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RED - PERFORMANCE APPRAISAL FORM

To ensure that CARE deploy the most highly qualified and suitable staff to every emergency it is most important that you complete the performance appraisal form.  Good feedback to the deployed RED member and the HR Reference Group who manage RED will help to ensure:

· We can quickly identify with confidence the best person to deploy to an emergency
· We identify learning and development needs of Roster members
· Quality, open and honest  feedback is given to Roster members – both strengths and areas for improvement
Once you have completed the form, please forward it to the HR–Emergencies Officer of the CARE Lead Member and the CARE Emergency Group (CEG) HR Coordinator at redrecruitment@careinternational.org 

	Section A:  Employee Details

	First Name           Click here to enter text.
	Last Name
Click here to enter text.

	Position Title
Click here to enter text.

	Section B:  Assignment Details

	Country of Assignment
Click here to enter text.

	City/Town of Assignment
Click here to enter text.

	Name of Emergency
Click here to enter text.

	Brief summary of Emergency
Click here to enter text.

	Start Date
Click here to enter a date.
	End Date
Click here to enter a date.

	Section C:  Details of Appraiser & Line Manager

	Appraiser’s Name

Click here to enter text.

	Appraiser’s Title

Click here to enter text.

	Appraiser’s contact details
Click here to enter text.

	Supervisor’s Details (if different from Appraiser)
Click here to enter text.

	Section D:  Appraisal

	Please rate the employee’s performance  using the following rating scale:

1: Exceeds Requirements, 2: Meets Requirements, 3: Requires Development:, 4: Not Applicable


	
	Rating

	People Skills
	

	Works independently and as a team player
	Choose an item.

	Demonstrates leadership
	Choose an item.

	Supports and trains staff, both international and national
	Choose an item.

	Works effectively with others
	Choose an item.

	Performance Excellence
	

	Sets high standards for self and others
	Choose an item.

	Responsible and accountable for completing tasks
	Choose an item.

	Communication skills
	

	Well developed written communication skills
	Choose an item.

	Well developed oral communication skills
	Choose an item.

	Communicates clearly and sensitively with staff
	Choose an item.

	Represents CARE with external stakeholders
	Choose an item.

	Effective Negotiation skills
	Choose an item.

	Integrity
	

	Works with trustworthiness and integrity
	Choose an item.

	Clear commitment to CARE’s core values, humanitarian principals and code of conduct
	Choose an item.

	Resilience/Adaptability and Flexibility
	

	Operates effectively under extreme circumstances including stress, high security risk and harsh living conditions
	Choose an item.

	Works and lives with a flexible, adaptable and resilient manner
	Choose an item.

	Awareness and sensitivity of others
	

	Awareness and sensitive to gender and diversity
	Choose an item.

	Cultural awareness and sensitivity
	Choose an item.

	Capacity for self-assessment and assessment of the situation environment
	Choose an item.

	Work style
	

	Is well planned and organised
	Choose an item.

	Demonstrates initiative and good decision making
	Choose an item.

	Analytical and problems solving skills
	Choose an item.

	Knowledge
	

	Understanding of CAREs operations, policies and procedures
	Choose an item.

	Understanding of humanitarian systems, standards and principals
	Choose an item.

	Demonstrates good Technical skills
	Choose an item.


	Section E:  Additional Comments

	Employee’s technical skills:
Click here to enter text.

	Employee’s Strengths
Click here to enter text.

	Areas which need further development

Click here to enter text.

	Would you recommend this employee for future emergency work:
Choose an item.
Comments
Click here to enter text.


	Any additional comments 

Click here to enter text.



	Section F:  Employee’s Comments

	Click here to enter text.


	Does employee provide consent for appraisal to be posted on the RED database, which can be viewed by designated staff of CI and lead members.

Yes      FORMCHECKBOX 
          No      FORMCHECKBOX 


	Employee’s signature:
	Date:
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