SECTION 10: PERFORMANCE MANAGEMENT
10.1 Introduction

a)

b)

This Section provides guidelines for Performance Management in KEPHIS for
enhancement of efficiency and effectiveness in service delivery.

The overall goal of the Service’s Performance Management System (PMS) is
to measure employee performance and ultimately the achievement of
intended results for the organization. KEPHIS will therefore consider
individual performance and reward employees for their contribution in a fair
and equitable manner. The Performance Management System has therefore

been designed to achieve this objective, among others.

10.2 Strategic Planning

-

b)

Strategic planning for the achievement of overall long-term goals of KEPHIS
will be undertaken by Board of Directors.
The strategic plans will be the basis for setting performance targets for the

Service which shall be cascaded to the individual level.

10.3 Performance Contracting

a)

b)

Performance contract shall be anchored on national development goals with
clear linkage to the Service's strategic plan. It shall be cascaded to all
Departments/ Divisions, levels and cadres of employees.

It will be the responsibility of management to link the Performance Contracts
with the Performance Appraisal System (PAS) and the Performance Rewards
and Sanctions Framework.

10.4 staff Performance Appraisal System

a)

Staff Performance Appraisal system (SPAS) is predicated upon the principle
of work planning, setting of agreed performance targets, feedback and
reporting. It is linked to other human resource systems and processes
including employee development, career guidelines, placement, rewards and
sanctions.
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vi.  Set the basis on which an employee’s performance is monitored and

evaluated as stipulated in the individual work plan.

c) Improve the quality of work through better planning, ongoing discussions
and fair participatory appraisal;

d) Provide information for decision-making on administrative and human
resource issues such as renewal of contracts, promotions, delegation of
duties, training, deployment, reward and sanctions.

10.6 Performance Management Process

a) Performance Management is based on the following underlying principles,
and the need:
i.~ To identify individual / team objectives and performance measures

linked to the Vision, Mission, Core Values and Strategic Objectives of
KEPHIS;

ii. To promote employee career development by creating learning
environment and ensuring quality improvement through training,

coaching, counseling and mentoring;

iii. To provide open and honest periodic evaluation of an employee’s
performance;

iv.  To link the annual salary increment to the employee’s performance
rating.

b)  Each employee will have a job description, outlining basic responsibilities. Job
descriptions will be written in a simple language that clearly defines the scope
and limitations of the job ensuring that:

I.  Upon employment, an employee will be given a job description for

appointed position;
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d)

The Appraisee will hold discussions with the immediate Supervisor to agree
on the work plan. The performance targets shall thereafter be set as agreed
in the discussions by latest 315t July of each year. For each performance
target to be assessed there will be performance indicators.

As part of the Staff Training and Development Plan, every employee will
indicate at least one training goal to be achieved in the reporting period as
agreed with the supervisor. This may include special assignments, continuing

education, on the job training, seminars, conferences or study tours.

10.8 Appraisal Period

The appraisal period will cover one (1) year with effect from 1t July to 30t June of the

following year. The Performance Appraisal reflects the summation of the year's

performance including quarterly and mid-year reviews.

10.9 Continuous Performance Appraisal

a)

b)

Performance appraisal is an on-going process throughout the performance
period. Milestones over the review period should be documented and
maintained in the Appraisee’s personal file. '

Employees serving on contract terms will be appraised every Quarter (/4)
during the first year of the contract. If the performance is unsatisfactory, the

contract will be terminated in accordance with the contract document.

10.10 Mid-Year Performance Review

a)

b)

The main purpose of the mid-year Performance Review is to accord both
the Supervisor and Appraisee the opportunity to jointly review the progress
made by the Appraisee in accomplishing the assignments agreed on at the
beginning of the Appraisal period.

The review which should be in the form of discussions, should be centered
on what has been achieved, any constraints experienced and whether there
is need to vary the initial assignments in order to accommodate any

unforeseen circumstances. Any changes, additions or removal of
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b)

Managing Director through the HOFA responsible for Human Resource for
another review of his performance.

The appeal must be made in writing and submitted to the HOFA responsible
for Human Resource within ten (10) days of the initial performance appraisal
meeting. The Managing Director will appoint a sub-committee to review the

appraisal.

10.14 Rewards and Sanctions

a)

b)

c)

d)

The Service shall have an incentive scheme aimed at rewarding members
of staff based on the value they are adding to the Service in relation to their
performance, approved experience and professional skills/competence. This
framework therefore establishes a basis for rewarding exemplary
performance and administering sanctions for poor performance, motivating
employees to have positive attitude to work and to enhance productivity in
the Service.
The Managing Director will be responsible for the administration of the
rewards and sanctions policy through the advice of HRAC.
HRAC will also handle cases of appeals referred by MD from the
subcommittee after employees have exhausted all review mechanisms.
Testimonials and letters of commendation may be awarded to employees
by supervisors as a motivation for exemplary service.
The rewards and sanctions shall be as set out in the Rewards and Sanctions
Framework for The Servicer and will be composed of the following;
i.  Compensation;

ii.  Annual Bonus;

iii.  Incentives;

iv. Awards;

v.  Sanctions.

10.15 Appeals on employee Performance Appraisal process

Appeals on performance assessment shall be submitted to the HRAC for consideration.
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1.0 PURPOSE

To ensure the performance of staff is monitored to the Corporation’s expectations.

2.0 SCOPE
This procedure describes the process to be followed in conducting annual appraisals

for staff in the corporation.
3.0 REFERENCES

a) Dully filled staff appraisal forms

b) Human Resource Policies and Procedural Manual

c) ISO 9001: 2015 Standard

d) ISO/IEC 27001: 2022

4.0 DEFINITIONS/ ABBREVIATIONS
a) MD - Managing Director

b) DDHC - Deputy, Director Human Capital

c) DCS - Director, Corporate Service

d) HRAC -Human Resource Advisory Committee

e) Supervisor — The person an employee report to

5.0 Responsibilities

IS0 9001:2015
Page 3 of 12
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7.3 The appraisal report shall be presented to MD through DCS by DDHC for approval.
7.4 Filing of Appraisal forms in individual employee’s confidential files.

8.0 RECORDS

7.5 Performance Appraisal Report
7.6 Rewards and Sanctions Policy

9.0 APPENDIX

9.1 Performance Appraisal Form

IS0 9001:2015
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PERFORMANCE APPRAISAL FORM

ASSESSMENT PERIOD:

Employee Name: Staff No.: Job Title:
Department:

Section:  Station:
Evaluator's Name: Job Title:

The purpose of conducting a performance appraisal is to develop better communication between the employee and
the
supervisor, improve the quality of work; increase productivity, and promote employee development.
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Good (80% -99 %): Achievement between 80% to 99% of the agreed performance targets.

Fair (60% -79 %):

Achievement between 60% to 79% of the agreed performance targets.

Poor (59 % and Below): Achievement up to 59% of the agreed performance targets.

Part A: Target Setting (to be filled at the beginning of the performance period)

Performance
Rating

No.

Targets set for the year

Weight

Unit of Measure
/Performance

Indicator

Self Evaluator

Subtotal on Part A

85
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good knowledge of or his/her area.

The employee maintains expected standards of performance

The employee takes the initiative to learn new things related

to the work area and get things done.

The employee takes responsibility for work done or assigned.

10.

The employee keeps me informed about work progress.

11.

The employee follows work instructions well.

12.

The employee is approachable, good team player, shares
knowledge with other team members and supports others to

get work done.

13.

The employee is receptive to ideas and suggestions for new

or different systems or approaches.

14

The employee is fair and consistent when dealing with others

and bases relationships on mutual respect.

15.

The employee supports corporate policies and initiatives.

Total Score

10
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REVISION DETAILS

REVISION SUMMARY REASON DATE REVISED ISSUE REVISION NUMBER
BY NUMBER

9001:2015 Standard

procedure to align
it with provisions
of the Human
Resource Policies
and Procedure
Manual on
Performance
Appraisal.
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