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SECTION: A-2: APPRAISER INFORMATION__________
’ DR. MICHAEL A. UGEN 

DIRECTOR

1

Dr,2, Mr. ^jMrs.l^. Ot^rs

Name of Appraiser 
[Position of Appraiser

is an instrument for evaluating the performance of staff

MR. MBALULE SIMON 
1682
SYSTEMS ADMINISTRATOR 
ICT/NaSARRI
P1 JULY 2016

Preamble
This Staff Performance Appraisal Form is an i
n relation to their contribution to the achievement of the goals and objectives of NARO. The 

overall objective of the Performance Management System (PMS) is to manage and improve the 
performance of NARO by enabling a higher level of staff participation and involvement in 
planning, delivery and evaluation of work performance. Staff Perfonnance Appraisal in NARO 
offers an opportunity to a member of staff (Appraisee) to dialogue with the supervisor 
(Appraiser) and to obtain feedback on his/her performance. It is further intended help the 
Secretariat to ascertain skills and performance gaps and thereby design appropriate interventions 
to improve individual performance.

Appraisers and the Appraisees should read the detailed Guidelines before completing the Staff 
^rformance Appraisal Form.

’eriod of Assessment
From 1ST JULY 2017 To: 30™ JUNE 2018

Section a-1: appraisee personal information 
Title
Name
(Full names in block letters) 
Personal File Number_____
Present Job Title/Position 
Department/Institute
Date of last Appointment



Outputs

4 51 2

5

Fully met target- LAN was also extended to bio-
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Local Area Network 
(LAN) setup maintained

-LAN extended to cotton and 
cereal blocks for network/internet 
connectivity’ (Patch panel, 24 ports

Comments on 
Performance

(To be completed by the Staff and Supervisor at the
(Performance Indicators

Extend LAN to cotton and cereals 

blocks by installing and configuring 
network devices eg network 

switches, patch panels and face­

plate's data points by August 2017

Part B(2): Performance Appraisal
(To be completed by the Supervisor at the 
end of the appraisal period)
Performance

Level
3

Easy sharing of working network switch and racker) 
directories, files and hardware (installed and configured 
on the network.

SECTION B: PERFORMANCE PLANNING (AGREEMENT) AND REVIEW FOR?

below:
Rating Scale

a) Outstanding (5): Results achieved exceeded target
b) Very Good (4): Results fully met target
c) Good (3): Results almost met the target
d) Fair (2): Achieved some results
e) Poor (1): Did not achieve any results ___________________________________

Part B(l): Performance Planning
Key Outputs, Performance Indicators & Performance Targets

- - - . .. beginning of the assessment penod)
Agreed Performance Targets



Fully met target

4
?ully met target

Target achieved

3 | P a g e

Staff supported in computer 
use and safety of working 
directories.

Staff able to use 
computer

Working directories safe 
guarded from damage

Some staff were busy in 
field so it became hard to 
arrange for a meeting to 
capture the targeted number

ICT-ADMIN, NASARRIJCT 
RESOURCE and ICT 3 configured 
and secured____________________
Conduct one (1) seminar on best 
computer practices to 20 staff by 
March 2018.

-Performed training to 10 staff
To configure and maintain Softros 
LAN messenger application software 
to 20 computers on LAN by June 
2018 to ease information sharing.

-Wireless Linksys adapter 
configured as alternative server to 
[broadcast 50 DHCP- IP addresses 

Configure and maintain two (2) 
secured wireless hotspots by April 
2018

pesticide laboratory with the above 
mentioned network devices 
installed and configured

Configure and maintain Linksys 
wireless broadband router as 
alternative internet server to assign 
Dynamic Host Configuration Protocol 
(DHCP) of Internet Protocol (IP) 
addresses to 50 computers on the 
network by December 2017



4

4

Target achieved

3
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W

-Computers hardware’s and 
peripherals serviced and 
maintained for better 
performance

-Application softwares for the 
various peripherals installed for 
effective performance of the 
hardwares.

-Some computers already 
iiad partitioned HDD.

20 computer HDD 
partitioned to separate 
program files from working

Computer Hard Disk Drives (HDD) 
for 25 staff partitioned by April 2018 
and Antivirus application software’s 
installed on 30 computers by June 
2018.

- Application software (Softros 
messenger) developed and installed 
on 20 computers.
-Staff able to share files. Directories 
and send chats while in their offices 
using Local Area Network (LAN)
Connecting, Installing, configuring 
and maintaining computers and their 
peripherals like printers for 30 staff.

-The process of Antivirus 
activation of licenses is 
ongoing.



directories

A

Target achieved

Target achieved

5 page

Antivirus application 
license activated to 20 
computers.

-AH logs for system (Windows) 
and application softwares on 30 
computers generated and stored in 
SQL database for easy access and 
retrieval._______________________
Setting up IP lease table for Dynamic 
Host Configuration Protocol (DHCP) 
addresses on the server for easy 
management of users on the network 
after configuration of PFSENSE 
system software with DHCP enabled 
by May 2018

-PFSENSE system software 
installed and configured on the 
server to automatically generate IP 
lease tables for active computers 
on LAN

Generate logs of application and 
system software’s running on 30 
computers to help in trouble-shooting 
by May 2018



3

4
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I

-Some users were given 
Administrative rights to enable 
them install applications of their 
interest

-20 computers were assigned 
names and some users were denied 
Administrative rights.

Assign 25 computers names for easy 
identification and monitoring on the 
LAN

Limited funding to achieve 
the set target of 10 printers 
to be repaired

Some computers had names 
and limited access rights.

-Repair has been done to 5 printers 
and 2 photocopiers serviced by 
replacing the fuser unit, cartridge 
and drum unit.

-The peripherals logs has been 
generated and stored to ensure 
timely maintenance.L 

Repair and service logs for 10 
printers and 2 photocopiers kept to 
ensure timely maintenance by 
November 2017



5

Effective internet services
Target achieved
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Uninterrupted internet 
services ensured

internet connectivity for 30 staff 
maintained throughout the year as 
per the subscribed 1 MB bandwidth.

-Bandwidth upgraded from Imbps 
to 2mbps and 40 staff able to 
access internet sendee.

-Two CISCO switches installed 
and configured.

Configuration of PFSENSE system 
software on server to effectively 
monitor both active and in-active 
users on the LAN by December 2018

-PFSENSE system software 
installed and configured on the 
server to monitor both active and 
in-active users on LAN.

Limited funds to effect 
subscription

-Addendum signed for the period 
July - December 2017 and 
payment effected up to October 
2017



5"

Target achieved

4

No funds to effect payment

M

Setup firewall to enable 
blocking/passing of specific Internet 
Protocol (IP) for both 
network/intemet access.

To ensure that quarterly internet 
subscription has been paid to avoid 
disconnection

-Addendum for the period January 
-June 2018 was prepared but still 
being held by Airtel Uganda 
Limited.

-Squid software activated to enable 
in controlling network traffic 
transmission for effective internet 
and network service

-Subscription not paid from 
November 2017 to June 2018

Firewall was set-up on the server 
to easily allow/deny specific 
MAC/IP addresses to internet 
/network access

Page



Target achieved

3

limited funds

Target achieved
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ICT specifications. Work plan 
|and procurement plan

Quality ICT equipments 
acquired

To conduct three (3) quarterly review 
meetings to evaluate the performance 
of the internet service at Airtel 
Uganda Limited and advise 
management by May 2018

-BIOS configured to automatically 
boot the server every after 
Sminutes whenever batteries 
regain power from the main power 
source.

Develop work plan and budget for 
the ICT department for FY

Setup the internet server BIOS 
settings to automatically boot 
whenever there is power failure 
without losing the configurations by 
February 2018

-Two meetings were conducted for 
QI (July - September) and Q2 
(October - December) 2017

-Four batteries and Two inverters 
procured and installed



developed 2018/2019 by June 2018

■7

Target achieved

Target achieved

-Seven (7) staff profiles uploaded

Institute Website updated Interactive website
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Uploading of available Oil crops 
(Groundnut) technological 
information by September 2017

Populated with 10 staff profiles by 
January 2018

Produce minimum specifications to 
guide procurement of quality ICT 
equipment’s across all programs.

-Draft ICT work plan and budget 
developed

Never received profiles for 
other staff to fully meet the 
target______

-Minimum specifications of all ICT 
equipments developed and has 
been used during the procurement 
of ICT items.

-Draft ICT procurement plan 
developed

Develop procurement plan for the 
ICT department for FY 2018/2019 by 
June 2018

-Uploaded availed information on
T
____ [Target achieved



website

4
Target achieved

4
Target achieved

4
Target achieved

40 extension lines working properly

4
Target achieved

PBX and distribution box maintained
4 Target achieved
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Internal communication 
improved___________
Internal communication 
improved

Uploading of available Cereals 
technological information by 
November 2017

-Configured all extension lines into 
the PBX to improve internal 
communication.

Uploading of available fiber (cotton) 
technological information by March 
2018

Uploading of available legumes 
technological infonnation by January 
2018

Intercom connectivity 
maintained_________
Intercom connectivity 
maintained

-Uploaded availed information on 
website

- Uploaded availed information on 
website

- Uploaded availed information on 
website



-PBX and distribution box serviced
once
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_________ -
1------
presentable

1° V h l;„etS=Average Score on Targets/SxSO-... 
Overall Score on Performance Targets Ave g

“X“Z."XXr 
competence was consent y

"below expectations each competence
y^tTSiui-.cOTigsNCK 
fcompetence(s)

[completes work assignments^
flnterperson:----- . ,.

 ias a good working relationship,
 

 
Initiative? 

leagues as appropriate;

al Development a

jSSHSwffissreOTSPsaw5^
sment. Stn ^^Ant/Section

in self and in the 1.--

works in partnership with others-------------^nr^i^HTSager fw
Commitment to Own training from NARO _
self-development; has inner dr ---- - --------------- : j

personal Appearance: 
presentable
EmhSS^DriveTHigWy



wm

Comments
3 2 I

;ns 3

exceeded

Tick as 
appropriate

T

 ISORY COMPETENCES
supervisory responsibilities)

 Assessment 
H7

•rovement (49-41%)

^^‘^nacc^SbTe Perform^
(40 /o & below)
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 s staff to achieve  

 Managing People: Coaches, < ’-----
expectations, recognizes achievement 
performance goals wi * ~~
Team Building .-Promotes tei 
Overall Rating ofComp< ‘ ~ 

f ction d.. overall performance rating <
Use the scale below to interpret the overall performance of the

g+O.. ■ 4a! ,be far Section B md C.   
Overall performance rating 

 
  "Outstanding Performance (80% & above )' 

Very Good Performance (79-65%) 

sato^ac^^ 
| v zo ) 
[Needs Imp:

p ... . ------rr.*wj the basic
, - familiar with the overall financial

evaluates, develops people; sets
■ith ma dZ ’ manaSes conflicts, aligj 
ith NARQs goals, provides feedback: delegates 

team spirit —-----

Sco^^PPlicable Competences/5

2 IS' - '7
7 

Explanation

Employee has in all areas
_ _agreed expectation
_ Employee has met all expectations 

mployee has met most expeett tions

Employee has not met most " 
expectations 

"Employee has failed to meet

_ expectations

SECTION E: PERFORMANCE IMPROVEMENT PLAN

identified performancJ’gaps^Th™pX^actions1 j°? COmpetences and the
mentonng, attachment Job rotation L counseling etc 7 COaC'hing’

ISL^fdjfficulties, setbacks or pressure of work



 
 s

Signature  

 

Signature 

J------
a g e

Name

Signature^........................... .
SECTION F-4: COMMENT; 
DES GNEE

SECTION F-2: APPRAISEE'S COMMENTS ON APPRAISAL BY THE SUPERVISOR

General comments on your performance, if any 

15 |P

SECTION F: OVERALL COMMENTS AND RECOMMENDATIONS
Overail comments on the appraisee's performance such as strengths, skills or qualities which 
ne/she has, including recommendations such as confirmation, extension of probationary period 
reward, traimng, renewal of contract, termination of contract etc.

Date

Appraisee's Signature: ..: • • • •'' '( ............... ’     
SECTION F-3: COMMENTS ON APPRAISAL BY HEAD OF INSTITUTE/ 
DEP ARTMENT
These should focus on the consistency and reasonableness of the assessment and comments 
gi^en^y the supervisoron tjie appraisee's performance

 

......................... Date..
HE DIRECTOR GENERAL OF HIS/HER

SECTION F-l: COMMENTS BY IMMEDIATE SUPERVISOR

lervisor's Name.. ■ LN/Ij.


