m Tanzania Mentors Action (TMA)
HQ office Dodoma, Plot no 92, Itega Kizota , Tel +255 735850950,

w Dar Branch Office, Plot no 1486, Msasani Peninsula, P.O.BOX 105006, Dar Es
Salaam. Tel +255 222600412/3, Email: info@tma.or.tz, Website: www.tma.or.tz

ANNUAL PERFORMANCE APPRAISAL FORM

Date:

Employee Name:

Position Title:

Project:

Name of Technical Supervisor:

Review Period Covered:

Date of Review Meeting:

SECTION A: PROFESSIONAL CHARACTERISTICS ASSESSMENT OF THE EMPLOYEE
To be completed by the supervisor prior to the review meeting.

This section should be used to present a picture of the employee’s present performance. The
definitions below help the supervisor understand the criteria for each rating. The information
should be discussed to help the employee understand what changes should be considered in
work ethics or productivity.

e Exceptional - Performance at this level is clearly unique and far in excess of established
expectations. The employee consistently exceeds expectations in the outcomes
achieved in work quality, quantity and timeliness. The employee exhibits leadership
among peers in all dimensions of work performed.

o Exceeds Expectations - Performance at this level often exceeds established expectations
and standards for work quality, quantity and timeliness. The employee exhibits mastery
of most dimensions of the field of work performed.

e Meets Expectations - Performance at this level is satisfactory on the established
expectations and standards for work quality, quantity and timeliness. The employee
competently achieves the requirements of the position. By definition, most employees
will fall within this category most of the time unless notable and documented
performance merits another classification.
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o Below Expectations - Performance at this level is minimally capable and below the level
expected of the employee. Improvement is needed in significant dimensions of the job
in order to meet the expectations and standards for work quality, quantity and
timeliness. The employee performing at this level may be denied merit increases until
improved performance is demonstrated.

e Unsatisfactory - Performance at this level is unacceptable. The employee often fails to
achieve the basic requirements of the position and has exhibited little or no
improvement in job performance. Staff performing at this level should not be continued
in the position or placed on probation to monitor significant improvements within a fixed
period of time.

o Applicable - The responsibilities of the employee do not apply to this performance
evaluation attribute.



5=
Exceptional
Work Effectiveness
Job knowledge and skills
Attendance/punctuality
Work productivity
Work quality
Effectiveness in organizing
Efficiency in using resources
Comments

Personal Qualities
Initiative
Dependability
Creativity
Analytical ability
Judgment
Cooperation
Ethics

Comments

Work Relations

Ability to work with colleagues
Ability to work with supervisors
Ability to work with

Ability to work as part of a

Comments

Communication Skills
Speaking
Presenting/facilitating
Writing

Listening

Comments

4 = Exceeds
Expectations

3 = Meets
Expectations

2 = Below
Expectations

1=
Unsatisfactor

N/A



SECTION B: RECOMMENDATION
Actions to be taken:

Recommend to extend his/her contract for another year
Recommend for written or oral warning to the staff
Recommend ending employment agreement.

Recommendation Summary:

SIGNATURE

Signature confirm that the review was held by the technical supervisor to indicate performance
appraisal evaluation results.

Technical Supervisor Name

Signature

Date



