GOVERNMENT OF SAINT LUCIA

PERFORMANCE APPRAISAL FORM

SECTION A
1. Name of Employee
2. Ministry/Department 3. Section/Division
4. Date of first entry into Gov't. Service 5. Present Post
6. Grade 7. Date Appointed t(; Present Post
8. Period covered by Appraisal 9. Date of Appraisal
10. Name of Supervisor 11. Post of Supervisor

SECTION B

Duties : (Please provide below a summary of the duties which were assigned to the officer during the period under review which are
different from those set out in the approved Job Description for the post and also, include details of acting appointments to a
higher office or the assignment of supervisory responsibilities).

(Please indicate the work results expected from the officer. N.B. the results should be reasonable and measurable and should
.Results : have been explained to the officer).




SECTION C

1. Performance Factors

Quantity Consider the quantity of acceptable work accom- Quality Consider accuracy, thoroughness, and presentation of
of Work: plished and the promptness in completing assign- of Work: work, and ability to make successful recommendations
ments. * and the capacity for sound analysis in the performance
of duties.
Higher 7 6 5 4 3 2 1 Lower Higher 7 6 5 4 3 2 1 Lower

2. Performance Indicators

Job Consider the employee’s understanding of thejob  Initiative: Consider the level of creativity and self-reliance, the
Knowledge: and of the Department’s functions and objectives ability to originate ideas and actions, the degree of
as well as his/her grasp of the principles, meth- supervision required and the display of ingenuity in
ods, processes and procedures used. effectively fulfilling the duties of the post.
Higher 7 6 5 4 3 2 1 Lower Higher 7 6 5 4 3 2 1 Lower

Responsibility: Consider the officer's willingness to accept the Judgement: Consider the officer's demonstrated ability to analyze
responsibilities and authority of the post and to situatioins, define issues, weigh alternatives, arrive at
take action and make decisions effectively on logical conclusions and adopt appropriate solutions.
matters associated with the duties of the post.

Higher 7 6 5 4 3 2 1 Lower Higher 7 6 5 4 3 2 1 Lower
Contacts Consider the officer's demonstrated ability to Level of Consider the officer's demonstrated ability to effec-
With Public: effectively relate to the public in the performance Co-operation: tively interact with other officers in the work place and

°  of the duties associated with the post. to co-operate in carrying out the work programme of the
Ministry/Department.
Higher -7 6 5 4 3 2 1 Lower Higher 7 6 5 4 3 2 1 Lower

Dependability: Consider the ability of the officer to meet the demands and
requirements of the job even in difficult and unusual situations
and to make effective use of working time.

Higher 7 6 5 4 3 2 1 Lower




SECTION D

1. Comment on the employee's strengths in relation to the various aspects of the job.

2. Comment on the employee's limitations in relation to the various aspects of the job.

3. (a) Is any action being taken to help the employee improve his/her performance?

Yes [ ] No |:]

(b) If yes, please specify. If no, recommend training or action to be taken.

4. How long have you been a Supervisor or have had this present level of Supervisory responsibility?

5. How many persons do you supervise?

S

SECTION E
CAREER PLANNING (to be completed by employee)
1. EDUCATION AND TRAINING : (Pleaseindicate any orientation programmes / academic or special qualifications/ training, attended/
undertaken/gained during the period of the appraisal).

2. (a) Do you enjoy your present job?  Yes [ | No [ ]
(b) Give reasons for your answer.

3. What are your career aspirations?




SECTION F

1. Each employee's performance appraisal must be discussed privately with the employee by the immediate
supervisor. The supervisor must discuss both the employee's strengths and weaknesses as revealed by the
performance appraisal, as well as a means of improving the shortcomings.

2. Performance Appraisal Score Matrix 3. Overall Performance Rating : (Piease tick appropriate score)
Degree 161 —147 [ ] OUTSTANDING: Exceptional in ability,
No. | Evaluation Factors/ capacity and performance.
Indicator 7|/ 6|5 14|13 2|1
146 —132 [ ] VERY GOOD: Very effective.
1. Quantity of Work 28|24120(16 (12 |8 {4
2. Quality of Work 28| 24|20l16 [12 |8 |4 131 —117 |:| GOOD: Competent and conscientious.
3. Job Knowledge 21/18115|121 9 16 |3 | 116—102 [ ] SATISFACTORY: Average performance
4. Initiative 14(12|10| 8| 6| 4 |2 with some shortcomings but will im-
5. Responsibility 14{12{10| 8| 6| 4 |2 prove with experiénce and training.
6. d ‘
Judgement i: i; io Z 6|4 ; 101— 87 [ ] NOT QUITE SATISFACTORY: Below
7. Contacts with Public 0 6| 4 average performance.
8. Level of Co-operation| 14| 12|/10| 8] 6] 4 |2
9. | Dependability 1412|110l 8l 6] 4|2 | Belows?z [] UNSATISFACTORY: Definitely not up
to the required standard.

SECTION G

Received by Employée : Discussed with Employee :

Signature (Employee) Date Signature (Supervisor) Date

* Supervisor's Comments :

* Employee’'s Comments :

Permanent Secretary/Head of Department's Comments :

Permanent Secretary’s/ Date
Head of Department’s Signature

N.B. Employee must return form to Supervisor within 3 working days of receipt of Appraisal Form.

* AN EXTRA SHEET CAN BE ATTACHED.




