 Briefing paper
This document is designed to provide Clean Quarter with essential knowledge and understanding of performance management and reward. 
Performance Management (AC 4.1)
The purpose of performance management is to ensure that employee performance is monitored, and intervention is timely and consistent. All people are clear about what is expected of them and to provide your employees with training and development which will improve their skill level and improve their sense of wellbeing, belonging and motivation. Establish a set procedure that works for your business which clearly describes your approach to performance management.
Components: As listed in Waite et al. (2021, pg. 164) there are five components to performance management. They are:
	1. A system for recording performance management information and outcomes 

	The recording system does not need to be complex and due to the size of the business I would recommend keeping it simple. A form to record performance observations over the previous period along with future goals and objectives that can be safely stored would be ideal.

	2. Individual job/role descriptions aligned to company goals
	Employees need to fully understand their role and what the expectations of them are. Time needs to be spent making sure this information is precise and indicates how the role supports the business as a whole. Performance objectives can be set based on the job description in the regular reviews.

	3. A means of collecting performance data
	An uncomplicated process will be suitable for Clean Quarter. A simple form could be adopted that records sales data and daily tasks. You could also encourage customers to leave a review on an online platform such as Trustpilot, (2024) which will give you feedback on things such as customer service skills.

	4. Learning and development options
	To set goals, you need to support your employees in achieving them. Training should be provided where there is a skills gap. The benefit of this cannot be underestimated – not just improving performance but also improving morale and a sense of achievement and improving overall well-being.

	5. Related work policies and procedures
	It is likely that you will develop your policies and procedures as your business develops. It is important to communicate effectively as your policies change over time to ensure that expectations remain clear to your employees.



Factors that need to be considered when managing performance. (AC 4.2)
It is important to understand the factors that affect work performance in order to manage that performance. There are two categories to consider, elements related to the employee and elements related to the organisation. 
Poor performance from an employee could be due to a gap in knowledge therefore training could be offered. Waite et al. (2021, pg.165) states “Without relevant learning and development options performance management is just about recognising or criticising performance with no real action to maintain or improve it”.  Shadowing a more skilled colleague for example or arranging a training session in the particular skill is a good place to start. Then set targets and monitor ongoing performance. It is important to address a gap in knowledge because it can bring enhanced performance, increased productivity and reduce costs caused by errors. The employee’s motivation can also increase due to job satisfaction knowing that their employer wants to help them grow and advance in their career.
The organisation can also be at fault for poor performance, an example of this is not being clear about goals and expectations. If your employee is unclear about what is expected of them, they may be confused about their responsibilities or have a lack awareness of the standards they need to achieve. It is important to address clarity of expectations regularly so that it becomes intrinsic in the culture. Implementing this will ensure that employees ask for guidance from an employer they feel safe with. Setting clear expectations in the onboarding process is vital but is equally important to continue this trend. Not setting these expectations can create low morale, lower performance and contribute to high attrition levels. 
Different methods of performance review. (AC 4.3)
To enhance employee performance, a system of performance reviews should be implemented. Gifford (2024) cautions that “Collating data can be time consuming and distract from delivering work and making improvements” therefore it is important to choose a system that fits in with your business. 
One method recommended is self-reflection and self-assessment. Gifford (2024) describes this as “employees to give written feedback in their own words” and goes on to suggest “This can be done through a questionnaire on aspects such as an employees’ contribution to the team, role development and effectiveness”. This method allows you to see an employee’s own perception of their performance. It could be helpful to set your own categories and ask your employees to grade their performance out of 5 in different duties -for example: customer service, accuracy and efficiency of packing orders and teamwork. Using this method allows a balanced judgement of performance that is not just coming from a manager’s opinion.
Another recommended method of review, which could be linked to the self-assessment, is a regular one to one appraisal. In more recent times there has been a move away from an annual appraisal with a more regular meeting being preferred. Advantages of more frequent meeting include less formality and a more regular opportunity to set goals for the future. Completing this monthly or quarterly basis allows the employer to keep abreast of learning and development needs as well as build a strong working relationship with the employee. Your employee will feel cared about as the regular contact shows that they haven’t been forgotten. Use this opportunity to discuss performance in the previous set time period. It is also an opportunity to discuss with your employee if there is anything you could do better as a manager.
Total reward system. (AC 5.1)
Your employees come work for you to earn a living, but they stay with you because of a broad range of factors. Total reward refers to a complete package of what you are offering as an employer and has a direct link to how motivated your staff are, not only with their own performance, but also in helping the organisation meet its goals. Financial reward plays its part, including base pay, bonuses, commissions and pensions. As a retailer you could offer an employee discount for example. These components both attract and motivate employees by providing short term and long term financial security.
In order for a total reward system to be effective, it is important to also offer other non-financial rewards. These can take the form of ensuring your employee’s wellbeing is looked after by offering career development opportunities such as a defined process of promotion, a good work life balance including elements such as flexible working and plenty of recognition for achievements such as creating initiatives such as employee of the month. 
Creating a total reward system will give employees a blend of benefits and encourage motivation to perform well. There are potential disadvantages, for example Cotton (2024) recommends being aware “If line managers don't back the organisation's total reward commitment, the approach is likely to fail”. Therefore buy-in from your people leaders is a must. Other disadvantage could be that rewards offered have no relevance to the employees resulting in lack of enthusiasm for the system.
Relationship between reward and performance. (AC 5.2)
To sustain motivation and performance, it is important to understand the link to reward. Employee reward encourages motivation and re-enforces expected behaviours in the workplace, it also satisfies the human need to feel appreciated. There are two different types of motivation to consider. Intrinsic motivation comes from an individual desire to perform well (internal). Extrinsic motivation comes from external rewards such as recognition or money. One or the other not enough on its own and it is important to find a balance between the two. 
Waite et al. (2021) explains Vroom’s Expectancy Theory 1964 describes how individuals make decisions based on the expectancy of an outcome. Motivation is the result of three things: 
Expectancy: Employee expectancy that efforts will lead to a job well done.
Instrumentality: How much does your employee believe that they will be rewarded for their efforts?
Valence: How much is that reward worth to them?
When deciding on a reward programme it is important to consider what will be a valuable offering to the individual. Waite et al. (2021, pg.172) explains “Human beings are motivated by different things depending on their individual needs, life stage and context”. 
Why treat employees fairly in relation to pay? (AC 5.3)
Treating employees fairly in relation to pay is essential and is enforced in the Equality Act 2010. There are obvious of reasons to treat your employees fairly in relation to pay other than complying with law.  If employees feel that their pay fairly reflects their efforts at work, they are more likely to be motivated and committed to Clean Quarter. Also, fair pay will attract worthy talent during the recruitment process. Equally a huge de-motivator would be to be paid less than a colleague who is doing equal work. 
Not treating employees fairly in relation to pay could also open Clean Quarter up to an equal pay claim. CIPD describe equal pay as “the call for men and women in the same employment and performing equal work, to receive equal pay”. The employee can bring a claim at anytime they work for you, but also up to six months after they leave your employment. Waite et al. (2021, pg. 202) states that “If the equal pay claim succeeds, the employment tribunal can award back pay of up to six years”. 
Overall maintaining fair pay is essential in order to establish a fair, motivated and legally compliant organisation.
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