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	EMPLOYEE DETAILS

	Employee’s name:
	
	Employee’s position:
	

	Department:
	
	Contract dates:
	

	
	
	Appraisal date:
	

	Supervisor’s name:
	
	Supervisor’s position:
	

	Review period from:
	
	Review period to:
	

	ACCOMPLISHMENTS for the REVIEW PERIOD

	Key Result Areas 
	Needs to improve
	Meets expectations
	Exceeds expectations
	Objective N/A
	Comments & Recommendations

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	Competencies


	
	
	
	
	

	Job knowledge and technical skills

Understands the job’s requirements and related policies. 
Has mastered specific knowledge linked to his/her technical expertise &/or project(s).
	
	
	
	
	

	Organization of work

Manages his/her  time effectively, finding innovative ways to meet post’s objectives. Demonstrates self-reliance and resourcefulness.
	
	
	
	
	

	Team work

Works well with the team and solicits input from other departments (when appropriate). Consults others when solving problems.
	
	
	
	
	

	Ability to solve problems

Recognizes the causes and effects of a problem. Proposes solutions.  Identifies the resources needed to implement different plans. 
	
	
	
	
	

	Stress management

Recognizes stress and takes measures to manage it. Remains constructive and emotionally stable in stressful situations.
	
	
	
	
	

	Compliance with organization’s Human Resource policies and Procedures 

Knows & complies with  policis and guidelines as stipulated in the HR Manual.
	
	
	
	
	

	Compliance with Values  

Integrates the KCDF’s  values into his/her decision-making and way of working.  
	
	
	
	
	

	

	Competencies


	
	
	
	
	

	Communication

Listens effectively. Writes and speaks clearly and convincingly.  Maintains consistent and effective communication with KCDF teams and all other stakeholders.
	
	
	
	
	

	Delegating and supervison

Is capable of delegating and giving responsibilities to his/her team, while ensuring adequate supervision.
	
	
	
	
	

	Management of skills and behavior

Assesses each team members’ individual results and contribution to the team’s objectives. Acknowledges effort and performance; deals with non-professionnal behavior.
	
	
	
	
	

	Conflict prevention and management

Identifies the roots of any conflict and resolves them. Takes appropriate position when there is a conflict in his/her team.
	
	
	
	
	

	

	Identify key accomplishments achieved during the review period:
	

	Identify critical areas for growth and improvement :
	

	Recommendations for learning and development:
	

	CAREER DEVELOPMENT

	Employee’s preferred career path and/or future assignments
	Approximate timeframe
	Supervisor’s recommendations
	Technical Advisor’s recommendations

	
	
	
	

	OBJECTIVES FOR THE NEXT PERIOD 

	Key Objectives/Key Result Areas
	Measures of Success and support required

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	OVERALL  RATING  (average of all ratings for each objective and competency, excluding any that have been rated N/A)

	· Distinguished Performance is Rarely Equaled.
(5)

	· Consistently

Exceeds Position Standards.

(4)
	· Performance

Often Exceeds

Position Standards In Most Areas.

(3)
	· Performance Meets Position Standards.

(2)

	· Performance

Does Not Fully Meet Position Standards.

(1)
	· Performance is Unacceptable.

(0)


	TECHNICAL SUPERVISOR’s COMMENTS - for the review period

	


	EMPLOYEE’s COMMENTS 

	


	SUPERVISOR’s/Head of Department COMMENTS

	


	CHIEF EXECUTIVE’S  COMMENTS

	


	ACKNOWLEDGEMENTS

	Employee’s signature:
	Date:

	Supervisor’s signature:
	Date:

	Line Supervisor’s 
name:
	Line Supervisor’s 
signature:
	Date:

	Chief Executive’s 

name:
	Chief Executive’s 

Signature:
	Date:

	HR Departments:
	HR Department’s 
signature:
	Date:
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Annual Performance Appraisal
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