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1. Introduction.

This serves to provide a brief outline of what managers and supervisors should consider when developing a performance plan. A manual in this regard is been refined and will be placed on the Intranet as soon as it is ready.

As it will be noticed in the next paragraph, the performance plan consists of the:

· Performance agreement: Section A and, 
·  Performance Work plan: Section B.
The first section i.e the performance agreement encompasses areas such as job detail, job purpose, duties and responsibilities, accountability, key performance areas, focus areas etc..The section attempts to formalise the contractual obligations and the mutuality of expectations between the manager / supervisor and his / her direct reportee. 
The second section i.e the work plan is divided into various parts namely:

· Part A: The standard rating scale. 
This is intended for use when performance is evaluated at the end of the year and should be utilised in conjunction with Part F of the work plan

· Part B: Principles.
This reflects the principles underlying the performance management adopted by the institution

· Part C: Objectives.
This covers the agreed work output and includes: strategic objectives, KPA’s, specific objectives, focus areas etc.

· Part D: Competencies and value-based behaviour

This part reflects the competency and value-based behaviour expected of the job incumbent

· Part E: Self- evaluation.

The incumbent completes this part before he /she meets with the supervisor during review and the final assessment at the end of the cycle.

· Part F: Overall assessment calculator.
This part is used to calculate the overall score at the end of the performance cycle
· Part G:Training and development needs
This aims to close any identified performance gap through a training and development intervention.

· Part H: Career Pathing
This part is for mapping the career path of the incumbent jointly with his/her supervisor. Otherwise, the remaining parts of the work plan are for comments and signatures.
The following is the suggestion for developing the work plan.
2. Action steps for completing the adopted PDMS instrument.

	  AREA
	KEY STEPS / ACTIONS

	1. Job details
	· Outline your job details as contained on your salary advice, specifically your salary/personnel number, rank (job level), work location.

· It may assist the process if the incumbent has an updated job description



	2. Job Purpose
	· Clearly describe the purpose of your job (overall focus and expected outcomes)

· Is the job purpose in line with the vision and strategic focus of the faculty or department?

· Does it reflect the faculty or departments business plan?

	3.Duties, Responsibilities and Accountability
	· List your duties as defined in your job description or your appointment responsibilities.

	4.Reporting requirements
	· Describe in clear terms the lines of accountability between the manager and the staff member.

· Are the reporting lines, mechanisms and processes clear between the two?

· Are there reporting mechanisms and systems in place?

· How will the above impact on the assessment of performance?

	5.Performance Work plan 
	· This part forms the individual scorecard for the incumbent, attached to the Performance agreement as Annexure or as a section of the agreement. It shows all the relevant objectives, indicators and targets as agreed during the discussions leading to the conclusion of the agreement.

	6. Objectives and Outputs
	· This is the key part of the performance instrument and the particular form will vary depending on the type of agreement, i.e. full performance agreement, work plan agreement and standards framework agreement. 

	6.1 Priority 
	·    In order to address this objective what key priority do you attach to the objective?

Priority areas can also be identified based on strategy documents of the university.

	6.2.Strategic  Objectives
	· Outline the objectives to be performed in the job:

· What is/are the main results that all clients expect from    you?

· What is the major overall function that you perform in your job?

· Are the objectives in line with the faculty or departments strategic and business plans?

	6.3  KPA’s
	· Identify the broad performance areas to address the objective. Also think of areas of your job that are critical in terms of making an effective contribution to the achievement of the department or faculties goals and ultimately the universities goals. 

	6.4.Focus Area
	· Indicate what areas,  that one should focus on in order to achieve expected outcomes or outputs for this planning cycle.

	6.5  Weighting in %
	· The KPAs should be weighted according to the importance that they have in the employee’s job.  The weighting of all the KPAs should add up to 100%, while the individual competency requirement should also add up to 100%.

· Each area of assessment will be weighted and will contribute a specific part to the total score.  KPAs covering the main areas of work will account for 60% of the final assessment.  The competence and the value-based individual requirement plan will make up the other 40% of the member’s assessment score.



	6.6.Key  Results  Indicators
	Link clear performance indicators to each of the objectives:

· How will you know that you have achieved your desired results?

· What evidence will provide proof of this achievement?

· Do the indicators meet the criteria for good performance indicators?

	 6.7. Baseline
	· This represents the Initial collection of data to establish basis for comparison, evaluation and target setting. 

· This is a measurement of the current levels of quality or quantity indicated by the KPI. 

· It must always be consistent with the statement of the indicator. 

· By consistency is meant that, should the indicator seek to measure a %, and then the baseline must show the same measurement in % too, not a number or some other unrelated measurement.

	 6.  6.8 Outputs  and Means of Verification 
	· Will Determine and clearly describe expected outputs for each objective:

· The outputs help you to achieve the objective?

· Are they realistic and attainable?

· Are they measurable?

	6.9 Targets
	· Define your targets for each quarter or semester for each focus area or specific objective

· You need to know whether or not a time-frame is required:

· How long will it take to achieve the desired results?

· Whether your time frames are specific, achievable and realistic  



	6.10(Optional) Enabling conditions (if at any one stage these enabling conditions seem to be used as excuse for not attaining agreed targets-as is commonly the case, then do not even bother to have these shown)
	· Identify all the individuals and process in the faculty or department/component upon which the performance of your duties is dependent upon.

· What are the enabling factors, actions or partners that will affect the realisation of your desired results – With whom do you need to work?

· What is their potential impact on your performance?

· What proactive mechanisms could be put in place to avoid a negative impact?



	6.11Resource Allocation
	· Identify what resources will be needed to assist in achieving your desired result:

· Are these physical, financial or human?

· Are they available at your disposal

· What are the alternative resource pools?


	7.Competency Profiles or value-based behaviour


	· Identify the knowledge, skills and attitudes that are required to perform effectively and the values that an individual has to live by.

	8.Developmental requirements
	· Identify the knowledge, skills and attitudes that must be developed for effective performance:

· What job-specific competencies are needed for improved performance?

· Are these in line with prescribed levels of competency for the job?

· Where and how can these be acquired?

	9.Performance Reviews and Evaluation
	· Define how the progress review and evaluations will happen

	10 Timetable for Assessment
	· Define when the progress review and evaluation will happen

	11. Performance Outcomes
	· Define and record what actions will be taken in recognition of good performance or to address poor/non-performance.  These must be based on the University’s policies and the EMC’s directives. 

	12. Dispute resolution
	· Defines the procedure to follow in the event of a dispute around performance reviews or evaluation

	13. Sign off
	· Agree with the manager on the content of the Performance Agreement and sign off as a contract.

· Do we agree on the contents of the agreement?

· Are the review periods clear and acceptable?

· Did we diarise the next review meeting?

· All amendments to the agreement must be recorded in writing.

NB. Each party need to keep a copy of the agreement


2. Action steps for completing the adopted PDMS instrument? 

	  AREA
	KEY STEPS / ACTIONS

	1. Job details
	· Outline your job details as contained on your salary advice, specifically your salary/personnel number, rank (job level), work location.
· It may assist the process if the incumbent has an updated job description



	2. Job Purpose
	· Clearly describe the purpose of your job (overall focus and expected outcomes)

· Is the job purpose in line with the vision and strategic focus of the faculty or department?

· Does it reflect the faculty or departments business plan?

	3.Duties, Responsibilities and Accountability
	· List your duties as defined in your job description or your appointment responsibilities.

	4.Reporting requirements
	· Describe in clear terms the lines of accountability between the manager and the staff member.

· Are the reporting lines, mechanisms and processes clear between the two?

· Are there reporting mechanisms and systems in place?

· How will the above impact on the assessment of performance?

	5.Performance Work plan 
	· This part forms the individual scorecard for the incumbent, attached to the Performance agreement as Annexure or as a section of the agreement. It shows all the relevant objectives, indicators and targets as agreed during the discussions leading to the conclusion of the agreement.

	6. Objectives and Outputs
	· This is the key part of the performance instrument and the particular form will vary depending on the type of agreement, i.e. full performance agreement, work plan agreement and standards framework agreement. 

	6.1 Priority Area
	·    In order to address this objective what key priority areas need to be addressed? Priority areas can also be identified in the university strategy documents.

	6.2.Strategic  Objectives
	· Outline the objectives to be performed in the job:

· What is/are the main results that all clients expect from    you?

· What is the major overall function that you perform in your job?

· Are the objectives in line with the faculty or departments strategic and business plans?

	6.3  KPA’s
	· Identify the broad performance areas to address the objective. KPA’s.  Also think of areas of your job that are critical in terms of making an effective contribution to the achievement of the department or faculties goals and ultimately the universities goals. 

	6.4.Focus Area
	· Indicate what areas,  that one should focus on in order to achieve expected outcomes or outputs for this planning cycle.

	6.5  Weighting in %
	· The KPAs should be weighted according to the importance that they have in the employee’s job.  The weighting of all the KPAs should add up to 60%, while the individual competency requirement will absorb the remaining 40%.

· Each area of assessment will be weighted and will contribute a specific part to the total score.  KPAs covering the main areas of work will account for 60% of the final assessment.  The competence and the value-based individual requirement plan will make up the other 40% of the member’s assessment score.


	6.6.Key  Results  Indicators
	Link clear performance indicators to each of the objectives:

· How will you know that you have achieved your desired results?

· What evidence will provide proof of this achievement?

· Do the indicators meet the criteria for good performance indicators?

	 6.7. Baseline
	· This represents the Initial collection of data to establish basis for comparison, evaluation and target setting. 

· This is a measurement of the current levels of quality or quantity indicated by the KPI. 

· It must always be consistent with the statement of the indicator. 

· By consistency is meant that, should the indicator seek to measure a %, and then the baseline must show the same measurement in % too, not a number or some other unrelated measurement.

	 6.  6.8 Outputs  and Means of Verification 
	· Will Determine and clearly describe expected outputs for each objective:

· The outputs help you to achieve the objective?

· Are they realistic and attainable?

· Are they measurable?

	6.9 Targets
	· Define your targets for each quarter or semester for each focus area or specific objective

· You need to know whether or not a time-frame is required:

· How long will it take to achieve the desired results?

· Whether your time frames are specific, achievable and realistic  



	6.10(Optional) Enabling conditions (if at any one stage these enabling conditions seem to be used as excuse for not attaining agreed targets-as is commonly the case, then do not even bother to have these shown)
	· Identify all the individuals and process in the faculty or department/component upon which the performance of your duties is dependent upon.

· What are the enabling factors, actions or partners that will affect the realisation of your desired results – With whom do you need to work?

· What is their potential impact on your performance?

· What proactive mechanisms could be put in place to avoid a negative impact?



	6.11Resource Allocation
	· Identify what resources will be needed to assist in achieving your desired result:

· Are these physical, financial or human?

· Are they available at your disposal

· What are the alternative resource pools?


	7.Competency Profiles or value-based behaviour

	· Identify the knowledge, skills and attitudes that are required to perform effectively and the values that an individual has to live by.

	8.Developmental requirements
	· Identify the knowledge, skills and attitudes that must be developed for effective performance:

· What job-specific competencies are needed for improved performance?

· Are these in line with prescribed levels of competency for the job?

· Where and how can these be acquired?

	9.Performance Reviews and Evaluation
	· Define how the progress review and evaluations will happen

	10 Timetable for Assessment
	· Define when the progress review and evaluation will happen

	11. Performance Outcomes
	· Define and record what actions will be taken in recognition of good performance or to address poor/non-performance.  These must be based on the University’s policies and the EMC’s directives. 

	12. Dispute resolution
	· Defines the procedure to follow in the event of a dispute around performance reviews or evaluation

	13. Sign off
	· Agree with the manager on the content of the Performance Agreement and sign off as a contract.

· Do we agree on the contents of the agreement?

· Are the review periods clear and acceptable?

· Did we diarise the next review meeting?

· All amendments to the agreement must be recorded in writing.

NB. Each party need to keep a copy of the agreement


