This document includes a brief overview of the essential knowledge and understanding of performance management and reward. 

AC 4.1
The purpose of performance management is to ensure that the companies’ goals are constantly achieved by their employees. By putting performance management measures in place, you can assess an employee’s performance to ensure that it is in line with the expectations of the business. It is important to recognise that organisations implement performance management systems because it supports not only the business, but also the employee. When performance management is done well, the benefits for the organisation can include: 
· A better understanding of the goals of the business and where they want to be and who they want to employ. 
· A clear definition of the role in question and what is expected of your employee. 
· A motivated workforce with a sense of ownership and accountability. 
· Accurate performance data if you are doing more than an annual appraisal review. 
For individual employees, the benefits can include: 
· Understanding how they are performing and where they are benchmarked within the company. It is important and the employee knows how they are doing and praises or is criticised where needed. 
· An opportunity to discuss the employees' own work objectives. 
· Access to L&D (learning and development) opportunities can lead to promotion and an increase in remuneration. 
· Potential retention if career goals are mapped out in the correct way and the employee is happy and feels heard.
AC 4.2 
If we are to measure and review how people perform at work, it is essential that we take a balanced view of that performance. This means considering the many factors that might impact performance, whether related to the individual worker or to the organisational context in which they work. (Waite et al.,2021) When managing performance, it is important to recognise that some key factors need to be considered to ensure a fair and effective process is in place for both the employee and the organisation. Key factors include:
· Recognition and Reward – depending on how you manage employee performance, one of the most important things to consider is how you can retain your staff. It is mostly up to the employer to put measures in place to ensure that the employee lifecycle is followed through. By implementing a reward system in Clean Quarter, you may find that employees will want to work harder and smarter to ensure they are meeting company goals, whilst achieving rewards. It is good to note that implementing systems to recognise and reward high performance could be a positive way to keep motivation levels high and if the employee feels valued enough, also retention. It is also important to note that these rewards should be in line with Clean Quarter’s company values and be meaningful to the employee. 
Another factor to consider would be: 
· Skills and competency -  recognising that all employees are different is a good and fair way to understand your team. Not everyone is going to have the same outcomes and be bench marked on the same level, nor potentially reach the companies goals at the same time. Setting goals for any employee that they may not be capable of without any support from a line manager may not be ethical and you would see an employee fail at the task at hand or it could lead to them terminating their employment. You must show a willingness to help and develop your team to be their best, to help with the company goals. Performance reviews can identify if the right skills and competencies are met and what measures can be put in place to help identify this (for example, extra learning and development or improvement plans.) 
AC 4.3 
There are several different methods of performance review including self-assessments, 360-degree feedback and peer assessments. 360-degree feedback is a form of review process where the employee receives feedback from their manager, close colleagues, other senior managers and sometimes, external sources. 
Figure 1.1 – 360 Degree Feedback Model
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Another method of performance review would be manager assessment of employee performance review. This would include the manager making a rating/assessment against specific targets and giving feedback on specific pieces of work. Manager assessments would usually be daily and as and when required. This can be done on an informal basis with regular catch ups or on a formal basis with daily/weekly meetings to keep an eye on employee work. 
AC 5.1
The concept of a ‘total reward’ covers the tangible and intangible aspects of work that people value and may form part of a reward strategy. (Cotton, 2024) 
Total reward creates organisational benefits because it looks at increasing retention and employee well-being. Not only does it look at reward benefits, but it also looks at well-being, work-life balance, carer development and employee engagement. Total reward strategies can help a work environment by considering an employee's personal and professional needs and motivating them to work effectively.  Having a total reward system in place is also more likely to make you an employer of choice, which creates an attraction to external candidates looking to apply. Some of the components needed to achieve this are: 
· Financial reward – this is a key component however some companies can include bonuses and incentives. 
· Commission – this is a financial reward system based on sales and targets. The higher the sales, the better bonuses you get added to your pay. The commission can encourage employees to do well to increase their pay and motivation in the workplace. 
· Personal career growth – this works well for both the employer and the employee. It can benefit both parties due to costs and already having the right member of staff to upskill. It is also a good incentive to advertise at the recruitment stage of potential career progression. 
· Recognition schemes – provide the opportunity to acknowledge employees publicly or privately for their hard work. This could be employee of the month, intranet or notice board updates with acknowledgement or social media posts. It is important to note that this should be done fairly and that everyone has their turn and that you are not seen to be discriminative. 
· Flexible working hours – being able to accommodate your employee needs are as extremely important as the other way around and shows that you have empathy to your staff and can trust that if they need to (for example) work from home in the summer holidays, their work will still be completed. 

AC 5.2 

When attracting and retaining your employees, you must think about the reward and what part reward plays in motivating your employees to succeed. Motivation comes in many ways, and it is important to recognise that not everyone is motivated in the same way. At Clean Quarter, you will be able to identify that some (potentially not all) employees will be motivated by pay whilst workiing as a Sales Assistant. This could mean earning extra commission whilst upselling certain products (which could lead to a better service for the customer) or working overtime to meet the needs of the business.  Rewards tend to have a psychological effect that each employee will gain from feeling as though they have contributed to whatever is generating a reward. 

Some employees may be motivated by intrinsic rewards and others may be motivated by intrinsic rewards. Extrinsic reward is a physical object that the employee can see, such as pay, reward bonuses or annual leave increasing after every year worked for the company. Intrinsic reward is something that cannot be physically seen, however, can have the same effect. This could be words of praise, or if an employee has completed a task successfully, depending on the work culture, for them to feel a sense of satisfaction and achievement. This would then continuously motivate the employee to complete tasks sucessfully in the future from the satisfaction they gained. It is important to understand that motivating employees with rewards can lead to a better output of work and could increase the drive to work, retention for the business, low sickness absence and higher engagement. 

AC5.3 

There are many ways in which fairness at work can be evaluated. Such as, pay, promotion or training and development. 

The National Minimum Wage Act 1998 introduced the right for all workers in the UK to receive a minimum hourly rate of pay. Anyone who is employed as an employee or worker must get the National Minimum Wage or National Living Wage. (ACAS, 2022). The risk of underpayment by NMW could lead to an employment tribunal by employees. Also, if an employee has been dismissed, they may bring a claim of unfair dismissal to an employment tribunal who could then further investigate the wage employees are paid. 
The Equal Pay Act 2010 includes an equality clause that gives the right for a woman to receive the same pay and benefits as a man where equal work is done. (Waite et al.,2021).  An employee can bring a claim to an employment tribunal within six months of leaving the company for not being paid fairly. Treating people fairly in relation to the gender gap pay involves implementing and maintaining practices to ensure equal pay for equal workers regardless of their gender. 
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