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MINISTRY/DEPARTMENT

…………………………………………………………………………………………………….
PERFORMANCE APPRAISAL FORM

(PERIOD: FROM …………………… TO …………………)

Section 1:
PERSONAL DATA
(To be filled in by officer whose performance is being appraised)
NAME:

(SURNAME IN BLOCK LETTERS)
DATE OF BIRTH:

NID NO.

PRESENT APPOINTMENT:

POSTING: DIVISION:

Date:

                      UNIT:

Date

SALARY: Rs 

SALARY SCALE: Rs

QUALIFICATIONS







       YEAR

S. C./GCE:




H.S.C/GCE:



DIPLOMA:



DEGREE:



OTHERS:



TRAINING/SEMINAR/WORKSHOP ATTENDED   
  DATES                                                  

(last 3 years)
Section 2:
Performance Agreement & Identification of Competencies
2.1
Performance Agreement

(to be agreed between the appraiser and appraisee at the start of the appraisal cycle or on the effective date of assumption of duty following a change in posting, new appointment, etc;)
	Key Result Area

	Key Tasks
	Performance Standards

	
	
	


Appraisee’s Signature:

Appraiser’s  Name :

Date:…………………………………………..      Appraiser’s Signature:……………………….
2.2
Competencies  required for the job

(to tick where applicable – a minimum of 10 Competencies)
	1. 
	Ability to work in a team 

	2. 
	Analytical Skills

	3. 
	Attendance & Punctuality

	4. 
	Change Management

	5. 
	Coaching and Counselling

	6. 
	Communication Skills

	7. 
	Customer Focus

	8. 
	Decisiveness

	9. 
	Ethical conduct

	10. 
	Focus on results

	11. 
	Initiative and Creativity

	12. 
	Leadership 

	13. 
	Planning 

	14. 
	Problem Solving Skills

	15. 
	Reliability

	16. 
	Responsibility

	17. 
	Strategic Thinking

	18. 
	Technical Knowledge and Skills

	19. 
	Versatility

	
	

	
	

	
	Others:

	
	

	
	


Appraisee’s Signature:

Appraiser’s Signature:

Date:


Date:……………………………………………….
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