APPENDIX |

MINISTRY OF HEALTH
[For Doctors and Nurses Only]

Performance Assessment and Development Form

SECTION |

FULL NAME: Surname/Family Name First

EDP No.

Date of Joining Government Service:

Date of Appointment to Permanent Establishment:

Date of Birth: Department
Substantive post: Date of Appointment to Substantive Post:
Reporting Officer: Grade:

CONFIDENTIALITY

This is a restricted document, which

will be seen only by a few senior officers. Please state the facts

clearly and correctly and do not hesitate to express your views frankly.

PROCESS

Both the Incumbent and their Reporting Officer should complete the relevant sections of this form
prior to each review. The information should then be combined into a single form during the review.

ACTING POSITIONS

Where the incumbent is acting, there may be a need to adjust the objectives in SECTION II.

TIMING

A formal review will be held once ayear and informal reviews should be held quarterly. The timing
of the next review should be agreed at the end of the current review.

GRADING OF PERFORMANCE OF DUTIES DURING PERIOD COVERED BY THIS REPORT
Officers who have met or exceeded performance expectations should be given one of the

following ratings:

(5) — Objectives met beyond expectation; (4) — Objectives met above expectations;
(3) — Objectives met to expectations

Officers who have not fully met expectations should be given one of the following ratings:

(2) — Objectives partially completed; (1) —Objectives not achieved




SECTION 11
PERFORMANCE OBJECTIVES - INDIVIDUAL WORK PLAN

Review the latest copy of the incumbent’s position description and attach a copy then rate the degree to which objectives (based on principal accountabilities) are
important and have been met;

OBJECTIVES/TASKS RESULTS Employee | Supervisor | Agreed
KEY ACCOUNTABILITIES (include Measures and Timing)
(KPI)

TOTAL RATINGS

ASSESSMENT (A): RATING (R): OVERALL ASSESSMENT RATING
Objectives met beyond expectation 5 Add all of the ratings in the Agreed ratings column and divide the

Objectives met above expectations total by the total number of tasks/objectives being assessed Overall
Objectives met to expectations Rating to be transferred to Section V.

Objectives partially completed
Objectives not achieved
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SECTION 111 QUALITIES OF PERFORMANCE - COMPETENCIES

Listed below are fifteen competencies important to performance on the job. For each competency five
ratings statements are given. Carefully read each of the ratings statement that best describes the officer

assessed:

[il by the incumbent;

[ii] by the reporting officer;

[iii] if there is a disagreement between [i] and [ii] then the agreed rating.

Tick the box to the right of the chosen statement. Repeat this procedure for each of the competencies.

Rating Self Reporting | Agreed
COMPETENCY Officer
1 THERAPEUTIC AND CARING RELATIONSHIPS
Consistent and outstanding in the therapeutic and 5 ]
caring relationships with clients.
Effective and efficient in therapeutic and caring for 4
clients.
Has the ability and skills in therapeutic and caring 3
for clients. [ [ O
Has some potential in therapeutic and caring for 2 ] ] |
clients but applies it occasionally.
Still requires a lot of development in therapeutic and 1 O O O
caring relationship with clients.
2 MANAGEMENT SKILLS

= Qutstandingly methodical in planning, assessing, 5 u u u
implementation and evaluation of his/ her work.
Demonstrates effective management skills and 4 O O O
knowledge.
Demonstrates management skills and knowledge 3 [l ] U]
satisfactorily.
Has fair managerial skills and knowledge. 2 O O O

®  Lacks basic knowledge and management skills. 1 N ] |




KNOWLEDGE AND SKILLS

Extremely competent in his/her clinical practice. [ O
Has good knowledge and skills in his/her clinical ] O
practice.
Has satisfactory knowledge and skill in his/her O O
clinical practice.
Needs improvement in knowledge and skills on ] O
his/her clinical practice.

= Requires constant supervision in carrying out clinical Ol O
procedures, protocols and the use of technology.

MANAGEMENT OF EMERGENCY SITUATION

o L] O

Responds promptly and effectively in emergency
situation.
Responds promptly and adequately in an emergency 0 L
situation.
Responds satisfactorily in emergency situation. ] U]
Has a fair knowledge and skill in responding to 0 O
emergency situation.
Has limited knowledge and skills in responding to ] O]
emergency situation.

QUALITY IMPROVEMENT AND RISK

MANAGEMENT.
Outstanding in  his/her contribution towards 0 0
maintenance of an environment, which promotes
safety, security and personal integrity of individuals
and groups.
Effective and efficient in maintaining standards of O] O
care and management of risks.
Identifies risks and hazards satisfactorily and ] ]
promotes safety of individuals or groups.
Fair knowledge for carrying out the required ] O
standard of care and the effective management of
risks.
Needs supervision in the application of standard and . n

risk management.




LEADERSHIP
Displays outstanding leadership skills.
Displays good leadership skills.
Has a satisfactory degree of leadership skills.
Demonstrates fair leadership skills.

Lacks leadership skills.

O O

0 O
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TEAMWORK
Outstanding collaboration and recognition of roles of
team members and maintenance of good
relationships.

Active participation in health care team activities.

Participates in decision-making process concerning
the team’s progress.

Occasionally recognizes the value of working as a
team.

Has difficulty in collaborating with other members of
the team.

O O O d
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PROFESSIONAL AND ETHICAL PRACTICE

Has outstanding knowledge on the application of
ethics, codes and legal principles related to health
service.

Shows good application of ethics, codes and law
related to health service.

Has satisfactory understanding of ethics, codes, law
and how they relate to health services.

Has a fair understanding of medico-egal, codes and
ethical issues.

Little understanding of ethics, codes and law as
related to health services.




PUNCTUALITY

Outstandingly responsible towards attendance at ] O ]
work and always punctual.
Punctual to work and good attendance. O [ O
Attendance and sense of punctuality is satisfactory. [l O O
Occasionally absent and late to work. O O U
Unsatisfactory attendance and punctuality n n n
10 [ PROFESSIONAL DEVELOPMENT AND
CONTINUING EDUCATION
Outstandingly motivated to continuously self / ] ] ]
professionally develop through attendance of
relevant courses and keeping abreast with current
trends and advancement in health care.
Has the motivation to develop self/ professional O ] O
through attendance at courses and keeping abreast
with current trends.
Develop a satisfactory outlook towards self/ O ] O
professional development.
A fair outlook towards self/ professional O Ol O
development.
o . O ] ]
Has little interest in self-development.
11| COMMUNICATION
Outstanding application of formal/non-formal and N O O
verbal/non-verbal modes of communicaton and
accurate documentation.
Good application of formal/non-formal and ] ] ]
verbal/non-verbal modes of communication and
accurate documentation.
Satisfactory application of formal/non-formal and
o O 1 U
verbal/non-verbal modes of communication and
documentation.
A fair application of formal/non-formal and n O U
verbal/non-verbal modes of communication and
documentation.
] ]

Unsatisfactory application of formal/non-formal and
verbal/non-verbal modes of communication and
inaccurate documentation.




12

ATTITUDE

Outstanding; welcomes  constructive  criticism; O
always cooperative.
Good; cooperative; accepts responsibilities and [
criticism without resentment.
Cooperates and accepts responsibilities occasionally. ]
Fair interest on the job; uncooperative occasionally ]
and resents criticisms.
Little interest on the job; cooperates only when Ol
forced; resents authority; and sometimes hostile or
rude.

13 [ ORGANIZATIONAL VALUES
Upholds the organizational vision, mission and O]
values.
Shows good interest and support in upholding the 0
organizational values.
Shows satisfactory interest of understanding and ]
support in upholding the organizational values.
Demonstrates a fair understanding of the ]
organizational values.
Shows little interest in the organizational vision,
mission and values.

14 [ CRITICAL THINKING AND ANALYSIS
Enhance professional development effectively for ]
self and others by using research to critically
analyze health information for best nursing/ health
practices.
Good contributor to research and evidence based I
development in nursing/ health practices.
Appreciates application of research evidence as 0
basis for review of policies, guidelines and practices.
Has a fair knowledge on the application and value [
of research evidence to nursing/ health practices.
Shows little interest on the value of research I

evidence to nursing/ health practices.




15| ACCOUNTABILITY

Consistently and fully accepts responsibility for own 5 ] O ]

acts and omissions.

Makes sound and independent clinical judgments. 4 O [ O

Clarifies unclear instructions and checks own work 3 ] ] ]

before leaving the workplace.

Shows little interest in accepting responsibility. 2 O 0 O
. ] L] ]

Irresponsible. 1

AGGREGATE COMPETENCY RATING (this is arrived
at by totaling all of the ratings in the AGREED Column
and dividing it by the total number of competencies i.e.
15 etc.). Overall rating to be transferred to Section V
on page 10.

SECTION IV

INDIVIDUAL COMMENTS

Outline the actions taken by your manager that helped you perform in the last year. What could they have
done to be more supportive?

MANAGER’S COMMENTS

Consider the person’'s performance over the last six months. What are some of the highlights,
achievements? What difficulties did they encounter? What could the person have done to improve their

performance? Whether the incumbent has acted on a position for any period.




COUNTERSIGNING OFFICER’'S COMMENTS

Consider the person’s performance over the last six months. What are some of the highlights,
achievements? What difficulties did they encounter? What could the person have done to improve their

performance?

PROFESSIONAL DEVELOPMENT PLAN
As a result of this evaluation, the employee and the supervisor undertake the following actions to improve
the skills and/or performance of the employee and to help him/her for future success

Employee undertakes:

[Refer to Section VI]

Supervisor undertakes:




SECTION V

OVERALL RATING

Average Rating from Section |1 + Average Rating from Section 111 = Overall Assessment Rating
+ =
SECTION VI TRAINING NEEDS AND DEVELOPMENT
Select Tick Areas [if yes]
Individual, Occupational, Organizational Need (s)
YES a
NO A
SECTION VI PERFORMANCE LEVEL *

The reporting officer isto place atick in the appropriate box to indicate as to whether the
employee is fitted for promotion or not.

Rating 9— 10 | Highly fitted for promotion A
Rating 8 Wl fitted for promotion A
Rating 6 —7 | Fitted for promotion A
Rating2-5 | Not fitted for promotion A

* This judgment is not to be based solely on the overall assessment rating achieved by the
employee for that year. Factors such as the employee’s history of performance in the grade,
qualifications and experience should also be taken into consideration.

Regulation 5 (3) of the Public Service (General) Regulations, 1999, provide the appointment
and promotion criteria as follows:
The following work related qualities may be taken into account in making an assessment
referred to in sub regulation (2) -

(@)  skillsand abilities;

(b)  qualifications, training and competencies;

(c) standard of work performance;

(d)  capacity to perform at the level required;

(e)  demonstrated potential for further development;

)] ability to contribute to team performance.
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SECTION VIII

i)

ii)

Employee

Signature of Incumbent:

ENDORSEMENT

Reporting Officer

Signature of Reporting Officer.

Date:

Date:

Name of Reporting Officer:

Designation:

Countersigning Officer

Signature of countersigning Officer;

Name of Countersigning Officer:

Designation:

Date:
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