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10.1 Performance Review and Appraisal Process

Performance appraisal process helps evaluate and enhance, an employee’s contribution
(KRAs - Key Result Areas) in achieving the synergic goals of the organization. The following
process is adopted to ensure that the employees comprehensive list of KRA's are well
formulated for alland achieved:

10.1.1 KRA Designing/Goal Setting/Performance Planning:

All the faculty members opt for either Academic or Research or Academic Administrative
Track. Based on the selection and subsequent interactions, KRAs are planned in consensus
and uploaded on HRIS (People Strong). The same are reviewed and modified/approved by the
director.

The departmental team targets are divided on role driven responsibilities and shared
amongst the staff as their respective KRAs. The same is documented by the employee himself
on the HRIS (People Strong). Supervisor/ L1 Manager will update/ approve the KRAs of the
team reporting to the supervisor.

10.1.2 Half Yearly Performance Review:

Transparent and Objective half yearly Performance Review is conducted to assess/identify
improvement area, resource/support requirement and strategize how to achieve the KRAs.
The review for faculty will be done by the Director and for staff, it will be conducted by the
immediate supervisor/L1 Manager and then submitted to the HOD/The Director.

10.1.3 Annual Performance Review:

The annual performance review is initiated in the month of July every year for the annual
performance appraisal cycle of all employees from July 1st (preceding year) to June 30th
(same year).

10.1.3.1 Performance of Faculty - Process for Faculty Performance Review:

Post completion of July - June performance cycle, the performance is compiled in the HRIS
software for the Appraiser. The Appraiser/Acceptor will be the Director of the respective
campus. All the Directors meet with the faculty members in person and discuss their
performance. Besides the comprehensive feedback from the IQAC, the Directors are also
required to take feedback on the Teaching Quality standards of the faculty members from the
Dean/ Associate Dean/ Assistant Dean Academics, as may be the case. The Dean Research
shall be consulted for the Research and Publication rating.
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The performance of the faculty is measured through the following components:

Table No. 12 : Faculty KRA Components along with weightage (as of 2022)

Parameter

Performance Weight

KRA based rating by the appraiser, for e.g.
¢ Academic Performance

¢ Institution Building 70%
* Research and Self Development
Behavioural rating:
¢ Initiative 3%
¢ Student First 3%
¢ Gives Feedback 2%
¢ Takes Feedback 2% 15%
e Learning & Growth 3%
¢ Self-Health and Awareness 2%
Institutional Target 15%
TOTAL 100%
Faculty Tracks and Performance Rubrics
Performance Parameter Research | Research | Teaching | Teaching | Top Institution
Track 1 Track 2 Track 1 | Track2 | Researcher | Building
Track (TRT) | Track*
1 | Academic Flexi | Teaching Load 14.20% | 19.00% | 24.00% | 31.00% | 14.20% 14.20%
Performance
Avg Student 4.50% 5.98% 7.50% 7.50% 4.50% 4.50%
Feedback
Teaching Quality | 7.50% 9.97% 12.50% | 12.50% | 7.50% 7.50%
Campus Area 1.90% 2.52% 3.00% 3.00% 1.90% 1.90%
Rating
Pan Area Rating | 1.90% 2.52% 3.00% 3.00% 1.90% 1.90%
Total 30.00% | 40.00% | 50.00% | 57.00% | 30.00% 30.00%
2 | Institution Flexi | Institution 5.00% 5.00% 5.00% 5.00% 5.00% 25%**
Building Building Activities
Admission/ 3.00% 3.00% 3.00% 3.00% 3.00% 3%
Placement/MDP
Mentoring 3.00% 3.00% 3.00% 3.00% 3.00% 3%
Total 11.00% | 11.00% | 11.00% | 11.00% | 11.00% 31.00%
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Performance Parameter Research | Research | Teaching | Teaching | Top Institution
Track 1 Track 2 Track 1 | Track 2 | Researcher | Building
Track (TRT) | Track*

3| Research &
Self Flexi | Research Output | 25.00% | 17.00% % 0% 25% %
Development
Self-Development | 4.00% 2.00% 2.00% 2% 4% 2%
e.g. conference
papers, MOOCs
with certificate
Total 29.00% | 19.00% | 9.00% |2.00% | 29.00% 9.00%

Total Academic Performance, Institution 70.00% | 70.00% | 70.00% | 70.00% | 70.00% 70.00%
Building, Research & Self Development

4 | Behavioural | Fixed | Initiative 3% 3% 3% 3% 3% 3%
Student First 3% 3% 3% 3% 3% 3%
Gives Feedback | 2% 2% 2% 2% 2% 2%
Takes Feedback | 2% 2% 2% 2% 2% 2%
Learning & 3% 3% 3% 3% 3% 3%
Growth
Self Healthand | 2% 2% 2% 2% 2% 2%
Awareness

Total 15% 15% 15% 15% 15% 15%

5 | Institution Flexi | As defined on 15% 15% 15% 15% 15% 15%

Target yearly basis
Total 15% 15% 15% 15% 15% 15%
100% 100% 100% 100% 100% 100%

Process for selecting a preferred Faculty Track:

1. Create understanding of the tracks and self-analysis of personal goals contributing to
campus goals (Statement of Purpose)

2. Submit preference to Dean-Academics and create balance keeping interest of the
stakeholders including students, statutory bodies & management.

3.Submitof final preferences to the office of Campus Director.
4. Due diligence on the preferences and mapping of campus level deliverables.
5. Formal letter shall be issued from Director’s office about the track.

6. Director office shall publish final list of faculty with appointed track.




*Institution Building Track

A. Eligible Roles: Dean - Academic, Dean - Student Affairs, Programme Chair, Placement
Chair, Admission Chair, MDP Chair

B. Weightage of Institution Building Activities - 25% (out of 100%)
B.1 Weightage on Student Survey question (relevant to the role)/ Role Specific KPI - 10%
B.2Weightage on Leadership KPI - 15%
B.1Student Survey/Role Specific KPI
Dean-Academic
a. Quality of Academic Delivery - 10%
Dean - Student Affairs
a. Opportunity for participatingin extra curriculum activities and events - 5%
b. Quality of Food and mess - 2.5%
c. Hostel -2.5%
Programme Chair
a. Quality of Academic Delivery (in respective programme) - 10%
Placement Chair
a. Opportunities for placement/SIP and support of placementteam - 5%
b. Achievement of campus placementtarget (as per the Institutional target metrics) - 5%
Admission Chair
a. Achievement of Campus Admission target (as per the Institutional target metrics) - 10%
MDP Chair
a. Achievement of campus MDP Target - 10%
B.2 Leadership KPI
a. Executed Responsibilities of Role Effectively - 3%
b. New Initiative taken during the Academic Year - 3%
c. Collaboration with stakeholders - 3%
d. Transparentdecision making and governance - 3%

e. Building External Network - 3%
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10.1.3.2 Overview of Performance of the Non-Teaching Staff:

The performance of the staff members will be reviewed on the basis of two parameters:

Table No. 13: Performance Review Parameters

Parameter Weight

KRAs 70%

Behavioural rating:
e Initiative - 6%
e Student First - 6%
e Gives Feedback - 4%
e Takes Feedback - 4%
¢ Learning & Growth - 6%
e Self-Health and Awareness - 4% 30%

Total 100%

The HoD/ immediate supervisor/ Head of the Institution/ Director shall review the
performance against the KRAs at the end of the year. The sum total of KRA based rating and
behavioural rating will be compiled to rate the employee for the performance appraisal. The
appropriate authorities shall finalize the performance rating based on the mutual discussions
thereafter along with the ratings.

Process for Staff:

At the end of the appraisal cycle, the progress against every KRA is compiled in the HRIS
(People Strong). The immediate supervisor/appropriate authority shall be the appraiser of the
employee’s performance. It is mandatory for the Appraiser to sit with the staff member and
discuss about his/her performance for the year and provide necessary feedback to the
employee for further improvement. The appraised performance review shall be examined by
the reviewer who is primarily Head of the Institution/Head of the department. The reviewed
performance appraisal is finalized by the acceptor (Primarily the strategic management
team). Accordingly, the salary is enhanced along with/without promotion.

10.1.4 Eligibility: All the employees (faculty and staff) joining on or before 31st December shall be
appraised in the current performance appraisal cycle of July to June on proportionate basis.
Anyone joining post 31st December shall be for the appraisal in the nextappraisal cycle.

Respective campuses, after obtaining requisite inputs from the Corporate Office, issue a
letter of appraisals to the respective employee. No increments will be granted in the middle of
the year. All increments will be effective from 1st July only. Not with standing the objectivity
with which the performance of each employee is appraised, a suggested norm of rating the
entire strength of faculty/non-teaching staff at the institute is: Outstanding 10%; Exceeds
Expectations 20%; Meets Expectations and below 70%.
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Table No. 14: Performance Rating values and description (Subject to chance year-on-year)
Rating
Description

Qualitative Numerical

Outstanding (0S) 9.01 and above Exemplary performance in all areas of the job and is
role model for others

Exceeds 8.01t0 9.00 Surpasses the standards and established performance

Expectations (EE) expectations in important areas of the job.

Meets Expectations 6.01 to 8.00 Good Performance. Consistently meets standards and

(ME) established performance expectations in important
areas of the job.

Fairly Meets 4.01t0 6.00 Performance is fairly met by the employee and certain

Expectations (FME) areas needs improvement. Rating will be supported to
improve performance through ‘Performance
Enhancement Plan’

Below Expectations 4.00 and below Performance falls below expectations in many areas

(BE) of the job. Substantial improvement is critical, failing
which, separation can be initiated.

10.1.4 Performance Enhancement Plan

Jaipuria Institute of Management is introducing Performance Enhancement Plan (PEP ) as
structured programme or process to help employees improve their performance when the
performance including behaviour has not been consistent. The objective of PEP is to help the
individual employees to identify the area of improvement, set clear goals and support them
with resources to enhance the performance in a given set of time.

Eligibility: Employees who have been given ‘FME’ during the Annual Appraisal or who have
been found consistently low performance during Mid-Year Appraisal can be put on
‘Performance Enhancement Plan’ for 3 months. An employee on probation period is not
required to be on PEP.

Process: Concern line manager and HOD will inform HR department along with the
performance evidence. HR department will evaluate such recommendations and will inform
the concern employees about the decision of PEP in writing.

After the information, PEP Goal will be identified for next 3 months by the line manager. To
make the process fair and transparent, HR will be part of the meeting during the
communication of the Goal. The Goal will also have articulation of support required if any.

There will be review of performance against the Goal on monthly basis. The individual
employee, line manager and HR Representative will be part of the PEP Review meeting.
Duringthe review, feedback will be given to the individual employee.

After three months, if the individual improves the performance, he / she will be given letter to
successfully complete PEP process.

If the individual doesn’t improve as per the Goal, he / she will be asked to leave the
organisation during the PEP process. The letter of not fulfilling the Goal will be sent to the
individual employee by HR.

In case of new employee on Probation Period, the PEP duration will be of two months. In case
there is no improvement in performance, the person can be asked to leave the organisation
during PEP process.
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Increments:

Annual Increment will be given based on the performance rating every yea and will be effective
from 1st uly. Increment will be prorated for employees who join during the performance cylcle.
Increments may be withheld in the following cases:

* Appraisal Rating of BE

* No publications in the prescribed journals (only for faculty) - FT 50/Scopus - Business
Management & Accounting / WoS - Business Collection/ Management. However, the
faculty will be eligible for the increment, if he/she publishes a minimum two papers in the
prescribed journals in the last two years. A new faculty who joins during the AY will be
exempted from this clause

¢ increment can be held of the employee who resigns before the date of disbursement of
the appraisal letter.

10.2 Career Advancement Scheme (CAS)

Career advancement scheme for Faculty members shall follow a two-tiered approach. In the
first tier, there shall be qualifying criteria as laid down in the below mentioned table. This
revised policy is effective from Academic Year 2024-2025.

The Qualifying Criteria:

Table No. 15: Career Advancement Scheme qualifying criteria

Particulars Experience in Average Course Feedback | Minimum Aggregate CAS
Jaipuria at (End Term) Rating of Points Required in last two
present level current year for the years. (Aggregate of CAS
(in year) as on Question (Are you able points applicable to the
effective date to learn effectively from track in the given year)
of promotion* the course?)

Assistant

Professor Il 01 80%

to Assistant

Professor Il

Assistant CAS points required at

Professor Il to 02 80% ‘ME’ level in the

Assistant respective Track of the

Professor given year

Assistant

Professor to 02 85%

Associate

Professor

Associate

Professor to 03 85%

Professor
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*Minimum Experience in Jaipuria Institute of Management as a qualifying criteria can be exempted
for new employee only if this is mentioned in the Appointment Letter.

1. Inthe abovetable no. 15, the 2nd column 'Experience at Jaipuria at Present Level' is taken
as experience in the same position at Jaipuria for number of years from the last date of
promotion or in case of new joiner, the number of years from the date of joining.

2. At least the specified number of research points as mentioned in table above to be
achieved according to the levels mentioned in the last column, from the date of last
promotion or defined period at the time of announcement of CAS or in case of new joiner,
from the date of joining.

3. Faculty may publish paper/book/cases etc. which do not fall in any of the category listed
herein. On the recommendation of the Dean Research/Dean Academics (as may the case
be), such publication(s) may be referred to 'Research Committee for Publication Rating
(RCPR)'. The RCPR shall examine the quality of the publication and based on its
assessment shall award points on case-to- case basis. The decision of the RCPR shall be
final and binding, no further appeal shall be entertained. The RCPR will be presided by the
Vice Chairman and may consist members from HR and/or external experts.

In addition to these, the applicants for promotion should not have:
* Scored ‘BE’ grade in the last two evaluation cycle.
* Any case(s) of academic / behavioral misconductin the last two years.

The application process should include an application form along with statement of purpose
and note of contributions made in institution building, academic achievements and Research.
The format of the same will be circulated by HR department.

The post qualifier process consists of two stages:

Stage one: This will be used for a merit-based recommendation to the next level i.e., Interview
process. The scores will be on the basis of all the processes before interview that is academic
audit, research rating, peer rating, institutional building and appraisal rating. All these have a
combined weightage of 70%.

Selection Criteria:

The second tier of this process shall have the selection criteria. This will form the basis of
selecting candidates for promotion from amongst the applicants. The selection criterion is
based on rating them on various parameters of their roles and an interaction with a select
panel. The various components of this stage are as follows:

1. Academic Delivery - This is one of the most important parameter for CAS and will be
evaluated on the basis of Academic quality evaluation, Industry Connect, Course Feedback,
and Contribution to Subject. An audit on teaching quality and delivery will be done
on the basis of course planning and delivery as mentioned in the Performance Appraisal.
Industry Connect will be assessed through guest lecturers/Corp Session or Talk at the
Institution level by Industry Leaders, get new recruiter to the campus leading Placement / SIP
or Industry Projects / Consultancy. Student Course Feedback will be measured based on the
yearly Feedback conducted. The ‘contribution to the subject’ which is part of Academic Audit
shall be taken from appraisal scores where it is assessed by the Pan Area Chair and the Area
Chair. Relevant questions regarding teaching quality will be asked during interview as well.
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2. CAS Points - For faculty members it is important to keep learning and contributing to the pool
of knowledge by doing research. It enhances the teaching skills as well. The publications to be
counted for the award of points in a particular review year, shall be those publications which
are either finally published or have received a formal letter of acceptance for publication on or
before 30th June. Only published paper will be considered for promotion unless it is
mentioned inthe appointment letter to allow to participate in CAS process.

3. Institution Building - This is perhaps the most important contribution that a faculty member
makes besides teaching. This will be measured in terms of the faculty’s contribution to MDP,
Consulting assignments, Industry/ academia tie ups, support in admissions and placements,
participation in committees, initiatives like IDP/Mentoring, branding activities, starting new
centers, etc. The Institutional Building component will be taken from appraisal (50% weight)
and the director’s rating (50% weight) of your institution building declaration.

4. Appraisal Rating - The final appraisal rating that reflects the Director encapsulated view of
the performance of a faculty member should also contribute in terms of promotion. For this
factor, the rating for last two years will be considered.

5. PeerRating - Thisrating is equivalent to the final rating of the peer review applicable to faculty
group.

Stage two: The selected candidates of stage one will appear before the interview panel. The
final selection will be on the basis of recommendations of the interview panel score weighing
30%, added to the score from previous stage.

Interview - A panel will be constituted that will interview all applicants for promotion. The idea
is to discover things that a faculty member has achieved or has plans and appetite for. The
interview panel will be duly sensitized not to fish for things that a faculty member does not
know. A brief exploration of their subject matter knowledge is important as well as exploring/
defending performance on teaching/ research / institution building.

The interview panel shall comprise of the following:
* The Vice Chairman
¢ Director(s)
* Vice President - Human Resource
* Subject Matter Experts - special invitee
* PAN Area Chair

In case, the weightage of any stage is changed at a later stage, the same shall be notified,
along with the timelines, on a yearly basis to the faculty members.

The components of the CAS processes and the weightages are also attached for your information.
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The CAS parameters are as under:

Table No. 16: Career Advancement Scheme Parameters

Parameter Weight Description M.eas.urement
criteria / scale
Average IQAC Score of last 2 0.07 As per the Performance On a scale of 1 to
years . Appraisal Forms 10
Student Course Feedback (95 - 100; 10),
(90 - 95; 8), (85 -
0.1 from Course Feedback
Academic Delivery (20%) 20% (Are you able to learn 90, 6), (80 - 85,
effectively from the course?) 4), (<80, 0)
From last Appraisal Form
where Pan Area and (9 - 10, 10), (8 -
Contribution To Subject 0.03 Campus area both have 9,8),6-17,4),(>
given ratings on a scale of 6, 2)
1to 10.

Total Score 0.2

Organise Guests
Lecturers and/or ‘Talk’ by
Industry Leaders in
institution events.

Industry or Govt Project
/ Consultancy.

Director to rate on
ascale of 1 to 10
Industry Connect 0.05 based on clear
contribution in at
least one of the

three area.
Institution Building (10%) 10% N ;
Bring new recruiters to
campus leading to
placement/SIP
1.B Rating in Appraisal in last Reference rating fro_m (9 - 10, 10), (8 -
Performance Appraisal 0.05 Performance Appraisal 9,8),6-17,4),(>
Form 6,2)
Total 0.1
NPS (%) Numeric
Rating
Peer Rating (10%) 10%  Upto Zero 0
Above 0 to 15 4
above 15 to 35 6
Above 35 10
CAS Points 15% *As Mentioned below : CAS Points Table
Appraisal Rating g::;:]egnc
Appraisal Rating (15%)
[Average of 2 Years based on 15%
the overall score] FME 0
ME 4
EE 6
0s 10
The Vice Chairman 6
External Expert 6
Personal Interview 30% 30%  Director 6
Pan Area Chair 6
HR Head 6
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*CAS Point Table:

CAS Points (TT1/ IB Track) CAS Points Research Track 1,
Rating (Out of 10) Rating (Out of 10)

0-24 0 0-5.9 0

25-29 6 6-6.9 6

3-5.9 8 7-9.9 8

>=6 10 >=10 10

CAS Points Research Track 2, CAS Points Top Research Track,
Rating (Out of 10) Rating (Out of 10)

0-4.4 0 0-14.9 0

45-5.9 6 15-17.9 6

6-79 8 18-20.9 8

>=8 10 >=21 10

Faculty in Teaching Track 2 (Pure Teaching) will not be rated on CAS Points. The weightage of
Academic Delivery and Institution Building will be increased proportionately by 7.5% each

Timelines:

Table No. 17: CAS Timeline

Activity Approximate Dates

Release of promotion policy First/Second Week of November

Last Date of application of promotion
including self- appraisal Third/Fourth Week of November

Submission of all other documents

Verification of Data End of November

Interviews Month of December

Declaration of results Month of January
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Faculty Auto-Promotion in the Category of AP3 and AP2

Assistant Professors Grade Il and Ill, working with Jaipuria Institute of Management at any campus
will be considered for automatic promotion to the next level, subject to following eligibility criteria:

Eligibility Criteria:

1. The faculty should have completed Three Years (03) with Jaipuria on 30th June of every year.
Therefore, all AP3 & AP2 who complete 3 (Three) years on 30th June shall meet this eligibility
criteria of ‘Age of Service’ for the promotion.

2.The faculty must also meet the minimum CAS eligibility criteria as per Faculty Promotion Policy
of the respective year.

3. The promotions will be effective from 1st January of every year along with CAS promoted
faculty members. The faculty must be PhD to avail benefit under this scheme.

4. All faculty members promoted under this scheme shall be eligible for 3% increment on their
CTC. The increase in salary will be effective from 1st January of every year, e.g., a faculty
eligible to be promoted as of 30th June shall be promoted along with the faculty promoted
through CAS process in Nov/Dec of that year. The effective date of promotion and promotion
related increase in salary will be from 1st January of next year.

5. All faculty members of AP3 and AP2 grade are though encouraged to participate in the regular
CAS processes for faster career growth, and, this policy does not at all hinder in the CAS
process.

6. Only regular faculty are eligible for promotion under this policy. This policy is not applicable to
adjunctor contractual faculty members.

Non-Teaching Staff
This policy shall be applicable to all the regular employees on rolls of the organization.

Position Capping - Certain functions in the organization will be capped in terms of growth. In view of
the peculiar organization requirements and overall available resources, the positions of the certain
appointments have been capped as below. However, the salary increase will take place every year
as perthe Annual Performance Review process.

Table No. 18: Grade-wise position capping
Grade Capping of Positions Designation
A+ Vice President, Director, Executive
Director
A Assistant VP, Senior GM, GM
M1 CAO, IT, Librarian, EA, DGM, AGM, Senior Manager, Manager
Program Office

60



Grade Capping of Positions Designation
M2 Examination, Warden Deputy Manager, Assistant Manager
M3 Senior Executive, Management Trainee,
Executive
s Junior Executive, Supervisors, Drivers,
Peons, Offices Assistants

For career advancement/promotions of rest of the positions in the non-teaching staff will be carried
outalong with annual appraisal process. Promotions will be recommended by the appraiser, agreed
by the reviewer and approved by the acceptor.
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Purpose

The purpose of this policy is to recognise and demonstrate the appreciation of loyalty and
commitment of long serving employees.

Scope

This policy applies to all regular employees on the role of IES across regions and locations,
who have completed 5, 10, 15 and 20-years of continuous service with IES.

Policy

(a

All permanent employees celebrating qualifying work anniversaries will be recognized as
recipients of long service award.

(b) Full-time Active employees are eligible for a service award in the year in which they
complete 5, 10, 15 and 20 years of service and continuing recognition at five-year
intervals.

(c) Memento of service recognition shall be provided to the individual employee.
(d) Director/ Department Heads can recognize the employee on the date of completion.

(e) HR team shall be responsible for administering the awards, review and track the
employee’s anniversary dates, service years and eligibility check points.

(f) Amailerwill be shared to allemployees on the date of Anniversary.
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