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Performance Appraisal Form for Leading Teachers and Teachers
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Section 1: Information about the employee being appraised
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.This section will be completed by the human resource section or unit

Instructions on how to fill this information is given in section 9.1 of the Performance Appraisal (PA)
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Section 2 (a): Main tasks of the job and task plan — This section should be completed by the employee after
consulting with the supervisor. (If necessary attach extra sheets, or can attach a copy of task details in the job
description)
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To complete this section, refer to Section 10.1 (Section 2, a) of the PA Handbook
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The employee should list the main task of his/her job. For each task listed, an aim or target (the quantification,

quality and time allocated) should be identified. At least 5 tasks, in order of priority
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Signature: Fill this section at the beginning of appraisal period
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This section should be completed by the supervisor after consulting with the employee. To fill this section, refer to

Section 9.3 (Section 2, b) of PA Handbook
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Signature: This section to be filled at the mid of performance appraisal perlod
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(Section 3: Work Productivity (Completion of works
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This sectlon is completed by the supervisor, after discussions with the employee at the end of the performance

period. Marks allocated for the section is 55%
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This amount of work completed in relation to targets set at the begmnmg of the year. “Class room
.teaching, co-operation extended in organising special events, contribution to extra activities
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Performance accurately and effectively (Completeness, carefulness and cleanhness). Lesson
preparation, innovative teaching, use of varied teaching resources, use of appropriate evaluation
.method, timely feedback to students and parents, achievement of curricular objectives
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¢) Completion of work in relation to deadlines
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Begins and complete work and other assigned activities according to approved work schedule.

.(Submit lesson plans, complete required work, marks, students assignments) analyse test results
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Section 4: Knowledge and SKkills used in performance of tasks
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This section is completed by the supervisor, after discussions with the employee at the end of the performance

period. Marks allocated for the section is 20%
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.a) Knowledge understanding, in teaching/handling the subjects and grade work
Demonstrate a planned approach towards delivering the curriculum and achieving the

.desired objective
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¢) Organisation and planning assigned tasks
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Ability to understand tasks, set goals establishers priorities and use human and other
resources in a cost effective and productive manner, when performing assigned tasks.

.Ability to organise and delegate work
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d) Use of long term thinking in the completion of work
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Ability to identify tasks that contribute to the achievement of organizational goals and

complete such tasks on time
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e) Positive communication skills
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Ability to use communication skills required to work jointly with parents, colleagues and

other employees
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Identifies and analyses problems and if requires acts on situations to solve problems
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Ability to use long term thinking to address issued, use of creativity in ways that benefit
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Section 5: Characteristics of the employee
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This section is completed by the supervisor, after discussions with the employee at the end of the performance

period. Marks allocated for the section is 15%
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a) Initiative
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Take leadership role to organise the available resources in productive manner, prioritize
to achieve organizational objectives, be an example to others
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(b) Integrity ( Honesty, Sincerity
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Demonstrate characteristics of honesty and be a trustworthy person to others
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¢) Fairness and politeness
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Be just and polite in carrying out tasks
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Obey rules and demonstration good conduct. Productive use of working hours
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and consideration manner within the appropriate time frame
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f) Management classrooms and students discipline
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¢) Time Management
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Plan tasks to fit time available and make efficient use of time in carrying out tasks
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h) Adaptability
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Adjust to meet different requirements brought about by changes in the job procedures and

changes in work assignments
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Level of interest and motivation shown in the performance of tasks
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Find ways and act on to improve student’s ability, takes initiative to plan and organizes

activities and lead teams
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k) Self Developments
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Degree of reading and information carried out by the employee, with the aim of
self-development and improving job-related tasks
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This section is completed by the supervisor, after discussions with the employee at the end of the performance

period. Marks allocated for the section is 5%
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b) Dress Code
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Section 7: Work Relationships
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This section is completed by the supervisor, after discussions with the employee at the end of the performance

period. Marks allocated for the section is 5%
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Ability to create good working relationships that is beneficial to the organisation
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Level of efforts and thinking put in to ensure that the work environment is friendly and
peaceful. Show support, courtesy, tact cooperation with students, other employees and the
.parent’s functions as part of a team
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Section 8: Total marks scored in key performance indicators
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Write the marks in the empty boxes. This section is completed by the supervisor. (For further guidance refer to
Section 9.9 of PA Handbook). Since this section has two levels of teachers to give marks, care should be taken

.in ensuring that the marks relate to the corresponding category
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Section 9: Identification of training and education required by teachers
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This section is completed by the supervisor. This section has to be completed after discussions with the

(employee. (Refer to Section 9.10 of the PA Handbook before completing this section
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Section 10 (a) — Observations of the employee and supervisor
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(Before completing this part, refer to section 9.11 of PA Handbook)
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a) A summary of the supervisor’s observations concerning employee performance

b) Employee observations regarding his / her performance

2 7 7z 72 :?
Supervisor Teacher
: (Name) ~~

5 : (Signature) »=
: (Designation) >5>

: (Signature) »~— .
(Date) 2o : (Date) <=~
: (Date) Z~2
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Section 10 (b) - Observatlons of the departments / section head or the Human Resource
Department
(33692 RAL5 S25 380 Anl S35 RALE ) SARE5R 55535 SR5R3 22 AA05
SarSs Sl & 55 7 %)
This section need to be completed only if the employee or supervisor submits a complaint regardmg problems

(faced in completing the appraisal form (If necessary, attach extra sheets
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Observation and decision about problems in appraising the performance of the employee cither
through evidence seen in the forms or from other sources

:(Record Card No) 2a~~ v~ :(Name) A~
P oo -07 s 2% :(Slgn)//,,,(_,

PASPAD grogit pa 252

:(Designation and Department/Section)
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