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GLOSSARY

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 analyses what will be required to achieve effective performance.  It involves supervisors and employees agreeing on key result (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 Results Indicator (KRIs) 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/ Performance plan 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. 

1. INTRODUCTION 

1.1. This document describes possible elements, processes and requirements for consideration in the development of a performance management and development for all employees at the Tshwane University of Technology (TUT). Refinement of the elements and processes through a consultation and workshop process will form the basis for the draft Performance Management and Development (PMDS) policy to be tabled.

1.2. The rationale behind performance management and development is to optimise every employee’s output in terms of quality and quantity, thereby increasing total performance. All employees are to enter into performance agreements with their supervisors.

1.3. The PMDS system needs to be integrated with all other organisational processes, policies and systems to be effective. The contents of performance agreements should be clearly and directly related to strategic and the business plans of the specific component for the performance year.  Other systems and processes should support effective performance management and focus on continuous improvement of performance.

1.4. Communication is key to performance management and development. Employees at all levels should not just know, but also understand the strategic goals of the organisation. It should be clear to all employees how they are expected to contribute to the achievement of these goals. It is also important that information on achievement against these objectives is available to all employees’ at all appropriate times.

2. PURPOSE OF A PMDS POLICY

To provide policy measures and practical guidelines for the utilisation of Performance Management and Development System (PMDS).

3. SCOPE OF APPLICATION AND DATE OF IMPLEMENTATION

The PMDS shall be applicable to all employees of TUT and may come into effect at different timeframes depending on different levels, directorates, and faculties in the institution. The 1st of January 2006 is the recommended date for implementation of the PMDS to all employees.

4. OBJECTIVES

The PMDS should be seen as a process that will contribute to:

4.1. establishing a performance culture in TUT by planning, measuring, communicating, recognising and rewarding performance;

4.2. serving as a vehicle for implementing  goals and strategies;

4.3. facilitating continuous performance improvement, individual and organisational development;

4.4. continuously enhancing employees’ competence through the identification of KPAs as well as career related training and development needs and strategies to deliver the best training available;

4.5. communicating the standards and performance expectations of each employee;

4.6. evaluating performance fairly and objectively; and

4.7. serving as a tool to address unsatisfactory performance within the scope of existing labour legislation (e.g. LRA as amended) and collective agreements.

5. MANDATES AND SOURCES OF AUTHORITY

There are as yet no clear confirmations on direct legal mandates and other than best practices of good management, which drive the need for a PMDS at institutions of higher education. (Further research and review is still under way, including the HEQC documentation which specifies specific regulatory frameworks!). Performance management remains the responsibility of every management and supervisor to ensure that the strategic goals and objectives of the University are achieved. 

6. PRINCIPLES

The following principles shall underpin the PMDS:

6.1. Individual / team performance agreements and work plans shall link to broad and consistent staff development plans and be aligned with the University’s strategic plan and divisions’ business plans, at the same time, instilling agreed institutional values
6.2. Individual performance shall be assessed in the context of job descriptions/ performance agreements as signed.

6.3. The PMDS is developmental in nature. It identifies key competencies required by employees and the training and development they should undergo in order to ensure that employees met and exceed performance expectations. 

6.4. The University shall manage performance in a consultative, supportive and non-discriminatory, non-punitive manner.

6.5. The System shall be equitable, fair and promote administrative justice to all levels of employees.

6.6. Performance shall be managed in accordance with the Labour Relations Act and the relevant collective agreements, mindful of the university’s strategic intent, namely to “we empower people”.

6.7. Recognition for excellent performance will be made, in non-monetary forms and to a limited degree in monetary forms.  Non-financial rewards will as a principle be encouraged.
6.8. Performance results will be generated through the use of approved performance assessment instruments. The results of performance evaluation will be used to inform decisions on probation, rewards, promotions and skills development needs of current and future employees of TUT.

6.9. Regular feedback between the supervisor and employees shall support the system.

6.10. Performance management procedure should minimise the administrative burden on both employees and supervisors.

7. HUMAN RESOURCE DEVELOPMENT AND OTHER HR POLICY ALIGNMENT
Employees should have ongoing and equitable access to developmental opportunities. Development should support work performance and career development, driven by the need to balance individual employee’s career goals and work outputs and to be always linked to strategic plan and business plans.

Training and development activities will focus on equipping employees with the competencies they require to perform effectively in their current jobs and to prepare them for the future.  The training and development needs of employees will be determined through continuous monitoring, formal review, annual assessment and other needs analysis methods.  

In addition, training needs will be determined through other methods such as skills audits, etc.

The new PMDS should form a key component in human resource management integration and should always be aligned to other HR or People Management Policies. The PMDS is thus part of the Tshwane University of Technology’s integrated human resources management system and must interface with other HR management systems or People Management Policies, for example, Remuneration and Reward, Promotions, Appointment, Code of Ethics, Conditions of Service, HRD, Collective Agreements, etc, in order to achieve the desired institutional outcomes  

The performance management as well as the human resource management alignment envisaged runs under the management of line functionaries not the HR Department. The HR department merely co-ordinates and sees to any systems development as necessary.  The PMDS is not a substitute for each of these policy areas, which must be developed separately with a mind to enhance the linkages intended. These other HR policies are assumed to be there or that they will be drawn up later by the relevant HR and management units of the university. In that regard, this section only highlights some of those key HR policies / areas that the PMDS must clearly link with. They include;
7.1. Competency Profiling and Individual Development Policy

This should be part of the HRD policy unless it is presented as a stand-alone policy. Key aspects to be included in this policy have been included as annexure. Some of the main principles covered by this policy include:

· Employees should have ongoing and equitable access to developmental opportunities. 
· This personal development must be systematically planned for and resourced annually through an initial competency profiling and gap analysis process which must be followed by proper planning to close the gaps identified.

· Individual competence development should support work performance and career development, driven by the need to balance individual employee’s career goals and work outputs and to be always linked to strategic plan and business plans.
· At the end of each performance assessment / appraisal period, the individual performance plan together with the competence-based individual plan targets must be assessed and due recognition or sanction given for good achievements or failure respectively. 
Training and development activities will focus on equipping employees with the competencies they require to perform effectively in their current jobs and to prepare them for the future.  The training and development needs of employees will be determined through continuous monitoring, formal review, annual assessment and other needs analysis methods covered as part of the HRD policy like Skills Audits.  Also to be included in this policy is matters of:

· Succession planning in as far as that also links with recruitment and selection policies

· Career development as managed for the individual’s benefit as well as that of the organisation, especially where career management is seen as part of the university’s retention strategy

7.2. Remuneration and Reward Policy

The linkage here must emphasise any relationship between the PMDS and remuneration and rewards given to employees as a result of the way in which they have performed, provided it is the intention of the university to link performance with remuneration in the first place. Performance rewards should be broader than cash rewards. This policy must allow for other forms of non-cash recognition that the institution can afford. 

7.3. Human Resource Planning, Recruitment and Selection Policy

Issues of how to select into the university only those employees with the correct competencies must be dealt with here. Also dealt with here must be issues of retention strategies, which may include career and succession planning

7.4. Promotions

This policy links, among other issues, how promotion of employees is linked to performance results of the same individuals. There is also a linkage in the sense that the KPAs of each job category are listed in the Promotions policy as a way of identifying what aspirant employees would need to perform in at different job categories. 

7.5. Conditions of Service

A summary of all key requirements on managing performance will also be mentioned here.

7.5.1. Code of Ethics

The code of behaviour talks to behavioural competencies and KPAs that must be highlighted in the competency profiling and individual development plans of the PMDS. In that way, employees will get assessed through the PMDS on the behavioural competencies and KPAs.

7.5.2. Collective Agreements

The PMDS implementation must always be in line with the most recent collective agreements in both spirit and letter.

7.5.3. Labour Relations

To ensure substantive and procedural fairness, as well as the protection of employee rights, all performance management processes will be aligned and compliant with the appropriate provisions of the Labour Relations Act (1996 as amended). Among some of the pertinent provisions of this Act is the following, failure to deliver in terms of a Performance Agreement cannot result in summary termination of service.  However, it can serve as evidence in support of such termination based on incapacity should such a process become necessary.

8. PERFORMANCE MANAGEMENT/ASSESSMENT CYCLE

8.1. The performance management/assessment cycle is linked to a financial year and will run over 12 months, commencing on 1 January of every year.

8.2. Employees shall have entered into performance agreements by 31 January of each year or at the end of the first week of the start of the academic year. 
8.3. Employees who join the University on or after 1 January shall enter into performance agreements by the end of their first month at work. The new incumbent will be guided through the drafting of a performance agreement that will be subject to normal review and amendment at the end of each three months / quarter / term as the case may be.

8.4. Performance Reviews

8.4.1. The performance of each employee in relation to his/her performance agreement shall be formally reviewed at least once in every semester (twice per year) on the pre-set dates. It is understood that other formal reviews will be done in the first and third quarters or in between quarters as mutually agreed in order to optimise support opportunities for employees. 

All dates need to be specified in the agreements as follows:

· Second quarter / term

<specified dates

· Fourth quarter:


<specified dates>

8.4.2. However, for an employee to be recognised for performance purposes, a minimum of two formal reviews / evaluation must have taken place during the course of the year.

8.5. Formal annual appraisal / Evaluation

8.5.1. The performance of each employee shall be formally appraised once a year at the end of the cycle, i.e. by the end of December / academic year.

8.5.2. All formal annual assessments should be concluded timeously so as to allow any rewards that may be payable (in the case of cash rewards if policy provisions allow for such) to be Performance Agreement (PA)id before the end of the financial year.

8.5.3. Individual assessments / evaluations should always be preceded by organisational assessments / evaluations to avoid aberrations that often result in all individuals in a work unit getting excellent performance ratings when their unit or the university has overall performed badly / poorly.

8.5.4. The applicable assessment rating procedure / schedule / calculator must then be used to add the scores and calculate a final score for all KPAs as well as competence-based individual development plan attainments. 
8.5.5. An overall rating is calculated by using the applicable assessment rating procedure / schedule/ calculator. (Hard copies of the assessment rating procedure / schedule / calculator as well as electronic ones will be indicated in the final version of this policy document) Such overall rating represents the outcome of the performance evaluation for the year. 

9. LINKING THE PERFORMANCE MANAGEMENT CYCLE TO THE PLANNING CYCLE OF THE UNIVERSITY

9.1. The strategic planning process should link to the performance management cycle, where organisational objectives are translated to individual objectives and targets.

9.2. Typically cascading of strategic objectives / activities should make it possible for the University to achieve the goal of effectively using performance agreements as instruments to achieve its strategic objectives. The planning cycle should typically commence by mid September of the previous year.

10. ENTERING INTO A PERFORMANCE AGREEMENT(PA)
10.1. Employees of the University shall enter into a performance agreement (PA) with the University.  These performance agreements (PAs) shall apply for a particular financial year and shall be reviewed annually.  Newly appointed employees shall complete their Performance Agreement (PA) within the first month of appointment.  The formats to be utilised for all Performance Agreements (PA)’s, should be well documented and included as annexures in the final policy document 

10.2. Performance Agreement (PA)’s shall be based largely on the University’s strategic business plan. All performance agreements shall be developed within the notion of cascading. The development of all performance agreements shall be developed within the preferred model (i.e. SAEM).  

10.3. Performance management is a line-function responsibility. The immediate/direct supervisor is the only person authorised, on behalf of the university, to enter into a Performance Agreement(PA) with her / his subordinate.  

10.4. A performance agreement can be altered during the performance year subject to a written agreement between the manager/ supervisor and the employee but not three months before the end of the performance management cycle.

10.5. A Council (in the case of the VC’s and DVC’s) / Faculty Committee (for all academic
 employees) should oversee and moderate the implementation of the whole PMDS process, not individual results unless there is a dispute. The VC’s office should take action to remedy all anomalies found reported by these committees.

10.6. To ensure substantive and procedural fairness, as well as the protection of employee rights, all performance management processes will be aligned and compliant with the appropriate provisions of the Labour Relations Act (1996 as amended). 

10.7. An employee may only refuse to sign a Performance Agreement (PA) if and while a disagreement on the content of a Performance Agreement (PA) is being addressed. Thereafter the employee must sign the Performance Agreement (PA) or review or evaluation report. 
10.8. Should the employee be dissatisfied with the results of the final review or evaluation, the affected employee should follow the necessary appeal process.  

10.9. Failure to sign a Performance Agreement (PA) without a valid reason (refer to 10.6 above) may lead to disciplinary actions being instituted against the affected employee. 

11. CONTENT OF THE PERFORMANCE AGREEMENT

11.1. The Performance Agreement(PA) shall address, at minimum, the following:
11.1.1. Description of the purpose of the job

11.1.2. Identification of KPAs, their weighting and the standards for measuring them.

11.1.3. Agreement on which KPAs and competencies are relevant, their weighting and the standards for measuring them (not applicable to employees referred to in 12.2.2 below).

11.1.4. Agreement on the personal development plan.

11.1.5. Dates of reviews and formal assessment of the employee’s/Employee’s performance.

11.1.6. Dates for consideration of performance related rewards.

11.1.7. Dispute resolution.

11.2. Description of the job

The purpose of the job should be based on the generic job profile / description and the University’s or unit’s business plan. The Performance Agreement (PA) will not be the job description itself but what needs to be done by the incumbent in a particular cycle, which is ideally within the broader constraints of what the employee is employed to do. This means what is agreed in the Performance Agreement (PA) should always be a part of the job description usually approximating the whole job description with rare and minor excursions outside the perimeter set by the job description as agreed with the incumbent to meet specific business needs.

11.3. Identification of KPAs (also refer to paragraph 12)

11.3.1. The setting of KPAs should be derived directly from the required outputs of the approved strategic/business plan.

11.3.2. KPAs should be broken down into specific activities and outputs in a work plan.  Indicators are then used to indicate how successful the achievement of outputs will be measured.

11.3.3. The identification of KPAs can cover many different aspects of the work:

a) Specific tasks, projects or events, which the employee should ensure are achieved;

b) Levels of performance that the employee should maintain and promote;

c) Actions or situations for which the employee is personally responsible for delivering his/her “unique contribution”; and

d) Duties and responsibilities related to advice and support given, for example, by specialists to clients.

11.3.4. The KPAs of the employee should not simply be a repetition of the outputs of the persons under his/her control or the consultants to be contracted, but should in all instances indicate the value to be added by the employee. 

11.3.5. The KPAs should exclude generic managerial and/or leadership responsibilities, since these are to be covered by the competencies.

11.3.6. Although there is no limit to the number of KPAs to be included in a performance agreement (PA), they should preferably not exceed five.  Each KPA should be broken down into measurable outputs and activities.

11.3.7. 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 80%, while the competency requirement will absorb the remaining 20%. (see paragraph 12.1)
11.3.8. The University will advise the nature, type and minimum number of generic competencies to be included in the performance agreements of the different categories of University employees.  

11.4. Agreement on the personal development plan

11.4.1. The manager/ supervisor and employee must jointly identify the developmental requirements of the employee to address the gaps that may exist between the required competency profile and the actual competency profile of the employee.

11.4.2. The manager/ supervisor and employee must both agree on the steps to be taken to address the developmental gaps and the date at which a review of progress will be undertaken.

11.4.3. The agreements on the personal development plan should constitute and be included as part of the Performance Agreement(PA). 

12. CONTRACTING AND DETERMINATION OF ASSESSMENT CRITERIA FOR INDIVIDUAL EMPLOYEES

12.1. All Employees

The criteria upon which the performance of an employee must be assessed shall consist of two components, both of which shall be contained in the performance agreement (PA).  Each employee must be assessed against both components, with a weighting of 80:20 allocated to the Key Performance Areas (KPAs) also called Key Results Area (KRAs) -the individual performance plan and the Competence-based Individual Development Plan respectively.  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 80% of the final assessment.  The competence-based individual development plan will make up the other 20% of the member’s assessment score. The weighting will also be superimposed on the preferred PMDS measurement model preferred, in this case the SAEM. The university can and should change the weighting and its Performance Model as determined by the drive towards its business goals in any planning period!

12.1.1. Key Performance Areas (KPAs) 

a) Priority Area is the broader area / field of endeavour under which the strategic objectives are contained. The exact names of these areas may vary or alternatively each of the KPAs listed above will be used listed.  In other words, Priority Areas refer to broad performance dimensions that must be met answering the question, “In which areas of work shall we measure the university’s and its employees’ performance?” These priority areas will vary per employment category but will invariably include most of these as agreed in each category: 

· Teaching and Learning, 

· Research and Development, 

· Administration of Own Work

· Committee Work

· Community services / consultancy work

b) KPAs describe the lower level or smaller areas of performance measurement to be found under each priority area. This is the field or area in which work must be performed but only then as one of the constituent parts of that Priority Area. These will also differ according to employee levels and strategic direction of the business unit under consideration in any one cycle. 

c) The primary tool for capturing KPAs in a clear and concise manner is an individual performance plan (also called work plan-but prefer to use the former for reasons explained earlier).  The Performance Agreement (PA) template / instrument makes provision for the inclusion of a plan template. There will be different KPAs for different employee designations and their levels (for instance in the academic disciplines, may be KPAs. But even here the relative weighting / prioritisation of these must differ at different levels. (The final listing of all job categories and their KPAs will be attached as an  annexure to the final PMDS policy document).

d) In addition, each of these KPAs should be super-imposed on the SAEM model with the result that it will generate a series of various KPI's unique both to the function and the level of the individual performer.

12.1.2. Competence-based Individual Development (see also section 7.1 above) 

a) The generic competencies of the employees should be determined using those of their business units as a bench mark against what they already possess. The gaps identified through this competency profiling should ultimately lead to a competence development plan that distinguishes and prioritises between generic, job specific and career competence development needs and plans to close the gaps. An instrument for such competency profiling and competence-base individual development planning (Personal Development Plan format) will be attached in the final document of this policy.  

b) Some common managerial generic competences could include the following: 

· Strategic Capability and Leadership

· Programme and Project Management

· Financial Management

· Change Management

· Knowledge Management

· Core Business Delivery Innovation

· Problem Solving and Analysis

· People Management and Empowerment

· Client Orientation and Customer Focus

· Communication

· Honesty and Integrity

A discussion and business unit level agreement and communication of which generic competences are important is assumed before employees can conclude their Performance Agreements (PAs). In addition, other competency profiling sources and activities like results of skills audits etc should be used to inform the identification and measurement levels of each competence possessed against whatever level is desired / aspired to. 

12.2. Supervisory Level Employees 
12.2.1. In the case of an employee who acts as a supervisor or holds the ranks other than manager, the following may be used as guideline supervisory generic competence areas.

Supervisory Responsibilities . 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 80% of the final assessment. As before, the competence-based individual development plan will form the remaining 20% of the assessment field.

a) Below is a list of some possible supervisory (first line management) generic competencies that may be used. Again discussion and agreed is needed at the start of each year to isolate the most important ones for the unit that year.

· Management of human resources (Supervision of others)

· Management of financial resources (Fiscal Responsibility)

· Results Focus (Drive for Results)

· Communication

· Compliance with university policy

· Quality and spectrum of advice

· Planning and execution

· Situational / Transactional Leadership

· Delegation and empowerment

· Client orientation and customer focus.

12.2.2. In the case of other employees (non-supervisory) - Professional and Administrative 

The criteria upon which the performance of employees must be assessed shall consist of Key Performance Areas (KPAs) which shall be contained in the Performance Agreement (PA) (80%).  Each KPA will be weighted and will contribute a specific part to the total score.  
The competence-based individual development plan will form the remaining 20% as before. The generic and job specific competencies prioritised will again be discussed and agreed prior to signing the Performance Agreement (PA). 
12.2.2.1. The Competency Criteria for these Employee Categories comprise;
a) Knowledge

· Technical Concepts

· Methods, Procedures and Policies
b) Problem Solving

· Finding new and innovative ways of dealing with challenges and problems faced by the individual, team and department.
c) Quality 

· Accuracy, attention to detail, meeting quality requirements of any assignment
d) Quantity

· Efficient utilisation of time to produce quantifiable results as agreed

· Meeting productivity targets
e) Communication Skills

· Sharing and receiving information effectively for the business unit 
f) Interpersonal Skills
g) Adaptability

· Effectively adapt to changes in working routines, processes and timelines without being completely paralysed
h) Initiative

· Working without too much direction from supervisors and seniors

i) Judgement

· Ability to take appropriate action based on informed under any given circumstances

13. REVIEWS AND APPRAISAL

Regular performance reviews and an annual performance appraisal are required for all University employees. 

14. ASSESSMENT INSTRUMENT FOR PERFORMANCE REVIEWS 

14.1. A single instrument (Form) shall be used to assess the performance of the employee and to assist in deciding on probation, rewards, promotion and skill development.  

14.2. When assessing the performance of employees the following standard rating scale can be used. It must be noted that the rating scale is aimed to measure outputs and agreement needs to be reached in design as to what elements of inputs needs to be considered, if any, in the various assessment processes.

14.3. For any rating of 1 or 2 a definite performance improvement plan (PIP) with clear milestones/dates for achieving improvement must be recorded on the assessment form. The conversion of the 1-5 scale to % will be advised in due course. 

	Category
	Description
	Rating

	Level 5: Excellent performance
	Performance far exceeds the standard expected at this level. The appraisal indicates that the jobholder has achieved exceptional results against all performance criteria and indicators and maintained this in all areas of responsibility throughout the year
	5

	Level 4: Performance significantly above expectations
	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 performance criteria and indicators and fully achieved all others throughout the year.
	4

	Level 3: Fully effective
	Performance fully meets the standard expected in all areas of the job. The appraisal indicates that the jobholder has achieved effective results against all significant performance criteria and indicators and may have achieved results significantly above expectations in one or two less significant areas throughout the year.
	3

	Level 2: Performance not fully satisfactory
	Performance is below the standard required for the job in key areas. The appraisal indicates that the jobholder has achieved adequate results against many key performance criteria and indicators but has not fully achieved adequate results against other during the course of the year. Improvement in these areas is necessary to bring performance up to the standard expected in the job.
	2

	Level 1: Unsatisfactory performance
	Performance does not meet the standard expected for the job. The appraisal indicates that the jobholder has not met one or more fundamental requirements and/or is achieving results that are well below the performance criteria and indicators in a number of significant areas of responsibility.  The employee has failed to demonstrate the commitment or ability to bring performance up to the level expected in the job despite management efforts to encourage improvement.
	1


15. ANNUAL PERFORMANCE APPRAISAL / EVALUATION PROCESS

The annual performance appraisal / evaluation involves:

15.1. Assessment of the achievement of results as outlined in the work plan

a) Each KPA should be assessed according to the extent to which the specified standards or performance indicators have been met and with due regard to ad hoc tasks that had to be performed under the KPA.

b) An indicative rating on the five-point scale should be provided for each KPA.

c) This rating should be multiplied by the weighting given to the KPA during the contracting process, to provide a score.

15.2
Overall rating 

a) An overall rating will be calculated by using the applicable assessment-rating formulae. Such overall rating represents the outcome of the performance evaluation.

16. USING PERFORMANCE EVALUATIONS TO ALLOCATE REWARDS
16.1. All Employees

a) It is preferred that this system does not focus solely on giving out cash rewards but rather shifts towards giving other  forms of recognition.  Cash rewards should only be limited to exceptional performance and only then to the financial means available to the university in any one year. Rewards and awards should never be treated as an employee’s individual entitlement but always understood as a mechanism to motivate and retain good performance behaviours of the last cycle. Whichever way, they need to be applied fairly and justly!

b) The Deputy Vice Chancellors shall take final decisions on the awarding of such rewards. Support Services shall act on the advice of a moderating body committee. 

c) A schedule of both monetary and non-monetary rewards / recognition will be made available in due course. 

17. DEALING WITH PROBATION

17.1. The PMDS is applicable to all employees including those on probation.

17.2. The assessment process will, as far as possible, coincide with the quarterly reviews and the formal annual appraisal outlined above.  The evaluation form shall be used and completed for quarterly reviews and the formal (end of cycle) performance appraisal.

17.3. These completed forms shall be submitted to the Directorate: Human Resources within twenty-one days.

17.4. After a period of one year and the formal performance appraisal, the supervisor of the probationer shall make a recommendation to the person with the requisite authority whether or not to confirm the appointment.  In the event of non-suitability of the probationer, professional advice should be obtained on the available options, including extension of probation prior to the termination of the employment contract. 

17.5. In summary, the following steps should be taken during the probationary period:

· Enter into a Performance Agreement

· Orientation

· Training and development

· Quarterly performance reviews

· Formal performance appraisal / evaluation

· Confirmation/Extension of probationary period or termination

18. DISPUTE HANDLING MECHANISM
18.1. The following principles shall guide the prevention and reduction of disputes that may arise as a result of the implementation of the PMDS.

a) Participation: The involvement of both the employees and the supervisor at all stages of developing the performance agreement is vital. This will ensure that both understand the job and the conditions necessary to achieve performance in the same way. It enables supervisors to identify and deal with barriers to performance that are beyond the employee’s control.

b) Support: Supervisors should at least schedule meetings as opportunities to discuss progress, identify additional support that may be necessary and take account of events or tasks that may have arisen but were not anticipated in the original agreement by amending the agreement accordingly.  Quarterly reviews can be utilised for this purpose. Supervisors should also use these review sessions not only as opportunities to review performance but also understand the concerns and issues employees may have, while attempting to seek mutually acceptable ways of addressing these concerns. Employees, if for whatever reason they so desire, should be given the opportunity to involve their union representative or immediate supervisor as an observer in these performance review sessions.

c) Transparency: The openness of the process and the fact that it is based on written agreements ensures that both employees and supervisor have the same information about what is expected. If an employee’s/Employee’s performance is appraised as unsatisfactory at the end of the quarter, motivations for this assessment will have to be substantiated in writing, with employees having the right to appeal such assessments with the assistance for their union representatives.

d) Communication: Effective communication in the process of developing the performance agreement and in the ongoing process of reviewing progress will ensure that the outcome of the assessment is not a surprise to either supervisor or employee.

19. MODERATION OF AGREEMENTS AND PERFORMANCE APPRAISAL RESULTS
19.1. The Head of a component shall monitor the development of effective performance agreements and overall performance reviews and assessments.

a) A moderating committee or Performance Management Committee, consisting of EXCO. Each Campus and Faculty should have a sub-committee charged with the responsibility of moderating the implementation of the whole PMDS system not actually performance scoring of individuals themselves.

b) Ensure that there is consistency across the University, in the development of performance standards and measures; and

c) Moderate the annual performance appraisal results of units / faculties and make recommendations to the Chancellor on the granting of performance rewards and pay progression (where applicable) within the applicable financial limits.

19.2. Further moderating committees must be established per Department or Faculty, consisting of Directors and Chief Directors, to moderate the annual performance appraisal results of employees and make recommendations to the competent authority on the granting of performance rewards and pay progression. 

19.3. The process of moderation should not become a bottleneck that slows down the finalisation of Performance Agreements (PAs) and annual performance appraisal results.

19.4. The Directorate: Human Resource will support the moderating committees, individual supervisors and job holders in this process and also calculate the relevant financial implications.

20. ROLES AND RESPONSIBILITIES

20.1. Employees

a) participates in developing work plans.

b) participates in developing the personal development plan.

c) Enters into a Performance Agreement (PA) with supervisor.

d) Perform functions and delivers outputs to achieve KPAs as per Performance Agreement (PA).

e) Identifies resources and support required.

f) Provides supervisor with feedback on the implementation of the plans and updates Performance Agreement (PA) as required.

g) Completes self-assessment instrument for the purposes of the final review or annual evaluation..

h) participates in the annual performance assessment.

20.2. Manager/Supervisor 

a) Assists in developing work plans.

b) Enters into a Performance Agreement (PA) with the supervised employee.

c) Maintains Performance Agreement (PA).

d) Monitors on a continuous basis and provides feedback.

e) Deals with unsatisfactory performance timeously.

f) Determines development needs and develops a plan to address needs and other performance deficiencies.

g) Manages and co-ordinates performance reviews and assessments.

h) Motivates outstanding performance for reward.

i) Provides guidance and “on-the-job” training to employees/Employee.

20.3. Deputy Vice Chancellors (DVC)

a) Assists the Vice Chancellor (VC) in constructing strategic objectives and plans for the Tshwane University of Technology.

b) Translates strategic plan into business plans for the department.

c) Enters into a Performance Agreement (PA) with the Vice Chancellor and relevant Directors.

d) Ensures speedy, complete and transparent communication of information related to performance management and development, monitoring, assessment, reports, corrective measures of unsatisfactory performance, reward of good performance and equitable distribution of resources within the branch.

e) Indicates to the competent authority whether he/she agrees with the moderated annual assessment results of employees and the recommendations of the moderating committee regarding the granting of performance rewards and pay progression.

20.4. Deputy Vice Chancellors: Support Services

Approves the performance results and the granting of performance rewards and pay progression to employees within the applicable financial limits.

20.5. Vice Chancellor

He/she shall inter alia -

a) ensure that there is an appropriate and valid strategic plan as well as a university business plan in place, to guide the development of Performance Agreement (PA)s.

b) enter into Performance Agreement (PA) for self with Council Chairperson

c) enter into a Performance Agreement (PA) with the DVC’s.

d) require of every employee to prioritise the correct implementation of the PMDS.

20.6. HR Unit

a) Facilitates full understanding of the PMDS.

b) Assists the Vice Chancellor to maintain/refine the PMDS.

c) Assists in managing appraisal results and implementing reward or sanction recommendations.

d) Provides information on how the whole process is being implemented to monitoring bodies such as the National Department of Education, as required.

e) Makes provision for a database for capturing and updating all performance assessment results (as required by Employee Performance Management and Development System).

f) Ensures that the compulsory fields provided on HR Record or IT Systems relating to performance management are kept up to date and properly maintained.

20.7. Chief Financial Officer

Projects the financial implications of monetary performance rewards (cash bonuses and pay progression) and ensures that these are provided for in the budget for the relevant 3-year period.

21. CONFIDENTIALITY

All personal performance information recorded as indicated above must be kept confidential and only be released to third parties (other than the Employees and his/her supervisor or the VC/Chancellor as employer) with the employee’s/Employees written permission.

ANNEXURE A: - INSTRUMENTS

PERFORMANCE PLANNING TEMPLATE FOR ALL TUT EMPLOYEES ABOVE SUPPORT LEVELS

PART A: GENERIC AGREEMENT ON PERFORMANCE (Employees should delete whatever is not useful / applicable for them and adapt the rest according to their circumstances)

For the period: <specific period e.g. 01 January 2006 to 31 December 2006>
This agreement sets out the expectations of the <insert name of manager> for the incumbent < insert name of incumbent / job holder> in the < insert name of Business Unit / Directorate> and her / his performance as well as the undertakings for the same by the incumbent.  It further provides a basis for a systematic evaluation of the performance of the incumbent in achieving key objectives set out in the TUT Strategic Plan, The Faculty / Department Plan (FY: 2006), Job Description and Employment Contract.

1. JOB DETAILS

	Salary No
	

	Rank
	

	Location
	

	Post reports to
	

	Date of first appointment 
	

	Appointment status
	


2. JOB PURPOSE

The purpose of this job is to:

· <insert purpose of job as per job description> 
3. JOB FUNCTIONS

· <Insert job function  as described in the employment contract or job description>
4. DUTIES, RESPONSIBILITIES AND ACCOUNTABILITY

4.1 
List duties as in job description, e.g. managerial, operational etc, even if it is only 3 –4 lines done.

4.2
The resources to be managed are the following:

<provide details of the human and financial resources that will be under the incumbents direct control>

4.2.1
Human Resources: 

<Specify HR details>

4.2.2 
Financial Resources: 

<Specify financial details>
5. REPORTING REQUIREMENTS/LINES AND ASSESSMENT LINES

5.1 The senior / executive manager shall report to the <insert name of manager/supervisor> for all parts of this agreement in all aspects and at regular intervals as indicated in this agreement <on a quarterly basis or otherwise>.  The Senior / Executive manager shall –

5.1.1 alert the incumbent to any emerging factors that could preclude the achievement of any performance agreement undertakings;

5.1.2 establish and maintain appropriate internal controls and reporting systems in order to meet performance expectations; and

5.1.3 discuss with the incumbent all progress on achieving the undertakings of this agreement, on revision of targets if necessary, performance improvement plans and outcomes of  good or inadequate performance in terms of this agreement. 

6. PERFORMANCE PLAN: INDIVIDUAL SCORECARD (See Part B below)

This part forms the individual scorecard for the incumbent, which shows all the relevant objectives, indicators and targets as agreed during the discussions leading to the conclusion of this agreement. 

7. COMPETENCY PROFILE (See Part C Below)

<This section will include the competencies as identified by the incumbent for the attainment of the performance agreement. The competencies will be identified from a pre-determined list, however depending on the job specifics, the incumbents will need to prioritise certain competencies, below is an example>

However, the following competencies have been highlighted as crucial;

· Excellent verbal & written Communication skills 

· Attention to detail  & accuracy

· Financial management skills

· Budgeting & business planning skills

· Strategic focus
<The meaning and standards for each generic competency will be identified beforehand and provided in a separate document>
8. COMPETENCE-BASED INDIVIDUAL DEVELOPMENTAL PLAN (See part D Below)

<Where incumbents have identified a gap in competence an individual development plan must be included in the Performance Agreement and agreed to upfront>

The development plan listed in part D hereto has been identified by the incumbent and her / his Manager to enable her / him to execute key responsibilities and achieve the objectives as set out herein.

9. PERFORMANCE REVIEWS AND EVALUATION 

9.1 One performance review / evaluation per semester 

The quarterly review will be conducted between the incumbent and the relevant Manager.
Performance will be reviewed against the set objectives and performance targets as indicated in the key performance plan outputs.  The review discussion will address all activities within the “Key Outputs” scheduled and consider opportunities and constraints being experienced.  Where necessary, a revised output / target will be agreed upon.  Bi-semester progress review results will be documented and signed on the form provided! 

9.2 Annual Evaluation

The annual bi-semester review / evaluation will be conducted between the incumbent and the relevant manager.

Annual evaluations and ratings will be recorded on the official evaluation forms and signed by both parties to this agreement. 

10. TIMETABLE FOR ASSESSMENTS

Progress reviews and feedback sessions as well as the annual evaluation session will take place on the following dates: 

2nd Quarter:


During the second week of June 2006 

4th Quarter:


During the second week of November 2006


<these dates are suggested dates and may be reviewed>

11. PERFORMANCE OUTCOMES AND REWARDS

11.1
Performance on agreed original or revised targets will attract financial or non-financial rewards.
11.2
In terms of the incumbent’s employment agreement and the TUT PMDS Policy, the annual performance bonus (when applicable) will be calculated as follows: 

<This section will specify what financial rewards the incumbent can expect for good performance. Currently the PMDS framework discourages financial rewards but the matter is still been discussed and all staff will be advised on the details when it has been concluded>
12. DISPUTE SETTLEMENT (also see section 19 in framework document)
12.1 Disagreement at contracting and review stages

· The Manager and the Incumbent must do everything in their power to settle the differences at the contracting and review stage. If the problem is not resolved, the next level of management will be responsible for the resolution of the problem.

· If the problem is not resolved at the stages referred to above, the Head of Department / Faculty at the next level should then be approached for the resolution of the problem.

· If all the other attempts fail, the Performance Management Committee will make a determination.

· The whole process should not take more than fifteen (15) working days.  

12.2 Dissatisfaction with the decision of the Performance Management Committee

<It is suggested that a Performance Management (PM) committee be established to;
· Monitor implementation and management of the PMDS;

· Assess evaluations, processes and outcomes recommendations;

· Make recommendations on corrective measures in terms of changing statutory or other requirements;

· Make final decisions on recommendations whether they be recognition or corrective measures;

· Recommend changes to the system>

Hence it is recommended:

· Should anyone be dissatisfied with the recommendations of the Performance Management Committee, the matter may be referred to the Vice Chancellor for final determination. 

· The Vice Chancellor should deal with the matter within fifteen (15) working days.

12.3 Continued Disagreements regarding performance results or outcomes 

· The Vice Chancellor may select / delegate person/s to resolve any disagreements for the staff members who cannot be accommodated in terms of 12.2.1 and 12.2.2 above.  
· Persons selected should be chosen preferably on the basis of their functional expertise and people skills and not their legal qualification as this should be kept as informal as possible. 

12.4 Final Appeal Route

· The decision of the PM Committee is final, however the Vice Chancellor can be approached as an appeal authority in this regard. If still not settled the employee may exercise his/her rights in terms of the current labour dispensation.

13 AMENDMENT OF AGREEMENT

Amendments to the agreement shall be in writing and can only be affected after discussion and agreement by both parties.  The amendments must always be attached to the original agreement document.

14 SIGNATURES OF Performance Agreement(PA)RTIES TO THE AGREEMENT

<The contents of this document have been discussed and agreed between both parties.>
14.1 The contents of this document have been discussed and agreed with the incumbent of this position.  As <state position of the manager>, I sign this agreement on behalf of the university as well as the immediate manager of the incumbent. 
	Name of Employee:
	Name of Manager:


	Name of Overseer (if applicable):

	Signature of Employee:


	Signature of Manager:


	Signature of Overseer:

	Date Signed:


	Date Signed:

	Date Signed:



Part B: Individual Scorecard (Based on Divisional and University Business Plan for the Year)

<The first row refers to SAEM or other PM Model that may be chosen>. 

	SAEM or Other Model Category or Perspective


	Weight of Category / Perspective:

	List of Key Outcomes (from stakeholder outcomes listed that fit in this perspective)

· 
	Performance Targets for key Outcomes (indicate clear and finite measurements to be met in each year for each outcome)

· 

	Priority Area
	Strategic Objective of Strategic Plan
	KPAs
	Weight in %
	Key Results Indicators
	Baseline
	Means of Verification / Outputs
	Targets
	Resource Allocation

	
	
	
	
	
	
	
	Whole Yr target
	Quarter 1
	Quarter 2
	Quarter 3
	Quarter 4
	Financial
	Physical 
	Human  



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Sub-Total
	
	
	
	
	
	
	
	
	
	
	
	


Or A Different Format for Lower Level Support Levels as Follows:

	Key Outcomes
	Targets for each Key Outcome

	Priority Area
	KPAs
	Weighting in %
	Action / Activity
	Performance Targets / Standard To be Met/ KPIs
	Means of Verification
	Resource Allocation

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	Total
	
	
	
	


Part C: Individual Competency Profile [This is an example, select and adapt as applicable to the individual circumstances]

Name of Employee

Period of Performance:

	INDIVIDUAL COMPETENCY PROFILE
	JOB RELATED COMPETENCY PROFILE

	List of Own Current Competencies
	Current level of competency (1 – 3)
	Is this competence required for the job
	Level of Competency Required for the Job (as explained etc.)

	1.0 Key Generic Competences (those competences that are relevant to all employees in this rank or by virtue of being employed in this department)

	1.1       Strategic Capability and Leadership
	1
	Yes
	2

	1.2       Programme and Project Management
	2
	Yes
	2

	1.3       Financial Management
	2
	Yes
	2

	1.4       Change Management
	2
	Yes
	3

	1.5       Knowledge Management
	2
	Yes
	2

	1.6       Service Delivery Innovation
	2
	Yes
	3

	1.7       Problem Solving and Analysis
	2
	Yes
	3

	1.8       People Management and Empowerment
	2
	Yes
	2

	1.9       Client Orientation and Customer Focus
	2
	Yes
	3

	1.10 Communication
	2
	Yes
	3

	1.11 Honesty and Integrity
	2
	Yes
	3

	1.12 Team Building and leadership
	1
	Yes
	2

	
	
	
	

	2.0 Job Specific Competences (those competences that distinguish the incumbent of this job from any other

	2.1   Setting and agreeing on Service Delivery   standards
	2
	Yes
	3

	2.2        Public Mobilisation and participation
	1
	Yes
	3

	2.3        Organisational Performance Measurement and 

             Report Writing 
	2
	Yes
	3

	2.4   Customer care and Service Standards and    Implementation Planning
	2
	Yes
	3

	2.5        Planning (goal setting) visualization
	2
	Yes
	2

	2.6       Negotiation and Conflict Resolution Skills
	1
	Yes
	3

	3.0 Other Competences Deemed Important / Useful for Career and Performance Enhancement 

	3.1       Management Numeracy
	1
	Yes
	-

	3.2       Public Speaking
	2
	Not particularly
	2

	3.3       Procedure of Meetings
	1
	Useful but not a requirement
	2


These should be selected and discussed as necessary. What is shown here is just illustrative. The competency levels are reckoned on a three level / tier basis where;

· Level 1 broadly indicates a competence-level where the incumbent has some competency in this area but it is not enough for her / his current job.

· Level 2 is where the competency is enough for own business unit needs but not enough to export the competency outside of the incumbent’s business needs

· Level 3 is where the competency levels exceed the minimum required for own use. It would be a competency level at the expert level where other units depend on the incumbent for guidance.

Name of Employee:




Name of General Manager: 



Name of Overseer:

Signature of Employee:



Signature of General Manager: 


Signature of Overseer:

Date Signed:




Date Signed:




Date Signed:


Part D: COMPETENCE-BASED INDIVIDUAL DEVELOPMENT PLAN [This is an example, select and adapt as applicable to the individual circumstances]

Name of Employee:

Period of Performance:

(OVERALL WEIGHTING OF 20% FOR EVALUATION PURPOSES.)

	Competence required (from gaps identified in the profiling process above
	For which KPA is this competency required


	Weighting in %


	Current level of competence (taken from competency profiles)
	Target level of competence (select from level 1 - 3 from competency profiles)
	Timetable for gaining targeted competence
	Activities to close competence gaps
	Resources Required for this development to take place

	1.0 Generic Competences (Description as for 1. in annexure C above)
	Weighting of the Competences= e.g. 40%

	1.1 Client Orientation and Customer Focus
	1
	8
	2
	3
	By end of first quarter
	Internal training 
	R1000

	1.2 Service Delivery Innovation
	1
	8
	2
	3
	By end of first quarter
	External training 
	R1000

	1.3  Strategic Capability and Leadership
	All
	5
	1
	2
	By end of second quarter
	Customised l training workshop
	R1000

	1.4 Change Management
	All
	5
	2
	3
	By end of second quarter
	External Programme run by local university
	R2000

	1.5 Problem Solving and Analysis
	All
	3
	2
	3
	By end of quarter 3
	Internal 
	

	1.6 Communication
	All
	5
	2
	3
	On-going throughout the year, assess quarterly.
	Self-study and internal training
	0

	1.7 Honesty and      Integrity
	All
	5
	2
	3
	On-going, assess quarterly on deviations
	Self study, internal management seminars
	0

	1.8 Team Building    and leadership


	All
	5
	1
	2
	By end of third quarter
	Directorate appointed service provider 
	0

	Total 
	all
	45%
	
	
	All above achieved by end of quarter 4.
	
	R5 000

	2.0 Specific Competences (as described in annexure C above). Weighting of this section e.g. 40%

	2.1   Setting and agreeing on Service Delivery   standards 


	1
	10
	2
	3
	By end of first quarter
	Internal and already Performance Agreement (PA)id for service provider
	0

	2.1 Public Mobilisation and participation

	1
	10
	1
	3
	By mid of second quarter
	Attend training by local university
	R2000

	2.3 Organisational Performance Measurement and 

       Report Writing 


	3
	9
	2
	3
	By end of quarter 1
	Internal training 
	0.00

	2.4 Customer care and Service Standards  Principles 


	1 and 3
	8
	2
	3
	Continuous improvement assessed and reported.
	External service provider
	R1000

	2.5 Negotiation and Conflict Resolution Skills


	All
	3
	1
	3
	By end of third quarter
	External Service Provider 
	R2500

	Sub-total
	
	50%
	
	
	
	
	R5 500

	3.0 Other Competences

	3.1 Procedure of Meetings
	all
	5%
	1
	2
	By end of the year (quarter 4)
	Self-study and observation
	R500 for study guides

	Grand Total
	
	100%
	
	
	
	
	R  500


 

 

Name of Employee:

 

Name of General Manager: 



Name of Overseer:

Signature of Employee:
             
Signature of General Manager: 


Signature of Overseer:

Date Signed:

        


 Date Signed:





Date Signed:
�Nick: I Recommend change – one body must oversee implementation for all staff academic and other
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