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1. INTRODUCTION
1.1 The Company applies the principles outlined in the Basic Conditions of Employment Act (BCEA) of 1997 as amended together with the contractual obligations contained in the letters of appointment and conditions of service with regard to the management of employee’s performance.

1.2 Performance Management strategies facilitates and promotes the achievement of Company objectives through the effective management of employee performance.

1.3 Assessment, at regular intervals, of an employee’s performance at work is necessary to accurately reward an employee for his/her efforts.

1.4 Effective Performance Management requires an assessment of the employee’s contribution to the Company in a way that is perceived to be fair and equitable by employees. 

1.5 The Performance Management System aims to be instrumental in the retention, development and motivation of employees.

2. AIM OF THIS POLICY
The purpose of this Policy is to: 

2.1 Ensure that employees share a common understanding of work performance and how to manage their work performance.
2.2 Support remuneration for competency and performance as an acknowledgement of employee’s performance.

2.3 Ensure a fair salary structure to employees with similar responsibilities and performance ratings.

2.4 Ensure that employees understand how work performance is measured and manged.

2.5 Identify and review employee development and training needs and to provide opportunities for employee development and advancement.

2.6 Provide mechanisms by which employee performance may be improved through a series of conventionally and legally accepted remedial methods. 

3. SCOPE OF THIS POLICY
3.1 This policy applies to all Permanent employees who have occupied their position for more than six (6) months.

4. PERFORMANCE MANAGEMENT SYSTEM
4.1 Performance related remuneration is a system implemented to reward deserving employees according to their level of performance. The Performance Rating measures the specific performance of an employee against specified Performance Criteria. 
4.2 The Company makes use of the Balanced Scorecard Performance Appraisal System.

4.3 The Performance Management System (see Appendix T-2-1) provides the framework and process for rating of employees. 
4.4 The following table details the Company’s performance rating scale: 
	Rating
	Performance Indicators
	Description

	5
	Clearly outstanding or exceptional performance
	The employee’s performance is visibly outstanding on a sustained basis and far exceeds the requirements set. Tangible evidence exists of the employee’s ongoing achievements.

	4
	Excellent performance
	The employee performs above the expected performance with specific evidence to substantiate the point.

	3
	Expected, good and competent performance
	The employee works hard and outputs are of the expected standard. The performance consistently fulfils expectations and at times exceeds them.

	2
	Moderate performance
	The employee’s performance is below the expected performance with incidents to substantiate the point. Performance does not consistently meet expectations. (Improvement needed)

	1
	Poor performance
	Gross negligence, incapacity or unacceptable skills deployment has resulted in or can potentially result in harming the professional image of the Company. Performance is consistently below expectations.


4.5 The performance reward is not part of Total Cost To Company (TCTC), is not guaranteed and is also based on how the Company has performed financially.

4.6 The Performance Rating (Percentage) will be used to guide the Executive Management Team in awarding annual salary increases.

4.7 The performance appraisal is based on objectives set and (both in terms of intermediate and final work outcomes) agreed upon in advance in an iterative and participatory manner between the Manager and the employee concerned. (See Appendix T-2-2: Performance Management Form used to note and discuss work outcomes).

4.8 Towards the end of each calendar year (mostly during September), the extent to which an employee has achieved his/her agreed objectives will be determined and depending on the extent to which the objectives have been met and with full consideration of the contextual realities of each job description, the employees may receive salary increases for performance – as approved by the Managing Director (MD).

4.9 During the annual Performance Review new Performance Objectives will be set by Management, or the employee’s direct Supervisor, for the employee, against which the employee will be evaluated over the following Performance Review period.

4.10 Each individual employee must indicate formally that they have taken note of the outcomes of the annual performance evaluation and that the evaluation has been discussed with them, by signing their own personal Performance Evaluation.

4.11 Employees whose performance is below average, moderate or poor may receive salary adjustments that are lower than the average salary adjustments in terms of the annual adjustments, and may even receive no adjustment.

4.12 Employees identified as below average performers will be given no choice about being placed in a process of compulsory career management – under the guidance of the relevant Manager and with the support of the Human Resources Department.

4.13 If it should become evident that the performance of below-average performers has not improved within a further six months as agreed in advance and there is not sufficient reason to condone non-performance, these employees may be dismissed.

4.14 However, if there should be satisfactory reversal in an under-achiever’s performance – as confirmed through sustained permanent improvement over a period of 24 months of directed career management, the remuneration level of the employee concerned may be increased to the average TCTC that applies to the particular position at that stage.

5. ASSURANCE OF PARITY AT INDIVIDUAL POST LEVELS
5.1 Jobs (positions) are assessed in terms of its complexity, responsibility, pressure, decision making requirements as well as the minimum skills and qualifications required to successfully perform the work. 
5.2 The Company makes use of Salary surveys to access market information on salary levels as a contributing factor of the amount of remuneration an employee will receive.
5.3 The outcomes of the annual performance evaluation are forwarded to the Human Resources Department no later than September each year.

5.4 The Human Resources Department undertakes an analysis of the performance evaluations of each employee and compiles an inclusive report for discussion by the Executive Management Committee in which the evaluations on the aforementioned 5-point scale are analysed per environment and across environments for the Company as a whole and proposals are made to the Executive Management Committee to ensure the equitable treatment of all employees.

6. CONFIDENTIALITY
6.1 Salary increases and adjustments paid by the Company to an employee is of a personal nature and as such may not be discussed or communicated to any other employee.
6.2 Disciplinary action may be taken should a breach in confidentiality by any employee take place.

7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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