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Introduction
	The following briefing paper provides advice and guidance on performance management and reward in the workplace. It highlights the positive effects and how to effectively manage performance. 
AC 4.1 What is the Purpose of Performance Management?
	Organisations use performance management to ensure employees are performing to organisational standard to produce the highest quality of services that’s promised to clients. Line managers manage the performance of employees by reviewing their work regularly and identifying if an employee is underperforming. When performance management is done effectively organisational benefits will occur such as:
· An understanding of organisational goals which creates a more efficient organisation. 
·  Flexible workforce with the criteria needed to achieve organisational goals. 
· Relevant and accurate performance data. 
· A shared understanding of work following regular discussions between employees and managers.
Effective performance management also brings individual benefits, as followed it supplies: 
·  A clear understanding of their individual performance and how they contribute to organisational goals. 
· Transparent understanding of their role and requirements from regular discussions with managers. 
· The opportunity to discuss achievements, recognition or issues from regular discussions with their manager. This also allows employees to learn and develop within the workplace.
Components of Performance Management
	There are five components that need to be carried out to ensure performance management is done flawlessly, they are “Planning, monitoring, developing, rating and rewarding” (OPM, 2005)
· Planning- A methodic procedure in regard to the organisations approach on performance management for example, having consistent meetings with individuals to discuss their progress.   
· Monitoring- A procedure which observes, collects and records employee performance for example, storing information from your review meetings with individuals. 
· Developing- Expanding workplace knowledge and ensure further learning and development is available.
· Rating- A procedure which allows an understanding of whether their performance is increasing for example, a set scoring system that is relevant to their role and decipher whether they are underperforming.     
· Rewarding- Recognising employee's hard work and rewarding them with bonuses or praise. 
AC 4.2 Factors That Need to be Considered When Managing Performance  
	The two main factors to consider when managing performance are capability and motivation. 
Capability is questioning whether the employee is able to fulfil the job role and complete their work tasks. The quality of an individuals work significantly depends on their capability. The CIPD states that it is the responsibility of the employee and “responsibilities of the line manager” (CIPDa, 2023). An employee's capability is to be measured before employment by their potential line manager however, concerns may be highlighted after the commencement of employment. To overcome this, learning and development should be available. Capability is not just an individual's knowledge, their physical ability to undertake the job role should also be considered however, it is important not to discriminate against someone who would fall under one of the nine characteristics which is covered in the Equality Act 2010.  Sales Assistant roles can be physically challenging because it is a very active role therefore, any underlying illnesses can have a huge impact on an individual's ability to fulfil their role. 
Motivation is an individual’s enthusiasm or willingness to complete their task. A motivated employee creates a higher “drive productivity, better products or services, and innovation” (CIPDc, 2023). When an employee is motivated, they retain a happier outlook on their job. Individuals can be motivated by different things, a main one being reward. An individual can be motivated by extrinsic factors such as pay, job title and bonuses. Being awarded a higher job title or pay rise can create intrinsic benefits such as feeling appreciated. An intrinsic reward is when you acknowledge and compliment an employee for their hard work. An employee can be motivated to maintain high levels of work standards when they know their hard work is identified and valued. It is important to show employees how essential they are and what part they play to ensure the organisation runs smoothly. This not only strengthens their relationship with their manager but also allows the employee to feel safe in their job role. 

AC 4.3 Different Methods of Performance Reviews 
Formal and Informal Performance Reviews
Formal performance appraisals should be scheduled in advance and employees should have knowledge of the appraisal prior to the meeting. Formal performance appraisals should not be scheduled as often as informal appraisals. I would advise these take place every six months. This allows the employee to have time to improve their performance. A scoring should be made every formal performance appraisal to decipher whether the employee is developing. During a formal performance appraisal, the SMART objectives may be used:
· Specific- Outline specific goals for each individual to hit by the next formal performance appraisals. This might be monitored throughout informal performance appraisals. 
· Measurable – What can the individual use to record their progress?
· Achievable – Is the individual capable of meeting their goal?
· Relevant – Ensuring the goal is relevant to their role. 
· Time-bound - Set a realistic timeframe. If a deadline is unrealistic employees can feel disappointed within themselves leading to them underperforming.  
Informal performance appraisals are “spontaneous and flexible evaluations that occur on a regular or as-needed basis” (LinkedIn, 2024). Managers can manage performance by having important “regular performance discussions” (CIPDa, 2024). It is not standard practice to record or document an informal performance appraisal instead, they are used as an opportunity to discuss issues, errors or concerns, recap on basic training, recognition and to decipher whether employees are improving. Employees should feel relaxed during an informal performance appraisal because it is not an opportunity to discipline employees. 
360 Degree Feedback 
	360 degree feedback allows employees to receive anonymous negative and positive feedback. It allows individuals to self reflect on truthful feedback. Due to the 360 review being anonymous it is more likely to be a true reflection on people opinions. 360 degree feedback could be useful for sales assistants because it reviews:
· “ability to learn on-the-job;
· communication and other soft skills” (Indeed, 2024)
No two shops are 100% the same therefore, they need to vary their skills. This can be a true insight on whether they have adapted their skills well. 

AC 5.1 Reward System’s in the Workplace
	There are two types of reward in the workplace:
Strategic Reward – “takes a long-term approach to how an organisation’s reward policies and practices balance and support the needs of both the organisation and its employees” (CIPDd, 2024).
Total reward – “covers the tangible and intangible aspects of work that people value and may form part of a reward strategy” (CIPDd,2024). 
Key Components that are Required to Achieve an Effective Total Reward System 
	Total reward creates organisational benefits because it increases retention, increases employee performance and makes you an employer by choice. The key components to a total reward system are: “compensation, benefits, work-life balance, career development, and recognition and engagement” (Comport, 2024).
· Compensation – This could relate to bonuses. When an employee overachieves, they could be rewarded with additional pay. 
· Benefits – This could be paid time off, increased annual leave entitlement, pay rise, etc. 
· Work- life balance – A good balance between someone’s time between working and family or leisurely activities.
· Career development – Funding employees learning and development so they can widen their knowledge on their job role. 
· Recognition and engagement – Identifying when an employee is working hard and rewarding them. 


5.2 Reward and Performance 
	It is important to offer rewards to show appreciation for performance. These should be distributed in a consistent manner, so no one feels undervalued. 
How Does Reward and Performance Relate to Motivation?
 	Rewarding employees can increase employee motivation however, it is importantly to understand that individuals may be motivated in different ways. Some individuals may be motivated by extrinsic rewards whereas others may be motivated by intrinsic rewards. An extrinsic reward is a physical object that an individual can use such as pay, bonuses and benefits. An intrinsic reward is an intangible reward such as words of affirmation and appraisal. Motivating employees and rewarding when identified can improve performance and employee contribution leading to a more effective organisation. Extrinsic rewards such as pay can be demotivating to some individuals if they believe that their hard work is not recognised and believe the pay is unfair. It is key to stay consistent throughout the workplace. As an employer you may believe that extrinsic rewards is unethical, this relies on your moral compass. 
5.3 Reasons for Treating Employees Fairly in Relation to Pay
	Equal pay was originally covered in the Equal Pay Act 1970 which has now been incorporated into the Equality Act 2010 therefore, if broken an employee can claim compensation against the organisation. The ACAS code of practice should be followed. ACAS claim that two individuals should be paid the same if they are both employed to do the same job roll within the same company. For example, you cannot pay two individuals different wages just because they are the “opposite sex” (ACAS, 2024). It would be discriminative towards employees. Equal pay also relates to holiday and sick pay. If an individual brings an equal pay claim against the organisation and the organisation is held accountable for being discriminative, they are then liable to pay the individual compensation. In 2016 Asda was held accountable in Supreme Court in the midst of an equal pay claim. As a result, Asda was liable to pay “£500m” (Ben Chapman, 2017). This highlights the severity of an equal pay claim, and the lengths individuals will go to for justice. 
	Paying employees in a consistent manner can also prevent individuals from feeling undervalued.  If you pay two individuals who partake in the same job role different wages the individual who is paid less will be left feeling unmotivated and believe that their hard work goes unnoticed and therefore, is likely to start underperforming. 


Conclusion 
	For further information on performance management and reward please visit the CIPD website on: https://www.cipd.org/uk/knowledge/factsheets/performance-factsheet/ 
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