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STAFF PERFORMANCE APPRAISAL FORM FOR STAFF IN

JOB GROUP KEFRI.7 – KEFRI.11
PREAMBLE

The overall objective of the staff performance appraisal system is to manage and improve performance of the staff by enabling a higher level of staff participation and involvement in planning, delivery and evaluation of work performance.

STEPS FOR COMPLETING THE PERFORMANCE APPRAISAL FORM

	Section 1
	The section is to be completed by the appraisee.

	Section 2 (a)
	The section will be completed by the appraisee in consultation with the supervisor at the beginning and at the end of the appraisal period

The appraise score of the previous year will be completed by the immediate supervisor/consultation with appraise.

	
	

	Section 2 (b)
	The section will be completed by the second supervisor i.e. NPC, HoD, CD or any authorized officer who will not be the immediate supervisor.



	Section 3(a)
	The section will be completed by the supervisor at the end of the appraisal period. 

	Section 3(b)
	The section containing needs will be completed by the supervisor/in consultation with the appraisee.

	Section 4
	The section will be discussed and understood by the appraise and supervisor at the beginning of the appraisal period.  This section will be completed with the supervisor at the end of the appraisal period after discussion with the appraise.


	Section 5(a)
	The section will be completed by the supervisor after discussion with the appraisee.

	Section 5(b)
	i) The column on the targets changed or added is to be completed by the supervisor in consultation with the appraise during the mid year review.

ii) The column on performance indicators/proof of performance will be completed by the supervisor in consultation with the appraise in the mid year review.

iii) The column on results achieved will be completed by the supervisor in consultation with appraise at the end of the appraisal period.

	Section 6
	The section will be completed by the appraisee during performance evaluation.

	Section 7
	The section will be completed by the second supervisor at the end of performance appraisal period.

	Section 8
	The section will be completed by Director’s panel.

	Section 9
	The Section will be completed by Research Scientists.


SECTION 1:  EMPLOYEE PARTICULARS

	Description
	Particulars

	Appraisal period
	

	Name
	

	Personal Number
	

	Designation
	

	Job Group
	

	Date of Last Promotion
	

	Acting Appointment if any
	

	Programme/Centre/Division
	

	Name of Supervisor (DD)
	


SECTION 2(a):  PERFORMANCE TARGETS  (To be completed jointly by Appraisee and Supervisor)

	Agreed Targets for the Appraisal Period
	Results 

Achieved*
	Rating

(%)
	Appraisee’s Comments
	Supervisor’s

Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Overall Mean Score/Appraisal Score %
	

	Appraisal Score for the previous year%
	


Attach additional targets if any.

Results achieved are rated as follows:

1) Targets exceeded




Excellent(over101%)

2)
Targets fully met
-



Very good (100%)

2) Over 75% of the targets met
-


Good

3) Over 50% but less than 75% of the targets met
Fair

4) Over 30% but less than 50% of the targets met
Poor

5) Less than 30% of the targets met


Very Poor

SECTION 2(b):
SECOND SUPERVISOR’S COMMENTS ON TARGETS SET BY APPRAISEE AND THE SUPERVISOR
Confirm whether the targets in section 2(a) (SMART – Specific, Measurable, Attainable, Realistic and have and Timeline) if not SMART, to be renewed by the Appraisee and first supervisor.
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

SECTION 3:  TRAINING AND DEVELOPMENT PLAN (To be completed jointly by Appraisee and Supervisor)
a) Courses/Seminars/Conferences/Study tours attended.  Courses to include skills improvement and formal education)

	Description
	Type
	Duration

	Courses or training (including internal) attended.


	
	

	Seminars/conferences/study tours attended.


	
	


b) Agreed training needs of Appraisee ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

SECTION 4:
VALUES AND CORE COMPETENCE (To be completed jointly by Appraisee and Supervisor)

	Rating*
	SCORES

	· 
	1
	2
	3
	4
	5

	· Leadership/Supervisor capacity
	
	
	
	
	

	· Managing resources and accountability
	
	
	
	
	

	· Judgment and objectivity
	
	
	
	
	

	· Reliability
	
	
	
	
	

	· Teamwork/cooperation
	
	
	
	
	

	· Time management
	
	
	
	
	

	· Creativity/Innovation
	
	
	
	
	

	Total Scores
	
	
	
	
	


*Rate as follow:
5
Excellent
4
Very Good

3
Good
2
Fair
1
Poor
SECTION 5(a):  MID YEAR STAFF PERFORMANCE REVIEW

This Section will be completed by the immediate Supervisor after discussion with the Appraisee.  (Comments on the Appraisee Performance including achievement, and any constraints experienced over the first half of the reporting period.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Milestone process if aluminum a target.

5(b)
TARGET VARIED MID YEAR (To be completed only where targets have changed)

	Targets changed or added as agreed during mid-year Performance Review
	Performance Indicator
	To be completed by the Supervisor at the end of the Appraisal period.

	
	
	Results Achieved
	Supervisor’s Comments

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


Supervisor’s Name …………………………………
Designation ……………………………
Signature ………………………………..
Date ……………………………………..

SECTION 6:  APPRAISEE’S COMMENTS ON APPRAISAL BY SUPERVISOR
Did performance related discussion take place during reporting period with your Supervisor?

Yes/No

General Comments (if any)

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Appraisee’s Name ……………………
Signature …………………..
Date ……………………..

SECTION 7:
COMMENTS BY SECOND SUPERVISOR (To be completed by the Second Supervisor at the end of Appraisal period)
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Signature …………………………………..
Date ………………………………………………

SECTION 8:
OVERALL APPRAISAL AND RECOMMENDATIONS BY DIRECTOR’S PANEL
Comments

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Recommendations

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Panel Chairperson ………………………………………………………

Signature …………………………………………………………………..

Date ………………………………………………………………………….

SECTION 9:  To be completed by Scientific staff

PUBLICATION

Guidelines, Manuals, Pamphlets, Posters and other Extension Materials

1.

2.

3.
Technical Notes, Research Notes

1.
2.

3.

Policy Briefs

1.

2.

3.

Peer-received Journal Papers

1.

2

3

Book Chapters

1.

2.

3

Papers Submitted in Conferences, Workshops

1.

2.

NB. Please attach on a separate sheet any additional papers/Journals/Notes. 
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