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CRITERION 6: Governance, Leadership and Management 

KEY INDICATOR 6.3 Faculty Empowerment Strategies 

METRIC NO 

 

6.3.1 The institution has effective welfare measures and Performance 

Appraisal System for teaching and non-teaching staff 
 

FILE DESCRIPTION ● Performance appraisal measures for staff  
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Sl.No. CONTENTS 

1.  Performance appraisal system for teaching and non-teaching staff 

2.                 Welfare measures for teaching and non-teaching staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The institution has effective welfare measures for teaching and non- teaching 

staff 
 

The institution provides an adequate atmosphere which ensures high degree of job satisfaction for the 

employees. The following are the welfare schemes put forward for the benefit of the employees. 

 

Leave Benefits (As per University and Government rules) 
 

• Fifteen days of casual leave per year are provided to both teaching and non-teaching staff. 20 half-

pay leave per year can be availed by the permanent teaching staff after completing the probation 

period. Commuted leave not exceeding half the amount of half pay leave per year is granted on the 

basis of medical certificate. 
 
• Duty leaves of maximum 10 days per year to the teaching staff are provided to attend various 

Orientation/Refresher/Seminar/workshops/Training Programs as per the Government rules. 

Nonteaching staff is also given duty leave. 
 
• Female teaching and non-teaching staff can avail a Maternity Leave of 180 days as per Government 

rules. Male teaching and non-teaching staff can avail Paternity Leave of 15 days. Leave given to 

teaching staff to participate and present papers and to the non-teaching staff for participation in 

Conference/ Seminars/ Workshops/ FDP etc. 
 
Statutory welfare benefits 

 

• Gain PF: Staff invest on a monthly basis to their PF account for which they earn interest fixed by 

Kerala government. The staff are allowed to avail loans as per requirement on interest-free terms. 
 
• Group Personal Accident Insurance Scheme: All employees are insured against loss of life due 

to accidents and other unforeseen exigencies that may harm life, under GPAIS. 
 
• State life insurance & Group insurance scheme: It provides insurance coverage to the insured 

at low cost and provides death benefit to nominees in case of loss of life of the staff member. 
 
• MEDISEP: It provides medical insurance coverage to all permanent teaching and non-teaching 

staff. Also, medical reimbursement benefit is provided. 

 

Support Facilities: Staff association, Canteen, Internal Complaints Committee, Parking facilities for both 

teaching and non-teaching staff, clean drinking water facilities and security. The college facilitates the 

professional growth and enrichment of the staff by implementing an effective Performance Appraisal 

System. This system is maintained with the objective of improving academic and administrative standards. 

Teachers are instructed to record their academic activities in the work diary. They are also encouraged to 

make lesson plans and teaching plans at the beginning of each semester so that the objective of an efficient 

academic outcome can be achieved. For systematic evaluation, assessment and prompt action, students’ 

feedback on faculty performance is



Performance appraisal system for teaching and non-teaching staff 

Assistant Professors in academic level 10 (entry cadre) shall be placed to level 11 after 

completion of 6 years of services (four years for PhD candidates and 5 years for M. Phil 

candidates). As per UGC regulation 2018, during the period a four weeks orientation/induction 

programme and a two weeks refresher course are mandatory. Also, minimum satisfactory 

grades in teaching and co-curricular activities are mandatory. 

After completion of five years of service in level 11 cadre, the teachers will be placed to 

Assistant Professor academic level 12. As per UGC regulations 2018, two refresher courses, 

each of two weeks is mandatory to be completed during the period. Two short term courses of 

5 days each is equivalent to a refresher course. Along with this, minimum satisfactory grades 

in teaching, co-curricular activities are mandatory. 

There after 3 years of service in academic level 12, the teacher is eligible to be promoted to 

Associate Professor, provided all norms for such a promotion as per UGC regulation 2018 is 

satisfied. A PhD in relevant subject, minimum satisfied grades in teaching, co-curricular 

activities are mandatory. 

On completion of three years as Associate Professor, the teacher will be eligible for promotion 

as Professor, if the teacher meets all the points recommended by UGC regulation 2018. Ten 

research papers in care list, of which three papers published after promoted to associate 

professor is Mandatory. Minimum grade points in teaching, co-curricular and research 

activities are mandatory. 

For placement in Assistant Professor level 11 and 12, a screening committee duly constituted 

by University including two subject experts, Principal as chairman, HoD and College IQAC 

coordinator as member is required. The candidate should submit the PBAS along with relevant 

documents and service record in front of the screening committee. The committee shall verify 

the credentials and declare the eligibility for placement to next level. The Manager will then 

issue the placement order which will be further approved by University and deputy directorate 

of collegiate education. 

For promotion as Associate Professor and Professor, University shall constitute a selection 

committee including two subject experts in Professor level and the Manager/management 

representative and Principal. The rest of the procedure is same as mentioned in the case of 

screening committee. 



UGC Librarians are also having placements as per regulation norms. 

 

The promotion of non-teaching staff counts the years and a pass in service level aptitude test. 

The promotion posts are lab assistant, LD clerk, UD clerk, Head of Accounts and Junior 

Superintended. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Casual leave 

 

Fifteen days of casual leave per year are provided to both teaching and non-teaching staff. 

Sample casual applications is given below: 

 

 

 

 

 

 



Commuted / Half pay leaves 

 

20 half-pay leave per year can be availed by the permanent teaching staff after 

completing the probation period. Commuted leave not exceeding half the amount of 

half pay leave per year is granted on the basis of medical certificate. 

 

 

 



Maternity leave 

 

180 days maternity leave is availed to every permanent female teaching and 

non-teaching staff on submission of medical report. 

 

 

 



Maternity leave 

 

 

 

 

 

 



 

Paternity leave 

 

10 days paternity leave is availed to every permanent male teaching and non-teaching 

staff on submission of medical report. 

 

 

 

 

 

 

 

 

  



Paternity leave 

 

  



Earned Leaves and  Surrender 

Earned Leaves can be surrendered and encashed. 

 

  

 

 

 

 

 



Earned Leaves and  Surrender 

 

 

 



 

 

Statutory welfare benefits 

 

• Gain PF: Staff invest on a monthly basis to their PF account for which they earn interest 

fixed by Kerala government. The staff are allowed to avail loans as per requirement on 

interest-free terms. 
 

• Group Personal Accident Insurance Scheme: All employees are insured against loss of 

life due to accidents and other unforeseen exigencies that may harm life, under GPAIS. 
 

• State life insurance & Group insurance scheme: It provides insurance coverage to the 

insured at low cost and provides death benefit to nominees in case of loss of life of the 

staff member. 
 

• MEDISEP: It provides medical insurance coverage to all permanent teaching and non-

teaching staff. Also, medical reimbursement benefit is provided. 

 

Salary Bill 

 

 

 



 

 

Salary Bill 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

PF and PF loans 

 

Permanent staff members can avail loans from provident fund. Proper channel application 

and sanction from competing authority is needed. Repayment of loans are subject to the 

condition of with and without interests. 

 

 

 

 

 

 

 

 



PF and PF loans 

 

 



PF and PF loans 

 

 

 



PF and PF loans 

 

 

 



Promotion/placement orders (teaching staff) 

 

For placement in Assistant Professor level 11 and 12, a screening committee duly constituted by 

university including two subject experts, Principal as chairman, HoD and College IQAC 

coordinator as member is required. The candidate should submit the PBAS along with relevant 

documents and service record in front of the screening committee. The committee shall verify the 

credentials and declare the eligibility for placement to next level. The Manager will then issue the 

placement order which will be further approved by University and deputy directorate of collegiate 

education. 

For promotion as Associate Professor and Professor, University shall constitute a selection 

committee including two subject experts in Professor level and the Manager/management 

representative and Principal. The rest of the procedure is same as mentioned in the case of screening 

committee. 

 



Promotion/placement orders (teaching staff) 

 

 

 

 



Promotion/placement orders (teaching staff) 

 

 

 

 



Promotion/placement orders (teaching staff) 

 

 

 

 

 



 

 

 

Promotion orders of non-teaching staff 

 

The promotion of non-teaching staff counts the years and a pass in service level aptitude test. 

The promotion posts are lab assistant, LD clerk, UD clerk, Head of Accounts and Junior 

Superintendent. 

 



 

Promotion orders of non-teaching staff 

 

 

 

 



 

 

 


