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Principd roles and responsibilities ofthc position holde.(s) onc€

le Nuhbcr: Tcnurcd and On{rntmct#
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4
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3
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Attach a rccant passport
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-

8. Sex (cro$ orr)
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Il tl
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Manied with children [ ] Ms.ried [ ] Single [ | Other [ ]
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17. Professional Training and Development (four most important and relcvant to faculty role)

18. Special Skill and Ability
Enslish LanguaSe L€vel of proficiency Excellent I

Additional tlnguagc (iP€./n Level Excellenl I

Relevanr Compul€r Skill t-cvel ofproficiency Etc.llent I

Olher Skrll (rpe.tr) Exc€llent I

Oth.r Skill G?ec,r) I ofproficiency Excellenl I

slart with the most rec€nt one and work backward till int€mediate or + 2 degree)
Counlry

very Good I

very Good I

very Good I

very Good I

ci

Good

cood

Good

Fan I

Fan I

Fa'r I

Fan I

D. Work Experience (rectnt three with the most recent first)

Awardins University or BoadSludy Program (From - To)Are3 ofSpeciallzraionDivision or Cradc Obtained

Year ard Nel Dumtion

orsanizaiion

very Cood I Fan I

Supervisor
19. Current or Lasl Enrployer

Tenure (From - To)Address (wrth telephone d) Posirion Title

1

qlter - {
ihtftror+i Ewr |q' drr {qtarfrt

A, Positionldeotificrtion

@\Ee/

B. Personalldentificatioo
4. Narne

In English



SuDnnarize your.esponsibil rle position and li$ r.asons for leving or waniing to lcavc lhcjob

20. Previous Employer

organizalion

Sumnrarize youl responsibilities in llleposition ard listr€asons for leaving or wanting to

Sup€wisorcross Annual SalaryPosilion t€vel Tcnure (From - To)Address (with telephonc #) Posirion Tirle

2l Pre-pre!ious Employer

Sutnmarize your responsibilities in dt position and list reasons for or waotins to leaw rhcjob

Gross Annual SalaryTenurc (From - To)Addr€ss (wnh relephon€ #)

E. Professiooal Oulput
22. Research/ Publication (four impodant research repo(s,journal articles, book aflicles, and books with the recent first)

Tirle

23. Professional Aisocialion, Contribution and Achievement (summarize

Professional Membership

Publisherand Cou ry

lle most relevart professional membeEhip, activities, achievements, and awards)

F. Reference

Ycar Published Publislred in/ asAurhorcd Coauthored

Special Services and ContribulionsProfessronal Aciivities

24. Two rcfereoces, includingone rec€nt employer and another university teacher, who may evaluate your professional competency and contribution
Relalion

G. You .s e KU Frculty Applicant

Conracl PoinlOrganiation

25. Write, in oot more than 100 tYords, why you want to join KU and why you think you are a suitable candidate for KU's facully

I hereby affirm that the information I have provided in this application blank is complete 6nd conect

wrongaul repr€sentation, falsification, or omission ofinformation will b€ the ground for rcjection of
poinl in time ifalready employed. I suthorizE for a thorouth investigalion into the information Prov

to the best of my knowledge. I understand and acc€pt that any

my application for employment and for immediate dismissal at any

ided here in connection with this application, ifthe Universily

Declaration

dcems it necessary.

I have read and amrm as my o\r,n lhe above statement. I hercby apply for employment in KU. lfhired as s faculty, I rvill comply with all thc rules, rcgulalions and

conditions of th€ University.

2

Applicant's Full Signat!re Date
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Annlicrtion Blank Fee and Test and Interview F€e

a. Application:

Application Blank Fee Rs 500/-

b. fest and Interview Fce:

Professor
Associale Professor
Assistant Professor

Lecturer

Written Test
Performance Test and
Interview Fee

1200 Rs

Performance Test &
Interview Fee

lnterview Fee

2000 Rs

Note: In Nepalese Currency

1800 Rs

1500 Rs
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Allowances

l. Allowances for selection test ( Paper and Pencil and Performance Test)

*ln Nepalese Rupee

2. Allowances for Article Reviewer
Rate for Nepali Reviewer Rate for Foreign Reviewer

Professor 5000/-* US$ 50

Associate Professor 5000/-* per article us$ 50

*ln Nepalese Rupee

3. Allowance for Interview Panel

*ln Nepalese Rupee

Allo\rance rate are same but the position is different

Interviewer Allo\r a nces

Chancellor Nominee 6000/-*

Member 1000/-*

4

Junior Position Senior Position

Question

Preparation

2000/-* 3000L'r

Evaluator of test Up to l0 candidates - 1500/-*

Above l0 candidates -150/-* for each

extra

Up to l0 candidates - 2500/-*

Above 10 candidates - 250/-* for each

extra

Presentation r 500/-* 2000/-*

Expert Up to 2 canCidates More then 2 candidstes More than 6 candidstes

Professor and

Associate Professor

4000/-* 8000/-* 1500/-* for each extra

Assistailt Professor

and Lecturer

3000/-* 6000/-x I 100/-* for each extra

*ln Nepalese Rupee

1<u,-,q
-.1-



Oflke Coo,

A ldentification

Job Norice #

Candidate's Roll #

Nrmc ofrhe Candidate

Position Applying for

,rttf'ft - r
rffi Ernr (, 'q'"n qqftmt

Kathmandu University
Selection Test Admit Card

Offce Seal

Sex

School

Attach a rcc€rt passpon

size photo here

Date Time

Paper and Pencil Tesl

Performance Test

HR Manager Date

Candidde Cop|

A ldentificrtion

Kathmandu University
Selection Test Admit Card

OfficE S€al

Job Notice ,

Candidate's Roll #

Narne ofthe Candidate

Position Applying for

Sex

School

Attach a rccent passport

size photo here

Trme

Paper and Pencil Test

Pedormance Test

llR Manager Date

lnstructions to Cendidate

. The examination hall will be opened I O minutes beforc the time specified for the commencement ofthe examinaion. A candidate who is iatc by morc tian

15 minutes will not be allowed to take the t€st.

. A seat marked with the roll number ofeach candidate wilt be allotted. Candidates will be required to find and occupy their seats.

. while €ntering the examination hall, candidates *ill be permitted to carry the following items only: p€n, pencil, eraser, and calculator. Mobile phone

should be switched off.
. Answers have to be written on bolh sides in the answer book. No candidate shall tear out a leaffrom the answer book.

. At thc end of the allotted time, lhe answer book musl be handed over to the invigilator'

. Copying or atlempting to copy, taking assistance or help from any book, notes' paPer or any other device or material or,li.om sny"other candidate to do these

things, and facilitating or renacring any assis;cr io ,ry ott 
"r "inoiour" 

to do any of these things shall result in cancellation oflhe examination paper of

the concemed candidate(s).

Mde [ ] Female [ ]

B Informrtion

Male [ ] Female [ ]

B Information
Date
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Note: Those programs that do not offer MPhil Program; MPhil marks will not be considered and tolal will be

Intcrnal \\'eights to Sh ort listing Factors

.luni{}r liaculty lbsitions Seni0r lacultr Positions

Short listing Factors

I Competcncy as measured by educational qualilication
First

Division
Second
Division

First
Division

Second
Division

lnlcrmediate level 5 3 2 I

Bachelor level l5 ll I ).

Master level 20 r0 t) 4

MPhil level l0 8

PhD level l0 t0
'lbtal 60 l0

) Work experience as measured by length ofrelevant service

Up to two years above minimum 0.1 0.5

UD to five years above minimum 0.2 0.t

U to ei above minimum 0. t5

Above ei above minimum 0.2
'lbtal 0.2 0.2

Professional output as measured by research publications*

Research publica(ions as occasional papers etc (up to two) 0.03 0.t

Research publications as occasional pap€rs elc (up to four) 0.05 0.15

Research publications in standard researchjqqlCblp !91' 'E 0.07 0.15

Research publications in standard researchjgq44!(gp 119.Qq1f 0.t 0.3
'li,tal 0.t 0.1

* Mark to be proponionately given in case of I or 3 publications

l Professional contribution as Dleasured b) impoftant serYrces

Significant national services in specialization field 0.5

Significant international services in specialization field 0.1

'lbtal 0.1

) Aflirmative Aclion factors

ized communi mem or remote areas* 0.1

'l otal 0.t 0.1

* As defined by Nepal Govemment

calculated on .l levels.

0.1



Job Notice # Position

Experience ProfOutput Prof (lontribution Rank OrderCompetency
PhD 'Ii)talllach Mastcr Mphil

Candidate

00I

0 02

0 0

0 04

0 05

0 0

0 0

0 0I3

0 0()

0 010

00II
0012

00l3

00

00l5

00t6

01)t'7

00lli
0 0t9

0 020

IIIII

Prepared by Verified by Date

3rT{ff - q (q)

tffi E$l f o 'q' {rT vqt{rdl
Shortlisting Table

Affirmativ€ Action Total
Inmtd
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Date

PREPARAT]ON OF SELECTION TEST PAPER

Dear Sir/ Madam

The undersigned takes pleasure in thanking you for your acceptance in the capacity of examiner to the

selection procedure of the faculty positions as announced through advertisement number

ofdated

Your are hereby requested to prepare a selection test paper as outlined below and provide both soft copy

and a printed copy of the test paper to the oflce in a sealed envelope latest by

Enclosed pleased find copies ofjob outlines of the position, syllabus for the test, and instructions for
setting the test paper.

Your co-operation in maintaining confidentiality will be highly appreciated. The University will pay

honorarium for your effort as per the financial regulations.

Sincerely,

Registrar

Information

Position

Level

Specialization

Placement Unit

Test Type

Test Paper

Number ofTest Set

&e14;

Enclosures: As stated above
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Instructions for Test Paper Preparations

Before you prepare the test paper

Study the documents provided to you, absorb the information fully, and develop a clear perspective
and understanding ofthe requirements. Clarifo and ask for more information, if necessary.

2. Make sure which type oftest paper you are requested to prepare: cognitive test paper or performance
test paper or both papers. Cognitive test assesses acquired information, knowledge, understanding,
and perspective in the identified subject domain. Performance test involves measurement of ability to
perform aspects ofjob related to the identified theme. Nature ofthe test items and their focus should

. therefore be different.

3. Decide on the test items (questions, tasks, or exercises) and their level of complexity depending on
the type ofthe test, level ofthe position for which the test is to be designed, and the availability of
time for taking the test.

4. Check and srudy background relevant references for test construction, if necessary

As you prepare the test paper

5. Construct test items in the required form and number, maintaining the level ofrequired level of
complexity and allocating the scoring weights for each item as prescribed in the syllabus.

6. Draft test items in the language required in as simple a way as possible, avoiding complex Iinguistic
construction and technicaljargons. Where you must use technical terms, make sure that they are

from the related functional discipline.

7. Choose the words and expressions ofthe test items which are not ambiguous. You should frame each

test item in a way that avoids confusion and misinterpretation about its meaning.

8. Take care that the test items are within the capacity ofan average candidate for the position for which
the test is designed as derived from the identified competency requirements.

9. Construct the test item in a way that an 3verage candidate can be reasonably expected to ans\a'er it
within the time allotted.

10. Number and sequence the test items properly and logically, and place them under appropriate

sections, if applicable.

1 l. Frame test items in a representative way so that they are fairly distributed over the whole syllabus.

12. Prepare correct answers ofthe objective and short answer t)?e test items and indicate expected
answers ofessay or task/ exercise tlpe items.

13. Word-process the test items and their answers using normal formatting form and 12 point Roman

New Type font.

14. Revisit the test items prepared, check and edit them for any lapses and inconsistencies, and revise, if
necessary, to make sure that there are no errors, that they allow measuring what is to measured, and

that they are in line with the instructions given above.

After vou have ared the test oaoer

15. Bum in the CD and print a copy ofthe final version ofthe test paper with the answers as required

16. Seal both the CD and hard copy in the envelope provided and hand-deliver the package.

I 7. Delete the soft copy in the computer and destroy any written notes related to the test paper.
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Date

EVALUATION OF CANDIDATES'PERFORMANCE ON SELECTION TEST

Dear Madam/Sir.

The undersigned takes pleasure in thanking you for your acceptance in the capacity of examiner to the

selection procedure of the faculty positions as announced through advertisement number

ofdated

You are requested to:
a. check and mark the answer sheels enclosed herewith and/or

b. observe and mark the performance ofrasfu by candidates on at

ofthe selection test as outlined below according to the marking scheme as given in the test paper. Please

complete the marking sheet and send to the office in a sealed envelope latest

Enclosed pleased find copies oftest paper and marking sheet as well as an envelope for your use.

Your co-operation will be highly appreciated in maintaining confidentiality. The University will pay

honorarium for your effort as per its financial regulations.

Sincerely,

Registrar

Enclosures: As stated above

Information

Position

Level

Test Type

Test Paper

Number of answer sheets

Number ofcandidates

4s
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Marking Sheets for Answer Books

Test Paper: Position:

# Candidates Objective Items Short Answ€r ltems Long Answer Items Total Remark
I 2 l 4 5 (' 7 8 ') l0 ll t2 l3 l5 ST I 2 l 1 5 s1' I 2 3 4 5 sr'

1

2

3

4

5

6

1

It

9

l0

il

12

13

l4

t5

l6

t7

l8

I9

20

Evaluator: Date: Signature:

l4
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Marking Sheets for Task Performance

Test Papcr:

# Candidates Tasks Performed Total Remark
I 1 l I 5

l

l
4

5

6

7

lt

()

l0

lt
t2

ll
l4

l5

t7

l8

l9

20

Evaluator: Date: Signature:

Position:
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Date

INTERVIEW

Dear Madam/Sir,

We are pleased to appoint you as a subject expert on the interview panel for the faculty position of the

University scheduled to be held between 

-.

Enclosed pleased find copies ofjob outline ofthe position and CV of the applicant for your information.

your co-operation will be highly appreciated in maintaining confidentiality. The University will pay

honorarium for your effort as per its financial regulations.

Sincerely,

Registrar

Enclosures: As stated above

Information

Position

Level

Specialization

Placement Unit

n)(z^
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Faculty Interview Marking Sheet (Professor/ Associate Professor)

A. Idcntification

Job Notice #

lntervi€w Date

School of

Day

Position

Time

Specialization

V€nue Central

B. Interview Marking
# Candidatc Assessment Dimersion* (maximum 20 point for each) Total Remark

Disciplinary
Knowledge

G)

Roles
Understanding

and Perspective (b)

Behavioral and

Scholastic Ability
and Polenlial (c )

Contribution I)lan
and Potenlial (d)

Leadership Abilily
and Pot€ntial (e)

ln
Number

In
Word

I

2

4

5

1

8

9

l0

Date

* Rate each candidate on each dimension on a20 point scale. lfthe score is less than 40 or more than 80, give justification for you rating inthe remark column.
* Highly positive behavioral indications ofassessment dimensions are as given below. They are to be assessed at the expected level for the concemed position.

S

6

lnterviewer_
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Faculty Interview Marking Sheet (Assistant Professor/Lecturer)
A. Identification

Job Notice # School Position Specialization

Day Time Venue

B. Interview Marking
# Candidate Assessment Dimension* (maximum 20 point for each) Remark

Disciplinary
Knowledge (a)

Roles
Understanding

and Perspective (b)

Behavioraland
Scholastic Ability
and Potential (c )

Contribution Plan
and Poterlial (d)

Development
Potential (e)

In
Number

In
word

I

2

4

5

7

8

9

10

Interviewcr Signature Date

* Rate each candidate on each dimension on a 20 point scale. Ifthe score is less than 40 or more than 80, give justification for you rating in the remarks colunn* Highly positive behavioral indications ofassessment dimensions are as given below. They are to be assessed at the expected level for the concemed position.

b.

d.

e. Is aware of personal and professional strengths and weaknesses as well as development needs for better performance; Presents a convincing plan for pursuing ofpersonat and professional development.

Interuiew Date_

Total

6
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Facully Interview Marking Sheet (Aggregate Score)
A. Identification

Job Notice # School

La

Position

Time

Spec ialization

Venue

B. Interview Marking
# Candidate Marks of Chai rperson and Members Marks of Expert Total Remark

l 2 3 4
I

2

4

5

6

7

8

9

l0

Marked Checked Date

Interview Date



Academic Qualification Marks

Note: Those programs that do not offer MPhil Program; MPhil marks will not be considered and total

calculated on 4levels.

lbe

onsScnior Facultl l'osit.lunior Facultl' Positions
rd
on

First
Division

Seco
Divis

First
Division

Second
DivisionI ComJ,etency as measured by educational

2 I5Internlediate level
4 2l5 8Bachelor level

Il0 620Mastcr level
8r0MPhil level
t0t0PhD level
3060Total

?f,{(* - rt1
(t{tfer6r6l <sr lq g ffitrtrd)

rarriarft qftq{{I qlifr +6fi-{rc (€t'.r{ rlft\r+lt
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Kathmandu University
Academic Qualifi cation Marking Sheet

A. Identification

Job Ad No School Position

Specialization

MasterBachelorlntermediate
MPhiI PhD

MarksMarks DivisionMarks DivisionDivision
5.No. Name of the Applicant

1,

2

3

4

5

6

7

8

9

10

11,

Total

Marked by Checked bv Date

EIFt-
----_]

T- ] r

=

=
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Kathmandu UniversitY

Evaluation Sheet for Professional Contribution

Name:

Existing Position:

Applied for :

Rating and Comment:
lPleose rate the contribution on o scale of 10)

Comment and suggestion

RemarksRatingof Professional ContributionDescri

Name of the Evaluator n atu re Date
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Date

EVALUATION OF RESEARCH PERFORMANCE

Dear Madam/Sir,

It is indeed a great pleasure having you in the capacity of reviewer for evaluating the research for

evaluating the research performance of candidate(s) participating in selection tests for faculty position at

Kathmandu University.

Your are requested to evaluate performance of the candidate(s) by filling in the sheet enclosed herewith'

your understanding in meeting the submission deadline latest by dated the -............------ will

be highly appreciated. Enclosed pleased find a copy/copies ofthe research article(s) for evaluation.

your co-operation in maintaining confidentiality will be highly appreciated. The University will pay

honorarium for your effort as per the financial regulations.

Sincerely,

Registrar

I

2

J

4

5

6

I
,a -->6-q

Enclosures:

ce
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Kathmandu University, criteria for Assessment of Research Article for the position of

Associate Professor and Professor
(Approved ahrough 623th Exocutive Council meetinS ofdated 9 Aptil202l (2017'12'27))

Guidelines lo the Evaluator:

please evaluate the research article in terms of each criterion on a scale of I - l0 (with 1 as unsatisfactory

and l0 as outstanding) while evaluating on each criterion. The articles must have been published in

authentic peer-reviewed journals. Publications as Book Chapters are not included and only the articles

published in the last five years are considered for evaluation with higher rating given on latest

publications.

Comments by the Evaluator (separate sheet may be added ifnecessary):

Name of Evaluator Tirle:

Address:

Signature

1- 10Rati#
0l Abstract is clearly written and reflects the content ofthe article

Backgroundi Introduction describes what the

clearly states the problem being investigated
author hopes to achieve and

; relevant literature is critically
is identified.reviewed and research

02

Methods include clearly written research design, sampling tools, data

collection techni ues and anal is tools
03

Results/Findings clearly explain what has been discovered in the research,

en1ed.and are a atel

Discussion/Analysis includes thorou f rnajor findings that are well

and are related to relevant literature
gh review o

1n

05

06 Conclusion is derived from the discussions, includes appropriate policy

ons and indicates future research areas.1m licati
Citations and References are made in a sc ientifi cally established format and

nted in accurate manner.

08 The irticle is high on originality and is we ll-structured.

09 The article is of good quality with a sound language proficiencY.

l0 Overall im ression of the Evaluator

Sub-total I

l00o% marks of the sub-total I is allocated.

Ifthe candidate is corresponding author but not necessarily the main author

ofthe a.rticle, 7 50h ofthe sub-total I is allocated.

Ifthe candidate is neither corresponding author nor main author but co-

the article is single authored,lfthe candidate is main author ofthe article or

author ofthe article 50% ofthe sub+otal I is allocated.

NOTE:

Total Marks Obtained

e;g-

Criterion

04

07

Date:
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Performance Appraisal Report @rofessor/Associate Professor)

(This form is ro be completed by the faculty, his/her HOD/Dean, the reviewer and the Human Resource Section annually in
'the 

/ir* week ofJuty. 
'The 

aniual pedornance plan and the bimonthly progress reports for lhe closing year musl be

re\iued to while cinpleting this firi. The peqiormance planning, appraisal andfeedbqck session AUl take place before

or at the time of completing this form. Use exlra sheel, if necessary)

3rflfr - 10
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Section A: ,Bastc ornlation to be com leted HR Section

Facul 's Name: Job Title/ Position:

School Pro

iser's Name Job Title:

Reviewer's Name Job Title

Review Period: From To

letion Date:

Date ofSubmission to HR Section: Date ofLast Review:

eachT

Section B: ornto llce

Ta

Review Sel Annual to be leted and the a

2

ser

ff By Appraiser (40 Point)*
OS

TolaNo. o x.2=

Tolawo. o la x .12=

0 int

the row scores, divide number eled rows and mu

2. Research/Consulting Targets (12 point)

4

Sub-total 2 the row scores, divide number o eted rows and muh

3. Service Targets (8 point)

2

)

2

2

3

Subtotal 3 'd the row scores, divide number leted rows and mult 08 TotaUNo. x .08=

* NS = Not Satisfaclory; ]N Imotovement Needed; ME = Meels Expectalions; EE Exc e e ds Expe c t ations : OS Outslanding

* Rate lhe le1)el ofperhrmance considering the quantity and quality ofvotk titnely codpletion, resource e/iciency, and customer

satisfaction with the work completed. Cive exact score in thg relevant rating category. The range ofscore for each cat€gory: NS I - 20i

By AppraiserBy Employee

ME EENS INthe YearAchievements duri

Achievements during the Yeor

Achievements during the Year

EE 6l - 80; and OS 8l - 100IN2l - 40; ME 4l -60;

Restricled - Staff

be lo

Reviewel:

the

EI By Faculty

Subtotqll

4

.12

I

F
[-[]
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be a|eragc!Lp!!,)ings or el.

Tolal Score ollhis Section( B2) - to be calculslid and recorded by HR Section as follows: (Scorcsofl+2+3)
B3 Self ReYiew (By Facultv)

Significant Works/ Contributions not Covered Above:

Objectives/ Works not Achieved/ Completed:

lmportant Factors Facilitating Performance:

Skills/ Competencies Needed For Better Performance:

Reasons

Date:Faculfy Signature:

8y' Overall Performance (BY Appraiser - l0 Point)*

[ ]Not Satisfactory [ ] Improvement Needed [ ] Meets Expectations I I Exceeds Expectations [ ]Outstanding

* Give exact score in the relevant rating category The range ofscore for each categoryl NS I -Z; lN 3 -+;ue S-01 EE7-8tandOS9-10.

Comments on performance including notable achievemen ts and gaps (quantity and quality of work, timely completion;

resource efficiency, and customer satisfaction with the work completed):

Tolal Score o this Seclion B4 - lo be calculaled snd tecorded HR Seclion =

compleled ,r, Appraiser based on Completed Feedbac k Sheets - l0 Point) *
Section C: Feedback from Cuslomers (To be

(lMajor Comments, Sugg€stions and Concerns Expressed by Customers

OYerall Performarlce A raiser - l0 Point

I I Not Satisfactory [ ] lmprovement Needed [ ] Meets Expectations I I Exceeds Expectations [ ]Outstanding

'iating 
system: Up to 20 percenl ralihg' NS; 21 to 10 percent ruting- IN;41 to 60 Percenr rating - ME: 6l lo 80 percent rating EE; ond 81 lo 100

OS Cive exacl scorc in the relevant rating category based on customers' approval rating.

IN3-4;ME5 -6;EE7-8;andOS9-10.

Restricted - Staff

The range ofscore for each category: NS I - 2;

Important Factors Hindering Performance:
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Totul Scorc of lhis Seclion( C2) - lo be calcukletl flnl reco led by HR Section =

Section D: raisal o Citical Altribules and Job Behapiours raiser - 20 Points

Total: _/5 =

OS
t7.20

2

4

* NS= Not Satisrhctory; ]N = lmprcte ent Needed; ME = Meets Expectalions; EE : Exceeds Expeclalions; OS = Outstanding.
* Give exact score in the relevant rating category within the range

IN
5-8

ME
9-11

EE
l3- l6

NS
l-4

Dimensions and Defi nitions
Academic and professional leadership (Provides effective leadership in the
academic discipline and professional area; Is able to generate commitment ofjunior
laculties and students; lnspires, influences, develops ard empowers them for
superior performance)
Professional competencies (Demonstrates professional knowledge and abilities in
performing academic roles; Demonsfates professional attitudes and behaviours;
Seeks and uses opportunities for improving competencies and updates oneself
regularly)
Communication and interpersonal ability (Demonshates high level olwritten and
oral communications skills; Builds good relationships with others including students
and university officials; Is supportive, helpful and a good team player)

Professional and institutional commitment (Is committed to academic profession
and career; Commits to the University's values, norms, rules and principles; Projects
and develops positive image and credibility ofthe University and contributes to its
development)
Development orientation (Is proactive, crcative, innovative, change-oriented and
forward-moving in approaches and behaviours; Continually improves self,
performance and the institution; Produces significant results through selfinitiatives
or collaborative efforts)
Total (Add the sub-column scores and divide by 5)

Tolal Score of this Section( Dl) - to be calculated and recotded by HR Section :

Areas of improvement for effective performance:

Areas ofStren and Im

Di Recommendations for Actions

rovemeIlts A raNer
lmprovements made by the faculty since last review

Potential areas for groMh:

A ratser
Recommendations
for training and
development (be
specific):

Recommendations
for administrative
decisions (be
specific):

Extemal

OthersDiscipliningRe-placementFinancial Incentive Role Assignment

Restricted - Staff

None

AL Critical Attributes and Job Behaviours

5

Major strengths ofthe faculty obserued:

In- house
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Appraiser's Signature:

Sectior. Ei Review o isal to be com

Date:

leted revlewer

and CommeIItsE1 ReYiew of A raiser Rati
Comments on achievement

of performance objectives I

Comments on critical
attributes andjob
behaviour:

Comments on appraiser's
recommendations:

ReasonsOther recommendationsEndorsement of appraiser's
recommendations

Recommendations for
actions:

E2 Overall Ratins (By Reviewer - 20 Point*)

[ ] Not Satisfactory [ ] Improvement Needed [ ]Meets Expectations [ ]Exceeds Expectations [ ]Outstanding

* Give exact score in the relevant rating category. The range ofscore for each category is as follows: NS I -4; rN 5-& ME9- l2;EE 13- t6;andOS I7

Totsl Score of this Section( E2) - lo be calculated and reco led by HR Seclion =

Reviewer's Signature

Section F: raisal Score (to be com

HR Manager Signature

d HR Section

Date:

RemarksScoreWeightraisal Com ent
40I ser's ra

2 e

l03 Customers' and leedback
20on attributes and behaviours IS

20on overall5
100Total score

Restricted - Staff

- 20.

Date:

targets (82)on performance
l0(B)Appraiser's rating on overall

(c2')
4

performance (E2)Reviewer's rating
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Behavioural Indicators of Rating Scale for Section B (Appraisal against Set Performance Targets)

NS (Not Satisfaclory) : The work outputs are substantially and consistently lower than the set targets or standards;
the works completed do not meet the needs ofthe customers in any way and they may have to be repeated; the
planned or assigned activities are not completed or completed substantially later than the expected or due time; the
inputs or resources required for completion ofthe activities far exceed the normal or planned limits; and the
customers and the supervisor are not satisfied with the works completed.
IN (Improvement Needed) : The work outputs are somewhat and often lower than the set targets or standards; the
works completed at times fail to meet the needs ofthe customers/ beneficiaries; the planned or assigned activities are
completed somewhat later than the expected or due time; the irputs or resources required lor completion ofthe
activities olien exceed the normal or planned limits to an extent; and the customers and the supervisor would like to
see much improvement in the works completed.
ME (Meets Expectations) : The work outputs are in accordance with the set targets or standardsi the works
completed genemlly meet the needs ofth€ customers/ beneficiaries;the planned or assigned activities are completed
within the expected or due time; the inputs or resources required for completion ofthe activities are within the
normal or plamed limits; and the customers and the supervisor are generally satisfied with the works completed.
EE (Exceeds Expectations) : The work outputs generally exceed the set targets or standards a number of times; the
works completed considerably meet the needs ofthe customers/ beneficiaries; the planned or assigned activities are
always completed within the normal or planned time and the surplus time is used for some other additional activities;
the inputs or resouces required for completion ofthe activities are within the normal or planned limits and are
utilised efficiently; and the customers and the supervisor generally appreciate the works completed.

OS (Outstanding) = The work outputs far exceed the set targets or standards consistently; the works completed fully
and consistently meet the needs ofthe customers/ beneficiaries and they feel good value is created for them by the
work outputs; the planned or assigned activities are completed ahead ofthe planned schedule aad the surplus time is

used for significant additional activities; the inputs or resources required for completion ofthe activities are utilised
efficiently and are substantially saved and utilised for additional activities; and the customers and the supervisor
highly appreciate the works completed and continuously seek for the services.

Behavioural Indicators of Rating Scale for Section D (Critical Attributes)

Im portant

Restricted - Staff

Guidelines for Appraiser

NS (Not Satisfactory) : The behaviour or action in question is not used or demonstrated most of the time; when
used, it is poorly and unprofessionally executed; shows obvious lack of skill, understanding, experience or
motivation in performing the tasks related to the behaviour.
IN (Improvement Needed) = The behaviour or action in question is used or demonshated most of the time; it is

executed with some difficulty; shows some lacking of skill, understanding, experience or motivation in performing
the tasks related to the behaviour.
ME (Meets Expectations) : The behaviour or action in question is always used or demonstrated; it is executed with
normal ease and confidence; shows no major lacking ofskill, understanding, experience or motivation in performing
the tasks related to the behaviour.
EE (Exceeds Expectations) : The behaviour or action in question is always used or demonstrated; it is executed with
greater ease, expertise and confidence; shows substantial skill, understanding, experience or motivation in
pedorming the tasks related to the behaviour.
OS (Outstanding) = The behaviour or action in question is always used or demonstrated; it is executed with full
professional expertise, confidence and creativity; shows highest level of skill, understanding, experience or
motivation in performing the tasks related to the behaviour.

. Attach documentary evidences as siven in monthly reports tojustily the ratinss failinq which may result in the HR
section averaging out the scores.

. It is the responsibilit-v ofthe sw
forms ofFPMS as scheduled. If any ofthe forms is not completed and submitted in time. the appraisals ofthe
concemed emplovee and the supervisor will be cancelled for that period(s).

. Preparation ofannual performance plan/ standards and submission of monthly progress repofis as scheduled are

mandatorv failing which will result in annual apgai!4lbgi!g!e!9ql!9d.
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Performance Appraisal Report (Assistant Professor/ Lecturer)

(This forn is to be conplered by thefaculty, his/her HOD/Dean, lhe reviewer and the Human Resource Section annually in

the first week ofJuly. 
'The 

annual performance plan and the bi- monthly progrus reports for lhe closingyear A!!l! be

referred to while cimpleting thisform. The performance planning, appraisal and feedback session 41;1; take place before

or qt the lime of completing lhis form. {Jse extra sheet, if necessary)

3rflfi - 11

ffrtftr.rr+1 (Fr 11 'rr' {rr rqihrd)

Section A: Basic to be leted HR Section

t' s Name: Job Title/ Position:

School: enV Pro

ser's Name: Job Title

Reviewer's Name Job Title:

Review Period: From To

Com letion Date Revietrer

Date of Submission to HR Section Date ofLast Review

Section B: ormonce Review Set Annual els to be com leted b the facu and the lSer

4l By Faculty IZ By Appraiser (40 poiDt)*

l. Teachin Ta ets int

2

Subtotqll d the row scores divide number eted rows qnd TotaUNo. (t x.28=

2. Research/Consulting Targets (8 point)

the row scores divide number com eted rows end mult 08 TolaUNo. o x.08=

Sub-total 3 dd the row scor divide number eted ro\es and multi 04 TolsYNo. els x.04co

OS

3

4

5

2

4

Sub-total 2

2

d
* NS = Not Satidactory; IN : Imptowment Needed: ME Meets Expectations; EE : Excee ds Etpectations: OS : Outstanding

t Rate the level of performance collsidering lhe quant ity and quality ofwork, titnely cohpletio n, resource efficiency, and cuslofiet

sattsfaction vith the work completed Cive exact scole in the relevant rating category. The range ofscore for each categoryi NS I - 20;

N2l - 40; ME 4l - 60; EE 61 80;andOS8l-100 sas
ouf,)

By AppraiserBy Employee

EENNSthe YeerAchievements duri

Achievements during the Year

Achievements during the Year

Tolal Score this Seclion B HR Seclion as (}rrs.' 1+2+3else

- to be calculsted und recorded

3. Service Targets (4 point)

I

l

ME

Restricted - Staff

(Scores of
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BJ Sel f Review (BY Facultv)

Significant Works/ Contributions not Covered Above

Objectives/ Works not Achieved/ Completed:

Important Factors Facilitating Performance

Skills/ Competencies Needed For Better Performance

Reasons:

Important Factors Hindering Performance:

Facuhy Signatue: Date:

Bl O\ erall Performance App raiser - 10 Point)*

I lNot Satisfactory [ ] Improvement Needed [ ]Meets Expectations [ ] Exceeds Expectations [ ] Outstanding

t Cive exact score in the relevanl rating category. Th€ range ofscore for each category: NS I - 2; IN : -q;,vg S - O; ee f - 8; and OS 9- l0

Comments on performance including notable achievements and gaps (quantity and quality ofwork, timely completion;

resource efficiency, and customer satisfaction with the work completed):

Totsl Score of this Section( 84) - to be calculoled ond recotded by HR Seclion =

(To be comDleled by ApDraiser based on Completed Feedback Sheets - l0 Point) *
Section C: Feedback from Cuslomers

qlMajor Comments, Suggestions and Concerns Expressed by Customers

C2 Oyerall P€rformance (By Appraiser - l0 Point)*

[ ] Not Satisfactory I I lmprovement Needed t I Meets Expectations [ ]Exceeds Expectations I IOutstanding

* Rating rystem: Up to 20 Percenl ratinS- NS;

percent rutmg OS -Cive exact score in the

IN3 4; ME 5-6;EE7-8; andOS9- 10.

2l to 40 percenl ralhg lN; 41 to 60 percent ruting ME; 61 to 80 percent rating- EE; and8l to 100
for each category: NS I - 2;

relevant rating category based on customers' approval rating. The range ofscore

lated tnd recorded bt HR Seclion =Total Scorc of this Section( C2) - to be calcu

Restricted - Staff
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Section D:,4 isal o Ctitical Atfiibules and Job Behaviaurc
pf Critical Attributes and Job Behaviours

A raiser - 20 Points

Total: / 5 =

OS
17 -20

2

l

4

NS= Not Satisfoclory; IN = lmprovement Needed; ME = Meets Expectatiohs; EE = Exceeds Expectations; OS = Outstdnding.
Cive exact score in the relevant rating category within the ranse.

NS
t-4

IN
5-8

ME
9-12

EE
r3-t 6

Dimensions and Defi nitions
Academic and prof€ssional quality (Demonstrates high quality academic and
professional perlormance in the concemed discipline; Is able to generate
appreciation ofother faculties and students by excellence ofperformance; Produces
qualjty outputs as expected)
Professional competencies (Demonstrates professional knowledge and abilities in
performing academic roles; Demonstrates professional attitudes and behaviouls;
Seeks and uses opportunities for improving competencies and updates oneself
IC larl
Communication and interpersonal ability (Demonstrates high level of written and
oral communications skills; Builds good relationships with others including students
and university officialsj Is supportive, helpful and a good team player)
Professional and institutional commitment (Is committed to academic profession
and career; Con.rmits to the University's values, norms, rules and principles; Projects
and develops positive image and credibility olthe University and contributes its
develo ment
Development orientation (ls proactive, creative, innovative, change-oriented and
forward-moving in approaches and behaviours; Continually improves self,
performance and the institution; Produces significant results through selfinitiatives
or collaborative efforts
Total (Add the sub-column scqres and divide by 5)

Tolal Score of this Section (D1) - lo be calculated and recorded hl HR Section :

D2 Areas ofStren s and Im
Major strengths ofthe faculfy observed

Areas of improvement for effective performance:

Recommendations for Actions A
Recommendations
for training and
development (be
specific):

Recommendations
for administrative
decisions (be
specific):

roYements A rarser
Improvements made by the faculty since last review

Potential areas for growth

rarser
Extemal

NoneFinancial Incentive Role Assisnment OthersRe-placement Disciplining

Appraiser's Si gnature:

Restricted - Staff

ll
I I []!

In- house

Date:
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Section E: Review o to be leted b revlewer

Review ofA raiser Rati and Comments
Comments on achievement
of performance objectives:

Comments on critical
attributes andjob
behaviour:

Comments on appraiser's
recommendations:

Recommendalions for
actions:

Endorsement of appraiser's
recommendations

Other recommendations Reasons

E2 OYerall Rating (Bv Reviewer - 20 Point* )
[ ] Not Satisfactory [ ] Improvement Needed [ ] Meets Expectations I lExceedsExpectations [ ]Outstanding
* Give exact score in the relevant rating category. The
-20

range ofscore for each category is as follows: NS I - 4: IN 5 - 8; ME 9 - 12; EE 13 - t6; and OS l7

Totul Score ofthis Section( E2) - to be calculated and recorded by HR Section :

Reviewer's Signature

Section F: tobec leted HR SectionScore

Date:

Appraisal Component Weight Score Remarks
I lppraiser's rating on performance targets (82) 40
2 Appraiser's rating on overall performance (B)
3 Custonlers' rating and feedback (C2) 10
I Appraiser's rating on attributes and behaviours (Dl) 20
5 Reviewer's mting on overall performance (E2) 20

Total score 100

Restricted - Staff

Date:

HR Manager Signature

10

I
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Behavioural Indicators of Rating scale for section B (Appraisal against set performance Targets)

o NS (Not Satisfactory) : The work outputs are substantially and consistently lower than the set targets or standards;
the works completed do not meet the needs ofthe customers in any way and they may have to be iepeated; the
planned or assigned activities are not completed or completed substantially later thar the expected or due time; the
inputs or resources required for completion ofthe activities far exceed thsnormal or planned limits; and the
customers and the supervisor are not satisfied with the works completed.e IN (Improvement Needed) : The work outputs are somewhat and often lower than the set targets or standards; the
works completed at times fail to meet the needs ofthe customers/ beneficiaries; the planned oi assigned activities are
completed somewhat later than the expected or due time; the inputs or resources required for compGtion ofthe
activities often exceed the normal or plamed limits to an extent; and the customers and tie supervisor would like to
see much improvement in the works completed.

o ME (Meets Expectations) : The work outputs are in accordance with the set targets or standards; the works
completed generally meet the needs ofthe customers/ beneficiaries; the plaruted or assigned activities are completed
within the expected or due timei the inputs or resources required for completion ofthe ;tivities are within the
normal or planned limits; and the customers and the supervisor are generally satisfied with the works completed.r EE (Exceeds Expectations) : The work outputs generally exceed the set targets or standards a number oftimes; the
works completed considerably meet the needs ofthe customers/ beneficiaries; the planned or assigned activities are
always completed within the normal or planned time and the surplus time is used for some other additional activities;
the inputs or resources required for completion ofthe activities are within the normal or planned limits and are
utilised efficiently; and the customers and the supervisor generally appreciate the works completed.

' OS (Outstanding) : The work outputs far exceed the set targets or standards consistently; the works completed fully
and consistently meet the needs ofthe customers/ beneficiaries and they feel good value is created for them by the
work outputs; the plamed or assigned activities are completed ahead ofthe planned schedule and the surplus time is
used for significant addilional activities; the inputs or resources required for completion ofthe activities are utilised
efficiently and are substantially saved and utilised for additional activities; and the customers and the supervisor
highly appreciate the works completed and continuously seek for the services.

Behavioural Indicators ofRating Scale for S99!!9!-D (Critical Attributes)

NS (Not Satisfactory) = The behaviour or action in question is not used or demonstrated most of the time; when
used, it is poorly and unprofessionally executed; shows obvious lack of skill, understanding, experience or
motivation in performing the tasks related to the behaviour.
lN (Improvement Needed) = The behaviour or action in question is used or demonshated most of the time; it is
executed with some difficulty; shows some lacking of skill, understanding, experience or motivation in performing
the tasks reiated to fte behaviour.
ME (Meets Expectations) = The behaviour or action in question is always used or demonstrated; it is executed with
normal ease and confidence; shows no major lacking ofskill, understanding, experience or motivation in performing
the tasks related to the behaviour.
EE (Exceeds Expectations) = The behaviour or action in question is always used or demonstrated; it is executed with
greater ease, expertise and confidence; shows substantial skill, understanding, experience or motivation in
performing the tasks related to the behaviour.
OS (Outstanding): The behaviour or action in question is always used or demonstrated; it is executed with full
professional expertise, confidence and creativity; shows highest level of skill, understanding, experience or
motivation in pedorming the tasks related to the behaviour.

Guidelines for Anpraiser

Important

o Attach documentarv evidence s as glven ln monthlv reDorts to iustifu the ratinss failin which mav result in the HR
section averaging out the scores

e res ibili f
forms of EPMS as schedule

or and the em al lanned activities and co
d. If anv ofthe forms is not comDleted and submifted in time. the aDDraisals ofthe

failin which wil

Restricted - Staff

ss reports as scheduled are

ll

concemed emolo and the suoervisor will be cancell for that oeriod(s).
o Preparation ofannual oerformance plan/ standards and submission of monthlv oro

beinamual



Mark Distribulion

Over!ll Marking of Frculty lntrrtral C,trdnlrtcs

Oversll Marking of Frculty External Caodidatcs

Quslification

Mark

Prpcr snd

Pencil T.st

Marks

Test Mrrks

Interview

Mrrk

Articl€

Mark

Professional

CoItribution

M!rks

PGrformance

Ev3lurtion

Tolal

I'rofcssor 20 30 2{) l0 20 100

Associrte Prof.ssor 20 2{) 20 20 20 100

Assistant Professor 30 z5 25 70 100

4i) 2o 20 20 100

Quslificali

on Mrrk

Paper lod

Pencil Tcst

Mrrk

P.rformrnc.

T.st Marks Mrrks

ArticlG

M!rks

Prof.ssional

Contribution

Markr

'lotal

Profcssor 20 40 :10 t0 r00

Associatc Profcssor 15 25 l0 2t) t00

Assistant Profcssor 40 30 It) 100

Lectur€r 40 20 20 ?a 100

3rflff - rl
(h{fYF6r6} <w iR {rr qqftra)
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Ksthmandu tlniversity
Overall Marking Sheet

A. ldentification

Job Notice 

-

Required Number

School

Sclccted Number

Position Specialization

s.N Name of the Applicant Paper &
Pcncil
Test
Mark

Performance
Test
Marks

Quslification lrtcrview
Mrrks

Article
Marks

Professional
Contribution

P€rformance
Evalurlion
Merks

Rrmark5

I

2

3

1

5

Marked by Checked

Selection Committee

l.

2.

3

4

5

Total Marks

Date



Kathmandu University

Criteria for Evaluating Performance Test Outputs

Consider the following criteria for assessing each task output and rate outputs on a scale of

25. Higher the rating greater the evidence ofthe output meeting the given criteria.Rate oral

presentation also on a scale of25, the total score thus adding to 100.

Appropriateness and completeness ofthe formav structure of the design ofthe output

measured against the reievant standards of the University with respect to the given task.

Quality, validity, and accuracy ofthe contents ofthe output measured against the

relevant professional and academic standards of the discipline with respect to the given

ta-sk.

Logical and professional organization/ presentation, including langUage accuracy, ofthe

output measured against the quality standards ofthe given task.

Creativity, analltical orientation, and professionalism in the task approach and the

output producing measured against the quality standards ofthe given task'

1

2

J

4


