	



GUIDANCE NOTES

PERFORMANCE MANAGEMENT SYSTEM
These Guidance Notes have been designed to guide you through the Performance Management system so that you will be fully aware at all times of what is happening and what to expect next.

1. Why have a Performance Management System?

Performance Management creates a shared vision of the purpose and aims of the organisation, helping each individual employee to understand and recognise their part in contributing to them, thereby enhancing the performance of both the individual and the organisation. This system has been designed to:
· Evaluate and recognise performance;
· Identify strengths and areas for development or improvement;
· Assist in improving areas of area for development or improvement;
· Set; realistic objectives;
· Monitor and review performance against objectives; 

· Identify training needs relating to performance of your job, your team and/or the organisation;
· Identify other assistance required.
By achieving these basic elements, the system will therefore contribute towards the organisation's overall staff planning and the morale & motivation of staff both individually and collectively and will also help us to become a “learning organisation”.
The most important principle is that the Performance Management is owned by both employer and employee. It is in place to benefit both parties and will therefore be a positive approach to staff management and is not merely a critical assessment. It will also assist in focusing attention on the aims of your post and role and will, by correct setting of objectives, engender motivation and identify training for all staff, irrespective of length of service or perceived seniority. 
The Performance Management system will therefore be consistent throughout the organisation, it will be a continuous process, and evaluation will be specific. Furthermore, there will be full consultation throughout the process. Your line manager or supervisor will never introduce any sudden shock or previously un-discussed information or expectations into your specific formal Performance Management interviews or relevant documentation. We also undertake to ensure that whilst obviously assessing your present performance, the Performance Management System should always be positive and aim to improve staff critical performance.

The staff Performance Management system is therefore central to the development of the organisation and each member of staff employed by it. 
Accordingly, everyone employed by the organisation will have his or her performance assessed using the generic pro-forma as a baseline. 
2. The System

This Performance Management system is designed to focus employees' attentions on the attainment of objectives and goals that will bring benefits to the organisation as a whole and to the employee in particular. It will also strengthen the lines of communication and relationships to create a constructive, supportive organisational climate to aid working performance.

To succeed there must be objective discussion, two-way communication, confidentiality (see also Confidentiality below), and a follow up of agreed action.

The Performance Management system will therefore have four stages:
2.1
“Off line” independent reflection using the pro-forma.

2.2
A structured Performance Management discussion/review (using the pro-forma) between the 
employee and the Programme Manager.
2.3
Formulation of any necessary “Development Action Plans” – most in–house developmental activities 
(shadowing, basic IT Training, coaching or mentoring etc) will not require a formal action plan but 
must be agreed and recorded in the appropriate boxes on the pro-forma. More formalised 
development activities – longer term courses, day release, “Aspirational” training events or courses 
requiring a significant financial and/or time input will require a formal “Development Action Plan” and 
will in the vast majority of cases require approval from the Programme Manager and the Executive 
Committee. These will be appended to the individuals Performance Management Pro-Forma and will 
require timetabled and thorough interim review.
2.4
“Up the line” reporting of any appropriate hard and measurable data/information (See also 
Confidentiality below)

3. The Paperwork

The only form required for completion of your Performance Management Review is the pro-forma specific to your role and responsibilities. This includes sections designed to evaluate your performance against specific targets set, your attitude to your work, the organisations performance with respect to supporting and empowering employees etc. A narrative explaining what we are seeking to measure/evaluate through the deployment of this scheme is attached. (Appendix 1)
This form will be completed during the formal interview and has been designed to be “signed off” at the end of the interview. 
The Performance Management Flowchart (attached) gives an overview of the process and responsibilities therein. (Appendix 2)
In extraordinary and extreme circumstances where you and your supervisor cannot agree on a particular aspect of :
· Your performance review, and/or

· Your review of the organisations performance, and/or 

· Potential development opportunities identified, the matter will be referred to a nominated Director.
The Director will discuss the disputed matter with you both (individually or collectively dependent upon the nature of the dispute), with a view to resolving the matter quickly and equitably.
If this “internal arbitration” fails, you will be given the opportunity to request External Independent Arbitration, (e.g. through the Labour Relations Agency or similar) and their decision will be final and binding upon both you and the organisation.
If having exhausted this process no mutually agreed resolution emerges BNC reserves the right to invoke appropriate disciplinary action or you may tender your resignation.
It is important to note that the foregoing is not intended to detract from or circumvent BNC’ rights as an employer (exercised through Disciplinary or other procedures) or your rights as an employee.
4. Timing

The pro-forma has been designed to facilitate a time efficient and effective review and as such, it is expected that reviews should take no more than 30 mins to complete. If, for whatever reason however, an employee and/or their supervisor feel that the review is likely to extend beyond this, they should contact the other party to advise to ensure there is no diary conflict. 
5. Associated Paperwork - Operational & Related Policy Documents and Procedures

· Your Job Description & Personnel Specification 

      The Performance Management process will also be an opportunity to discuss job content and any    

      changes you feel could be made. This will not, however restrict job description or role review to the 
      Performance Management process only.
· Organisational Policies & Procedures 

(Including any associated documents relating to Disciplinary matters, Equal Opportunities, Maintenance of a Neutral Working Environment, Health & Safety, Empowerment, etc) 
The Performance Management System has not been designed to circumvent or diminish our existing employee related Policies & Procedures but rather to enhance them through early, development orientated, predictive intervention. 
6. Confidentiality

The pro-forma has been designed to capture a variety of data and information; accordingly, “blanket” confidentiality is impossible. However, all discussions paperwork and any other personal or sensitive information relating to the Performance Management process will be totally confidential. They will be seen only by your line manager or supervisor, the Director of BNC and yourself with the following caveats, 
· “Hard” data relating to your performance 

For example your performance against target with respect to specific business objectives, will be reported on through BNC normal reporting channels and may be used when making grant applications, being assessed for externally accredited awards or standards, presentations internally or to external organisations including clients and funders, etc.
· “Soft data” relating to your performance or the organisation’s performance

For example, data gathered with respect to attitude and demeanour, or support and empowerment will only be reported on in an aggregated format. Again, this may be used when making grant applications, being assessed for externally accredited awards or standards, presentations internally or to external organisations including clients and funders, etc. Confidentiality cont.
· Other information gathered as part of this process

From time to BNC may wish to highlight exemplary strengths or successes and/or problems encountered when dealing with external agencies, particular client groups etc. Such information will ordinarily be presented in a de-personalised and wholly professional manner but from time to time, the individual’s permission to identify them may be sought.

7. Conclusion

The Performance Management System is your opportunity to influence your job and the way you work. Whilst the Performance Management System will obviously include a review of performance, it should not be considered as merely a critical look back. This is your opportunity to discuss and formulate plans and ideas for the progress of your job and the organisation in the future, and your line manager or supervisor will be looking for you to make a positive input into this process.
APPENDIX 1:
What the Headings and Sub Headings within the 


Pro-forma mean

	SECTION/HEADING
	EXPLANATORY REMARKS

	Business Area 
	The Individuals Job Title or Primary role usually drawn from their Job Description.



	Objective - 
	The primary purpose (s) of the individuals job usually drawn from their Job Description.



	(Year 1) Target
	Specific & measurable targets as drawn down drawn from their Job Description and/or through discussion with the Programme Manager.



	Performance Against Target
	Factual reporting with respect to the targets described above. Ordinarily individuals will be expected to be meet the agreed minimum targets. Where performance is below target the individual will be given the opportunity to relate any special or other circumstances.

 

	Tasks
	All of the Tasks that the individual will be expected to undertake as part of their job.



	Attitude & Demeanour
	Whilst we as an organisation aim to provide a working environment which is relaxed, open, and friendly, we also expect “a fair days work for a fair days pay”. In effect this section therefore represents our interpretation of what constitutes “a fair days work”.



	Work Rate/Effort
	Ability to cope with volume of work within agreed overarching timescales.



	Work Quality
	Ability to produce work to an agreed standard meeting requirements with respect to, effectiveness, presentation, use of language, etc. on a “right first time” basis.



	Meeting Deadlines
	Keeping your promises generally and specifically when information and/or other outputs from your work are required by others to enable them to complete their tasks within a specified timeframe.



	Team Player
	Co-operation with organisational requirements and in your relationships with other employees, our clients (individual and corporate) and other stakeholders.

	Using Initiative
	Ability to be flexible and adjust to changing priorities without supervision.



	Organisation
	Being methodical and thorough in your overall approach to your tasks and work. 



	Attitude
	Being supportive of and open & honest with your colleagues, our clients (individual and corporate) and other stakeholders, by displaying positive, assertive and respectful behaviours.

	Reliability
	Demonstrating that you understand your job requirements by always striving to complete tasks without assistance. 



	Responsibility
	Taking ownership of your role and tasks and executing them to the best of your abilities but also recognising your own limitations and being willing and confident enough ask for appropriate help and assistance when you really need it. 



	Strengths
	This is your and your supervisor’s opportunity to detail any particular successes/achievements you feel are worthy of note and through sharing them with your colleagues may assist them in their work. 

For example 

(Put a specific example in here)


	Difficulties Encountered
	This is your and your supervisor’s opportunity to detail any particular problems you may have encountered which you feel are worthy of note and through sharing them with your colleagues may assist them in their work. 

For example 

(Put a specific example in here)


	Action Taken
	Following on from the foregoing you should detail the steps or actions taken by you in response to the problems encountered and again the emphasis is on “learning through sharing”.



	Areas for Improvement
	Detail any action you feel you and/or the organisation needs to take in order to improve, try to be as specific as possible. For example: 

“I do not feel the organisation is making full or proper use of Outlook, as I have seen other people using it a lot more in other organisations for arranging meetings and things. I also have had some difficulties accessing some client information because of the way information is filed in the database”. 



	Development Opportunities
	Following on from the foregoing detail specific developmental activity will benefit you or the organisation. 

For example: 

“I would like to undertake a full review of how we are using Microsoft Outlook and how our contact files are made up, I know quite a lot about Microsoft Outlook but would like to spend some time (no more than a day) talking to other organisations to see how they use this software”. 



	Development Outcomes
	Again, this should follow on from the foregoing and you should detail the specific results/benefits you expect. 

For example: 

“Following my visit to the two other organisations I have identified, I will talk to all our staff to see how they are using the software. I will then prepare a report for the IT working Group with recommendations about how we are using Outlook and how we are setting up the client contact files. I expect to have this completed within the next 3 weeks”.



	General Comments
	You can use this space to record any relevant comments in addition to or not covered by the above.



	Rating System
	Where the 1 to 10 Rating system has been applied, an agreed score should be arrived at through consensus and justification and should not just be applied arbitrarily. 

5 equates to ”Satisfactory” performance but the aim should always be to “stretch “ the individual’s and organisations performance. 

The achievement of consistently high or low scoring across most or all of the criteria assessed will require justification “up the line” as will significant swings and shifts.


