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                        PART A:  STANDARD RATING SCALE
	RATING
	ALLOCATED
POINTS
	LEVEL OF 

PERFORMANCE
	DESCRIPTION

	A
	21-25
	Outstanding 
	Exceptional performance in all areas of

 responsibility. Planned objectives were

 achieved /met/above the established 

standard s and accomplishments were 

achieved in unexpected areas.



	B
	16-20
	Exceeds 
expectations
	Consistently exceeds established standards in most areas of responsibility.  All requirement 

were met and objectives were achieved 

above the established standards.

	C
	11-15
	Meets expectations
	All jobs requirements were met and 

planned objectives were accomplished 

within established standards.  There were 

no critical areas where accomplishments 

were less than planned.



	D
	 6-10
	Needs improvement
	Performance in one or more critical areas 

does not meet expectations.  Not all

 planned objectives were accomplished 

within the established standards and some responsibilities were not completely met.



	E
	 0-5
	Does not meet 
minimum standard
	Does not met minimum job requirements.  Performance is unacceptable. 

 Responsibilities are not met and 

important objectives have not been 

accomplished.

Needs immediate improvement.


                                                PART B:  PRINCIPLES

MANAGING THE PRINCIPLES UNDERLYING THE AGREEMENT

1.
INTRODUCTION

Managing performance at the individual job level involves a cycle of activities.  The University’s Performance Management development system has four stages to it, namely:

· Performance Agreement Planning and the formulation stage

· Performance Agreement Implementation, Monitoring and Quarterly Review Stage

· Performance Agreement Assessment and Performance Incentive Stage

· Re-planning, Corrective and Skill  Development Stage

2.
PLANNING AND AGREEMENT FORMULATION STAGE
During this stage the performance commitments, deliverables, performance standards and time frames are developed and recorded in the agreement.  Once the agreement is signed, the Agreement Planning and formulation stage is completed.

3.
PERFORMANCE AGREEMENT IMPLEMENTATION, MONITORING AND QUARTERLY REVIEW
During this stage, the incumbent implements his performance agreement, using his usual management methods, systems, procedures and infrastructure.  Progress against the deliverables and performance indicators identified and recorded in the agreement.

4.
PERFORMANCE AGREEMENT ASSESMENT STAGE
In November/December, as specified in the Incumbents Performance Agreement, the performance of the incumbent is formally assessed. Bases on this assessment, a recommendation is made regarding any incentives that the incumbent is entitled to in terms of the agreement.

5.
REPLANNING, CORRECTIVE ACTIONS AND SKILL DEVELOPMENT STAGE

Not all performance turns out as planned, nor is this always solely the result of nonperformance.  Sometimes, the performance targets established cannot be achieved within required timeframes with the resources provided.  On other occasions, circumstances or events change and the original performance targets may no longer be valid.

If this occurs, very little advantage is to be gained by rigidly adhering to the original performance targets and constantly identifying performance shortfalls.  In these cases, a process of re-planning and reformulation of “more realistic” performance targets should be re-entered into during the review meetings.

Nevertheless, if a performance shortfall does occur because the performer has a skill or competency limitations that are exposed during the review and/or assessment stages, then corrective actions must be taken. This involves the creation of a training and development plan so the performance shortfall can be addressed.

This step can be initiated at any stage during the performance management cycle and should not wait until a formal performance assessment is undertaken at the end of the year.  It must, however, automatically be initiated as a standard management step should a weak or negative performance assessment be made during the annual performance management.

PART C:  OUTPUTS BASED ON THE INSTITUITONAL STRATEGIC PLAN

Overall weight of 60 %

	Strategic Objective (Derived from the Strategic Plan):………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………………………………………………………….



	KPAs

(Key a rea  of responsibi-
lity or the value adding behaviour essential to effective performance in a  job role.
	. Specific Objective

(Objectives

relevant to Faculty or Departmental  objective 
	Key Focus Areas

(Areas of the KPA should focus on for this period  in order to achieve the desired objective.
	Priority


	Weight or 

Level of importance

in % terms.

	Key Results Indicators

( What results are expected from me in order to meet performance expectations / To what extent the expected performance were achieved in a given KPA.) 
	BaselineStandard

(Current Status

of the 

required

Output.


	Means of Veri

fication of

Outputs

(What proof do I show as a measure of success towards achieving the required the KPA.)


	Target
	Resource Allocation

	
	
	
	
	
	
	
	
	Semester 1
	Semester 2
	Financial
	Physical
	Human

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


PART D:  COMPETENCY ASSESSMENT

COMPETENCIES

(Overall rating of 40 % for evaluation purposes)

	KPA
	WEIGHT
	*COMPETENCIES or 

°VALUE BASED BEHAVIOUR
	ACTUAL BEHAVIOURAL EXAMPLES
         DEMONSTRATED (STARS)
	      RATING AND
PROFICIENCY LEVELS

1:Beginner
2:Basic understanding
3:Competent
4:Advanced Understanding
5:Expert


	For which key 

performance area (KPA)
are these competencies?
	Level of 

importance
	*What clusters of skill 

knowledge and 

behaviour are pre-

determined for 

achievement of results

° Living the values of the organization.
Which values of  the Institution am I 

expected to live whilst striving 

to achieve the agreed objectives? 


	As means of verification for demonstrating competencies

or  living the values using the STARS approach
*   Situation

*   Action

*   Result

(NB:  At most two examples per 

Competency or Value)
	1
	2
	3
	4
	5

	
	
	
	
	Actual                   Required

Level         ↔        level

(1-5) (1-5)

      (Curent competency level as

      opposed to the required level).

	
	
	
	
	
	
	
	
	


Agreed  ……………………………………………………………………….   Date  ……………………………………………………………..…

Signature (Employee)  …………………………  Date  ………………….   Signature (Supervisor)  …………………………  Date ……….….

                                               PART E:  SELF EVALUATION:  SELF EVALUATION BY THE EMPLOYEE
(To be filled by employee (appraisee) prior to the meeting his/her superior (Appraiser)

	Competencies or value

 Based behaviour
What clusters of skill, 

knowledge and 

behaviour am I 

expected to bring to 

the job in order to 

meet performance 

expectations?

Which values of  the Institution whilst  striving 

did I live whilst striving 

to achieve the objectives?
	Demonstration of competencies or value 

based behaviour  based 
on the ‘Stars’ approach as means of
 Verification i.e
*  Situation

*  Action

*  Result 

NB:  At  most two examples per 
Competency or Value

	The rating of the required
 as compared with the actual 

level of proficiency
	Objectives

What results are 

expected of me?
	The rating  of the required as 

as compared to the actual 

level

	
	
	1
	2
	3
	4
	5
	
	1
	2
	3
	4
	5

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


                                                             PART F:  THE OVERALL ASSESSMENT CALCULATOR. 
	KPAs or AGREED 
OBJECTIVES (60%)
	1WEIGHT(W)
	RAW SCORE BASED ON
RATING SCALE(R)
	SCORE (WxR)

	Focus area - Objective #1
	
	
	

	Focus area - Objective #2
	
	
	

	Focus area - Objective #3 etc..
	
	
	

	Total
	100 % 
	
	

	ASSOCIATED COMPETENCIES  or VALUE 

BASED BEHAVIOUR (40%).
	
	
	

	(Use the applicable 

Competencies or values here)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	100 % 
	
	

	Objectives……………….
	
	
	

	Behavioural

Competencies………….
	
	                       +


	

	Total Overall Score 
	
	
	

	Final Rating (According to the rating Scale)
	
	


1The weight allocation to each objective or competency should all add up to 100 % then subject this to a 60%:40% split.

               PART G:  TRAINING AND DEVELOPMENT NEEDS
Based on the above performance assessment the following areas need attention:

	AREA AND PRIORITY  IN TERMS OF

THE KPAS AND THE COMPETENCY 

REQUIREMENTS.
	PROPOSED INTERVENTION
	BY WHOM, WHEN 

AND WHERE?

HOW MUCH WILL IT 

COST?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


                                           PART H:  CAREER PATHING

   Is the job currently being performed in line with employee career aspirations?

   ---------------------------------------------------------------------------------------------------------------------

   ---------------------------------------------------------------------------------------------------------------------

   ---------------------------------------------------------------------------------------------------------------------

   Signature   ………………………………………………   Date  ……………………………

   If yes, how can he/she be made more effective?

   --------------------------------------------------------------------------------------------------------------------- 

  ---------------------------------------------------------------------------------------------------------------------

  ---------------------------------------------------------------------------------------------------------------------

   Signature   ………………………………………………   Date  ……………………………

   If no, is it possible to accommodate him/her at current position or consider possible 

  lateral transfer: 

   ---------------------------------------------------------------------------------------------------------------------

   ---------------------------------------------------------------------------------------------------------------------

  ---------------------------------------------------------------------------------------------------------------------

   Signature   ………………………………..………………   Date  ……………………………

  Remarks by the appraisee on the fairness of the appraisal      

 ---------------------------------------------------------------------------------------------------------------------   ------------------------------------------------------------------------------------------------------------------   ---------------------------------------------------------------------------------------------------------------------   Signature   …………………………………………………   Date  …………………………

                           PART I:  FINAL COMMENTS AND REMARKS

OVERALL COMENTS (JUNE) (SUPERVISOR AND INCUMBENT)
----------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

OVERALL COMMENTS (DECEMBER) (SUPERVISOR AND INCUMBENT)
  ---------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

  Signature ………………………………………….  Signature  …………………………………

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

                 PART J:  REMARKS BY THE STRATEGIC LEADERSHIP

  Remarks by the Head of Division/Department or Directorate

  ---------------------------------------------------------------------------------------------------------------------  

  ---------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ---------------------------------------------------------------------------------------------------------------------  

 ---------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 Signature ………………………………………….  Date ………………………………………

  Remarks by the Principal or Vice-Principal (if necessary)

  ---------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------

 ----------------------------------------------------------------------------------------------------------------------  

 ----------------------------------------------------------------------------------------------------------------------

Signature ……………………………………………….  Date   …………………………………

GLOSSARY USED IN THE ADOPTED PMDS MODEL

Annual performance evaluation: Annual performance evaluation is the final phase of an effective performance management system. It is the process of assessing performance and development at the end of the performance management cycle.  It is part of a larger process of linking individual performance management and development to organisational goals.  It is also a cyclical and interactive process aimed primarily at performance improvement through ongoing learning and development.

Baseline: 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.

Business plans:  Business plans are the University’s and all its components’ operational plans for a specific financial year to give effect to the implementation of the strategic plan.

Components:  A faculty, directorate or other organisational business unit.

Core management competencies (CMC): The core management competencies of the Employees are the competencies that will be used to determine expected performance standards in Performance Agreements (PAs)and to assess achievement through performance review and appraisal meetings.
Development Planning: Development planning is a process of creating experiences for employees that promote the acquisition of the skills and knowledge related to the position, as well as to professional growth.  Development planning forms an integral part of the performance management and development system. 


Employee:  An employee on any salary level at Tshwane University of Technology.

Inputs: Inputs are all the resources used to produce an output.  This would include the information necessary to process issues without which the resources would never convert to proper outputs

Key performance indicators (KPIs):
These spell out in clear measurable language what will be used to measure success for each key result area (KRA). As such, to see that one has the right indicator, the following sentence needs to be completed in grammatically and contextually correct style. 

Key Performance Area (KPA) / Key Result Area (KRA): These are the broad performance areas synonymous to Learning Fields in the Education and Training Sector. They indicate what areas one should focus on in order to achieve outcomes and outputs.  Also referred to as an area of a job that is critical in terms of making an effective contribution to the achievement of organisational goals. They are often very briefly stated as nouns (one, two or three words, not much more). 

Means of Verification (MoV):
Means of verification is the process of verifying that the performance provided substantiates achievement against key performance indicators and targets. Verification is the determination that an improvement action has been implemented as designed. 

Objectives:  Concise statements, which express the strategic intentions of the university or its components. They show what the desired results that the organisation, component, team or individual plans to achieve within a particular period.  These should be specific, measurable, agreed upon, realistic and time bound.  They are statements that concretely and specifically describe results to be achieved. 


Outputs: Outputs are the visible products of the effort that turns inputs into tangible results (products or services). Outputs are activity oriented, measurable and usually under managerial control. As such they are often shown in the column as Means of Verification (MoV) (see above).

Outcome: The consequence/impact of achieving specific objectives. They show what will change in the lives of the customer or client once they have consumed the products / outputs produced during the performance process. 

Performance Instrument:  Performance instruments entail the performance planning, review and evaluation tool used to document all aspects of the performance of the individual employee in relation to the achievement of objectives as stated in the relevant part of the performance agreement. It refers to all the completed columns containing the key issues as defined in this glossary and later shown as instruments / tools to still be developed They can be used for the South African Excellence Model (SAEM) or any other PM Measurement/Assessment Model.  It is noteworthy that the format for each level from university down to the individual should be almost identical to reinforce strategic alignment.

Performance Agreement (PA): A document agreed upon and signed by the employee and supervisor, which reflects the outputs expected, the performance standards that will apply and measures to assess / evaluate performance.

Performance agreement system:  A process that links individual work plans to organisational goals and the analysis of what will be required to achieve effective performance.  It involves supervisors and employees agreeing on key performance areas, objectives, and standards of performance and assessment factors to guide performance and performance assessment.


Performance management and development: A strategic management technique that on the one hand links the strategic plan to the objectives of components and on the other links components’ business plans to individual work plans and individual competence development.

Performance review: Regular (at least quarterly) formal discussions between supervisors and employees to monitor and report progress, to resolve problems and to adjust work plans / targets during the annual performance cycle.  Ideally one formal performance review should take place at the end of each term / quarter as the case may be.

Performance standards:  Performance standards are mutually agreed criteria to describe how well work must be done on an on-going basis.  Performance standards are a prescribed set of “rules”, conditions or requirements used to measure or define the quality or quantity of particular performance elements.  They should always be used, wherever they have been pre-agreed to clarify the Key Performnce Indicator (KPIs) of a job by describing what “doing well” means.

Personal development:  Competence-based activities to develop the knowledge, skills and attributes of the employee necessary to achieve the identified objectives of the performance plan.

Resource Allocation:
These include all key resources without which the achievement of a particular KPA would not be possible. The resources listed should cover the human, financial and physical / informational resources needed by the KPA.

Rating:  The awarding of a score for an attribute/factor e.g. leadership, in accordance with the prescribed rating scales and the preferred PM model 

Special projects/lateral projects: Refers to ad hoc or planned projects that do not form part of the employee’s normal functions.  These could be performed within or outside the component where the employees normally work. However, there should be a KPA area named special projects for all employees affected by this practice so that whatever they do can and does get fitted into their plans.

Strategic goal: A long-range target that guides an organisation’s efforts in moving toward a desired future state.

Strategic objective: A time based measurable accomplishment required to realise the successful completion of a strategic goal.

Strategic planning: A continuous and systemic process whereby an organisation makes decisions about its future develops necessary procedures and operations to achieve that future and determine how success is to be measured. 

Strategic plan:  The strategic plan details information of the university’s and / or its component’s goals and core objectives over a period of time.

Supervisor:  Manager responsible for the performance agreement, review and assessment of the performance of employees / subordinate.  This includes the allocation of work, monitoring activities and discussing performance and development progress as applicable.

Target:  A mark to shoot at. A short-term goal to be achieved. Targets specifically talk to the same things as the baseline except where the baseline looked at the quantity or quality at the start of measurement, the targets look at the same indicator and project / or set where these will be in a given time in the future. These targets must be set quarterly for individual performance measurements.


Work or individual performance plan:  The plan that captures (using the instrument / tools agreed for that purpose) all the key result areas of an individual employee for a specific financial year and which plan forms part of the employee’s performance agreement. 
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SECTION B: 


WORK PLAN AGREEMENT
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