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INFORMATION

The appraisal form should be completed by the supervisor and discussed with the supervisee. The evaluation should be reviewed with division head or a higher level of supervision to confirm or supplement the immediate supervisor’s evaluation.

The actual discussion between the supervisor and supervisee is a critical part of the evaluation process. Best results are obtained when the employee is actively involved in the performance appraisal discussions. Attention should be given to both performance and the developmental needs of the employee (skills, knowledge and attitude) that require strengthening or improving performance.

This form consists of eight (8) sections and is to be used for staff appraisal and development
	Section A (i, ii & iii):

	Employee Personal Record (A i)
	This contains all recent information of employee’s personal record. Therefore, employee should complete this form carefully. Any improper completion, wrong, or inaccurate information may disqualify employee from consideration for appointment and/ or promotion; it may also lead to disciplinary action: To be filled by supervisee/appraisee

	Employee Training & Development (A ii)
	This contains the training and development employee is involved in in the period under review. To be filled by the supervisee/appraise

	Alignment with BU Core Values (A iii)
	This segment evaluates the extent to which an employee complies with the Babcock University Core Values.

	Section B:

	Major Responsibilities
	This appraises the extent to which performance based on major responsibilities agreed upon by the appraiser and appraisee at the commencement of the year have been achieved. Columns have been provided for the targets agreed upon, and any comments the appraiser may wish to add. The rating scale is on 5 levels: Consistently Below Expectation (CBE), Meet Expectation Sometimes (MES), Achieve Target Most of the Time; Room for Improvement (ATMT), Consistently Meets Expected Standard (CMES) and Significantly and Consistently Exceeds Expectations (SCEE). To be filled by supervisee & supervisor

Appraisee is also expected to answer questions based on his/her major responsibilities.  

	Section C:

	Community Service
	This demonstrates the services the appraisee was involved in during the period under review, such as committees, activities in Schools, Student Club/Association, and State/National/International Assignments.                                           

	Section D:

	Assessment of Performance Qualities
	This measures how the results are achieved.

This appraises the performance qualities which are knowledge, skills, and attitudes displayed by the appraisee during the appraisal period relative to requirement for the career level, and measures how well the appraisee is living the values of the institution: To be filled by supervisor/appraiser. 

The rating scale is on 5 levels: 1=Unsatisfactory, 2=Fair, 3=Good, 4=Very Good, 5=Outstanding

	Section E:

	Development Section
	Identifies development needs of employee: strengths, development requirements, development plan and performance improvement: To be filled by supervisor/appraiser

	Section F:

	Employee’s Comments
	Summaries of the employee’s acceptance or rejection of either the entire performance evaluation or portion(s) of the evaluation and the training needs of the supervisee: To be filled by supervisee/appraise

	Section G:

	Supervisor & Departmental Committee recommendation
	Summaries of the recommendations from supervisor & departmental committee on an employee: To be filled by supervisor & Departmental Committee 

	Section H:

	A&P Committee Recommendation
	To be completed by Babcock University Appointment & Promotion Committee


Section A i : Personal Record of Service - To be completed by the supervisee. 
1. Name:_______________________________________________________________________________________

             (Surname)                                                                  (First Name)                                                          (Middle Name)

2. Current Division: _______________ Current Department/Unit:_____________ Present Position:________________

3. Date of Birth (dd/mm/yy): _____________________ Cell Phone: ________________ E-mail: __________________

4. Status: Regular               Contract     

5. Date of Assumption of Duty:​​​​​​​​​​_____________________ Department  at Employment: _________________________

6. Qualification: 

i) At employment __________________________________________________________________________

ii) Date & Name of institution__________________________________________________________________

7. BUSS Level & % at Employment: ___________________  Date of Last Promotion/upgrade: _________________
8. BUSS Level & % at Last Promotion/Upgrade: _________________________________________________________

9.  Additional Qualification with date and name of institution(s):______________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

                                                                                      Note: Use extra sheet(s) if needed
10. Leave Records:

	S/N
	Nature of leave
	Period of leave
	Number of days taken

	
	
	From:
	To:
	

	1
	Sick leave
	
	
	

	2
	Hospitalization 
	
	
	

	3
	Maternity 
	
	
	

	4
	Annual 
	
	
	

	5
	Compassionate 
	
	
	

	6
	Others (please. indicate)

_____________________________
	
	
	


Total Number of days taken in the period under review ___________________________________________

11. CHURCH AFFILIATION
(A) For Seventh-day Adventists ONLY
i. Name of SDA Church you attend regularly…………………………………………………....…………………….

ii. Address of Church……………………………………………………………………………………………………...

iii. Name of Church Pastor ………………...…………………………… Phone No:………………………………...

iv. Name of First Elder:……………………………………………………… Phone No:……………………………….

v. State your Church activities during the current year

(a) …………………………………………………………………………………………………………………………

(b) …………………………………………………………………………………………………………………………

(B) For Non-Seventh-day Adventists ONLY
(I)  Participation in Sabbath Colloquium: YES / NO
          (II) Participation in Weeks of Spiritual Emphasis: YES / NO
Section A ii : Employee Training & Development – (To be completed by the supervisee & supervisor)

If applicable fill 12 – 15

12. Staff on academic programme (In school):

Institution: ________________________________ Programme: __________________ Length: _______________

Module: Part-time__________________ Full time__________________ Date started: ________________________ Coursework finished? ___________Project finished? _________ Projected graduation date: ___________________

Attach progress report

13. Seminars, Conferences, Workshops undertaken within and outside BU during the period of this report (attach supporting documents): 

a) __________________________________________________________________________________

b) __________________________________________________________________________________


Attach additional information if necessary

14. Orientation for staff:           Yes         Date Attended________________________________ (attach supporting documents) 

                                 No          Reason: _____________________________________________________

                                                              _____________________________________________________

Section A iii : Alignment with BU Core Values (To be completed by the Supervisor)

	S/N
	Core Values
	Expected

Score
	Obtained Score

	1. 
	Excellence (Promotes and delivers high quality services)

	2 points
	

	2. 
	Integrity (Trustworthy, reliable, transparent)

	2 points
	

	3. 
	Accountability (Acknowledges and assumes responsibility for actions, decisions, and policy implementation within the scope of the employment position)
	1 point
	

	4. 
	Servant Leadership (Actively listens, empathizes and committed to the growth of students and other people)
	1 point
	

	5. 
	Team Spirit (Considerate, willingness to work together towards common goals)
	1 point
	

	6. 
	Autonomy & Responsibility (Demonstrates highest standards in professional competence and behaviour)
	1 point
	

	7. 
	Adventist Heritage (Committed to the mission, vision & Adventist Philosophy of Education)
	2 points
	


Expected Maximum Score (EMS): 10.  

Total Obtained Score (TOS): ________________________  

Percentage:  TOS × 100 ÷ 10 ________________________

Section B:               To be completed by Supervisee and Supervisor
Present schedule of duties based on department strategic goal as agreed upon by Staff & HOD      and  rate yourself according to scale:

Rating Scale:

(1) Consistently Below Expectations (CBE) – Little or marginal evidence of achievement = 0-39%;      

(2) Meets Expectation Sometimes (MES) – Edge of Agreed target = 40-49% of weight attached to objective

(3) Achieve target most of the time; Room for Improvement (RI) – Achieved agreed target levels = 50-69% of weight attached to objective            

(4) Consistently Meets Expected Standard (CMES) – Surpassed agreed target = 70-79% of weight attached to objective

(5) Significantly and Consistently Exceeds Expectations (SCEE) – Surpassed agreed target = 80-100% of weight attached to objective

	Major Responsibilities as assigned by your Supervisor 

(to be completed by the supervisee)
	Rating

(to be filled by Supervisee/Supervisor)

	S/N
	Schedule of Duties
	Key Achievement
	Employee’s Self-Assessment of Schedule of Duties %
	Superior Officer’s Assessment

%
	Brief Remark by the Supervisor

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


State any other outstanding achievements or contributions of a special nature to the realization of the mission, vision, and objectives of the University during the period of report (to be completed by Supervisee)
1………………………………………………………………………………………………………………         

2……………………………………………………………………………………………………………… 

3……………………………………………………………………………………………………………… 

4………………………………………………………………………………………………………………

5………………………………………………………………………………………………………………

Supervisor’s Comment on the above achievements and contributions in the current year based on duties:

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 
What major difficulties did you encounter in the performance of your duties? Offer suggestions for the solutions: (to be completed by Supervisee)
i. …………………………………………………………………………………………………………………………
ii. …………………………………………………………………………………………………………………………
iii. …………………………………………………………………………………………………………………………
iv. …………………………………………………………………………………………………………………………
v. ………………………………………………………………………………………………………………………….

	Proposed Objectives for the upcoming year (To be completed by the supervisee)
	

	
	

	
	

	
	

	
	

	Supervisor’s Comments on proposed objectives for the upcoming year


	

	
	

	
	

	
	

	
	


Use extra sheet(s) if needed
Note: Do not include section B’s rating in section D’s rating calculation

Section C:    Community Service or any important ad hoc duty (ies) performed during this period: To be completed 

                           by the Supervisee

	S/N
	Department 
	Duration
	Community service

(Attach Evidence)
	Officer under whom you served

	
	
	From
	To
	
	

	a)
	
	
	
	
	

	b)
	
	
	
	
	

	c)
	
	
	
	
	

	d)
	
	
	
	
	

	e)
	
	
	
	
	


Use extra sheet(s) if needed

Section D:    Assessment of Performance Qualities - To be completed by the Supervisor

In assessing performance you are to consider all of the following sections and assess them independently. Each section describes the competency parameters of your employee that can be rated as outstanding (5) and down to unsatisfactory (1). Tick (×) each suitable column and enter the summed max score into the empty box.
1 = Unsatisfactory        2 = Fair 
3 = Good           4 = Very Good        5 = Outstanding

PART ONE

(I) Job Assessment/General Ability

Assess objectively how the employee has performed his/her tasks
	
	
	5
	4
	3
	2
	1

	(a)
	How well staff understands his/her tasks
	
	
	
	
	

	(b)
	How well staff organizes his/her tasks
	
	
	
	
	

	(c)
	How well staff performs his/her tasks
	
	
	
	
	

	(d)
	How well he/she applies his/her professional/technical/administrative or any other acquired knowledge
	
	
	
	
	

	(e)
	How much work he/she was able to accomplish within a set-time frame
	
	
	
	
	

	(f)
	Work-speed and accuracy
	
	
	
	
	

	(g)
	Judgment (quality of his/her decision and contribution)
	
	
	
	
	


Effectiveness of Communications
	
	
	5
	4
	3
	2
	1

	(a)
	Written Expression
	
	
	
	
	

	(b)
	Oral Expression
	
	
	
	
	


Human Relations
	
	
	5
	4
	3
	2
	1

	(a)
	Relationship with other Employees
	
	
	
	
	

	(b)
	Relationship with the Public 
	
	
	
	
	

	(c)
	Relationship with BU Stakeholders (students, parents, alumni, etc)
	
	
	
	
	

	(d)
	Relationship with Superiors
	
	
	
	
	


(II) Character Traits 

In assessing character traits, consideration should be given to:
	
	
	5
	4
	3
	2
	1

	(a)
	Dependability 
	
	
	
	
	

	(b)
	Loyalty to the Organization  
	
	
	
	
	

	(c)
	Integrity 
	
	
	
	
	

	(d)
	Reliability under pressure
	
	
	
	
	

	(e)
	Appearance 
	
	
	
	
	

	(f)
	Confidentiality 
	
	
	
	
	


(III) Work Habits

	
	
	5
	4
	3
	2
	1

	(a)
	Punctuality at work  
	
	
	
	
	

	(b)
	Drive and determination
	
	
	
	
	

	(c)
	Resources utilization 
	
	
	
	
	

	(d)
	Attendance at meetings
	
	
	
	
	


(IV) Leadership Attainment  

	
	
	5
	4
	3
	2
	1

	(a)
	Encourages colleagues to achieve standards and measures agreed upon for effectiveness.
	
	
	
	
	

	(b)
	Encourages and trains colleagues and discourages late assessment of goals
	
	
	
	
	

	(c)
	Shows good example in terms of punctuality, efficiency, and high degree of responsibility in all assignments 
	
	
	
	
	

	(d)
	Make suggestions for changes/adjusts methods/procedures that significantly contribute to work of associates
	
	
	
	
	


(V) Spiritual Alertness  
	
	
	5
	4
	3
	2
	1

	(a)
	Regularly punctual to spiritual programmes
	
	
	
	
	

	(b)
	Active at spiritual programmes
	
	
	
	
	

	(c)
	Regularly punctual to staff worship
	
	
	
	
	

	(d)
	Active at staff worship
	
	
	
	
	


PART TWO

Overall Assessment: Select job category applicable to your division/department/unit ONLY
From the above assessment indicate the overall performance of employee’s duties in your division/department by ticking the appropriate column below. Insert the actual score in the box on the right.

Job Category A

(Spiritual Life, Audit, OIE staff, e-Learning, Human Resources, Legal, Protocol, Development & Strategy, Facilities Management, Laboratory Technologists, Medical Practitioners, Laboratory Assistants, BUTH, Information Technology Development & Services, Electronic Surveillance, Administrative Officers) 

	Outstanding 
	10
	Always recognizes and determines priorities, is accurate all of the time in the performance of assigned duties, and has exceptional awareness of recent developments in the profession

	Very Good 
	8
	Largely recognizes and determines priorities, is accurate most of the time in the performance of duties, and quite aware of recent developments in the profession

	Good 
	6
	Recognizes and determines priorities, is accurate in job performance, and generally aware of recent developments in the profession

	Fair 
	4
	Sometimes recognizes and determines priorities, manifests some accuracy in job performance, and is moderately aware of recent developments in the profession

	Unsatisfactory 
	2
	Seldom recognizes and determines priorities, has little accuracy in job performance, and is unaware of recent developments in the profession


Job Category B

(Confidential Secretaries, Data Entry Operators, Registry staff, Bursary, Student Activities (Trainers/Sport Unit), Hall Administrators, Student Support Staff, BU Fire, Catering & Food Services, BU CLEAN, BIG (Laundry, Housekeeping, Guest Houses Staff)) 
	Outstanding 
	10
	Extremely fast and accurate in responding to requests for services and performance of duties, and recorded no complaints from staff and visitors

	Very Good 
	8
	Very fast and accurate in responding to requests for services and performance of duties, and recorded very few complaints from staff and visitors

	Good 
	6
	Fast and accurate in responding to requests for services and performance of duties, and recorded few complaints from staff and visitors

	Fair 
	4
	Moderately fast and accurate in responding to requests for services and performance of duties, and recorded some complaints from staff and visitors

	Unsatisfactory 
	2
	Extremely slow and inaccurate in responding to requests for services and performance of duties, and received several complaints from staff and visitors


Job Category C

(Library, Radio, Press, Music & Creative Arts Staff)

	Outstanding 
	10
	Outstandingly creative, accurate and professionally competent

	Very Good 
	8
	Very creative, accurate, and professionally competent

	Good 
	6
	Creative, accurate and professionally competent

	Fair 
	4
	Moderately creative, accurate and professionally competent

	Unsatisfactory 
	2
	Very little creativity and accuracy, lacks professional competent



Cumulative Score from Section D =                        Employee Score =                   Percentage (%) =      

Section E:     Employee Development - To be completed by the supervisor
Key Strengths:

	

	

	


Areas of weaknesses/Development:

	

	

	


Performance Improvement/Learning/Behavioural Interventions Recommended: 

	

	

	


Section F:    Comments by the supervisee 

In completing this section you should take into account the views expressed by the Supervisor as reported in Sections B, D and E.

Training Needs:

1.  If, as a result of the above assessment you consider that your performance or potential could be improved by training, please specify the needs. ________________________________________________________________________________________

2. If the needs cannot be met by training on the job, suggest ways in which they might be met.

________________________________________________________________________________________

Comment by supervisee:

I certify that I have seen and read this evaluation of me and my performance over the past year. 
I accept      / differ with       this evaluation of me and my performance as stated above.

I hereby indicate the area(s) or portion(s) of difference with reason(s):

i. ____________________________________________________________________________________

ii. ____________________________________________________________________________________

You may attach additional information if needed

……………………………………





                       …………………….…

     Supervisee’s Signature








            Date   

Section G: To be completed by the supervisor, & defended before the Departmental Committee (3-5 members)
Judging from the overall performance of this employee during the period covered by this report, the summary of my assessment is he/she is: (Tick (×) the appropriate box)

1. 
a. Exceptionally Qualified

b. Qualified 

c. Marginal qualified

d. Qualified, but not sufficiently matured/experienced

e. Incompetent to undertake the duties

Therefore, I recommend:

a. Promotion to the rank of ……………………….

b. Promotion to the post of ……………………….

c. No change in status but commendation for special good work/conduct for the following reasons:

i. …………………………………………………………………………………………

ii. …………………………………………………………………………………………

d. No change in status but increase in salary steps

e. Disciplinary action for the following reasons:

i. …………………………………………………………………………………………

ii. …………………………………………………………………………………………

2. Give reason(s) for your recommendation:______________________________________________________
__________________________________________________________________________________________


………………………………………….………




………………..……

3. Supervisor’s Name & Signature (Designation)


                                       Date


………………………………………….………




………….…………

4. 
HOD’s Name & Signature


                                                   Date

5. Staff Appointments and Promotions Committee Recommendation 

(Date of A & P Meeting)_______________________________________________________________


………………………………………………………



            .…...........…………

6.       Head of Division/Principal Officer’s Name & Signature



           Date

Section H:
For Babcock University Appointment & Promotion Committee 
Kindly tick the cumulative ratings on Section B & Section D

Rating Scale:

(1) Consistently Below Expectations (CBE) – Little or marginal evidence of achievement = 0-39%;  

    

(2) Meets Expectation Sometimes (MES) – Edge of Agreed target = 40-49% of weight attached to objective

(3) Achieve target most of the time; Room for Improvement (RI) – Achieved agreed target levels = 50-69% of weight attached to 

objective    

        

(4) Consistently Meets Expected Standard (CMES) – Surpassed agreed target = 70-79% of weight attached to objective

(5) Significantly and Consistently Exceeds Expectations (SCEE) – Surpassed agreed target = 80-100% of weight attached to objective

__________________________________________________________________________________________

(6) Recommended for Step Increase                                                                                     SHAPE  \* MERGEFORMAT 



(7) Recommended for Promotion                                                                                           SHAPE  \* MERGEFORMAT 



(8) More qualification needed for promotion                                                                           SHAPE  \* MERGEFORMAT 



(9) More experience needed before the next promotion                                                         SHAPE  \* MERGEFORMAT 



(10) To be transferred to a different job after training (suggest area)                                     SHAPE  \* MERGEFORMAT 



(11) To lose annual increment
(12) To be warned to improve performance and placed on performance 
       Improvement Programme for six months

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

         BU A&PC Secretary (Name & Signature)                                                                      Date

Name: _____________________


___________________________





Division: ___________________





Dept.: _____________________






































Max Score indicated = 35





Max Score indicated = 10











Max Score indicated = 20

















Max Score indicated = 30





Max Score indicated = 20

















Max Score indicated = 20





Max Score indicated = 20

















Max = 10











Max = 10











Max = 10
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