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NOTES

· Forms must be downloaded from the UCT website: http://www.uct.ac.za/depts/sapweb/forms/forms.htm 
· The Personal Performance System Resource Guide is available at http://hr.uct.ac.za/humdev/pass_admin_staff.php
· For any assistance (including where to send sections of this form) see Completing a Personal Performance System form on page 8.
	Step 1
	Set and agree objectives 

	Align individual job objectives to the Faculty/Department needs. To be completed between November and February. Send a copy of this section to HR Advisor by 28 February.


	Name
	
	Staff number
	
	Payclass
	

	Position / job title
	
	Department
	
	Faculty
	

	Job purpose
	
	Year of review
	


	Objectives

	Key Performance Area *
	Objectives
	SMART measurement **
	Completed by when
	Competencies required

	No.
	Description
	
	
	
	

	E.g.
	General and office administration
	Provide administrative support through minute taking and typing and distribution of agendas and minutes for monthly departmental meeting.
	Minutes and agendas typed accurately, in the departmental template/format.

Minutes and agendas distributed electronically to all staff in department.
	Agenda distributed one week before meeting. 
Minutes distributed one week after meeting.
	Communication

Administrative knowledge and skill

Quality commitment

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	


* Identify between 5 and 8 Key Performance Areas (KPAs)                                            ** A SMART measurement is: Specific   Measurable   Attainable   Reasonable and Timely                                      
	Limits of authority

	Decisions which can be made
	Decisions which must be referred

	
	

	
	

	
	

	
	


	Support required in order to achieve objectives


	From whom
	Nature of support required

	
	

	
	

	
	

	
	


	Dates for mid-year and final year review

	Mid-year review date
	

	Final year review date
	


	Agreement on objectives 

	Line manager
	Signature
	
	Date
	

	Staff member
	Signature
	
	Date
	


	Step 2
	Assess competence against job requirements

	Assess competence to meet the agreed objectives. To be done between November and February.


	Step 3
	Draw up a Personal Development Plan (PDP)

	Determine learning and development requirements to meet objectives and future career aspirations and set a Personal Development Plan (PDP) for the year.  
Send a copy of this section to HR Advisor and departmental administrator by 28 February for inclusion in UCT Workplace Skills Plan report to SETA.


	Name
	
	Staff number
	
	Payclass
	

	Position / job title
	
	Department
	
	Faculty
	

	Job purpose
	
	Year of plan
	


	Personal Development Plan (PDP)

	Key Performance Area
	Name of planned development activity
	Name of provider 
	Internal / external
	Accreditation status
	Accrediting SETA /organization
	NQF level
	SAQA credits
	Date for development
	Cost

	No.
	Description
	
	
	
	
	
	
	
	
	

	E.g.
	General and office administration
	Agenda and minute writing
	Writing School
	External
	Accredited
	Services SETA
	4
	5
	March 2011
	R1000

	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	


	Agreement on Personal Development Plan 


	Line manager
	Signature
	
	Date
	

	Staff member
	Signature
	
	Date
	


	Step 4
	Informal reviews

	Ongoing throughout the year. Adjust objectives accordingly. Line manager and staff member to sign off changes.


	Step 5
	Ongoing review of development needs

	Ongoing throughout the year. Adjust PDP accordingly. Line manager and staff member to sign off changes.

	Step 6.1
	Formal review: Mid-year review

	Record mid-year review of performance against agreed objectives. To be completed in April / May. 
If objectives have changed or if PDP needs to be changed, adjust accordingly. Line Manager and staff member sign off changes. Send copy to HR Advisor by 31 May.


	Name
	
	Staff number
	
	Payclass
	

	Position / job title
	
	Department
	
	Faculty
	

	Job purpose
	
	Date of review
	


	Mid-year review

	Key Performance Area 
	Objectives
	SMART
measurement 
	Completed by when
	Competencies required
	Mid-year review comments 


	No.
	Description
	
	
	
	
	

	E.g.
	General and office administration
	Provide administrative support  through minute taking and typing and distribution of agendas and minutes for monthly departmental meeting.
	Minutes and agendas typed accurately, in the departmental template/format.

Minutes and agendas distributed electronically to all staff in department.
	Agenda distributed one week before meeting.  

Minutes distributed one week after meeting.
	Communication


Administrative knowledge and skill


Quality commitment
	Met deadlines

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	


	Mid-year review additional comments


	


	Line manager
	Signature
	
	Date
	

	Staff member *
	Signature
	
	Date
	


* Signature by staff member denotes participation in the discussion, not necessarily agreement to the outcome.

	Step 6.2
	Formal review: Final review

	Record final review of performance against agreed objectives. To be completed in August / September. Staff member informed of recommended performance rating, and recorded here. 
Send copy of this section to HR Advisor by 30 September. 


	Name
	
	Staff number
	
	Payclass
	

	Position / job title
	
	Department
	
	Faculty
	

	Job purpose
	
	Date of review
	


	Final Review

	Key Performance Area 
	Objectives
	SMART
measurement 
	Completed by when
	Competencies required
	Final review comments 


	No.
	Description
	
	
	
	
	

	E.g.
	General and office administration
	Provide administrative support  through minute taking and typing and distribution of agendas and minutes for monthly departmental meeting.
	Minutes and agendas typed accurately, in the departmental template/format.

Minutes and agendas distributed electronically to all staff in department.
	Agenda distributed one week before meeting.

Minutes distributed one week after meeting.
	Communication


Administrative knowledge and skill


Quality commitment
	Completed successfully

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	


	Final review additional comments


	


	Recommended performance rating (tick A, B or C)

	A
	
	B
	
	C
	

	· Fully meets all objectives and all job requirements, and/or occasionally exceeds them. 

· Demonstrates competence at/above the required level for the role.  

· Always meets standards set, and/or occasionally exceeds them.  

· Required level of performance for UCT to function optimally.

· Does not require direct supervision.

· Proactively consults with line manager on performance expectations.

· Consistently pro-active in initiating and completing tasks/projects.
	· Meets most objectives and most job requirements most of the time.  

· Competencies not always at the level required for the role.  

· Standards are not always met.

· Level of initiative is limited.

· Some areas of the job require direct supervision and guidance.

OR

· New to the job and has not yet had the opportunity to perform the full extent of the position.
	· Meets few or no objectives and does not meet job requirements. 

· Little or no demonstrated competence at required job level for role or may be new and learning the role. 

· Frequently underperforms with regards to standards set.

· Frequent supervision and follow-up is imperative.

· Shows little or no initiative.

· Work quality hinders work of others.

	May qualify for ‘Exceeds’ award if performance exceeds this performance category.
	May be on a PIP if performance has not improved over time.
	PIP should have been in place for existing staff for the last 3 – 6 months. PIP should be instituted for new staff. Performance to be reassessed after 3 - 6 months.


	Line manager
	Signature
	
	Date
	

	Staff member *
	Signature
	
	Date
	


* Signature by staff member denotes participation in the discussion, not necessarily agreement to the outcome.

	Step 6.3
	Record learning and development activities completed

	Record learning and development activities completed. To be completed in August / September.

Send copy of this section to HR Advisor and departmental administrator by 28 February of following year for inclusion in UCT Annual Training Report to SETA.


	Name
	
	Staff number
	
	Payclass
	

	Position / job title
	
	Department
	
	Faculty
	

	Job purpose
	
	Year of review
	


	Learning and development activities completed

	Key Performance Area
	Name of planned development activity
	Name of provider
	Internal / external
	Accreditation status
	Accrediting SETA /organization
	NQF level
	SAQA credits
	Date completed
	Cost
	On PDP?

	No.
	Description
	
	
	
	
	
	
	
	
	
	

	E.g.
	General and office administration
	Agenda and minute writing
	Writing School
	External
	Accredited
	Services SETA
	4
	5
	March 2011
	R1000
	Yes

	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	


	Line manager
	Signature
	
	Date
	

	Staff member 
	Signature
	
	Date
	


COMPLETING A PERSONAL PERFORMANCE SYSTEM FORM

PPS01
When do I complete this form?

This form is completed by all PASS (professional, administrative and support staff) staff members in payclasses 5 – 12 on an annual basis, to document and record performance and performance development discussions and activities held as part of the PPS system.  Refer to the Personal Performance System Resource Guide, see: http://hr.uct.ac.za/humdev/staffdev/docs/pps_resourceguide.doc
The form is filled in to record these discussions and activities in line with the PPS system cycle:

· Step 1: Setting and agreeing objectives – between November and February.

· Step 2: Assessing competence against job requirements – no formal record keeping required.

· Step 3: Drawing up a Personal Development Plan – between November and February.

· Step 4: Informal reviews – no formal record keeping required unless objectives have changed.

· Step 5: Ongoing review of development needs – no formal record keeping required unless needs have changed.

· Step 6.1: Formal review: Mid-year review – between April and May.

· Step 6.2: Formal review: Final review – between August and September.

· Step 6.3: Record learning and development activities completed – between August and September.

Where do I send this form?

A copy of this form is kept by
· The PASS staff member
· The PASS staff member’s Line Manager
	A copy of the
	is sent to
	By

	Objectives (Step 1)
	HR Advisor for the area
	28 February of the year in review

	Personal Development Plan (Step 3)
	HR Advisor for the area and departmental administrator
	28 February of the year in review

	Mid-Year Review (Step 6.1)
	HR Advisor for the area
	31 May of the year in review

	Final Review (Step 6.2)
	HR Advisor for the area
	30 September of the year in review

	Record of Learning and Development Activities Completed (Step 6.3)
	HR Advisor for the area and departmental administrator
	28 February in the year following the year of review


What other forms do I need to complete?

Should the PASS staff member be rated ‘A’, and should either the PASS staff member and/or the Line Manager and/or a peer of the PASS staff member wish to motivate for that PASS staff member to be awarded an ‘Exceeds 1’ or ‘ Exceeds 2’ award, then the PPS02 form should be completed and submitted.
What other documentation must I refer to?

· Personal Performance System Resource Guide, see: http://hr.uct.ac.za/humdev/staffdev/docs/pps_resourceguide.doc
· Selecting KPAs and Competencies, see: http://hr.uct.ac.za/humdev/staffdev/docs/pps_resourceguide.doc (Annexure A and Annexure B)
· Preparing for a PPS review discussion, see: http://hr.uct.ac.za/humdev/staffdev/docs/pps_resourceguide.doc (Annexure C)
What other documentation must be attached?

· Any other documentation reflecting or recording performance or development plan discussions.
· Any other documentation documenting performance.
Where can I get training on how to use the PPS system?

Regular training is provided by the Staff Learning Centre through the Staff Learning Programme. For more information please refer to the Staff Learning Centre section on the HR web site, see: http://hr.uct.ac.za/humdev/staffdev/main.php.
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