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Briefing document:
Performance management.
Introduction
This briefing document has been put together by the People Practice team and is intended to inform managers of the purpose and importance of having good performance management systems in place. We will discuss the purpose and components of performance management, the methods of performance review, and the theory behind reward and motivation. We will also discus some important legislation and the implications on the business if we failed to comply.
The date of preparation: 03/08/2023 
Main body
The purpose of performance management. 
(AC 4.1) 
The purpose of performance management is to benefit the organisation and the employee by encouraging the continuous improvement of people skills through regularly measuring and reviewing performance, giving employer and employee opportunities to discuss goals and visions, to collaborate and support performance to encourage growth withing the organisation (CIPD Performance Management resources | CIPD Accessed 14/07/2023).

Some of the benefits of Performance management to the organisation includes a shared understanding of organisational goals, a motivated workforce with a greater understanding of their roles and accurate and up to date performance data that can be used to inform further practice (Waite et al p160).The benefits of performance management to the employee include: a greater understanding of how their contributions impact the organisation, clear role requirements, opportunities for recognition of work and L and D opportunities (Waite et al p160).
For performance management to be successful, we as a company must all be on board and have a positive attitude towards this approach of working together with employee and optimise performance for the sake of our company and employee.
Components of Performance management (AC 4.1) 
A components of a successful performance management is to ensure the organisation has accurately specified job/role descriptions that allows employees to understand the performance objectives of the role. If job descriptions are ambiguous, this could lead to confusion about what is required from the employee. For example: if the job describes more managerial  tasks, but in reality role is more technical, the employee might focus on goals the company does not require for that role. This could also be de motivating if that is what drew the employee to the role.
Learning and development is an integral componant of performance management. Using performance reviews, and monitoring performance, managers must work together with employees to set goals and deliver development provisions that are tailored to the individual employee, as well as groups where needed. By having more regular and informal discussions about performance, new learning needs can be identified more easily (Waite et al 2021 p184) and gives the employee opportunities to feel listened to. Delivering appropriate and tailored learning and development plans can help the employee understand their value to the company and build a positive trusting relationship.
Factors that need to be considered when managing performance. (AC 4.2)
Capability and motivation are the main factors to consider when managing performance of the individual worker. Capability refers to the level of skill and knowledge of the worker. While tasks set may be challenging, we must ensure that they are within the workers capability, or else we risk demotivating the worker. Therefor it is vital that we are proactive in identifying the learning needs of the employer and prepare them for any new tasks, and that we are reactive in performance reviews to identify any skill improvements that might be needed. (Waite et al p172). Motivation refers to ‘people’s willingness or desire to do something’ Waite et al p168). There are many theories on this aspect of human behaviour. Possibly the most well-known being Maslow’s Hierarchy of needs pyramid, where he describes 5 levels of needs from basic (food, water, sleep), to self-actualisation (fulfilling our potential). He explains that our basic needs must be met before we can move up the levels to fulfil our potential. Fredrick Herzberg Motivation-Hygiene theory suggests Hygiene factors such as Salary, working conditions and job security will only go so far in satisfying an employee before it comes to a halt. Motivational factors such as recognition, interesting work and growth and advancement must be present to have a more positive effect on employee motivation. Deci and Ryan’s self-determination theory suggests humans are motivated by a desire for growth and autonomy, competence, and relatedness to be part of something bigger than themselves are the key areas for fulfilling these needs (Waite et al p168). What these theories all agree on is that people will differ on how much weight they will put on any aspect of need. For example some may require a lot of autonomy and some may consider being part of something bigger than themselves being more important. What we as a company must take from these theories is that we must treat each employee as individuals and consider how they are uniquely motivated as well as their current capabilities to enhance performance. It is the management responsibility to ensure that the employee has a clear vision of where they fit within the company and that they are aware of how their contributions are valued.
Methods of performance review. (AC 4.3)
According to the CIPD (2022 performance Management factsheet). ‘Assessing and feeding back on performance is an important way to leverage objectives, as monitoring progress towards objectives is strongly motivational’. However, we must ensure that our methods of performance reviews are effective at capturing valid information, and useful for both employer and employee. 
Historically performance reviews were limited to a yearly appraisal, usually where a manager and employee would meet to discuss performance from the previous year, and targets for the coming year. However, it is now more common to have more frequent and informal reviews, alongside the annual review leading to more employee involvement and a wider picture of employee performance (Waite et al (176). Performance review methods can include, appraisals, self-assessments, manager assessments, peer assessments and 360 appraisals. 360 appraisals seek to input from all angles of the employee. Information can be gathered from managers, colleagues, internal and external customers and the employee. Currently available is a range of software that can capture detailed information and give opportunities to provide continuous feedback to individual employees (Betterworks). Although this is a costly method of appraisal, having multiple sources, will lead to more valid information (Gifford and Wietrak 2022). However, care must be taken not to fall for quantity over quality. Whilst having more frequent reviews from multiple sources is better than one annual review with a manager, there is a danger towards gathering unusable information without the time and resources to assess, or badgering employees for self-assessments that they see as an unproductive waste of their time. We must therefore strive for a balance of performance review, that adds value to the work life of the employee, and value to the company.
Reward and performance, and the links to motivation. (AC 5.2)
Reward plays a vital part in attracting, retaining, and motivating employees. However, people may consider some rewards as more valuable than others. For example, most would agree that a high salary is an attractive reward, however some employees may consider learning and development as more important, especially if they are career driven. Or some might put more importance on flexi time or working from home as the highest award, if that is what best fits their lifestyle. A person’s motivation can be described as Extrinsic or Intrinsic. Extrinsic motivation comes from outside influences such as being given a bonus or recognition from a manager. Intrinsic motivation comes from within the individual and is linked to the nature of their work for example how much responsibility or autonomy they have in their role (Waite et al 2021 p197). David McClellend identified 3 needs in his Human Motivation Theory. A need for Achievement, Affiliation, and Power. He claimed that everyone has one dominant need which affects motivation. Achievement dominated individuals are motivated by setting and achieving goals. Affiliation dominated individuals are concerned with relationships and are motivated by being liked and belonging. And individuals motivated by power are attracted to influence, status, and recognition (Waite et all 2021 p198). As you can see, rewards can be financial or non-financial, and is linked to how employees are motivated to perform. As described earlier in Fredrick Herzberg Motivation-Hygiene theory and Deci and Ryan’s self-determination theory, non-financial rewards e.g., recognition and autonomy are powerful motivational factors. Therefore, looking at our reward package, we must consider a wide range of rewards that will attract, retain, and motivate our employees’ unique characters. 
Reasons for treating employees fairly in relation to pay. (AC 5.3)
The national minimum wage act !998 introduced the right to all workers in the UK to receive a minimum amount of pay (based on age). With new categories added in 2016 and 2021 which allowed for higher rates of pay for 23 and 25 year olds. Employers who underpay their workers not only risk costly tribunals but risk being ‘named and shamed’ on the government Low pay Commission website, risking reputation damage (Waite et al 2021 p.200).
The equality act 2010 states that employers are required by law to treat employees fairly in relation to pay and rewards. They must not put employees at a disadvantage, because of gender, disability, race, religion, sexual orientation, or another protected characteristic (CIPD 2022 Pay fairness and pay reporting). 
The Equal Pay Act of 1970, outlaws any less favourable treatment between men and women in terms of pay and conditions of employment. This means that women must be paid the same as a man for doing like work or work rated equivalent by a job evaluation. Also, where two jobs may be different, but require the same level of skill or ability (CIPD 2022 Pay fairness and pay reporting).
It is vital that we are transparent about how we distribute pay, make pay decisions and how we implement procedures such as reward systems, not only to abide by the law and reduce the risk of tribunals, but to ensure our brand is seen as fair and inclusive to everyone. A reputation of being unfair in relation to pay will not only lose us our valuable employees but will affect recruitment by repelling future employees. 
Conclusion and recommendations
As we have seen, managing performance involves the collaboration of both employer and employee to continuously work together to develop the skills of the employee in such a way that benefits both the employee and the organisation.
It is recommended that performance reviews are made up of more frequent informal reviews or discussions that can address current issues and build trust, along with one more formal annual review to discuss long term aims and concerns.
It is no easy task to develop a reward system that attracts, retains, and motivates employees, as individuals are motivated by different incentives. It is therefore recommended that we have a variety of reward options for employees to choose from and take ownership of their rewards.
Caution must be taken when making decisions about pay and reward to ensure that we stay within the law and indorse our reputation that reflects our core values of integrity, respect and care for our customers and employees.
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