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 PERFORMANCE EVALUATION FORM


	NAME (LAST NAME, FIRST NAME)

	NDIWA NICHOLAS

	POSITION TITLE


	DATABASE MANAGER/ANALYST

	THEME/DEPARTMENT

	DDG

	FIRST LEVEL SUPERVISOR


	PETER MURAYA

	SECOND-LEVEL SUPERVISOR

	RICHARD COE

	PERIOD UNDER REVIEW (if not full calendar year, please specify)

	 2007


INSTRUCTIONS 

The table below contains the steps to be followed during the performance evaluation process.  
If the employee has 2 supervisors, then the lead supervisor will complete the form in consultation with the other supervisor. 
	Step
	Action
	Responsibility

	Feedback
(360 degrees)
	Collect feedback from colleagues or close partners of the person to be evaluated including his/her supervisees, peers s/he works closely with, s/he provides services to or receives services from. The supervisor and the employee to be evaluated should agree on who should be contacted with the final decision made by supervisor. The feedback should focus on performance results, skills and specific behaviours. The supervisor should synthesize, evaluate and incorporate this feedback into the evaluation only after weighing the feedback against his/her own observations, if there is a pattern rather than an isolated instance and if the feedback rests on concrete, observable behaviours.

Feedback can be obtained by asking four simple questions :

· What was the nature of the work which the employee completed with/for you?

· What did the person do well in 2007 and why?

· What could have they done better and how?

· What should they do more of next year? 
	Supervisor

	1
	Employee and supervisor meet to ensure that they are working with the same job description and/or workplan. 
	Supervisor and employee

	2
	· Complete the top half page 1

· Complete Section 1A or 1B (Performance Assessment) as appropriate – employee assessment & rating

· Complete Section 2 (Assessment of Performance in Management Responsibilities – for supervisors only 

· Complete Section 3 (Competency Assessment) 

· Complete Section 4 (Involvement in Institute Activities outside Job Duties)

· Complete Section 7 (Assessment of Supervisor)

· Return to first-level supervisor
	Employee

	3
	· Complete Section I part 1A or 1B – supervisor assessment & rating

· Complete Section 2 for those with supervisory responsibilities only
· Complete Section 3 (Competency Assessment) for all employees

· Complete Section 5 - Overall Assessment and rating

· Provide draft evaluation to the employee (at least 48 hours before the performance evaluation meeting)
	First-level supervisor

	4
	· Discussion between the first-level supervisor and employee to discuss Sections 1 to 5 on performance, competency, Extra curricula activities

· Complete Section 6 on Action plans/objectives for next year, change in job, staff development needs, etc 

· Complete Section 7.3 on follow up commitments on supervision
	Employee & First-level supervisor

	5
	· Revise Sections 1 to 5  as necessary (following discussions above with the staff)

· Employee and first level supervisor sign off

· Forward form to second-level supervisor 
	First-level supervisor

	6
	· Review, write comments in Section 8 (if there are queries should discuss first with the first-level supervisor, and employee and HR as necessary)

· Sign in Section 9 and send form to HR copying first-level supervisor and employee 
	Second-level supervisor

	7
	· Forward hard copy or email to the HR Unit (Kenya-based and out posted staff  and all IRS to Nairobi; Ethiopia-based  NRS staff to Addis. Where hard copies are not feasible, email versions can be sent to: ILRIPerfomanceIRS@cgiar.org or ILRIPerformanceNRS@cgiar.org – in these cases electronic signature will be accepted
	Second Level supervisor

	8
	· Follow up with employee and supervisor(s) regarding any discrepancy or query

· Compile list of evaluation ratings for management review

· Provide report on the evaluation process, noting trends

· Compile Institute-wide list of Staff Development needs

· Solicit comments for the 2008 process
	HR Unit


DESCRIPTION OF THE RATING:

	Exceeds Expectations (EE):
Reviewee has demonstrated superior performance throughout the year. The performance is very strong in all respects. The quality of the work is very high. The Employee is highly competent and knowledgeable e.g.

· A scientist has written an innovative, excellent paper that respected all the agreed standards which has opened new important vistas for the way ILRI carries out its mandate. 

· An objective of a manager of a service unit was to write a policy. Instead, the manager has used this objective as an opportunity to review the entire processes in the concerned unit, write a well-designed policy seeking appropriate feedback from a range of stakeholders and disseminated the policy innovatively.    

· A Secretary’s job description requires her to prepare a draft quarterly report to be reviewed by her supervisor. She has consistently submitted an excellent draft report on time that required very little input from her supervisor. 
· A supervisor has made exemplary efforts to enhance the team spirit in his/her unit which has resulted in an evident increase in efficiency and productivity.

	Fully Meets Expectations (FM): 
Solid, dependable performance has been demonstrated throughout the year. The performance meets all requirements. The quality of the work is consistently high e.g.

· A scientist has written a quality paper as per all the agreed standards. 

· An element of the job description of a unit supervisor in a service department is to manage her budget. The budget was planned properly and has been respected. 

· A driver consistently follows the directives regarding the checking of vehicles before going out for a mission. 



	Mostly Meets Expectations (MM):  
Performance is good but needs improvement in at least one major area e.g. 
· A scientist has prepared a quality paper but it was submitted several months late with insufficient justification for the delay. 

· A Lab Assistant does generally good work but does not comply with basic safety measures. 

· A milkman milks according to the standards but does not record accurately in a consistent manner. 

· A supervisor of a service unit is a good coach and has established a good working atmosphere in the unit. S/he has not finalized the job descriptions however as per plan and does not always share information adequately. 


	Below Expectations (BE):  
Performance is at an unacceptable level in certain key areas. It does not meet standards. Supervisor spends an unacceptable amount of time dealing with the results of this poor performance e.g.
· A major internal control issue was discovered in a service unit. The manager’s performance was objectively below expectations. 

· Despite reminders, a Security guard has let staff leave the campus with a computer without checking that they had the proper authorization. 




The overall rating of the performance must be clearly justified 

1A:  PERFORMANCE ASSESSMENT - For staff who use Key Result Areas (KRAs – especially in administrative units) or for whom a work plan is not required

Briefly assess performance in the major aspects of the job description and indicate the major accomplishments as well as the key areas for improvement. 

	
	Job responsibility (set of tasks)
	Employee’s assessment
	Employee’s rating 
	Supervisor’s assessment
	Supervisor’s rating

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	5
	Add rows as necessary
	
	
	
	


1B:  PERFORMANCE ASSESSMENT - For staff who have a work plan or set objectives for 2007.  

	Agreed milestone and related set of activities or agreed objectives
	Employee’s assessment
	Employee’s rating
	Supervisor’s assessment
Entries in italics are responses from Nicholas
	Supervisor’s rating

	Science week data management, analysis and reporting
	Accomplished - forwarded the report to ICRAF management
	FM
	Did the analysis lead to any policy/organization change? Nicholas should have followed this up, to achieve an EE rating 
	FM

	FARA – data management, analysis and reporting
	Accomplished
	FM
	The Fara data was presented in a most awkward format: Word document. Nicholas was not vigorous in exploring the ‘XML tagging’ as a general method for converting word documents into computer processable data – another lost opportunity to remain in the EE rating – I AGREE AS FAR AS EE BUT CONSIDERING THAT THE SET OBJECTIVE THEN WAS FARA WORK, I THINK I ACHIEVED FM

	MM
After face to face assessment, agreed on FM

	Scales project – sample selection, data collection supervision, data management, analysis and reporting
	Accomplished – although my set assignment was data management, I analysed and prepared a draft report for the team
	EE
	Scales team initially visited me for DM advice, then referred them to Nicholas. That they did not come back to me was an indication that they were in good hands
	EE

	Software support to users 
	Accomplished – provided support to users within and outside the group on user-request basis 
Managed the acquisition, installation and recharging of SPSS package
	FM
	How many? It is difficult to give a figure here because users made several requests which varied in complexity and time demand. 
	

	Input into the development of data management policy
	Accomplished – contributed in the drafting of the RDM
	FM
	He gave excellent support during the policy development phase.
Offered very good ideas.
Provided useful critique to suggestions – all this was beyond expectation.
	EE

	Review of Data Publishing guide 
	Accomplished – went through the publisher guide with a student (John Gicheru) on attachment 
	FM
	Not sure if there was added value to this exercise; but part of the problem was me, the supervisor, as I did not make my expectations clear enough for Nicholas
	MM

	Data management in R –  evaluation & recommendation available documentations
	Accomplished – evaluated a number of documents from the web and recommended one to the team members for further evaluation
	FM
	R has powerful data processing options, and is increasingly being used in favour of traditional software packages – SPSS, SAS, S etc. A comparison of data management in R’ with alternative strategies should have easily won you an EE rating
	FM

	CBPP project Support 
	Accomplished - provided advice on sample size calculation, data management and analysis to Niwael (PhD student in the project)
	EE
	Was this mainly mentoring? This is part of the technical consultancy services/support that we as unit give to staff. The initial request was data management but I assisted in sample size calculation and analysis which explains my EE rating
	

	Launch of Biometrics Research & Training Resource
	Accomplished – Gave presentation during the launch of the CD which was well received and also used in SUSAN meeting Ethiopian - 
	FM 
	Nicholas supported the development of this resource from beginning to end, not just the launch. The fact that I prepared and presented a document that was used beyond the originally set objectives justifies a rating of EE
	FM

	Participate in training course
	Accomplished -Resource person on the STATA course for Theme 3 staff. Sonal gave presentation and I did a one-to-one explanation of STATA modules to participants
	FM
	What was your role? Sonal gave presentation and I did a one-to-one explanation of STATA modules to participants
	

	Acquire skills in SQL/VBA
	Accomplished – used SQL/VBA during the development of BeCA database system and FARA project
	EE
	SQL/VBA is getting out of fashion. Try .net
In my 2006 evaluation it was agreed that I attend a SQL/VBA training but I learnt and applied the skills without attending any training which justifies the EE rating. Migrating to .net should go to section 6 as part of follow-up action
	FM

	Database management and development
	Accomplished – provided advice to institute in database management in addition to developing databases for project e.g. BeCA Hub Database
	EE
	The comment from a member of this project indicates that Nicholas showed some innovation in presenting complex information in a simple fashion 
	EE


1C:
PUBLICATIONS LIST – for scientists only - please complete attached publications form indicating publications finalised during the year under review

2: ASSESSMENT OF PERFORMANCE ON MANAGEMENT RESPONSIBILITIES FOR SUPERVISORS - to be completed by the First level supervisor where reviewee is a supervisor

	Management Responsibility
	Employee’s assessment
	Employee’s rating
	Supervisor’s assessment
	Supervisor’s rating

	People Management (team leadership, effective coaching, mentoring, delegation, conflict resolution, empowering, celebrating success etc.)
	Provided mentoring and coaching to new staff and students 
	FM
	
	

	Resource Management (budget planning & monitoring of psychical assets, property management, fundraising)
	
	
	
	

	Commitment to “corporate” communication (internal and external, including taking initiative to share information, e.g. on the Ilrinet) 
	
	FM
	
	

	Management of Partnerships 

Strategically identifies partnership needs; Actively explores partnership opportunities; Effectively leads or contributes to implementation of collaborative activities; Successfully motivates participation and commitment within partnerships; Monitors and cultivates the performance and health of partnerships
	The SCALES and FARA projects were collaborative activities where I played an active role
	EE
	
	


3: COMPETENCY ASSESSMENT - To be completed by the employee and first level supervisor
NB supervisor must clearly explain in areas where BE or EE are given

	Competency ( all competencies must be evaluated)
	Employee’s rating

	Supervisor’s rating

	
	Importance of the competency for good job performance (Very important, Important, Mildly important)

	Rating and comment
	Importance of the competency for good job performance (Very important, Important, Mildly important)

	Rating and comment

	Serving ILRI’s mission :  Is proactive in furthering ILRI’s objectives and demonstrating ILRI values (Respect, Responsiveness, Responsibility) …
	
	FM
	
	

	Excellence: sets high standards, ensures quality, takes responsibility, is dependable, seeks to learn and grow continuously…
	
	FM
	Very important
	FM

	Team work and collaboration:  seeks and supports contributions from others, is effective at working with others, builds partnerships both inside and outside… 
	
	EE
	
	

	Adaptability: effectively manages changes in environment or within, maintains effectiveness while faced with multiple priorities.
	
	EE
	Very important
	FM

	Innovation: is open and curious, takes risks within acceptable organizational limits, generates or brings in new ideas and approaches, takes initiative…
	
	FM
	Very important
	EE

	Planning and organizing: Plans work, time and resources effectively, handles multiple responsibilities effectively, delegates well, respects deadlines, follows through, and accomplishes goals…
	
	MM
	
	

	Leadership within and outside work units: Sets vision or goals with others, organizes and motivates others to accomplish goals, makes effective decisions, takes responsibilities, is accountable, effectively mentors others. 
	
	FM
	
	

	Communication : Organizes and presents ideas effectively,  listens actively,  conveys ideas and opinions effectively, writes well …
	
	FM
	Very important
	FM

	Judgment: Assesses issues or situations adequately, makes appropriate & timely decisions, knows where to look for additional information or input…
	
	FM
	
	


4: INVOLVEMENT IN INSTITUTE ACTIVITIES OUTSIDE JOB DUTIES- To be completed by the employee

	Activity/contribution 
	approximate time spent (where applicable)

	
	

	
	

	Add more rows as necessary
	


5:  FIRST LEVEL SUPERVISOR’S COMMENTS 

	Overall assessment of the performance indicating key strengths and areas for improvement. Any other information that you think is useful to understand the performance or the rating  should be presented here as well :
Nicholas overall rating is ‘Fully meets expectation’ but  could easily slide into the ‘exceed expectation’ rating if he watches out more keenly for those opportunities to be innovative.


	OVERALL RATING 




6. FOLLOW-UP ACTION - to be completed by both employee and supervisor.

	Employee’s view
	Specific Action /course required
	Comments by the supervisor

	Change in Job Description
	Update job description with HR
	I agree. Previous job description of assistant data analyst in the HR system should be updated Database manager/analyst

	Staff Development activities
	.Net learning
	Identify a (simple) task that is part of your regular assignment, and which you can implement using the .net programming environment

	Other (specify)
	Work with Peter more closely on data management aspects
	In particular, to support the implementation of the data management policy in both ILRI and ICRAF

	Action plan/commitments
	1 Support implementation of RDM policy (seminars, training/workshops)
2

3
	


7:  EMPLOYEE’S COMMENTS

7.1 Overall feedback on the contents of the evaluation:
	I agree with the evaluation contents. 



7.2: Overall feedback on the Supervisor support

In effect, Nicholas has had two supervisors – Muraya on the technical aspects, Jane on management possibilities. That made the evaluation harder than usual.
	Assessment of the first level supervisor 

	Always
	Most of 
	Sometimes
	Never

	My supervisor clearly and explicitly stated the expectations for my work

	
	
	
	

	My supervisor ensured that I received the required information and support to work effectively

	
	
	
	

	My supervisor gave me feedback in a timely and constructive manner

	
	
	
	

	My  supervisor gave me appropriate levels of responsibility
	
	
	
	


7.3: Follow up commitments by the employee and supervisor
	Insert your action plan on supervisory issues raised above in 8.2



	First level supervisor’s comments


	

	Employee’s comments


	


8: SECOND LEVEL SUPERVISOR’S COMMENTS

	Comments on the performance indicating key strengths and areas for improvement. 


	OVERALL RATING 




9: SECTION V. SIGNATURES

	
	Signature
	Date

	Second-Level Supervisor

	
	

	First-Level Supervisor

	P. Muraya
[image: image1]
	30/1/08

	Employee
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