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Dr. ABntJL SHAMEEM, MDS..
PRINCIPAL
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TO WHOMSGEVER IT MAY CQNCF.RN

This i§ t® €€rfify thatt our lnstitHtioH has effe€tiv€  Perforrm€an€€ Apprai§ae] 8Fsterm

for teaching afid n®n-teaching staff details are given:
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pERF#R±"ArngcE APPR4isAL

I,   I±URP08F,:

TG  describe  fh€   procedure   established  b}'  the   organization   tQ   review.   and  plan   performHnL`L',

objecti¥e§  ;f  gGals  for  the  emplQ¥ees  find  t¢  define  performance  a§s€s§mgnt  method  for   g.i}€h

Category  of emplGyeL`s.  This  procedung  aims ta  fat.ilita{g  individual  trainiiig  ns#d  analysis,  cal'c'L.i`

pianniHg & detrelopment within in the organizfitien.

a.   kE€#F'l::

Thifprfll.€dtiresha„beappliciibletoallcategori€£ofe-mplsyeeswithinthgt}rganizati€in.

3.   BEF!*TtT[Gi\!S: Nil

4.   RESP0h:§IBILITY:   The   respective   Fun#tiunfi!   In-chtingLt   shall   bg   sespSn§ibig   for   dgfinin±i

objectives ±' goats  for the emplo}.ees  & t¢ a§Sfgf  their performance  based on achi€vsm¢iiLi  {i.t }iLT

pr€planned   obj@tttives   /   goals,   Th8   Dental   College   Managem€ttt   *bf   HR   Dep#rEmEnt   5hiil{   tri-

r€sponsibl€  for coordinating periQdif  performance assessm€#t activities and collating lhg rgfult {il-

sitch :isse*€sm€]it.

r}gn{al foll€g¢ M{inag€mgiit ,1` Hlt department shan also be refpQnsiblg for decidiiig €are€r tiptitln.`

& grGt+f{h piith of t3mploye€§ in the orgrHiztitiQn in €tmstiltittion with the HC}D f' Ct}mmitte# iind thi'

£`8fic€rn€ti Function±i} in-£harge.

5f   Z}ES€HIPTI0N:

PLTi®dic 3s5€ssmgnt c}f emplQyee`s performance ig a vital fagtor in performaliL.e and quality #iii`ittL.t}

managcm€nt process. Thi" Performfln€€ Appraisal System followed at MRS r}ent&l €`#11€g€ h#£ tu „

m&iH t±bj€Stives.

fry   F.mplo¥t:¢ Performance Planning through goals and tflrgEt setting for th€r indi¥idllal in alignmL'nt
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with depafimefttal arid orgi±ilizational cbj€€tives

b.   A§§es§rmgnt  of the  Employee  Performance  for the period  under  asfess"€mt  in  re!ati¥e  t¢  t{IL*

preset goals &nd tanggts; and ov€r&ll organizational performanL.€

€,    Career  PEanning  and  Training N€eds  Assessm€ftt  for  identifying  potential  leadership qu&liti€.i

and equipping employe€§ far better performance.

A.  Pgrjirl.qf€fF7fg edp[]#fisff/ £.}.f.¥fLpfff..  The  as§€gsm€]it year  for  ail  €cnfirmgd  employees  Shall  b€  ff.oni

April  to  RE€tr€h  gv€ry  year except  in  the  cases  ttf new  recruits  for wham  the assessment Shall  [*e

dcn€ ar{€!.their p!.obatit]n period.

ThL-  FLm€tional   [n-charges  shft!]  de*~lne  the  objectives  /  goals  8f  the  nEw  €mp!cy£#S  itft€r  {hi*

c®"pl€tioi] Qf the prsbRtiS±i period. The assessment ®f the new empleyees shall be dane dEp€ndirig

Sn the empleymgnt §tatu§ Such as Trainee/ Probationer / Annual Contracts Etc.

P€rl`t}rtltfince Plfl"ing

The  Detital  College  Miirmg€m€]it  !'  HR  Dfpanment  shall  GQordinate  to  GSflduct  the  appraisal  ill  it
cordial entJironment.

The  Fun€tiGnal  ln-€h&rges  shall  di§cL&§s  with  the  €mpleye€t  firmlize  and  record  the  objgctivi±*

gr*fil§  with  muttial  figre€ment  ¢n  Employee  Performance  Appraisal  Form  {R-HR-I 1}.  Wh€n#¥i:r

ptjfsibl€, the date of`th€ compL€tipn 8f the objectives / goals shall also be firtfilized.

Thi*  objective ,'  Eoal§  shall  §€r\'€  the  purp8§€ of measuring the  results  a€hi€¥Sd by  &h€ ¢mpltl}.€L*`+

during the agsSssm€nt  year with the stfindard of performance  accepted by bath  i.g.  Asscfs®r #nt!

Agsessed.

The Functiclt3l  ln-charge shall take Care to see that the objectives / goals to b€ fichieved are ngithL`r

over    -    ambitious    nor    Lilld€re§tim#ted.    In    shgr(t    the    targ€`t§    shall    bE     a€hj€vabl€     "itliBLlt

€ompromjsjng pot€n{iaL improvem€n€s.

At the end Sf the €jigrci§€. the objectives / goals Shall be signed by the Ft}ncti®na± Iri-Lqharge filtd h}.r

the €mpleyee.

P€rfcrm3n€€ apprtiis
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i  is  carried out  for teaching  faculties  \±'hich. is  aimed at €acQuraging ft:Ii-I t{i
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imprtlv¢   i.tintribiition   to   the   profes§i®n£   Assessment   wtls   done   bt]§€d   on   stflffperf`onmmci*   in

lg3c.hing&   learning   and   e\faliiatiQn   r€!ated  activities,   cc-currieular   activi€i€£`   refe#reh&   rglatL.i}

comributionsand     profession     related     c®ntributionwhi€h     includes     ln§titutiSmal     Gt7\f€rii#rii+t.

respoflsibi!itigs*   membership    in   profession   related   €ommitt€€s,   p&rficipation    i»   c®nlt€riT]iL`il*.

par[icipatitin  in  short terffi  training coursg§, membership of profe€€sion€il  as5o€iatioHf   c8mmi{t€g£.

boflt.ds of §tudi€s. editorial   committ€gs ofjourna[§ / institutiQna{  publications.

It \\'af done on yearly basis with a ranking sy5{em in which g€Sring criteria ranges from

•     8i-loo foroutgtanding

*     fit ~80for`terygood

•    4l-r]8fargQGd

•      2I  ~4G ±`ortl`,f€rfig*.

•     legs than orequal to 20 for poor p€rforman€e

Thgr€ are sGm€ Additional Param€t€r§ for LeetLtr€rs in which §€Gring €ritgria ranges from

*      17 -2{j foroutstanding

a     i3~16forverygood

I     g~'12forgiiod

•    5-8faraverag€                                                                                                   .

*     less thar] or equal to 4 forpoSr perfc*rmance

S€Sring criteria for N8n-Tgfiching I.aGt}!ti€s ranges from

•     fil  -75 foroutgtanding

•     46 ~fto fQr`'Er}' gt}9d

•     3l -45foi.gt*od

a     16-3Gforalvgrage

•     l#sf than or gqucil to  l5 for pQQr performart€t£

[t \¥as done to aci`€ss overall p€rf-ormfince§ of tile faculties and to know the areas where
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f\§ses§m€nt Qr perff}rmaii€e

The Functional ln-€h€ti.ge shall e[l§ure proper t'ouns€ling Qf the €mplo¥Se on the ohjectivgf of the

perfermarige appraisal exercise.

He  ,r  She  shall  provide  objective  feedback  to  the  emplo¥es  abQu{  their  performance,  area.5  Q[-

stfength` conL`erns and [hc areas for improvement during the €1pprai§al prm€e§s.

Ttl[± ftppraisa! £cssiGn shall be very open and informal.  R€as®nab]g t}ppQrttmiry §h.all bL* gil.ran in thi`

€mplc*}r€es   to   gi\fe   their  t'iews  on   their  current  per±`ormanc€,   constraiHtf  experienced   b}`   the.

employee's in achieving the results.

The appraisal  session shall  close. with  the aEtiQn plans  tc b€ agr€€d  by  both  the appi.aj§€!- find  {hL`

emp]oye€ to improve th€t perft}rmanc€ and reduce the cSrLstraints that affect the performaii£¥.

Overall  performance  of the  employ€g  will  bL-  will  be  graded 'O/Afl3/C/D'  according  t# the  sL't3i.|`

attained, The tmiplQ}Jees wiH  be  intbrmed about their grades at the end of €xgng;ise.  Infa5g #f pS{~tl.

performers,  speci{il  iH§trttctiQns  shall  be  provided  to  improve  their  p€rformanc€  t*efong  the  rt€xl

intefvi€w.

8.   Cesr€+gr P{at"ittg {ittd Tr¢tttting iNe€d*s Asst±ssiilt:ill ..

The  F.Linction#]  In-€harg€  plan  and  shall  record  the  career planning  and  trailtiflg  negtls  of i*tii`li

€mplo+veg in Emplo}'ee Performan€g Appraisal Form.

Tile plfln sh`dll highlight:

a.    Currentirerfdrmane€ le\Jcls



RES  Eefital  #Silggg
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b.    Pt}t€,ntittl  l`Gr highi*r r€5poTt§itsiliti¥£

c.    Trainiltg & r}e+.t.lopment need.s keeping in mind the t=urr8nt and future role

The  Functioiial  H€£ids  shall  sLLbmit  the  ¢8mpl€ted  Employee  P€rform&tncE  Apprai5€qi  Form  tiitti*r

completion of the appraisal process.

M®iiitoring Sf the l'€r!-or"att€€ Appr.#isal §¥§t€rm :

The  stl€G€ss  tlf the  appraisal  s}rst€m  Lies  in  its  implgm€nt3ti8n  -  prirnarily  in  Spirit  rather than  un

paper.Thi§sys{emi§tob€pereei¥eda§akgyin§trumentin€lgvg{apmgntandgr®wth®femplo*v€cs

in the tirgflni.£fition.

The  grades  in  the  perfermaric€  appmisals will also reflect  in the  €al€uiati®n 8f yearly  ir}€remettt+

thergB¥ a€hiL`ving a performance reward linkage.

TG baLan€€  sk€w§  in  perfermanc€ appraisal  system each  functi¢f`a]  "aftag€rs fha]l  b€  informi€d  in

advan#e  abSut  the  ratios of each grade  that can b€ awarded in €a€h  i`uflcti®ffial art:a.  This  sh€i}l  bi.

cat¢ulated based gn an overall organizational ratio aHiv€d upon by lh€ Dental CSll€gc RE{infig€f]]L*E]t

; HR department in ,1dty.anc€ linked to the overall Organizational p€rformancS+

Each  €mploye€  shaH  be  prQ`'ided  an  Opportunity  ta  flir  his  1'  h€f  gri€vaHGes  regarding  the  griitl€

a\tr.{irdL.€l   direL`tly   in   wi.iting   lu   ln-t;`hargc /. Dental  Ct]llsge  Ma"g#m€.nt I/   HR   r}eparti}"i{,   liii`

In-Charge .; Hcntal  College  Mantig€m€nt ;'   HR   dgpar{ment   sllal}Scrutinize all  Such  grie`'imc€s imd

Shtill mediate a discussion t!f the ags$5Em€nt tdggther with both the as§€S§Gr and #§§€§See. B&isl'd i'in

this  di§€tis3itln  the  ln-charge  /  Dental  CGllege  Management  /  HR  §hstll  d€Gide  ®n  awasrdilig  ;u`

itTipr®\J€d gr€tde  or retaining the existing grade.  Thi`£ d€ci§ion  shall  be §€pfirately  informed in  tiLt]{h

assessc±r {md assess \*'ith reasons for tht* dgci§it}n.

NG t!mplG}J€€ sltall bg enctluraged to approach any other fun#tianary #f the maflaggm€nt tw.ilh hi+

iigr gri€v'&nces on the grades awarded.

A  suritmary of the performance appraisal exereise §h@H be submitted t® the Hsn / C:Gmmitt€g h}'

the  Manager -HR  Depa!i":nt.  They  scrutinize the €.tgreise  by  gSing  through  individual  L`i*st.£  i±`

ni]ceg¥iry  €ind  rccommeil{1  changes  to  #pprfliszll  Fmding5  if ft]und  necgs§aryt  The  gradL*§  ghiill  ttL'
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cfrici[i!l.v €ofifirnicd Bn their approval and c8mmunifated t® each €mp!o¥ee by the Dental CSl]cgi.

Manftg€mem / HR E}€partm€nt.

S.   IRE€flRD£

--fr4i=-i--ri±TEriri'R€teHtioltiFL*ritldi-+

i   H::::.tl I

Record F¢rma1 R€Sponsibitit}f File No

R-HR-I I
rimp|®yee--Performancepprfti.£a]Form-Nan-CachingStaff

Mattunli Functional }n-charges HRM/ 06 ThreeYgfir£       !i£ii

R-HR-12

--I-"pltiyc€  Ferfu-rmancL.

Manual
i  Functional lnnghargg£ HRM/ 07 ThreeY€€ir*       ii.-i

7.   REFERENCES:           Nil

#.   AItriapEXURE:

1,    FGi'm!it t]f Employees Performance Appraisal Form -Nan Teflching Staf`f

2.   Form fit flf Employees Perfermflnce Appr#isal Form -Teaching Staff

i  ,        Initiated B¥                R€€ori-ri€nd€-a B}r
Approved 8}' IfsttEd 8}!

Dt:Htfil CoLl€g#MaHageni€ntffHRH
al-~
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