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DALMIA VIDYA MANDIR, CHIRAWA
ACADEMIC STAFF: ANNUAL PERFORMANCE APPRAISAL

Personal file no…………………				Review period from April 2021 to March 2022
Performance Appraisal Guidelines
a) This appraisal form consists of four running into seven pages
- Part I is to be filled up by the office staff and information to be countersigned by the the appraise.
- Part II is to be filled up by the appraise and is to be countersigned by the initiating authority.
- Part III is to be completed by the HOD/HM i.e. the initiating authority.
- Part IV consists of remarks by the initiating and reviewing authorities and the final reviewing 
   authority i.e the principal
b) The objectives of this exercise are
· To raise standards of student achievement by establishing clear connections between student’s progress and teacher’s objectives.
· to ensure that every teacher has an opportunity for recording self achievement as well as to identify areas in which S/he wants/needs inputs for career and professional development.
· To encourage quality performance and facilitate best teachers to progress faster.
c) The assessment should be confined to the appraisee’s performance during the period under review only.
· The endeavor should be to make an objective assessment of the appraisee keeping in mind the distinction between the feet and opinion.
PART I BASIC INFORMATION
(To be filled in by the Admin/ Office staff)

Name 			:       	……………………………………………………………………………………………………....

Date of Birth 		: 	…………………...………………………………...

Educational & Professional Qualifications …………………………………………………………………………………….…...
Any educational or professional qualification added during the year……………………...………………….…….
Date of joining the school………………………………………….………Designation…………….……………………….
Date of being promoted to present position …………………...…………………….
Present scale of pay	……….……. Present basic pay………………………………….…….
Period of absence from duty
	Casual leave
	Earned leave/Medical leave
	any other leave
	Total absence
	remarks if any

	
	
	
	
	



[bookmark: bookmark0]No. of late arrival slips issued………………………Date……………………...Details filled in by……………………



Sig. of the appraise …………………

PART II SELF APPRAISAL
To be filled in by the teacher
To whom reporting……………………………………………………………………………………………………………..
Knowledge of computers ……………………………………………………………………………………………………..
Publications (if any) ………………………………………………………………………………………………………….…
	Subjects taught
	Class
	Sec
	No of periods per week
	Substitution periods taken

		Yearly records to be provided
	By the I/c time table
	(Rough Estimate)




Class performance /results
	


Brief description of the duties including jobs of special responsibility held
	


Participation in school life
School functions/events, Games and Sports, Cultural activities, Literary activities, Field trips/excursion/camps, inter & intra-school competitions.
	



Sig. of the Appraisee………………………….      Sig. of the HOD/HM…………………………………









Innovations and experiments conducted related to teaching methods or techniques (teaching
aids used/prepared)
	



SPECIAL PROJECTS UNDERTAKEN
(Seminars/workshop/exhibition/academic fair/event organized)
	



Association teaching programme conducted / organized
	



Remedial teaching programme conducted / organized
	



Initiatives taken for encouraging love for reading in your students
	



Any significant additional achievement apart from those mentioned earlier
	



Any area of school activity that you would like to be involved in the future
	





Sig. of the Appraisee………………………                         Sig. of the HOD/HM





Names of two books recently read related to your subjects
	




Names of two books recently read (not related to your subjects)
	




Seminars workshops attended
	



State briefly the shortfalls with reference to your targets/objectives related to your assigned duties and specify constrains (if any) in achieving the targets
	



Rate your performance with year and neutron areas in which you would require inputs for professional developments.
	



Membership of any organization / associations……………………………….……………………………………………

foreign travel personal/official…………………………………………………………………………..……………………….

Period of interaction between the authority initiating the ACR and the appraise.
	



Suggestions made by the authority initiating the ACR to the appraise for improvement
	





Sig. of the Appraisee……………………………….       Sig. of the HOD/HM………………………………………………

Part III     Evaluation by the initiative Authority
To be filled in the HOD/HM (initiating authority)
Key:   6- Outstanding;	5- Very good;		4- Good;	3- Average;
          2- Below Average;	1- Unsatisfactory
                                                                                        6    5    4     3    2    1
1. PROFESSIONAL COMPETENCE AS A TEACHER

· Power of expression / communication skills  			
· Knowledge of subject
· Involvement in lesson planning
· Keeping up with educational developments	
· Efforts put in for making quality assignments / question 
papers
· Proper correction work and follow up
· Class managements
· Competence to care for/handle /counsel students
· Systematic maintenance of records and registers
2. ATTITUDE & ENTHUSIASM
· Interest in school work
· Capacity for sustained hard work
· Commitment to quality of work
3. DEPENDABILITY & SENSE OF RESPONSIBILITY
· Willingness to own and assume responsibility
· Extent to which s/he can be depended upon to 
discharge her/his duties without prodding
· Punctuality in reporting
· Punctuality in work schedules
4. INTEGRITY & LOYALITY
· Professional integrity
· Financial integrity
· Personal involvement with the institution
5. INITIATIVE  AND RESOURCEFULNESS
· Capacity for creative thinking
· Willingness to try new ideas
· Ability to solve problems
6. INTERPERSONAL SKILLS
· Ability to get along with people in general tact,
Sociability, patience, and perseverance.
· Persuasive ability
· Amenability to discipline
· Ability to relate positively to every pupil irrespective of 
pupil’s achievements
· Ability to help student’s gain confidence                                        
· Interaction with parents
· Appropriate appearance and manner
7. TEAMWORK
· Ability to inspire confidence in colleagues/juniors/students
· Team spirit-initiative and willingness to share workload

REMARKS
A) Any knowledge of personal problems which may affects the performance of the teacher

B) Areas in which s/he needs inputs for further growth/ better performance.

C0 Frequent parents’, students’, colleagues (if any) that merit recording in the ACR

C) Sparks of superlative performance in (specific instances/ example to be given


NAME DESIGNATION AND SIGN OF THE INITIATING AUTHORITY 


Date…………………………..                                            Signature………………………………….            













Part IV                                               Remarks
Confidential
	         REMARKS BY THE INITIATING AUTHORITY


signature
          Date …………….  Name …………………….. Designation………………………








	
B          REMARKS BY THE REVIEWING AUTHORITY


Signature
         Date ………………….      Name…………………       Designation……………………….




	C          REMARKS/ OVERALL GRADE BY FINAL REVIEWING AUTHORITY PRINCIPAL





SIGNATURE




[bookmark: _GoBack]
Date………………………..                                                        Signature……………………………
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