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                      PS FORM 5  
            




STAFF PERFORMANCE APPRAISAL FORM FOR THE PUBLIC SERVICE
UgandaGovernmentStandingOrdersSectionA-e

Preamble
StaffPerformanceAppraisalispartofthePerformanceManagementSystemforthePublicServiceofUganda.Itis
usedasamanagementtoolforestablishingtheextenttowhichsettargetswithinoverallgoalsoftheorganization
are achieved. Through staff performance appraisal, performance gaps and development needs of an individual
employeeareidentified.TheappraisalprocessoffersanopportunitytotheAppraiseeandAppraisertodialogueand
obtainafeedbackonperformance.Thistherefore,callsforaparticipatoryapproachtotheappraisalprocessand
consistenceintheuseofguidelinesbyallPublicOfficersinfillingtheform.

TheAppraiserandAppraiseearetherefore,advisedtoreadthedetailedguidelinesbeforefillingthisform.1

           DD             MM                    YY                         DD            MM                    YY
To

SECTION A:  PERSONAL INFORMATION (To be filled by the Appraisee)

NameoftheAppraisee…………………………………………………...……………………………………...……

   DD               MM                     YY                             

JobTitle/Rank…………………………..………………….Salaryscale………..........….….…….…………..…….

                  DD               MM                      YY                            

Termsofemployment(Probation,Permanent,Contract)…………..…………………………………………………

NameoftheAppraiser………………………………………………...…………………………………….......……

JobTitle/Rank…………………………..………………………Salaryscale………….….…….….………….….….

Ministry/Department/LocalGovernment/Institution……………………...……………….…….....………….……

Department………………….………………………………Division…….....……….………..………….………….

THE REPUBLIC OF UGANDA

DateofBirth

Dateofpresentappointment

Period of Assessment:From
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Definition of the Performance Levels

Excellent (5): TheAppraiseehasexceededtheagreedtargetsandhasconsistentlyproducedresultsofexcellent
qualityanddemonstratedahighlevelofproductivityandtimeliness.TheAppraiseeisamodel
ofexcellenceinboththeresultsachievedandthemeansbywhichtheyareachieved.

Very good (4): TheAppraiseeachievedalltheagreedoutputsinlinewiththeagreedtargets.TheAppraisee
consistentlymeets expectations for theoutputs achievedand themeansby  which theyare
achieved.

 Good (3): TheAppraiseeachievedmost,butnotalltheagreedoutputsinlinewiththeagreedtargets,and
thereisnosupportingrationalefornotmeetingtheothercommitments.

Fair (2): The Appraisee has achieved minimal outputs in line with the agreed targets and without a
supportingrationaleforinabilitytomeetthecommitments.

Poor (1): TheAppraiseehasnotachievedmostoftheagreedtargetsandwithoutsupportingrationalefor
notachievingthem.

Overall Assessment of Performance
Overallassessmentofperformanceshouldbederivedbyaddingthescoresateachperformancelevelandthetotal
dividedbythetotalnumberofoutputs.Theaverageofthescoresobtainedshallbetheoverallassessment.

Overall Performance Level Excellent

5
VeryGood

4
Good

3
Fair

2
Poor

1
Tick the relevant box

SECTION C: ASSESSMENT OF CORE COMPETENCIES
ThissectionshouldbefilledbytheAppraiserafterjointdiscussionsbetweentheAppraiserandAppraisee. The
assessmentwillhelpestablishanyareaswheresometrainingordevelopmentisnecessary.TheAppraiseeshould
beratedonlyinareas,whicharerelevanttohis/herjob.Themaximumpointspercompetenceare5,where5isfor
Excellent,4-VeryGood,3-Good,2-Fair,1–Poor,N/A-NotApplicable.TheAppraisershouldgiveworkrelated
examplesundercomments,tojustifytheirrating.

COMPETENCE ASSESSMENT
Performancelevelattained
(Pleasetick)

COMMENTS

5 4 3 2 1 N/A

Professional knowledge/skills
Drawsonownexperience,knowledgeandexpertiseto
demonstrategoodjudgment;relatesprofessionalknowledge
towork.

Planning, organizing and coordinating
Prioritizesownwork,developsandimplementsplans;
rationallyallocatesresources,buildsgroupcapacityfor
effectiveplanningandexecutingofwork.Hasabilityto
meetdeadlines.
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Leadership
Keepspeopleinformed;modelsandencourages
personalaccountability;usespowerandauthority
fairly;demonstratescredibleleadership,championsnew
initiatives;reinforcesandcommunicatesacompelling
visionforchange.

Decision Making 
Makeslogicalanalysisofrelevantinformationandfactors;
developsappropriatesolutionsandtakesaction,generates
ideasthatprovidenewinsight;providesreasonsfor
decisionoractions,isobjective.

Team work
Workscooperativelyandcollaboratively;buildsstrong
teams;sharesinformationanddevelopsprocessesto
improvetheefficiencyoftheTeam.

Initiative 
Showspersistencebyaddressingcurrentproblems;
actsproactively,plansforthefutureandimplements
comprehensiveplans.
Isopentonewideas;curiousaboutandactivelyexplores
newpossibilities;identifieshowtocreatemorevaluefor
customers;takesactiononinnovativeideasandchampions
innovation.

Communication
Activelylistensandspeaksrespectfully;seekstosend
clearoralandwrittenmessages;understandstheimpactof
messagesonothers.

Result Orientation 
Takesupdutywillinglyandproducesresults.

Integrity
Communicatesvaluestoothers,monitorsownactionsfor
consistencywithvaluesandbeliefs,takesprideinbeing
trustworthy;isopenandhonestandprovidesquality
serviceswithoutneedforinducements.

Human Resource Management 
Workseffectivelywithpeopletoachieveorganizational
goals.Motivatesthesupervisees,focusesontheknowledge,
skillsandattitudesandthegeneralworkenvironmentthat
affectstheirefficiencyandeffectiveness.Trains,mentors,
coaches,inspires,motivatesthesupervisees,delegates
effectivelyandareabletobuildastrongworkingteam.

Financial Management
Knowsthebasicfinancialpoliciesandprocedures;familiar
withtheoverallfinancialmanagementprocesses.

Management of other resources (equipment & facilities) 
Effectivelyandefficientlyusesresourcestoaccomplish
tasks.

Time Management
Alwaysintimeandaccomplishestasksintimerequiredand
maximizestheuseoftimetoachievesettargets.
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Customer care
Respondswellandattendstoclients.Reflectsagood
imageforthePublicservice.

Loyalty
ComplieswithlawfulinstructionsofSupervisorandisable
toprovideongoingsupporttoSupervisors.

AnyotherrelevantCompetence

SECTION D:  ACTION PLAN TO IMPROVE PERFORMANCE
TheActionPlanshallbe jointlyagreedduring theperformanceappraisalmeeting, takingintoconsideration the
Appraisee’srequiredjobcompetencesandtheidentifiedperformancegaps.

Theactionplan to improveperformancemay include;Training,Coaching,mentoring, attachment, job rotation,
counselingandorprovisionofotherfacilitiesandresources.

Where the plan (s) involves formal training of theAppraisee, the record should be forwarded to the Training
Committee.

Performance Gap Agreed Action Time frame 

SECTION E: COMMENTS, RECOMMENDATIONS (IF ANY) AND SIGNATURES 

ThissectionistobecompletedbytheAppraisee,AppraiserandthecountersigningOfficers.Itisaconfirmation
thattheappraisalmeetingtookplaceandthattherewasagreementoriftherewasdisagreement,itwasresolved.It
isalsoconfirmationthattheactionplantoimproveperformancewasdiscussedandagreedupon.TheAppraisee/
Appraiser/countersigningofficershouldusethissectiontocommentaboutthejob,careerandanyotherrelevant
information.

COMMENTS OF THE APPRAISEE

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

…………………………………………..………………………………………………………………….…………
     DD                        MM                              YY

Signature…………………………………………….
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COMMENTS OF THE APPRAISER

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

……………………………………………………………………………………………...…………………………

     DD                        MM                              YY

COMMENTS OF THE COUNTERSIGNING OFFICER/SUPERVISOR OF APPRAISER

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

……………………………………………………………………………..……………..…………………………

…………………….......................................................................................................................................................

NameofCountersigningOfficer…………………..……………………………………......……………..…...……..

JobTitle………..………………………………………………………….……………...……………………..……

     DD                        MM                              YY

COMMENTS OF THE RESPONSIBLE OFFICER

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

……………………………………………………………………………………......…………………………….…

Name……………………………………………………….………………………....……………….………….......

JobTitle…………………………………………………………………………….....………………………..……

     DD                        MM                              YY

Signature…………………………………………….

Signature…………………………………………….

Signature…………………………………………….


