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PERFORMANCE AND DEVELOPMENT MANAGEMENT

1.
INTRODUCTION

Performance management is aimed at improving performance by directing attention to key areas of activity, which are identified through strategic planning processes.  It seeks to establish clear links between organizational development and culture change, the delivery of quality services and the personal and professional development of jobholders at work.

The philosophy of performance management is to form a common bond of ownership amongst all jobholders.  To create an environment where all individuals are being developed, motivated and inspired to deliver a quality service based on effective performance. The objective of this policy on performance management is to provide a corporate framework to manage and secure effective and efficient organizational performance in meeting customer needs.

2. AUTHORISATION

The Public Service Regulations, Chapter 1, Part VIII 2001, B.1 requires from an executing authority to determine a system for performance management and development for jobholders, other than Senior Management Service Members, in her/his department.  

3. GOAL, OBJECTIVES AND PRINCIPLES OF PERFORMANCE AND DEVELOPMENT MANAGEMENT 

3.1
GOAL
The aim of performance and development management in the Free State Provincial Government is to optimise individual excellence and achievement, in order to contribute to the achievement of organizational goals and objectives and improve service delivery.

3.2
OBJECTIVES
In order to achieve individual excellence and achievement, the Free State Provincial Government has the following objectives for performance management:

· To establish a performance and learning culture in the Public Service;

· To ensure that all jobholders know and understand what is expected of them;
· To promote contact and interaction about performance between jobholders and their supervisors;
· To identify and manage jobholders’ development needs and meet those needs where possible;
· To evaluate performance fairly and objectively; 
· To reward good performance;  
· To improve service delivery; and
· To manage unacceptable performance.
3.3
PRINCIPLES
Performance shall be managed: -

· by a designated supervisor;

· in a consultative, supportive and non-discriminatory manner;

· to enhance efficiency and service delivery;
· to minimize administrative burden on supervisors; 
· to link to broad and consistent plans for skills development;
· by aligning departmental objectives and strategic plans to performance;
· to support two way feedback;
· in a planned way by setting regular dates for reviews and feedback;
· by aligning assessments with core competencies and set criteria;
· by having in-built equity and fairness.
4. SCOPE AND APPLICATION  
This Performance and Development Management Policy is applicable to all jobholders on salary levels 1 to 12 appointed in terms of the Public Service Act, 1994 (Proclamation 103 of 1994) within the Free State Provincial Government (permanently appointed as well as contract appointments).

The Performance and Development Management instrument shall be used to inform decisions on probation, rewards (pay progression and cash bonuses) and skills development of jobholders.

Performance will be reviewed on individual level but be linked to: 

· Unit performance

· Organisational performance

5. JOB DESCRIPTIONS

Job descriptions form a key component of the Performance and Development Management System. Job descriptions contribute to promote performance as it aligns individual objectives (required output) with the strategic objectives of the organization and by improving the knowledge and understanding of employees of what is expected from them. For this purpose a job description policy and format was developed for Free State Provincial Government and is attached as Annexure A to this document.   

6. PERFORMANCE AND DEVELOPMENT MANAGEMENT CYCLE

The Performance and Development Management cycle is a one-year period and is linked to a financial year for pay progression and cash bonuses. The probation cycle is however linked to the appointment date of jobholders (see paragraph 7.9.2 which deals with probation).

7.       PHASES AND CORE ELEMENTS OF THE PERFORMANCE AND DEVELOPMENT   

          MANAGEMENT PROCESS IN ORGANISATIONAL CONTEXT
The Performance and Development Management phases include the following:

7.1  
Performance Planning

7.2 
Performance Monitoring

7.3
Performance Review and Annual Assessment

7.4
Support

7.5 
Two Way Feedback

7.6 Continuous Learning and Development

7.7 Annual (End-of-Cycle) Performance Assessment

7.8 Pay Progression, Rewards and other Non-financial Decisions on Key Career Incidents

7.9 Budget

7.10 Appeals

SCHEMATIC OVERVIEW OF PERFORMANCE MANAGEMENT IN ORGANIZATIONAL CONTEXT
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SCHEMATIC OVERVIEW OF PERFORMANCE MANAGEMENT PHASES

The Performance and Development Management System include the following phases:


7.1
PERFORMANCE PLANNING 

Both supervisor and subordinate (hereinafter referred to as the jobholder) should understand the significance of performance management, how it is conducted in the organization and what influence it could have on the jobholder’s future. 

The following need to be in place in order to be able to plan and manage the performance of a jobholder with a performance and development plan:

· Strategic Plan/Service Delivery Plan 

· Written standards/competency profiles

· Job Descriptions

· Job requirements/Specifications

· Skills audit/identified training and development needs

7.1.1   PERFORMANCE AND DEVELOPMENT PLANS
A performance cycle starts on 1 April each year insofar as linkages to rewards are concerned (pay progression and cash bonuses). A bi-annual Performance and Development Plan (Annexure B) must be developed for every jobholder on salary level 1 to 12, as a minimum, with the first period of 6 months commencing on 1 April each year (quarterly Performance and Development Plans can also be developed if deemed necessary or in the event of jobholders being on probation).

It is important to note that performance management is not primarily about rewards, but about managing performance.  As such, bi-annual Performance and Development Plans must also be developed for jobholders who are on personal notches higher than the salary level attached to the post and jobholders who are on the maximum notch of their salary level.

The Performance and Development Plan consists of two parts, namely a Performance Plan and a Personal Development Plan. 

a. Performance Plan

In this phase of the process the expected results/outputs that the jobholder has to deliver with regard to the specific six months are defined. Specific objectives and standards of performance must be defined.  Performance measures and indicators that enable supervisors to assess the extent to which objectives and standards of performance have been achieved, must also be identified.  The objectives and standards must contribute to the Key Result Area that is linked to the Key Responsibility, as in the approved Job Description of the relevant post.

New jobholders joining a department during the Performance and Development Cycle must agree to a Performance and Development Plan within four weeks after appointment. If the jobholder joins the Department, for example, on 1 June of a performance and development management cycle, a Performance and Development Plan must be in place by 1 July until the end of September for the first bi-annual assessment of the jobholder.   

The Supervisor should compile the performance plan, containing realistic performance outputs.  The performance plan must be discussed with the relevant jobholder.  Both supervisor and jobholder must agree on the Key Result Areas, Conduct Criteria, Units of Measurement and Standards.  Should agreement not be reached on the performance outputs/standards, the matter must be referred (in writing) to the SMS Member of the Component.  The SMS Member must review the performance plan and contents, evaluating the relevance of the outputs against the operational plan of the component.  The SMS member should also evaluate the relevance of the standards and whether it is realistic or not.  The SMS member is entitled to request assistance from any official within the FSPG, preferably a PDMS practitioner, which will ensure that the decision is made objectively.  Once a decision has been made, discussions must be held with the disagreeing parties, where after an agreement should be reached.  Should the jobholder still refuse to agree to the performance plan, and the performance outputs are objective, realistic and in line with the strategic objectives of the Department and the Component, further steps can be taken in line with the Labour Relations prescripts, Public Service Act and Regulations. 

b. Personal Development Plan

 
Training, development and support that the jobholder will need to enable him/her to reach the agreed objectives must be identified and captured in a Personal Development Plan that is included in the Performance and Development Plan.  Training and skills development that assist the jobholder to enhance performance and, so doing, ensure that organisational performance and service delivery is improved, should also be included in Personal Development Plan.

c. Circumstances that impact on the achievement of the targets as set in the Performance and Development Plan
 
Where the ability of jobholders to achieve the Key Result Areas and Conduct Criteria as stated in the Performance and Development Plan is affected negatively due to changed circumstances (e.g. changed priorities, lack of resources etc.) the process should be managed by supervisors and jobholders. 

Where the changes are not significant enough to influence the overall performance of the jobholder, the necessary comments must be made in the remarks column during the review process. In the event of changes being significant enough to influence the overall performance of the jobholder, the Performance and Development Plan must be re-written and/or adjusted accordingly as soon as the supervisor and jobholder are aware of said changes. 

d. Periods of absence during the performance and development management cycle

Normal periods of leave for example vacation leave and/or sick leave will not interfere with the performance and development management cycle of a jobholder. Where jobholders have been absent for a prolonged period of time such as maternity leave, long study leave, disability leave and/or temporary leave longer than 30 days, suspension, etc. the supervisor and jobholder should have a discussion for mutual agreement on the ability to execute a meaningful performance review for that period. If it is not possible to make a meaningful review it must be indicated in writing in the remarks column on the Performance and Development Plan.  At least 6 months’ actual performance, during the relevant performance cycle, must be considered for a recommendation on the allocation of performance rewards, i.e. pay progression and/or cash bonuses.

e. Acting in higher positions

When a jobholder is appointed to act in a higher position for shorter than six weeks and an acting allowance is not received, the performance plan should be based on the post that the jobholder is permanently appointed to.  Depending on the performance of the jobholder during the acting period, recognition for performance of the duties of the higher position should be given to the jobholder during the performance assessment, on the performance plan of the permanent post.

When acting in a higher position longer than six weeks, where an acting allowance is being paid, a performance plan must be compiled for the higher position that the jobholder would be expected to perform against.  The performance of the jobholder, acting in the higher position, will be assessed in terms of the performance plan for the higher position.  All performance incentives, however, will be remunerated in terms of the salary level of the post that the jobholder is permanently appointed to, based on the salary notch of the jobholder on 31 March of the performance cycle and the acting allowance will not be included.   

When a jobholder is not appointed to act in a higher post but the jobholder is performing all or part of the functions, in addition to the jobholder’s appointed post, the performance plan should only be based on the post that the jobholder is permanently appointed to.  During the performance assessment, depending on the performance of the jobholder regarding the functions of the higher position, the jobholder should receive recognition for the functions performed in the higher post.  

f. Staff movement
In the event of staff being transferred between jobs within a Department or between Departments in the Public Service during the Performance and Development Management Cycle, the jobholder’s performance assessment for the period must be completed prior to the transfer. If the period of employment in the post to be vacated is of such a nature that a meaningful review is not possible, the necessary performance and development plan must still be completed and must indicate that a meaningful assessment is not possible.

Employees who transfer to the Free State Provincial Government are subjected to the Performance and Development Management (PDM) System for the Free State Provincial Government (FSPG) as approved by the Executive Council.  It is the responsibility of the said employee to provide his/her most recent performance assessment to the department that he/she is being transferred to.  In the event that the transferring department (outside of FSPG) is not having a PDM System, a report by the previous supervisor indicating the overall performance of the employee must be provided. If the jobholder that is vacating a post is also a supervisor, the performance reviews for each jobholder reporting to him/her must be completed prior to the transfer. If this is not done, jobholders who will be affected negatively can follow the grievance procedure.  If the immediate supervisor is not available to provide a report on performance or to complete a performance assessment, then the supervisor at the next higher level must provide the performance report/assessment.

g. Staff Enrolment
In the event of staff enrolling for full-time studies for longer than 1 year, that is not related to the job or the Department, where the Department employs the staff member on a full-time basis, the staff member will not part-take in the Performance and Development Management System, for that period. 

Where the staff member enrols for full-time studies for longer than 1 year that is related to the job or the Department, where the Department employs the staff member on a full-time basis, the staff member will part-take in the Performance and Development Management System.  The Department must, however, be able to assess the enrolled staff member based achievement of, e.g. theoretical examination results, practical examination results, etc.  The Department, however, will only be able to allocate a salary notch to deserving enrolled staff members. The Supervisor and the Jobholder must agree on this upon the approval of enrolment.   A cash bonus may not be awarded in this regard. 

7.2    
PERFORMANCE MONITORING

Performance and development management involves the continuous (informal) monitoring of performance by both supervisor and jobholder, enabling supervisors and jobholders to identify performance barriers and address development and improvement needs as they arise. Performance should be continuously monitored in order to:

· determine progress made and/or identify obstacles in achieving objectives and targets;

· enable supervisors and jobholders to deal immediately with performance-related problems;

· identify and provide the support needed;

· modify objectives and targets; and

· ensure continuous learning and development.

7.3     PERFORMANCE REVIEW AND ANNUAL ASSESSMENT

7.3.1
CATEGORIES OF PERFORMANCE

The performance review and annual assessment will be based on the following categories of performance:

	CATEGORY


	RATING


	DESCRIPTION



	UNACCEPTABLE PERFORMANCE
	1
	Performance does not meet the standard expected for the job. The review/assessment indicates that the jobholder has achieved less than fully effective results against almost all the Units of Measurement and Standards for the Objective as specified in the Performance and Performance Development Plan. A Performance Improvement Plan must be developed to address performance in these areas. 

	PERFORMANCE NOT FULLY EFFECTIVE
	2
	Performance meets some of the standards expected for the job.  The review/assessment indicates that the jobholder has achieved less than fully effective results against more than half  of the Units of Measurement and Standards for the Objective as specified in the Performance and Performance Development Plan. Improvement in these areas is necessary to bring performance up to the standard expected in the job.

	FULLY EFFECTIVE
	3
	Performance fully meets the standard expected in all areas of the job.  The review / assessment indicates that the jobholder has achieved as a minimum effective results against all Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan. 

	PERFORMANCE SIGNIFICANTLY ABOVE EXPECTATIONS
	4
	Performance is significantly higher than the standard expected in the job. The appraisal indicates that the jobholder has achieved better than fully effective results against more than half of the Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan and fully achieved all others throughout the year.

	OUTSTANDING PERFORMANCE
	5
	Performance far exceeds the standard expected of a jobholder at this level.  The appraisal indicates that the jobholder has achieved better than fully effective results against all of the Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan and maintained this in all areas of responsibility throughout the year.


*It should be noted when ratings are allocated only the ratings as indicated above must be utilized.  Decimals of these ratings, e.g. 3.5, 4.6, etc. must not be used. 

7.3.2
FACTORS 

The performance of a jobholder will be reviewed and assessed according to the information contained in the Performance and Development Plan (Key Result Areas - KRA and the Conduct Criteria - CC).  The specific KRAs and CCs together with their weightings are as follows:

· Achievement of Key Result Areas  (80%)

· Conduct Criteria (20%)

7.3.3 
ACHIEVEMENT OF KEY RESULT AREAS

What:
The Key Result Area indicates the key responsibilities of the job and the specific objectives that have been identified, in terms of the key responsibility.  This section gives the jobholder a clear indication of the output that is expected over a specific period.

Why:
Performance and development management aims to optimise individual excellence and achievement in order to contribute to achieving the organizational goals and objectives.  Jobholders should therefore be assessed on the achievement of their targets against the Key Result Areas to evaluate whether the individuals achieved such targets and as such contributed to the overall effectiveness of the whole organization.

How:
The Performance and Development Management System links the objectives of the department with the operational activities of each individual to ensure increased efficient and effective service delivery. 

“Key Responsibility” indicates the broad performance areas in accordance with the key responsibilities attached to the job. “Objective” indicates specific targets that need to be achieved as set out in the work programme of a component. “Unit of Measurement” specifies - in precise terms - what is expected from an individual during the specific period. Specific outputs that will indicate whether you have achieved your objective should be indicated. “Standard” indicates qualitative and quantitative measures against which the “Unit of Measurement” will be measured.

“Key Responsibilities” and “Objectives” should be based on the individual’s job description. The “Unit of Measurement” on which the jobholder will be evaluated should be established through a process of consultation between the individual and the supervisor before the commencement of the evaluation period and should be achievable with expected outcomes and performance standards as well as time-scales linked to each “Unit of Measurement”.

7.3.4
CONDUCT CRITERIA

What:
Each employee of the FSPG is expected to adhere to the Code of Conduct of the Public Service.  Specific areas of the Code of Conduct are particularly applicable to specific jobs.  Thus, the Conduct Criteria indicates to the jobholder the principles of the Code of Conduct that his/her behaviour during the performance of his/her duties will be measured against and non-compliance could lead to situation where an employee is guilty of misconduct. 

Why:
The Code of Conduct for the Public Service has been introduced to give practical effect to the relevant constitutional provisions relating to the public service and all jobholders are expected to comply with it.

The Code of Conduct acts as a guideline to establish what is expected of jobholders from an ethical point of view, both in their individual conduct and in their relationship with others. Other criteria that are not specifically mentioned in the Code of Conduct can also be applied if applicable to the job.  As it is expected that the Code of Conduct will enhance professionalism and help to ensure confidence in the public service, jobholders should be evaluated on the extent to which they comply with the Code of Conduct to ensure that the expected behaviour and culture is established in the organization.

How:
The elements on which the jobholder will be assessed should be established through a process of consultation between the jobholder and the supervisor.  Elements that are used should be applicable to the specific job, and specific Units of Measurement and Standards should be set for each criteria used. Units of Measurement and Standards should be appropriate to the individual’s responsibilities and should be achievable with expected outcomes.  Criteria should be aligned with the organizational objectives.

It should be noted that the content of the Conduct Criteria is based on the Code of Conduct and employees are still bound by all the principles as contained therein.  The Conduct Criteria stipulates only those principles that the jobholder will be measured against.  The jobholder should also bear in mind that the performance review on Conduct could be used to prove incidents of misconduct, where it is applicable.

7.3.5 
PERFORMANCE REVIEWS
Performance reviews should take place on a quarterly basis. There are two types of performance reviews, i.e. an informal performance review and a formal performance review. 

 An informal performance review is conducted at the end of the 1st and 3rd quarters.  It takes the form of a discussion between the jobholder and the supervisor.  The informal review is an opportunity to overview of progress made in reaching objectives and targets and for the jobholder and the supervisor to discuss barriers/obstacles and assistance required.  The feed back of the performance review must be summarized in writing in the section provided on the performance plan. The written summary of feedback could also be added as an addendum to the performance plan of the relevant jobholder.  In the event of jobholders having formal quarterly Performance and Development Plans, all quarterly reviews must be formally conducted.

The formal performance review is a detailed discussion of progress made in reaching objectives and targets and barriers/obstacles.  The supervisor and jobholder must systematically review the performance delivered within the specific period.  The performance of the jobholder for each objective must be measured against the set standards and the appropriate rating (according to the categories of performance as per paragraph 7.3.1) must be allocated.   The supervisor must give the jobholder constructive and systematic feedback on his/her performance and development over the specific period of time.  This feedback must be summarized in writing in the remarks column of the performance plan and should be consistent with and support the allocated rating.  This rating will be used to calculate the final assessment score of the jobholder (see paragraph 7.8).

During the review focus should, however, not only be on what has happened, but also on why it has happened.  This information should then be used as a basis for developing performance and development plans for the next review period.  An approved Performance and Development Plan must be used for both these reviews. 

Jobholders have the right to indicate that they do not agree with the bi-annual assessment but must, in such cases; still sign their bi-annual performance assessment. If the jobholder does not indicate agreement/disagreement it would be regarded as an agreement with the performance assessment outcome. In cases of non-agreement the disagreement on performance assessment procedure (paragraph 7.11) should be initiated within seven working days by the supervisor.  

7.3.6
PREPARING FOR THE FORMAL PERFORMANCE REVIEW AND PERFORMANCE ASSESSMENT

In order to ensure the success of the formal review/assessment, both parties should prepare prior to feedback sessions/review meetings. The supervisor should inform the jobholder on what instrument/criteria will be used to review his/her performance, in order to enable him/her to prepare properly. A jobholder should be entitled to have a union representative, colleague or friend present at review meetings and throughout the performance and development management process, if preferred.   

The supervisor should prepare by:

· reviewing the previous period and drafting the objectives and targets for the new period;

· review/consider support needed and draft training and development needs accordingly;

· seeking appropriate feedback from relevant role-players (to support the review process);

· review/update all relevant documentation; and 

· identify internal/external factors that could have affected the jobholder’s performance.

The jobholder should prepare by:

· reviewing previous (agreed upon) objectives and identifying possible new objectives;

· collecting supporting facts on performance delivered;

· identifying factors that affected his/her performance;

· identifying support that will be needed as well as possible training and development needs; and

· reflect on the feedback to be given to the supervisor.

The assessment should be conducted in a private environment, within a set period of time. The timetable should include informal quarterly feedback sessions, formal bi-annual sessions and an annual end-of-cycle assessment. Both parties must sign the content and outcomes of the bi-annual feedback sessions and the end of year assessment (Annexure C). 

7.4 
SUPPORT
Effective Performance and Development Management requires from supervisors to continuously support jobholders in their endeavour to achieve their objectives and targets.  In this regard the following should be taken into consideration: 

· Supervisors should be sensitive, understanding and aware of individuals’ capacity, potential, ability and experience;

· Good communication resulting from an open and participative management style;

· Encourage innovation, taking of responsibility and risk taking through correct analysis of training, development and support needs; and

· Jobholder should indicate support needed.

7.5 
TWO WAY FEEDBACK

For any performance and development management process to be effective there has to be constructive two-way communication and interaction between the supervisor and the jobholder. If the nature of the dialogue and exchange that takes place is to be meaningful and effective this interaction needs to be based on openness, honesty and trust. 

Building these dimensions into a working relationship is not always easy. On a day to day basis jobholders frequently feel unable to give feed back to their supervisor regarding the ways in which the supervisor’s behaviour or approach is supporting or diverting the individual from his/her tasks.

The supervisor has a responsibility to secure the jobholder’s commitment to achieve agreed targets.  This is sustained/improved by giving regular feedback on work performance to the jobholder. The supervisor should give regular feedback by providing effective supervision and coaching, facilitating the jobholder’s ability to achieve agreed upon objectives/targets. Regular feedback gives the jobholder an opportunity to improve, and enables both supervisor and jobholder to set new, mutually agreed upon targets, objectives and standards for a jobholder’s future work performance.

Building two-way feedback processes into performance management meetings provide a legitimate and regular opportunity for the jobholder to give constructive feedback to his/her supervisor on his/her performance and behaviour. 

Two-way feedback serves the following purpose with performance and development management:

· Helps to enhance an individual’s self-concept;

· Enhances the individual’s commitment to effective performance;

· Motivates the individual to be an effective worker; and

· Addresses behaviour.

7.6 
CONTINUOUS LEARNING AND DEVELOPMENT

Performance and Development Management aims to enhance continuous learning and development, which means learning from the problems, challenges and achievements inherent in day-to-day activities. The objectives/principles of continuous learning and development include the following:

· Empowerment of both the supervisor and jobholder regarding skills and knowledge.

· Development is the responsibility of the jobholder and the supervisor.

· The supervisor must act in a supportive capacity.

· The jobholder and supervisor must agree upon a personal development plan.

The development of human abilities occurs during the whole process of performance and development management and include:

· Identification of development needs (competencies, skills, knowledge, behaviour) by both the supervisor and jobholder required for the jobholder to perform at an acceptable standard.

· Drafting of the jobholder’s development plan which includes agreement between both parties:

· what the jobholder needs to learn;

· how the jobholder will acquire this learning;

· what support the supervisor needs to give to secure the learning;

· once learning is completed, how it is to be applied to secure practical development.

7.7
ANNUAL (END-OF-CYCLE) PERFORMANCE ASSESSMENT

Performance assessment is done at the end of the PDM cycle (31 March each year) and is based on the information gathered and the scores calculated during the formal bi-annual reviews. The performance assessment is a formal evaluation of the year’s performance and development at the end of the performance cycle.  

Feedback on the annual end-of-cycle assessment must be in writing.  All assessments must be signed by the responsible manager at least two levels above the level of the jobholder but not lower than salary level 8. The summarized analysis of the outcome of performance assessments per Directorate / District / Region, is prepared by the unit responsible for the Performance and Development Management function.  The responsible Manager must sign this analysis, including his/her comments, regarding of the collective outcome of the performance assessments.  The Responsible Manage should comment on the performance of the unit/component, as a whole, in relation to achieving its Work Programme and/or Strategic Objectives.  

The responsible unit must also prepare a summarized analysis of the outcome of performance assessments for the Department. The relevant Head of Department must sign this analysis, including his/her comments, regarding the collective outcome of performance assessments for the Department, as a whole.  The Head of Department should comment on the performance of the Department as a whole in relation to the achievement of the Strategic Plan / Business Plan.   

The annual end of cycle assessment is based on the outcome of the two formal bi-annual reviews.  The outcome of these formal reviews should be agreed upon before the annual end of cycle assessment is completed.  However, as the 2nd bi-annual review is conducted just before the annual end of cycle assessment, it could be that the outcome of both bi-annual reviews had not been agreed upon.  The jobholder is, however, still required to acknowledge that the same scores were used in the annual end of cycle as was obtained in the bi-annual reviews.  Jobholders cannot disagree with the annual end of cycle assessment if the two bi-annual performance reviews had already been agreed upon or if an appeal on one or both of the bi-annual reviews have already been resolved.  The jobholder can disagree to the annual end of cycle when the outcome used is different than that of the bi-annual reviews or if an appeal was lodged and the matter was not yet resolved at the time of the annual end of cycle performance assessment.

Jobholders have the right to indicate that they do not agree with the annual end of cycle assessment but must still sign in such cases their annual end of cycle performance assessment. If the jobholder does not indicate agreement/disagreement it would be regarded as an agreement with the performance assessment outcome. In cases of disagreement, the relevant dispute procedure (paragraph 7.11) should be initiated within 7 working days by the supervisor. 

Jobholders must bear in mind that the rating agreed upon by him/herself and the supervisor is subject to higher –levels of moderation.  Please see paragraph 8.  

 
In the event of the Responsible Manager and/or SMS Member not being in agreement with the rating provided, steps must be taken to ensure that the differences are dealt with and agreement reached prior to submitting the Annual End of Cycle Assessment forms to the unit responsible for the PDMS function.  The Responsible Manager/SMS Member does not have the power to change ratings/scores without the agreement of the supervisor and jobholder.  If an agreement cannot be reached, the SMS Member should make a written recommendation to the Dispute Body (see paragraph 7.11).

7.8 
CALCULATION OF ASSESSMENT SCORES

a. BI-ANNUAL ASSESSMENT:

During the bi-annual reviews, the performance of the jobholder is formally assessed.  As part of the agreement of the performance and development plan a weight is allocated for each objective that is contained within the performance and development plan.  As part of the assessment a performance rating is allocated to each objective.  This performance rating is an indication as to how the jobholder has performed and is allocated in terms of the performance categories and the definition of each category as per paragraph 7.3.1.  

Once all the objectives have been rated, the score for each objective must be calculated.  The score is obtained by multiplying the rating allocated with the weight of the objective, e.g. 4 X 35%.  The score that is obtained must not be rounded off.  For example, the score would be 1.4 (4 X 35% = 1.4).  This process is conducted for each objective allocated in the performance plan (i.e. the key result area and the conduct criteria).

When the score of each objective has been calculated, the scores of the objectives of the performance plan must be added up.  The scores for each objective in the key result area and the score for the objectives in the conduct criteria must be added separately. The added scores must not be rounded off.  There should, therefore be two scores, e.g. 3.65 for the KEY RESULT AREA and 2.60 for the CONDUCT CRITERIA. These scores must be transferred to the bi-annual review form.  The score of the key result area must be multiplied by 80% and the score of the conduct criteria by 20% to obtain the Total Score:

 E.G.
Key Result Area
3.65 X 80 % = 2.92


Conduct Criteria
2.60 X 20% = 0.52

The total score of the key result area is added to the total score of the conduct criteria to obtain the Final Score, e.g. 2.92 + 0.52 = 3.44.  The final score must be converted into percentage form by dividing the final score by 3 (the average score of performance, according to the rating scale) multiplied by 100.  (e.g. 3.44 (3 = 1.1466 x 100 = 114.66%).  This percentage must not be rounded off.

b. END OF CYCLE ASSESSMENT:

For the Annual End-of-Cycle Assessment, the final assessment scores/percentages of the two (2) bi-annual reviews must be added together and the total obtained must be divided by 2 (e.g. 114.66% + 85.77 = 200.43% (2 = 100.21% ) This percentage score is not rounded off.  The final assessment score/percentage must be compared to the performance categories to determine the outcome that is linked to the score (In the example the jobholder has scored within performance category 3 – thus qualifying for 1% pay progression only), in terms of paragraph 7.9.5

If the final assessment score of the jobholder has been incorrectly calculated, the unit that is responsible for analysing the performance assessment outcomes can re-calculate the scores.  The jobholder will qualify for the performance category and/or reward according to the correctly calculated assessment. In such cases the supervisor must be informed of the wrong calculations and the implications on the outcome of the performance assessment. The supervisor must inform the affected employee accordingly. This unit is, however, not allowed to alter the ratings or the weights of the performance and development plan.  Should a discrepancy be noted with the ratings or the weights (example a rating of 3.5 is allocated or if the weight of the objectives do not add up to 100%) the performance and development plan should be referred back to the relevant supervisor for correction and discussion with the affected employee.  Assistance should be rendered in these instances. 

7.9 
PAY PROGRESSION, REWARDS AND OTHER NON-FINANCIAL DECISIONS ON KEY CAREER INCIDENTS

7.9.1 
 REWARDS SYSTEMS 

Non-monetary rewards for performance to be applied by provincial departments could include the following:

· Increased autonomy to organize own work, trust and the resources to carry on doing what the jobholder has proved to do well.

· Explicit acknowledgement and recognition in publications or other publicity material.

· Public awards of various kinds made by senior leadership in recognition of a specific achievement or innovation or for consistent achievement over a specific period.

The unit responsible for the PDMS function should develop and implement a departmental policy dealing with non-financial rewards, based on the culture of the department and within the provincial framework.

Any other financial incentive policy/system that a Department adopts must be accommodated within the 1.5% remuneration budget limit of the Department.

7.9.2
PROBATION
Normally, the period of probation of a jobholder shall not be less than 12 calendar months according to Chapter IV, section 13 (2) (a) of the Public Service Act, 1994. Although the period of probation is linked to the appointment date of a jobholder, the confirmation of probation is linked to a fully effective performance assessment for the specific jobholder (at the end of the performance cycle). In practice this means that a jobholder who was appointed on 1 May 2003 of a specific performance and development management cycle only qualifies to be assessed for pay progression and cash bonuses on 1 April 2005 (due to the fact that a jobholder must be 12 months employed within a budget cycle of 1 April – 31 March. 

The assessment for confirmation of probation must, however, take place 12 months after the date of appointment. For purposes of confirmation of probation two bi-annual performance and development management assessments must be utilized (or four quarterly performance assessments). Although the outcome of this assessment may not necessarily lead to assessment for rewards, the outcome must be utilized for confirmation of probation. 

The performance assessment for probation personnel will be conducted in the same manner as performance is assessed for permanent personnel.   Managers must ensure that the performance reviews are conducted timeously and that the performance outcome of the employee on probation is submitted to the Departmental Human Resources Management component for confirmation.

A jobholder must have a fully effective assessment after 12 months before probation can be confirmed. In the event of the jobholder receiving a less than fully effective performance assessment probation should be extended or employment could be terminated after the applicable incapacity procedures have been followed [Public Service Act, Chapter IV, section 13 (3) and (5)].  All employees on probation, that have completed 12 months’ actual service in the relevant performance cycle/financial year, will also be eligible to qualify for a performance reward.

7.9.3
PAY PROGRESSION

Jobholders on salary levels 1 – 12 shall be eligible for assessment for pay progression to the maximum notch of the salary level attached to their posts.  Only one notch progression per assessment can be awarded to jobholders who perform at least fully effective and only valid notches on the salary scale must be used in the process of progression.  Only jobholders who have (a) scored a total score of 90% or higher and (b) have completed an assessment period of at least 12 months in the relevant financial year (on a specific salary notch) in line with the PDMS should be considered for pay progression. Should a jobholder’s salary level move to a higher salary level within the period 1 April to 30 June due to for example a promotion, the pay progression (notch increase) is not applicable to that jobholder, as the incumbent would already be earning a higher salary than the notch for which he/she have qualified for on 1 July.  Jobholders that have reached the maximum notch of the salary level, who qualifies for a notch progression, will not be eligible for a monetary reward, as the maximum notch has already been reached. 

Jobholders on personal notches on the salary scale (above the maximum of the salary level attached to his or her post) who has qualified for a notch progression, shall not be eligible for the monetary reward attached to the pay progression, unless differently determined my the National Minister of Public Service and Administration, but shall receive any annual salary adjustments on the salary scale as determined by the Minister for Public Service and Administration.  

As this system does not impede the authority of Executing Authorities to award a higher salary to jobholders in terms of the Public Service Regulations (Chapter 1 Part VC3), jobholders who are awarded a higher salary level by an Executing Authority that does not correlate to the job weight attached to their job, shall not qualify for pay progression on the higher salary level.  Jobholders who, however, are awarded a higher salary notch within the salary level that correlate to the job weight attached to their job, shall qualify for pay progression provided they comply with the set criteria. 

In the case where the jobholder/incumbent of a post is upgraded, the jobholder will not qualify for pay progression if he/she did not complete 12 month’s service on the same salary notch.  However, in the case of a jobholder/incumbent of a post being downgraded, the jobholder will retain his/her salary grade and benefits.  Thus, meaning that although the jobholder’s post is downgraded, the incumbent of a downgraded post will still receive all benefits, such as pay progression, in accordance with the Performance and Development Management System. 

The departmental wage bill for the purposes of pay progression consists of the combined total of the employees’ salary notches, the employer’s contribution to the GEPF (annual value) and the service bonus (annual value) for the month of July each year, based on a calculation after any general cost-of-living adjustment to be implemented on 1 July.  Departments must, however, ensure that the Department’s wage bill (include basic salary, contribution to the pension fund etc.) does not grow above 1% per year due to pay progression.  

7.9.4 
PERFORMANCE AWARDS (CASH BONUSES)

Only jobholders who have (a) scored a total score of 116% or higher and (b) have completed an assessment period of at least 12 months in the relevant financial year (on a specific salary notch) in line with the Performance and Development Management System, may be considered for the allocation of performance awards (cash bonuses).  This includes jobholders on personal notches and jobholders who are on the maximum of their salary levels.  Jobholders on personal notches on the salary scale (above the maximum of the salary level attached to his or her post) shall, if they qualify, receive the relevant performance award against their personal notches.  Deserving jobholders could receive the following cash bonuses:

	SALARY LEVEL
	MAXIMUM CASH BONUS

	
	PERFORMANCE CATEGORY 4
	PERFORMANCE CATERGORY 51
	PERFORMANCE CATEGORY 52

	Salary level 1- 10
	8%
	12%
	18%

	Salary level 11-12
	7%
	10%
	14%


The allocation of performance rewards (cash bonuses) is dependant on affordability in terms of the allocated 1.5% of the remuneration bill.   The remuneration bill is the total remuneration budget of the department for the financial year.  This relates to all personnel expenditure and therefore include salaries (basic and total packages), employer’s contribution to the GEPF, medical aid contributions, service bonuses, home owner’s allowances as well as other allowances for which employees qualify (e.g. danger allowances, allowances payable to employees serving Executing Authorities). Departments may not spend more than 1,5% of their total annual remuneration budget (basic salaries for salary levels 1 – 12) on performance rewards for jobholders on level 1 – 12. 

Performance rewards include cash bonuses as well as any other monetary rewards that Provincial Departments allocate to employees. If a provincial department have for example implemented any other departmental reward schemes/programmes the funding of these programmes will have to be paid from the 1,5% of the remuneration budget available for performance awards and will have to be taken into consideration to determine the funds available for cash bonuses. The overall performance of a jobholder will be indicated as a percentage at the end-of-cycle performance assessment (Annexure C). A performance award is to be calculated on the notch of the jobholder, for salary levels 1-10, at the time that she/he completed the assessment cycle of 12 months in respect of the relevant financial year (i.e. 31 March).  The performance awards for jobholders on salary level 11 and 12 will be calculated on the total package of the post, as per National Directives received from the Department of Public Service and Administration. 

Should a situation occur where the budgeted amount of 1,5% of the remuneration budget for cash bonuses prove to be insufficient to award the maximum percentage cash bonuses to deserving jobholders, departments will have to manage the situation by taking the necessary steps to ensure that cash bonuses paid are not more than 1,5% of the annual remuneration budget. Moderating Committees must take this into consideration when making a final recommendation on the percentage cash bonus to be awarded to jobholders, which may influence the final allocation of performance rewards to jobholders. 

Savings effected by departments with the payment of pay progressions (1% of wage bill) cannot be added to the amount for cash bonuses (1,5% of remuneration budget) to be used for the payment of cash bonuses.    

Although Departments must ensure that the 1.5% of the remuneration budget is not exceeded, Departments cannot pay out cash bonuses at lower percentages than the minimum stipulated for each cash bonus category in paragraph, 7.9.5.  Departments may, however, allocate any percentage between the minimum and maximum percentages, per category, to make it more affordable.  To enhance fair labour practice in the FSPG the percentage recommended by a department for a specific category should apply to all employees falling within that category and not only to some employees falling within that category. When affordable (department stays within 1,5% of remuneration budget) the maximum percentage cash bonuses as indicated per category must be paid to employees. 

In assisting Moderating Committees, Units responsible for the performance and development function must, after receiving all Annual End-of-Cycle Performance Assessment forms, summarize all relevant information in determining the costs and analysing relevant information, thereby enabling Moderating Committees to take informed decisions.   

Departments should manage the performance distribution within Department according to the normal distribution curve as indicated in paragraph 8.4.  It should be noted that the normal distribution is a guideline to monitor the overall performance outcome within a Department and is not a prescribed performance distribution curve for the FSPG.  Departments should, however, verify the output assessed with the output as planned in the Departmental Strategic Plan when the overall performance outcome of the Department deviates from the normal distribution curve.  In the event of Directorates having a skewed allocation of cash bonuses in relation to the distribution curve, an evaluation of the bi-annual reviews must be done to ensure that ratings have been allocated in accordance with performance against agreed objectives.  Where a skewed allocation of cash bonuses is found, the responsible Senior Manager and the responsible supervisor must review the Annual Performance Assessment and the relevant financial implications should be re-calculated.

If, after following the above route, Moderating Committees are satisfied with the quality of performance reviews and/or performance assessments, but the budgeted amount of 1,5% of the remuneration budget for officials on levels 1 to 12 still proves to be insufficient to award the maximum cash bonus of each performance category to deserving jobholders, Moderating Committees will have to scale down the applicable percentages, by allocating lower percentages to qualifying jobholders, for performance rewards in ensuring that the allocation of cash bonuses become affordable and remain within 1.5% of the remuneration budget.  

If it is not possible to stay within the 1.5% budgeted amount after the minimum percentage is awarded, the Moderating Committee should make a recommendation to the Executing Authority to approve that the allocated 1.5% be exceeded.  It is imperative to note that this should be the exception and not the rule and that this recommendation should indicate that performance assessments have been verified and that the Departmental performance is in line with the attainment of objectives as set out in the strategic plan and any other valid reasons that exist as to why the 1.5% is to be exceeded

7.9.5 
PERFORMANCE CATEGORIES (OUTCOME)

Performance is categorized as follows for pay progression and/or the awarding of performance awards (cash bonuses): 

	PERFORMANCE CATEGORY
	TOTAL SCORE
	PROBATION
	PAY PROGRESSION
	CASH BONUS

	
	
	
	
	SALARY LEVELS 

1-10 
	SALARY LEVELS 11 - 12

	Unacceptable performance
	33% - 65%
	Extend probation or terminate after following the process of the incapacity code
	-
	-
	-



	Performance not fully effective 
	66% - 89%
	Extend probation
	-
	-
	-



	Fully effective
	90% - 115%
	Confirm appointment
	1 Notch
	-
	-



	Performance significantly above expectations
	116% - 136%
	Confirm appointment
	1 Notch
	Between 

5% - 8%
	Between 

5% - 7%

	Outstanding performance
	137% - 149%


	Confirm appointment
	1 Notch
	Between 

9% - 12%
	Between 

8% -10%

	
	150%

&  above
	Confirm appointment
	1 Notch
	Between

 13% - 18%
	Between

11% - 14%


* The maximum % of cash bonus must be paid when affordable.  Also see paragraph 7.9.4 on affordability.    

7.9.6
LINKING THE FINAL ASSESSMENT SCORE TO SPECIFIC CONSEQUENCES
a)
Outstanding performance (137% and higher)

· Probation confirmed (if applicable)

· Progression to next higher notch

· Between 9% and 18% of salary as cash bonus for salary levels 1-10, as indicated in par. 7.9.5 above

· Between 8% and 14% of salary package as cash bonus for salary levels 11 and 12, as indicated in par. 7.9.5 above

b)
Performance significantly above expectations (116% - 136%)

· Probation confirmed (if applicable)

· Progression to next higher notch

· Between 5% and 8% of salary as cash bonus for salary levels 1-10, as indicated in par.7.9.5 above

· Between 5% and 7% of  salary package for salary levels 11 and 12, as indicated in par. 7.9.5 above

c)
Fully effective (90-115%)

· Probation confirmed (if applicable)

· Progression to next higher notch

· No cash bonus

d)
Performance not fully effective (66-89%)

· Probation extended (if applicable)
· Performance improvement measures agreed and responsibility for remedial action identified
· Agreed programme for supporting and monitoring performance improvement
e)
Unacceptable performance (33-65% and lower)

· Probation extended (if applicable) or employment could be terminated (after applicable incapacity procedures have been followed)

· Performance improvement measures agreed and responsibility for remedial action identified.

7.9.7 
CORRECTIVE MEASURES FOR DEALING WITH PERFORMANCE NOT FULLY EFFECTIVE

Poor performance should be managed according to the Incapacity Code and Procedure for the Public Service (Public Service Co-ordinating Bargaining Council Resolution 10 of 1999).  An example of the format for a Performance Improvement Plan is attached as Annexure D.  A Performance Improvement Plan should include, as a minimum, the following steps:

· Agree on problem:

Identify and reach mutual agreement that the performance of the jobholder has fallen short of the agreed objectives and targets.

· Identify reasons:

Identify the reasons for the shortfall, but do not try to attach blame to anyone.

· Agree on action:

Agree on corrective action that needs to be taken.

· Implement corrective action:

Identify and support the corrective action, for instance by making arrangements for training or additional resources.

· Monitor progress:

Monitor the jobholder’s progress and give feedback.  It is also important to encourage individual jobholders to monitor their own performance and to identify possible further action that could remedy their poor performance.  

It is imperative that the jobholder understands that the responsibility for corrective measures regarding poor performance does not rest solely on the supervisor.  It is important that the supervisor and the jobholder discuss the performance of the jobholder, the factors that contributed to the poor performance and identify solutions that could improve the performance of the jobholder.  It is important that the parties involved are open about performance and barriers.  Once performance barriers have been identified, the supervisor and the jobholder must agree on measures that will contribute to the improvement of the performance of the jobholder.

A performance plan must be compiled in conjunction with a performance improvement plan that will contain the measures to assist the jobholder to attain the goals and objectives as agreed upon in the performance plan.   It is the responsibility of the supervisor to ensure that the jobholder receives the necessary support and that the performance of the jobholder is monitored effectively.  The   jobholder must ensure that the performance plan and the performance improvement plan are adhered to.  Where there are barriers, lack of support or where the performance plan is not addressing certain performance impediments, the jobholder must undertake further discussions with the supervisor to ensure that the difficulties are dealt with.

7.10 
BUDGET
All Provincial Departments within the Free State Provincial Government must budget 1% of their wage bill for salary levels 1 to 12 for pay progression and 1,5% of the remuneration budget for salary levels 1 to 12 for the allocation of performance rewards (cash bonuses and any other reward scheme/programme operational within a department).    

7.11
DISAGREEMENTS ON PERFORMANCE ASSESSMENTS 

The change of culture to performance management encourages the development of consultation, co-operation, trust, openness and work satisfaction.  Adversarial approaches to conflict resolution should therefore be avoided and efforts made to contain the issue at the lowest possible level.

If it is not possible for the supervisor and jobholder to reach an agreement the following options can be followed:

· The supervisor should involve the next level manager up to level 13 as a mediator, within 7 working days of the review / evaluation. In the event of a Senior Manager on level 13 being the direct supervisor, the next level manager should be involved.

· If a resolution is not achieved at this level (agreement by all parties), a formal dispute that should be lodged by the disagreeing party and referred to a Dispute Body as established by the Executing Authority within each Department.

· The Dispute Body should, as a minimum, consist of the following:

· Chairperson (Senior Manager of the Department)

· Managers from the Department 

· A representative from the relevant labour union

· A peer nominated by the jobholder that has a thorough knowledge of the work area of the jobholder and he/she must understand the principles of the Performance and Development Management System of the Free State Provincial Government.

· A PDMS Specialist  (from any department).

·   The role and responsibilities of the Dispute Body should be as follows:

· To address disagreements between jobholders and their supervisors on ratings (towards reaching agreement).

· Make recommendations to the Head of Department on the rating of employees where there is disagreement

· Make recommendations regarding actions to be taken where supervisors did not execute their responsibilities with regard to the PDM System 

*Departments can refine the role and responsibility of Dispute Bodies if and when the need arises. 

· If the Dispute Body cannot resolve the disagreement, a formal grievance, in line with the approved grievance procedure, should be followed within 5 working days of the date of decision of the Dispute Body.  The issue should be dealt with institutionally, adhering to the internal grievance mechanisms as spelt out in the Government Gazette No  25209 dated 25 July. The grievance officer that is appointed to investigate the matter must have a proper understanding of the performance and development management system for Free State Provincial Government.

· If the internal grievance approach fails, the jobholder can seek redress from external structures as stipulated in the Labour Relations Act.

The route to be followed with disagreements should be properly communicated to jobholders.

8.       MODERATING ARRANGEMENTS

The purpose of moderation is to ensure, as far as possible, that supervisors evaluate performance in a consistent way across the Department, with a common understanding of the standard required at each level of the rating scale as well as the unit of measurement and standards that should be linked to posts where similar outputs are required. Moderating of performance and development should take place at different levels within the organization and the following three levels of moderation are seen as essential in each department to contribute to consistent and fair performance and development management processes:

8.1
First level of moderation

The first level of moderation occurs in ensuring that the Performance and Development Plan adequately and fairly reflects the requirements and level of the job. This can be done by benchmarking Bi-annual Performance Plans of similar jobs throughout the Department, ensuring that the unit of measurement and standards of similar jobs are comparable with each other. Supervisors must ensure that the Performance and Development Plans of jobholders performing similar functions are of equal value. A random selection of Performance and Development Plans across similar areas and levels may also be reviewed by the unit responsible for the performance and development management function to ensure consistency across the department with regard to the development of standards, ratings, etc. It is the responsibility of every level of supervision within the department to ensure that there is consistency between the performance and development plans of jobholders reporting to him/her and between jobholders being indirectly managed by him/her. By applying this approach throughout the Department all Performance and Development Plans should reflect the appropriate value.   

8.2
Second level of moderation  (Quality Assurance Bodies- The role of the Dispute Body, as indicated in paragraph 7.11, may be extended to also serve as a Quality Assurance Body for the Provincial Department) 

Provincial Departments must implement a second level of moderation prior to Moderating Committee meetings (by establishing Quality Assurance Bodies).    The following should, as a minimum, be the role and responsibilities of the Quality Assurance Body:

· Evaluate the overall outcome of performance reviews of components in line with the normal distribution curve.

· Evaluate the standards and norms for similar jobs, ensuring consistency across similar occupational jobs.

· Refer assessments back to supervisors where motivations does not substantiate the points allocated etc

· Make recommendations on financial implications and any other matters toward improving the successful implementation of the PDMS to the Departmental Moderating Committee and the Departmental PDMS unit.

Departments can refine the role and responsibilities of Quality Assurance Bodies if and when the need arises.  The Quality Assurance Bodies may, however, not adjust the points of individual cases but may refer it back to supervisors if the system was not applied correctly. 

Human Resource Practitioners and/or officials responsible for the implementation of the Performance and Development Management System within a department must be present during these sessions to render assistance and guidance. Pre-moderation provides an opportunity for supervisors to discuss the spread of ratings and to adjust ratings “up” or “down” if it appears they are being too “harsh” or “lenient” by comparison with their peers. This process will cascade upwards with each SMS Member being ultimately responsible for ensuring consistency and equity within his/her component. The role of the responsible Member is not to re-assess the ratings of individuals (whose work they may not know in any detail), but to question the spread of ratings and any apparent skewing or inconsistency, e.g. an area which is not performing well but where the staff have all received high ratings, or vice versa.    

8.3
Third level of moderation (Departmental Moderating Committee)
A third level of moderation must occur at departmental level by appointing a Departmental Moderating Committee. A Departmental Moderating Committee(s) assist Executing Authorities/Heads of Department by:

· Assessing the collective outcome of performance assessment results.

· Make recommendations to the relevant approval authority (Executing Authority/Head of Department) on the granting of performance awards and pay progression, taking into account the availability of funds

· Make recommendations on disciplinary actions to be taken against supervisors, who do not take responsibility for the correct implementation of the PDM system in their units, to the Head of Department.  

The process of moderation should not become a bottleneck that slows down the finalization of performance assessment (end-of-cycle) results. Equally important in the credibility of the Performance and Development Management System is the way the Moderating Committee operates. It must not be seen to interfere with the ratings of individual staff based on personal knowledge or prejudices. The Performance and Development Management System relies on agreement between the direct supervisor and jobholder about performance results and conduct and it is expected that the supervisor will have the complete knowledge of the staff member’s performance (apart from the staff member him-/herself). The Moderating Committee should only become involved in re-assessing ratings in situations where the ratings were clearly skewed (when compared to the normal distribution curve) and the supervisor did not take responsibility to re-assess the ratings. 

The Moderating Committee may make recommendations to scale down the overall ratings of components to bring it in line with the distribution curve.   When making recommendations on the alignment of ratings within the normal distribution curve, record must be kept of such recommendations and the reasons for it.  In cases where the Committee finds that the supervisor did not provide specific motivation for the higher (unrealistic ratings), the Moderating Committee should make recommendations on disciplinary actions to be taken against supervisors to the Head of Department.  Departmental units responsible for the performance and development function should assist the Moderating Committee:

· By preparing a summarized analysis of the outcome of performance assessments (performance awards plus pay progression) per Directorate and per Department 

· With financial calculations and/or financial re-calculations on the granting of performance awards 

Supervisors must submit the Annual End-of-Cycle Performance Assessment (together with copies of reviewed bi-annual Performance and Development Plans) to the Departmental HR unit before the 30th of May each year, who will prepare the necessary documentation for the Moderating Committee, who will in turn make a recommendation to the relevant authority for approval. The approval will be implemented with effect from 1 July each year.

8.4       Normal Distribution Curve


The following guidelines, based on normal distribution curve principles, statistics and affordability, serve to assist Moderating Committees to evaluate the summarized analysis of the outcome of performance awards per Directorate / District / Region / Department and should be taken into consideration in identifying trends and making appropriate recommendations to the relevant approval authority:

	Performance Category
	Total Score
	Under normal circumstances the following % of Staff should fall within this category

	Unacceptable performance
	65% and below
	5%

	Performance not fully effective
	66% - 89%
	5%

	Fully effective
	90% - 115%
	75%

	Performance significantly above expectations
	116% - 136%
	10%

	Outstanding Performance
	137% - 149%
	4%

	
	150% and above
	1%


The normal distribution curve for the percentage personnel/staff vs. the performance categories as indicated above, is as follows:


9.
ROLES AND RESPONSIBILITIES

9.1 
EXECUTING AUTHORITIES

· Determination of a Performance and Development Management System for jobholders on salary levels 1 to 12 to be utilized within the respective department.

· Ensure that mechanisms are in place to communicate performance and development management procedures to a jobholder before the commencement of a Performance Management Cycle.

· Ensuring the existence of systematic remedial support for poor performers.

· Ensure that payment of performance rewards, as recommended by the Departmental Moderating Committee, is within the 1.5% budget of the Department.

· Making a decision on performance rewards (pay progression and cash bonuses) where the 1.5% of the total remuneration budget for cash bonus is exceeded. 
· Confirm that there are sufficient funds available on the budget of the Department to support the recommendations made in terms of the payment of performance rewards.
· Submit information on performance rewards (pay progression and cash bonuses) to the Department of Public Service and Administration.

9.2 
HEADS OF DEPARTMENT/DIRECTOR-GENERAL

· Ensure that the Strategic/Service Plan for the Department is in place and that goals and objectives are cascaded throughout the organisation.

· Consider the recommendation(s) made by the Moderating Committee and make a final decision on pay progression and cash bonuses when it falls within 1.5% of the remuneration budget.

· Ensure that the management of performance and development is in line with the legislative dictates. 

· Ensure that organisational performance is assessed at the end of each performance cycle to enable the assessment of individual or team performance in the context of organisational performance.

9.3     
DISPUTE BODIES

· To address disagreements between jobholders and their supervisors on ratings (towards reaching agreement).

· Make recommendations to the Head of Department on the rating of employees where there is disagreement

· Make recommendations regarding actions to be taken where supervisors did not execute their responsibilities with regard to the PDM System

9.4  
QUALITY ASSURANCE BODIES

· To evaluate the overall outcome of performance reviews of components in line with the normal distribution curve.

· To evaluate the standards and norms for similar jobs, ensuring consistency across similar occupational jobs.

· Refer assessments back to supervisors where motivations does not substantiate the points allocated etc

· To make recommendations on financial implications and any other matters toward improving the successful implementation of the PDMS to the Departmental Moderating Committee and the Departmental PDMS unit.

9.5           MODERATING COMMITTEES

· Determining and evaluating trends by assessing the collective outcome of performance assessment and making recommendations thereon 

· Making recommendations to the Head of Department on the granting of performance awards (not more than 1.5% of total remuneration budget) and pay progression (not more than 1% of wage bill), taking into account the availability of funds.

· Must provide, as part of the recommendation, proof to the Executing Authority that sufficient funds are available on the Departmental budget for the recommended payment of performance rewards.

· Make recommendations on disciplinary actions to be taken against supervisors, who do not take responsibility for the correct implementation of the PDM system in their units, to the Head of Department.  

 9.6         DEPARTMENTAL COMPONENT RESPONSIBLE FOR PDMS FUNCTION

· Render secretariat service to Moderating Committees

· Summarize the results of annual performance assessments and determine financial costs in comparison to total remuneration budget for personnel on salary levels 1 to 12

· Ensure that all performance assessment calculations and the total of the weight is correct.

· Keep record of all performance related awards

· Implement performance and development management in the department.

· Ensure that the Performance and Development Management System is applied equitably and fair and that the processes followed are transparent and promotes administrative justice.

· Monitor Job Descriptions and Performance and Development Plans.

· Monitor and evaluate the implementation and use of the Performance and Development Management System and advise on correct actions where necessary.

· Monitor that fixed dates are adhered to.

· Compile bi-annual reports and annual reports to the Head of Department on performance and development management.

· Share information on best practices and problems experienced with the Performance and Development Management System.

· Compile summary of information for capturing in Annual Report to DPSA.

9.7
SUPERVISORS

· Ensure that the component’s Operational Plan is in line with departmental objectives.

· Ensure that Job Descriptions and (bi-annual) Performance and Development Plans are in place and that it is aligned with the departmental objectives.

· Ensure that all jobholders are trained in and understand the Performance and Development Management System.

· Ensure that the Performance and Development Plans of jobholders performing similar functions are of equal value 

· Apply the Performance and Development Management System fairly.

· Provide jobholders with quarterly informal and bi-annual formal performance feedback.

· Provide an annual performance evaluation.

· Ensure that performance is discussed with the relevant jobholder during the assessment

· Provide jobholders with the necessary assistance and support.

· Refer disagreements to Dispute Body, within the specified time-frame.

9.8      JOBHOLDERS

· Take responsibility for the execution of responsibilities linked to their jobs and as agreed in their Performance and Development Plans. 

· Commit themselves to personal development for purposes of advancement and growth.

· Engage in discussions on performance to ensure that the assessment is meaningful

· Sign the performance assessment and indicate agreement or disagreement

9.9      DEPARTMENT OF THE PREMIER: ORGANISATIONAL DEVELOPMENT

· Ensure that departmental training providers are trained in the effective implementation of the PDMS

· Render a Help Desk service to departments on the implementation / application of the PDMS

· Compile a combined report for FOHOD/EXCO on an annual basis on the status of implementation / application of the PDMS in the FSPG.  Information on the overall payments made by the respective departments for pay progression and performance reward in relation to the wage bill and the total remuneration budget respectively, must also be reported on.

· Include summary of information in Annual Report of Departments to DPSA.

· Facilitate changes to the system.

· Communicate policy to departments.

10. 
AUTHORITY OF APPROVAL

The authority to approve the recommendations made by Moderating Committees, if falling within the 1.5% budgeted amount, is vested in the relevant Head of Department and cannot be delegated.  Should the prescribed budget allocation be exceeded, approval must be granted by the relevant Executing Authority.

11.
PROCESSING OUTCOMES AND RECORD KEEPING

Jobholders should receive feedback after each bi-annual review meeting and should be informed in writing of the outcome of annual end-of-cycle assessments.  

Once a year when the annual end-of-cycle assessment is undertaken a written copy of the assessment should be placed on the personal file (performance) of the jobholder at the Human Resources component.

All the relevant documentation shall be regarded as confidential during the processing of outcomes and record keeping stages.  

12.
MONITORING AND EVALUATION 

Performance and Development Management requires a change from a culture based on inputs and control to a culture based on commitment and results. It concentrates on planning, communicating, providing feedback and on-going adjustment.

Above all, performance and development management emphasizes the key theme of public service management in the twenty first century – performance management is about leadership and management by demonstration rather than by instruction.

For the monitoring and evaluation of Performance and Development Management it is important that there is one focal point of responsibility for the overall system, who must oversee the system, monitor and review implementation and further develop the system.

The central unit (i.e. the Department of the Premier) will monitor departmental outcomes and departments will be required to conform to a common rating scale to allow comparison of outcome/output across the Free State Provincial Government.

Departmental components responsible for the PDMS function will be required to give feedback on implementation and problems, as well as assessing human resource data on key issues such as absenteeism, disciplinary cases, and training provision for improvements.

Method of evaluation will include the use of questionnaires, interviews and group discussions. 

Annual assessments can be used to explore whether there has been improvement in planning, performance, staff development, communication, understanding and management.

Monitoring of outcomes will be undertaken by using basic sets of statistics focusing on performance outcomes and comparing them across job levels, departments, and by key factors such as gender and race to ensure equitable use of the system.   

Each department must ensure that it has a component who is responsible for facilitating the implementation of and monitoring and evaluating the PDMS in the department.  

Said units should further develop an action plan that should indicate how and when sampling on the system will be undertaken as well as the steps to be followed in the case of irregularities to ensure continuous evaluation and monitoring of the system.

The results and irregularities identified should be reported in the annual report (as prescribed in Chapter 1, Part 3, J3 of the new Public Service Regulations).

13.
AMENDMENT AND REVIEW OF POLICY AND PERFORMANCE AND DEVELOPMENT MANAGEMENT SYSTEM

13.1 
AMENDMENTS
Proposals for amendments to the Policy on Performance and Development Management must be submitted to the Forum of Heads of Department (FOHOD) of Free State Provincial Government.  Implementation of the amendments of the policy will be effected after the necessary consultation with all relevant stakeholders, recommendation by FOHOD and approval by the Executive Council.

13.2
REVIEWS

The policy on Performance and Development Management will be reviewed during September 2004 and thereafter on a two yearly basis to determine whether the system still contributes to the achievement of the overall objectives of the organization. 

14.
COMMUNICATION OF POLICY

The Department of the Premier will communicate the policy framework, as well as all the related documentation to the respective Provincial Departments. It should be ensured through training sessions that all personnel in the organization are updated on the new Performance and Development Management System and are able to implement the system  

It is the responsibility of the respective Provincial Departments to circulate the Performance and Development Management Policy to all levels of personnel within the departments. 

15.
HUMAN RESOURCE IMPLICATION

All personnel within Free State Provincial Government will have to be trained in using the Performance and Development Management System 

16.
CONCLUSION

Performance and Development Management is a process that begins with translating organizational goals into clear expectations for each individual, training people to do their jobs, providing effective supervision and coaching, determining strengths and weaknesses, and developing plans for the jobholder. It is a much wider concept than performance appraisal and comprises a set of techniques used by managers to plan, direct and improve the performance of jobholders in line with achieving the overall objectives of the organization.   

With this policy, the Free State Provincial Government wants to start a process whereby performance management will form an integrated part of the activities of government, as an ongoing activity.
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JOB DESCRIPTION POLICY AND MANUAL

1.       PURPOSE OF THE POLICY
            The purpose of the job description policy is to provide a corporate framework for the implementation of job descriptions in the Free State Provincial Government.

2. SCOPE AND APPLICATION
The job description policy is applicable to all positions (posts) in the Free State Provincial Government, created in terms of the Public Service Act. 

The Public Service Regulations, 2001 (Chapter I, Part III, I.1) requires executing authorities to establish job descriptions for each post or group of posts.

3.
WHAT IS A JOB DESCRIPTION
     A job description is a written statement of the duties, key responsibilities and other particulars, e.g. the title of the job, the purpose of the job, resources required, supervision necessary etc., of a job.  It describes what a jobholder does and why it is done.  

The Public Service Regulations, Chapter 1, Part III, I.1 requires a job description to include the main objectives of the post, the inherent requirements of the job as well as the requirements for promotion or progression to the next salary range.  A job description should therefore indicate the output expected from a specific job, the competencies (job specifications) that an incumbent should have to successfully achieve the required output as well as a possible career path.

4.
WHY JOB DESCRIPTIONS?
            Job descriptions serve a number of purposes in the organisation, amongst others:

· Job descriptions contribute to promote performance as it aligns individual objectives (required output) with the strategic objectives of the organisation and by improving knowledge and understanding by employees of what is expected from them.

· It promotes accountability, work performance and service delivery by specifying:

· the outputs/deliverables of the job;

· clear performance measures/indicators in respect of job outputs; and

· the standard of competency required to perform the work successfully.

· It informs human resource management practices such as recruitment, selection and promotion as it provides the minimum competency required for performing the work successfully.

· It assists in the performance and development management process as it indicates performance standards and measures as well as the competencies required reaching objectives successfully.

· It assists in job evaluation.

5.
ROLES AND RESPONSIBILITIES

SUPERVISORS

It is the responsibility of every supervisor to develop and update job descriptions for all posts in his/her component in accordance with the requirements of this policy.  Supervisors must ensure that individual jobs link to the strategic objectives of the department.  They are further responsible to ensure that jobholders are informed and have a clear understanding of what is expected of them in terms of the requirements set out in the job description.  The job description should thoroughly be explained to new employees within 2 (two) days of appointment.

JOB HOLDERS

Jobholders must ensure that they are conversant with the content of the job description and that they understand what is expected of them in terms of the job description.

HUMAN RESOURCE MANAGEMENT COMPONENTS

Human resource management components should assist in providing technical advice to line supervisors with the development of job descriptions.  These components are responsible for the co-ordination and record keeping of all job descriptions in the departments.  They are further responsible for monitoring and evaluating the implementation of the job description policy.

ORGANIZATIONAL DEVELOPMENT DIRECTORATE: DEPARTMENT OF THE PREMIER

The Organisational Development Directorate in the Department of the Premier will be responsible for managing the job description policy.  In this regard they will have to monitor and evaluate departments’ implementation of and compliance with the policy as well as facilitate changes to the policy.

6.
REVIEW OF JOB DESCRIPTIONS

The Public Service Regulations (Chapter 1, Part III, I.2) determines that Executing Authorities must review job descriptions and job titles at least once every three years and, where necessary, be redefined to ensure that they remain appropriate and accurate.

In cases where the key responsibilities of a job have changed substantially, the job grade has to be re-evaluated with the approved job evaluation instrument.

7.
APPROVAL OF A JOB DESCRIPTION

Supervisors must submit a job description to the relevant manager for approval (refer to the departmental delegations) before it is implemented.

8.
RECORD KEEPING

Jobholders must be provided with a copy of the job description.  Copies of all job descriptions should be appropriately filed at the human resource component.  Supervisors are responsible to furnish the human resource component with updated approved job descriptions.

9.
AMENDMENTS TO THE POLICY
Proposals for amendments to the policy, which include the format of the job descriptions, should be submitted to the human resource manager of a department, who in turn should submit departmental proposals to the Organisational Development Directorate in the Department of the Premier who will co-ordinate amendments to the policy.

10.
JOB DESCRIPTION MODEL
A job description model has been developed for the Free State Provincial Government.  The suggested job description model takes into account the requirements of the Public Service Regulations and the new Performance and Development Management System for the Free State Provincial Government.  The job description format is attached as part of the Job Description Policy and Manual Document and is discussed below.

The proposed job description consists of the following components:

10.1 Job Information Summary

10.2 Job Purpose

10.3 Dimensions

10.4 Key Responsibilities

10.5 Communication and Working Relations

10.6 Working Conditions

10.7 Material and Equipment used

10.8 Competency Profile

10.9 Career Pathing

10.1.
JOB INFORMATION SUMMARY

This summary provides useful information regarding the job.  The following should be included:

· Job Title – should be descriptive of the work content

· PERSAL Component Code

· Post Number – as indicated on the establishment on PERSAL

· Current Jobholder - name of post incumbent

· CORE – the CORE applicable to the occupational category in respect of which the post has been created

· Post Level/Salary Range – the appropriate post level as determined by the EQUATE job evaluation instrument

· Remuneration – basic salary and benefits (e.g. allowances) applicable to the post

· Location – town or city in which the job holder is working

· Component – name of the component and directorate in which the post is located

· Reports to – the job title of the supervisor

10.2.
PURPOSE 
The job purpose is an accurate, concise statement {±30 words} about the purpose or reason for existence of the post.  It also serves to give some indication about how a job can be linked to the organizational mission and objectives.  Details about how the job purpose will be achieved should not be included

10.3.
DIMENSIONS

The following should be included:

a)
ORGANIZATIONAL CHART:
An organogram that indicates the Job holder’s post and one level higher and lower should be attached. Posts of peers on same level, reporting to the same level supervisor can also be included.

b)
Dimensions should further include relevant and essential information about the job. Information that may be included in this regard is:

i) Capital and revenue budgets – it is important to show only figures on which your activities have some impact when quoting figures.

ii) Staff numbers – show the total number of subordinates and the post levels who report to the post and distinguish between posts reporting directly to the post and those that report through intermediate supervisors.

iii) Other statistics – other statistics may be helpful but it is advisable that the incumbent restricts himself/herself to statistics that are strictly relevant to his/her job.

Employees who have no budgetary or supervisory responsibilities need not concern themselves with part (b) of this section.

10.4.
KEY RESPONSIBILITIES
Each post within an organisation is created for a particular purpose and/or to perform defined functions.  The defined functions are called Key Responsibilities.   Key responsibilities are specific outputs that are going to make a difference in the organization.  In other words, key responsibilities are statements of the end results required of a job.  Key responsibilities are not statements of activities or duties.  Key responsibilities spell out the “why” and the “what” of the job and not the detailed how of the job.   

In an organisation, there are specific objectives that are set for a financial year or set period of financial year, e.g. 5-year objective plan.  Each objective has an output and the combined outputs of a number of objectives that one or more post is responsible for would result in the attainment of a specific output.   Thus, a number of combined objectives results in the formulation of one Key Responsibility.   

As a Key Responsibility reflects a combination of objectives representing specific outputs, all-inclusive statements, such as “All other duties as requested by the supervisor” or “Any other assigned tasks” is not representative of a combination of objectives and does not indicate specific outputs required of the incumbent for the relevant post and, thus, cannot be included in the Job description as a Key Responsibility.

A key responsibility statement consists of an action verb, function and end result.  The following is an example of a key responsibility: “Develop and manage the Cost Centre’s budget to ensure cost effectiveness.”  Broken down into its basic components, this key responsibility may be viewed as:

Action verb:
Develop and manage

Function:
Cost Centre’s budget

End result:
ensure cost effectiveness

Key responsibilities are the most important part of the job description.  Indicate the approximate percentage (%) of time spent on each of the responsibilities.

10.5.
COMMUNICATION AND WORKING RELATIONS

a)
Specify the various people the jobholder has contact with, both inside and outside of the organization as well as the type and purpose of the communication.

10.6.
WORKING CONDITIONS
Working conditions refer to the environment in which the work is carried out and the physical demands of the job.  The following information should be included:

a)
The physical environment where the majority of the work is carried out e.g. office, community, hospital, etc.

b) Physical demands made on the post holder e.g. standing, scuba diving, etc.

c) Emotional demands on the post for example extremely stressful situations, subject to hostile or violent situations. 

d)
Hours that the official must be available.

e)
Any unusual conditions such as exposure to live electric contacts, working in close proximity to traffic, high levels of noise or fumes, etc.

10.7.
MATERIAL AND EQUIPMENT USED
Material and equipment that will be used by the jobholder should be indicated. (Quantify as a group where possible, for example “office equipment”.)

10.8.
COMPETENCY PROFILE
A competency profile indicates the essential and desired competencies required to perform the job. Where applicable, statutory and registration requirement should be indicated.  

The essential competencies identified in the job description replaces the requirements of the Personnel Administration Standard.  The relevant CORE can be used as a guideline during the drafting of the competency profile.  Once a job description for a vacant post has been approved, that post must be advertised and filled according to the essential competencies required in the job description.

	COMPETENCIES


	ESSENTIAL
	DESIRABLE

	EDUCATION AND TRAINING
	Minimum qualification and training required

Registration / Enrolment.

E.g. Tertiary qualification in HR or Practical in-service training and practical demonstration of knowledge and skills


	Additional appropriate qualifications or training

	RELEVANT EXPERIENCE
	Period and type of experience required

E.g. Appropriate experience in the relevant field


	E.g. 2 Years Management experience in the Public Sector

	KNOWLEDGE
	Indicate broad and specific knowledge required

E.g. Personnel Evaluation procedures /

Human resource management practices


	E.g. Awareness and understanding of cultural climate within the public service

	SKILLS
	Indicate the skill and where possible the level required/desired

E.g. Analytical Skills

       Basic numeracy skills

	

	VALUES/

ATTITUDES
	E.g. loyal, trustworthy


	E.g. enthusiastic


10.9.
CAREER PATHING
Relevant information, particularly about competencies, and promotion should be provided.  This should include:


Information on next higher post

The next higher post should be indicated and the nature of work of the post(s) in the next level as well as the competencies required to perform the work in the higher post should be described.

10.10.
AGREEMENT
             Managers should encourage consultation and agreement between supervisors and subordinates about the content of job descriptions where posts are filled.  Supervisors should ensure that subordinates have a proper understanding of what is required of them in terms of the job description.  Once the job description has been discussed both the supervisor and the subordinate should sign it.


10.11.  APPROVAL
Supervisors must submit a job description to the relevant manager for approval (refer to the     departmental delegations) before it is implemented. The rank of the said manager must be indicated as well as the date of approval.

                       

 FREE STATE PROVINCIAL GOVERNMENT

DEPARTMENT: ………………………………………
JOB DESCRIPTION

A.
JOB INFORMATION SUMMARY

JOB TITLE


:
_______________________________________________

PERSAL COMPONENT CODE
:
_______________________________________________

POST NUMBER


:
_______________________________________________

CURRENT JOBHOLDER

:
_______________________________________________

CORE



:
_______________________________________________

POST LEVEL/SALARY RANGE
:
_______________________________________________

REMUNERATION

:
_______________________________________________

_______________________________________________

_______________________________________________

LOCATION


:
_______________________________________________

COMPONENT


:
_______________________________________________

REPORTS TO


:
_______________________________________________

	JOB EVALUATED
	JOB REVIEWED

	DATE OF EVALUATION:  ________________

JOB ANALYST:  ________________________

EQUATE ID NUMBER:  __________________


	DATE REVIEWED: ____________________

REVIEWED BY: ______________________

APPROVED BY: ______________________

DATE APPROVED: ____________________

FILE NUMBER: _______________________

DATE FOR NEXT REVIEW: ____________


B.
JOB PURPOSE

C.
DIMENSIONS

a)
ORGANIZATIONAL CHART
:
Please see the attached organizational Chart


(Attach an organogram that indicates the post and one level higher and lower)

b)

Employees who have no budgetary or supervisory responsibilities need not concern themselves with part b of this section.

D.
KEY RESPONSIBILITIES

Specific objectives and standards are included in the attached annual work programme.

E.
COMMUNICATION AND WORKING RELATIONS

F.
WORKING CONDITIONS

H.
MATERIAL AND EQUIPMENT USED

I.
COMPETENCY PROFILE

	COMPETENCIES
	ESSENTIAL
	DESIRABLE



	EDUCATION AND TRAINING
	
	 

	RELEVANT EXPERIENCE
	
	

	KNOWLEDGE
	
	

	SKILLS
	
	

	VALUES/ATTITUDES
	
	


J.
CAREER PATH POSSIBILITIES

1.
Information on next higher post

1.1 Next higher post:


1.2
Nature of work in higher post:

1.3
Competencies required/desired in next higher post:



AGREEMENT

The job description has been discussed with me and I understand the content thereof.

Name:
___________________________  
          Name:
 ______________________                                                   

Job holder
                                                                Supervisor

Signature: ________________________
          Signature:_____________________

Date:___________________________
                     Date:_________________________


FREE STATE PROVINCIAL GOVERNMENT

PERFORMANCE AND DEVELOPMENT PLAN

                                     DEPARTMENT OF……………………………………………………………………………………



Performance Period:        ___________________________ 
to    ____________________________


 Name:
____________________________________
Job Title:
_________________________________________


Remuneration level: ___________________________
Notch: 
_________________________


PERSAL Number: ______________________          
Component:
 ________________________

           Date of entry to current remuneration level: _______________________________________


Current status:  (Tick the appropriate box)

Probation
Extended probation

Permanent/Contract
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PERFORMANCE PLAN

	AGREEMENT OF KEY RESULT AREAS (80% OF ASSESSMENT)
	PERFORMANCE REVIEW

	KEY RESPONSIBILITY
(Broad performance areas in accordance with key responsibilities attached to job:)
	OBJECTIVE
	WEIGHT OF OBJECTIVE

(Out of a total of 100%.  This reflects the importance of Objective)
	UNIT OF MEASUREMENT/

OUTCOME

(Performance measures / indicators / specific outcomes that will indicate whether you have achieved your objective)
	STANDARD
(Quality /quantity/legal requirements etc. that the unit of measurement must comply with)
	FINAL 

RATING

1 – 5

(After discussion between Supervisor & Jobholder & only approved ratings to be used & decimals thereof is not permitted)
	SCORE

(Rating X Weight)


	REMARKS

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	SUB-TOTAL
	100%
	
	
	


Please note:     Each page of the performance plan to be signed by the supervisor and the jobholder upon the allocation of ratings and scores.

_______________________________
________________________________
SIGNATURE:  (Supervisor)
SIGNATURE:  (Jobholder) 

______________________________ 
 ________________________________
DATE
DATE

	AGREEMENT ON CONDUCT (20% OF ASSESSMENT)
	PERFORMANCE REVIEW

	CONDUCT CRITERIA/OBJECTIVE

(Should be determined in line with the inherent requirements of the job and elements of the Code of Conduct most applicable to the job and BATHO PELE principles of the Public Service)
	WEIGHT

(Out of a total of 100%.  This reflects the importance of Objective)
	UNIT OF MEASUREMENT

(Specific outputs / targets that would indicate that the Conduct Criteria has been achieved successfully)
	STANDARD

(Quality/quantity/legal requirements etc. that the unit of measurement must comply with)
	FINAL 

RATING

1 – 5

(After discussion between Supervisor & Jobholder & only approved ratings to be used & decimals thereof is not permitted)
	SCORE

(Rating x Weight)
	REMARKS

(All rating that allocated must be motivated.  Motivation must support the rating that has been given)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	SUB-TOTAL SCORE
	100%
	
	
	
	
	


Please note:     Each page of the performance plan to be signed by the supervisor and the jobholder upon the allocation of ratings and scores.

_______________________________
________________________________
SIGNATURE:  (Supervisor)
SIGNATURE:  (Jobholder) 

______________________________ 
 ________________________________
DATE
PERFORMANCE CATEGORIES:
	CATEGORY
	RATING
	DESCRIPTION



	UNACCEPTABLE PERFORMANCE
	1
	Performance does not meet the standard expected for the job. The review/assessment indicates that the jobholder has achieved less than fully effective results against almost all of the Units of Measurement and Standards for the Objective as specified in the Performance and Performance Development Plan. A Performance Improvement Plan must be developed to address performance in these areas. 

	PERFORMANCE NOT FULLY EFFECTIVE 
	2
	Performance meets some of the standards expected for the job.  The review/assessment indicates that the jobholder has achieved less than fully effective results against more than half of the Units of Measurement and Standards for the Objective as specified in the Performance and Performance Development Plan. Improvement in these areas is necessary to bring performance up to the standard expected in the job.

	FULLY EFFECTIVE
	3
	Performance fully meets the standard expected in all areas of the job.  The review / assessment indicates that the jobholder has achieved as a minimum effective results against all Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan.

	PERFORMANCE SIGNIFICANTLY ABOVE EXPECTATIONS
	4
	Performance is significantly higher than the standard expected in the job. The appraisal indicates that the jobholder has achieved better than fully effective results against more than half of the Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan and fully achieved all others throughout the year.

	OUTSTANDING PERFORMANCE
	5
	Performance far exceeds the standard expected of a jobholder at this level.  The appraisal indicates that the jobholder has achieved better than fully effective results against all of the Units of Measurement and Standards for the Objective as specified in the Performance and Development Plan and maintained this in all areas of responsibility throughout the year.


PERSONAL DEVELOPMENT PLAN

	AREA TO BE DEVELOPED
	DEVELOPMENT
	PERFORMANCE REVIEW

	
	ACTION

(HOW AND PROVIDED BY WHOM)
	TARGET DATE

(WHEN?)
	PROGRESS
	BARRIERS
	ACTIONS TO OVERCOME BARRIERS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


AGREEMENT TO PERFORMANCE AND DEVELOPMENT PLAN:

	I agree with the objectives as set out in the above Performance and Development Plan and undertake to achieve the objectives as agreed on.

SIGNATURE:  (name of jobholder)

Date:  _____________________
	I undertake to support ________________________ (name of jobholder) with the achievement of the above Performance and Development Plan

_______________________________

SIGNATURE:  (name of supervisor)

Date:  _____________________




FEEDBACK ON INFORMAL QUARTERLY REVIEW:


FEEDBACK FROM SUPERVISOR: ………………………………………………………………………………………………………………………………………………..

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

______________________________________________



______________________________________

Signature of Supervisor








Signature of Jobholder

Date:                                                                                                                         Date:

BI-ANNUAL REVIEW

BI-ANNUAL SCORE BASED ON ASSESSMENT RATING CALCULATOR:


	FACTOR
	(A)

SUB-TOTAL 


	(B)

% OF ASSESSMENT
	(A X B)

TOTAL SCORE



	KRA (Key Result Area)


	
	80%
	

	CC (Conduct Criteria)


	
	20%
	

	(C) FINAL SCORE


	

	FINAL SCORE IN PERCENTAGE (C / 3 X 100)


	                  %


AGREEMENT TO BI-ANNUAL REVIEW:

	I acknowledge that my Supervisor and I have discussed my performance and I 

AGREE WITH THE BI-ANNUAL REVIEW
DO NOT AGREE WITH THE BI-ANNUAL REVIEW
(if in disagreement, please provide written reasons)

for the period ______________________to________________________________ 

____________________________________________________________________

SIGNATURE:  (name of jobholder)

Date:  ______________________________________
	I acknowledge that I have discussed the jobholder’s performance with him/her and that the bi-annual review is a true reflection of his/her performance for the period 

____________________________to___________________________________

___________________________________________________________________

SIGNATURE:  (name of supervisor)

Date:  ____________________________________


COMMENTS AND RECOMMENDATIONS

1.
Supervisor:  

1.1
Comments and recommendation for permanent personnel.  


_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

__________________                                                      _________________________                                _________________________

Signature 
                                   Designation                                                             Date

1.2 
Comments and recommendation for personnel on probation.  


_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

In terms of the performance assessment conducted for the period ___________ to _________________  it is recommended that 


              
Probation confirmed                                       Probation extended
         

           Employment terminated

__________________                                                      _________________________                                _________________________

Signature 
                                 
Designation                                                             Date

3.  UNIT SUPERVISOR/RESPONSIBILITY MANAGER: Where the Unit Supervisor/Responsibility Manager is not at SMS level, the Unit Supervisor/ Responsibility Manager should be at least two levels above the level of the jobholder but not lower than salary level 8.  (If not in agreement with the rating of the Supervisor, please refer to paragraph 7.11 of the policy framework)


Comments and recommendations on performance assessment:

______________________________________________________________________________________________________________
________________________________________________________________________________________________________________

______________________________________________________________________________________________________________
________________________________________________________________________________________________________________

	
	AGREE WITH ASSESSMENT MADE BY SUPERVISOR
	
	
	DO NOT AGREE WITH ASSESSMENT MADE BY SUPERVISOR

(if in disagreement, please provide written reasons)


______________________

 _____________________________              
____________________

Signature 
                           Designation                                                         Date

NOTE:  Where the direct Supervisor is an SMS Member, he/she should sign as the “Supervisor” and the “Unit Supervisor/Responsibility Manager”

ANNUAL END-OF-CYCLE PERFORMANCE ASSESSMENT: 

JOBHOLDERS ON LEVELS 1 TO 12

   
Period:
1 April _______ to 31 March ________


Name:
_____________________________________________________________

Job Title:
_____________________________________________________________

Remuneration Level:_____________________________
Notch _____________

Persal Number: ________________________Component: _____________________

Date of appointment to current remuneration level: _____________________


Race: ____________ Gender: _________Disabled:  _________________________(specify)


Current employment status (Tick the appropriate box)



Probation
Extended probation
Permanent/Contract



This form must be completed and submitted to the Departmental HR unit as soon as possible after the 31st March but no later than the 15th April.  The two reviewed Bi-annual Performance and Development Plans for the year under reporting must also be attached to this form.
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ANNUAL END OF CYCLE PERFORMANCE ASSESSMENT: 

PERIOD 1 APRIL  ___ TO 31 MARCH __
PART 1: 

ANNUAL PERFORMANCE ASSESSMENT 

	BI-ANNUAL
	FINAL BI-ANNUAL SCORES (in %)

	1ST Bi-Annual Review
(1st quarter + 2nd quarter / 2 – where assessments are done quarterly)
	

	2nd Bi-Annual Review
(3rd quarter + 4th quarter / 2– where assessments are done quarterly))
	

	TOTAL
	

	FINAL ANNUAL ASSESSMENT SCORE       (Total divided by 2)

(This percentage must not be rounded off)
	


AGREEMENT ON ANNUAL END OF CYCLE PERFORMANCE ASSESSMENT:

	I hereby confirm that the original scores received during the 1st & 2nd bi-annual performance 
reviews                                                                       been altered in any way or without 

consultation with me. I further confirm that there 

any outstanding disagreements on the performance assessments for this cycle.


Thus, I hereby declare that I                                                                                          with
the annual end of cycle performance assessment. (if in disagreement, please provide written reasons)
_______________________________   
__________________________

SIGNATURE:  

(name of jobholder)

Date:  _____________________
	I hereby confirm that the original scores allocated at the 1st & 2nd bi-annual performance reviews have not been changed or altered in anyway or without consultation with the jobholder.  I declare that the annual performance assessment was discussed with the jobholder and that the assessment was done fairly and objectively.  I further confirm that there 

                                                                  any outstanding disagreements on the performance assessment for this cycle.
__________________________
__________________________

SIGNATURE:  
 (name of supervisor)

Date:  _____________________




Conclusion (mark which applicable):

	PERFORMANCE CATEGORY
	TOTAL SCORE
	MARK THE APPLICABLE CATEGORY WITH AN X
	PROBATION
	PAY PROGRESSION
	CASH BONUS

	
	
	
	
	
	SALARY LEVELS 

1-10 
	SALARY LEVEL  

11  - 12

	Unacceptable performance
	33% - 65%
	
	Extend probation or terminate after following the process of the incapacity code
	-
	-
	-

	Performance not fully effective 
	66% - 89%
	
	Extend probation
	-
	-
	-

	Fully effective
	90% - 115%
	
	Confirm appointment
	1 Notch
	-
	-

	Performance significantly above expectations
	116% - 136%
	
	Confirm appointment
	1 Notch
	Between

5% - 8%
	Between 

5% - 7%

	Outstanding performance
	137% - 149%


	
	Confirm appointment
	1 Notch
	Between 

9% - 12%
	Between 

8% - 10%

	
	150%

&  above
	
	Confirm appointment
	1 Notch
	Between

 13% - 18%
	Between 

11% - 14%




*NOTE:  Officials that are employed on a PERSONAL NOTCH will not receive a pay progression (notch), unless differently declared buy the National Minster of Public Service and Administration, but will receive the allocated cash bonus, should the official qualify therefore.  Jobholders that receive an increase in salary (higher or equal to the notch at the time of assessment) before 1 July will not receive the pay progression that they have qualified for.   Jobholders that are at the maximum notch of the relevant salary level will not be eligible for a monetary reward of the notch qualified for.

PART 2: COMMENTS AND RECOMMENDATIONS

1.  Supervisor:  Comments and recommendation


_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________

__________________                                                      _________________________                               _________________________

Signature 
                                  Designation                                                             Date

2.  Jobholder:  Comments (If you do not agree with the assessment by the supervisor, please provide reasons.  Attach a separate page if necessary)




	
	AGREE WITH ASSESSMENT
	
	
	DO NOT AGREE WITH ASSESSMENT


NOTE: If agreement or disagreement with the review made by the Supervisor is NOT indicated, the review will be accepted as correct and             agreed upon.

___________________________                  _____________________________                  _____________________________

Signature 
                 Designation                                                       Date

3. Decision of responsible manager (Where the Unit Supervisor/Responsibility Manager is not at SMS level, the Unit Supervisor/ Responsibility Manager should be at least two levels above the level of the jobholder but not lower than salary level 8.  (If not in agreement with the rating of the Supervisor, please refer to paragraph 7.11 of the policy framework))

	
	AGREE WITH ASSESSMENT MADE BY SUPERVISOR
	
	
	DO NOT AGREE WITH ASSESSMENT MADE BY SUPERVISOR


Remarks (if any):  _________________________________________________________________________________________________

_________________________________________________________________________________________________________________
__________________                                                      _________________________                                _________________________

Signature 
                                  Designation                                                             Date

4. Decision of responsible SMS Member/Designated Manager: (if not in agreement with supervisor’s rating, please refer to par.7.7 of the Policy Framework)


	
	AGREE WITH ASSESSMENT MADE BY SUPERVISOR
	
	
	DO NOT AGREE WITH ASSESSMENT MADE BY SUPERVISOR


Remarks (if any):  _________________________________________________________________________________________________

_________________________________________________________________________________________________________________
__________________                                                      _________________________                                _________________________

Signature 
                                  Designation                                                            Date



PERFORMANCE IMPROVEMENT PLAN

                                     DEPARTMENT OF……………………………………………………………………………………



  Period:_____________________________ to ______________________________________

 
Name:
__________________________________
Job Title:
 _______________________________


Remuneration level: ___________________________Notch: _________________________


PERSAL Number: ______________________          
Component: ________________________

                     Date of entry to current remuneration level: _______________________________________


Current status:  (Tick the appropriate box)


Probation

Extended probation

Permanent/Contract
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PERFORMANCE IMPROVEMENT PLAN

	AGREED PROBLEM STATEMENT


	ACTIONS TO OVERCOME PERFORMANCE PROBLEM
	TARGET DATE
	MONITORING REMARKS

	
	
	
	

	
	
	
	

	
	
	
	


AGREEMENT TO PERFORMANCE IMPROVEMENT PLAN:

	I agree with the problem statements/actions to overcome performance problems and target dates as set out in the above Performance Improvement Plan.

SIGNATURE:  (name of jobholder)

Date:  _____________________


	I undertake to support _________________ (name of jobholder) with the implementation of actions to overcome performance problems. 

_______________________________

SIGNATURE:  (name of supervisor)

Date:  _____________________




 ANNEXURE E

DISAGREEMENT ON ASSESSMENT RESULTS: REFERAL TO DISPUTE BODY

	DEPARTMENT: _____________________________________________________________________________________________

COMPONENT:_______________________________________________________________________________________________




        PARTPARTCULARS OF PARTIES INVOLVED IN DISPUTE:

	NAME OF OFFICIAL:
	
	NAME OF SUPERVISOR/MANAGER:
	

	PERSAL NUMBER:
	
	PERSAL NUMBER:
	

	RANK:
	
	RANK:
	

	SIGNATURE:
	
	SIGNATURE:
	

	DATE:
	
	DATE:
	


         INFORMATION ON DISPUTE:

	ASSESMENT PERIOD THAT DISPUTE IS DECLARED ON: FROM_______/_______/_______ TO __________/__________/_______

	REASON/S FOR DISPUTE: (Short description of problem must be provided and all the applicable documentation must be attached to this document)

1.___________________________________________________________________________________________________________________________

2.___________________________________________________________________________________________________________________________

3.___________________________________________________________________________________________________________________________

4.___________________________________________________________________________________________________________________________

5.____________________________________________________________________________________________________________________________


         RECOMMENDATION OF DISPUTE BODY TO HEAD OF DEPARTMENT:

	RECOMMENDATION:__________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________


__________________________________                                                          _____________________________________________

CHAIRPERSON: DISPUTE BODY                                                                      DATE




        RECOMMENDATION OF HEAD OF DEPARTMENT TO DEPARTMENTAL MODERATING COMMITTEE:

	I recommend/do not recommend the proposal of the Dispute Body.

______________________________________________                                   ____________________________________________ 

HEAD OF DEPARTMENT                                                                                    DATE

REASONS FOR RECOMMENDATION (if different from proposal of Dispute Body):_____________________________________________________________________

____________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________


FREE STATE PROVINCIAL GOVERNMENT
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