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Republika e Kosovës

RepublikaKosova-Republic of Kosovo

Qeveria - Vlada – Government

Form 1
Performance results appraisalform 
I. General data
	Institution
	

	Organizational unit
	

	Appraised person (name and surname)
	

	Position 
	

	Appraiser (name and surname)
	

	Position of appraiser 
	


II. Appraisal based on objectives / tasks of position (depending on the position the number of objectives / work tasks and activities may be greater or smaller) 
	Nr
	Objective/work tasks 
	Activity
	Marks


	1
	
	1.1

1.2

1.3
	

	2
	
	2.1

2.2

2.3
	

	3
	
	3.1

3.2

3.3
	

	4
	
	4.1

4.2

4.3
	

	5
	
	5.1

5.2

5.3
	


	Comments of appraiser related to implementation of objectives
:



	Appraisal based on skills

	1. Appraisal of managing skills: 

	1.1. Planning and organization: The ability to plan, organize and coordinate the activities and work tasks are appraised, and his subordinates. 

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	1.2. Decision-making: The ability to take right, on time and operational decisions by taking the responsibility for taken decisions is appraised.

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	1.3 Motivation (development) and impartial treatment of staff: The ability to create motivating work environment for subordinates; to adapt the way of management depending on the situation is appraised,in order to prevent and resolve conflicts, to assess the activities of subordinates, as well as to fairly distribute tasks to subordinates.

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	2. Personal skills and ability:

	2.1. Technical/professional knowledge:  The professional competence of civil servants on the knowledge and skills necessary to perform job tasks, the ability to transfer knowledge and experience to others is appraised.  

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	2.2. Initiative and creativity:The ability of civil servants to take initiatives in order to accomplish work tasks by affecting the increase of efficiency and effectiveness and to solve problems through new ideas, alternatives and creativity is appraised. 

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	2.3Teamwork: ability of the civil servant to lead / work in groups, to cooperate with members of the group and contribute to active participation in group is appraised. 

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	2.4. Communication and representative skills: ability to communicate (oral and written) effectively with managers, subordinates and the parties, the ability to explain certain tasks and objectives, and ability to represent the institution within his competence is appraised.

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 



	2.5. Effectiveness at work:The abilityto perform work tasks in time and optimum costs by achieving maximum results is appraised.

	Marks:   FORMCHECKBOX 
Excellent (5)        FORMCHECKBOX 
Very good (4)        FORMCHECKBOX 
Good (3)       FORMCHECKBOX 
Adequate (2)        FORMCHECKBOX 
Poor (1)

	Comments*: 




Average mark for objectives: ___
; Average mark for skills:___
;General mark:____
; 

Appraiser signature/date












	Comments of appraised person, if he is unsatisfied with the appraisal of appraiser:




Signature of appraised person
/date
�Only the objective is appraised with marks, not the activity.         


�Comments are mandatory in case of appraisal with marks 1, 4 and5.


�The average objective mark is calculated by adding marks of all appraised objectives and by dividing the number of appraised objecrtives. 


*Comments are mandatory in case of appraisal with marks 1, 4 and 5. 


�The average skills mark is calculated by adding marks of all appraised skills and by dividing the number of appraised skills 


�General mark is calculated by adding 60% (multiplied by 60 and divided by 100) of the average objective mark and 40% (multiplied by 40 and divided by 100) of average skills mark.  


�If the appraised person is dissatisfied with the appraisal, he can make a note to the signature place and write his eventual comments on the foreseen section in the appraisal form.  
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