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CERTIFICATE OF THE HEAD OF INSTITUTION



Dr.S. ELANCHEZHIYAN, M.D.S.,

PRINCIPAL

TOWHOMSOEVER IT MAY CONCERN

This is to certify that, our Institution has effective Performance Appraisal System

for teaching and non-teaching staff

PRINCIPAL
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Placed Image



PERFORMANCE APPRAISAL SYSTEM



JKKN DENTAL COLLEGEANDHOSPITAL
The institution has a Performance Appraisal System for teaching and non-teaching staff

The performance appraisal system at JKKN Dental College and Hospital is a comprehensive system

that is designed to assess the performance of both teaching and non-teaching staff. The system is based

on the following principles:

Regularity: The appraisals are conducted regularly, typically once in four months, and an overall

assessment will be performed at the end of the academic year. This ensures that the performance of

staff is reviewed regularly and that any areas for improvement can be identified and addressed.

Fairness: The appraisals are conducted fairly and objectively. All staff are appraised against the same

criteria, and there is no bias in the process.

Development: The appraisals are used to identify areas where staff can improve. This information is

then used to provide training and development opportunities to help staff reach their full potential.

Continuous improvement:The appraisal system is constantly being reviewed and updated to ensure

that it is meeting the needs of the college.

The Self-appraisal form for teaching and Non-teaching Staff is given by the management to assess

their academic, clinical, technical, and administrative skills. This assessment form is generated

through college's internal software in the E format to their email. All the Staff members are instructed

to complete this appraisal form every Four months to upgrade and update their skills and knowledge.

The appraisal form consists of personal details, educational status, Research activities like PhD,

Intellectual Property Rights like Patents that are applied, Research publications like articles and books,

Workshop and Conferences attended, Design thinking activities, Innovation in the teaching and

learning process, participation in State level and National level programs related to subjects, Research

and Leadership skills. The details collected from the appraisal form of the Staff are analyzed and

utilized to implement necessary initiatives to improve the quality of teaching staff thereby improving

the quality of Institutional performance.

Performance appraisal for Teaching Staff

The performance appraisal system for teaching staff is as follows:

The self-appraisal form is completed by the teaching staff member. This form assesses the staff

member's performance in a variety of areas, including teaching, research, and clinical skills.



The supervisory appraisal form is completed by the staff member's supervisor. This form provides

feedback on the staff member's performance from a management perspective.

The final appraisal rating is based on the combined feedback from the self-appraisal, peer appraisal,

and supervisory appraisal.

(Done by Senior teaching Faculties, Head of the Department, Principal and Management Members)

1. Based on the assessment of the Self-appraisal form submitted by junior staff

2. From their participation and organization in Institutional activities

3. Based on their teaching and motivating skills assessed by the Students and Head of the Department

4. Their contribution to academics like paper publication and research projects

5. Based on their ability to develop innovation and invention, entrepreneurship and leadership skills,

publication of articles and Star ranking in Linkedin, and ability to coordinate among other Staff and

Students during classes and other extracurricular activities

6. The Promotion and other benefits are provided based on their performance appraisal and

involvement in institutional progress.

7. All teaching Staff are instructed to attend the Design thinking classes, Faculty development

programs, and clinical skill development programs and are evaluated periodically for their

modification in teaching methods and patient management for efficiency and professionalism.

8. The punctuality in timings, regular attendance and sincere participation in theory classes and

seminars are monitored and evaluated intra-department level and inter-department level for the

empowerment of  teaching staff.

9. Their ability to handle academic and administrative issues is monitored and based on their capacity

work allocation will be done by the Principal

10. Based on the quality of the research activity and quantity of the research projects the Research

committee will implement the rules and regulations in the overall research development of the

institution.



Performance appraisal for Non-teaching Staff

The performance appraisal system for non-teaching staff is as follows:

The self-appraisal form is completed by the non-teaching staff member. This form assesses the staff

member's performance in a variety of areas, including administrative, technical, and support skills.

The supervisory appraisal form is completed by the staff member's supervisor. This form provides

feedback on the staff member's performance from a management perspective.

The final appraisal rating is based on the combined feedback from the self-appraisal, peer appraisal,

and supervisory appraisal.

(Done by College Manager, Teaching Staff, Principal, and Management Staff)

The Institution strongly believes that the welfare and well-being of each employee determine the

overall performance and success of the organization. The following methods of appraisal are

conducted for non-teaching staff

1. Based on their participation and contribution to Public health and patient service

2. Motivated to participate in Design thinking classes and insisted on applying innovative strategies in

their work for better output



3. Assessment of their attendance and activities followed by appreciation by the Principal and

Management to promote interest and enthusiasm towards their profession.

4. Unity is insisted among the non-teaching and teaching staff, between the Staff and Students, and the

same is monitored by the higher authorities for a better working environment

5. Periodic counseling and Performance assessment will be done by the Manager and principal to

improve the quality of the behavior and knowledge of non-teaching staff.

Thus, the performance appraisal system at JKKN Dental College and Hospital is a comprehensive

system designed to assess the performance of both teaching and non-teaching staff. The system is

based on the principles of regularity, fairness, development, and continuous improvement. The system

is used to identify areas where staff can improve and to provide training and development

opportunities to help staff reach their full potential.

Here are some of the benefits of the performance appraisal system at JKKN Dental College:

It helps to identify and reward high-performing staff.

It helps to identify areas where training and development is needed.

It helps to improve communication between staff and Management.

It helps to create a more positive and productive work environment.
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JKKN DENTAL COLLEGE AND HOSPITAL 

PERFORMANCE APPRAISAL FORM - NON-TEACHING STAFF   

 

Employee Name: S.Suresh 

Position: Hospital Manager  

Department: Dental  

Date:  16/11/2022 

Reviewer:  Dr. Elanchezhian (Principal) 

 

1. Administrative Skills 

A.Organization:  

  [ ] Excellent [✓] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Very good 

 

B.Time Management:  

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Very good  

 

C.Resource Management:   

  [ ] Excellent [✓] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Good in resource management 

 

2. Technical Skills 

A.Proficiency in Relevant Software/Tools:  

  [ ] Excellent [ ] Good [ ✓] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Need some improvement 

 

B.Problem-Solving Abilities:   

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  _good problem solver_ 

 

C.Adaptability to New Technologies:  

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   



  ___good adaptability 

 

3. Communicative Skills 

A. Verbal Communication: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  __manageable___ 

 

Written Communication: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  __manageable___ 

 

C.Interpersonal Skills: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

Good_____ 

 

4.Overall Performance 

- **Rating:**   

  [ ] Outstanding [✓ ] Very Good [ ] Satisfactory [ ] Unsatisfactory   

  **General Comments:**   

Good_ 

 

5. Goals for Next Review Period 

**Goals/Objectives:**   

__To become expert in all the above  

 

 

6.Employee's Comments 

**Feedback/Input:**   

__satisfactory 

 

Signature of Reviewer:    

 

 

 

 

 

Signature of Employee:                                       Date: 16.11.2022 

 



JKKN DENTAL COLLEGE AND HOSPITAL 

PERFORMANCE APPRAISAL FORM - NON-TEACHING STAFF   

 

Employee Name: K.Tamilarasan 

Position: Stores in-charge   

Department: Dental  

Date:  24/11/2022 

Reviewer:  Dr. Elanchezhian (Principal) 

 

1. Administrative Skills 

A.Organization:  

  [ ] Excellent [✓] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Very good 

 

B.Time Management:  

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Very good  

 

C.Resource Management:   

  [ ] Excellent [✓] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Good in resource management 

 

2. Technical Skills 

A.Proficiency in Relevant Software/Tools:  

  [ ] Excellent [ ] Good [ ✓] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  Need some improvement 

 

B.Problem-Solving Abilities:   

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  _good problem solver_ 

 

C.Adaptability to New Technologies:  

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   



  ___good adaptability 

 

3. Communicative Skills 

A. Verbal Communication: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  __manageable___ 

 

Written Communication: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

  __manageable___ 

 

C.Interpersonal Skills: 

  [ ] Excellent [✓ ] Good [ ] Satisfactory [ ] Needs Improvement   

  **Comments:**   

Good_____ 

 

4.Overall Performance 

- **Rating:**   

  [ ] Outstanding [✓ ] Very Good [ ] Satisfactory [ ] Unsatisfactory   

  **General Comments:**   

Good_ 

 

5. Goals for Next Review Period 

**Goals/Objectives:**   

__To become expert in all the above  

 

 

6.Employee's Comments 

**Feedback/Input:**   

__satisfactory 

 

Signature of Reviewer:    

 

 

 

 

 

Signature of Employee:                

  Date: 24.11.2022 




