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1. INTRODUCTION

These guidelines describe the recommended approach to performance management and development arrangements that apply to all Senior Executives and equivalents as prescribed by Employment Direction No. 17 (ED 17) Section 9.  

This is a guide as to the performance management and development process in line with best practice and if there are any inconsistencies between this guideline and ED 17, the ED will prevail.

2. HOW TO USE THIS GUIDE

The following guidelines have been developed to assist agencies and authorities adopt a consistent approach to embedding the Senior Executive Leadership Capability Framework (SELCF) into Performance Management and development arrangements. 

The supporting templates (for Stage 1, Stage 2 and Stages 3-4) are a guide only and may be utilised as best suits your agency needs, so you may wish to modify it to better suit your organisation, or simply use as a guide to compare the recommended structure and content to your current agency template. 

3. CONTACT

SSMO is interested in your feedback, in particular:

· how well the guidelines and supporting templates support your needs; 

· suggestions or edits for improvements. 

Please direct any feedback or questions to Viv Burgess at the State Service Management Office – email viv.burgess@dpac.tas.gov.au or phone 6232 7140. 
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INTRODUCTION
These guidelines describe the recommended approach to performance management and development arrangements that apply to all Senior Executives and equivalents as prescribed by Employment Direction No. 17 (ED 17) Section 9.
This is a guide as to the performance management and development process in line with best practice and if there are any inconsistencies between this guideline and the ED, the ED will prevail.

LEGISLATIVE REQUIREMENTS AND ASSOCIATED DOCUMENTS
The following legislative requirements and associated documents apply to Senior Executive Performance Management and Development in the State Service: 

· State Service Act - Part 7A – 51A, 51B, 51C

· Employment Direction No. 17 – Senior Executive Service and Equivalent Specialist Officers – Administrative Arrangements and Conditions of Service 

· Tasmanian State Service Senior Executive Leadership Capability Framework

GENERAL PRINCIPLES

The following principles underpin all SES PMP conversations and reviews:

	Principle
	Explanation

	Individual PMP’s are aligned to strategic direction and agency business planning
	SES PMPs will support the integration of TSS strategic direction, agency and business planning with individual planning, enabling the officer and their manager to have shared understanding of how the officer will contribute to achieving strategic direction and objectives.

	PMPs focus on continuous improvement 
	The PMP aims to support and encourage continuous growth, development and improvement for the officer and as a direct consequence drives a performance culture across the TSS and agencies.

	Performance objectives are measurable, realistic and attainable
	PMP plans are developed in partnership between the officer and their manager, reflecting strategic direction and planning.  Performance goals need to reflect what is to be achieved (outcomes) and how it is achieved (behaviours/capabilities) and have clear performance measures, timeframes and/or targets. 

	PMPs enable fair and appropriate recognition and reward of achievement
	Effective and timely recognition and reward are important and must be based on principles of equity, fairness and transparency.

	Feedback is regular and timely
	It is expected that ongoing and regular feedback, incorporating both positive feedback and constructive feedback for areas requiring performance improvement, be provided both formally and informally so that feedback is received in a timely and appropriate manner and does not result in any ‘surprises’ for an individual.

	PMPs foster partnership and mutual responsibility and respect 
	It is the responsibility of both the manager and officer to engage in two way communication, delivering and receiving messages clearly and accurately, in an appropriate and considered manner.

	PMPs  provide an opportunity for upward feedback
	It is the responsibility of both the manager and the officer to explore how the manager’s actions and behaviours has supported or otherwise the officer’s ability to achieve their objectives and meet their development goals.

	PMPs are underpinned by mutually beneficial conversations 
	PMP conversations support honest, open and transparent performance feedback and discussions that are mutually beneficial to individuals, managers, teams, the agency and the service as a whole.


PERFORMANCE MANAGEMENT AND DEVELOPMENT CYCLE

Upon appointment all SES officers are required to develop a Performance Management Plan (PMP).  Thereafter, it is best practice to align the performance management and development cycle to the agency business planning cycle.

A performance management and development cycle has four (4) key stages:

1. Development of PMP. This includes documenting the performance requirements and development needs, and may include discussions around career goals.

2. Ongoing feedback and review of progress against the PMP.  The PMP may be adjusted to ensure continued relevance against business goals.
3. Annual performance review and assessment.

4. Approval and payment of salary progression.
While formal feedback sessions may be conducted during the cycle, it is expected that informal feedback will be provided on an ongoing basis. There should be no surprises at the annual PMP review meeting.  The SES PMP’s are to be moderated by the Head of Agency and/or the Agency Executive as prescribed by ED 17.

The four (4) key stages are as follows:


Stage 1: 
Development of Performance Management Plan
Each SES or equivalent and their manager jointly develop a PMP document that defines the officer’s contribution to achievement of the agency’s strategic plans and priorities. This document should outline agreed performance requirements and any development needs identified during the process.

A template has been developed for use within the State Service and meets the requirements outlined in ED 17:
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	Stage 1
Tasmania State Service Senior Executive – Performance Management Plan Template


In preparing for the PMP meeting it is recommended that relevant information is gathered pertaining to the agency’s priorities and the TSS Senior Executive Leadership Capability Framework.  
A self assessment tool has been developed to assist in reviewing SES capabilities against the framework and can aid in providing clarity around areas of strength and areas requiring further development: 
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	Stage 1 
Whole of Service Leadership Capability Framework SES Self-Assessment Tool


The two way PMP discussion should include a focus on:

· Business outcomes and performance measures drawn from the agency, division and branch strategic business plans, consistent with whole of Government policies, and in alignment with State Service and agency values.  The agreed work outcomes should be documented in Section 1 of the PMP Template.
· Leadership capability and relationships - identifying how each of the 5 leadership capabilities will be demonstrated (the self-assessment tool may inform this discussion).  The agreed performance measures should be documented in Section 2 of the PMP Template.
· Learning and development needs - ascertaining any learning and development requirements in relation to the individual’s ability to achieve goals in their current role.  If a development need is identified it should appear under Section 3 of the PMP template. 
· Future career aspirations and goals together with related learning and development needs. This should relate to the corporate direction and review access to appropriate opportunities for employees to develop skills and broaden their experience. The discussion should be documented in Section 4 of the PMP Template.  Expectations around working relationship – enabling a conversation around the ongoing working relationship between the manager and officer.  Ensuring a shared understanding of expectations in terms of what the officer expects from manager and the manager’s expectations of the officer in undertaking the role.  These expectations should be noted in section 5 of the PMP template.
It is recommended that a copy of the completed PMP be kept by the individual and their manager and should be stored as per agency protocol.
Stage Two:  Ongoing feedback and review

Each officer will participate in a review process and receive ongoing informal performance feedback throughout the year, which may include a formal mid-cycle review.

This will include a review of progress against the PMP, two way feedback, realignment of goals and development requirements.

A template has been developed for use within the State Service and meets the requirements outlined in ED 17:
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	Stage 2
Tasmania State Service Senior Executive Mid Cycle Performance Review Template


During ongoing and mid-cycle review the manager will:

· Provide performance feedback to the officer.

· Discuss the officer’s progress towards the achievement of business outcomes against performance measures.

· Review alignment of the PMP with strategic direction.

· Identify where things are going well and/or are in need of improvement.

· Provide feedback on the behaviours and capabilities demonstrated by the officer.

· Where required, discuss strategies to assist the officer in improving or maintaining their performance.

· Review learning and development needs 

· Review expectations around the ongoing working relationship

· Where necessary, update the PMP to reflect the feedback and any changes.

Stage Three:  Annual performance management plan assessment
PMP assessment will take place annually and in line with the Agency’s performance cycle.

It is expected that prior to the annual PMP discussion, both the officer and manager reflect on and note the officer’s specific achievements relating to the PMP.

A template has been developed for use within the State Service and meets the requirements outlined in ED 17:
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	Stage 3-4 
Tasmania State Service Senior Executive – Performance Management Plan Annual Review & Assessment and Salary Progression Template


In the annual PMP, the officer and their manager are expected to discuss:

· The officer’s and manager’s views of the officer’s progress against performance measures for business objectives.

· The behaviours and capabilities that were demonstrated by the officer in achieving these business outcomes.

· The officer’s and manager’s views of the officer’s achievement of their learning and development goals.

· Any circumstances that may have impacted on the officer’s ability to meet their business outcomes and/or learning & development goals.

These discussions must be based on evidence in relation to the measurable business and learning and development objectives that were set in the PMP.

In this meeting, the officer and the manager may also choose to establish the new PMP for the following cycle (Stage 1).  Alternatively this may be done at a separate meeting. 

Evidence based Ratings for annual assessment
	Rating
	Description

	Does not demonstrate requirements
	Performance is at a level below that established in the PMP in one or more significant areas and has an impact on achievement of outcomes.

This assessment will be based on the following:

· the officer’s performance was not fully satisfactory; and/or

· the requirements in the officer’s PMP have not been met; and/or 

· the officer has not demonstrated they have met the agreed leadership capability goals identified in the PMP.

	Demonstrates requirements
	Performance is at a level established in the PMP in all areas.

This assessment will be based on the following:

· the officer’s performance was fully satisfactory; and

·  the requirements in the Officer’s PMP have been met; and 

· the officer has demonstrated they have met the agreed leadership capability goals identified in the PMP.

	Demonstrates outstanding performance
	Demonstrates performance that is far above the expectations required in the achievement of business outcomes and displays excellent leadership skills and behaviours. 

Performance is at a level which exceeds that established in the PMP in all areas.
This assessment will be based on the following:

· the officer’s performance was outstanding; and

· the requirements in the officer’s PMP have been significantly exceeded; and 

· the officer has demonstrated they have achieved exceptional leadership capabilities far beyond the agreed leadership capability goals identified in the PMP.


Stage Four:  Salary progression where appropriate
Subject to the assessment rating achieved in Stage 3, an officer may be eligible for salary progression. The approval of salary progression will be made in accordance with ED 17 as illustrated by the provisions in the “salary progression eligibility” table below.  
For a new appointment, performance assessment and salary progression may be aligned with the officer’s anniversary date or with the agency’s performance cycle.  In the latter case, the first performance assessment and salary progression cannot occur earlier than 12 months after the initial appointment.  This may mean that the officer’s initial performance assessment and salary progression occurs after a period greater than twelve months. All subsequent assessment and salary progression is to occur 12 months from the initial assessment.

Where an officer is assessed as “does not demonstrate requirements” they will not be entitled to salary progression. At this stage the agency should consider a process to address underperformance.

Relevant documentation of the salary progression approval is to be forwarded to payroll to ensure timely payment.

Salary progression eligibility based on overall annual assessment rating
	Rating
	Salary Progression Eligibility

	Does not demonstrate requirements
	· No salary progression payable

	Demonstrates requirements
	· Salary progression at 1 salary progression point per annum through to the final salary point for the officer’s classification.

	Demonstrates outstanding performance
	· Salary progression as above; or

· HOA may provide a submission to HOSS for approval of salary progression beyond one salary progression point through to the final salary point for the officer’s classification.

The submission must provide sufficient evidence of the officer’s performance to allow the HOSS to determine that performance is outstanding and warrants salary progression beyond one salary point; or

· HOA may provide a submission to HOSS for approval to access salary above the final salary progression point for the officer’s classification, i.e., the special salary point 
The submission must provide sufficient evidence of the officer’s exceptional performance to allow the HOSS to determine that the performance is sustainable and warrants access to the special salary point.
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Clarifying expectations and progress against business outcomes, leadership capabilities, learning and development needs, and discussions around career goals
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