THE OPEN UNIVERSITY OF TANZANIA
ANNUAL CONFIDENTIAL REPORT FOR ACADEMIC STAFF FOR THE CALENDER YEAR 
(2007)

PART 1

FILLED BY STAFF MEMBER

PERSONAL PARTICULARS

      1.
PERSONAL HISTORY

              Name (in full) ………………………………………………………………
              Date of Birth ……………………. Place of Birth ………………………..
              Nationality …………………………………………………………………..
2. EDUCATIONAL BACK GROUND

	UNIVERSITIES/COLLEGES ATTENDED
	QUALIFICATIONS OBTAINED
	DATES

	……………………………………………………
……………………………………………………
……………………………………………………
……………………………………………………
……………………………………………………
……………………………………………………
……………………………………………………
…………………………………………………….
…………………………………………………….

…………………………………………………….

…………………………………………………….

……………………………………………………


	………………………………………
………………………………………
………………………………………
………………………………………
……………………………………….
……………………………………….
……………………………………….
……………………………………….
……………………………………….

……………………………………….

……………………………………….

……………………………………….
	……………………………..
………………………………
……………………………….
……………………………….
……………………………….
………………………………..
………………………………..
…………………………………
…………………………………

…………………………………

…………………………………

…………………………………


* Fill only when applicable
3.0
POST HELD AT THIS UNIVERSITY

DUTIES






DATES:

Academic ………………………………..

………………………….

……………………………………………..

…………………………..

Administrative ………………………….

……………………………

…………………………………………….

…………………………….

(i)
Date of 1st Appointment OUT ………………………………………
(ii)
Date of Confirmation ………………………………………………
(iii)
Date of Last Promotion/Recategorization ………………………
3.1
PREVIOUS WORKING EXPERIENCE:

………………………………………………………

……………………..

………………………………………………………

……………………...

………………………………………………………

……………………….

………………………………………………………

……………………….

3.1.1 EXTRA CURRICULAR ACTIVITIES:

……………………………………………………..

…………………………

……………………………………………………..

…………………………

……………………………………………………..

………………………….

……………………………………………………..

………………………….

4.0 PUBLICATIONS SINCE THE LAST REPORT:

PUBLISHED PAPERS/BOOKS AND PAPERS/BOOKS ACCEPTED FOR PUBLICATON (INDICATE AUTHORS (S), TITLE BOOK PUBLISHER OR NAME OF JOURNAL VOLUME, ISSUED AND YEAR. THIS SHOULD INCLUDE PREPARED STUDY MATERIAL ETC.

………………………………………………………………………………………………

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

4.1
OTHER MANUSCRIPTS SUBMITTED FOR PUBLICATION (INDICATE 
JOURNALS 
/ PUBLISHER AND YEAR SUBMISSION)

………………………………………………………………………………………………..

………………………………………………………………………………………………..

………………………………………………………………………………………………..

4.2
OTHER RESEARCH PAPERS/WRITINGS (Indicate media/purpose e.g (Govt. 
Report Conference Papers etc).

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4.3
IF YOU DID NOT PUBLISH GIVE REASONS WHY:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4.4
CURRENT RESEARCH PROGRAMMES AND PROGRESS MADE SINCE 
LAST 
REPORT

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Give details on Progress Reports (if any)

	Report and Planned Time Schedule
	Date of the Last Progress Report
	Date Approved by the Faculty/Institute Research Publications and Consultancy Committee
	Indicate whether the Report has been submitted to the Head of Department/Dean/Director

	
	
	
	

	
	
	
	


4.5 TEACHING/CONSULTANCY/COUNSELLING

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

4.6
TEACHING LOAD IN THE ENDING YEAR (e.g. Practicals, Course taught, Size of  
Class, Supervision of Postgraduate Students, Days on Field 
Work).
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4.6 CONSULTANCY SERVICE LOAD:

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
5.0 TRAINING


Do you have a Postgraduate Diploma in Distance Education or its 
Equivalent YES/NO

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

Any Other Training Attended

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

6.0 ANY OTHER COMMENTS

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

Date ………………………….
Signature of Staff Member …………………….

PART II:
COMMENTS BY DEAN/DIRECTOR

7.0 STAFF MEMBER’S EFFECTIVENESS AS A RESEARCHER:

7.1
RESEARCH ACTIVITIES:

(a)
Books:

……………………………………………………………………………………………………………………………………………………………………………………………….

(b)
Papers in Refereed Journals

………………………………………………………………………………………………………………………………………………………………………………………………
(c)
Papers presented in recognized Conferences and Seminars and retrievable from 
proceedings …………………………………....................................
…………………………………………………………………………………………….....

(d)
Technical Notes and Reports of Conference Published and Retrievable From 
Proceedings for Evaluation.

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

(e)
Consultancy and Research Reports

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
7.2
ASSESSMENT OF PUBLICATIONS LISTED IN PART I AND SUBMITTED FOR 
EVALUATION

7.2.1
Quality of the Publications

Table.2 Publications

	
	1
	3
	3
	4
	5
	6
	7
	8

	Quality Aspect

Title
	Coverage
	Originality
	Contribution to knowledge
	Relevance to one’s academic discipline
	Relevance to one’s individual’s own specialization in the discipline
	Presentation
	Overall quality
	Weighting of the publication

	(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)
	
	
	
	
	
	
	
	

	Overall assessment of all publications
	
	
	
	
	
	
	
	


NB.
Use letter grades in the assessment: A – Very Good; B = Good; C = Average;  

D – Poor; E= Very Poor
Does/do the publication(s) generally reflect the author’s current academic rank?

	 Quality aspect

Title


	Yes
	Not quite
	No

	(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)
	
	
	


7.2.3
Whether the overall quality and weighting of the publications assessed merit 
promotion of the author to the next academic Rank.

Yes


Not quite

No


7.3 OTHER ACADEMIC ACTIVITIES


………………………………………………………………………………………


………………………………………………………………………………………


………………………………………………………………………………………

8.0
STAFF MEMBER’S EFFECTIVENESS AS A UNIVERSITY TEACHER
	
	
	A
	B+
	B
	C
	D
	E

	Teaching Materials
	(a) Lecturer

(b) Practicals
	
	
	
	
	
	

	Student views
	
	
	
	
	
	
	

	Availability for Consultation
	
	
	
	
	
	
	

	Punctuality
	
	
	
	
	
	
	

	Supervision
	
	
	
	
	
	
	


KEY:
A =
Excellent


B+=
Very Good


B   =
Good


C   = Average


D   = Poor


E    =
Very Poor

8.1 CAREFULNESS IN GRADING SCRIPTS:

            Excellent A                 Very Good B+                   Good B   
            Satisfactory C                  Unsatisfactory D 
8.2 CAREFULNESS IN KEEPING STUDENT GRADE RECORDS


             Excellent   A                  Very Good   B+                 Good B  
             Satisfactory C
             Unsatisfactory D    
8.3      COMMENTS ON TEACHING LOAD (Tick) the appropriate remarks


Heavy ……………………………………………………………………………


Average ………………………………………………………………………….


Light ………………………………………………………………………………

8.4       OTHER COMMENTS ON HIS/HER TEACHING


………………………………………………………………………………………


………………………………………………………………………………………


………………………………………………………………………………………
9.0
ADMINISTRATIVE MANAGEMENT APPRAISAL FOR ASSESSMENT OF 



DIRECTOR OF REGIONAL CENTRE (DRC)

	S/N
	CRITERIA
	LEVEL OF PERFOMANCE

	
	A
	B
	B+
	C
	D
	E

	1.
	Leadership (ability to lead and get work done
	
	
	
	
	
	

	2.
	Contribution to development of the centre
	
	
	
	
	
	

	3.
	Management of promises & Environment
	
	
	
	
	
	

	4.
	Management of Resources and conformity to financial regulations
	
	
	
	
	
	

	5.
	Attendance and availability in the centre for consultation
	
	
	
	
	
	

	6.
	Relationship with co-workers at the centre and community
	
	
	
	
	
	

	7.
	Organization of OUT core activities (eg. Face to Face, Tests, Exams, Invigilation etc)
	
	
	
	
	
	

	8.
	Handing of students’ matters Relationship & cooperation with OUTSO leaders
	
	
	
	
	
	

	9.
	Publicizing the OUT in the Region
	
	
	
	
	
	

	10.
	Creativity in maintaining the centre
	
	
	
	
	
	

	11.
	Extra curricular activities
	
	
	
	
	
	


9.1
OTHER COMMENTS ON HIS/HER ADMINISTRATIVE AND MANAGEMENT

……………………………………………………………………………………….


……………………………………………………………………………………….


……………………………………………………………………………………….

10.0
PARTICIPATION IN PUBLIC SERVICE IN THE UNIVERSITY 


           AND/OR OUTSIDE UNIVERSITY

10.1
PARTICIPATION IN DEPARTMENTAL MATTERS (e.g 


          ADMINISTRATION, DEPARTMENTAL MEETINGS AND COMMITTEE)


Very Active ……………………….
Active …………………………………….

Indifferent ………………………….  Not had opportunity …………………..

Additional Comments ……………………………………………………………


……………………………………………………………………………………….


……………………………………………………………………………………….
10.2 PARTICIPATION IN FACULTY MATTERS (e.g ADMINISTRATION, 



FACULTY/INSTITUTE BOARD MEETINGS, FACULTY/INSTITUTE 



COMMENTS)


Very Active ………………………………………………………………………..


Active ………………………………………………………………………………


Indifferent ………………………………………………………………………….


Not had opportunity …………………………………………………………….

10.3 PARTICIPATION IN OTHER UNIVERSITY ACTIVITIES (e.g. 



UNIVERSITY COMMITTEE ETC)


Very Active ……………………………………………………………………..


Active …………………………………………………………………………….


Indifferent ………………………………………………………………………..


Not had opportunity ……………………………………………………………

10.4 PERTICIPATION IN NATIONAL/ COMMUNITY ACTIVITIES (e.g. 



NATIONAL BOARDS, CONSULTANCY ETC)

Very Active ……………………………………………………………………….


Active ………………………………………………………………………………


Moderate Active ………………………………………………………………….


Indifferent ………………………………………………………………………….


Not had opportunity ……………………………………………………………..


……………………………………………………………………………………….

11.0 GENERAL COMMENTS ON STAFF MEMBER’S BEHAVIOUR:

11.1
RESPECTS FOR OTHER PEOPLE

Excellent ……………………. .(A) ………………………………………………………..

Very Good …………………. .(B+) ……………………………………………………..

Good ………………………..  (B) ………………………………………………………..

Satisfactory …………………  (C) ………………………………………………………..

Unsatisfactory ………………  (D) ……………………………………………………….

11.2 DEDICATION TO WORK:

Very Serious ………………… (A) ………………………………………………………

Serious ……………………….. (B) ……………………………………………………….

Moderately Serious ………   (C) ………………………………………………………
Not Serious ………………….  (D) ………………………………………………………

11.3 SPIRIT OF COOPERATION WITH DEPARTMENT HEAD AND 



OTHER CO-WORKERS:


Excellent ………………. (A) …………………………………………………….


Very Good ……………. (B+) ………………………………………………….


Good …………………… (B) …………………………………………………….


Satisfactory …………… (C) ……………………………………………………


Not satisfactory ……… (D) …………………………………………………..

11.4 ANY SPECIAL WEAKNESSES WHICH INTEFERE WITH WORK


Yes (………………) ……………………………………………………………….


No (……………….) ………………………………………………………………


……………………………………………………………………………………….
11.5 HAVE THESE WEAKENESSES BEEN COMMUNICATED TO THE STAFF MEMBER?


Yes (…………………) …………………………………………………………….


No (…………………) …………………………………………………………….


How was this effected? Written Warning ……………………………………..


Verbal Communication …………………………………………………………..


Others ………………………………………………………………………………


……………………………………………………………………………………….

11.6 ADDITIONAL COMMENTS:


………………………………………………………………………………………



………………………………………………………………………………………


………………………………………………………………………………………


………………………………………………………………………………………

12.0 DEPARTMENTAL COMMITTEE RECOMMENDATION


Recommended for Promotion …………………………………………………


………………………………………………………………………………………


Other Recommendations ……………………………………………………….


……………………………………………………………………………………….


Reasons for the Recommendations …………………………………………….


……………………………………………………………………………………….


Date: …………………….
    ……………………………………………………..





  
Signature of Head of Department

… (Tick s) the appropriate remarks

PART III: COMMENTS BY FACULTY COMMITTEE

13.0 COMMENTS ON HEAD OF COMMITTEE’S ASSESSMENT:*


……………………………………………………………………………………….


……………………………………………………………………………………….


……………………………………………………………………………………….

14.0 DEAN’S/DIRECTORS ASSESSMENT OF THE INDIVIDUAL


………………………………………………………………………………………

……………………………………………………………………………………….


……………………………………………………………………………………….


: …………………..
……………………………………………………..



Date


Signature of the Dean/Director

PART IV: COMMENTS BY THE DEPUTY VICE CHANCELLOR (RS)



……………………………………………………………………………………….



……………………………………………………………………………………….


……………………………………………………………………………………….


: ……………………
……………………………………………………..



Date

Signature of the Deputy Vice Chancellor (RS)
PART V: COMMENTS BY THE DEPUTY VICE CHANCELLOR (RM)

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

…………………….                …………………………………………………….

Date


Signature of the Deputy Vice Chancellor (RM)
PART VI: COMMENTS BY THE DEPUTY VICE CHANCELLOR (ACADEMIC)

………………………………………………………………………………………………….

………………………………………………………………………………………………….

………………………………………………………………………………………………….

: ………………………..    ……………………………………………………………..


Date


Signature of the Deputy Vice Chancellor (Academic)
PART V: COMMENTS BY THE VICE CHANCELLOR (VC)

……………………………………………………………………………………….


……………………………………………………………………………………….


……………………………………………………………………………………….
Date…………………….                …………………………………………………….




Signature of the Vice Chancellor

(a) This form is to be filled in duplicate

· Original: to the Deputy Vice Chancellor (Academic)

· One copy: for Department (when formed) file

· One copy: for Faculty file

(b) up-to-date CV
(c) Reviewed & Evaluated Publications

(d) PhD degree (if available first time)

* Fill where applicable.

PAGE  
6

