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Performance Agreement & Review – Service Managers

	Name:
	     

	Job title:
	     

	Reports to:
	     

	Review period:
	     

	Plan agreed by:
	Signed:
(Manager) date:
	   /    / 20  

	
	Signed:
(Staff member) date:
	   /    / 20  

	Interim review(s) 
completed on:
	   /    / 20  
	   /    / 20  
	   /    / 20  
	   /    / 20  

	Final review completed:
	Signed:
(Manager) date:
	   /    / 20  

	
	Signed:
(Staff member) date:
	   /    / 20  

	
	Signing by the staff member and manager indicates their overall agreement that this performance assessment and rating is a fair reflection of performance.

	
	Signed:
(Manager’s manager) date:
	   /    / 20  

	
	Signing by the manager’s manager indicates that they are assured that: a fair process has been followed; the performance review has been completed objectively, correctly (in terms of policy), consistently and on time, and the employee and their manager have been communicating effectively throughout the process.


The role of managers in performance management

· Communicating to staff the role of the Ministry and how their work contributes to this

· Setting clearly defined goals and objectives for staff

· Enabling and supporting staff to achieve their goals and objectives

· Providing regular feedback and coaching to staff

· Recognising the successes and achievements of staff
Objectives of the performance management process

· Aligning individual performance with Ministry goals and outcomes.

· Helping to focus and align staff to the Ministry’s strategic direction.

· Establishing and clarifying performance expectations.

· Helping people succeed, be recognised for their achievement, and develop their capabilities.

How to use this form

Guidelines have been inserted as end notes, to see these go to the end of the document.  Further information on the performance agreement and review process can be found on the Ministry Intranet.
Part One: Achievement Areas

	PERFORMANCE PLAN

	BUSINESS PLAN

	Building and managing organisational capability

	ACHIEVEMENT AREA 1
:
	Leading And Managing in the Ministry - critical to successful ministry performance.

	Objective:

     

	Measurement Tools:
     

	Objective:

     

	Measurement Tools:
     

	Development Need?
 (Yes / No)
	     

	PERFORMANCE MONITORING AND REVIEW

	Progress Reviews / Interim Feedback

     

	Final Performance Review / Feedback

     

	Rating
 (1,2,3)

	
	obj 1
	 

	
	obj 2
	 

	Development Need?
 (Yes / No)
	     


Part One: Achievement Areas (continued)

	PERFORMANCE PLAN

	BUSINESS PLAN
	     


	ACHIEVEMENT AREA 2:
	     

	Objective:

     

	Measurement Tools:
     

	Objective:
     

	Measurement Tools:
     

	Development Need? (Yes / No)
	     

	PERFORMANCE MONITORING AND REVIEW

	Progress Reviews / Interim Feedback
     


	Final Performance Review / Feedback
	Rating (1,2,3  )

	     

	obj 1
	 

	
	obj 2
	 

	Development Need? (Yes / No)
	     


	PERFORMANCE PLAN

	BUSINESS PLAN
	     

	ACHIEVEMENT AREA 3:
	     

	Objective:

     

	Measurement Tools:
     

	Objective:
     

	Measurement Tools:
     

	Development Need? (Yes / No)
	     

	PERFORMANCE MONITORING AND REVIEW

	Progress Reviews / Interim Feedback
     


	Final Performance Review / Feedback
	Rating (1,2,3  )

	     

	obj 1
	 

	
	obj 2
	 

	Development Need? (Yes / No)
	     


Part One: Achievement areas (continued)

	PERFORMANCE PLAN

	BUSINESS PLAN
	     

	ACHIEVEMENT AREA 4:
	     

	Objective:
     

	Measurement Tools:
     

	Objective:
     

	Measurement Tools:
     

	Development Need? (Yes / No)
	     

	PERFORMANCE MONITORING AND REVIEW

	Progress Reviews / Interim Feedback
     


	Final Performance Review / Feedback
	Rating (1,2,3   )

	     

	obj 1
	 

	
	obj 2
	 

	Development Need? (Yes / No)
	     


	PERFORMANCE PLAN

	BUSINESS PLAN
	     

	ACHIEVEMENT AREA 5:
	     

	Objective:
     

	Measurement Tools:
     

	Objective:
     

	Measurement Tools:
     

	Development Need? (Yes / No)
	     

	PERFORMANCE MONITORING AND REVIEW

	Progress Reviews / Interim Feedback
     


	Final Performance Review / Feedback
	Rating 1,2,3 ( )

	     

	obj 1
	 

	
	obj 2
	 

	Development Need? (Yes / No)
	     


Part Two: Competencies (grouped into focus areas)

	Performance agreement
	Performance Monitoring and Review

	focus areas

	level

	development
need?

(YES / no)
	review / feedback

	rating

(1,2,3)

	focus on results and prioritise clearly

ministry competencies:

(
Planning and organising

(
control / follow up
	  
	     
	     

	 

	know what it takes to make things work on the ground

ministry competencies:

(
analysis

(
judgement

(
organisational


awareness /


extraorganisational


awareness
	  
	     
	     

	 

	deliver excellent service

ministry competencies:

(
customer service
	  
	     
	     

	 

	work with others in ways that meet their needs

ministry competencies:

(
team work / team


leadership

(
general


communications
	     
	     
	     

	 

	keep learning

ministry competencies:

(
self development
	  
	     
	     

	 


Part Three: Performance Levels
Step one: Collate ratings

Bring together ratings from Parts 1 and 2.

	achievement areas (1,2,3 )
	focus areas (1,2,3  )

	Achievement Area 1 Objective 1
	 
	Focus on Results and Prioritise Clearly
	 

	Achievement Area 1 Objective 2
	 
	Know What It Takes To Make Things Work
	 

	Achievement Area 2 Objective 1
	 
	Deliver Excellent Service
	 

	Achievement Area 2 Objective 2
	 
	Keep Learning
	 

	Achievement Area 3 Objective 1
	 
	Work with Others in Ways That Meet Their Needs
	 

	Achievement Area 3 Objective 2
	 
	
	

	Achievement Area 4 Objective 1
	 
	
	

	Achievement Area 4 Objective 2
	 
	
	

	Achievement Area 5 Objective 1
	 
	
	

	Achievement Area 5 Objective 2
	 
	
	


3 overall performance expectations are achieved

you met all performance objectives and Individual Development Plan objectives

2 some areas of performance fall below agreed expectations



you did not meet all performance objectives and Individual Development Plan objectives

1 it was not possible to achieve / you were prevented from meeting performance objectives 


and Individual Development Plan objectives

Part Four: Comments
	Manager’s additional comments
:

     



	Staff member’s additional comments
:

     



Notes

� This form is designed to support Service Managers and their managers in sharing a conversation about organisational priorities and performance expectations for the performance year.  The form also provides a space to record those conversations.  The form can be completed online or by hand. To complete it by hand please expand each of the boxes before printing the form.


� Interim reviews completed.  A minimum of 1 Progress Review is to be completed after six months. Quarterly Progress Reviews are strongly recommended.





� Business Plan: Identify how this Achievement Area links to the business or team plan by stating the relevant title or number from the business plan.


� Achievement Area: Add brief descriptions of the Achievement Areas in the order of significance of this area to the overall job and what proportion of time is involved. Ordering of Achievement Areas will assist with rating process at part three. A maximum of 4 – 6 Achievement Areas is recommended. Examples of Achievement Areas and objectives can be found on the Ministry’s Intranet.


� Development Need: This should be identified as part of the Performance Agreement and Performance Review processes. What needs development and how to achieve this should be discussed, agreed and documented in the Individual Development Plan. This can be found on the Ministry Intranet.


� Progress Review/Interim Feedback: Note progress against Objectives and any agreed changes to Achievement Areas/Objectives. A minimum of 1 Progress Review is to be completed after six months. Quarterly Progress Reviews are strongly recommended.


� Final Performance Review/Feedback: This is the culmination of all Interim Feedback provided during the year. Describe what was observed overall. This may include information from both the staff member and the manager. The explanation of the manager’s judgement and the relationship to overall performance rating is contained in Part Three “Manager’s Additional Comments”.


� Rating Objective:  3 overall performance expectations are achieved (you met all performance objectives and Individual Development Plan objectives), 2 some areas of performance fall below agreed expectations (you did not meet all performance objectives and Individual Development Plan objectives), 1 it was not possible to achieve / you were prevented from meeting performance objectives and Individual Development Plan objectives. Full Performance is considered to be Meeting Expected Standard.


� Development Need: This should be identified as part of the Performance Agreement and Performance Review processes. What needs development and how to achieve this should be discussed, agreed and documented in the Individual Development Plan. This can be found on the Ministry Intranet.


� Focus Areas: Full details of the Competencies and descriptions of full performance are available in the Competencies Pack on the Ministry Intranet. Specific behavioural examples needing particular attention may be highlighted on relevant pages in the Competencies Pack.


� Level: Transfer the level(s) for each Ministry Competency from the staff members’ job description. Refer to the table in the Competencies Pack to identify the link between the Ministry competency on the form and the competencies in the job description.


� Development Need: This should be identified as part of the Performance Agreement and Performance Review processes. What needs development and how to achieve this should be discussed, agreed and documented in the Individual Development Plan. This can be found on the Ministry Intranet.


� Final Performance Review/Feedback: This is the culmination of all Interim Feedback provided during the year. Describe what was observed overall. This may include information from both the staff member and the manager. The explanation of the manager’s judgement and the relationship to overall performance rating is contained in Part Three “Manager’s Additional Comments”.


� Rating Against Each Focus Area: 3 overall performance expectations are achieved (you met all performance objectives and Individual Development Plan objectives), 2 some areas of performance fall below agreed expectations (you did not meet all performance objectives and Individual Development Plan objectives), 1 it was not possible to achieve / you were prevented from meeting performance objectives and Individual Development Plan objectives. Full Performance is considered to be Meeting Expected Standard.


� Manager’s Additional Comments: Use this to explain the judgement applied to identify the overall rating, and any additional comments not covered elsewhere in this form.


� Staff Member’s Additional Comments: Use this to make any additional comments not covered elsewhere in this form.
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