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Extern*l training i.e. training auEnded by the unplope outside the hospial emironment is

recorded in separate external training record register. Employees are required to submit a copy of

the Certificate awarded by the external agenry for the purpose ofrecord kecping in the personal

file af ttc cmployee.

Training Effectiveness Evaluation:

Measuring the effectiveness of the traiuing attended by the employee is a very important task for

ensuring the usefulness of the training and the degree of knowledge it provided to the traines. For

that ure conduct pre and post test during the training to evaluate the elTectiveness oftraining.

?.{.7.Tniaing Fedbeck:

Fc€dback of each traiaing *ill be collected from the trainer as ruell as attendees with help of a

measuring tool (checklist) for the purposes of measuring the effectiveness of tbe training.

Resrds Generated:

1. f1ai*ing Calendar

2. Pcrsonal Training Record

7*l. PerfffDonce Apprairal

Pcrforsance of wery cmployee is evaluated with the help of an appraisal form at least once in a

year based on a pre &termined criteria's which is relevant for each job. Tbe Arnual increments

cosfirmatio$ andpromotions etc are mnsidered bascd on tbc evaluation of the performance.The

Evaluatioo process contains 360 degee level of assessment which includes Peer

Evaluatioo,supen'isor:Evaluation SelGvaluation,KRA,whichare identified by departnrenal

Inchargev'HOD'q Achirniements etc. The imrnediate r€portrng authority is the appraiser and the

IIOD is the reviewing authority. If an employee is reporting directly to the HOD, there will not be

any reviewiag authorig fbr such employees. Nonnally annual increment is decided as per the

insrement policy& training is provided to the staff. However employes who are extremely

well will be considered for additional incre.ureut as recornnendetl by thc HOD arid tlre

rypnrval of rhe rnamg:ement. Revision of salary for all categorics or sorne spcific categories. or

prcmotions etc. will be considered by the managernent from time to time. The employees are made

aware ofthe syst€m of qpraisal at the time of induction.

The appraisal system is umd as a tool for ftrther derelopnent by identifying trainirg requirtments

andaccordingly providing for &e same. Key result areas are identified for each saff by the
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departmental irrchargeVlloD's and training need assessment is also done.
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Performance Appraisal Formats

Prformmce Appraisl fixmats has been implementd as a part of pcformance appraisal systern

tbrall smff

The panameters for the Appraisal are

o Job Specific Skills

r Knowledge

. Attitude & Behavior

r KRA

Performrnce Apprrisrl Brting

r &rtstanding

r Excrellent

o VeryGood

r Average

r Below Average

Anrnel Incremsrt

Asnusl irrcrcrrerrt is usually given in the modh of January basd on the objective analysis of

of emplo;aes snd it will be desi&d by thc rn*ntgeruent based oo the {inancial

performance of the organizailon.

Promotion

In certain cases emplolees are promted considering their length of services, zuiubility,

prformance ability to take nerv initiatives ad assignments. Designations mrd salary seales will

be ehangcd in such c*ses and the job profile may be the same. [n some casqs promotion is purely

hsed on the vacancy in a higher post and such cases the selection is done by conducting

interviews.

7.6. Dealing wi& misconduct

Misconduct shall mean arry act or omission whether amounting to substantive act, ab€tment or

connivance cornmitted within the premises of the establishment or any act or omission *'hich in

any m:rnnsr or guise is detrimental to the interest of the business or disciplioe or reputatioa or

prestige of the company and the establishment whether committed within the prauises or

thereof.
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