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KENYA FORESTRY RESEARCH INSTITUTE

STAFF PERFORMANCE APPRAISAL FORM FOR JOB GROUP RF1 – RF6
NOTE: PLEASE COMPLETE ALL SECTIONS
YEAR OF PERFORMANCE APPRAISAL: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________
SECTION I:
TO BE COMPLETED BY STAFF UNDER REVIEW.
1. Name ………………………………………………….
Job Group …………………………….

Date of first Appointment ……………………………
Present Position ……………………..

Date of last Promotion ……………………………….

2. Qualifications

a) Academic/Profession




Year

……………………………………………………………..
…………………………..

……………………………………………………………..
…………………………..

……………………………………………………………..
…………………………..

…………………………………………………………….
…………………………..
…………………………………………………………….
…………………………..

b) Other courses attended or skills acquired (use separate sheet if necessary)


Course





Year

……………………………………………………………..
…………………………..

……………………………………………………………..
…………………………..

……………………………………………………………..
…………………………..

…………………………………………………………….
…………………………..

…………………………………………………………….
………………………….. 
SECTION II
PERFORMANCE APPRAISAL (To be completed by appraisee and immediate supervisor)

(a)
Performance Targets

	Agreed Targets
	Results Achieved
	Self 

Score (%)
	Agreed Score with supervisor (%)
	Explain over or under performance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Overall Mean Score %
	
	
	
	


Note:
Scores are rated as follows:



Rating




1. over 101% (Targets exceeded)


Excellent 
2. 100% (Targets fully met)



Very good 
3. > 75% of the targets met



Good

4. >50% to 75% of the targets met


Fair

5. > 30% to 50% of the targets met


Poor

(b)
Core Values (To be rated by the supervisor)
	Core Values
	Rating

	
	Poor (1)
	Fair (2)
	Good (3)
	Very Good (4)
	Excellent (5)

	Initiative (Initiating workable ideas)
	
	
	
	
	

	Integrity (Upholds values as stipulated in the Public Officer’s Ethics Act.)
	
	
	
	
	

	Reliability (Completing work assignments)
	
	
	
	
	

	Teamwork (Works well with others)
	
	
	
	
	

	Commitment (How committed they are to their work)
	
	
	
	
	

	Punctuality
	
	
	
	
	


COMMENTS BY THE IMMEDIATE SUPERVISOR
…………………………………………………………………………………………………………..………………………………………………………………………………………………………….........................................................................................................................................................................................................................................................................................................

Name: ……………………………………………..
Position: ……………………………………..

Signature ………………………………………….
Date ……………………………………………

SECTION III: COMMENTS BY THE APPRAISEE ON THE APPRAISAL
…………………………………………………………………………………………………………..…………………………………………………………………………………………………………......................................................................................................................................................

Signature ………………………………….

Date ……………………………………………

SECTION IV: COMMENTS BY THE SECOND SUPERVISOR 
…………………………………………………………………………………………………………..………………………………………………………………………………………………………….........................................................................................................................................................................................................................................................................................................

Name: ……………………………………………..
Position: ……………………………………..

Signature ………………………………………….
Date ……………………………………………

SECTION V: RECOMMENDATION BY THE JUNIOR STAFF ADVISORY COMMITTEE
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Signature ……………………………………….
Date ………………………………………….
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