Study Unit 2: Performance Management Process
Learning outcomes:
1. Apply the stages of the performance management process step by step in the organisational context 

1. Prerequisites Stage
· Two important prerequisites for the implementation of the performance management system are;
· Knowledge of the organisation’s mission and strategic goals
· To ensure that these strategic goals cascade down the organisation and lead to concrete actions, a conscious effort must be made to link them with individual performance. 
· A link should cascade from the organisation’s strategic plans, unit strategic plans, job descriptions and individual and team performance. 
· There is widely documented evidence that performance management systems have a critical role in translating strategy into action. 
· Organisation’s mission statement = refers to a statement of what the organisation is all about 
· Organisation’s vision statement = refers to the statement of where the organisation intends to be in the long run (10 years) 
· Organisational goals = refer to a statement of what the organisation hopes to achieve in the medium-to-long-range period (i.e. in the next 3 years or so)
· Organisation’s strategies = refer to the description of game plans or the how-to procedures in an endeavour to fulfil the mission and vision statements, as well as how to achieve the stated goals. 

· Knowledge of the job in question 
· Done due to the process of job analysis.
· Job analysis = refers to a process of determining the key component of a particular job, including activities and processes. Without it, it is difficult to understand what constitutes the required duties for a particular job. 
· As a result of a job analysis we obtain information on the task to be carried out and the knowledge, skills and abilities required for a particular job. 
· The two products of job analysis are the job description and job specification. 
· Common methods for conducting job analysis. Observation, interview & questionnaire. 




2. Performance Planning
· Manager provides employees with a thorough knowledge of the performance management system. 
· The manager and the employee meet to discuss and agree upon what needs to be done and how it should be done. 
· If employees know where the organisation or work unit is going and what they must contribute, they can coordinate their activities, cooperate with each other and do what it takes to accomplish those goals. 
· Planning as one of the PM stages includes a consideration of results and behaviour, as well as developmental plans. This means that during the discussion between the manager and the employee each of these factors needs to be clarified to each employee. 

· Results:
· Results refer to what needs to be done or the outcomes an employee must produce. 
· Consideration of results needs to include 3 things;
· Key Accountabilities 
· Specific Objectives
· Performance Standards

· Behaviour:
· Need to focus on behaviour, not only on results. 
· Behaviour, or how a job is done, constitutes an important component of the planning stage.
· A consideration of behaviour includes discussing competencies, which are measurable clusters of KSAs that are critical in determining how results will be achieved. 
· Examples of competencies are customer service, written or oral communication and creative thinking.

· Developmental Plan:
· Manager and employee need to agree on a developmental plan
· Allows an employee to determine whether there are areas they need to develop in order to attain the specified goals. 
· Three required components:
· Description of developmental objectives 
· Activities that will be carried out to achieve these objectives 
· Date of completion 




3. Performance Execution
· Employees have the primary responsibility for and ownership of this stage. 
· Primary responsibilities of employees;
· Commitment to goal achievement
· On-going performance feedback and coaching 
· Communication with the manager (open and regular communication)
· Collecting and sharing performance information (giving manager regular updates)

· Primary responsibilities of managers;
· Observation and documentation (observe & document good & bad performance daily)
· Updates (update objectives, standards & key accountabilities if the org’s goals change)
· Feedback (feedback on goal achievement and coaching)
· Resources (employees equipped with resources & opportunities to reach goals in developmental plan)
· Reinforcement (Encourage good performance and deal with bad performance by addressing it)

4. Performance Assessment
· Both the employee and the manager are responsible for evaluating the extent to which the desired behaviour has been displayed and whether the desired results have been achieved. 
· This also includes an evaluation of the extent to which the goals stated in the developmental plan have been achieved. 
· The Performance assessment stage tracks the progress of and discrepancies regarding what were set in the prerequisites and the performance planning stages. 

5. Performance Review
· Involves a meeting between the employee and the manager to review their assessment. 
· This meeting is usually called the appraisal meeting or discussion. 
· It is important because it provides a formal setting in which the employee receives feedback on their performance. 
· Steps for conducting productive performance reviews:
· Identify specific positive and negative behaviour 
· Solicit feedback from your employee about these types of behaviour. Listen for reactions and explanations. 
· Discuss implications of changing or not changing. Positive feedback is best, but make employee aware of what happens if poor performance continues. 
· Explain to the employee how skills used in past achievements can help them overcome any current performance. 
· Agree on an action plan. Encourage the employee to invest improving their performance.
· Set up a meeting to follow up and agree on the behaviour, actions and attitudes to be evaluated. 
6. Performance Renewal and re-contracting
· Final stage in the performance management process. 
· Essentially this stage is identical to the performance planning stage. 
· The main difference is that the renewal and re-contracting stage uses the insights and information gained from the other phases. 

2. Comment on the interrelatedness of the stages in the performance management process 
· The stages of the performance management process are interdependent. 
· [bookmark: _GoBack]One stage is meaningless without the others. 

