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1	SCOPE OF POLICY

The Agency accepts that its employees are its greatest asset and are the key to its ability to fulfil its mission and vision and achieve its strategic objectives.

Performance Management is a system that will help manage both the business of The Agency and the people within the business. It will help each person to understand their role in achieving the Agency’s strategic goals and translating these into day-to-day practices.

With this system, we want to develop a goal-oriented culture. We want to raise performance levels and so increase the service levels to our customers and the Municipality which we serve. Through Performance Management, role clarity will be created. Each individual will be involved in setting and obtaining objectives that tie into the Agency’s overall strategic goals.

Performance Management is not only about achieving the Agency’s strategic goals. It promotes personal growth and job satisfaction by emphasising individual development. Each individual becomes empowered to take ownership of their jobs and feel like they are making a worthy contribution to the Agency’s success.

2	DEFINITION OF TERMS

	Performance Assessment

	The regular process where an employee’s performance for the year is formally 	assessed and rated according to a rating scale

	Objectives

Objectives/goals describe what needs to be accomplished by individuals or teams over a period of time.  They relate to the overall purpose of the job and are clearly defined and agreed at the start of the performance management cycle.  They can be expressed as targets to be met and tasks to be completed by specified dates.


	Performance Agreement

An agreement between a manager and an employee about the employee’s responsibilities and behaviour during an assessment period.  Seen as a key management tool enabling UEDA to determine and monitor performance expectations, manage development and align employees with the values, institutional goals and strategies of UEDA.

	Personal Development Plan

A Personal Development plan is developed by each employee as part of a structured and supported process undertaken by the employee to reflect upon his/her own learning, performance and/or achievement and to plan for their personal, educational and career development.


	Performance Target

A performance target is a statement of a desired result or set expectation. The term is broadly synonymous with the terms ‘goal’ and ‘objective’.

	Performance Standard

A benchmark, norm, or yardstick to judge one’s performance as an individual or unit. Standards are usually adopted as measurable targets to ensure optimal organisational performance. 

3	PURPOSE OF PERFORMANCE APPRAISALS

3.1 Improve organisational and individual performance
3.2 Clarify individual and team performance requirements, standards and expectations
3.3 Align individual and team objectives with those of UEDA
3.4 Identify and review employee development and training needs and to provide opportunities for employee development and advancement
3.5 Identify organisational and operational changes needed to enhance employee performance and hence enable UEDA to improve efficiency and effectiveness
3.6 Capacitate, mentor and develop employees through constructive feedback and dialogue
3.7 Ensure the retention of employees, especially those with scarce and critical skills
3.8 Promote job satisfaction in a motivating and enabling environment
3.9 Measure and evaluate individual and institutional performance
3.10 Improve communication between Managers and Employees through regular dialogue
3.11 Formalise succession plans for top achievers
3.12 Provide appropriate and legally sound mechanisms for addressing poor performance
3.13 Provide a fair and equitable way to recognise and reward good performance
4 PRINCIPLES

4.1. The Performance Management System will include all permanent monthly paid staff and will encourage vertical mobility.

4.2. Assessment of performance will be evidence based and measured where 	possible against agreed pre-determined benchmarks and outcomes.

4.3. The system will be designed to enable individuals to be responsible for 	managing their own performance, development and career advancement.

4.4. The system is designed on the principles of fairness, internal equity and 	transparency.

4.5. The system will support an environment of service excellence, continually 	improving internal/external customer satisfaction levels.

4.6. Recognition that performance management is part of quality management 	resulting in enhanced performance.

4.7. The system will preserve confidentiality and disseminate performance 	information appropriately




5.	LINKS TO OTHER HUMAN RESOURCE PROCEDURES

5.1 Induction
	The induction process will involve developing the employees initial Performance Agreement and Personal Development Plan on the Performance Management system.  This will ensure that performance standards and expectations are clearly spelt out at the outset of employment.  Areas of development will also be identified at this stage.  This process is closely aligned to the probationary process.
	
5.2 Probation
Probation will complement the induction and performance management processes. The purpose of the probationary period is to ascertain whether the conduct and work performance of the employee meet the standards expected by the Line Manager before the permanent appointment is confirmed.  This process will be driven by the Performance Management System.

5.3 Mentoring and Coaching
Coaching and mentoring will be key tools used to continuously improve job-related tasks and behaviours and to unlock the potential of employees to exhibit the behaviours and achieve the results expected by the Agency.

5.4 Learning, Training and Development
Training and Development will be explicitly linked to Performance Management and is one of the key outputs of the system.  In terms of the Performance Management system each employee will be required to complete a Personal Development plan which will indicate areas of development in relation to the required job output and performance expectations for that position.

5.5 Leadership Development / Succession Planning
Leadership development processes will be introduced as part of the Performance Management System which will enable UEDA to identify and fast track development opportunities and to formalise succession plans for the top talent identified. This process will also be used as a means of dealing with the issue of scare skills faced by UEDA.  

5.6 Counselling
One of the outputs of the Performance Management System will be the identification of poor performance.  The counselling procedure will be key in giving guidance and support to poor performing employees in order to bring their performance up to the expected standard. The counselling procedure may lead to disciplinary action if development and support options have been exhausted and performance has not reached satisfactory levels. 

6 LINK TO REWARDS

6.1 All employees already receive a salary commensurate with expected standards of performance.  Additional remunerative rewards may on occasion be offered to individuals or teams in return for specific performance on a specific project.  

6.2 It is recognised that all rewards, whether financial or non-financial in nature, still have resource implications and as such, the level of rewards will be 	based on the principle of affordability.  The nature, type and size of rewards offered by UEDA will be reviewed from time to time based on this criterion.  

7	PERFORMANCE APPRAISAL PROCEDURE

Performance appraisals are conducted at least twice a year, in January and in July.

8. POLICY REVIEW

This policy will be reviewed as and when the need arises.
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