
APPENDIX A 

Example of a  Performance Appraisa l For m 



PERFORMANCE MANAGEMEN T SYSTE M FO R TH E 
GOVERNMENT O F xxxxxxxxx 

PERFORMANCE APPRAISAL FORM 

This form is part of the Performance Management System for the Government of 
xxxxxxxxxx. 

Before commencing the form, supervisors and managers should refer to the 
Performance Managemen t Syste m Guidelines . 

The Performance Managemen t System provides agreement on work objective s 
and performance measures , ongoing monitoring and feedback on progress, 
identification of skill development need s and annual appraisal based on 
performance. 

PERIOD OF REVIEW: From : 

NAME: 

POSITION: 

PAYROLL NUMBER : 

j DEPARTMENT/MINISTRY: 

SUPERVISOR 

SUPERVISOR'S POSITIO N 

To: 

The form is confidential between the employee, supervisor and senior 
management, as required. During  the review year the  original is held by the 
supervisor and a copy by the employee. At the completion of the appraisal, the 
form is kept on the employee's personal file. 
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PROGRESS REVIE W 
to be completed quarterly by the supervisor and employee 

Progress Discusse d &  Agreement s 
Reached a s Detaile d 

Employee's Signature 

Employee's Signature 

Employee's Signature 

Date: 

Supervisor's Signature 

Date: 

Supervisor's Signature 

Date: 

Supervisor's Signature 
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ANNUAL APPRAISA L 
To be completed at the end of the annual appraisal cycle or when an employee leaves a 
position. 

Supervisor's Comment s 
Comment on Workplan achievements and additional contributions made. 

(NB comment on  demonstration of  required competencies or  organisational values  would  also be included here if 
these have been  included  in the system). 

Annual Performanc e Revie w Recommendation s 

5 Outstandin g Performance Employe e has in, in ail areas, exceeded agreed expectations in 
achieving set objectives. 

4 Superio r Performance Employe e has, in most areas, exceeded expectations in achieving set 
objectives. 

3 Goo d Performance Employe e has met agreed expectations in achieving set objectives. 
2 Performanc e Requires Improvement Employe e has met most, but not all, agreed expectations in achieving 

set objectives. 
1 Unsatisfactor y Performance Employe e has failed to meet agreed expectations in achieving set 

objectives. 

5 Outstanding D  4  Superior G  3  Good •  2  Performance Requires 1  Unsatisfactory 
Performance Performanc e Performanc e Improvemen t Performance 

Signature Date: 
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Career Developmen t Comment s an d Pla n 
Completed by the supervisor in discussion with  the employee. 

Employee's Comment s 

Signature Date: 

Next Leve l Manager' s Comment s (I f Required ) 

Signature Date: 
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APPENDIX B 

Example Guideline s 



It should  be noted that  this  document is  an example to 
assist you.  Details  in  relation to  each section of  your 

performance management  guideline  require development  in 
line with the  unique environment and  needs of  the 

particular government  or  organisation. 

PERFORMANCE MANAGEMENT 
SYSTEM FOR XXXXXXXXXX 

GUIDELINES 
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1. INTRODUCTIO N 

This Government {or organisation) i s committed to becoming increasingly 
efficient, cost effective, and responsive to the public in all aspects of its 
operations. 

To achieve this change a program of structural, policy and management reform 
is now underway. A  major element of the reform program is the introduction of a 
new performance management system. 

This system aims to develop a performance culture in the organisation by: 

linking the tasks of each employee to the overall objectives of the 
organisation; 

providing processes for improved work planning; 

identifying and prioritising training and development needs of 
employees; 

encouraging better communication and understanding of work 
expectations between employees and supervisors; 

encouraging the early identification and turnaround of 
unsatisfactory performance; 

recognising and rewarding outstanding performance. 
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2. WHAT IS PERFORMANCE MANAGEMENT 

Performance managemen t i s an organisational approach to improv e 

performance by aligning planning and management. I t links corporate plannin g 

and budgetary cycles and plans to division, team and individual work planning, 

training and reward and recognition activities. I t promotes non blame related 

problem solving , employee empowerment and the development o f a 

performance culture . 

Performance managemen t incorporates : 

corporate and strategic planning to define the long and short term 

aims and values of a particular organisation; 

translation of these into operational plans for the organisation and 

each division, and workplans for each individual; 

assessment and provision of training and other resources based 

on the priorities identified in the planning phase; 

development o f appropriate measures of performance at the level 

of the organisation, the division and the individual; 

regular review , adjustment, feedback and recognition of 

achievement. 

The diagram below illustrates elements of performance system  activities : 
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PERFORMANCE MANAGEMENT  ALIGNING  PLANNING  AND 

MANAGEMENT 

GOVERNMENT PRIORITIE S 

key government objective s 

BUDGET ALLOCATION S 

prioritised resources i n line with government objective s 

ORGANISATIONS GOALS/OBJECTIVE S 

what the organisation needs to achieve to meet government objective s 

STRATEGIC &  ANNUA L PLA N ACTION S 
how the objectives wil l be achieved 

UNIT ACTIO N PLA N 

how particula r unit s will operationalise the annual plan 

INDIVIDUAL WORKPLA N OBJECTIVE S O R KE Y TASK S 

how each individual wil l work towards objective s 

PERFORMANCE MEASURES/INDICATORS/TARGET S 

Measures at each planning level to indicate task completion/succes s 

and allow appropriate feedback an d adjustments. 
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3. OBJECTIVE S O F TH E PERFORMANC E MANAGEMEN T 

SYSTEM 

The objectives of the performance management system for the Government (or 

organisation) are : 

to ensure that individual's tasks and priorities are in line with the 

organisation's objectives ; 

to improve planning and work processes for improved productivity ; 

to identify skil l training and career development needs ; 

to foster ongoing communication, coaching and feedback betwee n 

supervisors an d employees; 

to review individua l performance objectivel y agains t agree d 

standards; 

to recognise and reward good performance. 
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4. HO W DOE S THE PERFORMANC E SYSTE M WOR K EAC H 
YEAR? 

The performance managemen t syste m is an annual cycle of planning, objective 
setting, coaching, appraisal and feedback. 
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5. PLANNIN G 

Ministry an d Divisio n 
As part of the budget allocation activities, Ministers and senior managemen t 
meet during October and November to decide on Government and 
departmental priorities and objectives. Thes e meetings are followed by 
meetings in each department when senior managemen t bring their uni t heads 
together to develop plans to allow the Government's objectives and priorities to 
be met. 

Units 
During March unit heads meet with their staf f to discuss the department's 
objectives and how the unit's work can be aligned to meet these objectives. 
Discussion also takes place during the unit meeting on any objectives staff ma y 
have in common and consideration is given to appropriate performanc e 
measures and targets for these objectives. 

Individual Workpla n Developmen t 
Following uni t planning, or when an employee joins the unit , the supervisor 
arranges an individua l workplan development meeting . 

The appraiser sets aside a time for the meeting, gives the appraisee advance 
notice and ensures they have a copy of the performance managemen t 
appraisal form and guidance note. 

Both prepare for the meeting by considering the objectives of the unit, the 
responsibilities detailed in the individual' s job description, and what should be 
the priorities and team and individual tasks for the year. 

During the workplan meeting the supervisor and the employee draw from the 
job description th e employee's key job accountabilities for the year, taking into 
account the department's priority objectives. 

They then develop objectives to be achieved relating to each key accountabilit y 
area. Th e objectives are expressed in a way that details what will be achieved, 
when, and to what level or standard. 

For each objective, details of how success will be measured ie performance 
measures are also developed. 
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Consideration i s also given to whether any additional skil l development i s 

required by the employee to allow them to achieve their objectives, and plans 

are made for this development. 

The workplan form page of the performance appraisal form is fully written up, 

following the meeting,  and signed by the supervisor and employee. 

An example of a completed workplan is given at the back of this guideline. 

Confidentiality o f th e Performanc e Appraisa l For m 
The performance appraisa l form i s confidential betwee n the employee, 

supervisor and senior managemen t as required. Durin g the review year the 

original is held by the supervisor and a copy kept by the employee. A t the 

completion of the appraisal, the form is kept on the employee's personal file. 
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6. REVIEWIN G PROGRES S 

While performance management promotes a climate of continuous feedback, 

quarterly progress review s provide opportunity to allow for changed priorities, 

coaching, proble m identificatio n and resolution, and early turnaround of 

unsatisfactory performance . 

In July, October and January the supervisor arranges to meet with each 

employee to consider progres s in relation to workplan objectives. 

Any changes to workplan objectives are detailed on the progress review page 

of the Performance Appraisal Form, together with details of strategies for 

resolution of any performance difficulties identified . 

The supervisor an d employee complete and sign the appropriate progres s 

review section of the form. 
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7. TH E ANNUA L PERFORMANC E APPRAISA L 

The supervisor gives the employee at least one weeks notice of the appraisal 

meeting, sets aside sufficient uninterrupte d time, considers the appraisee's 

performance and makes notes as to what they consider the performance 

recommendation shoul d be. 

Prior to the meeting, the supervisor ensures they fully understand the 

performance appraisa l processes and th e relationship of the performanc e 

rating scale to the achievement of objectives as described on the performance 

appraisal form. 

The employee also considers how well they have achieved their objectives and 

what rating is appropriate. The y should note down details of achievements to 

bring forward in the appraisal meeting. 

During the meeting each objective and how well i t has been achieved is 

discussed in turn. 

The supervisor then indicates to the employee what the supervisor comment s 

and proposed ratings are. Furthe r discussion may then occur. 

The supervisor then completes the comments and ratings section of the form 

and the employee completes the employee comments section. 
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8. DECISION S FRO M TH E PERFORMANC E APPRAISA L 

Lack O f Agreemen t 

If the appraiser an d appraisee cannot reach agreement on the workplans 

and/or the rating of performance, the appraiser refers the discussion to the 

appropriate nex t leve l manager . 

Dealing wit h Unsatisfactor y Performanc e 

It is expected that as part of their role, managers and supervisors will monitor 

work progress and provide day to day assistance for employees. 

The progress reviews of the performance managemen t proces s provide 

valuable opportunities to formalise this process, to recognise performanc e 

problems and to provide coaching, counselling and other remedia l strategies a t 

the earliest opportunity . 

For employees who meet minimal requirements or fail to meet requirements at 

the annual appraisal, a performance improvemen t plan should form part of the 

next annual work plan . 

The performance improvemen t pla n should clearly identif y require d areas of 

improvement an d expectations and strategies for improved performance. 
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Appendix C 

THE TRANSITION T O PEOPL E 
PERFORMANCE MANAGEMEN T 

Review o f Performance Assessmen t an d Reward fo r 
Victoria Publi c Servic e Non-Executive Staf f 

May 199 6 

SYNOPSIS 

The performance-relate d pa y ban d strateg y fo r th e Victori a Publi c Servic e non -
executive structur e wa s introduce d i n 1994 . Th e objectiv e wa s t o assis t i n 
implementing Government's work reform objectives for the Victoria Public Service, 
particularly i n relation to : 

• Mor e efficien t organisatio n o f work 
• Developmen t o f a  culture o f reward base d o n performanc e 

The introductio n o f employmen t agreement s 

This review was undertaken to provide an overview of the performance assessmen t 
and reward aspects of the system, including identifying issue s and systems features . 
The aim was to inform wha t needs to be done in the future. Th e major issues , and 
possible responses to them based on re-alignment o f systems features, are the focus 
of the Review Report . However , some of the possible changes will be constrained 
by the two-year agreements tha t are currently being made. Th e possible responses 
to issue s have therefore bee n presented wit h thi s i n mind . 

KEY FINDING S 

• Departmenta l approache s vary . Al l department s hav e a  ratin g scal e t o 
determine performanc e pay . On e department , i n som e instances , pay s 
performance pa y a s a  lump-sum . Thre e department s us e contro l poin t 
within the pay band - thi s divides the band int o two zones to allow more 
planning contro l ove r performance appraisa l an d pay . 

Most departments have some form of performance standar d for band levels 
and the major wor k boundaries o r job familie s o f the department. Thes e 
were developed wit h referenc e t o the National Competenc y Standards . 
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The distinct exception i s the Department o f Premier and Cabinet's model. 
This require s continuin g performanc e improvemen t a t th e leve l o f th e 
individual for performance pa y to continue to be paid from one year to the 
next. 

Moderation o f performanc e pa y outcome s occur s i n virtuall y al l 
departments fro m a  corporate perspective . 

The link s betwee n busines s plannin g an d performanc e plannin g nee d 
further development . 

Most departments have instigated significant trainin g and development o f 
staff an d managers i n suppor t o f the system . 

KEY ISSUE S 

The Contributio n o f the Performanc e Pa y System s t o Continuou s 
Improvement 

The basi s o f payment need s furthe r consideration . A t present , apar t from  across -
the-board pa y ban d adjustments , increase d paymen t ca n onl y b e mad e b y 
departments through annua l performance assessment . Governmen t polic y requires 
payment to be made only for performance tha t is above adequate (that is, above the 
level fo r whic h individual s ar e paid t o do a  job). However , i t shoul d b e stresse d 
that eve n wher e performanc e pa y i s onl y awarde d fo r abov e adequat e o r full y 
effective performance , thi s wil l no t necessaril y ensur e continuou s improvement . 
This i s because the majority o f systems may continue to award performance-base d 
increases where a  static leve l o f above-adequate performanc e i s maintained . 

Possible Response 

Set remuneration target s fo r individual s o n the basis o f performanc e expectation s 
for th e ensuin g plannin g period . Th e expectation s woul d tak e accoun t o f th e 
assessed capacit y o f th e individua l t o delive r require d output s an d this , i n turn , 
would be dependent o n the level of performance demonstrate d b y the employee i n 
the previou s year' s assessment . Thi s woul d involv e the wide r recognitio n i n th e 
Victoria Public Service that band ranges reflect a  performance scale , where a given 
level o f performance , onc e achieved , mus t b e exceede d t o b e abl e t o attrac t a 
further pa y increase . 

The ke y consideratio n i s that the organisatio n mus t b e i n a  position to b e able to 
match require d output s with the leve l of performance expecte d a t any given poin t 
within the range. Thi s implies a dynamic approach to the organisation of work and 
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to negotiatio n betwee n th e manage r an d employe e o n a n annua l basi s a s t o th e 
outputs expected . 

It shoul d b e stresse d tha t whil e thi s i s see n a s th e idea l wa y i n th e righ t 
environment for ensuring continuous improvement, the choice of how (and whether) 
to pursue thi s mus t li e with the individua l department. 

Productivity Improvemen t 

The expectation underpinning the performance pay system is that it will be paid fo r 
by continuousl y improvin g leve l o f productivit y i n individua l departments . Th e 
assumption, therefore , i s tha t increase d departmenta l productivit y equate s t o th e 
accumulated increas e i n performanc e b y departmenta l employees . However , 
performance improvemen t does not always yield productivity improvement as it can 
be qualitativ e a s well a s quantitative . 

The equatio n i s complicate d b y across-the-boar d pa y ban d adjustment s mad e 
centrally t o Governmen t tha t are , i n par t a t least , base d o n assume d increase s i n 
productivity. Thi s i s a  pay policy issue . 

The broader , mor e flexible  pa y band s wer e intende d t o facilitat e fundamenta l 
redesign an d refor m o f wor k withi n departments . Wor k redesig n represent s a n 
opportunity fo r department s t o significantl y reduc e cost s by , fo r example , 
eliminating hierarchica l organisatio n structures , definin g individua l job s mor e 
broadly, makin g bette r us e o f team s t o delive r services , an d reducin g handove r 
points. 

Possible Response 

Better organisation o f work s o that i t enhances productivity gains . Thi s would be 
based on adoption of the concept of redefining jobs around evolving individual and 
organisational capabilities . Tha t is , a  dynami c approac h t o loc k i n continuou s 
improvement. Thi s i s an area where i t would be appropriate for department s to be 
supported wit h usefu l model s an d examples . Th e Offic e o f th e Publi c Servic e 
Commission (OPSC ) would be prepared to research this issue to draw on and utilise 
relevant organisation s wit h expertise . 

Merit an d Equit y 

While differenc e i n system s feature s i s no t a  proble m from a  service-wid e 
perspective -  tha t is , the syste m shoul d hav e the flexibilit y t o suppor t particula r 
human resource s strategies and business priorities in individual departments -  i t i s 
important that the system within a department i s seen to be consistent and based on 
merit. 
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The statistic s demonstrat e that , acros s th e Victori a Publi c Service , bot h th e 
incidence an d percentag e o f performanc e pa y increas e a s ban d leve l increases . 
There has also been the issue of "hard and soft markers " which department s hav e 
addressed to some exten t i n the moderation process . 

Possible Response 

Enhance the tools that are used to assess people (combined wit h good moderatio n 
processes). Thi s would include extending the use of standards, which are generally 
a bette r assessmen t too l fo r lower-leve l staff , t o al l departments . I t woul d als o 
focus o n ensuring consisten t threshold s fo r access to performance pay. 

The Lin k t o Pay Policy 

A number o f related pay issues were raised, including : 

the relationship between performanc e pa y and across-the-board pa y band 
adjustments; 

the fundin g o f across-the-board increases ; 

• mor e flexibility  fo r department s t o pay one-of f bonuse s (fo r particula r 
achievements durin g the planning period) ; 

the capacity to negotiate paymen t t o attract and retain staff ; and 

salary o n transfer an d salary o f re-deployees. 

It was felt tha t thes e matter s woul d be better deal t wit h throug h th e forthcomin g 
review o f pay policy. 

IMMEDIATE RESPONSE S 

These ar e a number o f areas where furthe r enhancement s coul d commenc e now. 
The us e o f pilo t site s fo r developin g bes t practic e woul d b e a n appropriat e 
technique. Thes e include : 

development o f models fo r wor k reform , includin g t o suppor t appraisa l 
and reward o f teams; 

strengthening communicatio n o n work plannin g an d the link to strategi c 
plans; 
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• consideratio n of the increase use of standards and improved rating scales 
to enhance the focus o n continuous improvement ; 

further development of quality moderation processes to enhance merit and 
equity an d motivation; and 

continuing developmen t an d application o f trainin g an d communicatio n 
strategies. 

FUTURE DIRECTION S 

There i s the need for adoption of a  two- to three-year outlook. Researc h outside 
of the Victoria Public Service indicates that performance managemen t systems are 
undergoing considerabl e change . Ther e i s a  mov e awa y fro m performanc e 
management systems that look at individual performance as a self-contained process 
and towards systems that seek to align individual performance management with the 
strategic need s o f organisations . I n keeping with this , performance managemen t 
systems ar e operatin g differentl y i n eac h department . Notwithstandin g thes e 
different applications , the issue s an d concerns raised by department s ar e similar. 
Immediate option s fo r chang e ar e limite d an d therefore nee d considerin g i n the 
context o f the desired future. 

Employment agreements need to recognise that appraisal systems will probably need 
to change as we learn from experience. I t is generally understood that performance 
management systems in departments will undergo considerable change as managers 
and staff develop the competencies needed to negotiate and plan work, establish key 
performance management on the acquisition of key organisational capabilitie s that 
are critical to the future direction o f departments. 

In developin g polic y i n thi s area , centra l agencie s shoul d undertak e rigorou s 
consultation with departments to develop flexible arrangements that are responsive 
to th e need s o f differen t businesses . Establishin g an d maintaining a  culture o f 
performance management requires continual reassessment of the capabilities being 
developed an d their alignment wit h the organisation's strategi c direction. 
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Appendix D 

PERFORMANCE MANAGEMENT 
WORKSHOP OUTLINE 

ZAMBIA 

1. Openin g 

2. Overvie w o f the new performanc e managemen t packag e 

• merit s o f the new packag e 
characteristics an d element s o f the new syste m 
relationship t o the Publi c Servic e Review Progra m (PSRP ) 

3. Performanc e managemen t (i n PSR P context ) 

definition an d models o f performance managemen t 
discussion o f PSR P 
different type s o f performance managemen t system s 
importance o f performance managemen t 

4. Organisatio n Wor k Pla n an d Target-Settin g 

steps i n developin g a n organisatio n wor k pla n 
mission or  broad objective 
key result areas  (KRAs) 
principal accountabilities  of  KRAs 
target-setting 
schedule of  programme activities 
organisations that  contribute  to  progress 
resource persons 
estimates of  supplies, equipment  and  services 
cost of  programme 
assumptions 
work plan charts 

5. Th e Individua l Wor k Plan/Target-Settin g 

steps i n developin g individua l workplan s 
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job purpose 
KRAs and  principal accountabilities 
targets 
performance/KRAs/target form 

6. APA S (Annua l Performanc e Appraisa l System ) Procedure s 

why appraise ? 
uses/benefits o f appraisa l 
the APAS form s 
the overal l system s 
Ministry APA S committee s 
central agenc y rol e an d monitoring/reviewing APA S 

• reward s an d incentive s 

7. Preparin g fo r the Appraisal Intervie w -  Providin g Performance Feedbac k 

motivation 
informal feedbac k 
preparing fo r forma l feedbac k 
physical settin g 
attitude 
the procedur e 
role-play exercis e 

8. Managin g Performanc e Problem s 

• what' s th e problem ? 
what's causin g the problem ? 
solving th e problem 

9. Performanc e Developmen t Plan s 

review th e targets/clarify th e 'gap ' 
choosing which issue s to work o n 
explore the option s 
agree on strateg y 
set a  review dat e 

• closin g the discussio n 
the follow-u p 
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10. Post-Programm e Wor k 

next step s 
the Ministr y APA S committe e 

• group-sharin g 

11. Questions/Discussio n 

12. Summar y an d Progra m Evaluatio n 
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Appendix E 

Aims, learnin g objective s an d cours e conten t fo r course s t o b e 
delivered across  the  Civi l Servic e following th e planned cascad e 
training programm e 

Developed jointly  by  Directorate  of  Training,  Zimbabwe  Institute  for  Public 
Administration (ZIPAM)  and  Commonwealth  Consultant 

It wa s agree d tha t a t th e en d o f th e train  the  trainer  programme , covering  7 0 
trainers (30 undertaking 7 days' training, 40 undertaking 3 days' bridging), trainers 
would b e equippe d wit h materia l an d cours e outline s t o conduc t tw o type s o f 
course. 

Course 1  t o b e a  three-da y programme , Performance  Management  for  Non-
Supervisors (job-holders  wh o wil l no t b e conducting appraisal) . 

Course 2  to be a  three-day programme , Performance  Management  for Managers 
and Supervisors  (job-holders  wh o will be conducting appraisal) . 

Proposed aims , learnin g objective s an d course content fo r eac h of these courses i s 
given o n th e followin g pages . I t was agree d tha t ZI P AM woul d develop  cours e 
outlines based o n these proposals . I t was als o discussed an d agree d that : 

the revised and Government-endorsed Guide  to Performance Management 
would b e part o f the cours e hand-out material ; 

the yearly performance managemen t cycl e of planning and work planning 
meetings, progres s revie w meetings , th e annua l appraisal , an d decision s 
flowing from  tha t appraisa l woul d be the focu s o f training; 

that necessar y skill s training , e.g . negotiation , communication , coachin g 
etc. would be built around, and reinforce understanding of the activities of 
the annua l cycle . 
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COURSE 1  Performanc e Managemen t fo r Non-Supervisor s 

Course Duration 

2 day s 

Course Aims 

To provid e cours e participant s wit h a n overvie w o f th e Zimbabw e Governmen t 
Performance Managemen t Syste m an d it s focu s o f workin g toward s result s t o 
improve efficiency , productivit y an d servic e to the public . 

Learning Objectives 

By the en d o f the cours e participant s will  b e able to: 

assess th e attitudina l barrier s to , an d th e benefit s of , th e performanc e 
management system ; 

explain the Zimbabwe Government Performance Managemen t Syste m and 
describe it s goals ; 

formulate KRA s an d objectives ; 

develop ow n wor k plan s fo r discussio n wit h supervisor ; 

• discuss , negotiate an d agre e on work KRA s an d objectives ; 

provide appropriat e inpu t int o wor k plan , progres s revie w an d annua l 
appraisal interviews . 

Course Conten t 

Course to include : 

group exercis e o n perceive d barrier s an d benefit s o f performanc e 
management; 

explanation o f syste m usin g performanc e managemen t syste m diagrams : 
- cascadin g objective s wit h feedbac k arrows ; 
- cycl e o f performanc e managemen t activities , planning , progres s 

review, annua l appraisa l an d judgements; 
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developing KRAs and objectives and description of KRAs as coming fro m 
both missio n statements , ministr y o r uni t objective s an d individua l job 
descriptions; 

completing the work plan, including when generic objectives and standards 
are appropriate , wor k processe s an d job boundaries an d SMART; 

appropriate preparation for , and input into the interview process, the work 
plan meeting , the progress revie w meetin g an d the appraisal interview . 

COURSE 2  Performanc e Managemen t fo r Managers an d Supervisor s 

Course Duration 

3 day s 

Course Aims 

To provid e participant s wit h a n overvie w o f th e Zimbabw e Governmen t 
Performance Managemen t Syste m a s a tool fo r improve d management , increase d 
organisational efficiency , productivit y and service to the public, and the role of the 
manager an d supervisor i n achieving chang e through performanc e management . 

Learning objectives 

By the end of the cours e participants wil l b e able to: 

assess th e attitudina l barrier s to , an d th e benefit s of , th e performanc e 
management system ; 

• explai n the Zimbabwe Government Performance Managemen t Syste m and 
describe it s goals; 

draw up departmental wor k pla n i n consultation wit h staff ; 

link departmenta l an d individual wor k plan s to ministry's mission ; 

discuss and resolve communicatio n barrier s wit h staff ; 

develop individual or group work objectives and performance standard s in 
collaboration wit h staff ; 
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help staf f t o produce individua l wor k plans ; 

conduct regula r progres s interviews ; 

recognise, manag e an d improv e unsatisfactor y performance ; 

conduct objectiv e appraisa l interviews; 

complete the appraisal form an d use the rating scale fairly and accurately . 

Course Conten t 

Course to include : 

group exercis e o n perceive d barrier s an d benefit s o f performanc e 
management; 

explanation o f system usin g performance managemen t syste m diagrams : 
- cascadin g objective s wit h feedbac k arrows ; 
- cycl e o f performance managemen t activities , planning , progres s 

reviews, annua l appraisa l an d judgements; 
- manager' s an d supervisor' s role s and responsibilities ; 

performance managemen t a s change management an d the implications ; 

running th e divisio n plannin g meetin g an d othe r team meetings ; 

developing KRAs and objectives and performance standards for groups and 
individuals i n collaboration wit h staff ; 

• buildin g an d communicatin g t o staf f th e link s betwee n th e grou p an d 
individual plans , the mission statemen t an d Ministry objectives ; 

managing th e intervie w process , i n th e wor k pla n meeting , th e progres s 
review meetin g an d the appraisa l interview ; 

managing unsatisfactor y performance ; 

understanding bia s i n making appraisa l judgements an d the use o f rating 
scales; 

recognising an d rewarding performance . 
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TERMS COMMONL Y USE D I N PERFORMANCE MANAGEMEN T 

Complex terminolog y ha s develope d i n relatio n t o performanc e management . I n 
different settings , differen t meaning s ar e ofte n ascribe d t o terms . Performanc e 
management theorist s hotl y debat e meaning s o f suc h term s a s performance 
standard. I n practice , whic h ter m i s used i s not important , wha t i s importan t i s 
there is a common understandin g o f the particular term in the setting in which i t is 
being used . Thi s may b e helped b y providing you r ow n se t o f definitions fo r th e 
terms your agency has decided to use within your performance management system. 

The lis t tha t follow s detail s a  numbe r o f term s commonl y use d i n performanc e 
management, togethe r wit h generall y accepte d meanings . 
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TERM 

Assessment 

Appraisal 

Capabilities 

Competencies 

Feedback 360 
degrees 

Inputs 

Key Resul t Areas 

Key Tasks 

Merit Pay 

Milestone 

Mission 

Objectives 

Outputs 

Peer Review 

MEANING 

Formal evaluation of performance usuall y annual , used inter-
changeably with the terms, appraisal and review. 

Most common term used to describe annual evaluation of 
performance, meanin g as assessment . 

Generally used to identify an d describe the attributes, in terms of 
organisational structure , and type, level and quantity of skills of 
employees, a particular agency may need to meet its futur e 
objectives. 

Defined skills , knowledge and experience required fo r successfu l 
performance i n particular classes or types of jobs. 

Describes processes being developed i n some settings for includin g 
information fro m peers , subordinates and internal and external 
customers as well as the supervisor i n appraising performance . 

The resources, skills and experience brought to an activity befor e 
objectives are achieved and outputs produced. 

The major programme or work areas in which it is decided an 
organisation, group or individual mus t achieve objectives. 

Used to describe the major activitie s to be undertaken to complete 
an objective. Commonl y use d in performance systems , instead of 
the term objective . 

Performance-related pa y type in which increases to base salary are 
determined on performance . 

Term borrowed fro m projec t planning . Generally describes when a 
significant stag e i s reached in the achievement of an objective . 

A broad, highest level statement of purpose for an organisation 
which defines it s business and direction. 

Concise statements which detail outcome s the organisation, group or 
individual plan to achieve within a  particular time frame. Statement s 
of objectives ma y incorporate performance targets . 

The end results of processe s or activities undertaken by agencies, 
groups or individuals. 

Incorporation i n performance assessmen t o f the views of 
individual's colleagues as well as their manager. 
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Performance 
Indicator 

Performance 
Management 

Performance 
Measure 

Performance 
Standard 

Performance Targe t 

Performance Bonu s 

Performance-
Related Pa y 

Plan Busines s 

Plan Corporat e 

Plan Strategi c 

Plan -  Performanc e 
Plan, Wor k Pla n o r 
Action Pla n 

Progress Revie w 

Review (Annual ) 

A performanc e indicato r expresse s ho w result s wil l b e measured . I n 
developing performanc e indicators , time , cost , qualit y an d quantit y 
relating t o th e objectiv e ar e considered . 

System designe d t o improv e organisationa l performance , linkin g 
Corporate Plannin g an d Budgetar y cycle s an d plan s t o division , 
team an d individua l wor k planning , appraising , trainin g an d rewar d 
and recognitio n activities . 

Unit o f measur e use d t o determin e whethe r objective s o r output s 
were achieved . Ofte n use d i n plac e o f ter m performanc e indicator , 
and sometime s include s standard s o r targets . 

Agreed leve l o f achievemen t t o b e reache d b y al l employee s 
involved i n th e achievemen t o f a  particula r objectiv e o r ke y task . 

Targets includ e amount , qualit y and/o r timefram e fo r completio n o f 
activity. 

One-off su m pai d t o group s o r individual s fo r performanc e 
achievements. 

That par t o f remuneratio n t o a n individua l whic h i s linke d t o 
agency, grou p o r individua l performance . Mai n type s includ e meri t 
pay, performanc e bonuses , an d pa y fo r skill s acquire d an d used . 

Plan whic h translate s strategi c direction s int o action , operationa l i n 
focus an d include s resourcin g an d detaile d timelines . 

Overview pla n fo r th e agenc y whic h detail s th e agenc y mission , 
vision, an d strategie s fo r realisin g them . 

Plan t o establis h hig h leve l strategi c directio n fo r th e agenc y fo r 
periods o f 3  t o 5  years . Focuse s o n th e operatin g environment , 
overall objective s an d bes t strategie s t o achiev e them . 

Plan o f agree d grou p o r individua l objective s an d performanc e 
targets fo r a n appraisa l period . Generall y include s trainin g an d 
development plan . 

Periodic discussion s betwee n manager s an d employee s t o discus s 
progress, resolv e problem s an d adjus t workplans , i f necessar y 
during th e annua l performanc e cycle . Generall y documente d an d 
takes plac e quarterl y o r six-monthly . 

Term adopte d b y som e performanc e managemen t system s t o 
describe th e annua l evaluatio n o f performance . Commo n meanin g 
with assessment , appraisa l i n performanc e managemen t terms . 
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Strategies 

Vision 

Best actions fo r achievin g results. 

A broad, highest leve l leadership statemen t 
of what an organisation aim s to become. 
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