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Criteria VI: Governance, Leadership and Management

Metric No: 6.3.5: Institutions Performance Appraisal System for teaching and non-
teaching staff.

Describe the functioning status of the Performance Appraisal System for teaching and
non-teaching staff.
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Performance Appraisal System for Non-teaching Staff

At the Management level

Workshop on “Orientation Programme on Office
Management” for office staff held on 15™ July, 2023
organised by SDME Society (R) Ujire

Workshop on “Personality Development” for attenders held
on 24™ May, 2023 organised by SDME Society (R) Ujire
At the College level

Non-teaching staff meeting proceedings

Training Programme for Administrative Staff held on 4"

March, 2023 organised by IQAC

Website: https://sdmlc.ac.in E-mail: sdmlaw@gmail.com Contact No: 0824-4294360/ 2494236
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Dear Sir/ Madam,

The Performance Based Self Appraisal (PBSA) - 2023 is initiated and the format
for submission is attached herewith. The general instructions related to filling,

preparing & uploading supporting documents and submitting the form are as
follows:

1) The PBSA is applicable for the calendar year 2023.

2) The faculty members who have worked for at least 6 months in the
calendar year 2023 (1st Jan to 31st Dec 2023) are eligible for PBSA analysis
and must submit the completed form with supporting documents before
the due date.

3) Before filling in the form, read the instructions carefully and follow the
same while filling.

4) The PBSA form is a ‘macro enabled excel’ file created in the Office 2016
version. Hence, you are advised to use the suitable excel version to avoid
errors.

5) Only clear, appropriate and certified documents are to be uploaded/
attached as supporting documents.

6) One activity / document should not be used for more than one claims.

7) Once filled, the faculty member should send the form to the concerned
HoD with his name as file name. (Excel File is Macro Enabled - Do not
change the file extension (.xlsm) when renaming the file)

8) HoD should verify the entries & supporting documents of all the faculty
members carefully. Then he/she must complete the declaration in the
“DECLARATION_HOD_HOI" page. (For HoDs, this step is carried out by Hol)

9) Then HoD should collect all verified PBSA forms of his/ her department in a
separate folder with the name of the department as the folder name and
submit the same to Hol (Refer the chart given below for naming the files
and folders)

10) The Hol, through suitable college level committee, must verify the
submitted forms for correctness. All the verified forms (in department-wise
folders) are collected in a folder with the name of the institute as the folder
name and Share the institute folder (containing PBSA formats in
department-wise folders) with pbsa@sdmesociety.in with Edit per
(Refer the chart given below for naming the files and folders) S
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Feedback session
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Principal welcomed all the Non-Teaching staff to the staff meeting on 07-10-2023 ¢
at 4.30a.m.

1. Meeting called in connection with next academic year admission
process/formalities printing admission applications, seat allotment criteria’s /

procedures etc.
2. Discussions in respect of printing prospectus, college calendar, admitting
students to next higher classes/semester on the basis of their eligibility and

. ..-nn""“'l-”'

COLiditatttte

performance.
Meeting regarding the visit to Dharmasthala alongwith first year newly joined
S.

students and meeting our President for his blessing
the office staff and other/

4. Discussed regarding the work allotment among
arrangements to be made in connection with maintenance of class rooms repairs

of electrical equipment’s/fitting, plumbing work, garden maintenance etc.
5. Meeting ended with vote of thanks.

Names of the Staff
'\[ .
Shailesh N. = Foslit
Dharma Naik M :
Sahana Jain -:QM“’)’
Kalpana &//
Sarvesh F
/r

Tanuja S Deyadiga

Thejasv@i <
Asha °
C\WU
. Deranna ENIBDIR e
. Ranjith Naik /2%

. Vishwanath

. Shubhach y\&ﬁﬁ
. Kumara &
. Sesappa M

» ?/cubm_
Shri Dharmasthala Manjunatheshwara
Law Coliege, Mangaluiu
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Shri Dharmasthala Manjunatheshwara Iaw College

Centre for Post Graduate Studies & Research in Law
M.G. Road, Kodialbail, Mangalore, Karnataka, India - 575 003.

Telephone: +91824~2494360; Email; sdmlaw@gmail.com
NAAC Re-accredited ‘B CGPA :2.90

(Managed by SDME Society ® Ujire)

3 r R _&.' 5
President: Dr. D. Veerendra Heggade o T

Internal Quality Assurance Cell
Organises

Training Programme
for Administrative Staff

Date: 04th March, 2023

Venue: Seminar Hall,
SDM Law College,
Mangaluru.

Presided by
DR. THARANATH
Principal / Chairperson

Co-ordinators

DR. RAVINDRA K. RAJPUT

'SRI. SANTHOSH KUMAR
Asst. Professor / IQAC - Coordinator

Librarian

SRI. SHAILESH N.

SRI. DHARMA NAIK
Office Superintendent

Office Superintendent

—_—
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Programme Schedule

Inauguration

9:30am — 10:00am

Session — 1
Resource Person: Snit. Usha Bhat
Topic: Handling Emotions, Building

Relationship, Remaining Happy,
Performance Excellence etc.

10:00am — 11:00am

Tea Break ,

11:00am — 11:30am

Session — 2 (Parallel Session)
Resource Person: Sri Karthik Anand

Topic: Usage of Google Drive and its
applications.

11:30am — 12:30pm

Session — 2 (Parallei Session)

Topic: Usage and Maintenance of
Electronic Devices

11:30am — 12:30pm

Session — 3

Resource Person: Mrs. Nelvita Noronha,

Activity: Team building Activities

12.30pm — 1.30pm

Valedictory

1:30pm — 2:00pm
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