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PERFORMANCE APPRAISAL REPORT

LECTURER





A. TEACHING AND SUPERVISION (30%)

	CRITERIA 
	1st Assessor 
	2nd Assessor 

	(Scale    5 =Very High, 4 =High, 3 =Moderate, 2 =Low, 1 =Very Low)

	1      TEACHING      

Lecture, tutorial, small group discussion, practical, clinical teaching (‘bed-side teaching’ / ‘ward rounds’), seminar, including long distance teaching. 
	
	

	2.     SUPERVISION

Elective project / postgraduate dissertation / postgraduate coursework / PhD thesis / supporting staff project. 
	
	

	        TOTAL ACCORDING TO PROPORTION  

 
	       X  30 =
  10
	      X  30 =
 10


B. RESEARCH AND PUBLICATION 
(Non-Clinical Lecturer= 20%, Clinical Lecturer=10%)

	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale    5 =Very High, 4 =High, 3 =Moderate, 2 =Low, 1 =Very Low)

	1      RESEARCH
Completed and on-going research (begin on the assessed year or begin and complete on the assessed year) including researches with or without sponsorship that registered with IRDC. State the number and also the contribution and role in the research.
	
	

	2.     PUBLICATION

Publication(published article only): Original work, Translation, Educational books, Chapter in book, Article in the journals (local or international), Proceedings, Abstract in journal, Abstract in the Abstract Book, Technical Report, Article in the newspapers, magazines and others for public reading, Academic Dictionary, Encyclopaedia and other non literary creative work (Innovation / Patent /Software Development)
	
	

	3      CONFERENCE 

All types of training including: Conferences, Seminars, Workshops, Short courses, Lectures, Colloquium and role as Speaker / Panel member / Chairman / Presenter (Oral / poster) or Participant.
	
	

	        TOTAL ACCORDING TO PROPORTION
	      X 20/10=

 15
	      X 20/10=

1 5


II:
SUPERVISION AND / OR SPECIALISATION 

(Non Clinical Lecturer =10%, Clinical Lecturer=20%)

	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale    5 =Very High, 4 =High, 3 =Moderate, 2 =Low, 1 =Very Low)

	Appointment as consultant or specialist in the area of specialisation to exalt reputation of the Faculty and University as well as become an academic assessor (External examiner, Editor, Referee etc)


	
	

	        TOTAL ACCORDING TO PROPORTION  


	      X10/20=

 5
	      X10/20=

 5


III:  ADMINISTRATION AND DEVELOPMENT (Total= 10%)

	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale    5 =Very High, 4 =High, 3 =Moderate, 2 =Low, 1 =Very Low)

	1. Assessment based on AP’s contribution as a member in any committee or organization at university level (1%)
	
	

	          TOTAL ACCORDING TO PROPORTION


	       X 1=

 5
	       X 1=

 5


	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale    5 =Very High, 4 =High, 3 =Moderate, 2 =Low, 1 =Very Low)

	Assessment based on AP’s contribution as a member in any committee or organization at faculty level (9%)
	
	

	        TOTAL ACCORDING TO PROPORTION  


	       X 9=

 5
	       X 9=

 5



	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale  5 =Excellent, 4 =Good, 3 = Moderate, 2 =Weak, 1 =Very Weak)

	1.     LEADERSHIP
Visionary, commited, decisive, initiative and motivated towards the objective of the organisation.
2.     DISCIPLINE
Mentally and physically in control, including rule abiding, punctual, trustworthy and patient.

3.     PROACTIVE AND INNOVATIVE

Creativeness with foresight and ability to generate new ideas. Innovative and progressive in the improvement of quality and productivity of the organisation. 
4.     NETWORKING AND COLLABORATION
Ability to develop a harmonious and friendly working environment and adaptability in any situation. 

	
	

	        TOTAL ACCORDING TO PROPORTION  
	      X 10 =

 20
	      X 10 =

 20



	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale   5 =Very Active, 4 = Active, 3 = Moderate Active, 2 = Less Active, 1 = Not Active)

	1.     Service to student (10%)

Evaluation based on AP’s contribution in any student activities such as OPKIM coordinator, etc.
	
	


	       TOTAL ACCORDING TO PROPORTION
	      X 10 =

 5
	      X 10 =

 5

	2.     Service to University (4%)

Evaluation based on AP’s contribution in representing the university  in any society / club / task force / sports


	
	

	        TOTAL ACCORDING TO PROPORTION  
	      X 4 =

 5
	      X 4 =

 5

	CRITERIA 
	1st Assessor
	2nd Assessor

	(Scale   5 =Very Active, 4 = Active, 3 = Moderate Active, 2 = Less Active, 1 = Not Active)

	3.     Service to Professional Bodies (3%)

Evaluation based on AP’s contribution organisation.
	
	

	        TOTAL ACCORDING TO PROPORTION  


	      X 3 =

 5
	      X 3 =

 5

	4.     Community Service (3%)
Evaluation based on AP’s contribution and involvement in community activities that improve the quality of life such as lectures/forum at district/ state / national / international levels.
	
	

	        TOTAL ACCORDING TO PROPORTION  


	      X 3 =

 5
	      X 3 =

 5



	TOTAL 

MARKS
	1st Assessor ( % )
	2nd Assessor ( % )
	AVERAGE MARKS ( % )

(For office use)





 






                   PYD Signature                                                                            Date





ATTACHMENT A


PERFORMANCE APPRAISAL SCALE

WORK OUTPUT SCALE

A. TEACHING AND SUPERVISION

	LEVEL
	SCALE
	DEFINITION

	Very high
	5
	Completion of all given teaching and supervision task well within the time frame and produced material, technique or new method that could elevate the quality of teaching and supervision.

	High
	4
	Completion of all given teaching and supervision task well within the time frame without any negative report. 

	Moderate
	3
	Completion of all given teaching and supervision task within the time frame with a minor negative report (involves only administrative action).

	Low
	2
	Not completing all given teaching and supervision task as assigned within the time frame with a minor negative report (involves only administrative action).

	Very low
	1
	Not completing all given teaching and supervision task as assigned within the time frame with a major report. (disciplinary action taken).


B.   RESEARCH AND PUBLICATION (Including Conference)

	LEVEL
	SCALE
	DEFINITION

	Very High
	5
	Output quantity and quality always above the minimal requirement of the job based on predetermined performance indicators.

	High
	4
	Output quantity and quality sometimes above the minimal requirement of the job based on predetermined performance indicators.

	Moderate
	3
	Output quantity and quality at a minimal requirement of the job based on predetermined performance indicators.

	Low
	2
	Output quantity and quality does not reach the minimal requirement of the job based on predetermined performance indicators.

	Very Low
	1
	No research or publication output that meet the requirement of the job based on predetermined performance indicators.


C.    CONSULTANCY AND / OR SPECIALIZATION

	LEVEL
	SCALE
	DEFINITION

	Very High
	5
	Output quantity and quality always above the minimal requirement of the job based on predetermined performance indicators.

	High
	4
	Output quantity and quality sometimes above the minimal requirement of the job based on predetermined performance indicators.

	Moderate
	3
	Output quantity and quality at a minimal requirement of the job based on predetermined performance indicators.

	Low 
	2
	Output quantity and quality does not reach the minimal requirement of the job based on predetermined performance indicators.

	Very Low
	1
	No consultation and / or specialization output according to the requirement of job based on predetermined performance indicators.


D.    CONFERENCE

	LEVEL
	SCALE
	DEFINITION

	Very Active
	5
	Involvement and contribution in conferences always above the minimal requirement of the job based on predetermined performance indicators.

	Active
	4
	Involvement and contribution in conferences sometimes above the minimal requirement of the job based on predetermined performance indicators.

	Moderate
	3
	Involvement and contribution in conferences at the minimal requirement of the job based on predetermined performance indicators.

	Less Active
	2
	Involvement and contribution in conferences does not reach the minimal requirement of the job based on predetermined performance indicators.

	Not Active
	1
	No involvement and contribution in conferences according to the requirement of job based on predetermined performance indicators.


PART IV – LEADERSHIP AND PERSONAL QUALITIES
	

LEVEL
	SCALE
	DEFINITION

	Excellent
	5
	Always personifies and applies excellent individual qualities in line with exemplary and good role model.

	Good
	4
	Personifies and applies good individual qualities in line with the service ethics, profession, social and humanity. Satisfactory leadership.

	Moderate
	3
	Inherit and implement individual good qualities in harmony with the service ethics, profession, social and humanity. Occasional guidance required. 

	Weak
	2
	Lack of personification and application of good qualities. Guidance required.

	Very weak
	1
	Does not personify and apply good qualities. Non responsive to advice constructive comments.


PART V - ACTIVITY AND CONTRIBUTION BEYOND OFFICIAL DUTIES
	LEVEL
	Very Active
	Active
	Moderately
Active
	Less Active
	Not Active

	SCALE
	5
	4
	3
	2
	1
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UNIVERSITI TEKNOLOGI MARA





Year of evaluation 2019





PART I – INFORMATION OF APPRAISED PERSONNEL (AP)


                    











(i)	Name	:  


Current Position: 


(In the year of appraisal) 





					








                            





PART II  





I : WORK OUTPUT


Assessors are required to give evaluation according to actual work output of AP compared to the determined Annual Task Projection (ATP). Assessment must evidence-based and defined according to the criteria mentioned below, by using a scale of 1 to 5.





PART IV – LEADERSHIP AND PERSONAL QUALITY (Total 10 %)


Assessors is required to give review based on the definion of every criteria as mention below by using scale 1 to 5 :-








PART V –  ACTIVITY AND SERVICE CONTRIBUTION, INCLUDING SERVICE TO PROFESSIONAL 


                 BODIES    (20 %)





Assessors is required to evaluate based on the definition of the criteria mentioned below by using a scale of 1 to 5 :- 








PART VI – TOTAL OVERALL MARKS 





Assessors is required to record the total marks obtained by AP’s in the form of percentage (%) based on the total marks for each section 








PART VII – OVERALL COMMENTS AND ENDORSEMENT BY THE FIRST ASSESSOR (FA)





1.      Duration of time AP worked under supervision: -   � Year � month





First Assessor is required to give overall comments on the performance of AP :- 





Overall performance





………………………………………………………………………………………..





………………………………………………………………………………………..





Career progress





………………………………………………………………………………………..





………………………………………………………………………………………..











FA Name :- …………………………………………………………………  Staff No. :- ………………..





Position    :- …………………………………………………………………….…………………………….





Branch / Faculty / Centre / Section / Unit :- 


(Faculty official stamp)











3.     This is to certify that the performance of this officer has been informed to the AP.





Date





FA’s signature





PART VIII – ACKNOWLEDGEMENT BY APPARISED PERSONNEL (AP)





1.     This is to certify that the information contained in this appraisal has been informed to me


2.     I agree               / not agree               with the appraisal given to me because :


         


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


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


           











Date





AP’s signature





PART  IX – OVERALL REVIEW BY SECOND ASSESSOR (SA)





1.     Duration of time AP worked under supervision: -   � year  �  month





SA is required to give overall comments on AP’s work performance based on comments by FA :-





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


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











SA Name :- …………………………………………………………………  Staff No. :- ………………..





Position    :- …………………………………………………………………….…………………………….





Branch / Faculty / Centre / Section / Unit :- 


(Faculty official stamp)











SA’s signature





Date
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