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Performance Appraisal Report (Professor/Associate Professor) 
(This form is to be completed by the faculty, his/her HOD/Dean, the reviewer and the Human Resource Section..   The annual performance plan and the bi- monthly progress reports for the closing year must be referred to while completing this form.  The performance planning, appraisal and feedback session must take place before or at the time of completing this form.  Use extra sheet, if necessary)
Section A:  Basic Information
	Faculty's Name:
	Job Title/ Position:

	School:
	Department/ Program:                                                                                       

	Appraiser’s  Name: 
	Job Title:

	Reviewer’s Name: 
	Job Title:

	Review Period:          From                                                                                                                                                      
	To

	Completion Date:      
	By Employee:
	By Appraiser:     
	By Reviewer:

	Date of Submission to HR Section:
	Date of Last Review:


Section B: Performance Review Against Set Annual Targets (to be completed by the faculty and the appraiser)

	B1 By Faculty
	B2  By Appraiser (40 point)*

	1. Teaching Targets (20 point)
	Achievements during the Year 
	NS
	IN
	ME
	EE
	OS

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	Sub-total1 (add the row scores, divide by number of completed rows and multiply by .2  
	Total/No. of targets x .2=

	2. Research/Consulting Targets (12 point)
	Achievements during the Year
	
	
	
	
	

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	Sub-total 2(add the row scores, divide by number of completed rows and multiply by .12  
	Total/No. of targets x .12=

	3. Service Targets (8 point)
	Achievements during the Year
	
	
	
	
	

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	Sub-total 3 (add the row scores, divide by number of completed rows and multiply by .08  
	Total/No. of targets x .08=

	* NS = Not Satisfactory; IN = Improvement Needed; ME = Meets Expectations; EE = Exceeds Expectations; OS = Outstanding.

* Rate the level of performance considering the quantity and quality of work, timely completion, resource efficiency, and customer satisfaction with the work completed.  Give exact score in the relevant rating category.  The range of score for each category: NS 1 – 20; IN21 – 40; ME 41 – 60; EE 61 – 80; and OS 81 – 100.  Documentary evidences as given in monthly reports should be attached to justify the ratings or else they may be averaged out.)      

	Total Score of this Section( B2) - to be calculated and recorded by HR Section as follows: (Scores of 1 + 2 + 3)  = 
B3 Self Review (By Faculty)

	Significant Works/ Contributions not Covered Above:



	Objectives/ Works not Achieved/ Completed:

	Reasons:   



	Important Factors Facilitating Performance:

	Important Factors Hindering Performance:



	Skills/ Competencies Needed For Better Performance:




Faculty Signature: ________________________    





Date: _____________
	                                 B4 Overall Performance (By Appraiser - 10 Point)*

	[  ] Not Satisfactory       [  ] Improvement Needed      [  ] Meets Expectations      [  ] Exceeds Expectations       [  ] Outstanding  


	* Give exact score in the relevant rating category.  The range of score for each category: NS 1 – 2; IN 3 – 4; ME 5 – 6; EE 7 – 8; and OS 9 – 10.  Documentary evidences as given in monthly reports should be attached to justify the ratings or else they may be averaged out.)


	Comments on performance including notable achievements and gaps (quantity and quality of work, timely completion; resource efficiency, and customer satisfaction with the work completed):



	Total Score of this Section( B4) - to be calculated and recorded by HR Section  =


Section C: Feedback from Customers (To be completed by Appraiser based on Completed Feedback Sheets - 10 Point) *
	C1 Major Comments, Suggestions and Concerns Expressed by Customers 



C2 Overall Performance (By Appraiser - 10 Point)*
	[  ] Not Satisfactory       [  ] Improvement Needed      [  ] Meets Expectations      [  ] Exceeds Expectations       [  ] Outstanding  


	* Rating system: Up to 20 percent rating- NS; 21 to 40 percent rating – IN; 41 to 60 percent rating – ME; 61 to 80 percent rating – EE; and 81 to 100 percent rating – OS.   Give exact score in the relevant rating category based on customers' approval rating.  The range of score for each category: NS 1 – 2; IN 3 – 4; ME 5 – 6; EE 7 – 8; and OS 9 – 10.  Completed customer feedback sheets should be attached to justify the ratings or else they may be averaged out.).

	Total Score of this Section( C2) - to be calculated and recorded by HR Section  =


Section D: Appraisal of Critical Attributes and Job Behaviours (By Appraiser – 20 Points) *
	D1 Critical Attributes and Job Behaviours
	NS
1-4
	IN
5-8
	ME
9-12
	EE
13-16
	OS
17-20

	
	Dimensions and Definitions
	

	1
	Academic and professional leadership (Provides effective leadership in the academic discipline and professional area; Is able to generate commitment of junior faculties and students; Inspires, influences, develops and empowers them for superior performance)
	
	
	
	
	

	2
	Professional competencies (Demonstrates professional knowledge and abilities in performing academic roles; Demonstrates professional attitudes and behaviours; Seeks and uses opportunities for improving competencies and updates oneself regularly)
	
	
	
	
	

	3
	Communication and interpersonal ability (Demonstrates high level of written and oral communications skills; Builds good relationships with others including students and university officials;  Is supportive, helpful and a good team player)
	
	
	
	
	

	4
	Professional and institutional commitment (Is committed to academic profession and career;  Commits to the University's values, norms, rules and principles; Projects and develops positive image and credibility of the University and contributes to its development)
	
	
	
	
	

	5
	Development orientation (Is proactive, creative, innovative, change-oriented and forward-moving in approaches and behaviours; Continually improves self, performance and the institution; Produces significant results through self initiatives or collaborative efforts) 
	
	
	
	
	

	
	Total  (Add the sub-column scores and divide by 5)
	Total: _________ / 5 = 

	* NS= Not Satisfactory; IN = Improvement Needed; ME = Meets Expectations; EE = Exceeds Expectations; OS = Outstanding.  

* Give exact score in the relevant rating category within the range.

	  Total Score of this Section( D1) - to be calculated and recorded by HR Section  =


	D2 Areas of Strengths and Improvements (By Appraiser)

	Major strengths of the faculty observed:


	Improvements made by the faculty since last review:

	Areas of improvement for effective performance:


	 Potential areas for growth:



	D3 Recommendations for Actions (By Appraiser)

	Recommendations for training and development (be specific):

	In- house 
	External 

	Recommendations for administrative decisions (be specific):


	Financial Incentive
	Role Assignment
	Re-placement
	Disciplining
	Others
	None


Appraiser's Signature: ___________________________  




Date: ____________
Section E: Review of Appraisal (to be completed by reviewer)

	E1 Review of Appraiser Ratings and Comments

	Comments on achievement of performance objectives:


	

	Comments on critical attributes and job behaviour:


	

	Comments on appraiser’s recommendations:


	

	Recommendations for actions:
	Endorsement of appraiser’s recommendations


	Other recommendations
	Reasons


	E2 Overall Rating (By Reviewer – 20 Point*)

	[   ] Not Satisfactory          [   ] Improvement Needed    [   ] Meets Expectations    [   ] Exceeds Expectations     [   ] Outstanding  


	* Give exact score in the relevant rating category.  The range of score for each category is as follows: NS 1 – 6; IN 7 – 12; ME 13 – 18; EE 19 – 24; and OS 25 – 30.

	 Total Score of this Section( E2) - to be calculated and recorded by HR Section  =


Reviewer's Signature ___________________________  




Date: ____________
Section F: Appraisal Score (to be completed by HR Section)

	
	Appraisal Component
	Weight
	Score
	Remarks

	1
	Appraiser’s rating on performance targets (B2)
	40
	
	

	2
	Appraiser’s rating on overall performance (B)
	10
	
	

	3
	Customers' rating  and feedback (C2)
	10
	
	

	4
	Appraiser’s rating on attributes and behaviours (D1)
	20
	
	

	5
	Reviewer’s rating on overall performance (E2)
	20
	
	

	
	Total score
	100
	
	


HR Manager Signature ___________________________  




Date: ____________
Guidelines for Appraiser

Behavioural Indicators of Rating Scale for Section B (Appraisal against Set Performance Targets)

· NS (Not Satisfactory) = The work outputs are substantially and consistently lower than the set targets or standards; the works completed do not meet the needs of the customers in any way and they may have to be repeated; the planned or assigned activities are not completed or completed substantially later than the expected or due time; the inputs or resources required for completion of the activities far exceed the normal or planned limits; and the customers and the supervisor are not satisfied with the works completed.

· IN (Improvement Needed) = The work outputs are somewhat and often lower than the set targets or standards; the works completed at times fail to meet the needs of the customers/ beneficiaries; the planned or assigned activities are completed somewhat later than the expected or due time; the inputs or resources required for completion of the activities often exceed the normal or planned limits to an extent; and the customers and the supervisor would like to see much improvement in the works completed.

· ME (Meets Expectations) = The work outputs are in accordance with the set targets or standards; the works completed generally meet the needs of the customers/ beneficiaries; the planned or assigned activities are completed within the expected or due time; the inputs or resources required for completion of the activities are within the normal or planned limits; and the customers and the supervisor are generally satisfied with the works completed.

· EE (Exceeds Expectations) = The work outputs generally exceed the set targets or standards a number of times; the works completed considerably meet the needs of the customers/ beneficiaries; the planned or assigned activities are always completed within the normal or planned time and the surplus time is used for some other additional activities; the inputs or resources required for completion of the activities are within the normal or planned limits and are utilised efficiently; and the customers and the supervisor generally appreciate the works completed.

· OS (Outstanding) =  The work outputs far exceed the set targets or standards consistently; the works completed fully and consistently meet the needs of the customers/ beneficiaries and they feel good value is created for them by the work outputs; the planned or assigned activities are completed ahead of the planned schedule and the surplus time is used for significant additional activities; the inputs or resources required for completion of the activities are utilised efficiently and are substantially saved and utilised for additional activities; and the customers and the supervisor highly appreciate the works completed and continuously seek for the services.

Behavioural Indicators of Rating Scale for Section D (Critical Attributes)

· NS (Not Satisfactory) = The behaviour or action in question is not used or demonstrated most of the time; when used, it is poorly and unprofessionally executed; shows obvious lack of skill, understanding, experience or motivation in performing the tasks related to the behaviour.

· IN (Improvement Needed) = The behaviour or action in question is used or demonstrated most of the time; it is executed with some difficulty; shows some lacking of skill, understanding, experience or motivation in performing the tasks related to the behaviour.

· ME (Meets Expectations) = The behaviour or action in question is always used or demonstrated; it is executed with normal ease and confidence; shows no major lacking of skill, understanding, experience or motivation in performing the tasks related to the behaviour.

· EE (Exceeds Expectations) = The behaviour or action in question is always used or demonstrated; it is executed with greater ease, expertise and confidence; shows substantial skill, understanding, experience or motivation in performing the tasks related to the behaviour.
· OS (Outstanding) =  The behaviour or action in question is always used or demonstrated; it is executed with full professional expertise, confidence and creativity; shows highest level of skill, understanding, experience or motivation in performing the tasks related to the behaviour.

Important

· Attach documentary evidences as given in monthly reports to justify the ratings failing which may result in the HR section averaging out the scores.

· It is the responsibility of the supervisor and the employee to implement all the planned activities and complete all the forms of FPMS as scheduled.  If any of the forms is not completed and submitted in time, the appraisals of the concerned employee and the supervisor will be cancelled for that period(s).  
· Preparation of annual performance plan/ standards and submission of monthly progress reports as scheduled are mandatory failing which will result in annual appraisal being cancelled.  

Restricted – Staff



