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Kathmandu University
Staff Requisition Blank

This blank is to be compleied by the Dean of the concerned School and or the heads of various depariments and submitied 1o the Registrar latest by the end of May every vear for recruiiing,

hiring, and ptacing the required permanent sigff during the coming academic year beginning August.  Requistiton for permanent staff should be made as per the approved staffing plan of
the School or the department as included in its strategic plan and in line with the staff hiring and utilization policies, rules, and standards of the University.

School: Year:
A.  Executives and Managers

Functional Specialization Number Required Placement Unit

Special Requirement Approved Number | Available Number: Permanent and On-contract#

Principal roles and responsibilities of the position holder(s) once placed on the Justification for filling in the position {on the basis of the programs and activities):
job:

1.

2.

3.

4.

B. Officers
Functional Specialization Number Required Placement Unit Special Requirement Approved Number | Available Number: Permanent and On-contracts

Principal roles and responsibilities of the position holder(s) once placed on the
Job:

1.

Justification for filling in the position (on the basis of the programs and activities):

2.
3.
4

C. Support Staff
Functional Specialization Mumber Required

Placement Unit Special Requirement Approved Number | Available Number: Permanent and On-contract#

Principal roles and responsibilities of the position holder(s) once placed on the

Justification for filling in the position (on the basis of the programs and activities):
job:

1.
2,
3.

D.  Attendant and Others
Functional Specialization Number Required

Placement Unit Special Requirement Approved Number

Available Number: Permanent and On-contract#

Pringipal roles and responsibalities of the position holder(s) once placed on the Justification for filling in the position (on the basis of the programs and activities):
Job:
il
2.
# [Indicate in the box what is the proposal for on-contract staff if external candidates are selected for the positions being filled in. This is imporiant for the approval of
the requisitioned positions.

Comments, if any.

Dean’s/ Head's Signature Date

Verification and recommendation by HR Manager Approval or no approval by Registrar (with comments)

Signed:

Date: Signed: Date:
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Kathmandu University
Application Blank for Nonteaching Position (Officer and Above)

For Official Use only

Application Registration Number |

Job Notice Number and Date |

Read and follow carefully all directions. Please type or print in black. Give clear, concise and complete information in each case as
required. Candidates are short-listed solely on the basis of information provided here. Use additional sheets if necessary.

Attach a recent passport
size photo here

A. Position ldentification

1. Position Applying for

2. Band

3. Placement Unit (School or Central Offcie)

B.  Personal ldentification

4, Name 5. Family Name 6. First Name 7. Middle Name 8. Sex (cross one)
in English Male Female
In Nepali [ [ 1
8. Date of Birth In BS:  Day Month Year In AD: Day Month Year
10. Nationality 11. Citizenship: Number and Issued at 12, Civil Status (cross one)
Married with children [ ] Married [ ] Single [ Other [ ]
13. Father/Mother: Name Occupation
14. Husband/Wife: Name Occupation
15, Address Permanent Address Contact Address
Tel # E-mail Tel # E-mail
C.  Competency Profile
16. Educational Artainment (start with the most recent one and work backward till intermediate or + 2 degree)
Degree Earned Division or Grade Obtained Area of Specialization Study Program (From — Ta) Awarding Umiversity or Board Country
17. Professional Training and Development (four most important and relevant to faculty role)
Course Attended Year and Net Duration Providing Institution Foeus Competencies Country
18. Special Skill and Ability
English Language Level of proficiency Excellent [ ] Very Good [ ] Good [ ] Fair [ ]
Additional Language (specifi) Level of proficiency Excellem [ ] Very Good [ ] Good [ ] Fair [ ]
Relevant Computer Skill Level of proficiency Excellent [ ] Very Good [ ] Good | ] Fair [ ]
Other Skill (specify) Level of proficiency Excellem [ ] Very Good [ ] Good | ] Fair [ ]
Other Skill (specify) Level of proficiency Excellent [ ] Very Good [ ] Good [ ] Fair [ ]
D.  Work Experience (recent three with the most recent first)
19, Current or Last Employer
Organization Address (with telephone #) Position Title Position Level |[Tenure (From - To) | Gross Annual Salary Supervisor

Summarize your responsibilities in the position and list reasons for leaving or wanting to leave the job:




20. Previous Employer

Organization Address (with telephone #) Position Title Position Level |Tenure (From - To) | Gross Annual Salary Supervisor

Summarize your responsibilities in the position and list reasons for leaving or wanting to leave the job:

21. Pre-previous Employer

Organization Address (with telephone #) Position Title Position Level |Tenure (From - To) | Gross Annual Salary Supervisor

Summarize your responsibilities in the position and list reasons for leaving or wanting to leave the job:

E.  Professional Qutput

22. Professional Association, Contribution and Achievement (summarize the most relevant professional membership. activities, achievements, and awards)
p

Professional Membership Professional Activities Special Services and Contributions Awards Received

F.  Reference

23. Two references, including one recent employer and another university teacher, who may evaluate your professional competency and contribution,

Name Position Organization Contact Point Relation

G.  You as a KU Staff Applicant

24. Write. in not more than 100 words, why vou want to join KU and why you think you are a suitable candidate for KU's staff,

Declaration

| hereby affirm that the information I have provided in this application blank is complete and correct to the best of my knowledge. [ understand and accept that any

wrongful representation, falsification, or omission of information will be the ground for rejection of my application for employment and for immediate dismissal at any

point in time if already employed. 1 authorize for a thorough investigation into the information provided here in connection with this application, if the University
deems it necessary. |

[ have read and affirm as my own the above statement. 1 hereby apply for employment in KU. If hired as a faculty, | will comply with all the rules, regulations and
conditions of the University.

Applicant’s Full Signature Date
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Application Fee and Cognitive and Performance Test Fee

a. Application:
Application Blank Fee Rs 500/-
b. Test and Interview Fee:
Written  Test , | Performance Test & | Interview Fee

Performance  Test | Interview Fee
and Interview Fee

Executive - - 1500 Rs
Manager and Officer 1200 Rs - -
Support Staff 1000 Rs - -
Attendant A3 800 Rs 500 Rs -
Attendant Al 500 Rs - -

Note: In Nepalese Currency
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Allowances
1. Allowances for Selection Test (Paper and Pencil and Performance Test)

Support and Attendant Band Manager and Officer Band
Question Preparation Rs. 3500 Rs. 4500
Evaluator of Test Paper | Rs. 300 per /- for each answer Rs. 400 per /- for each answer
sheet sheet
Group Discussion - Rs. 1500 for each group (8
candidates)
Performance Test Rs. 2000 Rs. 2000
Only
2. Allowances for Interview Panel
Expert Up to two candidates More than two candidates
Executive s Rs. 4000 Rs. 8000
Manager & Officers Rs. 3000 Rs. 6000
Allowances
Chancellor Nominee Rs. 6000
Members Rs. 1000

Interview conducted under the chairmanship of the Registrar, the allowances will be as per financial rule of the
university

Note: In Nepalese currency % C ~
/
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Kathmandu University
Selection Test Admit Card

Job Notice # |

Candidate’s Roll # [

Office Seal

Attach a recent passport
size photo here

Name of the Candidate

Sex

Position Applying for

School

Male [ ] Female [ |

B Information

Date

Paper and Pencil Test

Time

Venue

Performance Test

HR Manager

Date

Candidate Copy

A Identification

Kathmandu University
Selection Test Admit Card

Job Notice # |

Candidate’s Roll # |

Office Seal

Attach a recent passport
size photo here

Name of the Candidate

Sex

Position Applying for

School

Male [ ] Female [ ]

B Information

Date

Paper and Pencil Test

Time

Venue

Performance Test

HR Manager

Date

Instructions to Candidate

The examination hall will be opened 10 minutes before the time specified for the commencement of the examination, A candidate who is late by more than

15 minutes will not be allowed to take the test.

A seat marked with the roll number of each candidate will be allotted. Candidates will be required to find and occupy their seats.
While entering the examination hall, candidates will be permitted to carry the following items only: pen, pencil, eraser, inkpot, and calculator. Mobile

phone should be switched off.

Answers have (0 be written on both sides in the answer book. No candidate shall tear out a leaf from the answer book.
At the end of the allotted time. the answer book must be handed over to the invigilator,
Copying or attempting to copy, taking assistance or help from any book, notes, paper or any other device or material or from any other candidate to do these
things. and facilitating or rendering any assistance to any other candidate to do any of these things shall result in cancellation of the examination paper of

the concerned candidate(s).
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Short listing Criteria for External Candidate

Criteria Weight-age
Academic Qualification | 30%
Work Experience 10%
Total 40%




Job Notice #

a’@\%ﬁ-euaa

(raferar®r awr g0 ‘o # wwiaa)
Shortlisting Table

Position

I

Candidate

Competency

Experience

Seniority

Total

Rank Order

SLC

Inmtd

Bach Master

Total
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PREPARATION OF SELECTION TEST PAPER
Dear Sir/ Madam

The undersigned takes pleasure in thanking you for your acceptance in the capacity of examiner to the
selection procedure of the administrative/technical positions as announced through advertisement number
of dated

Your are hereby requested to prepare a selection test paper as outlined below and provide both soft copy
and a printed copy of the test paper to the office in a sealed envelope latest by
Enclosed pleased find copies of job outlines of the position, syllabus for the test, and instructions for
setting the test paper.

Your co-operation in maintaining confidentiality will be highly appreciated. The University will pay
honorarium for your effort as per the financial regulations.

Sincerely,

Registrar

Enclosures: As stated above

Information

Position

Level

Specialization

Placement Unit

Test Type

Test Paper

Number of Test Set
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Instructions for Test Paper Preparations

Before vou prepare the test paper

1. Study the documents provided to you, absorb the information fully, and develop a clear perspective
and understanding of the requirements. Clarify and ask for more information, if necessary.

2. Make sure which type of test paper you are requested to prepare: cognitive test paper or performance
test paper or both papers. Cognitive test assesses acquired information, knowledge, understanding,
and perspective in the identified subject domain. Performance test involves measurement of ability to
perform aspects of job related to the identified theme. Nature of the test items and their focus should
therefore be different.

3. Decide on the test items (questions, tasks, or exercises) and their level of complexity depending on
the type of the test, level of the position for which the test is to be designed, and the availability of
time for taking the test.

4. Check and study background relevant references for test construction, if necessary.

As vou prepare the test paper

5. Construct test items in the required form and number, maintaining the level of required level of
complexity and allocating the scoring weights for each item as prescribed in the syllabus.

6. Draft test items in the language required in as simple a way as possible, avoiding complex linguistic
construction and technical jargons. Where you must use technical terms, make sure that they are
from the related functional discipline.

7. Choose the words and expressions of the test items which are not ambiguous. You should frame each
test item in a way that avoids confusion and misinterpretation about its meaning.

8. Take care that the test items are within the capacity of an average candidate for the position for which
the test is designed as derived from the identified competency requirements.

9. Construct the test item in a way that an average candidate can be reasonably expected to answer it
within the time allotted.

10. Number and sequence the test items properly and logically, and place them under appropriate
sections, if applicable.

11. Frame test items in a representative way so that they are fairly distributed over the whole syllabus.

12. Prepare correct answers of the objective and short answer type test items and indicate expected
answers of essay or task/ exercise type items.

13. Word-process the test items and their answers using normal formatting form and 12 point Roman
New Type font.

14. Revisit the test items prepared, check and edit them for any lapses and inconsistencies, and revise, if
necessary, to make sure that there are no errors, that they allow measuring what is to measured. and

that they are in line with the instructions given above.

After vou have prepared the test paper

15. Burn in the CD and print a copy of the final version of the test paper with the answers as required.
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EVALUATION OF CANDIDATES ' PERFORMANCE ON SELECTION TEST
Dear Madam/Sir,

The undersigned takes pleasure in thanking you for your acceptance in the capacity of examiner to the
selection procedure of the administrative/technical positions as announced through advertisement number
of dated

You are requested to:
a. check and mark the answer sheets enclosed herewith and/or
b. observe and mark the performance of tasks by candidates on at
of the selection test as outlined below according to the marking scheme as given in the test paper. Please
complete the marking sheet and send to the office in a sealed envelope latest by
Enclosed pleased find copies of test paper and marking sheet as well as an envelope for your use.

Your co-operation will be highly appreciated in maintaining confidentiality. The University will pay
honorarium for your effort as per its financial regulations.

Sincerely,

Registrar

Enclosures: As stated above
Information

Position

Level

Test Type

Test Paper

Number of answer sheets

Number of candidates
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Marking Sheets for Answer Books
Test Paper: Position:

# Candidates Objective Items Short Answer Items Long Answer Items Total | Remark

12 (345|678 |9Jw|11]12]13]14715 ST 2|34 )8 |82 8]e]s ST

Evaluator: Date: Signature:
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Marking Sheets for Task Performance

Position:

I+

Candidates

Tasks Performed

Total

Remark

3 4

Ol se]| < 3| wh| ] W] ] —

—
(=

11

Evaluator:

Date:

Signature:
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INTERVIEW
Dear Madam/Sir,

The undersigned takes pleasure in thanking you for your acceptance in the capacity of examiner to the
selection procedure of the administrative/technical positions as announced through advertisement number
of dated

You are hereby nominated to serve as an expert in the interview panel for conducting interview(s) for the
positions as indicated below. Enclosed pleased find copies of job outlines of the position(s) and CVs of
the applicants for your kind information.

Your co-operation will be highly appreciated in maintaining confidentiality. The University will pay
honorarium for your effort as per the financial regulations.

Sincerely.

Registrar

Enclosures: As stated above

Information

Position

Level

Specialization

Placement Unit
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Nonteaching Staff Interview Marking Sheet (Executive/ Manager/Officer)
A. ldentification

Job Notice # Placement Unit Position Specialization

Interview Date Day Time Venue

B. Interview Marking

# Candidate Assessment Dimension* (maximum 20 point for each) Total
Functional Roles Behavioral Contribution Plan Leadership/ In In
Knowledge (a) Understanding Qualities (¢ ) and Potential (d) Supervisory Ability Numbe Word
and Perspective (b) and Potential (e) r

Remark

10

Interviewer Signature Date

* Rate each candidate on each dimension on a 20 point scale. If the score is less than 40 or more than 80, give justification for you rating in the remarks column.
* Highly positive behavioral indications of assessment dimensions are as given below. They are to be assessed at the expected level for the concerned position.

Demonstrates in-depth and updated knowledge of his/her functional field from theoretical and practical perspectives; Is aware of recent developments in the field; Articulates application value.

Shows full understanding of core managerial roles; Articulates professional knowledge and approaches associated with performance of each role; Is aware of administrative and professional issucs.
Identifies and shows positive behavioral qualities - communication, listening, tameness, decisiveness, and problem solving ability; Is analytical, logical, creative, inquisitive, and result oriented.
Articulates a clear plan and intention for professional contribution to the University; Is able to see the larger picture of the management needs of the University: Motivated and committed to contribute.
Presents convincing examples of leadership or supervisory roles taken: Is able to influence. develop. supervise, and guide: Is able 10 inspire confidence and trust.

s eo T
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Nonteaching Staff Interview Marking Sheet (Support Staff and Attendants)

A. Identification

Job Notice # Placement Unit Position Specialization

Interview Date Day Time Venue

B. Interview Marking

# Candidate Assessment Dimension* (maximum 20 point for each) Total Remark
Job Knowledge Relevant Behavioral Technical/ Job Development In In
(a) Experience (b) Qualities (¢ ) Skills (d) Potential (e) Number Word

10

Interviewer Signature Date

*

Rate each candidate on each dimension on a 20 point scale. 1f the score is less than 40 or more than 80, give justification for you rating in the remarks column.
Highly positive behavioral indications of assessment dimensions are as given below. They are to be assessed at the expected level for the concerned position.

Demonstrates in-depth and updated knowledge of his/her job from practical perspective: Is aware of recent developments in the field; Articulates application value.
Has relevant and valued job experience; Is able to relate past experience with the present job

Identifies and shows positive behavioral qualities - communication, listening, tameness, and problem understanding; Is polite, efficient, proactive, and result oriented.
Is able to describe and use relevant technical and professional skills for the performance of the assigned duties,

Is aware of personal and professional strengths and weaknesses as well as development needs for better performance.

*

nepoop
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Nonteaching Staff Interview Marking Sheet (Aggregate Score)

Job Notice #

Interview Date

Placement Unit Position

Day Time

Specialization

Venue

B. Interview Marking

f

Candidate

Marks of Chairperson and Members Marks of Expert

1 2 3 4 Average

Total

Remark

10

Marked by

Checked by

Date
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Kathmandu University
Academic Qualification Marking Sheet

(Nonteaching)
A. Identification
Job Position School/ Central Position
Band
S.N | Name of the Applicant | SLC | Intermediate | Bachelor | Master | Total
Marked by: Checked by:

Date
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Kathmandu University
Academic Qualification and Work Experience Mark Distribution

q. 9 Aregar

&) gooll Wicdiimara® difere e
TEA FATTE G deHr NerE AR UTE 30 @A | A9H A7 A AAIER G |

it feilr 95 1% iE
difeuFl w97 qiAar fedlr 93 90 g
30 Ry 20

(ATREY AUSHT FMAF qE IO T Y T Jq7F TCH JHTAR T ¥ q§ ETdd THT FHEARH]
BT AUl fedl was d8 7 U@ a8 " g3l AT a8 /AT g 1)

g) ATARE GeedT Giaaiiraras difere drgar

YOEA FATAE ATKRE ool Fq@mTara® dfeed ARgdrE quis 90 ®H H | A # a3
favTsT 79 9R F99 |

a9 A e Al el areft

arfeur feir 0 5 %
(AfFuEr dggswr afqien fedessr g o afe 873 1)

R. 4 FrEar 9% o

FAfetaga® aed Geell WAHNTGTHT H1E ATHGHT qUITF 90 898 | JUH1 95 [a9ra a9
IFR G :

999 GET d41 99 WeEl A4l % A9 AeET A4l ¥ g9 WSl A4 Y ad Wl 94
3 ¥ £ = q0

FA UGHT ANF AAT AUATE ATH AAT FECH feafaHr @ A wwar 9@ w1 A
JUE FHITSH TUET E98, |
Relevant ¥ Functional SITHd TERMAT GAIE AMHIT TOHT T T4, |



LSS
(Frfererar 2w 9% & FEAfET

Employee Performance Review and Development Form EPRD Form 2 (Officer & Manager Bands)

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: | Level: | Service Group:
Section: [ Division/ School:
Appraiser’s Name: Job Title:
Reviewer’s Name: Job Title:
Review Period: From | To
Completion Date: ‘ By Employee: I 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 Results Achieved NS | IN | ME | EE | OS
(as agreed in the previous appraisal report) Whd b | el ] e
1
2
3
B

* 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):

Restricted — Staff
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Employee Performance Review and Development Form

EPRD Form 2 (Officer & Manager Bands)

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

Employee Signature

Appraiser Signature

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

DI Critical Attributes and Job Behaviours NS | IN | ME | EE | OS
= X X X X X
1 | Joband Understood job and professional responsibilities and requirements
professional Demonstrated professional competencies and characteristics needed for the job
competency 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 Executed and created responsibilities willingly, innovatively and enthusiastically
responsibility Demonstrated a sense of responsibility and accountability for results
and Showed concern for and endeavoured to achieve quality results
orientation Valued and worked for the satisfaction of service users
Showed positive attitudes and approaches towards the job responsibilities
3 Analytical and Diagnosed key problems and addressed them rationally and creatively
problem Analysed issues and understood underlying causes and implications deeply
solving ability 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 Communicated and interacted regularly and productively with others
and team Built effective rapport with all
ability Developed and facilitated team members
Contributed to and made the team achieve results
Was open to suggestions and avoided conflicts
5 | Planning and Prepared and implemented own work plan for achieving performance goals
mobilizing Prepared and helped subordinates prepare effective work plans
ability Supported seniors to develop policies, plans and programmes
Mobilized resources and facilities efficiently and effectively
Used information and time productively
6 | Supervisory Assigned tasks to subordinates appropriately
and Supervised staff and their performance based on a systematic supervision plan
supportive Diagnosed and solved stafT problems, motivated and developed them to perform
ability Created a participatory work environment
] Supported seniors in their tasks
7 | Personal Demonstrated awareness of personal strengths and weaknesses
effectiveness Took initiatives in improving work and self
Showed interest and engaged in continuous learning
Demonstrated resourcetulness 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 puiting a cross (x) in the appropriate box.

Restricted — Staff
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Employee Performance Review and Development Form

EPRD Form 2 (Officer & Manager Bands)

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

administrative
decisions (be specific):

Recommendations for | Salary Increment | Promotion | Re-placement | Disciplining

Others

None

Appraiser Signature

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

EI 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)

¢ the lower side.

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

* Rate in the appropriate box by using letters a, b or ¢ as appropriate, where a represents the higher side of the rating, b the medium side and,

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

Restricted — Staff
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Employee Performance Review and Development Form EPRD Form 2 (Officer & Manager Bands)

General

Procedures and Guidelines

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:

v

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).

Restricted — Staff
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Employee Performance Review and Development Form EPRD Form 2 (Officer & Manager Bands)

Guidelines for Scoring (Section F)

S1

S2

S3

s4

For Section B2 (appraiser’s rating on performance objectives): Total mark — 40; For cach
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).

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).

For Section D1 (appraiser’s rating on attributes and behaviours): Total mark —35; For
cach 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).

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

Restricted — Staff
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Overall Marking Sheet
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Job Notice School/ Central Position Band
Required Number Selected Number
S.N | Name of the Applicant Qualification | Seniority | Cognitive and | Interview Marks | Performance | Total Remarks
Marks Marks Performance Test | (20) Evaluation Marks
(10) (10) Marks Marks (100)
(30) (30)
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2
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