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AC4.1
Performance management is essential to an organisation as it ensure the success and quality of service it is providing. It also contributes to the culture within the organisation, as it can monitor and identity development needs and requirements within the workforce. Other benefits to the organisation and individual include an understanding of organisational goals, clear definitions of job roles, motivating workforce by giving them a sense of ownership, progression and development. (Jansen, 2022)
A performance management can consists of informal performance conversations and formal reviews usually every quarter, however, they can also be around the organisation’s needs. (Cotton, 2024)
Within Clean Quarter Ltd, it would be most relevant for the performance reviews to be conducted by the line manager of the employee.
A review template should be developed with performance measurements relevant to the organisation. The organisation should also  develop performance related outcomes e.g. good performance may lead to pay reviews and progression and poor performance lead to more regular reviews, training and development. 

AC4.2
The main factors that should be considered when conducting performance reviews:
· The organisation’s goals, visions and strategies. The review should ensure the employee understands, supports and is working towards the same goals as the business. (Cespedes, 2022)
· The culture within the organisation can be influenced or understood through the reviews. If employees feel like they are being heard/seen and their work is apricated they will feel more dedicated and empowered. If the employee is underperforming, the review will allow them to understand what the organisation requires and if they feel they are supported by the organisation through development and training they will so feel empowered and dedicated. 
· Performance Tracking. Regular reviews can allow the organisation to track employee performance, if this data is shared back with the employee it can provide them goals and targets. (DeBenedetti, 2024)
There are several factors that should be considered when managing an employee’s performance, some of the most important factors include:
· Individual and group goals and expectations: every employee should have a clear understanding of their role within the organisation and the goals and expectations of their role, whether the goals expand the length of the employment or shorter, such as project based or quarterly. (Timmes, 2023)
· Management and leadership: managers should set examples such as being punctual, working towards the same goals and motivating the team. This will encourage employee performance from the top down. Managers who lead by defining tasks and mentoring their employees also encourage performance and retainment as employees feel supported within the organisation. (Chapman, 2023)
· Motivation: traditional management systems focus on employee weaknesses, this does not always prove to be the best motivation, in a 2023 article Jim Harter states ‘Just 19% of employees strongly agree that this approach motivates them to do outstanding work.’ Although, criticism is essential a balance must be struck between positive and negative feedback.

AC4.3
Different methods can include:
· Self-Assessments- Through a proper discussion between the employee and management, the employee is given criteria  in which the employee self-scores, the manager will also score and then a comparisons between the two scores can then be analysed and discussed. 
· 360 degree feedback- This is acquiring thorough feedback and input from customers, managers, external contacts, colleagues and suppliers. It is a costly and time consuming method but can be hugely insightful. (Heathfield, 2022)
· Manager Assessment- This is similar to the self-assessment except it is solely the manager assessing the employee through informal and formal observations, feedback and day-to-day work outcomes. (Chatterjee, 2023)

AC5.1
Different employees will feel motivated and rewarded in different ways, these can be financially driven such as pay increases and non-financially driven such as verbal praise. (Rule, 2023)
Some more detailed key components of effective reward systems are:
Financial:
· Pay rates. Some organisations may reward high preforming employees with  increased wages.
· Bonus schemes. Rewarding employees financially for hitting sales targets or completing projects in a timely manner, however this only focuses on short term targets. (Dewar, 2024)
· Commission. The higher the sales, the higher the commission paid to the employee. Commission can improve sales, however, it can encourage salespersons to sell without consideration for the organisation or product.
· Enhanced statutory rights. Many organisation will offer increase benefits including additional sick leave, annual leave, enhanced sick, maternity and paternity pay.
· Financial security. Life insurance and death in service payments are also attractive to employees  as well as discounts on restaurants and travel.
Non-Financial:
· Career progression, some employees will be motivated by the reward of progression and development.
· Work place recognition, to be noticed and feel appreciated in the workplace is a motivator for many people. (Howes, 2024)
· Verbal appreciation is also an effective reward for many employees as it make them feel valued and appreciated within the organisation.
Total reward is the ‘whole package’  of rewards the organisation offer including the financial and non-financial rewards and can be used in the recruitment process to entice and retain employment. Total rewards can be totalled annually and presented to the employees in a breakdown, illustrating the total rewards they have received over the year. 

AC5.2
Motivation can be intrinsic or extrinsic. Intrinsic is motivation from internal needs and wants such as particular interest on a project or a subject, a sense of enjoyment of the project or subject and a sense of self-achievement when something has be completed or successful. Extrinsic motivation comes from external components such as praise from others, incentive payments and rewards or avoidance of  conflict or punishment. 
Extrinsic motivation can be a easier way of encouraging good performance or goal achievements, for example, a simply a cash bonus can be offered. However, it can also lead to poor performance, if a sales target needs to be hit, sometimes the service can become sloppy as the sale person is focusing more on the outcome and not the tasks. 
(Cherry, 2023)

Understanding motivation theory can be an effective way of encouraging preform through rewards, one of these theories is McClelland’s Need Theory, also known as the three needs theory. This theory states that regardless of the individuals age, sex, race or culture, everyone has a need for 3 things, the dominance of one or more comes from their life experiences. One, ‘achievement’ motivated by accomplishments such as progression within the workplace. Two, ‘affiliation’ motivated by sociable, group collaborations and feeling accepted. Three, ‘power’ motivated by competition, visibility and status. (Nichols, 2019)

AC5.3
Employers should pay their employees fairly for several reasons. Ones reason is to be compliance to the legal minimum wage legislation. In the UK, the government sets a minimum hourly wage that needs to be paid to staff as a minimum, depending on their age. Failure to pay this as a minimum, will open the organisation up to a tribunal and may have to pay the difference of the arrears of up to six years, as well as a fine from HMRC of up to £20,000, HMRC may also take legal actions against organisation. 
Another reason for fair pay is for staff retention, If staff believe they are being treated fairly and paid equally they are more likely to stay loyal to the organisation and keep a good culture. The easiest way to ensure pay is fair and equal at every level is to pay the same at every level. For example, all sales assistants should be paid the same and all managers of the same level paid the same going up the line of authority. If a pay rise is to be given the same pay rise should be given to everyone at that level as well as giving a fair rise to the staff in the senior levels as well. (Cotton, 2023)
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