
























 

Performance Appraisal System - Non Teaching Staff   

Name of the Staff:       Assessment year: 

Department:         Date of Joining: 

Qualification: 

 

Sl.No Indicators Very 
Good 

Good Satisfactory Poor Max 
marks 

Overall 
marks 

4 3 2 1 4 

1 PROFESSIONAL COMPETENCE 

1.1 
Knowledge of rules, 

regulation and procedures 

      

1.2 
Ability to organize work and 

carry it out 

     

1.3 
Creativity and innovation in 

his/her working style 

     

1.4 
Ability to learn new things 

     

1.5 
Updating knowledge through 

by training and Pursuing 

higher qualification 

     

2 PERFORMANCE 

2.1 
Maintenance of stock 

register, Files/Records 

      

2.2 
Accuracy & Speed of work 

     

2.3 
Daily opening and closing of 

labs, class rooms, Neatness & 

tidiness of work 

     

2.4 
Completion of work as per 

schedule 
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2.5 Possessing technical 

knowledge (theory & hands 

on) for all aspects of the job 

to perform functions 

satisfactorily 

     

3 PERSONAL CHARACTERISTICS 

3.1 
Attendance 

      

3.2 
Punctuality 

     

3.3 
Discipline 

     

3.4 Positively respond to any 

instruction, guidance, 

correction and discipline by 

the superiors 

     

3.5 Ability and ease in expressing 

ideas, opinions and 

information clearly and 

accurately, both orally and in 

writing 

 

     

4 ATTITUDE TOWARDS CO-WORKERS 
4.1 

Cooperative to the needs of 

colleagues 

      

4.2 
Receptive to the needs of 

colleagues 

     

4.3 
Motivating the colleagues for 

contributing more 

     

5 ATTITUDE TOWARDS STUDENTS 
5.1 

Cooperative to the needs of 

the students 

      

5.2 
Receptive to the needs of the 

students 

     

5.3 
Encouraging and motivating 

the students 

     

5.4 
Extra working for the 

students in their Labs/Office 

     

6 INITIATIVES 

6.1 
Self- driven initiatives to 

      



improve assigned work 

6.2 
Voluntarily lending 

assistance to co workers 

voluntarily 

     

6.3 
Commitment to work for 

college development/ 

administrative work 

     

7.                                                               OVERALL EVALUATION 

VERYGOOD           GOOD SATISFACTORY POOR TOTAL 

 
 

   

8. Any outstanding contribution made by the Employee : 
 
 
 
 

 
 
 
 
 
 

9. Special remarks by the HoD: 
 
 
 
 
 

 
 
 
 

10. Remarks by the Reviewer and Principal: 
 
 

 
 
 
 
 
 

Computation of Overall Evaluation Eligible Range of Points Recommendations 
 

Very Good Should be  >80  

Good Should be  >70  

Satisfactory Should be <40  

Poor Should be < 30  

 


