
Annual Personnel Performance in ICRAF
For Work Completed in Year 2006

	Your Name:

	Your Position Title:

	Unit/Region Where You Have Your Main Office Location:

	Your Direct Supervisor:

	Key Individual for Cross-ICRAF Accountability*  


*An ICRAF manager, administrator, or scientist other than your direct supervisor who can comment on your work performance for year 2006.   All scientists who report to a Regional Coordinator should name a Theme Leader or Focal Area Leader.  All scientists who report to a Theme Leader should name a Regional Coordinator.   
Please read this brief introduction 
ICRAF’s most important resource is its people.  The annual personnel performance review is aimed at reflecting on what each of us accomplished in the review year.  The process should also assist each individual to develop a clear and focused work plan for the following year.  

To perform is to achieve set objectives.   In reference to your work at ICRAF, to perform is to meet the expectations of yourself, your supervisor, and ICRAF as an organizational system.  

The personnel performance review has been evolving from year to year. 

1. The personnel performance review for 2006 does not conclude a rating scale. Starting with this cycle, merit increases and promotion decisions will be related to factors of market competitiveness. Job performance will be one part of this broader framework. The SLT will communicate about this after ICRAF’s Board meeting in April.
2. Besides your direct supervisor, at least one other key individual should provide his/her comments about your work in the review year. These comments are to be submitted directly to the supervisor. This is intended to strengthen the cross-ICRAF accountability referred to by the * at the top of this form.
Process for completing this form
Please read and complete the four sections of this form (A, B, C, D). The individual being reviewed fills out Section A.  S/he send Section A to the Key Individual* (refer to the top of this form), who is to complete Section B who then sends it to the direct supervisor.   The direct supervisor fills Section C.  Once the direct supervisor has received the form from the key individual, s/he will meet with the staff member to discuss the content of the 3 sections A,B,C and draw up a work plan for the subsequent year. Section D is where the individual and the supervisor sign that each of them understands the comments of the other. 
Section A:  Self-Assessment of Your Work in 2006 (to be completed by the individual under review)
Please provide an overview of your work performance in 2006 according to the following aspects.    
	1.  What were your main work achievements in 2006?  Please be specific, and relate your achievements as closely as possible to your 2006 work plan.   (All 2006 publications and other international public goods should be listed  in Annex II of this form.)   


	2.  List any important difficulties you had in carrying out your work in 2006.


	3.  Referring to #2 above, what should you do to remove each difficulty?   


	4.  Referring to #2 above, what should ICRAF do to remove each difficulty?


	5.  What are the top strengths of your work, and how should ICRAF take better advantage of them?


	6.   What things would you like to change about your knowledge, skills, and work situation to help you increase your work performance?   (Consider factors such as leadership, management, technical skills, communication with your supervisor, planning, training, team coordination, etc.) 



Section B:   Cross-ICRAF Accountability 

Regarding the Key Individual (*) you named in the last box at the top of this form, please provide that individual with your completed Section A.  That individual should then comment to your supervisor regarding the following three questions.         

	1.   How well do you know the work of this individual and her/his work performance in 2006?   Please choose one of:  “very well,” “somewhat well,” or “not very well.”  



	2.   Do you agree with the individual’s self-assessment in Section A?   Please comment on any aspects which you think need qualification or interpretation.  



	3.  What are your suggestions regarding how the individual could raise her or his work performance in 2007?  




Section C:   Supervisor’s Assessment (to be completed by your direct supervisor)
Your direct supervisor should address the following four points. 
	1.   Do you agree with the individual’s self-assessment in Section A?   Please comment on any aspects which you think need elaboration, qualification, or interpretation.   

 

	2.  Depending on the individual’s role in ICRAF, different attributes and skills are required to succeed.  Please comment on where you see the greatest development needs for the individual’s success in relation to:  (i) aspects of creativity and innovation, (ii) communications ability and style, (iii) commitment to teamwork, (iv) willingness to take initiative, (v) accountability to other persons, (vi) openness to feedback, (vii) ability to deliver expected outputs, (viii) careful use of ICRAF’s resources, and (ix) ability to deal with time pressures and work stress.   (You do not have to comment on all of these, and please identify any other aspects that you believe are important.  Please refer to Page B of the individual’s work plan to comment on specific goals and actions for skills improvement.)  


	3.   Can you identify any particular development needs of the individual which could be advanced through training or capacity building?   If ‘yes,’ please provide a short statement.  
  

	4.  Regarding the individual’s work commitments for 2007, please insure that a work plan which you approve and sign is attached in Annex II of this form.  The review of personnel performance is not complete without the 2007 work plan.    



Section D:   Signatures Section 
ICRAF defines the responsibilities for successful personnel performance review to be shared between the individual being reviewed and the direct supervisor.  These responsibilities are defined below.  

The direct supervisor signs the appropriate line below when s/he is satisfied that this personnel performance review is complete.   The supervisor should sign before the individual under review.  The supervisor insures that the personnel performance review is carried out in a timely and systematic way.  It is also the supervisor who ensures that the individual has a work plan for year 2007 (see Annex I).    

The individual being reviewed signs that s/he has understood the contents of this review.  The individual’s signature does not imply that s/he agrees with all the comments, but rather that s/he knows what is stated in it. The individual is welcome to make comments about the review process and content on a separate sheet and attach to this form or in the signature space below.
A disputed personnel performance review is any in which either the supervisor or the individual under review formally takes a serious complaint about the review process to HRU-Nairobi or HRU-Regions.   Such cases will be arbitrated by HRU.

	Supervisor’s signature 
	Date:



	Individual’s signature
	Date:




Annex I:    Work plan for 2007  
The work plan is a separate Word file.   When you have finished it, in agreement with your supervisor

please electronically paste your 2007 work plan here.
Annex II:  Publications in 2006
Each year, ICRAF is faced with multiple requests for formatted lists of our publications.  Our library makes this request, as does the CGIAR Systems Office in relation to our annual performance indicators.  
To ensure consistence or format and avoid duplication, the DDG’s Office will work with the Communications Unit to prescribe the format by which you should list your 2006 publications.   This will be communicated before the end of January. 
Please electronically paste your 2006 publications here.
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