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CIVIL SERVICE

PERFORMANCE MANAGEMENT

(STAFF PERFORMANCE APPRAISAL FORM)





STRICTLY CONFIDENTIAL

	Appraisal Period:  From  
	
	January
	to
	
	December,
	 


PLEASE READ GUIDANCE NOTES BEFORE COMPLETING THE FORMS
	SECTION 
1 - A: Appraisee Personal Information



	Title: 
[image: image1] Mr. 

[image: image2] Mrs.    
[image: image3] Ms.
	
[image: image4] Other (Pls. specify):  
	
	

	Surname:
	 
	
	First Name:
	
	

	Other Name (s):
	
	

	Sex:
	
[image: image5] Male  
	
[image: image6] Female
	

	Job Title:
	
	(for Officers in acting positions/heading Divisions)

	Present Grade:
	
	

	Salary Level:
	
	

	Ministry/Department:
	
	

	Directorate/Division/Unit:
	
	

	Date of Appointment to Present Grade (dd/mm/yyyy):
	
	

	
	
	

	SECTION 1 - B: Appraiser Information


	Title: 
[image: image7] Mr. 

[image: image8] Mrs.    
[image: image9] Ms.
	
[image: image10] Other (Pls. specify):  
	
	

	Surname:
	
	First Name:
	
	

	Other Name (s):
	
	

	Grade:
	
	

	Job Title :
	
	

	
	
	


	SECTION 2: Performance Planning

	To be agreed between the Appraiser and the Appraisee at the commencement of the annual appraisal cycle or when a new Appraisee is engaged. 
FOCUS AREAS
(Minimum of 2 and maximum of 3 for Sub-Professionals 
and  Minimum of 3 and maximum of 5 for Professionals – 
To be drawn from Directorate/Department/Unit Action Plans and  Appraisees Job Description)
TARGET
Minimum of 5 Targets for Sub-professional Officers
and 6 Targets for Professional Officers
(Results to be achieved, should be specific, measurable, realistic
and time-bound)

RESOURCES REQUIRED

--
COMPETENCIES 
NO

COMPETENCIES

DESCRIPTION  

SCORE
Professionalism
· Demonstrates technical and supervisory skills and mastery of subject matter.
· Shows persistence when faced with difficult problems or challenges and remains calm in stressful situations. 
· Assumes responsibility for succeeding or failing to complete assigned tasks. 
· 2
· 2

· 2

Integrity

· Demonstrates the values of the Civil Service in daily activities and behaviours.
· Acts without consideration of personal gain.
· Resists undue pressure in decision-making.
· 2

· 2

· 2
Leadership
· Proactive in developing strategies to accomplish objectives.
· Empowers others to translate vision into results.
· Drives for change and improvement.
· 2

· 2

· 2

Organisation and Management
· Develops clear targets that are consistent with agreed strategies and uses time efficiently.
· Plans and implements measures that will avoid or overcome risk in own work area. 
·  Follows up on the outcome of work efforts to ensure desired results. 
· 2
· 2

· 2

Maximising & maintaining Productivity 

· Ability to influence processes and events and assure desired results with available resources.
· Values the importance of continuous learning and actively seeks out development opportunities to improve job knowledge and service delivery. 
· Demonstrates outside-the-box thinking in problem solving and develop novel solutions to work problems and enhance performance 
· 2
· 2
· 2
Teamwork

· Collaborates with colleagues in the delivery of tasks and responsibilities to achieve organizational goals.
· Solicits input by genuinely valuing others’ ideas and expertise; and is willing to learn from others.
· Shares credit for team accomplishments and accepts joint responsibility for team shortcomings.
· 2
· 2
· 2
Communication 
· Speaks and/or writes clearly, listens to others, asks questions to clarify, correctly interprets messages from others and responds appropriately.
· Demonstrates openness in sharing information, exhibits interest in dialogue and keeps people informed.
· 2

· 2
Staff Learning Plan – The Officer should indicate learning programmes to be pursued during the reporting year in consultation with the Supervisor. These should include Academic, Scheme of Service related courses, participation in workshops, conferences, on the job training, knowledge sharing fora, personal readings, book reviews, webinars, coaching, mentoring etc. 
LEARNING PLAN 
Skill/Competency Gap identified

Programme/ Action to be undertaken
Recommended mode of learning (e.g. Institutions of Training, Knowledge Sharing Fora, Coaching and Mentoring, On-the-Job Training etc.) 
Date/Duration

APPRAISEE’S SIGNATURE 
APPRAISER’S SIGNATURE 
Date (dd-mm-yyyy)

Date (dd-mm-yyyy)




	SECTION 3: Mid-Year Review

	This is to be completed in July by the Appraiser and Appraisee. Progress has been discussed and Agreements have been reached as detailed below. Progress review means the status of implementation or delivery.
NO. 

TARGET

STATUS OF WORK

Brief description of status of work should be provided. (Phrases such as Ongoing/Target met/ Target not met” are NOT acceptable)
REMARKS/WAY FORWARD
8.
9.
10.
NO. 

COMPETENCY
PROGRESS REVIEW
REMARKS

Professionalism

Integrity

Leadership
Organisation and Management
Maximising & maintaining Productivity
Teamwork

Communication
STATUS OF LEARNING PLAN 
Programme/Learning Activity

Mode of Learning (e.g. Institutions of Training, Knowledge Sharing Fora, Coaching and Mentoring, On-the-Job Training etc.)

Date/Duration

Competency/skills demonstrated after learning 

APPRAISEE’S SIGNATURE 
APPRAISER’S SIGNATURE 
Date (dd-mm-yyyy)

Date (dd-mm-yyyy)




	SECTION 4: END OF YEAR APPRAISEE’S SELF ASSESSMENT

	1. On a scale of 1-5 how would you rate your performance during the year?
             5-Excellent                   4- Very Good                      3- Good                    2- Satisfactory                1 - Unsatisfactory 
1b. Give two (2) reasons for your rating selected.
2. Indicate any extra work you accomplished in addition to your agreed targets.

3. Which Focus/Work Area did you find most difficult to achieve, and why?
4. Briefly describe how the learning undertaken impacted your work output and your organisation.

APPRAISEE’S SIGNATURE 
DATE (dd/mm/yyyy)




	SECTION 5: END OF YEAR ASSESSMENT  (To be completed  by Appraiser during meeting with Appraisee)

	This section provides a summary of an Appraisee’s score during the End of Year Assessment and how it is to be computed. A Total Score of 60 is to be awarded based on the performance of the Appraisee on all targets. A score of 40 is allocated based on Competencies demonstrated.                                                                                  
(Q) PERFORMANCE ASSESSMENT (60)

NO

TARGETS

PERFORMANCE ASSESSMENT 
Brief description of status of work should be provided. (Phrases such as Ongoing/Target met / Target not met” are NOT acceptable)
SCORE AWARDED

SUMMARY OF KEY ISSUES IDENTIFIED & NEXT STEPS

SUBTOTAL (Q)



	COMPETENCIES ASSESSMENT

	NO.

(C) COMPETENCIES (40)

SCORES
SCORE AWARDED
PROFESSIONALISM

· Demonstrates technical and supervisory skills and mastery of subject matter.

· Shows persistence when faced with difficult problems or challenges and remains calm in stressful situations. 

· Assumes responsibility for succeeding or failing to complete assigned tasks
· 2
· 2

· 2
INTEGRITY

· Demonstrates the values of the Civil Service in daily activities and behaviours.

· Acts without consideration of personal gain.

· Resists undue pressure in decision-making.
· 2

· 2
· 2
LEADERSHIP

· Proactive in developing strategies to accomplish objectives.

· Empowers others to translate vision into results.

· Drives for change and improvement.
· 2

· 2
· 2
ORGANIZATION AND MANAGEMENT

· Develops clear targets that are consistent with agreed strategies and uses time efficiently.

· Plans and implements measures that will avoid or overcome risk in own work area. 

· Follows up on the outcome of work efforts to ensure desired results.
· 2

· 2
· 2
MAXIMIZING AND MAINTAINING PRODUCTIVITY

· Ability to influence processes and events and assure desired results with available resources.

· Values the importance of continuous learning and actively seeks out development opportunities to improve job knowledge and service delivery. 

· Demonstrates outside-the-box thinking in problem solving and develop novel solutions to work problems and enhance performance
· 2

· 2
· 2
TEAMWORK

· Collaborates with colleagues in the delivery of tasks and responsibilities to achieve organizational goals.

· Solicits input by genuinely valuing others’ ideas and expertise; and is willing to learn from others.

· Shares credit for team accomplishments and accepts joint responsibility for team shortcomings.
· 2

· 2
· 2
COMMUNICATION

· Speaks and/or writes clearly, listens to others, asks questions to clarify, correctly interprets messages from others and responds appropriately.

· Demonstrates openness in sharing information, exhibits interest in dialogue and keeps people informed.
· 2
· 2

SUBTOTAL      .(C)                                                                                                                                                                               
APPRAISER’S SIGNATURE
DATE (dd/mm/yyyy)

APPRAISEE’S SIGNATURE
DATE (dd/mm/yyyy)




	SECTION 6: OVERALL ASSESSMENT 

	PERFORMANCE ASSESSMENT (Q) = ----------------------------------------------

COMPETENCIES ASSESSMENT(C) = ---------------------------------------------

OVERALL ASSESSMENT/SCORE = Q+C   = ----------------------------------------------
RATING OF OVERALL PERFORMANCE

The following criteria will be used to rate the overall performance of Officers on the basis of the total score obtained:

Excellent (5): 85-100
Behavioural competencies and/or work performance consistently excellent due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior; and either 1) included the completion of a major goal or project, or made an exceptional or unique contribution in support of unit, department, or organizational objectives. The employee truly stands out and clearly and consistently demonstrates exceptional accomplishments in terms of quality and quantity of work. His/her demonstration of competencies is easily recognized as truly exceptional by others.
***There are not less than three (3) particular cases that can be cited to support the rating. (Cases to be cited in Section 7)
Very Good (4) : 75-84
Demonstration of behavioural competencies and work performance consistently exceeded expectations in all essential areas of responsibility, and the quality of work overall was excellent. Achievements are regularly above expected level. Performance is sustained and uniformly high with thorough and on time results. Annual goals were met above expectation
***There are not less than two (2) particular cases that can be cited to support the rating. (Cases to be cited in Section 7)
Good (3): 65-74
Behavioural competencies and/or work performance consistently fully met expectations in all essential areas of responsibility, and the quality of work over all was very good. While minor deviations may occur, the overall level of performance meets all requirements. The worker has achieved all critical annual goals.
***Performance met the expected standards

Satisfactory (2):50-64
Behavioural competencies and/or work performance averagely met expectations – performance failed to meet expectations in one or more essential areas of responsibility, and two or more of the most critical goals were not met. The employee generally struggles to fully meet expectations

***Performance met average standards. There are not less than two (2) particular cases that can be cited to support the rating. (Cases to be cited in Section 7)
Unsatisfactory(1):49 and below 
Behavioural competencies and/or work performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in three or more important areas. The employee is not meeting the job requirements. Performance must improve substantially within a reasonable period of time if the individual is to remain in this position.
***Failed to meet performance standards. There are not less than three (3) particular cases that can be cited to support the rating. (Cases to be cited in Section 7)
OVERALL RATING SCALE

Score
85 & above
84-75
74-65
64-50
49 & below
Rating
5
4
3
2
1
Description
Excellent
Very Good
Good
Satisfactory
Unsatisfactory



	SECTION 7:  Appraiser’s Comments on Performance

	Plan Achievement and additional contributions made.
(Appraiser to cite particular cases to support the rating).
APPRAISER’S SIGNATURE 

DATE (dd/mm/yyyy) 



	SECTION 8: Career Development


	LEARNING UNDERTAKEN
Programme/Learning Activity
Mode of learning
(e.g. Institutions of Training, Knowledge Sharing Fora, Coaching and Mentoring, On-the-Job Training etc.)  
Date/Duration

Competency/skills demonstrated after learning 
Training and Development – Comments on future training needs and learning plan of Appraisee
(To be completed by the Appraiser in discussion with the Appraisee) 

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------

	SECTION 9:  Appraisee’s Comments

	--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
APPRAISEE’S SIGNATURE 
DATE (dd/mm/yyyy) 


	SECTION 10: Chief Directors/Directors and Head of  Department’s (HOD) Comments 


	----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

NAME AND SIGNATURE
DATE (dd/mm/yyyy) 


	 MERIT AWARDS, RECOGNITIONS AND SANCTIONS

	On the basis of results of the performance evaluation, merit awards, recognitions, warnings or sanctions would be applied as follows: 

· Merit Awards for an Officer who attains a performance ranking of ‘Excellent’ i.e. achieves 85 and above of the stated deliverables. 

· Recognition to the Officer who attains a performance ranking of “Very Good” or “Good” i.e. achieves a score of 75-84 or 65-74of the stated deliverables.

· Warnings or sanctions to the Officer who attains a performance ranking of ‘Unsatisfactory  i.e. does not achieve the minimum required score of 50 of the stated deliverables

	Merit Awards

The rewards for the Officers shall include but not be limited to: -

· Promotion out-of-turn

· Study visits

· Commendations

· Salary increments

	Recognitions

Recognitions may take the following forms: -

· Mentoring

· Coaching

· Learning Opportunities 

	Sanctions - Disciplinary Action for Non-Performance

Sanctions for the Officers shall include but not limited to:

· Warning/Reprimand

· Forfeit yearly increment

· Demotion

· Removal for 3 years of unsatisfactory performance


GUIDANCE NOTES FOR THE COMPLETION OF THE STAFF PERFORMANCE APPRAISAL FORM
Note: All members of Staff/Heads of Divisions, Departments/Units and Appraisers should read the Guidelines below before filling the Form.
	 DEFINITION OF TERMS

	 “Appraiser” refers to the supervisor of the officer to be appraised. 

“Appraisee” refers to the officer whose performance is being appraised.

“Head of Department” means the officer occupying the position of a Departmental/Directorate head.
Director” means the Director/Analogous Grades officers occupying the position of a Directorate/Unit head in the Ministry. 

Focus Areas (FA) means the broad thematic areas the Directorate/Divisions/Unit hope to achieve by the end of the reporting period which is consistent with their action plan. Example: Performance Management and Reporting, Management of Information Systems, Training and Development of Staff, Implementation of Financial Regulations, Estate Management etc.

“Target” means activities to be undertaken within a particular period. The target set should be Specific, Measurable, Achievable, Realistic and Time-bound (SMART). The target set should lead to the achievement of the Focus Area. Example: draft initial Annual Performance Report by 28th Feb. 2021 and submit to supervisor, organise four (4) budget committee meetings and produced minutes three (3) days after the meeting etc.

Resources required- The resources needed to enable one meet the targets set within the year. 

	COMPLETION OF THE STAFF PERFORMANCE APPRAISAL FORM

	The staff appraisal instrument is one of the performance management tools used in the Civil Service. The SPAR has four (4) phases and officers from the grade of deputy director and analogous and below are mandated to complete the forms. 

The ultimate goal of the SPAR system is to:
· Assess staff performance and hold them accountable for the reporting period.

· Ensure institutional goals are achieved 

· Provide an opportunity for managers to share ideas on target delivery and also monitor work output of staff for optimum results.

· Identify skill/competency gaps and recommend appropriate training programmes for staff development

	PHASE ONE – PERFORMANCE PLANNING

	The planning phase is the initial phase of the performance appraisal process and each officer is required to go through the process by completing the forms with their supervisors. All supervisors are mandated to develop their work/action plans as well as individual Job Schedules to guide the process. The work/action plans should be derived from the organization’s strategic plans, the Chief Directors Agreement, the Heads of Departments and Directors/Analogous Grades Agreements.
The target setting process must be a top-down approach and this should be undertaken preferably in the first two weeks in January of the reporting year.  The target set should follow the SMART criteria for effective monitoring and evaluation purpose.

All three (3) fields of the Planning Phase template (Section 2) should be completed and duly signed and dated by both the Appraiser and Appraisee and copy submitted to the HR Manager. 

· Focus Area (FA) – Minimum of 2 and maximum of 3 for Sub-Professionals and  Minimum of 3 and maximum of 5 for Professionals - To be drawn from Directorate/Department/Unit Action Plans and  Appraisee’s Job Description. The FA should clearly spell out what the Department/Directorate/Division/Unit hope to achieve by the end of the reporting period and should be couched in a broader term. Example: Performance Management and Reporting, Management of Information Systems, Training and Development of Staff, Implementation of Financial Regulations, Estate Management etc. 
· Targets – A minimum of 5 targets to be set by sub professional Officers and a minimum of 6 targets to be set by Professional Officers. The activities to be undertaken within a particular period. The targets set should be Specific, Measureable, Achievable, Realistic and Time-bound (SMART).The target set should lead to the achievement of the Focus Area. Example: draft initial Annual Performance Report by 28th Feb. 2021 prepared and submitted to supervisor, four (4) budget committee meetings organized and minutes produced three (3) days after the meeting, draft letter to request for the planning phase on SPAR prepared by end of January etc.
· Resources required- The resources needed to enable the Appraisee meet the Targets set within the year. Kindly note that it is what is required (needed), not the additional resource required. Eg. Desk Top Computer, Printer, Stationery.
Stage1 - Before the Meeting
Step 1: Appraiser and Appraisee identify Focus area  
Step 2: Appraiser and Appraisee identify targets  
Step 3: Appraiser and Appraisee should exchange notes 
Stage 2 - During the Meeting
Step 1: Appraiser and Appraisee discuss and agree on  Focus Area identified for the Appraisee
Step 2: Appraiser and Appraisee discuss and agree on targets  
Step 3: Appraiser explains competencies as in Section 5
Step 4: Appraiser and Appraisee discuss key resources required for the attainment of targets 
Stage 3 – After the Meeting
Step 1: Appraiser fills out the Performance Planning Form 
Step 2: Appraiser and Appraisee sign the Performance Planning Form  
Step 3: Appraiser gives a copy of the page to the Appraisee and returns the original document to the Human Resource Director/Manager. 

	PHASE TWO – PROGRESS REVIEWS

	Discussion and communication between Appraiser and Appraisee on progress of work, and adjustment of targets if necessary, through the provision of formal feedback. 


The Progress review Stage of the performance appraisal cycle provides a formal mechanism by which Appraisers and Appraisee meet to review progress on targets. The Appraiser will arrange a mid-year progress review meeting in July. At least a week’s notice must be given to the Appraisee specifying the date, time and place of the meeting. The review process should be as follows:
i. Appraiser and Appraisee discuss progress of work in relation to targets set, one target after the other. If conclusions reached at the meeting necessitate changes or adjustments in targets, these modifications should be specified on the mid-year review form.  
ii. Appraiser and Appraisee discuss the extent to which competencies are being demonstrated; one competency after the other. 
iii. Appraiser and Appraisee agree on additions and deletions to targets and modifications where necessary.
iv. Appraiser records the changes if any and comments on the Mid-year Review Form. 
v. Appraiser and Appraisee sign the Mid-year Review Form.
vi. Appraiser and Appraisee take copies and the original document sent to the HR. 


	PHASE THREE – REVIEW AND APPRAISAL

	Evaluation of Appraisee’s performance at the end of the performance management period. 

The End-of-Year Review and Appraisal Meeting
The End-of-Year Review and Appraisal Process shall span the period of December 1st to December 31st.  The process is in three parts, namely before the interview, during the interview and after the interview.
Stage 1 - Before the Meeting
Step 1: Appraiser should give at least one week notice to the Appraisee of the meeting. 

Step 2: Appraiser should write down on a separate sheet Appraisee’s performance in terms of targets achieved and targets not achieved with reasons. 

Step 3: Appraiser should write down Appraisee’s performance in terms of competencies demonstrated and not demonstrated with reason(s). 

Step 4: The Appraisee should review his/her performance and list the main achievements. 
Step 5: The Appraisee should prepare for the discussion with the Appraiser. 

Stage 2 - During the Meeting
Step 1: The Appraiser should welcome the Appraisee and state the purpose for the meeting. 

Step 2: The Appraiser should discuss the targets achieved one after the other. 

Step 3: The Appraiser should discuss the targets not achieved one after the other 

Step 4: The Appraiser should discuss the competencies demonstrated one after the other 
Step 5: The Appraiser should discuss the competences not demonstrated one after the other. 

Step 6: The Appraiser should summarise his/her observations and communicate them to the Appraisee
Stage 3 - After the Meeting
Step 1 – The Appraiser fills the form within three working days. 

Step 2 – The Appraiser invites the Appraisee to read, provide comments on the appraisal and sign the End-of-Year Form (section 7).


	PHASE FOUR- DECISION–MAKING

	Deciding on courses of action, i.e. recognition/reward/sanction, learning plans, promotion prospects, career development plans, counselling and reassignment.
Performance Improvement or Enhancement plan is put in place by an autonomous body at the Human Resources Division to identify and list ways to enhance performance as well as any training and development or new challenges sought. The phase involves management ensuring that a plan of action is carried out such as coaching, counselling, reassignment, salary increase, bonus and learning programmes, which the employee will need during the next twelve months to ensure continues growth, to develop new skills, and/or to improve various aspects of job performance.


	LEARNING AND CAREER DEVELOPMENT

	Learning and career development of Appraisee is expected to be reported on through all the phases of the appraisal. At the Performance Planning Phase, the learning required must be indicated, status provided at Mid-Year and then all learning received at the end of the year. This is expected to guide the Appraiser in decision making in terms of the Appraisee’s learning and career development path. This will also inform the Human Resource Directorate of the Appraisee’s learning gaps for the ensuing year. 



	PERFORMANCE RATINGS, REWARDS AND SANCTIONS

	RATING OVERALL PERFORMANCE

The following criteria will be used to rate the overall performance of Officers on the basis of the total score obtained:

	Excellent  (5): 85-100
Behavioural competencies and/or work performance consistently excellent due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior; and either 1) included the completion of a major goal or project, or made an exceptional or unique contribution in support of unit, department, or organizational objectives. The employee truly stands out and clearly and consistently demonstrates exceptional accomplishments in terms of quality and quantity of work. His/her demonstration of competencies is easily recognized as truly exceptional by others.
***There are not less than three (3) particular cases that can be cited to support the rating.

	Very Good (4): 75-84
Demonstration of behavioural competencies and work performance consistently exceeded expectations in all essential areas of responsibility, and the quality of work overall was excellent. Achievements are regularly above expected level. Performance is sustained and uniformly high with thorough and on time results. Annual goals were met above expectation
***There are not less than two (2) particular cases that can be cited to support the rating.

	Good (3): 65-74
Behavioural competencies and/or work performance consistently fully met expectations in all essential areas of responsibility, and the quality of work overall was very good. While minor deviations may occur, the overall level of performance meets all requirements. The worker has achieved all critical annual goals.
***Performance met the expected standards

	Satisfactory (2): 50-64
Behavioural competencies and/or work performance averagely met expectations – performance failed to meet expectations in one or more essential areas of responsibility, and two or more of the most critical goals were not met. The employee generally struggles to fully meet expectations

***Performance fell short of expected standards. There are not less than two (2) particular cases that can be cited to support the rating.



	Unsatisfactory (1): 49 and Below
Behavioural competencies and/or work performance was consistently below expectations in most essential areas of responsibility, and/or reasonable progress toward critical goals was not made. Significant improvement is needed in three or more important areas. The employee is not meeting the job requirements. Performance must improve substantially within a reasonable period of time if the individual is to remain in this position.
***Failed to meet performance standards. There are not less than three (3) particular cases that can be cited to support the rating.

	MERIT AWARDS, RECOGNITIONS AND SANCTIONS

On the basis of results of the performance evaluation, merit awards, recognitions, warnings or sanctions would be applied as follows: 
· Merit Awards for an Officer who attains a performance ranking of ‘Excellent’ i.e. achieves a score of 85 and above of the stated deliverables. 

· Recognition to the Officer who attains a performance ranking of ‘Very Good’, ‘Good’ or ‘Satisfactory’ i.e. achieves a score of 75 – 84, 65-74 or 50 - 64 of the stated deliverables.

· Warnings or sanctions to the Officer who attains a performance ranking of ‘Unsatisfactory’ i.e. does not achieve the minimum required score of 50 of the stated deliverables.

	Merit Awards

The rewards shall include but not be limited to: -

· Promotion out-of-turn

· Study visits

· Commendations

· Salary increments



	Recognitions

Recognitions may take the following forms: -

· Mentoring

· Coaching

· Learning opportunities

	Sanctions - Disciplinary Action for Non-Performance

Sanctions shall include but not be limited to: -

· Forfeit yearly increment

· Demotion

· Removal

· Dismissal
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