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6.3.1  

 

The institute has effective welfare measures and performance appraisal system for teaching and non-

teaching staff 

 

INDEX 

Sr. No Particulars 

1 Performance appraisal for Staff members (Teaching and Non-Teaching) 
2  Motivation to Staff through Awards 
3  Study Leave given to Teaching Staff  for preparation of Ph.D. Viva 
4  EPF 
5  First Aid Box is available in the college 
6  Nutrition and Health Awareness: Guidance lectures are arranged in respect of Diet, Health Care & Mental 

& Spiritual Peace. 
7  Uniforms – Non-Teaching Staffs 
8  Job Securities by HEI’s 
9  Manual – Rule Book 
10 Spacious Ambience 
11  Work Culture  
12  Holistic Development 
13  Educational Environment 
14 Staff Picnic 
15 Travelling Allowance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

The Byramjee Jeejeebhoy College of Commerce with huge and valuable experience and contribution to 

education opened the Institute of Commerce, Charniroad, Mumbai.  

 

The Byramjee Jeejeebhoy College of Commerce is HEI who has effective welfare for staffs.  

1. Performance appraisal for staff: Employees behavior and performance is final outcome to invest in 

the pillars of betterment policies of HEI.  

2. .Motivation to Staff: HEI motivates staff members through awards and appreciation.  

3. Study Leave is given for preparation of NET/SET exams. 

4.  EPF for staff: Management contributes the amount. 

5.  First Aid Box is available in the college.  

6. Nutrition and Health Awareness: Guidance lectures are arranged in respect of Diet, Health Care & 

Mental & Spiritual Peace. 

7. Uniforms – Non-Teaching Staffs: HEI provides uniforms to all non - teaching staff.  

8. Job Securities by HEI’s: Approvals, permanent orders to employees.  

9. Manual – Rule Book: Manual – Rule Book for services, leaves, promotions, etc. by rule book.  

10. Spacious Ambience infrastructure for staff: Up to mark ambience for staff. 

11. Work Culture: HEI encourages healthy atmosphere for better work output. 

12. Scope of Holistic Development: HEI motivates for research, book writing, book writing, book 

publications, teaching facilities, library, gym, help each staff for its holistic development.  

13.  Educational Environment: HEI has educational environment which includes curriculum 

enrichment, teaching and learning, innovation, ecosystem, cultural, sports, social involvement of 

staff for the students.  

14. Staff Picnic: Management contributes the amount for staff picnic. 

15. Travelling Allowances: HEI contributes in travelling allowance during official work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Performance Appraisal System for Teaching and Non- Teaching 
 

Staff HEI undergoes the process of evaluating the performance of employees in the academic year time 

period. HEI evaluate productivity of teaching and non – teaching staff. HEI identifies their performance 

and methods to improve the performance and quality of staff.  

 

The Byramjee Jeejeebhoy College of Commerce, Charniroad, Mumbai for performance appraisal system 

which has four significant steps as goal settings, evaluation standards, analysis and periodic review.  

 

Goal Setting: Goal setting each employee is assigned certain goal based on the skills and job roles. HEI 

compiles the employer to improve mental, physical and social involvement. HEI keen on this arrangement 

for performance appraisal.  

 

Evolution Standards: HEI published goals for teaching and non-teaching, general while teaching learning 

to achieve compulsory with evaluation standards.  

 

Staff Analysis HEI has its team of experts for analysis of analysis of the performance, involvement, 

output, progression, student’s relation, teaching methodology like evaluative metrics. It is a continuous 

process of appraisal.  

 

Periodic Revival: Periodic Revival is carried out at two levels. At basic level, principal of college along 

with seniors from other HEI. The periodic review of non-teaching is carried out by audited statement, etc.  

 

Employee’s behavior and performance is final outcome to invest in the pillars of betterment policies of 

HEI.  

 

The institution has effective welfare measure and performance appraisal system for teaching and non-

teaching staff. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

PERFORMANCE APPRAISAL FORM OF NON-TEACHING STAFF 

 

 



 

 

 

 

 

 

 

 

 

 

PERFORMANCE APPRAISAL FORM OF TEACHING STAFF 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

STUDY LEAVE GIVEN TO TEACHING STAFF FOR PREPARATION OF PH.D. VIVA 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

MOTIVATION TO STAFF THROUGH AWARDS 

 

 

 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

EPF – Employee Provident Fund  
 

 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

EPF Employee Provident Fund 

 

 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

EPF Employee Provident Fund 
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FIRST AID IS AVAILABLE IN THE COLLEGE 

 

 
 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

NUTRITION AND HEALTH AWARENESS 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

NON-TEACHING STAFF (SUPPORT STAFF) 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

APPOINTMENT LETTER OF TEACHING STAFF 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

APPOINTMENT LETTER OF TEACHING STAFF 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

  

 

Manual – Rule Book Rules and Regulations of Institution 

 

1. Service Rules Faculty position is full time employment with institute and faculty shall devote 

himself/herself exclusively to the affairs of the institute. In addition to the duties that may be assigned to 

faculty from time to time by the management faculty will be responsible for discharging the following 

specific duties:  

 

a. Students Assessment and Evaluations  

b. Assisting in Consultancy, Research and Development Services  

c. Instructions in Computer Laboratory  

d. Developing Resource Materials and Computer Laboratory Development  

e. Co-curricular and Extra-curricular Activities  

f. Assisting in Departmental Activities  

g. Any additional duties assigned by the principal or the higher authorities. 

 

2. Leaves: Leaves Total casual leave granted to a teacher shall not exceed twelve days in an academic year. 

 

3. Resignation: Resignation If an employee, at any time after confirmation, intends to resign, he/she shall 

give 1 month notice on either side in writing.  

 

4. Termination: Termination In the event of employee being involved in any criminal conduct/activities 

for which employee may be arrested or charge by any law enforcement or judicial authorities, the institute 

has rights to terminate employee’s service without any notice (or payment of salary in lieu thereof). The 

institute decision in this regard shall be final and binding. On termination of this appointment letter of 

employee immediately give to the institute all correspondences, specifications, documents, etc. belonging 

to the institute and shall not retain or make copies of these items.  

 

5. Address: Address Employee should provide their complete address to the institute. Any communication 

sent on that address through registered post/speed post/courier shall be considered to be sufficient served 

on an employee’s for all the purposes.  

 

 

 

 

 

6. Duties of the Teacher:  



 

 

 

 

 

 

 

 

 

 

a. The teacher shall devote his time and energy to develop and improve his academic and professional 

competence by availing of all opportunities to attend and participate in academic programmes, such as 

Seminars, Orientation Programmes, Refresher Courses, In-service Training Programmes, etc.  

 

b. The teacher shall perform his academic duties such as preparation of lectures, demonstrations, tutorials, 

assessment, research, guidance to research fellows, institute examinations etc. and shall encourage pursuit 

of learning in the students.  

 

c. The teacher shall engage the classes regularly and punctually and impart such lessons and instructions as 

allotted by the Head from time to time, and shall not ordinarily remain absent from work without prior 

permission or grant of leave.  

 

d. The teacher shall follow rules and regulations of institute for time to time.  

 

e. In addition to the duties of teaching and allied activities, the teacher shall, when required, attend to extra-

curricular, co-curricular activities organized by the institute, and administrative and supervisory work and 

maintenance of records and Assessment Reports or any other duties befitting the status of a teacher 

assigned to him/her by the Principal or Higher Authority of the institution. A teacher shall help the institute 

authorities to enforce and maintain discipline and good habits among the student.  

 

f. A teacher shall assist the institute in smooth conduct of the institute Examination. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

SPACIOUS AMBIENCE 

 

 



 

 

 

 

 

 

 

 

 

 

STAFF PICNIC 

 
 



 

 

 

 

 

 

 

 

 

 

HOLISTIC DEVELOPMENT 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

TRAVELLING ALLOWANCE GIVEN TO STAFF 

 

 


