board of Studies/ Professional 

bodies such as ICAI, ICT etc only will be 

considered

Being an external examiner for practicals/ 

projects/ theory exams will not be 

consdiered as professional body. A 

maximum of 1 membership is considered



Scopus/ WoS Indexed 

Publication 3

Scopus/ WoS Indexed 

Publication 3

Research Project Proposals 

Submitted 1

Research Project Proposals 

Submitted 1

Grant/ Funding Received 5 Grant/ Funding Received 5

Reviewership 1 Reviewership 1

PART-E: ATTENDANCE 5% PART-E: ATTENDANCE 5%

>95 5 >95 5

90-94 4 90-94 4

85-89 3 85-89 3

80-84 2 80-84 2

75-79 1 75-79 1

If a faculty has reviewed research papers for 

journal publications. Proof to be attached Conference reviewers are not considered

If a faculty has reviewed research papers for 

journal publications. Proof to be attached Conference reviewers are not considered

Seed funds obtained through the 

institution will attract 2 points

The proposal will be reviewed by a screening 

committee. The proposals accepted by 

screening committee will only be considered 

for appraisal

If the paper is published in Scopus indexed 

Journal and carries an affiliation of A M Jain 

College

Papers without affiliation is not 

considered. Same paper cannot be 

considered under conference 

presentation and journal

Seed funds obtained through the 

institution will attract 2 points

If the paper is published in Scopus indexed 

Journal and carries an affiliation of A M Jain 

College

Papers without affiliation is not 

considered. Same paper cannot be 

considered under conference 

presentation and journal

The proposal will be reviewed by a screening 

committee. The proposals accepted by 

screening committee will only be considered for 

appraisal



Self – Appraisal – 2022 

 

Name of the Staff :      Designation  : 

Qualification  :      Date of Joining  : 

Address   :      Emergency Contact No : 

Contact No  : 

 

1. Describe about your Job. 

 

2. What were your primary objectives in your role: 

 

3. Are you happy with your current role? 

 

4. What are three that you did well within the year 2021-22? 

 

5. Give an example of a difficult situation that you handled well as the strengths that you used to achieve that 

end result. 

 

6. What is your greatest achievement during the year 2021-22? 

 

7. What work are you performing outside the scope of your current role? 

 

8. Are you happy with the Institution’s culture? Do you feel that there is any scope for improvement? 

 

9. What can your supervisor do to help you to reach your professional development? 

 

10. What is your biggest strength/Weakness 

 

 

Your feedback to improve your department 
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