
This briefing paper will advise on performance management and reward in preparation for the employment of 3 sales assistants.

AC4.1 
Performance management is a strategic approach that aims to maximise the value employees can contribute by improving their performance in line with company objectives (CIPD 2024a). When performance management is implemented correctly it provides employees with clear role requirements and an understanding of how their performance contributes to organisational goals, fostering a sense of accountability for their work. Regular review discussions can identify learning and development opportunities or needs and ensure collective agreements are made to meet targets in line with company objectives. This is important to maintain required standards and prepare for longer-term career planning or identify capability issues (Waite et al, 2021, p. 160). Leading to a flexible workforce who are skilled and confident in their roles enhancing employee engagement and motivation. It can also build a positive culture of continuous improvement and facilitate good communication and working relationships with management (Hutchinson, 2013, p. 37)
The performance management approach should be specific to Clean Quarter Ltd to be effective and comprise key components as detailed below.
Job descriptions 
They should be accurate providing employees with clarity of what is expected of them and an understanding of how their role contributes to the company's overall objectives. They provide the foundations for setting performance objectives and future goals, and keeping them up to date is imperative to avoid any confusion about their evolving roles and responsibilities (Waite et al, 2021, p. 164).
Policies and procedures
 A performance management policy is essential to provide a consistent and fair approach that aligns with the company's mission statement and values promoting a positive culture. A competency framework could also aid in breaking down the fundamentals of the role by detailing the skills attributes and knowledge needed to perform well (Hutchinson, S, 2013, p. 265)
Learning and development 
This is fundamental to performance management and can be dictated by the changing needs of the company or the development of softer skills such as teamwork, communication and managing own workload effectively. When goals are set it is important to equip employees with the support and resources needed to achieve them and further develop or this could turn into a feedback session with no action taken (Waite et al, 2021, p. 165).


AC4.2 
Everyone holds accountability for their performance; however, leadership and management are central to the performance management process (CIPD 2024a). Managers are the main drivers of making performance management an inclusive and positive experience. They are responsible for modelling behaviour and guiding employees to see how their values and objectives align with the company; building on commitment and engagement (Rees and French, 2016, p. 275). Good management can build mutually respectful relationships that encourage open and honest conversations by providing fair and constructive feedback, support and active listening. This can motivate employees to take a level of ownership for their work, highlight any skills development needed and enhance team morale (Waite et al, 2021, p. 172).
When discussing future goals and setting targets, capability should be considered. Targets aim to enhance skills and challenge, however, there should be support and available resources to help attain these or the employee is being set up to fail which is both unethical and demotivating. It is important to be proactive and prepare employees for upcoming changes by identifying new skills and knowledge that will be required and discussing development options. This is also the case when addressing a specific learning need, various development options could include group-based training, workplace coaching from a supervisor and colleague or individual learning. Where employees demonstrate the motivation to complete required tasks but performance reviews identify capability issues, they may need reasonable adjustments as there could be a health condition or a disability that impacts an employee (Waite et al, 2021, p. 172).

AC4.3 
Performance reviews are an important aspect of performance management and can aid in decisions such as pay and promotions, support learning and development, and set future goals (CIPD 2024b).
A 360 formal appraisal is a highly informative method of performance review when undertaken thoroughly. This method involves gaining feedback from many sources such as the employee’s manager, colleagues, internal and external customers and suppliers. There are many benefits to this particular approach as it gives a more rounded picture and a more impartial basis for making administrative decisions. It does however run the risk of becoming time-consuming so it is advisable to be clear and concise with a time frame and the nature of feedback needed (Waite et al 2021 p 177).
Performance conversations provide a less formal and more frequent approach to reviewing performance. They can be spontaneous or planned allowing time to prepare, offering greater flexibility than traditional methods. They can create a sense of shared ownership, avoiding hierarchical dynamics which may foster a more honest and dynamic exchange of feedback. Regular feedback can support employee engagement and motivation and inform learning and development needs, identifying gaps and being able to provide support earlier (Waite et al, 2021, p. 163). 
 

AC5.1 
Total reward encompasses financial and non-financial elements such as recognition schemes and flexible benefits. However, a full total reward involves looking at many policies such as learning and development, career progression, job and work design, work-life balance, and anything else that contributes to a positive culture and improves the working environment (Armstrong and Brown, 2019, p. 52). An effective total reward system supports attraction and retention and motivates employees.  It aims to meet employee and organisational needs leading to an enhanced reputation and becoming an employer of choice by placing value on wider non-financial benefits (CIPD 2024d).
Bonus schemes could be part of a total reward package providing employees with an extra sum of money in addition to their basic wage if a sales or profit target is achieved. These schemes are widely used, but can encourage employees to focus on the short-term instead of long-term objectives (Waite et al, 2021, p. 192). Fairness should be considered and is linked to distributive justice; if the employee perceives the process as fair, it will increase motivation (CIPD 2023b).
Recognition schemes can acknowledge the work of individuals or the whole team for their work with incentives such as vouchers, days off or employee of the month titles. Opportunities to recognise this could occur in meetings, emails or newsletters (Waite et al, 2021, p. 195).
Employees should feel able to raise concerns about workplace malpractice, in confidence and without fear of facing repercussions. This promotes well-being and empowerment, encouraging staff to do the right thing and act ethically; withholding expected standards of the company. Additionally, having a readily available and clear procedure for dealing with concerns swiftly and effectively is essential (CIPD 2024e).

AC5.2 
When designing reward systems that link to performance it is important to understand what motivates your employees so that you can tailor them appropriately. Some individuals may find the benefits of non-financial rewards a better motivator as research has shown motivation can be intrinsic or extrinsic. Intrinsic motivation is a psychological benefit with the main elements being a sense of purpose and accomplishment, autonomy, competence and recognition for achievements. This can lead to employees being committed and engaged (Rees and French, 2016, p.271). In contrast, extrinsic motivation is external factors such as pay, titles and awards. When these are someone's main drivers it can significantly affect motivation if they are deemed insufficient or unfairly distributed (Waite et al, 2021, p. 172). 
Rewards can be both collective and individual. Collective rewards can foster teamwork whereas individual rewards could recognise those making an important contribution to the team's success. Combining the rewards ensures the individuals are motivated to help the team succeed and build on working relationships (Havard Business Review 2017). 

Human Motivation Theory identifies three needs achievement, affiliation and power. It argues that everyone will have a dominant need learned from their experiences, affecting what motivates the individual. The need for achievement would be motivated by setting achievable yet challenging goals with recognition and feedback.  Those with an affiliation need, seek good working relationships and collaboration as motivators. Lastly, those whose dominant need is power will be motivated by titles, recognition, control and influence (Waite et al, 2021, p.198).

AC 5.3 
Treating employees fairly in relation to pay is a legal requirement that promotes equity and prevents discrimination. The Equality Act (2010) outlines the law regarding equal pay and stipulates that men and women should be paid the same when undertaking equal work.  Equal work is viewed as a process rated equivalent under a job evaluation, equivalent in skill and decision making or needing similar knowledge and skills to undertake tasks (CIPD 2024c). Additionally, as well as gender the law states that an employee must not be paid less because of a protected characteristic (CIPD 2023a).
UK Law also requires employers to pay a minimum rate of pay regardless of the size of the company, aimed to protect the most vulnerable and demonstrate consideration of well-being and fairness in the workplace. The government set rates based on recommendations by the Low Pay Commission. The national minimum wage applies to anyone 16 years and above and increases in age brackets; under 18, 18-20 and aged 21and above The National Living Wage applies to those over 21 years and is higher than the minimum wage, however, this is voluntary and based on helping employees to meet the cost of living. Providing employees with a fair and livable wage, giving them the chance to lead a dignified life out of poverty with access to opportunities and full participation in society (CIPD 2023a). HM Revenue and Customs (HMRC) officers can undertake spot checks, or investigate a complaint. Where there is non-compliance, this can result in costly tribunals and damage to reputation (Acas 2024).
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