1. PERFORMANCE MANAGEMENT FORM
The framework must be short and easy to understand.  It should be more or less standard (the same system) for all employees.  It should encourage goal-oriented (not process-oriented) performance.   And it should engage the employee and the supervisor at the appropriate moments in a constructive dialogue. 
Five components:
(1) Performance Appraisal for Last Year 

(2)  Performance Agreement for Current Year  

(3)  Reward options

(4)Mid-Year Review of Progress
(5) Rating guidelines: 
A) Excellent: Consistently exceeds expectations/exceeds objectives

B) Very Good: Occasionally  exceeds expectations/exceeds objectives

C) Good: Consistently meets expectations/objectives

D) Average: Occasionally meets expectations/objectives, fails to meet others and needs improvement in others

E) Poor: Consistently fails to meet expectations/all objectives and needs improvement in all
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1. Performance Appraisal 

	Name:Peter Muraya
	Job Title: Data Management Specialist

	Supervisor:R. Coe

	Unit and Region: Research Support Unit

	Appraisal Period:  From  1/1/2004
                   
	To:31/12/2004

	Date of completing appraisal: 11/3/2005

	


Listed below are the employee’s objectives for the appraisal period.   These should be copied into the form from the objectives set for this period during the previous evaluation period. [Part D of the previous form Performance Appraisal Form for Professional Staff and part C for General Support Staff]
For each objective, how well did the employee perform in the year?   This will be answered first by the Employee and then by the Supervisor.   The rating is given by the Supervisor.  

	Objectives of the year (set in previous evaluation)
	Employee’s self appraisal
	Supervisors remarks
	Rating

	1. Initiate data management activities at the regional level (beyond specific projects): what are the issues at this scale?

	· Done for SA.. Linking to CIDA review was both  plus  and minus
· Done for ECA: the feedback loop is working! BUT threatened.
· Done for SEA: Meine’s DM oriented  leadership helpful.  Data volume stretching our model to the limits. File-properties is not a panacea for all Data Catalogue update woes
· Not done for SALWA & AHT

· Need to move from regional level  to country offices; issues may  be different because of limited resources
· Cross cutting issue: Buy-in is no problem (assumes steady state condition) BUT too much to be done in a very limited time (in the transient stage) is a discouragement.
	
	

	2: Expand data management guidelines to include new items arising out of current work from ASB and TransVic projects 
	· Not done.
· Lesson from the 2 projects insufficient to generalize about how ICRAF works in the region. Instead did more experimentation with different and real situations.

· So learning not complete, will it ever be?
	
	

	3. Honor an earlier obligation to support  data management training and related consultations for a national project in Uganda

	· Done

· 1-week workshop on DM at activity level, Kampala,went well  with Banana scientists. Followed by heavy sessions on data integration at the “atomic” level = RUNNING 
· Mulumba left,  forcing us to experience the pain of trying to RUN before WALKING
· 2 Nairobi visits later  initiated work data integration at the at the “file” level = WALKING
· Logbook toolkit updated SO previous documentation is out of date, and Carthy is not sure any more.
	
	

	4. Follow up on recent advances made in data management in the Transvic and ASB project

	Done, albeit piecemeal
Worked with Brent/Liz.  Motivated by EU evaluation of policy research, now concluded. Support documents still coming in,  hence the need to  make DM  an ongoing activity BUT I am unable to meet related (IT)  support needs satisfactorily.
Worked with Frank/Juliet. Motivated by a simple DM need that ENDNOTE could not meet, viz. keeping a file catalogue up-to date in a fast changing data environment?
Another lesson: Fitting existing data to current MTP is not working, so Juliet has given up.
Worked with Bashir/ Abedi. Motivated by the seminar “Creative standards: managing data in a dynamic environment”. Biggest lesson: timely feedback leads to improved DM.
	
	


Competency appraisal: By supervisor
	A) Organizational Competencies

Demonstrated leadership abilities 


	Representation with donors 


	Management of Centre’s resources (staff, assets, finances etc)



	Participation and contribution to Centre’s corporate goals


	Publications, presentations and Internal Seminars



	Major achievements (could be linked to, MTP, CGIAR performance indicators plus additional opportunities that came up in the year)



	B) Individual Competencies

Attitude, interpersonal skills, initiative and ability to work under pressure



	Team building and Team performance




	Overall Annual Performance for Year 2004



	Supervisor’s Appraisal/comments and Rating: 


	Employee’s Comments




	Signature Section

Employees are given the opportunity to review this completed form signing it.   Signing this performance appraisal does not always mean that the employee agrees with the evaluation, but rather that s/he has read it.  The Supervisor signs when s/he is satisfied that the statements in this form are accurate.    
_________________________________       __________________________

Employee’s signature                                       Date

_________________________________       __________________________

Immediate Supervisor’s signature                    Date




2. Performance Agreement for Next Appraisal Period
The Employee will complete this form in draft, and then submit it to her/his Supervisor for approval.   The Supervisor will not sign until s/he is in full agreement with the Employee about the revised expectations for the year.  
_________________________________



Date __________________________

Employee Name:     
Job Title_______________________________________

Supervisor Name: _______________________________

Date________________________
The performance appraisal for the next Year will take the form of a ‘contract’ or agreement which lays out well-defined responsibilities (i.e., set of deliverable products and services) for each Employee.   These are weighted by importance so that the total will equal 100 points.   When the appraisal is completed at the end of the year, these weights will be important.   
For all scientists and technical personnel, your list of responsibilities should correspond to milestones in ICRAF’s Medium-Term Plan.   For all other personnel, your responsibilities for the next year should be defined in direct consultation with your Supervisors.  Some Employees will have responsibilities for the Medium-Term Plan as well as responsibilities not defined by the MTP.  Employees and Supervisors need to seek appropriate flexibility in this respect.  
After these responsibilities are listed, the Employee and Supervisor should insure that the Position Description remains relevant.  If there is a mismatch between the Position Description and the following year’s assignments, one or the other must change.  

Illustration 1:  “Review annual progress and problems in 2005 on the L&P theme, advising SLT on where ICRAF should take the theme during the next 2-3 years, accompanied by 2-3 concept notes on promising directions.”
Illustration 2:    “L&P.1.3.1 milestone:  Briefs, meetings, and workshops for policymakers on soil fertility problems and options for Africa launched for Eastern and Southern Africa.”  

	Responsibility/Output/Deliverable

(list those that capture the total scope of the position in the next year.)
	Employee’s remarks
	Supervisor’s remarks
	% of the Total Scope of work for the Year

	Expand Data Management  awareness to more regional and country level offices
	· Take “raod show” to AHT (Zac’s May invitation)  and SALWA (Antoine’s biodiversity project entry)

· Follow up on Chipata/Lilongwe, Tabora  visit

· Compile a DM policy manual for ICRAF – not just ASB (Dennis wants this for approval during April board meeting April)
	
	

	Continue to support Regions that are already on board i.e. practising the current DM “gospel”
	· Develop/deploy tools for Improving the DM Activity-to-Result   feedback loop. Otherwise “decay” phase is inevitable (=seek programmer support) 

· Explore ways of actively linking DM to M&E efforts  in Southern Africa region (=working Martin Schuler)
	
	

	Work on regional cases where there is an expressed need to move large volume data sets  to improved DM status and operation 

	· Identify smaller intermediate steps towards some desired DM operating point.
· Develop methods for rapid data integration knowledge (DIK) acquisition from subject matter specialists 

· Document the above in an enriched DM guideline, consistent with CGIAR’s ICT-KM vision emerging from last  e-consultation
· Give  seminar on “Data management in good English”
	
	

	
	
	
	

	
	
	Total
	100


3. Mid-Term Progress Review for Year …………. (indicate year)
Employee Name:     

_______________________________________

Job Title:


_______________________________________

Supervisor:


_______________________________________

Date of Completing this Form:  ______________________________________

The Employee and Supervisor complete this exercise no later than July.   This is intended to help enhance the Employee’s performance through the end of the year.  

	Considering the performance agreement signed earlier in the year, are there any factors which change ICRAF’s expectations about what the Employee should achieve by the end of the next appraisal period?   If yes, please itemize those factors below, and state what significance (positive or negative) they have for the Employee’s performance.     (list as many as appropriate)




4. Rating by the supervisor (To be filled by the supervisor)
OVERALL 

RATING 
   SYNTHESIS OF THE RATING 


JUSTIFICATION
	Excellent 

	
	Illustrate specific achievements that qualify this rating

	Very Good
	
	Illustrate specific achievements that qualify this rating

	Good

	
	

	Average 

	
	Distinguish between what objectives were not met, why and how this will be addressed in the following year

	Poor 

	
	Illustrate specific objectives/expectations that were not met and attach an agreed development plan. (if this result was for the first year)



Promotion into a new/different position: Please indicate if you would recommend the employee for promotion.  There must exist an open approved position and the employee must be qualified for promotion into that position.  (Please note that a recommendation for promotion does not automatically guarantee an immediate promotion for the employee.)  Management reserves the right to review promotion recommendations with respective supervisors.
	Signature Section

The Supervisor of the Immediate Supervisor signs when s/he is satisfied that this appraisal is in accordance with ICRAF’s values and procedures for performance management.
_________________________________       __________________________

Supervisor’s signature                                     Date

_________________________________       ______________________________

Next level Supervisor                                      Date


360% evaluation: Other 3 staff members involved in this evaluation (At least a  peer, subordinate and a client determined by both supervisor and the staff member) 





Brent Swallow……………………………………..


2: Abedinego Kiwia………………………………………


      3: Valentine Karari………………………………………
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