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JARAMOGI OGINGA ODINGA UNIVERSITY

OF SCIENCE AND TECHNOLOGY
STAFF PERFORMANCE APPRAISAL FORM 

 ACADEMIC STAFF

1 PART I - PERSONAL DETAILS

1.1
Employee Bio Data

(i)
Full Name……………………….………………………………………………………………

(ii)
Personal Number …………………………………………………….………………………..

(iii) Designation and Grade ………………………………………….……….…………………..
(iv) Physical/Medical impairment, if any ………………………….……….…………..YES/NO

If yes, specify. ………………………………….……………………………………….
1.2
Duty Location

(i)
School/Division …………………………………………………………………………..….

(ii)
Department ……………………………………………………………..…………………….

(iii)
Section ……………………………………………………………………………….……….

(iv)
Duty Station ………………………………………………………………………………..…

2 PART II – GENERAL INSTRUCTIONS

2.1
Filling the Form

Part III of the form is to be filled only for new staff and whenever there may be new basic information on the particular member of staff in the last one year. Parts IV and V are to be filled every year. 

2.2
Scoring for Academic Qualifications

Only the highest academic qualification should be considered and scored as follows:

Bachelor’s Degree/Equivalent

=
20

Master’s Degree/Equivalent

=
40

Doctorate (Ph.D.)/Equivalent

=
70

Higher Doctorate/Equivalent

=
80

2.3
Scoring for Professional Qualifications

(i) Only professional/technical qualifications in which formal examinations are taken and certifications issued are to be considered.

(ii) Only professional qualifications normally taken with at least the first degree as a prerequisite are to be considered

(iii) Only professional qualifications relevant to job performance of the staff are to be considered 

(iv) Only the highest professional qualification should be considered and scored as    follows:

Equivalent to ordinary membership 


=
10

Equivalent to Fellowship 



=
15

2.4
Scoring for Honorary Doctorates, National Honours, etc

Honorary Doctorate, National Honours, etc (Only the highest to be scored)  =  5 

2.5
Scoring for Work Performance

The terminology used is to be interpreted as follows:

Poor:

Performs the work activity below the expected standard most of the time
Fair:

Performs the work activity to the expected standard some of the time
Satisfactory:  
Performs the work activity to the expected standard
Good:
Performs the work activity beyond the expected standard some of the time
Excellent:
Performs the work activity beyond the expected standard most of the time


3 PART III - BASIC INFORMATION ON STAFF

To be completed by the employee and checked by Registrar (PA) against the official University records.
3.1
Career Progression

Designations and Grades (starting from the current position)

	From – To (Dates)


	Designation
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Acting Appointment/Responsibility (If any)

	From – To (Dates)


	Grade

	
	

	
	

	
	

	
	

	
	


Break in Service (If any, Specify)

	From – To (Dates)


	Reason for Break

	
	

	
	

	
	

	
	

	
	

	
	


4    PART IV – STAFF QUALIFICATIONS

4.1
QUALIFICATIONS

4.1.1
Academic Qualifications

To be scored according to section 2.2 page 1 (Highest possible score = 80) 

	Qualification/

Certificate
(Starting with the highest Educational Level)
	Institution
	Year
	Country
	Grade
	Score

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Score (Max 80)

	


4.1.2
Professional/Technical Qualifications

To be scored according to section 2.3 page 2 (Highest possible score = 15)

	Professional/Technical Qualifications 
	Relevance to the Job
	Qualification/

Certificate
	Score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Score (Max 15)

	


4.1.3
Honorary Doctorates, National Honours, etc

To be scored according to section 2.4  page 2 (Highest possible score = 5)

	Honorary Doctorates, National Honours, etc
	Relevance to the Job
	Qualification/

Certificate
	Score

	
	
	
	

	
	
	
	

	
	
	
	


Score (Max. 5)

	





                                                                                     4.1.4
Total Score on Qualification

	Qualification
	Score
	Maximum Possible Score

	Academic
	
	80

	Professional/Technical
	
	15

	Honorary Doctorates/National Honours, etc
	
	5

	Total
	
	100


4.2
Basic Job Requirements/Qualifications

To be filled by Dean of School /Director of Institute/Director of Centre
(i)
Academic………………………………………………………..………………………

(ii)
Professional………………………………………………………..…………………….

(iii)
Experience………………………………………………………..………………………

Does the staff meet the minimum requirements for the Grade?

Yes/No………………………………………………………..……………………………

4 PART V – Staff Performance Assessment

5.1
Performance Assessment

To be completed by Self (staff member), three peers1, and Dean of School (DoS)./ Director of Institute/Director of Centre

Work Performance

	NO.
	ATTRIBUTES
	ASSESSMENT BY

	
	
	Self

(weight=1)
	Peers

(weight=2)
	DoS/DoI/DoC
(weight=3)

	i
	TEACHING - Process:  Lectures, tutorials, practicals, student field trips, examinations, CATs, and coursework; effectiveness in teaching and punctuality. (Max = 10)
	
	
	

	ii
	TEACHING – Knowledge of Subject:  Broad knowledge of subject area; ability to effectively communicate core concepts. (Max = 10)
	
	
	

	iii
	RESEARCH: Publications in refereed journals, authorship of books, presentations at seminars, workshops and conferences, research grants.
(Max = 15)
	
	
	

	iv
	SUPERVISION RECORD: Supervision of postgraduate student theses and dissertations.

(Max = 7)
	
	
	

	v
	ADMINISTRATION: University College, School/Institute and Departmental administrative responsibilities such as participation in committees and meetings. (Max = 5)


	
	
	

	vi
	INCOME GENERATION ACTIVITIES: Participation in income generation activities. (Max = 5)
	
	
	

	vii
	COMMUNITY SERVICE: National and community duty; involvement in community welfare activities. (Max = 3) 
	
	
	

	viii
	INFORMATION AND COMMUNICATION TECHNOLOGY: Ability to use modern information and communication technology (Max = 10)
	
	
	

	ix
	INITIATIVE AND WILLINGNESS TO TAKE ON HIGHER RESPONSIBILITIES: Consider preparedness to take up additional responsibility. (Max = 5)
	
	
	

	x
	ATTITUDE TO WORK: General attitude to work, dedication, commitment and conscientiousness. (Max = 5)
	
	
	

	xi
	DISCIPLINE AND CONDUCT: Punctuality, responsiveness, personality, integrity, and general conduct. (Max = 5)
	
	
	

	xii
	COMMUNICATION: Ability to communicate effectively; Ability to use modern techniques in communication. (Max = 5)
	
	
	

	xiii
	TEAMWORK: Inter-personal skills. (Max = 5)


	
	
	

	xiv
	CREATIVITY AND INNOVATION: Ability to develop new workable ideas. (Max = 5)
	
	
	

	xv
	LEADERSHIP SKILLS: Vision, role model, integrity, results, conflict resolution, fairness. (Max = 5)
	
	
	

	SCORE: (Out of 100)
	
	
	

	WEIGHTED SCORE (SCORE ( WEIGHT)
	
	
	

	MEAN SCORE (TOTAL WEIGHTED SCORE ( 6)
	


1The peers are to be drawn from the staff within the School/Institute /Centre to assess the member of staff as a panel. The nomination of the peers to assess a given member of staff is to be done by Dean of School /Director of Institute/Director of Centre /, endorsed by the Vice Chancellor,  and the member of staff to be assessed informed. If the member of staff should have objection on any of the peers assessing him/her, then the Dean of School/ Director of Institute/Director of Centre should make a further nomination to replace the particular peer.  As far as possible, the nominated peers should comprise staff senior to the appraisee or at the same level. The peers shall nominate a chairman from amongst themselves.

1...Mean Score on Performance as per (5.1)........................……………………(Out of 100)

2…Academic qualifications Score as per (4.1.4) …………………………………(Out of 100)

3…Student Course Evaluation score)……………………………………………….(Out of 100)

(entered by the (Dean of School or Director of Institute/Centre
Consolidated Mean Score Academic Staff (1+2+3)/3.…………………………..…Out of 100)

Declaration of Assessment

I declare that the above information is true and correct to the best of my knowledge.

(i)
Self 



…………….……………………… 
…………….







Signature 

……..      Date

(ii)
Chairman of Peers Panel

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



Name




Signature
          Date

(iii) Dean of School/ Director of Institute/Director of Centre
 ………….………………………..
        ………………………..…
……….………….


      Name


      Signature

       Date

(iv) Dean of School / Director of Institute/Director of Centre

Shall be assessed by the Head of Division

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




Name



Signature
          Date



5.2
General Assessment

To be performed by an appropriate Committee – under the Chairmanship of the Dean of Schools / Director of Institute/ Director of Centre
Assessment based on final score – Indicate in the provided space as appropriate:

· 0 – 29:
Poor

	


· 30 – 49:
Fair

	


· 50 – 69:
Satisfactory

	


· 70 – 89:
Good

	


· 90 – 100:
Excellent

	


Comments by Deans/Directors ……………………….……………………………………..
…………………….………………………………………………………………………………………
…………………………………………………………………………………………………………….

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

Name



      Signature

                    Date

5.3
Recommendations

Recommendations by Vice Chancellor ……………………………………………………………..

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

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

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

Vice Chancellor  


Signature



Date
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