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NOTES 

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· Details of UCT policy on performance planning, performance reviews and staff development (academic staff) may be found at http://www.hr.uct.ac.za/hr/performance/management/academic_staff/performance_planning/
· The faculty’s performance evaluation guidelines should be consulted for the evaluation of high achievers.

	Staff Member
	
	Year
	

	Department
	
	Date
	

	Purpose
	To establish performance category


HOD’S COMMENTS

Complete in the absence of other documentation or, alternatively, attach the Annual Review Record.

	Teaching
	

	Research


	

	Management, Leadership and Administration
	

	Social Responsiveness
	


PERFORMANCE ASSESSMENT (tick) 
	Good
	
	Under Performance
	
	Unsatisfactory Performance
	

	High Achiever
	
	To be considered for
	Ad Hominem Promotion
	

	
	
	
	Recognition of Excellence (Professors)
	

	
	
	
	Merit Award (Lecturer, Senior Lecturer, Associate Professor)
	

	Are you still on probation? (tick)
	Y
	N


PERFORMANCE SCORES ACCORDING TO FACULTY GUIDELINES

It is not necessary to complete this section where the HOD and staff member agree on assessment as ‘Good’.

	Category
	Staff Member’s Scoring

(rating*weighting)
	Total
	HOD’s Scoring

(rating*weighting)
	Total

	Teaching
	
	
	
	

	Research
	
	
	
	

	Management, Leadership & Admin
	
	
	
	

	Social Responsiveness
	
	
	
	

	Total
	
	Total
	


	HOD
	Comment
	

	
	Signature
	
	Date
	

	Staff Member
	Comment
	

	
	Signature
	
	Date
	


COMPLETING A PERFORMANCE ASSESSMENT FORM

HR175

When do I complete this form?

This form is completed by the Head of Department for each member of his/her academic staff.  It provides a recommendation on the performance category into which individuals fall.  These categories include

· Good

· Under performance

· Unsatisfactory performance

· High achiever
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It is not necessary to have a full formal assessment interview with each staff member every year.  An assessment interview must be held, however, when an HOD wishes to recommend someone (i) as a high achiever, or (ii) as an under- or unsatisfactory performer, or (iii) as a good performer but the staff member wishes to apply for recognition as a high achiever.  Please seek the advice of the Faculty Human Resource Office or the Employee Relations Office before proceeding with cases or under or unsatisfactory performance.

Where do I send this form?

This form is sent 

· to the Dean through the Faculty Human Resource Office

· then to the Faculty Promotion and Remuneration Committee if a case for high achiever status is made by either the staff member or the HOD  

· then to the Vice-Chancellor if ad hominem promotion is supported by the Faculty Promotion and Remuneration Committee – and 

· finally, to HR Administration at Bremner.

When do I submit this form?

Usually at mid-year or early in the second half of the year.

What other forms do I need to complete?

The completion of this form is normally preceded by the completion of the Annual Review Record (HR174) by individual academics.  Staff that wish to be recognized for excellence should follow the guidelines provided by the Faculty which are obtainable from the Faculty Human Resource Office.
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