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Performance Appraisal Form for Professional Staff

	Name 

Peter Muraya
	Job title

Associate scientist
	Supervisor

R. Coe
	Date joined ICRAF

1985

	Location

Nairobi
	Grade P

P4
	Period in grade (months/years) 11 years
	Assessment period: 

From Jan 2003
 to Dec 2003


Persons consulted in the process of this assessment

Evaluations/comments from peers, other supervisors and external partners with whom a staff member has worked during the year can provide valuable feedback for improving performance. It is suggested that at least two such evaluations be appended to this performance assessment form. When requesting such feedback, it is suggested that the request be linked to specific areas of collaboration or work (as reflected in the staff member’s objectives). It is always good to ask about what went well and why, as well as what did not go as well as expected, and why.

	1. Chin Ong
2. Valentine Karari
3. Tom. Tomich
	5.
6. 
7.

8.


Part A. Objectives (attach an extra sheet if necessary)

The first 6 objectives, developed for the whole year 2003, were only carried out partially as I assumed a new job with different description in the latter part of the year. 
	Current key objectives
	Priority ranking

[H, M, L]
	Assessment of performance against objectives (What was/was not achieved and how well/poorly it was done)

	1.Aligning the GIS catalog with the FGDDC standard


	
	The GIS catalog was installed in the shared server, Curcus, to allow maintenance by the GIS staff themselves. I am not sure anything has happened since Eija stopped following it up!

	2.Complete the web publishing of raw data


	
	The Sharepoint server has been prepared to serve as the main gateway  to physical data access of ICRAF projects. Datasets from 2 ICRAF projects, ASB and TransVic are now permanently sitting on this server and accessible trough the internet to ICRAF researchers through their passwords

	3. Improve data management in the soils lab


	
	Data operations in the lab system have been decentralized, so that all lab technicians can update database from their workstations.

The system training manual has been completed.

Valentine Karari has been trained to look after the system, after the departure of the consultant, Rosylene.



	4.Assist Sokoine university to build their own data archive as a case study of how it can be done


	
	Lost interest, I guess after Nuhu moved to Nairobi

	5. Flesh out detailed plan for supporting and re-touring data management in the next 3 years


	
	Not done. Responsibilities changed (see 9 onwards)

	6.Logbook: finish ‘the product’


	
	 Off-line documentation manual now completed (with assistance from Cathy Garlic of Reading university.

On-line documentation has yet to be made consistent with the off-line version

	
	
	

	7. Seed supply and other GRU information


	
	Not followed up

	8. Coaching and preparing new P1 position


	
	Not hired
Trained a student, Glen, in we development software. This must have been beneficial to her, but it would have been more beneficial to us  if we had managed to keep her a bit longer to help with some data management chores.

	9. Assess current ASB data sharing policy
	
	Did the assessment and presented results in a seminar attended by all ICRAF staff

	10.Develop the ASB data policy
	
	Policy document draft prepared and still waiting for feedback from key persons, including Ric and Tom

	11. Follow up ASB partners for data needs
	
	Not done

	12:Compile data sets from ASB partners
	
	Results placed on the ICRAF sharepoint; ASB website re-designed to access the data sets. This has not been publicized yet

	13. Design web-based platform for ASB data access
	
	Design completed (thanks to help by Salim and the IT team)

	14. Asses the range of data sets from TransVic project and design the data archive
	
	Done. A seminar has recently been presented to the project team members to help plan forward. There was an immediate request for a further foll-up to this work


Unplanned and/or miscellaneous activities and outputs 

Please list major unplanned activities undertaken during the appraisal period. Show approximate time spent and how these activities may have affected delivery on planned activities. Miscellaneous activities include presentations prepared and given (e.g. Centers’ week, the board, international conferences); revision of manuscripts for books, book chapters and journal articles; review of books or journal articles; proposals prepared; teaching at training courses; and dealing with visitors.

List unplanned and/or miscellaneous activities here:

Archiving data from SA (Andreas) (1week)
Uganda data recovery (Jean Marc Bofa) (1 week)

Moving RDM forward in 2 major projects ASB and Transvic) as pilot cases

Synthesis of overall performance

	Staff member’s comments on success, difficulties, challenges, opportunities etc. encountered during the appraisal period

Recognition for the needs for RDM by senior managers was a big boost in efforts to move forward. E.g. change of my job functions  forced me to change my thinking of RDM to a much larger scale than individual RDM styles.

Ian Moore and his IT group gave me tremendous support to enable global data sharing through the Sharepoint technology.
Tom had a more focused view on what data management need he had for the ASB than I had. That helped to define my role in this project.  (We had more tutoring sessions when I was not doing work for him!)
Policy work for ASB has not had any effect to date!

Working on more projects can reveal the totality of RDM problems than just one. I’m lucky to have had the opportunity.



	Supervisor’s comments on overall performance: ways in which the results were achieved; impact on ICRAF, partners and colleagues; unexpected outputs, etc. Please draw together and summarize key points from the people consulted in the appraisal process.




Output assessment  

Quality of work

The staff member accomplishes tasks showing concern for all aspects of the job, efficiently uses time, accurately checks processes and tasks by following procedures, ensures high quality output and takes action.

Comment
Quantity of work 

The staff member did not achieve/achieved/exceeded agreed objectives 

Comments

Part B. Competencies 

These are capacity and behavioral dimensions that affect job performance, i.e. knowledge, skills and qualities that individuals must apply to successfully accomplish their objectives and achieve acceptable standards of performance.

This part of the assessment is meant to facilitate a discussion between staff and supervisors. It is meant to help them understand each other’s perspectives, jointly plan for self-improvement and growth, and agree on an action plan for training aimed at enhancing skills and knowledge needed for the job. The supervisor should try to provide insights about staff skills and potential and suggest ways to develop and where to focus. Staff should be proactive in developing goals for improving performance and in ensuring that they are realized.

Technical knowledge and professional skills

“Meets expectations” means the staff member has the level of technical and professional skill or knowledge necessary for the responsibilities of their position and stays abreast of current developments and trends in their field of expertise. 

Staff members’ assessment

I have picked up XML technology well enough to transform the way ICRAF of the future will develop and deliver their scientific reports and the data from which they are derived 
Supervisors’ assessment

Managing work

“Meets expectations” means the staff member manages their time and ICRAF’s resources to ensure that work is completed efficiently and according to priorities, makes appropriate preparations, develops schedules, delegates tasks appropriately, leverages resources and stays focused.

Staff members’ assessment

I have spent more time managing my work (rather than actually doing it) this year than any other year before. That was because I was working on specific projects that had paid for a specific part of my time. That was good to stay relevant but left much less time to pursue innovative ideas arising from this interesting work.
I found this chart below useful to help me execute for work multiple projects in parallel. When I do it again I will increase the white boxes by a factor of 2!
	 
	Week 1
	2
	3
	4

	Aug
	LogBook manual
	TransVic
	 

	Sept
	ASB
	 
	TransVic

	Oct
	 
	 
	ASB

	Nov
	25th Anniversary
	TransVic
	 

	Dec
	ASB
	 
	TransVic

	Jan
	 
	 
	ASB


Supervisors’ assessment

Teamwork

“Meets expectations” means the staff member facilitates team cohesion and the successful completion of team goals by engaging in development of the direction and structure of the team, involving and informing others on the team and demonstrating commitment to teamwork.

Staff members’ assessment

The support I got from Transvic project leader, Chin Ong, and the researchers in Kisumu was much more than I had experienced before, making me feel a respected part of the team. Has the movement of the Transvic team from Maseno to Kisumu got anything to do with this?
The development of the Logbook manual has followed the same team approach as the data management training guide the year before. And it works!
Supervisors’ assessment

Handling/accepting responsibility

“Meets expectations” means the staff member accepts responsibility for their actions and seeks additional responsibility. Responsibility includes ensuring that team goals are achieved. 

Staff members’ assessment

Not much of this, except when the development data management chapter in the ‘green book’ by a non-ICRAF staff member was taking much longer than expected.
When Helga Recke requested the last KARI backstopping report, I did my bit; I do not feel I took as much responsibility to get/help the others to do their bits (Bashir and Lou) as I should have.

Supervisors’ assessment

Communication

“Meets expectations” means the staff member conveys information and ideas clearly and in a respectful, tactful, open and proactive manner using a variety of oral and written means.

Staff members’ assessment

I now find it much more helpful to give seminars on half-baked ideas than complete ones, because the feedback one gets can shape the direction the ideas will take. 
Supervisors’ assessment

Embodying ICRAF’s vision and values

“Meets expectations” means the staff member keeps the organization’s vision and values at the forefront of their decision-making and action.

Staff members’ assessment

Supervisors’ assessment

Leadership

“Meets expectations” means the staff member sets appropriate goals and demonstrates effective leadership by providing a clear sense of vision and direction.

Staff members’ assessment

There are times when I felt I could do with a bit more help, but I did not put in enough energies to make a case. For example, I would have wanted to keep Glen to help with tasks that need to be done but which took a lot of non-innovative hours. 
Supervisors’ assessment

Innovation

“Meets expectations” means the staff member strives to generate innovative solutions to work situations, tries different and novel ways to deal with work problems and opportunities challenges traditional paradigms, leverages diverse resources, thinks expansively, evaluates multiple solutions and targets important areas for innovation.

Staff members’ assessment

This is the bit of my work that I enjoy most. If it has taken 2 months to move data management in the Transvic project one notch higher, I believe it should take considerably less time to move a new project the same notch with much more fun on the way. If this does not happen, then I must have missed a lesson or two. 
Supervisors’ assessment

Building human, financial and institutional partnerships

“Meets expectations” means the staff member identifies opportunities and takes action to build strategic and collaborative relationships between teams, divisions, units and organizations to help accomplish ICRAF goals.

Staff members’ assessment

Supervisors’ assessment

Developing staff members and partners 

“Meets expectations” means the staff member plans and supports the development of people’s skills and abilities to better fill current and future job responsibilities; collaboratively establishes development goals and plans, creates a learning environment, mentors and monitors progress.

Staff members’ assessment

Valentine Karari, starting from zero database knowledge, is now the most knowledgeable person on the data management in the soils laboratory. He is my most faithful consulting client on database, spending at latest 1 hour per day in my office on lab data processing! I have not been able to build the same level of enthusiasm at the KARI-NARL laboratories.
Supervisors’ assessment

Part C. Agreed development and training plan (list in order of priority)

	Competencies required 
	Level desired1
	Path to development2
	Recognition process (how do you know you have learnt)
	Target completion date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


In my area, computer applications, I have found learning on the job helps me to pick out what’s relevant from a very wide array of topics in an area that is changing by the day.
Part D. Objectives for next review period

These are objectives that describe what is to be accomplished during the next review period. The objectives should be SMART (specific, measurable, achievable, realistic and time bound).

	Key objectives [SMART]


	Priority ranking

[H,M,L]
	Action needed (what, who and when)
	How will success be measured?

(Outputs/milestones)

	Initiate data management activities at the regional level (beyond specific projects): what are the issues at this scale? 
	H
	Conduct data management “road shows” in at least two of the following regions in Africa: SA, ECA, Cameroon or Ethiopia
	Increased demand for specific aspects of data management

	Expand data management guidelines to include new items arising out of current work from ASB and TransVic projects
	M
	Translate recent findings into concrete data management steps and recommendations
	New publication

	Honor an earlier obligation to support  data management training and related consultations for a national project in Uganda 
	M
	Visit the Uganda National Banana research program and identifying data management needs
Technical development of the Logbook to suit needs of the program activities
	Data sets easily accessible and analyzable

	Follow up on recent advances made in data management in the Transvic and ASB project
	H
	Train staff on ‘techniques for preparing data for archiving’ 
	Evaluation by project leaders 


Part E. Endorsement and review by reporting line

Please sign in the appropriate space below. Your signature indicates that you have reviewed this assessment form. It does NOT indicate whether you agree or disagree on the contents. If there are issues of disagreement, highlight and record them in the space below. Please include your full name, the date and signature.

1.  Staff member

(Comments about assessment, if desired)

2.  Programme leader/Unit Head 

3.  Regional coordinator, if applicable 

4.  Director 

5.  Director General

Part F. Performance panel review

	Panel comments
	Date

	 


2 Paths to development include: project participation; self-tuition; learning from a colleague; coaching; working with line manager; in-house courses; and external courses.
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