Haile Selassie Avenue, P. O. Box 52428, Nairobi, 00200, Tel: +254 (020) 3343672, 22119929
Office of the Director, Human Resource Management

STAFF PERFORMANCE EVALUATION FORM

Period under Review

SECTION1: EMPLOYEE PERSONAL PARTICULARS

Name

ID

Employment No.

Department/Section

Grade:

Division:

Designation

Terms: (Permanent/Contract/Temporary)

Acting/Special Duty (if any):

SECTION 2:
A) Guidelines

1. For one to qualify for appraisal he/she must have worked in a particular position for

at least six months of the appraisal period.
2. Targets for the appraisal period will be set and agreed upon by the staff and the

supervisor at the beginning of the appraisal period.

B) Rating Scale

The following rating should be used to indicate the level of performance by an appraisee.

Rating Indicator Score

Description of rating

Outstanding | 5 points

Work performance is consistently of exceptional quality.
Employee anticipates circumstances and adjusts effectively to
maintain superior performance above standards required for
the position. A top performer.

Exceeds 4 points
Expectations

Work performance often exceeds what is normally expected
for the position. Employee responds effectively to direction




and adjusts to circumstances influencing performance. Makes
significant contribution to performance.

Meets 3 points
expectations

Work performance meets the job requirements and
expectations. Employee responds effectively to direction. Is a
steady contributor to performance.

Below 2 points
expectations

Work performance falls short of the job requirements and
expectations but is willing to overcome deficiencies. Employee
requires serious effort to improve performance.

SECTION 3: PLANNING

This part is to be filled at the beginning of the appraisal period.

A. Main Duties and Responsibilities (To be filled in by member under review in consultation

with the supervisor)

B. Performance Targets

State in the space provided below, to a maximum of five targets, Performance Objectives/
Targets as agreed between the staff and the supervisor which should be aligned to the duties
and responsibilities indicated above). ( see example on filling the form below as per the

attached appendix)

Performance Target

Indicator (s) End of period under
review( score)

Appraisee Supervisor | Remarks

Total Score




NOTE TO THE SUPERVISOR

Total supervisor score out of 70.

Total Score

Total Possible Score

SECTION 4: APPRAISAL OF VALUES AND COMPETENCIES
This section should be completed by the supervisor upon discussion with the appraisee and
indicate his/her score under the appraisal column.

a): COMPETENCIES (30%)
In a scale of 1-5 where 1 is the least and 5 is the highest score please rate the attributes as
below stated.

Attributes Maximu | Appraisal Score
m score

Appraisee Supervisor | Remarks

1. Professionalism

2. Technical Competency

3.Communication

4. Team Work

5.Time Management

oo n

6.Initiative

Total score (30%)

30

SECTION 5: OVERALL APPRAISAL
1. Performance Assessment Rating (Out of 70) .....cccceeeveevennenns
2. Competencies Rating (Out of 30) ......covvverrenneee.

Total Score (as a percentage) ...c...cccceeveeeuennnee




EMPLOYEE CAREER DEVELOPMENT PLAN

(The employee in consultation with the supervisor fills this section)

1. Comments by the employee on performance rating

2.  Steps to be taken by the staff member towards improving job performance and

furthering career goals.

3.  Suggested steps to be taken by the supervisor to assist the staff member in improving
job performance and in furthering career goals.

Appraisee’s Signature: .......ocecevevevvererceienenns Date: .o,

Supervisor’s Signature: ........cveeveecvnesrecneenen, Date: .o,

SECTION 6 MANAGEMENT COMMENTS

Head of Division/ Unit/ section’s comments

Vice-Chancellor’s Comments




SECTION 7: PERFORMANCE FEEDBACK BY THE DIRECTOR HUMAN RESOURCE MANAGEMENT.

The Director assigns a performance grade based on the overall score as per section 5.

90 - 100 [ ] Outstanding

80 - 89 [ ]| Exceeds Expectations
60 - 79 |:| Meets Expectations
40 - 59 |:| Below Expectations
Below - 40 |:| Far below expectation

The Director shall make comments and or recommendation(s) for each staff based on the
overall score and give the staff feedback on their performance.

Name Designation

Signature Date



APPENDIX 1 This describes the values as contained in the evaluation document.

1. Professionalism
a. Incorrupt, honest.
b. Champions the practice of fairness, equality, equity and honesty in the discharge of duty.

2. Technical Competency
a. Knowledge of the job as gained through experience.
b. Demonstrates accuracy, skill and completeness of work.
c. General education and specialized training.
d. Demonstrates the practical/technical skills and information used on the job.
e. Completes quantity of work given in a normal work hours.

3.Communication
a. Listens effectively

b. Responds clearly and directly
c. Seeks to clarify and confirm the accuracy of their understanding of unfamiliar or vague terms
d. Makes oral and written communication clear and easy to understand
e. Gives feedback
f.  Ability to use modern communication technology
4.Team Work

a. Exchanges ideas and opinions with colleagues
Helps prevent and resolve conflicts

Works with other departments

Develops positive working relationships

Is flexible and open-minded

Promotes mutual respect

Helps solve team problems
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5.Time Management
a. Meets deadlines
b. Manages priorities and time
c. Punctuality
d. Delivers on tasks assigned as required

6.Initiative
a. Determines and initiates actions that result in improved handling of jobs.
b. Ability to develop new workable ideas.
c. Ability to think and act independently in solving problems

7.Customer/Citizen Focus
a. Isinvolved in activities that enhance customer satisfaction.
b. Provides feedback on interaction from customers.
c. Isreceptive to customer feedback.
d. Addresses customer needs as they arise.

Appendix 2
This contains typical activities for different categories of staff and sample
targets and performance indicators.

Main duties of Assistant Lecturer, Lecturer, Senior Lecturer, Professor:




10.
11.

12.

Teach at undergraduate and graduate level as may be allocated by the
Supervisor

Carry out research and produce publications, or other such outputs

Develop proposals to obtain research funding support.

Engage with the broader scholarly and professional communities for continuous
professional growth.

Supervise or assist with supervision of undergraduate and post graduate
students as may be assigned

Contribute to the development, planning and implementation of a high quality
curriculum.

Assist in the development of learning materials, prepare work plans and
maintaining records to monitor student progress, achievement and attendance.
Participate in departmental and faculty seminars aimed at sharing research
outcomes and building interdisciplinary collaboration within and outside the
department.

Participate in the development, administration and marking of exams and other
assessments.

Provide mentorship and support to students.

Participate in the administration of the department’s programmes of study and
other activities such as committees or as may be assigned.

Maintain own continuing professional development.

C. Performance Targets

State in the space provided below, to a maximum of five targets, Performance Objectives/

Targets as agreed between the staff and the supervisor which should be aligned to the duties

and responsibilities indicated above). An example of a performance target and indicator is

shown below:

Performance Target

Indicator (s)

End of period under
review( score)

Appraisee Supervisor

Remark




Teach assigned classes as per
the work load

e Signed lesson
distribution
list.

e Class
attendance
records

Produce 2 research
documents per year

Copies of research
documents

Duties of Assistant Secretaries

1.
2.
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Receiving visitors,
Answering telephone calls
Maintaining diaries
Arranging appointments
Taking messages & notes
Typing and word processing

Filing

Organising and servicing meetings (producing agendas and taking minutes)

Prioritising workloads

10. Handling correspondence

D. Performance Targets
State in the space provided below, to a maximum of five targets, Performance Objectives/
Targets as agreed between the staff and the supervisor which should be aligned to the duties
and responsibilities indicated above). An example of a performance target and indicator is
shown below:

Performance Target

Indicator (s)

End of period under
review( score)

Appraisee Supervisor

Remarks

Attend to visitors within 1
minute on arrival

Record of comments
by visitors.

Duties of Secretaries

1.

prepare and manage correspondence, reports and documents




2. organize and coordinate meetings, conferences, travel arrangements

3. take, type and distribute minutes of meetings

4. maintain schedules and calendars

5. arrange and confirm appointments

6. organize internal and external meetings

7. handle incoming emails, mail and other material

8. set up and maintain document management systems

9. set up work procedures

10. collate information from various sources

11. maintain databases

12. communicate verbally and in writing to answer inquiries and provide information

13. liaison with internal and external contacts

14. coordinate the flow of information both internally and externally

15. operate office equipment

16. manage office supplies

An example of a performance target and indicator is shown below:

Performance Target

Indicator (s)

End of period under
review( score)

Appraisee Supervisor

Remarks

Correspondence, reports and
documents are filed dailly

Respective
records

file

Duties of Senior/ Executive Secretaries

1. Receives incoming correspondence for consideration by the Supervisor, transmits it in

accordance with instructions to units or specific persons for use in the work process or

preparing responses

2. Carries out work on the organizational and technical support of administrative activities

of the Supervisor




Performs work on the preparation of meetings held by the Supervisor (gathering the
necessary materials, notifying participants of the time and place of the meeting, agenda,
their registration), keeps and draws up timeline of conferences and meetings.

Provides the workplace of the Supervisor with the necessary means of organizational
technology, stationery, creates conditions conducive to the practical work of the
Supervisor.

Answers phone calls, records and transmits service information to the Supervisor and on
the instructions of the Supervisor writes letters, requests and other documents.
Organizes the reception of visitors, contributes to the efficiency of consideration of
requests and proposals of employees.

organization and facilitation of business trips

Supervision junior secretaries reporting to them, assigning and monitoring their work
and may provide training and complete performance evaluations.

set up and maintain document management systems

An example of a performance target and indicator is shown below:

Performance Target review( score)

Indicator (s) End of period under

Appraisee Supervisor | Remarks

In coming mails received and | Incoming mails
dispatched for action within | register
8 hours
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Duties of clerical officer

reviewing files and records to answer requests for information
checking and distributing documents and correspondence
receiving, sorting and distributing incoming mail

maintaining filing systems

compiling records of office activities

photocopying, scanning and faxing

sending emails

preparing and sending outgoing mailings and packages

typing documents and correspondence

10




10. checking and entering data
11. updating and maintaining databases

12. coordinating work flow

13. controlling basic accounting functions such as checking invoices and making deposits

14. managing petty cash
15. monitoring and ordering inventory of office supplies
16. keeping office area neat and tidy

17. Prepare meeting venues, attend meetings, and take minutes

Performance Target Indicator (s) End of period under
review( score)

Appraisee Supervisor

Remarks

Requests are reviewed and | Record of cases
acted on within 2 days acted upon

Duties of messengers/ cleaners
1. Clean office spaces, table, chair, equipment daily basis.
Serve tea and coffee to staffs and guests.
Support the unit to carry out routine work.
Support to maintain records and equipment where necessary.

Support to keep office equipment in safe places with proper handling.

Clean linen, utensils and other official material to ensure its functionalities.

2
3
4
5
6. Distribute letters, messages following the guidance of seniors.
7
8. Maintain toilets and bath rooms clean.

9

Support to bring office stationeries, utilities and help to distribute to the

concerns

10. Support field activities as and when required.

11. Assist in the loading, unloading and movement of furniture, equipment and

cargo office supplies

11




12. Photocopying and stapling of documents and paper as requested

13. Perform other official work as said by seniors.

Indicator (s) End of period under
Performance Target review( score)

Appraisee Supervisor | Remarks

Office space, furniture and | Record of work
equipment cleaned daily by | signed by supervisor.
8.00 a.m. and at 1.00 pm

12




