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APPENDIX 2: STAFF PERFORMANCE APPRAISAL FORM

STAFF PERFORMANCE APPRAISAL FORM (SPAF)

1 | P a g e

^9085

Appraisers and the Appraisees should read the detailed Guidelines before completing the Staff Performance 
Appraisal Form.

Preamble
This Staff Performance Appraisal Form is an instrument for evaluating the performance of staff in relation 
to their contribution to the achievement of the goals and objectives of NARO. The overall objective of the 
Performance Management System (PMS) is to manage and improve the performance ofNARO by enabling 
a higher level of staff participation and involvement in planning, delivery and evaluation of work 
performance. Staff Performance Appraisal in NARO offers an opportunity to a member of staff (Appraisee) 
to dialogue with the supervisor (Appraiser) and to obtain feedback on his/her performance. It is further 
intended help the Secretariat to ascertain skills and performance gaps and thereby design appropriate 
interventions to improve individual performance.
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DR. MICHAEL A. UGEN 
DIRECTOR 

MBALULE SIMON
1682___________ __________
SYSTEMS ADMINISTRATOR

NaSARRI
1st JULY 2016

Period of Assessment
From (JULY 2018) To: (JUNE 2019)

SECTIONA-l: APPRAISEEPERSONALnjF^l^TO^
Title
Name
(Full names in block letters)
Personal File Number
Present Job Title/Position-’
Department/Institute
Date of last Appointment

SECTION: A-2: APPRAISER INFORMATIO^
Name of Appraiser
Position of Appraiser

SECTION B: PERFORMANCE PLANNING (AGREEMENT) AND REVIEW FORM

Part B (« of S^fcn stodd^mptet^the appraiser and aPPJ““^ g?h7ApSpraiser 

assessment penod. Part B (2) oi_the5 for staff serving on probation. The assessment
k. — »• «■—“ b“1 “ M"g

Scale below.
Rating Scale

a) Outstanding (5): Results achieved exceeded target
b) Very Good (4): Results fully met target
c) Good (3): Results almost met the target_________________ _____________________
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Outputs Agreed Performance Targets

1 2 4 5

4

5
l

Easy sharing of working

lardware on the network Parget achieved
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Comments on
Performance

Local Area Network (LAN) setup [directories, files and 
maintained

Maintain Linksys wireless 
broadband router as alternative 
internet server to assign Dynamic 
Host Configuration Protocol 
(DHCP) of Internet Protocol (IP) 
addresses to 50 computers on the 
network
Linksys wireless broadband 
router configured and 
maintained as alternative 
server for internet and network 
connectivity.

To maintain three (3) secured 
wireless hotspots by June 2019.

Part B(2): Performance Appraisal
(To be completed by the Supervisor at the 
end of the appraisal period)

Three secured wireless hotspots 
ie Resource, CiscoAirprovision 
and ICT Admin configured and 
maintained to provide wireless 
internet to 50 computers.

d) Fair (2): Achieved some results
e) Poor (1): Did not achieve any results

Part B(l): Performance Planning
Key Outputs, Performance Indicators & Performance Targets

(To be completed by the Staff and Supervisor at the beginning of the assessment period)
Performance 
Indicators Performance 

Level 
3

Ji
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ft Target achieved

ag

Staff supported in computer use and 
safety of working di rectories.

30 Computers and peripheral 
devices serviced and maintained

Seminar conducted to staff in 
Resource center and staff 
sensitized on working 
directories and file 
management on the Hard Disk 
available partitions.

2. Installation of Softros 
LAN messenger
application software to 10 
computers on LAN by 
June 2019 to ease 
information sharing.

1. Staff able to use 
computer

Working directories 
safe guarded from 
damage

The Application was installed 
and configured to 25 computers 
and staff can share files on 
LAN without using flask disks 
and this has minimized 
spywares, viruses which can be 
acquired during the transfer of 
files using an infected storage 
media.

3. Maintaining computers 
and their peripherals like 
printers, scanners for staff.

1. Conduct seminar on best 
computer practices to 20 
staff by March 2019.
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Target achievedComputer logs generated

5
Target achievedEffective internet services
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Uninterrupted internet services 
ensured

ICT equipments and 
software’s working 
effectively.

-Antivirus was installed, 
configured, license activated for 
1 Year on 35 computers. 
-Computers and network are 
virus free

-Internet and network has been 
maintained despite having not 
paid for the period (January 
2018-December 2018)

Develop meta-database to store 
computer logs and IP addresses 
on LAN
Meta-database to manage 
computer logs and Internet 
Protocols (IP) addresses 
developed for easy storage, 
access, retrieval and timely 
action to maintain the 
effectiveness of both the 
hardware and software._______

1. Internet connectivity for 
40 staff maintained 
throughout the year as per 
the subscribed 2mbps 
bandwidth.

for better performance.
4. Antivirus application 

software’s installed on 30 
computers by June 2019.
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4
-Server firewall was configured 
to deny access of some HTTP 
protocols during working hours 
for efficient and effective 
internet service

■ Have developed good working 
relationship that has kept the 
service on for the officers to 
access the internet for their day 
to day activities.

r

-

2. Configuring and
maintaining of system 
software on server to 
effectively monitor both 
active and in-active users 
on the LAN by June 2019

■System software configured to 
monitor all users on the network 
and allow DHCP of IP to the 
users without allowing IP 
conflict.

3. Maintaining firewall on 
server to enable 
blocking/passing of 
specific Internet Protocol 
(IP) for both 
network/intemet access.



1.

irement plan

“S«

1 II

Draft ICT procui 
developed

the 
for

1. Quality ICT 
equipments 
acquired

and
ICT
FY

'arget achieved

three (3) 
view meetings 

the 
the

■Three quarterly review 
meetings conducted and 
managed to interface with the 

technical team and accounts 
manager regarding the 
(efficiency of the service and the 
(unpaid debt to continue having 
the service at the Institute.

4 To conduct 
quarterly ic 

evaluate 
performance 
internet service 
Uganda 
advise 
May 2019

IlCT specifications, Work plan and 
procurement plan developed----

of
at Airtel

Limited and
management by

Develop work plan 
budget for 
department 
2019/2020

-Draft ICT work plan developed
2. Develop procurement plan 

for the ICT department for 
FY 2019/2020



ft

1.

Target achieved

Interactive websiteInstitute Website updated

3. Update 
specifications

I

8 | P a g e

minimum 
to guide 

procurement of quality 
ICT equipments across all 
programs.

-Minimum specifications for ICT 
equipments updated to ensure 
quality and durable deliveries in 

all programs.

Update website with 
technological information 

-Website updated and more 
information has been submitted 
to NAROSEC for upload on the 
NARO website.

2. Develop E-board 
prototype for information 
repository by June 2019 

-E-board prototype developed 
as per the user functional and 
nonfunctional requirements 
acquired.

-Verification of ICT equipments 
and software as per the required 
specifications has being 
intensified to acquire quality 
and as per the ICT standards.



Intercom connectivity maintained
4

Target achieved

2|5

I

Assessment Comnient(s) 

r Z_4 J

4

Internal 
communication 
improved

   I P a g e

To maintain 40 extension lines___
kPBX and distribution box 
serviced and maintained to have 
internal communication 
effective to staff

tp.chnical knowledge to perform duties dihgently and effidently----------
Result Orientation delivers results of desired quality within availabl

CommunicltToT :h1 ability to express himself/herself clearly both orally 

solutions and takes

action ---------- ------------------ ----------- ---------------

Overall Performance Assessment on Targets

3- Met all Expectations-Be/iawowra/ competence fully met expectation

Tick the most appropriate rating for each competence 
SECTION C-l: GENERAL COMPETENCES
Competence(s)
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Always neat

—-^7^irmotivated?anxious
;tb “ks orpressureofwork-----

luU3eICTtoproduceP^2^d

________ nr^M^r^KT^ant, well gr

rS°nal
ind Drive: Highly

llnformation Technology: Is able Safe.
tias a goo<

fatjgtb^ngr^adss^
fc^UphoWs am. -

Commitment to*
Lelf-devclopment; has

IPei
Ipresentable
[Enthusiasm^



Comments
24 35

Explanation

Outstanding Performance (80% & above )
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1

Unsatisfactory/Unacceptable Performance
(40% & below) ________

SECTION E: PERFORMANCE IMPROVEMENT PLAN
The plan should take into account the Appraisee’s required job competences and the identified

Employee has not met most 
expectations  
Employee has failed to meet 
expectations

Employee has in all areas exceeded 
agreed expectation_______________
Employee has met all expectations
Employee has met most expectations

SECTION C-2: MANAGERIAL AND SUPERVISORY COMPETENCES ------

Assessment 
T

Very Good Performance (79-65%)______
Satisfactory /Acceptable Performance (64- 
50%)_______ ___________ ____________
Needs Improvement (49-41%)

B+C=...l 
Tick as 
appropriate

(This section applies to staff who have managerial and supervisory respons bilities)
Competence(s) -

lr' 7.
- ^3' £ £ 2,

Leadership Ability: Organises, motivates and leads staff to achieve
desired results____________________________________ ____ ———:------------------------
Financial Management: Compiles budgets, knows and applies the basic 
financial policies and procedures; is familiar with the overall financial 
management processes------------------------------------------------------------------------------------
Managing People: Coaches, evaluates, develops people; sets 
expectations, recognizes achievement, manages conflicts, aligns 
performance goals with NAROs goals, provides feedback; delegates
Team Building Promotes team spirit________ _________________ | I I I I_____
Overall Rating of Competences: Average Score of ApplicableCompetences/5X20-..
SECTION D: OVERALL PERFORMANCE RATING 4,5 /
Use the scale below to interpret the overall performance of the aforqfisee. The overall 

rating shpuld be the percentage sum for Section B and C.toJAg.x4y.yf 
; Overall performance rating



Expected OutcomeTime Frameof Action
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I

1

l

I

11
! I

Agreed Course

performance gaps. The proposed actions may involve training, coaching, mentoring, attachment, 

job rotation and counseling, etc.

Competency to be 
addressed
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Supervisor's Name 

Signature 

SECTION F-2: API

Ge

ure................... a

Name Signature 

Signature..................\ J
SECTION F-4: COMMENTS

   Date...\ir.S>l:..L?l............
E DIRECTOR GENERAL OF HIS/HER DESIGNEE

 13 | Page   

SECTION F. OVERALL COMMENTS AND RECOMMENDATIONS

S£^TI(yj£~1: ( N I S BY IMMEDIATE SUPERVISOR 

Date . .P.*! . A .9^

ISEE’S COMMENTS ON APPRAISAL BY THE SUPERVISOR

Jcortiments oniyour performance, if arty n _ L-  a
 

 

Th CTI?N, J COMMENTS ON APPRAISAL by head of institute/^artment

°n the^^ncy^™blenejof the assessment and comments given by the supervisor on the appraisee's 

............................................

Q&cb


