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Personnel Form 21A


Section 1: Basis of Review


Summarise overall objectives, key tasks and performance targets as per Performance Plan .




Section 2: Self Assessment


List the results achieved against each performance target and in relation to non-plan assignments and factors impeding or facilitating the achievement of results.



Section 3: Assessment by the Reviewing Officer


Overall assessment of: (a) achievements and factors listed under Section 2: (b) General Management Performance (routine duties not included in the Performance Plan); and, where considered relevant, (c) of the Manager’s personal qualities or competencies.




Section 3A: Interpersonal skills and Professional Development 


List any interpersonal skills and professional development required to enhance the officer’s performance.




Section 4: Overall Performance Rating


Overall rating, with reference only to actual performance under (a) and (b) in the above Section.
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		Date

		

		Deputy Auditor General 
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Reviewing and Assessing Performance of Category A Employees


Introduction


The review of a Manager’s performance should not wait until the end of the year.  Informal monitoring and feedback by the Reviewing Officer should be ongoing throughout the year so as to enable revisions to the Performance Plan as may be necessary.


The End-of-Year Review and Assessment should take place in accordance with the following sequence:


(a) self-assessment by the Manager of his performance;


(b) assessment by the Reviewing Officer; and


(c) preliminary rating of the Manager’s performance by the Reviewing Officer.


Self-assessment by the Manager


The Manager should complete section 1 and 2 of the Review Report.


Under Section 1 of the Review Report, the Manager should list key tasks and performance targets in the same order as they appear in the Performance Plan.


Under Section 2 of the Review Report on the opposite page, the Manager should:


(a) list the results achieved against each performance target (comment such as “achieved on time”, “achieved by….”, “partly achieved”, or “not achieved” being sufficient for the purpose);


(b) mention positive and negative factors affecting the achievement of results (such as unexpected support, changing requirements, unforeseen difficulties, or a shift in priorities towards non-plan assignments); and


(c) list achievements relating to non-plan assignments (including any personal initiatives).


Assessment by the Reviewing Officer


Following completion of the self-assessment, the Manager should meet his/her Reviewing Officer.  The Reviewing Officer should reach agreement with the Manager on the achievements claimed under Section 2 of the Review Report.  The meeting should also help the Reviewing Officer arrive at a fair assessment of the Manager’s performance on the basis of (a) below.

In addition, a balanced assessment should include consideration of general management performance (routine, ongoing tasks not included in the performance plan. Typical examples would be those at (b) below.


The assessment may also give consideration to the Manager’s potential as well as his/her actual performance, particular where there appears to be a divergence.  Potential can be assessed through an evaluation of personal qualities or competencies such as those at © below.  However, the Reviewing Officer should ensure that only actual performance is taken into account for rating purposes.


The full list of assessment criteria thus includes:


(a) Achievements (in relation to the performance plan);


(i) results achieved as compared to the performance plan;


(ii) factors judged by the Reviewing Officer to have impeded or facilitated the fulfilment of targets;


(iii) non-plan assignments, including those undertaken on the Manager’s own initiative.


(b) General management performance (usually captured in the overall objectives), including:


(i) leadership (motivation of staff, good utilisation of manpower, and maintenance of discipline);


(ii) maintenance of expenditure within approved votes;


(iii) timeliness and quality of minor deliverables such as replies to parliamentary questions or queries, memoranda for higher officers, etc;


(iv) compliance with administrative directives, policies or regulations.


(c)  Personal qualities or competencies (to assess potential), including:


(i) intellect and sound judgement;


(ii) ability to think strategically and approach problems positively;


(iii) ability to communicate effectively;


(iv) initiative and ability to deliver results;


(v) ability to manage information;


(vi) understanding of Government processes; and


(vii) commitment.


The Reviewing Officer’s assessment on the basis of these criteria should be summarised under Section 3 of the Review Report.  The Reviewing Officer should seek to arrive at a constructive but frank overall assessment of the Manager’s performance, highlighting strengths and weaknesses.  Under Section 3A, the Reviewing Officer should indicate any course of action required, in terms of Learning and Professional Development, to address weaknesses highlighted in Section 3

Preliminary Rating


The Reviewing Officer should arrive at a preliminary rating on the basis of his assessment as summarised under Section 3 of the Review Report, on the understanding that the rating should relate to actual performance as assessed through criteria (a) and (b) since performance appraisal is only concerned with evaluating actual results.  The rating should be made according to the following scale (figures in brackets refer to the applicable performance bonus);


		Bracket

		Annual Bonus

		Description



		Exceptional

		13% - 15%

		· Demonstrate exemplary leadership and management skills


· Special achievements


· Significantly exceeded all objectives and standards of performance



		Superior

		8% - 12%

		· Consistently met and frequently exceeds objectives and standards of performance



		Commendable

		4% - 7%

		· Met overall objectives and standards of performance



		Development/Needs improvement

		1% - 3%

		· Met some objectives – with further development likely to meet overall standards of performance



		Unsatisfactory

		0%

		· Did not meet objectives. Requires significant improvement to achieve overall objectives





At this stage the Reviewing Officer should neither complete Section 4 of the Review Report nor discuss the rating with the Manager, pending the approval of a definitive rating.


Definitive Rating


The Reviewing Officer should refer the preliminary rating to the Deputy Auditor General, who would review the ratings of all the Managers to ensure consistency of treatment.


Once the ratings are finalised and definitive ratings given by the Deputy Auditor General the ratings are referred back to the Reviewing Officer and the following procedure should apply:


(a) the Reviewing Officer should inform the Manager about his approved rating at a formal interview;


(b) Section 4 of the Review Report should be completed and signed by the Manager, the Reviewing Officer and the Deputy Auditor General; and


All information relating to the performance of individual officers should be treated as confidential.


Definition of Terms


For greater clarity and conciseness, certain terms are understood as follows:


(a)  Manager:   Includes Audit Managers and Support Services Managers.


(b)  Reviewing Officer:   As indicated in the Performance Agreement, i.e. Assistant Auditor General in the case of Audit Managers and Deputy Auditor General in the case of Support Services Managers.


(c)  Performance Plan:   a list of key tasks and performance targets which is drawn up on an annual basis and normally appears as an annex to Appendix A to the Performance Agreement.  The plan is the core of the Performance Agreement.


(d)  Key Task:   a major task or assignment, expressed in broad terms, which is included in a Manager’s performance plan.


(e)  Performance Target:   in reality a performance indicator.  A performance target is an indicator of output which accompanies each key task and is expressed in specific form.


(g)  Review Report:   an annual report on a Manager’s performance.
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