PERFOMANCE MANAGEMENT AND
DEVELOPMENT SYSTEM

POLICY

POLICY CUSTODIAN
Directorate: Human Resources Marnagement
and Development

POLICY VERSION
3rd

APPROVAL DATE

IMPLEMENTATION DATE

POLICY REVIEW DATE

AUTHOR
Human Resources Management and
Revelopment




TABLE OF CONTENTS

BACKGROUND AND INTRODUCTION

1.1 | Acronyms
1.2 | Glossary of Terms
1.3 | Policy Statemant
14 | Legislative Framswork
2, POLICY PURPOSE, OBJECTIVES AND PRINCIPLES
2.1 | Purppse
22 | Objecfives
23 | Principles
3. SCOPE OF APPLICATION
3.1 | Permanent employess
3.2 | Cffice-based employees
3.3 | Employees on probation; and
34 | Employees on contract for six {8) menths and more
4. POLICY PRQVISIONS
4.1 | Performance Management Process
4.2 | Performanca Planning
5. PERFORMANCE ASSESSMENT, MONITORING AND REPORTING
5.1 | Performance Assessment _ )

w| & © o o ;o o o wm o | | N » W o ke

8.2 | Performance Monitaring and Reporting 18

6. EXCEPTIONAL CASES DURING THE PERFORMANCE CYCLE 20

6.1 | Acting in Higher Positions 20

8.2 | Btaff Movement 20

B.3 | Prolonged Absance 21

7. MEASURES APPLICABLE TO THE DIFFERENT APPOINTMENT 21
CATEGORIES

8. OCCUPATION-SPECIFIC DISPENSATION (OSD) POSTS 22

DEVELOPMENTAL NEEDS 22

10. PERFORMANCE MODERATION 23

m
DHET Performance Management and Developmeant System Policy Page 2



10.1 | Branch and Institutional Moderation Commitizes 25

10.2 | Powers and Functions of the Moederation Committess 24
10.3 | Central Maderation Commities 24
104 | Powers and Functions of the Central Moderation Committee 25
11. MANAGEMENT OF PROBATION AND PERFORMANCE OUTCOMES 26
11.1 | Probation 28

11.2 | Managing Performancs that is Partially Effective and Not Fully Effective 26

11.3 | Management of Fully Effactive to Highly Effective Performancs 27
12, FERFORMANCE INCENTIVES 27
12.1 | Pay Prograssion 27
122 | Performance Bonus 28
123 | Non-financial incentives 28
13. KEY ROLE PLAYERS 30
13.1 | The Director-General 30
13.2 | The Brarich Head 30
13.3 | The Principal 30
13.4 | The Regional Manager 31
138.5 | Senior Managers 31
13,6 | Supervisors 31

13.7 | The Employee

13.8 | The Overseer 32
13.9 | The Prucess Driver 33
14, MONITORING AND EVALUATION 23
18. POQLICY REVIEW 33
16 DISPUTE RESOLUTION 34
17. POLICY APPROVAL SIGNATURE 34

SHET Pertormanos Mansgamart and Devetoprment Systam Polos Feee?



1. BACKGROUND AND INTRODUCTION
141  Acronyms

Community Edusation and Traihing

Performance Management and Development System

Occupational-Specific Dispensation

Continuing Edueation and Training Act

Technical and Vocational Education and Training

Workplace SKills Plan

Pearsonal Development Plan

Cantral Moderation Committee

Branch Moderation Committee

Regional Maderation Committee
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12  Glossary of Terms

An incumbent of a post to whom power has been
delegated or wio has been authorised to perform a
duty in terms of a formal delegation. This includes an
employee who lawfully acts in the capacity of the
Delegated Authority.

Departrmient of Higher Education and Training

Refers 1o the Public College ingluding Technical and
Vocational Education and Training {TVET) and the
Community Education and Training (CET) calleges.

A part that makes up the Department at various levels,
le. Head Office Branches, Regional Offices and
Colleges.

A parson appointed in terms of the Public Service Act,
1984 ae amended, excluding an Indapendent
Contractor, who works for another person or for the
State and receives, or is entitled to receive
remunearation.

Departmant of Higher Education and Training

The Miniater reaponsible for the department of Higher
Education and Traihing

An immediate Superior fo whom an emplayee reporis.

An HR Unit that may be based at elther the Head
Office, Regional Office or a Public Callege depending
on the eauthority given in terms of the DHET
delepations from time to time.

A part of a Component, e.g. a Branch within Head
QOffice, or College HR Unit in & Regional Office or
College.
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1.3  Policy Statement

The Bepariment of Higher Education and Training {DHET) regards its employees as
its greatest assets and as key to its ability to deliver on its Mandate, Mission and
Visian. This Policy is developed fo manage the performance and development of the
Department’s worldores.

The Performance Managemert and Development (PMD) Policy provides a
standardised framework for managing employee psrformance in the Department.
With the Strategic Plan and Annual Parformance Plan as a basis, the Department
identifies priarities and objectives to be achieved by Branches, Sompanents, Units
and Institutions. Perforrmanice Agreements enable the Depariment io assign specific
performance objectives and targets to its employees. This also enables employess
to participate meaningfully in the management of their swn performance.
1.4  Leyislative Framework

The Performance Management and Developrnent Policy compliss with the following
legal and regulatory framework;

1.4.1  The Constitution of the Republic of Sputh Africa, 1998

14.2 Public Finance Management Act, 1998, as amended by Act No. 29 of -
1989);

1.4.3 Treasury Regulafions, 2001, as amended;
144 Public Servica Act, 1994, as amended:
145 Public SBervieg Regulations (PSR), 2018, as amended:

1.4.6 DPSA Circular 6, of 2017: Determination on PMDS for smployees other
than employees who are SMS members;

14.7 DPSA Circular 1/2/1/P dated 28 March 2002;

14.8 DPSA Circular 1/71/4/1 “Incentive Policy Framewaork for Levels 4 to 12"
148 The Skills Development Act 97, 1998, as amendesd: and

1.4.10 The Labour Relations Act, Act 86 of 1995, as amended.
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2. POLICY PURPQSE, OBJECTIVES AND PRINCIPLES
21 PURPOSE

The purpose of the Performance Management and Development Policy is the
following:

241 To provide a framework by which the performance of employees is
monitored, measured and rewardsd in order fo enhance, efficiancy,
effectiveness and improve service delivery.

212 To optimise and improve every employee's capacity and performance in
terms of quality and quantity, thereby increasing the Department's overall
performance.

2.2 QBJECTIVES

The objectives of this Policy are the following:

221 To establish a performance and learning culture in the Department;

222 To serva as a management instrument for implemanting goals and
strategios;

22.3 Toimprove service delivary;

224 To ensure that all jobholdersfemployeas know ard understand what is
expected of them;

225 To promote interaction on performance between jobholders/employess
and their supervisors;

22.8 Toidentify, manage and promote employees’ developmental needs;
227 To evaluate perfarmance fairly and ohjectively;

228 Torecogniee categories of performance that is fully effective and highly
effective; and

2298 To manage performance that is not fully effective and lower.
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2.3 PRINCIPLES

2.3.1 Managing performance in a consultative, supportive and non-gdiscriminatory
manner to enhance organisational efficiency, effecfiveness and aceount
ability for the use of resourcas and the achievement of results;

232 Performance management processas linked ta broad and consistent staff
development plans arid aligned with the Depariment's strategic goals;

23.3 Performance management processes that are developmental, and allow for
recognising fully effective performance and highly effective, and for an
effective response to performance that is consistently not fully effective and
lower;

234 Performance management procedures that minimise the administrative
burden while maintaining transparency and administrative justice;

23.5 Faimess;

2.3.6 Transparency;

23.7 Equity;

238 Confidentiality;

2.3.89 Professionalism;

2.3.10 Service excsllence; and

2.3.11 Value for money.

SCOPE OF APPLICATION

This Palicy applies to all employees on Salary Levels 2 to 12 as indicated below,
31 Pemanent employess;

3.2  Office-based Lecturers;

33 Employees on probation; and

34  Emplayees on contract for six (8) months and more,

m
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4. POLICY PROVISIONS

41  Performance Management Process
411 The Performance Cycla

{a) The parformance cycle is 12 months during which performarice is
planned, implemented, reviewed and assessed. It is aligned to the
period of the Department's annual operational plan and budget.

(b} The 12-manth cycle is also linked to the financial year for the purpose
of plarning, pregrassion and other performance related incentives
such as performance awards.

(¢}  The probation cycle is linked to the appointment date of a jobholder.

{d} The performance cycle starts from 1 April of the current ysar io
31 March of the following year.

4.2  Performance Planning
Performance planning shall cover the following:

Performance agreement;

Work plan;

Key result areas {job description}; and
Personal Development Flan (PDP}.

¥ 5 5 @

421 The Performance Agréement

(@) The Performance Agreement Is ihe cormersione of performance
management and shall be dealt with as follows:

i Al employees must enter into and sign performance
agreements before the end of the two (2) months of the new
performance cycle;

@iy  Newly appointed employees shall enter into a performance
agreement three {3) months fram the date of employment;

{iliy Departmental and branches performance measures shall
infform the development of the individual employes's
Performanca Agreement;

(v} The contents must reflect the Depariment's strategic and
annual operational plan, component's buginess plans and the
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employee's job description, job role, actual activities and
respensibilitfes. The: content of a Performance Agreement
must also include the following:

»  Employee data such ag the Persal number, job title
and level, as well as a description af the empioyes's
ek role, with emphasis on the main objectives, job
purpose, Key Result Argas (KRAs) and Generic
Assessment Factors (GAFs).

* A& work plan that shall contain the key result areas,
oufputs, activities and resource requirements,

« A Personal Development Plan which assists in
identifying developmental areas and needs of ihe
employes, as well as methads to improve these.

{b)  IKfan employee changes jobs during the performance cycle, a new
Farformance Agreerrient must be enterad into for the new role and
the performance assessment shall take both perieds into
consideration.

{c) The Performancs Agreement shall follow the following processes:

(i} Performance planning and agreement shall take place
betwesn 1 Aprl to 31 May;

(fi} Signing of a performance agreemant shall take place on or
before 31 May; and

{il) A performance agreament shall be submitted to PMD Unit on
or befors 31 May by the head of the companent or branch
through branch co~ordinators.

{d)  No employee shall qualify for performanes rewards including pay
progression, if a performance agreement is not signed within the
prescribed periad mantioned in (c).

{e) If both the employea and supervisor do not sign the performance
agreament due to a dispute relating tv the content of the agreement,
a person {mediator) shall be appointed within one month after the
pericd stipulated In {2 (I} to consider the dispute.

{0 The dispute shall be dealt with within a periad of thirty (30} days and
a recommendation on the performance agreement by the appointed
persan shall be signed by both parties within two {2) weeks of such a
recommendation, failing which the agreement shall be deemed to
have been signed from the date of recommendation.

R R ———
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4.2.2 Ths Performance Work Plan

{a}

)

The performance work plan contains the sssence of the parformance
agresment (refer to Annexurs A), and covers the following:

(i}  Key Resylt Arcas (KRAs);

(i} Generic Assessment Factors (GAFs); and

(it  Parsonal Development Plan (PDP).

A parformance work plan is not cast in stone and can be amended in
a siluation where:

{3 new responsibilities are added to the chief directorate,
direcltorate and sub-dirsctorates;

(1)  the supervisor and employee agree {0 add or reduce duties
and responsibilities; and

(i} an employes is rotated to a new position in view of the
outcomes of performance assessment,

423 Kay Result Areas

{a)

&

{c}

{d)
(e}

&
{h)

KRAg shall describe what is expeacted of an employee in hisfher role
and focus attention on actions and activities that should assist Units
and the Departmant to perform effectivaly,

KRAs shall not exceed six {6}, and not less than four (4).

KRAs shall in the work plan be broken down into measurable outputs,
activities and resources requirad.

Each KRA shall carry a weight of 10% minimum and 30% maximum.
Weighting of all KRAs must add o 100%.

Each KRA shall be weighted according ta the Importance it has in the
empioyee's job.

No weight shall be allocated fo key activifies.

KRAs may cover many different aspects of the work such as the
following:

{1} Specific tasks or events which the employee shall ensure
are achieved;
(i) Levele of parformance which the employee shall maintain
and promote;
(i} Actions or situations for which the emploves is personially
responsible for making histher “unique contribution”; and

m
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{iv} Duties and respongibilities related to advice and support
given, for example, by specialists to clients,
424 Generic Assossment Factors

{a)}  Employess shall identify, discuss and agree on either of the following
(GAFs that are most relevant ta their area of wark;

Job knowledge;

(i) Technical skifls;

{lily  Acceptance of responsibility;

(v}  Quality of work;

(v}  Reliabllity;

(v}  Initiedive;

{vil)  Communication;

(viil}  Interpersonal relations;

(X}  Flexibllity;

)  Team work;

(x)  Planning and execution;

i) Leadership:

(xii} Delegation and empowerment;
(xw} Management of financial resources; and
(v} Management of human resources.

(b} A spacialist or professional may for example have no employees
under hisfher supervigion ar may have no financial respongibliities.

{c) Quality of work, Job knowledge and management of human
respurces are the three (3} compulsory GAFs that must be
incorporatad into performance agreemants of supervisors.

{d)  Quality of work and Job knowledge are the two (2) compulsory GAFs
that must be incorporated into performance agreements of all
employees wha ara hot superdsors.

4.2.5 Pearsonal Development Plan (PDP)

“
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{a)

{b)

©

()

The PDP ghall include the developmental needs of an employes as
captured on the performance agreement,

The POP shell include interventions relafing to the technical or
occupational skills, these shall be ambngst the following:

{i)  Appropriate training intervention;
{ify  On-the-job training;

{iff Exterded job exposure; and

(ivy  Job rotation.

The smployee and supervisor shall take joint responsibility for the
achievement of the PDP, with allocated responsibilities clearly
recorded on the PDP agreement document.

The PDP shall relate to core duties and respansibilities of the job and
with the skills required by the Depariment.

4.2.6 Mamagement of Non-compllance with Performance Management and
Development Policy

Meor-compliance in addition to section 4.2.1 {d), () and {f) will be dealt with
following the Disciplinary Code in the public service Section 16(A} of the
Publle Bervice Act, 1984, as amended.

5. PERFORMANCE ASSESSMENT, MONITORING AND REPORTING
Performance Assessment

Performance assessment process shall consist of mid<term performance
assessment, annual parformance assessment and assessment rating scafe.

5.1.1 Mid-Term Performance Assessment

5.1

{a)

()

(c)

{d)

Mid-term performance assessment covers the pardod 1 Aprl fo
30 Septembrar and all mid-term assessments shall ba submitted by
31 Oclober,

Employees, wha join the Department or were promoted/transferred
during the Performance Management and Development cycle, shall
be expecled 1o align their mid-year review/assessmant periods
accordingly.

Transferred employees must finalise their mid-year review hafore
assuming new responsibilities elsewheare,

If an official changes his/her job during a Performance Management
and Development cytle, he/she must ensure that mid-term review of

m
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(e}

{g)

the current job is completed prior fo assumption of duty in the new
position.
Mid-term assessmenta/reviews shall be linked to probation reports

and shall be used for monitoring and evaluating performancs
progress of prohationers in order o address their needs.

The mid-tarm review sessions shall be a ong-on-one discussion
between the supervisor and the employee.

The content and cutcomes of the mid4erm feedback session and the
arnual assessment shall be signed by both parties.

5.1.2 Annual Performance Assessment

{a)

(b}

{c)

G}

(e

®

The annual performance assessrment shall be done at the end of the
Performance Managemant cycle during April of a new cycle,

Emplayses who were seconded or transfarred horfzontally to a post
within the same occupational class shall be essessed having
combined the different periods served in each post during a specific
Psrformance Manageraent and Development cycle.

In ralation to (b), inputs from the previous supervisor(s) and the
current supervisar shall be considered for performance appralsal
PUrposes.

Annual performance assessments for employees shall be finafised
bafore any supsarvisor's performance appraisal can be considered to
be valid.

The above (d) should bes usad io inform the performance af the
supsrvisor and component helshe is accountable for.

Employees appainted in the middle of the cycle shall be subjected to
all performance management processas irrespective of whether they
have eempleted a full cycle or not.




§5.1.3 Assessment Rating Scale

The following four-point rating scale shall be used for both quarterly
assessments and the annual assessmants:

(a)

NOT EFFECTIVE

{Less than or Equal
to B6%})

Performance does not meet the standard

expected for the job.

The review/assessment indicatas that the
jobholder has achieved less than fully
pffective results against almost all of the
performance  criteria and  indicators as
specified o the Performance Agresment and
Work Plan.

No performance |
rewards are
payable

PARTIALLY
EFFECTIVE

{67 %~-98%)

Performance meels some of the standards
expected for the job.

The review/assessment indicates that the
lobholder has achieved less than fully
affective results against more than half of the
performisnce  criteria and  indicators  as
specified in the Performance Agreament and
Waork Plan.

No performance
rewards are
bie

FULLY EFFECTIVE
{100%—118%)

Performance fully meets the staridard
expected in all areas of the job.

The review/assassment indicates that the
jobholder has achisved as a minimum
effective results against all of the
performance criteria and indicators as
specified in the Performance Agreement and
Work Plam,

Pay

Progression
Range

HIGHLY
EFFECTIVE

(120%—133%)

Performance far exceetls the standard
expected of a jobholkder at this level,

The review/assessment indicates that the
jobhalder has achieved better than fully
effective results against all of the
performance criteria and  indicators as
specified in the Performance Agreement and
maintained this in all areas of responsibility
throughout the performances sydle,

Performance
rewards arg

payable

DHET Performanca Management and Development System Policy
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{b)  Scores of 45 must be accompanied by motivation or evidence while scores
of 1s and 25 require remedial action to address poor perfarmance.

{c)  Theonus to provide motivation orevidence to justify the ratings resis
with the employee and supervisor.

5.14 Performance Assessment Process
{a}  The Assessment Discussion
Assassment discussions shall provide an opportunity for:

{ the employss fo assess histher own performance and its
comtribution to organisational goals and to identify areas of
improvement;

()] the supervisor to provide formal feedback on parformance
during the performance cycle and to identify ways of
improving what was achieved and underachieved:

{1ii} employees to contribute and respond to comments
regarding their parformance and identify lssues beyond their
control that limit the achievement of results;

{iv) open discussion between the employee and hiséher
supervisor in which achievemants can be fully recognised
and ideas far problem solving agreed;

2] reaching agreement on an overall assessment soore
reflecting judgement on the level of achievernent atiained in
terms of the performance agreement; and

(vi}y  the supervisor and the employee to agree on areas of
personal development.
{(b) Self-Assessment
The roles of the employes are the following:
@iy Assess hisher own progress according 1o  his/her

performance agreement and work plan, during the period
under review and allocate performance ratings accordingly;

(i} Bring to his/her manager's attention, significant other outputs
which were delivered during this pericd which are not
contained in the parformance plan and/or parformance which
hefshe regards as being meritorious:;

(iiny Provide inputs on areas identifled as not being fully effantive:

{iv) Raview his/her performance agreement for validity; and




v

Discuss ard initiate the amendment of his/her performange
agreement, if necessary.

{8) Supervisory Assessment

The roles of the amployee's suparvigor during assessment are the
following:

)
(i}

(iiy

{v)

(vil)

il

(ix)

()

(i)

Facilitate the assessment session;

Assess the employee’s performance according fo hisfer
performance agreement and allocate performance ratings
accordingly in preparation for discussion with emplayes;
Allocate negotiated and agreed upon performance ratings
after conclusion of digcussion with the employes:

Give recognition to the employee for highly effective
perfarmance rardered;

Recognise ather significant outputs that were delivered during
this period which arg not contained in the performance plan

and/or performance which he/she regands as baing
meritorious;

Identify performance areas rated as being not fully effective;

Allow the employee an epportunity to give his/her input during
e sassion;

Identify remedial steps which will be taken fo aliminate factors
which have hampered the employee's performance;

Review or evaluats the employee’s pecformance agreement
for validity;

Discuss and inifiate the amendment of the employee’s
perfermance agreement, if necassary; and

Record his/her comment about the performanee of the
employee.

{d} Assassment of the KRAs

{0

(i)

Each KRA must be assessad according to the extent ta which
the specified standards have been met.

An indicative rating on the four-point scale must be provided
for sach KRA,

m
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{iiy  This rating must be multiplied by the weighting given to sach
KRA during the cantracting process, o provide a scare,

{li}  The rating calculator must be used fo add the scores and
calculate a final KRA score.

{e) Assessment of the GAFs
(i} GAFs shall not be weightad.

(ii) GAFs shall not be assessed independently, but must be
incorporated and assessed in an infegrated marnner with
KRAs.

{f}  Disagrecements over Rating and Assessment
In an event of a disagresment between the supervisor and the

employee the following should frappen:
0] Both partias should attempt to find amicable ways to resolve
the disagreement;

(i) If the two parties fail 1o find common ground after attempting
to resolve the disagreement, a Mediatar shall be appointed by
the Exacutive Authority or delegated officlal to congider the
dispute and make a recommendation within thirty (30) days to
the Head of Department,

(i) I the disagreement remain unregolved, the formal grievance
process which must last for thirty (30) days may be invoked:
and

{v} I the disagreement remains unresolved through a grisvance
process the aggrieved
party may declarg & dispute in line with
the dispute resclution mechanism of the Public
Barvica,

52  Parformance Monitoring and Reparting
5.2.1 Performance Monitoring
{a}  Performance at the employee’s level must be continuously monitered

to:

n determine progress and/or idsnfify obstacles in achieving
objectives and targels;

(i)  enable supervisors and jobholders/emplovees to deal with
performance-related challenges;
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(i) identify and provide the support needad;
{iv) muodify objectives and targets; and
{v)  ensume continuous Jeaming and devslopment,

(b) Parformance shall be manitored by means of mid-term perfarmance
assessments and provide feedback on achisvements according to
agreed individual Work Flans or Busihess Plans rslevant 1o each
companent.

{c) A supervisor shall monitor the emplovee’s performance on a
continuous basis, give him/her feedback orally on hisfher parformance
on a continuous basis and twice during the performance cycle as

follows:

(i} Orally if the employee’s performance is satisfactory (fully
effective and abovs).

(i}  Inwriting if the parformance is clearly unsatistactory {partially
effective and not effeclive).

(il This must be done at least twice during the six months
preceding the employse's annual formal performance
assessment; and in writing, on the annual formal perfarmance
assessment date.

{d)  The supervisor shall use all opportunities to discuss the employes's
performance, including staff and management mestings, report
backs, and informal discussions.

{e) I the supervisor, as a result of the performance assessment, or at
any time during the performance cyde, be of the opinion that the
employee's parformance is marked below what Is required: the
supsrvisor must complete a full and formal assessment and assign
ratings to KRAs. All these documents shall be signed by the

employee.
{fy  This ensures that the employes is left with no doubt that what he/she

has bean producing as work outpuls is not acceptable and that
cartinuation in this poor standard of performance will affect sarvice

delivery.

“
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5.2.2

Parformance Reporting

(e}  Performance reports shall be compiled on a semester basis fo report
progress on individual employeas in each branch and institution.

{h) The mid-teym performance report shall include all employess
assessed, thelr progress and the area of intervention where not
effective performance is reported.

{t) Intervention areas shalf be monitored within the next semester of the
performance cydle.

{d) These reporis shall be presented fo branch heads through
moderation commitiees In order fo monitor the maintenance or
sustenance of highly effective, improvement of not effective
pedformance and areas of infarventions recommended.

6. EXCEPTIONAL CASES DURING THE PERFORMANCE CYCLE
Acting in Higher Positions

6.1

6.2

B.1.1

6.1.2

B.1.3

8.1.4

6.1.5

When an employee is appointed to act in a higher posifion for shorter than
six (8) waeks, the work plan shall be based on the post that the employss is
permangntly appointed to.

Depending on the employee’s perforrmiance during the acling peried,
recognition for performance of the duties of the higher position shall be given
during the performance assessment, on the wark plan of the permarient post.

When acting in a higher position longer than six (6) weeks, where an acting
allowance is being paid, a work plan must be compiled for the higher position
that the employse would be expected to perform against.

The performance of the emplayee, acting in the higher position, will be
assessed in terme of the amended work plan, against the standards
applicable 1o the level of the amployes’s permanent position.

Performance incentives where necassary and possible will ba remunerated
in terms of the salary level of the post, to which the employes is permanently
appointed based on the employee’s salary notch on 31 March of the
performance cycle.

Staff Movement

6.2.1

6.2.2

Employees who transfer to the Department shall be subjected fo
performance review or assessment,

Where staff members change jobs within the Depariment during the
Manggement and Development System cycle, performance assessments

= ________________________________________________________
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related to the employee vacating the post have to be completed prior to
moving to the new position and 5.1.2 {d) shall also apply.

823 If the employee changing jubs is a supetvisor or manager, performarice
asgessments for gach employse under histher centrol shall be complated
prior to hisfher movemant and the assessments will form part of hisfher
handover report fo the new supervisor.

B8.24 Where an employee is promoted or transfarred to another Department,
progress review must be conducted for the gurrent Perfermance
Management and Development System cycle prior to the employee lsaving
and the assessment repart must be forwarded to the recsiving Department.

63 Prolonged Absence

B.3.1 If anemployes is absent with pamission or on precautionary suspensian for
a continucus peried of three (3) months or longer, the affected employee
shall be regarded as having performed satisfactorily for that period of
absenice within that applicable parformancs cycle,

6.3.2 Period of prolonged absence with permission for purposes of (6.3.1) above
include afl types of lsave.

6.3.3 New performance agreement shauld be developed on raturn from profonged
absshce

7. MEASURES APPLICABLE TO THE DIFFERENT APPOINTMENT CATEGORIES

1 | Appoeinted on 1 Apiil Mid-Term and First-fime Parficipant:

Annually Wo pay progression within the
first 24 months of employment;
Qualifies for performance
bonus,

72 | Upgraded/Promoledtoa Mid-Term and No incentive within the first
tigher salary level after Annually 12 months of change.

1 April

7.3 | Transferred horizontally Mid-Term and Qualifiss for performance

within the Public Service Annually bonus and pay prograssion
where perforniance mests the
expected standards.

74 | On leave for up to six (B} Mid-Term and Qualifies for pay progression,
consecutive months withina | Annually but net a parformance bonus.
Parformance cyele

7.5 | On leave for more thamn six Mid-Term and Qualifies for pay progression,
{6) consecutive months Annually but not a performance bonus.




7.6 | On leave for four (4) con- Mid-Term and Qualifies for performance
secutive months Anrnually banus and pay prograssion.
7.7 | On a parsonal notch Mid-Term and Does not qualify for pay
Annually progression, gualifies for
parformance bonus where
performance meests the
expected standards,
7.4 | On retention Mid-Term and Na incentives if retained after
Annualky 1 April.

8. QCCUPATION-SPECGIFIC DISPENSATION (OSD) POSTS

81  Performance Management for OSD posts is based on this Policy, except where
specific benefits/provisions are prescribed or determined,

82 The Central Moderating Committee shall determine who qualifies for multiple
notches as per the provisions of the OSD.

9. DEVELOPMENTAL NEEDS

91  The development of an employes shall be prorfised by both the employse and
supervisor during the performance cycle.

8.2 The developmental needs of employees recommendsd during the preceding
agsessment term shall be implemented in the next term, subject to the availability of
programmes and budgeat.

9.2  On-the-job training shall be continuous and in line with the developmental needs of
the employes, subject to the avallability of programmes and budget.

84  The developmental needs reflected an tha PDP shall be implemented within the
porformance cycle; subject to the availability of programmes and budget.

9.5  Supervisors shall report progress monthly on intervertions implemented.

8.6  Any deviation from the implementation of intervention shall be reparted to the
Directorate: HRM and Developrment.

9.7  The PDP shall be included in the Workplace Skills Plan (WSP) and the Training Ptan.

e ————— —— e
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10. PERFORMANCE MODERATION

Performance shall bs modersted, by the next leve! supervisor, mid-term branchiinstiutional
branch/institutiorial moderation commitiees, annual branchfinstifutional modaration
committzes and tha central moderafion committes.

Performance shall be moderated to ensurs the following:

» The performance of employees meets the standards and tangsts agreed during
performance contracting;

. The performance of employees contributed fowards attaining the strategic objectives
of a branch, chief directorate and directorafe;

. The performance of employees is evaluated falfly and consisteritly across the
Dapartment;

. The performance incentives are aligned with the DPSA’s recommended
percentages and compensation butiget;

- Progression is paid in line with the 2% of the Diepartment’s Wage bill, and

. Quality assurance and rasording of discussions during maderation.
10.1  Branch and Institutional Moderation Committees

18.1.1 Each branch shall have & moderating committes led by the Branch
Head {Deputy Director-General) In case of tha branch, the Principal
in case of an institution,

10.1.2 The Branch Moderation Committee (BMC) shall be constituted as
fallows:

{a} Chairperson - Branch Head or Delegated Official;
(b)  Chief Directors;

{c}  Ragional Managers;

{d) Directars; and

(8} Human Resources Representative,

10.1.3 The Insfitutional Moderdtion commiftee shall be constituted as
follows:

{a)  Chairperson - Principal;

e ——
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{b}  Deputy Principals;
{c) Campus Managers; and
(@} Human Resources Representative,

10.2 Powers and Functions of the Moderation Committees
10.2.1 Moderating committees shall or may:

{a} moderats the performance of employees against rated
SCOres;

{)] review, compare and validate employees’ scores for branches
and nstitutions;
) make recommendations on the findings of the moderation

pracess during the annual assessment period to the Central
Moderating Committes;

{d} receive paerformarnce presentations of all employess from
Chief Directorates, Directorates, colleges and regional offices;

{e) require direct supervisors {0 make presentations towards
mativating for employees reporting to them; and

(f} disagree with the annual assessmert scors, in which case thE
moderating commitiees may refer it back te the employes's
supervisor fo try and reach consensus on the Branch
Moderation Commiltee or Institutional Moderation
GCommittee's view.

10.2.2 Branch and Institutional Moderating Committees shall convene twice
during the performance cycle, which shall be mid-term and annually.

10.3 Central Moderation Commities

10.3.1 The Department shall astablish the Central Moderstion Comriities
(CMC} and the Regional Moderation Committes {RMC).

10.3.2 The Regioral Moderation Committee shafl serve a Centrsl
Moderation Committee at regional level and shall moderata the
parformance of employess at regional offices (TVET and CET) and

deputy principals.
10.3.3 The Regional Moderstion Commitiee shall be constittted as follows:

{a) Chaiperson - Regional Manager;
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(b}  Principals (CET and TVET);
{c) Directars in the regional office; and

{d} Regional office Human Resources Representaiive(s) as
secretariat.

10.3.4 The Central Moderation Commitiee shall be composited as Tollows:

{a)
{b)
{c]

Director-Gensral or dslegated official;
Deputy Director-General or delegated official; and
Huntan Resaurces Representative as secretariat,

104 Powers and Functions of the Central Moderation Committes
10.4.1 The Central Moderation Committee shall:

{a)

L

{e)

{d)

{e)

)

{g)

)

o
0

moderata the parformance asgessments for employess on Salary
Levsls 210 12;

ensure that the annual performance assessments are
done/moderated in a realistic, consistant and fair marner:

monitor the performance assessmant process by obtaining an overail
sensa of whether norms and standards are being applied conslstently
and realistically to employees on the same level:

refer the rafing back to the Branch or Institufional Moderation
Committess for reconsideration through tha Iine function if deviations
or discrepancies are identified in ratings allocated:

give reasons for referring back the ratings, the reasons shall be made
expiicit and detailed minutes shall be kept;

provide oversight of the Performance Management and Development
Bystem;

advise the Department on financial and non-financial rewsrds,
ingluding the specific percentage for performance bonuses;

atvise the manager responsible for Performance Managsment and
Development Unit if potential challenges are detected in the system;

review oversll assessnient scores across Branches and Instifutions:

recornmend reward levels and remedial acfions for perfarmance and
non-performance, respectively; and




{ki  make recommendations regarding actions to be considerad whers
managers and supenvisors do not properly and fairly execute their
respansibliities with regard to the annual assessment process in
terms of the Performance Management and Davelopment System.

1.  MANAGEMENT OF PROBATION AND PERFORMANCE QUTCOMES

111

11.2

Probation

The performance of employses on probation shall be managed in terms of the
Performance Management and Development System process as follows:

11.1.1 The performance assessment of employees on probation must be conducted
in wriing on a mid-term hasis and must fink with the Performance

Management and Development System;

11.1.2 The perfarmance assessment form must be submitted to HR immediatsly
following the assessment;

11.1.3 Atthe expiry of the probationary period the supenvisor of tha probationer must
maks a recommendation an whether or not appeintment shall be confirmed;
and

11.1.4 If the probationer is not deemed sultable for the relevant post, other options
such as the extension of prabation, formal registration an the incapacity
programme or as a last resort, dismissal, shall be considered.

Managing Performance that is Partially Effective and Not Fully Effective

11.2.1 Supervisors must first identify and then deal with not effective performance
of employees under their supatvision.

11.2,2 The supervistr must comply with ajl requirements of PSCBC Resolution 10
of 1999: “Incapacity Code”,

11.23 Interventions by the supervisor to overcome performance shortfalls of the
employee may include any or all of the following:

{a) Personal counsealling;

{b}  On-the-job mentoring and coaching;

{c) Farmal training/re-training;

{d)  Restating the work plan performance requirements; and

{8) Work envionment audits fo establish other factors affscting
performance.

B R R ————
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12.

13

11.24 Should the employee not respond ta reasonable and continuous attempts to
improve performance, further steps shall be considered in terms of the
Incapacity Cotle and the smployee must be informed of this in writing.

Management of Fully Effective to Highly Effective Performance

11.2.1 Supenvisors and amployees must ensure that performance at this level is
maintained and sustained.

11.3.2 Bupervisors must acknowledge fully effactive to highly effective parformanca
through the incentives schemes available in the Depariment,

PERFORMANCE INCENTIVES

Employees who consistently perform betwsen fully effective and highly effsctive
performance shall be Incenfivised through pay progression, performance bonus and
non-financial incentives.

12.1

Pay Prograssion

12.1.1 Employees on Salary Levels 2 to 12 are eligible for pay progression to the
maximum notch of the salary level aettached to their posts.

12.1.2 Pragression to the next higher noteh is not automatie, but it is subjsct to an
amployee completing @ 12-month continoous period performing at leest at
the levil of fully effective.

12.1.3 The 12-month period is caiculated from the beginning of the PMDS cycle.
Pay progression is with effect from 1 July of a year based on the oufcome of
the performance in the previous performance cycle.

12,1.4 Employees who are promoted/upgraded within the PMDS oycle do not
qualify for pay progression.

12.1.5 Emplayees, who are awarded a higher niotch within the salary leval that
correlates to the job weight attached to their job shall qualify for pay
progression, provided they eomply with the set criteria.

12.1.6 Employess who receive pay progression for a finaneial year will receive this
Inv addition ta tha annual cost-of-living adjustment.

S— O —— —



122 Performance Bonus

12.2.1 Performance bonus shall be determined by the Accounting Officer depending
on the availability of funds and overall achisvement of the Depariment. Such
incentives shall be subject to the appraval of the Minister or as delegated and
Natlonal Treasury.

1222 The Department may not exceed the percentage recommended by the
MPSA on its anrual remuneration budget for performance bonuses.

12.2.3 Bhould this amount prove to be insufficient to award the maximum
percentage performance bonuses, the Central Moderation Commitiee may
scale down the applicable percentsges by allocating a lower percentage to
qualifying employees.

12.2.4 Firgt-time participants (employees) qualify for performance bonus upen
completion of twelve (12) months - {1 April-31 March).

12.2.6 The following Parformance bonuses may be granted to employees who
qualify in terms of their annual parformance assessment subject fo the
detarmination by the Executing Authority:

(@)  Salary Levels 2 to 10

Catagory A: Performance ay
131 %-133% Progression

1 Notch
Category B: 12% Performance Bonus and Pay
1268%-130% Progression

1 Notch
Category C: 8% Performance Bunus
120%—125% 1 Noitch
100%—119% Not applicable Pay Progression only

1 Notch

L ________________ _____________ T
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12.3

®1

Salary Levels 11 to 12

Category A Performance s and Pay
131%—133% Progression

1 Notoh
Category B: 10% Performance Bonus and Pay
126%~130% Progression

1 Notch
Category C: 6% Performance Bonus and Pay
120%~125% Pragression

1 Notch
100%—-119% Not applicable Pay Progression only

1 Nateh

12.2.6 Percentages may be adjusted lower depending on the number of qualifying
employees per category and budget.

Non-financial Incentives

12.3.1 Financlal rewards are not the only method to motivate staff fo perform. Other
non-financial ways for recognising performance should be explored.

12.3.2 The Branch and Institutionsl Moderation Commlitea may recommend non-
financial rewards i eligible employees.

12.3.3 The CMC and RMC may approve non-financial rewards as recommended by
the moderating committees.

12.3.4 The following are examples of recognition that soulkd be considered:

(@)
{b)
©
{d)
{e)

"

Acknowledgement and recognition of performance excellence, i.e. in
the office publications;

Awsrds and cerfificates;
Cliations at conferences/meetings,
Attendance at conferences;

Specific access to specialised iraining amnd development
opportunities; and

Study tours or overseas trips and other visits by an employese




13. KEY ROLE PLAYERS
131 The Director-General
The Director-General:

13.1.1 shall be responsibie for the development and implementation of the
Management and Develapment System of the Depariment;

13.1.2 shall preside over the Central Moderating Committee for Head Offics;

13.1.3 may delegate to the Deputy Director-General: Corporate Sarvices where itis
impractical for him to praside;

13.1.4 shall sign off the Parformance Management and Developrment Policy of the
Departrnent; and

12.1.5 shall approve the payments of pay progression and performancs bonus as
delegated by the Minister.

13.2 The Branch Head
The Branch Head or Deputy Director-General shall:
13.2.1 preside over Branch Moderating Committee;

13.2.2 ensure that performance agreements and assessmarits of all employees in
his/her branch are done and submitted to Performance Management and
Development Unit; ard

13.2.3 submit the outcomes of the Branch Moderating Committee tothe Central
Maderating Committee.

13.3 The Principal
The principal shall:
18.3.1 presids gver Institutional Mederating Committee;

13.3.2 ensure that performance agreaments and assessments of all in histher
Institution are done and submitted 1o Performance Managemeant and
Revelopmeant Unit; and

13.3.3 submit the outcomes of the Institulional Moderating Committee to the
Regional Moderating Gommittes.
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134 The Regional Manager
The regianal manager shall;
13.4.1 preside ovar Regional Moderating Committes;

13.4.2 ensure that performance agreements and assessmenis of all employess in
hisfher region are done and submitted to Parformance Management and
Revelopment Unit; and

13.4.3 submit the cutcomes of the Regional Moderating Committes to the
Moderating Committes via the Sub-Directorate: Performance Management
and Development.

13.5 Senior Managers
Senior managers shall:

13.6.1 ensure that performanee agreements and assessments of employees in their
Chief Directorates, directorates and institutions ars completed and submitted
to Performance and Managerment and Development Unit;

13.5.2 ensure that performance agreements are alighed to business plans of the
units;

13.53 ensure that the developmental needs of employees as recommended during
the performance assessment are implamented; and

13.5.4 provide progress reports to Performance Management and Development
Unit on interventions made as recommended during the performance
assassment.

13.6 Supervisars
Supervisors shall:

13.6.1 ensure that they explain the development of a Parformance Agreemeant to all
employees under their supervision;

13.6.2 develop a performance agresmaent and work plan jointly with each employee;

13.6.3 clarify the objectives of the Component, the clients of the Component, the
employee’s job dascription, the employee’s clisnts, the KRAs and GAFSs, time
frarmes, measures and the actual performiance rating method to employees;

13.6.4 assess employees basad on the perfarmance egreements;

13,865 provide evidence of not effective parfarmance and fully effective
performance;




13.6.6 recommend developmental needs or intetventions on not effective
perfarmance and partially effective performance;

13.6.7 review the previous assessment quarter's objectives and develop fargets for
the new assessment quarter;

13.8.8 Implement developmental needs as recommended during the assassment
pariod;

13.6.9 provide pmgress repors to the Senior Manager on interventions made as
recommended during the perfarmancs assessment; and

13.6.10 assist employees to identify and incorperate training needs into thair
Performance Agreements.

13.7 The Employee
The employesa shall:

13.7.1 develop performance agreement and work plan and submit to the supervisar
for concurrence;

13.7.2 together with the supervisar finalise the performanca agreemant;

13.7.3 assess him-rherself as directed by the policy;

13.7.4 together with the supsrvisor finalise and agrae on assessment outcomas:
13.7.5 provide evidence on highly sffective performance;

13.7.6 request dovelopmental naeds on tha areas of need; and

13.7.7 follow dispute resolution mechanism of tha Public Servics in an svent of a
disagreement with the superviser.

138 The Overseer
The oversasr shall:
13.8.1 evaluate the ratings of the supervisor and the employes;

13.8.2 sand back the assessment to the suparvisor and employes if not in
agreement with scores provided in order for them to further provide
motivation; ard

13.8.3 inan svent of a disagreement, send the disagresment to the Branch
Moderation Committee far adjudication.
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13.9 The Progess Driver

The directorate responsible for the Performance Management Function in the
Department shall ensure ths following:

13.2.1 The PMD system is in place, revised and propery communicated:

13.8.2 A pian is developed far the fraining of staff members in the implementation
of the Parformance Management and Developmant System;

13.8.3 Regulatory changes bkely to affect the Performance Managemant and
Development System are communicated timeously;

13.2.4 Dates for submission of Performance Agreements, reviews and
assassments are sef and communicated an time;

13.9.5 The moderating commitiees are constituted, supported and guided;

13.9.6 Manitoring the implementation and compliance with the Performance
Managemant and Development Policy of the Department;

13.8.7 Mid-ysar verification of assessments at collages arg done;

13.8.8 Midyear reporis on performance of each empiloyea ane submitted to the
Branch Heads and Principals;

13.9.9 Organised labour is consulted an the devslopment and review of the PMD
Pualicy; and

13.8.10 On-going technical support is provided to Management and staff in general

14. MONITORING AND EVALUATION

This Policy shall be maonitored by the directorate responsible for performance management
and developmant.

15. POLICY REVIEW
This Policy will be reviewed as and when a need arises

m
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16. DISPUTE RESOLUTION

Any dispute arising out of the interpretation andior application of this Policy shali bs
dealt following applicable legislations and policies.

17. POLICY AFPROVAL SIGNATURE _
ﬂ/; e b

Signed at Pretaria on this _/ # ay of 2021

simathi Sishi
or-General: Department of Higher Education and Training
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