Briefing Paper
the purpose and components of performance management. (AC 4.1) 
The term performance management refers to actions we put in place to optimise employee performance and value which in turn contributes to organisational standards and achievements. It establishes a structured process for staff to obtain feedback about their performance and contribution to the organisation. It also encourages effort, recognises excellent performance and suggests performance improvements to match the requirements of the role as set out in the job description (Lee, 2023). It is an ongoing process usually between managers and employees to consider the strategic goals of the organisation and to establish achievable objectives which motivate staff to play a part in attaining these goals. Annual performance reviews ensure that employees understand their responsibilities, how they make a difference to the organisation, how their performance is measured and rewarded and what opportunities are available for personal and/or professional growth. Performance management is important to ensure that employees are familiar with workplace policies, organisation mission and values, and expectations of behaviour and performance. The performance review is a 2-way process which is vital in determining any issues for both the employee and the team as a whole and provides feedback on progress to meet objectives whilst also offering recognition of effort in order to motivate employees (Jefferson, 2022).
Effective performance management involves goals being set so that employees feel motivated and engaged and planning of tasks so that expectations are understood. Any progress towards attaining goals should be measured so that achievements can be recognised and rewarded but also so that any issues or needs for training can be identified. Feedback should be given to help create value, make suggestions for improvements and to consider any potential opportunities to develop the skills needed to reach our goals (OPM, 2005).
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[bookmark: _Int_FXe4vJs3]the main factors that need to be considered when managing performance. (AC 4.2)
It is vital to take a balanced approach and account for any elements that might potentially impact performance (Gifford, 2022). Factors could include a lack of understanding about what a role entails or of organisational goals, access to the right tools to do the job well and poor management or leadership. Two big factors to consider are capability and motivation. An employee’s capability to carry out aspects of their role or to feel motivated in order to undertake these duties will rely on many things. An employee’s standard of work also depends on their level of skill and/or physical ability to carry out the tasks set. Goals that stretch beyond an employee’s capability will ultimately result in failure so whilst it is important to challenge employees with learning and development opportunities, it is also crucial to not pressure them and to ensure they are well supported (Waite et al, 2021).
Employee performance also highly depends on motivation or enthusiasm. There are many interesting theories to suggest what motivates us and this will differ for everybody as we are not all driven by the same factors. Some employees are motivated by internal factors such as curiosity, control, challenge or appreciation whereas others are motivated by external factors or rewards such as money, benefits, accolades or awards (Cherry, 2022). Employee motivation is important to sustain a happy, robust and contented workforce. The benefits of an engaged workforce are better productivity and performance, innovation, staff retention, satisfaction and commitment (Gifford and Young, 2021).
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different methods of performance review. (AC 4.3)

In order to encourage professional development and progress, performance reviews are a crucial component of the performance management cycle. They inform administrative decisions regarding things like remuneration, promotion, and redundancies (Gifford, 2022). They are a fundamental tool for maximising potential, empowering employees and understanding demands and opportunities. A performance review should be a two-way conversation about performance, development and growth, and should evaluate and encourage success for the individual, the team and the organisation (Purnicek, 2021). A traditional annual appraisal is an opportunity to look back at input, obstacles, development and achievements over the last year and to set goals and objectives for the future. The trend for this type of performance review though is now moving towards more frequent informal discussions throughout the year. The benefit of this is that the focus will be on topics that are more relevant at the time and means that employees do not need to wait for an annual meeting (Waite et al, 2021).
Competence based reviews are popular in health care settings, measuring performance as opposed to objectives and determining a connection between the individual and organisational performance. They set the standards required to perform effectively and concentrate on individuals being able to demonstrate the skills and behaviours necessary to be capable, efficient and productive at work (George, 2022). Performance reviews can also be conducted by other means such as self-assessment, peer assessment or 360-degree feedback. Ongoing conversations around performance will help contribute towards the success of our employees, their teams and the organisation as a whole (Purnicek, 2021).
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[bookmark: _Int_uXlOdUoL]key components (financial and non-financial) that are required to achieve an effective total reward system. (AC 5.1)  

An employment package typically consists of an annual salary which can also be enhanced with other financial incentives like pension, healthcare or life insurance. Some financial benefits such as bonuses and commission are not guaranteed and are usually only attained once a goal has been reached. Employees may also be rewarded with additional benefits that are not financial and these can include agile working, flexible hours, learning and development opportunities, extra annual leave and recognition. A total reward is a combination of both the financial and non-financial elements, which together help to motivate employees by fulfilling their personal as well as their professional needs (Indeed, 2022). 
It is important to appreciate that money is not the sole motivator for everyone and that rewards that are not actually physical can also have profound consequences within the workplace. Value can be placed on many non-financial benefits such as autonomy, acknowledgement, a positive culture, a good work-life balance, fair treatment and access to learning and development opportunities. Total reward means that all of these aspects as well as the financial package are recognised and help to attract and recruit employees as well as retain them by encouraging enthusiasm and devotion to the organisation (Cotton, 2023). Offering an attractive employment package benefits us as an organisation as well as our employees. By providing learning and development opportunities, both individuals and organisations stand to benefit when employees apply newfound knowledge, skills and behaviours in the workplace. This does incur costs for the employer but also helps to develop a talent pipeline for future vacancies which will both attract and retain employees. Stipulations regarding remaining with that employer for an agreed length of time may exist (Waite et al, 2021).
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[bookmark: _Int_UKUff30O]the relationship between reward and performance, and the links to motivation. (AC 5.2), 

Reward is critical in motivating employees to perform in the manner required by the organisation to achieve goals and objectives. An effective reward system will incorporate both extrinsic rewards where the prospect of reward or punishment such as pay or loss of privileges will motivate staff, and intrinsic rewards where psychological benefits such as appreciation and recognition will motivate them (Waite et al, 2021). If we can make sure to recognise the efforts of our employees then we stand to benefit from a more productive and engaged workforce with less absence and less attrition (Waite et al, 2021). Performance and reward are interconnected and failure to get it right means we will have difficulty in attracting and recruiting talent. We must make sure that the organisation is able to financially support any reward system put in place and that it is both achievable and equitable for all employees (Hearn, 2012).
Although rewards and recognition are linked, we need to be careful about combining the two if we want to build a genuinely motivated workforce. What constitutes as a reward is debatable because according to Vroom’s expectancy theory, the value employees place on certain rewards will vary and they will only be driven to achieve if the reward is important to them. Whilst money does help to sustain an engaged and productive workforce, people will always look for more and studies show that putting financial rewards before recognition does not guarantee continued motivation (Virgin, no date). As Maslow suggests in his hierarchy of needs theory, the basic demands of employees have to be met first and only then will they be able to consider achieving more. 
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[bookmark: _Int_dZHNgyDH]at least two reasons for treating employees fairly in relation to pay. (AC 5.3)
All organisations, large or small are governed by law to treat employees fairly in relation to pay amongst other things. Fairness in all aspects of employment and pay helps to develop trust, respect and value amongst employees. Unequitable performance management and reward systems will impact attraction, retention and commitment (Cotton, 2022). The National Minimum Wage Act 1998 means that all organisations whether large or small, must pay employees over the age of 16 the minimum hourly rate and those over 23 must be paid the National Living Wage. This applies to all employees whether paid by the hour, annual salary or per task. Apprentices under the age of 19 are paid a lower apprentice rate due to being in training but once they over the age of 19 and have completed the first year they must be paid the national minimum wage (GOV.uk, no date). Failure to do this, whether intentional or not, risks claims of up to £20,000 per employee as well as the reputation of the organisation. 
The gender pay gap focusses on the difference in average earnings between men and women in an organisation. It is still possible to have equitable pay for men and women and have a gender pay gap if there are more men in senior positions than women. Organisations with 250 or more employees are required to submit reports regarding their gender pay gap once a year, using data they collect. This information should be published on our website and annual report and on the government website within a year. Failure to do this will result in a breach of the Equality Act 2010 and could result in legal action by the Equality and Human Rights Commission (Cotton, 2022).
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