PERFORMANCE EVALUATION FORM
Every employee, except those under probation at the time of annual performance review is required to complete a performance evaluation form, in cooperation with their supervisor.

The PREP process:
· The employee completes a self-evaluation
· The reviewer (immediate supervisor) reviews the employee’s self-evaluation and completes a supervisory evaluation, including assigning an overall rating
· The reviewer and employee meet to discuss the contents of the (PEF)
· The reviewer and supervisee sign the PEP and send it to Human Resource Officer
· HRO finally sends to Executive Director for final approval.
These ratings will factor into the overall rating of the supervisor.

	Performance Rating Descriptors/Key

	Exceptional (5)

	· Attains high-quality results, exceeding all specific goals
· Exemplifies all SMU competencies
· Is recognized as an outstanding contributor among his / her colleagues 
· Takes the initiative to contribute beyond expected duties, profoundly and positively impacting the SMU


	Exceed expectation (4)
	· Attains high-quality results, exceeding specific goals  
· Meets all SMU competencies
· Is recognized as a strong contributor by his / her peers and colleagues 
· Often takes the initiative to contribute beyond expected duties, positively impacting his / her effectiveness or productivity 


	Successfully meet    expectation (3)
	· Attains high-quality results, meeting specific goals
· Meets most SMU competencies; no serious gaps
· Is recognized as a successful contributor by his / her peers and colleagues. 
· Willingly contributes beyond expected duties, as requested.


	Contributor (2)
	· Attains satisfactory results, usually meeting specific goals
· Meets most SMU competencies; no serious gaps
· Recognized by colleagues to have contributed positively
· Does not normally or willingly contribute beyond expected duties


	Unsatisfactory (1)
	· Does not attain satisfactory results and / or
· Does not meet SMU competencies and / or 
· Recognized by colleagues to be a weak contributor or hindrance and / or 
· Does not exhibit sufficient flexibility in addressing changing duties or expectations



The Executive Director reviews and approves the result of the Evaluation. In the event the approved result is disputed, then the Executive Director is obliged to guide the individual to present the complaint to another Party.

Evaluation date: Period under review to 
 
[bookmark: _Hlk2584889][bookmark: _GoBack]Name and Title of employee:                                                        :                          

Name and Title of supervisor:                   	   		        : 				
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Part One
	Evaluated item
	Employee score
	Supervisor score
	Agreed rate*

	A.  Work Quality

	Proficiency and knowledge in skill area
	
	
	

	Thoroughness, attention to detail, judgment
	
	
	

	Decision making, problem solving, creativity 
	
	
	

	B.  Work Habits and Productivity

	Initiative and job interest
	
	
	

	Ability to prioritise and follow through
	
	
	

	Flexibility and ability to learn quickly
	
	
	

	C.  Written and Verbal Communications and Knowledge Sharing

	Clarity, accuracy and effectiveness
	
	
	

	Presentation skills
	
	
	

	Contribution to org. growth and development
	
	
	

	D.  Team Work, Interpersonal Relations and Client Service

	Courteousness with clients and co-workers
	
	
	

	Accountability, responsibility, support to others
	
	
	

	Ability to establish and maintain external contacts**
	
	
	

	Listening ability and responsiveness
	
	
	

	E.  Self-management and Development

	Active development of new skills
	
	
	

	Staying current with professional information
	
	
	

	Cost awareness and –integrity
	
	
	

	Productivity under stress, meeting of targets
	
	
	

	F.  Administration and Coordination

	Understanding of policies and procedures
	
	
	

	Effectiveness in completing tasks
	
	
	

	Record-keeping and organisation
	
	
	

	G.  Leadership, Management and Staff Development (complete only when relevant)

	Mentoring, coaching, increasing staff growth
	
	
	

	Delegation of work and degree of control
	
	
	

	Leadership capacity and –integrity
	
	
	

	Reporting and budgeting abilities
	
	
	

	TOTALS
	
	
	


*   Not an average score, but instead number 1-5 agreed between supervisor and sub-ordinate.
** Partners, authorities and other stakeholders

Part Two
	H.  Employee: What are your five main duties, prioritised according to the time spent on each duty?

	1
	


	2
	


	3
	


	4
	


	5
	


	Supervisor comments





Part Three
	I.  Employee: In terms of performance, what are the areas you have been successful in?

	





	Supervisor comments:





Part Four
	J.  Employee: In what areas have you not been successful, or areas that have been difficult?

	




	Supervisor comments:





Part Five
	K.  Employee: In what areas you and your supervisor agreed to be improved in terms of performance, skills and career development in the past year (complete if relevant)?

	







Part Six
	L.  Employee: What are your own wishes related to training and career developments?

	



Part Seven
	M.  Employee and Supervisor fill together: What are your common recommendations for further performance- and skill development, and support for the year ahead?

	Area
	Objective
	Type of support required

	

	
	

	


	
	

	


	
	

	Executive Director remarks and on the above recommendations:







Part Eight
	N.  Signatures and Approval

	
Employee signature

	



	
Supervisor signature

	



	
Executive Director approval 

	








3 of 4


