


            

Kathmandu University 

Performance Review and Development System 

(Half Yearly Report)

Section A:  Basic Information (to be completed by HR Section)
	Employee’s Name: 
	Job Title: 

	Band: Manager
	Level: I
	Service Group:

	Section: 
	Division/ School: 

	Appraiser’s Name: 
	Job Title: 

	Reviewer’s Name:  
	Job Title: 

	Review Period:                                                                                            
	From        
	To 

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

	Date of Report Submission to HR Section:
	Date of Previous Review:


Section B: Performance Review Against Set Objectives (to be completed by employee and appraiser)

	B1 By Employee
	B2  By Appraiser*

	Key Performance Objectives/ Assigned Tasks (as agreed in the previous appraisal report) 
	Results Achieved
	NS

a/b
	IN

a/b


	ME

a/b


	EE

a/b


	OS

a/b



	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	* 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 and cost effectiveness.  Indicate rating by using letters a or b as appropriate, where a represents the higher side of the rating and, b the lower side.


	B3 Self Review (By Employee)

	Significant Tasks/ Contributions Not Covered Above:



	Objectives/ Tasks Not Achieved/ Completed:
	Reasons: 



	Important Factors Facilitating Performance:
	Important Factors Hindering Performance:



	Skills/ Competencies Needed For Better Performance:




Employee Signature ___________________________    

	B4 Overall Performance (By Appraiser*)

	[ ] Not Satisfactory  [ ] Improvement Needed  [ ] Meets Expectations  [ ] Exceeds Expectations  [ ] Outstanding  
* Rate in the appropriate box by using letters a or b as appropriate, where a represents the higher side of the rating and, b the lower side. 

	Comments on performance including notable achievements and major performance deficiencies (quantity and quality of work, timely completion; cost effectiveness):




Section C: Performance Plan for Next Review Period (to be completed by employee with the approval of supervisor)

	
	Performance Objectives/ Tasks (From           to           )
	Success Indicators
	Time 
	Remarks

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


Employee Signature _______________________            Appraiser Signature ___________________________                                   

Section D: Appraisal of Critical Attributes and Job Behaviours (to be completed by appraiser)

	D1 Critical Attributes and Job Behaviours
	NS

X
	IN

X
	ME

X
	EE

X
	OS

X

	1
	Job and professional competency 
	Understood job and professional responsibilities and requirements
	
	
	
	
	

	
	
	Demonstrated professional competencies and characteristics needed for the job
	
	
	
	
	

	
	
	Applied professional knowledge and skills for performing jobs
	
	
	
	
	

	
	
	Updated oneself with new developments in the job and the profession
	
	
	
	
	

	
	
	Sought opportunities for the improvement of the existing job competencies
	
	
	
	
	

	2
	Work responsibility and orientation
	Executed and created responsibilities willingly, innovatively and enthusiastically 
	
	
	
	
	

	
	
	Demonstrated a sense of responsibility and accountability for results
	
	
	
	
	

	
	
	Showed concern for and endeavoured to achieve quality results 
	
	
	
	
	

	
	
	Valued and worked for the satisfaction of service users
	
	
	
	
	

	
	
	Showed positive attitudes and approaches towards the job responsibilities
	
	
	
	
	

	3
	Analytical and problem solving ability 
	Diagnosed key problems and addressed them rationally and creatively 
	
	
	
	
	

	
	
	Analysed issues and understood underlying causes and implications deeply 
	
	
	
	
	

	
	
	Solved problems and made decisions timely and effectively
	
	
	
	
	

	
	
	Exercised fine judgement in making decisions
	
	
	
	
	

	
	
	Was decisive and responsive in the face of problems and issues
	
	
	
	
	

	4
	Interpersonal and team ability
	Communicated and interacted regularly and productively with others
	
	
	
	
	

	
	
	Built effective rapport with all
	
	
	
	
	

	
	
	Developed and facilitated team members
	
	
	
	
	

	
	
	Contributed to and made the team achieve results
	
	
	
	
	

	
	
	Was open to suggestions and avoided conflicts
	
	
	
	
	

	5
	Planning and mobilizing ability 
	Prepared and implemented own work plan for achieving performance goals 
	
	
	
	
	

	
	
	Prepared and helped subordinates prepare effective work plans 
	
	
	
	
	

	
	
	Supported seniors to develop policies, plans and programmes 
	
	
	
	
	

	
	
	Mobilized resources and facilities efficiently and effectively 
	
	
	
	
	

	
	
	Used information and time productively
	
	
	
	
	

	6
	Supervisory and supportive ability
	Assigned tasks to subordinates appropriately
	
	
	
	
	

	
	
	Supervised staff and their performance based on a systematic supervision plan
	
	
	
	
	

	
	
	Diagnosed and solved staff problems, motivated and developed them to perform
	
	
	
	
	

	
	
	Created a participatory work environment 
	
	
	
	
	

	
	
	Supported seniors in their tasks
	
	
	
	
	

	7
	Personal effectiveness 
	Demonstrated awareness of personal strengths and weaknesses
	
	
	
	
	

	
	
	Took initiatives in improving work and self
	
	
	
	
	

	
	
	Showed interest and engaged in continuous learning
	
	
	
	
	

	
	
	Demonstrated resourcefulness and innovativeness to achieve results 
	
	
	
	
	

	
	
	Demonstrated resourcefulness and innovativeness to handle difficult situations.
	
	
	
	
	

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

* Rate employee on critical attributes and behaviours by putting a cross (x) in the appropriate box. 


	D2 Areas of Strengths and Improvements (By Appraiser)

	Major strengths of employee observed:


	Improvements made by employee 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):


	Salary Increment
	Promotion
	Re-placement
	Disciplining
	Others
	None


Appraiser Signature ___________________________  

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

	E1 Comments on Appraisal

	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)

	[ ] Not Satisfactory  [ ] Improvement Needed  [ ] Meets Expectations  [ ] Exceeds Expectations  [ ] Outstanding  
* Rate in the appropriate box by using letters a, b or c as appropriate, where a represents the higher side of the rating, b the medium side and, c the lower side.


Reviewer Signature ___________________________  

Section F: Appraisal Score (to be completed by HRD Section)

	
	Appraisal Component
	Weight
	Score
	Remarks

	1
	Appraiser’s rating on performance objectives/ tasks
	40
	
	

	2
	Appraiser’s rating on overall performance 
	10
	
	

	3
	Appraiser’s rating on attributes and behaviours
	35
	
	

	4
	Reviewer’s rating on overall performance
	15
	
	

	5
	Total score
	100
	
	


HRD Manager Signature ___________________________  

Procedures and Guidelines

General

G1
EPRD Form 2 is for non- teaching senior staff (Officer and Manager Bands) of the Kathmandu University.

G2
This form is to be completed every six month (i. e. last weeks of Asar and Poush) by the concerned employee, his/ her supervisor (appraiser), the next superior (reviewer), and the Human Resource section.  The appraiser and the reviewer for each position will be as mentioned in the Job Description statement of the concerned employee or as decided by the University Management.

Procedure

P1
The procedure for completion the form will be as follows:

· The Human Resource section issues the form to the supervisor (appraiser) of the concerned employee at least two weeks before the appraisal periods (i. e. first weeks of Asar and Poush) with necessary information and guidelines.

· The appraiser informs the concerned employee and fixes a date for performance review and development meeting with him/ her giving sufficient time for preparation. 

· The appraiser and the employee both make preparation by collecting necessary information and completing and compiling supporting documents, including job description and performance goal setting and progress report forms.. 

· The appraiser and the employee hold performance review and development meeting to share information and feedback and to agree on the achievements, problems, issues, development needs and performance plan for the next review period.  The appraiser gives his/ her feedback to the employee.  

· The employee completes the relevant sections of the form (i. e. B1, B3 and C) after the meeting and submits to the appraiser.  

· The appraiser for his/ her part completes the relevant sections of the form (i. e. B2, B4, D1, D2 and D3) and submits to the reviewer.

· The reviewer reviews the self report of the employee and the rating and recommendations of the appraiser and completes the relevant sections of the form (i. e. E1 and E2).  If necessary, the reviewer calls for supporting information and/ or discusses the matters with the employee and the appraiser. The reviewer sends the completed form to the Human Resource section.  

· The HR section checks the form, fills in the informational gaps, and completes the relevant section of the form (F).

Guidelines for Scoring (Section F)

S1
For Section B2 (appraiser’s rating on performance objectives): Total mark – 40; For each key objective or task – 10.  Score as follows: Not satisfactory: b = 1; a = 2; Improvement needed: b = 3; a = 4; Meets expectations: b = 5; a = 6; Exceeds expectations: b = 7; a = 8; Outstanding: b =9, a = 10. Total the score for this section (range will be five – 40).

Note: In case the number of key objectives/ tasks is less than four, score following the same procedures as given above.  Then adjust the score as follows: Score X 1.33 (for three objectives/ task); Score X 2 (for two objectives/ task); and Score X 4 (for one objectives/ task).

S2
For Section B4 (appraiser’s rating on overall performance): Total mark – 10.  Score as follows: Not satisfactory: b = 1; a = 2; Improvement needed: b = 3; a = 4; Meets expectations: b = 5; a = 6; Exceeds expectations: b = 7; a = 8; Outstanding: b =9, a = 10. (Range will be one – 10).

S3
For Section D1 (appraiser’s rating on attributes and behaviours): Total mark – 35; For each attribute or behaviour – 5.  Score each indicator or criterion under each attribute on a scale of 5.  Score as follows: Not satisfactory: 1; Improvement needed: 2; Meets expectations: 3; Exceeds expectations: 4; Outstanding: 5. Total the score for all 35 items (range will be 35 – 175). Divide the gross score by 5 to get the final score for this section (range will be five – 35).

S4
For Section E2 (reviewer’s rating on overall performance): Total mark – 15.  Score as follows: Not satisfactory: c = 1; b = 2; c = 3; Improvement needed: c = 4; b = 5; a = 6; Meets expectations: c = 7; b = 8; a = 9; Exceeds expectations: c = 10; b = 11; a = 12; Outstanding: c = 13; b = 14; a = 15. (Range will be one – 15).


Restricted – Staff



