[image: ]

[image: ]

[image: ]

[image: ]

[image: ]










[image: ]

[image: ]

[image: ]


 
[image: ]





















[image: ]

[image: ]

[image: ]

[image: ]











[bookmark: _GoBack]
image7.png
This section comprises a workplace research project and a practical exercise that can be




image102.png




image103.png




image104.png




image105.png




image106.png




image107.png
Who is responsible (for each step




image108.png




image109.png
What the timeline is (how often it happens)




image110.png
What happens to the documentation generated in these




image111.png
processes?




image8.png
done on the job.




image112.png
Who is responsible (for each step




image113.png




image114.png
What the timeline is (how often it happens)




image115.png
What happens to the documentation generated in these




image116.png
processes?




image117.png




image118.png
Collect copies of all the forms used in the performance management processes at




image119.png
your organisation including:




image120.png
Collect copies of all the forms used in the performance management processes at




image121.png
your organisation including:




image9.png
This section comprises a workplace research project and a practical exercise that can be




image122.png




image123.png
Obtain a copy of any policies and procedures that relate to performance




image124.png
management.




image125.png
Obtain a copy of any policies and procedures that relate to performance




image126.png
management.




image127.png
Make a list of all the policies and procedures you have




image128.png
, and




image129.png
Explain




image130.png
what is missing




image131.png
If there are missing policies and procedures do some research and see if you




image10.png
done on the job.




image132.png
can find out why and record it. If you are unable to do this research, make an




image133.png
informed guess as to why these documents are missing.




image134.png
Make a list of all the policies and procedures you have




image135.png
, and




image136.png
Explain




image137.png
what is missing




image138.png
If there are missing policies and procedures do some research and see if you




image139.png
can find out why and record it. If you are unable to do this research, make an




image140.png
informed guess as to why these documents are missing.




image141.png




image11.png
For this task, you will need to research your organisation’s performance management




image142.png
Outline the process for man




image143.png
aging poor performance and make sure any documents




image144.png
used in this are included in (5) above.




image145.png
Outline the process for man




image146.png
aging poor performance and make sure any documents




image147.png
used in this are included in (5) above.




image148.png




image149.png
What is the process used for termination in your organisation?




image150.png
Do you think it is fair?




image151.png
What is the process used for termination in your organisation?




image12.png
processes. To do this you may need to talk to your manager and/or other senior managers




image152.png
Do you think it is fair?




image153.png




image154.png
Obtain a copy of a recent performance review you have had that lists your a




image155.png
nnual (or




image156.png
half yearly




image157.png
etc.




image158.png
) Performance goals and/or KPI's as well as any development or




image159.png
training you need to complete and attach it to the documents in (5) above.




image160.png
Obtain a copy of a recent performance review you have had that lists your a




image161.png
nnual (or




image13.png
and discuss it with the HR person. You may also be able to find the information




image162.png
half yearly




image163.png
etc.




image164.png
) Performance goals and/or KPI's as well as any development or




image165.png
training you need to complete and attach it to the documents in (5) above.




image166.png
How helpful do you think this is?




image167.png
Does it motivate you?




image168.png
Can you see how your goals/KPI's




image169.png
link to the org goals?




image170.png
What training or other development do you need to do and why?




image171.png
Where are you heading with your current job? i.e. is there a career pathway?




image14.png
you require




image172.png
How helpful do you think this is?




image173.png
Does it motivate you?




image174.png
Can you see how your goals/KPI's




image175.png
link to the org goals?




image176.png
What training or other development do you need to do and why?




image177.png
Where are you heading with your current job? i.e. is there a career pathway?




image178.png
10. Describe a recent performance review meeting you have attended and outline how




image179.png
effective or i




image180.png
neffective it was and how you could improve it.




image15.png
on the company intranet and/or the company website.




image181.png
10. Describe a recent performance review meeting you have attended and outline how




image182.png
effective or i




image183.png
neffective it was and how you could improve it.




image16.png
For this task, you will need to research your organisation’s performance management




image17.png
processes. To do this you may need to talk to your manager and/or other senior managers




image18.png
and discuss it with the HR person. You may also be able to find the information




image19.png
you require




image20.png
on the company intranet and/or the company website.




image21.png




image22.png
How often are performance reviews conducted in your current workplace




image23.png




image24.png
How often are performance reviews conducted in your current workplace




image25.png




image26.png




image27.png
Who conducts them?




image28.png




image29.png
Is there a centralised system for managing the performance review process,




image30.png
collecting and storing e




image31.png
mployee information and supporting line managers in the




image32.png
process?




image33.png
If so outline what it is.




image34.png
Is there a centralised system for managing the performance review process,




image35.png
collecting and storing e




image36.png
mployee information and supporting line managers in the




image1.png
PART B




image37.png
process?




image38.png
If so outline what it is.




image39.png




image40.png
Outline how the performance management process works in your organisation.




image41.png
In your outline make sure you:




image42.png




image43.png
List all the steps




image44.png
, and




image45.png
Outline how the performance management process works in your organisation.




image46.png
In your outline make sure you:




image2.png




image47.png




image48.png
List all the steps




image49.png
, and




image56.png




image57.png
Information booklets or online in




image58.png
formation etc. provided to staff to explain




image59.png
the performance review process and how it works




image60.png




image61.png
Templates used for reporting on last year's performance




image3.png
Performance Management




image62.png
Templates used for developing new performance goals and plans




image63.png




image64.png
Templates used for planning for any




image65.png
professional development or training




image66.png
required to do the job better




image67.png
Templates used for giving/receiving feedback




image68.png
Templates used for managing poor performance (there may be a series of




image69.png
documents here)




image70.png
Templates used for calculating any annual salary incre




image71.png
ase, commission or




image4.png
PART B




image72.png
bonus




image73.png
Any other templates/documents used in the performance management




image74.png
process




image75.png




image76.png
Information booklets or online in




image77.png
formation etc. provided to staff to explain




image78.png
the performance review process and how it works




image79.png




image80.png
Templates used for reporting on last year's performance




image81.png
Templates used for developing new performance goals and plans




image5.png




image82.png




image83.png
Templates used for planning for any




image84.png
professional development or training




image85.png
required to do the job better




image86.png
Templates used for giving/receiving feedback




image87.png
Templates used for managing poor performance (there may be a series of




image88.png
documents here)




image89.png
Templates used for calculating any annual salary incre




image90.png
ase, commission or




image91.png
bonus




image6.png
Performance Management




image92.png
Any other templates/documents used in the performance management




image93.png
process




image94.png




image95.png




image96.png




image97.png




image98.png




image99.png




image100.png




image101.png




image50.png
Page




image51.png
7 of




image52.png




image53.png
Page




image54.png
7 of




image55.png




