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5. FOREWORD

This Policy provides a direction for the effective implementation of
processes that will ensure the high-level performance of KUHeS stafl
members while acknowledging their efforts. The Policy 1a in line with
intomational trends that highly productive orgarisations and inatitutiens
employ. The goal of the Policy is 1o promg ote an arganisational culture
in KUHeS where superviscrs and supervisees collaboratively develop
shared goals to be pursued to effectively achieve the organisation’s goals:

Some orgonisations  fail  wo effectvely implement  performance
management, treating it an a necessary evil of wark life that should, in
essenor, be minimised rather than taken as an important process that
conld help achieve key ndividual and ongansational effects. The
implementation of Performance Management right at the birth of KUHeS
is impornant, & it would become an integrial part of its human resource
management. The KUHeS Council urges all stafl members 1o use this
pobcy as a guide to the implementation of human resource development.

Huawmerk Jracs

Professor Francis Moo
Chuai: of the C il




6. PREFACE

Performance Management Policy is an expression of KUHeSs commitment
to ensuring the aitainment of its goals, 1t guides all decisions related to
emplovee performance in various jobs. It is o standard tool that enables
all KUHeS employees to approach and execute their duties effectively and
efficiently. The Policy further enhances a culiure of responsibility, open
and objective communication, and result onentedness. among  all
employers. Coming from a background of no or fmled Performance
Management Policy, this Policy is o major ahift from business as uswal to
the best practice trends of the world's top universstics, KUHeS conforms
to the standard practice in high-performing instututions. i all of the
university's duties ane ¢ ously and consistently planned, agreed
upon, structured, executed, monitored, quality controlled, and evaluated
acrording to this Policy, KUHeS stands to achieve iis nijsshon.

The PM Palicy has culminated in various stakeholders” efforts through
their expertise, oollabarathns. conaul representation, tnsights,
and time. The concerted muanner in which all stakeholders work is a
hallmark of an institution that wants to do things progressively diffecently.
The authors alse dessrve specind gratimude. This all-inelusiveness ensures
the ownership of the policy among all university cadres. It 1s ennmoned
that through the strict implementation of this policy, individual employees”
performance will be antained which i ruen will i late inte depart tal
and, subsequently, overall university perd It is L on all
employees and supervisors of the university to adhere to the provisions of

this paliey.

s i

Prolessor Macpherson Maltewa
Viee Chancellor
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9. DEFINITION OF TERMS

Appraisal

Casual labor

Council

Cantract employes

Deputy Viee

Employes

Executive Dean

Evaluation Period

A formal evaluation of an employee's performance
usually on a gquarterly, bi-annual or on an annual
basis. The word “Apprainal” is used interchangeably
with the terms assesament, evaluation or review;
Irregular  employment  or  part=time  labour,
including ‘the labour of workers whose normal
employment consists of a series of short-term jobs
The Council of the Unmversity established and
mcorporated under section 8 of Kamusay University
of Health Sciences Act Mo, 20 of 201%;

An employee of the University serving on a coniract
of employment for a specified period of time in line
with section 25{2)(bj of the Employment Act {2000).
The Deputy Wiee Chanceflor of the University
appainted pursuant to section 21 of the Kamumn
Umniversity ol Health Sciences Act Ko, 20 of 2019

A person employed by KUHeS whether on a foced
term contract, temparary or 0O permanent terms
An Execytive Dean of a School appointed pursuant
o section 31 of the Kamuzy University of Health
Selences Act No. 20 of 2019

An assessment penod which shall be the financial
Mkmﬂw-mmmdumw&d
period o anmiversary date for employees on
contract for a specified period of tme or the
probation period for emplovess vet o be confirmed



Job Description

Performance
Agreement

Appraisal

Performance
Factors

Performance

Management

in employment. The term “Evaluation Penod® i
used mterchangeably with the terms Reporting
Pertod or Performance Assesament Cycle.

A concise statement of the purpose of the job, where
it fitn in the organisation structure, and the main
taakn the job holder has to carry out.

Performance contract which defines expectations or
results 1o be achieved.

A process by which the supervisor evaliates of
assERses n supervisee’s achivements af planned
performance objectives based on specific standards
and his or her compelencies. The erm
“Performance App 1" 1 uned geably
with the term “Performance Evaluation.”

Attributes an emplovee demonstrates in carmying
out the job.

A strucrured but flexible approach to improving the
performance of employees, Sectians, Deparments
and the Organisatinon as & whole. At an individual
level, performance  manig ia basically a
participatory process between  supervisees  and
their supervisors that Inka the individosl’s Work
Plan and performance 10 the overall organiaation's
Strategic Plan.

A net of interrelated activities and processes that
are treated holistically as an ntegrated and key
component of an organisation's approach 1o
managng performance  through  people  and




PM review cycle

Progress Review

Work Flan

developang the skills and capabilities of 18 human
capital, thus enhancng organtsational capability
and the achievement of sustmned competitive
advantage.

An annually reoccuring  phenomenon in which
employees are evaluated througout the year.
Perioadic  discussions  between  supervisors  and
employees to arogs resalve probl
and to adjust Work Plans, if necessary, during the
Annual Performance Cycle. Progress review is used
mtgrth.n#nblywhh the term *Periodic Review.™
A plan thot sets high level strategee direction for
KUHeS.

Flan of agreed group or individual objectives and
performance fsctors for an appraisal period.




10, BACHGROUND AND SCOPE

This Policy is developed pursuant to provisions of section 4 of the KUHeS
2023 conditions of service. In line with achieving excellence in stall
performance with the ultimate goal of providing high=level academic servicea
to stakeholders, KUHeS decided to employ & Performance Management (PM)
Palicy. The Performance Mamagement System (PMS) is the operationalinanion
of the Poformance Management Policy. The PM Policy, if effoctively
implemenied, can be the force behind & highly effecuve and efficient
organigation’s human resource management. Evidence supgests that
properly implemented PMs can improve an ong n perf ce

PM, which wypecally includes per!ormnnu tppiniul and mpﬂnyeu
development, facilitaten the establishment of clear performance goals and
grenerates honest feedback. However, evidence also suggests that PMs might
face difficulties araing because, at its core, performance, though viewsd as
personal, is o professional process: for both managers and emplivess.
Managers might be reluctant o provide candid feedback and have honest
dinscussions with employees for fear of reprisal or damaging relationaliips
with the individunls they count on to get work done. Employees may feel that
their managers are unskilled at discussing thetr performance and are
ineffective atl conching them how to develop thewr skilla Performance
management systems have been viewed as cumbersome, bureaucratic, and
thme consuniing for value acdition, After weighing the pros and cons, KUHeS
considered it bmpartant to implement PM, especially considering its ability to
enhance the achievement of key individual and organisational outcomes. The
University, therefore, implements this Policy to realise 18 strategic plan and
also to encourage and reward behivsours aligned with the organisational
mission and gonaka.

KUHeS is committed to creating and sustaimng an enabling. equitabie,
supportive, challenging, and sumulating  working . environment  which



recognises and rewarda the contribution of its employees a1 oll levels in
achieving the university's sirategic goals and objectives. On the other hand,
KUHeS works acuvely towards embedding o culture of excellence
performance, individunl and team abialiny, oe izarional al 1,
conimuous improv and to ensune that it ¢ % At the leading edge
within the growing lecal, regional, and international competition for
students, faculy, and grants. The core element of PMS is the promotion of
chjectivity and professionali an opposcd to subjective and  personal
relationships. This Policy applies to all employees ot the university except for
Casual or Student Appointiees.

11, THE RATIONALE FOR IMPLEMENTING PMS

KUHeS in implementing the PMS as an objective tool that aids decisions
making ot various kevels. [t in o ool that helps to eliminate subjectivity nd
induces o supeTvisar-Supervises il for it o shared
understanding of the organisation’s goals and wayvs of achieving them.
Furthermore, the PMS faciliates the identification of gaps and potential
sofutions o address them, Without identifying such gaps, organisiations
would not be able to make appropriate adjustments i some key strategic
areas (o enhanee overall performance. Furthermore, PMS  provides
management with a system which can wentify and monitor the eficency
and effectiveness of an organisation. It helps management determine how
elliciently the organisation’s resources are utilised and the extent to which
the organisation's objectives and goals are achieved.

12. VISION STATEMENT

It s & world-class university and centre of excellenes in health education,
reseasch, and inoovation.



13. KUHeS MISSION

To advance knowledge, professional competencies, skills and innovations in
health seiences through high qualty student-centred and innovative
education and research that responds to national und glebal policy in health
and development needs inoan efficient, sustainable and result-oriented
MAnKNET,

14. AIM OF THE POLICY

The main wim of this Policy is to improve and enhance the performance of
KUHeS, with the ullimate goal of realising its misabon and vision.

15. OBJECTIVES OF THE POLICY

The apecific objectiven of the Performance Management Policy include:
n. Toimplement the University's strategic plan
b. To align instimnonal goals ot vanous levels and enhance coherence of

HE activitien.

. To provide an equitable and transparent framework for regular, open,
and conmructive imn and feedback b ET s b
and superyiscen.

d. To provide fair, equitable, and consistent guidelines for performance=
based rewnrd and recognitien schemes.
e, To identify performance gaps and barriers to effectively address them
through, among ether things, capacity building.
16, IMPLEMENTATION GUIDELINES
a.  Principles

The following principles shall apply:
a. There should be a link between the KUHeS strategic objectives

with workplans of employeesn.



b.

Performance management should be a continuous process of
communicating, and clarifiymg job responsibilities, pronties, and
performance expectations to ensure mutunl understanding,
emplovee engagement, and commitment to achieving ahared
goals and work outcomes,

b. wpﬂh
P process will invelve the lollowing:

=5

d.

.

Performance Planning

The structures from the Corporate Office to the Schools shall
operationalise the KUHeS strategic goals and objectives through
the development of work plans ar vanous levels,

. Performance Contracting

Performance agreements, alse known as perfncmnnct contracts
will be signed by employees and will form the basis for
dirvel t, and feedback i the performance

management process, The performance contract shall specify key
performance areas and targets,

. Performance Boiews

Performance  review shall mvolve continuous monitoring of
performance through infarmal monitoring on o day-1o=day basis;
mid=cycle formalised review; and end=of=year review,

Moderation

All performance scores of  individuals  from a
School{Department /Unit  shall be moderated annually by
Moderation and Appeals Commines (MAC).

Performance Management Outcomen
Coniribute  towards [neremental  Performance-Based Pay
Progeession.



Incremental poy progression will be earned and awarded based
on the scores achieved dunng the PM process, subject to the
provesons of the University Remuneration Policy.
b. Contribute towards Reward Recommendations:
The performance recognition gwards will be affered bhased an the
scoren achieved in the PM process, subject to the provisions af
the Remuneranon guidelines. Bonuses shall be individual-based
and up 1o three op indmduals rewarded or paid allowances
where necessary extended 1o group achievement.
&, Training and Development Gaps:
Training and Development needs will be identified and included
in the employee’s Personal Professional Development Plan (PFDP)
and Performance Improvement and Development Agreement
(FIBA) which will form the basis of the Universaty Tradning and
Drnhpmm plans.
d. Career Progreasion:
All employees shall develop - an  Individaal Professional
Development Plan and have ane developmental goal per PM eyele.
¢. Incapaciiy:
Where there ia incapacity, conditions of sernce shall lpp!:p
f. Mansgement of Under-Performanoe:
Underperformance of staff will be addressed through the
following acthons:
i Coachung
. Mentoring
i Capacity building
v, Applying sections of the conditions of service if the three
interventions above fail to improve ones performance,

i



£ Promotion:
Eligibiluy for personal promotion and placement in & higher
grace shall be based on the performance scores achieved in the
preceding Performance Cyeles subject to ori far ian
h. Probatisnary Reviews:
An individual’'s performance based on PMS shall determine
whether they are comfirmed or not. Probatwnary Performance
revicws will take place a4 threc-monthly intervals for the duration

of the probation and any exte thereol. Onee probanion has
I:tuumﬂzmeﬂmmphyﬁemﬂmmlheumdm:m
cyche,

i. Sabbatical Leave:

Satsfactory performance scores for the previous PM cycles before
the dare of applicaton shall be used 1o determine approval of
sabbatical leave as outlined 1 the conditions of service.

J- Srudy leave:
Sanslaciory performance scores for the previous PM oycles belore
the date of application shall be used to determine approval of
study leave as outlined in the conditions of service.

d.  Roles and Responsibilities
M s a reciprocal undertaking and the parties have the followsng obbgaron s



. Supervises:

.

.

V.

LS
a0l
i,

Pead and understand the University's stratcgic objectives and
thesse of the Scheol /Division f Unit towhich they belomg:
Understand the perf expectati blished and
how the duties and responsibilities conmibute to the
Usniverairy's sifiiegic poals and abjectives;

Review oljjectives for the year as well i job description with a.
BUPETViSOr,

Plan and execute own work and career goals;

Buggest challengng and reatistic abyectives that support the
University's strategic plan:

Ensure continuoeus achievemeni of tarpets throughout the
performance review cycle;

Compile evidence in suppon of the appraisal process for
discu adan _M-ch the supervisor;

Review performance with the supervisor;

Reep Supervisor informed of any potential or actunl problems
which may affect the abiity 1o achieve some of all objectives
and performance standards;

Act on constructive feedback from the supervisor.

Sign the review report after the evaluation;

Ensure 1o have a copy of the final review repost;

b, Supervisor:

Avail the Universsty siraiegic objectives and these of the
Behool f DHvision [ Unkt to supervisee, and show them how their
work contribtites to the suocess of the I_lmvenuy; and

. Ensure that supervises understands what is expected of them

ik toremd of wark that needs to be undenaken during o PMS
cyele and why.



Dretermine and agree with sach supervisee on the mam duties,
objectiven, and performance indicators/ factors to be achieved
over the coming performance cycle informed by the Umiversity
and Schoolf Departmentalf Unit plans, job descnprions, and
campetenicy profiles; _

Identify knowledge, skill, and behaviours needed by the
emploves to achieve the objectives and performance astandacds
that have been aet;

Develop  peneric Performance  Contracts  for  persons
performing substantially the same work 1o ensure fairness
and consistency in setting and measuring objectives and
AN &

Create and sustain an envitonment conducive to regular,
candid, and constructive feedback and communication;
Ensure all supervisess under him or her have agreed and
sigined Performance Contract;

Ensure the work of each supernsee i regularly reviewed and
supported throughout the performance cycle;

Conduwet a mid-year review with the supermsee;

At the end of a cycle, appraise the performance of the
LRV

Ensure that performance review meetings are conducted in a
cordial and non-hastile manner;

Fespond to feedback from the supervises;

Ensure due process when dealing with unsatisfactory
performance according to 7.31 above;

Provide a copy of the final performance review form o the
appraised supervisee;



sv, Submit the completed performance  review forms
confidentially o the Registrar with endorscment of your
U PETVISOr;
xvi. Give o leam five days’ notice to facilitate preparation for the
per review d
o, Registrar:
i. Design and develop PM procedures;
i Ensure PMS s implemented m the Universary;
i1, Provide the overall performance information to the Viees
Chancellor;
w. Keep all performance review reporis;
v. Compile performance evaluation reports to MAC,
e  Mod and Appeals G el
This Policy establishies a Moderation and Appeals Committes (MAC) ar the
University, School/Department/Unit jevels 1o ensure equity, fimess, and
consistency in the PM process, and protection of the integnity of the system.
In a MAC, 500 of the members ahall eonstitute o quorim.

The Commitice shall:

o Moderare plannimg, contracung, final scores, and evidenoe-
hased rating.

b. Recommend/approve rewards and sanctions based on
performance review resilis.

€. Resolve disputes from performance results.

d. Submit summarised annual reporis to the Viee Chancellor.

e. At University level, the MAC shall comprise the Deputy Vices
Chancellor  [Chairperson),  Executive Deans, Libratan,
Registrar, Union representative, Director of Finanee  and
Investments and Human Resouree Manager.



w
b,
2

d.

. AL School level, the MAC ahall compnse the Executive Dean

(Chairperson), School Administrator, Unson represcniative,
Heads of Bepartment, Finance Officer and Human Resource
Ofieer.

At Unit level, the MAC shall comprise the Unit Head, Unit
Managers, Union representative and a Human Bespuree official.

Union representatives
Participate i the development and review of PMS materials,

Executive Dean

. Ensure that up-to=date School strategic’ plan and annual woark

plan are in place.

Ensure availability of resources for the implementation of the
PMS.

Make sure that all supervisors have atnended a Performance
Heview Onentation session and are acguainted with the
contents of this Policy.

Ensure that supervisors submit performance reports an time.
Zupport supervisors in managing employees who are strugaling
1o meet normal requirements,

. Ensure thar muntenance, remedial, training gnd development,

and sanction decsions ane informed by review resulis,

Vice-Chancellor
Make sure that up-to-date KUHeS Strategic Plan is in place.
Mahilise for the tmpl tation of the PMS.

Recetve and consider periodic performance review reporia.
Submit report to council through s Human Resources
Committes.



i Internal Auditor
The Unversity Intemnal Auditor shall see 1o it that the performance

management workplan is in place and being implemented accordingly.

i University Council
ml.lmmtyll:mncilmﬂ_-
a Conduct PM review on KU and KU 2 through its relevant

COMmies.

17. IMPLEMENTATION PROCEDURES
8. Performance Planning (4-6 Months to PM Year)

The structures from the Corporate Office to the Schools shall operationalize
the KUHeS strategic goals and objectives through work plans. The plans will
help the University organs to stay onganised and focused by breaking down
a process into small achiévable tnis and identify what various University
crgans wan! to accomplish (refer to Annex 1), In preparation for an annual
PM evele, the following approach ahall be employed:

a. Executive Deans and Heads of Depariment prepare Annual
School or Support Sepaces Plana and Key Performance Indicator
|KP1) cascaded from the University Strategpe Plan for approval by
the MAC, which are:

L. Related 1o organisational goals and departmental mandates;

i, Specific, meanurable, achievable, realistic, time bound and
consstent over time: &nd

i, Limired to ey success factors of the onganisation fsupport

servior department;
b, The SchoolDeparumental f Support Services Flans and KMs are
{ ta all op ul units within the School or Support

Servicen Department and, where posaible, genenc performance
objectives /contracts are developed for job families.



c. Supeivisors review job descriptions 1o enaure conunued
relevance both at strategc and operational levels,

d. Supervisors review PPOPs. In this regard, all employees are
enoturaged o have one developmental goal for each PM cyele.

b. Performance contracting {1-3 month(s) to the PM year)
Performance cantract will be signed between the supervisor and superviser.
It will establish priorities of the key aspects of the job 1o which more
attention has to be given. Agr ia also reached at this stage on how
performance will be measured and the evidence that will be used to
establish levels of competence (refer to Annex 2),

0 The Parﬁuﬂnnmm:udfnrmmmpuehuflhrﬂ components:

& A Performance Agreement;
ii. PPDP
lan, PIDA.

b. The Perdormance Contract is creaied in advance, annunlly
durmng the period 3-1 month(s} before the PM year, for the
following PM cycle and shall be agreed upon and migned by the
Supervisor and the Supervisee. 1t shall comprise of:

t.  Cascaded objectives (Refer to 3:1);
i, Individual ohjectives from the supervisse's job description;
and
i Competensy objectives (knowledge, akills and behavioural
expectations) from the Competency Profile for the position.

e, The Performance Contract munst specify outcomes for eich level
of sconng. Cutcomes that result in 4 score above expectation
will be considered as stretch targets,

d. The PPDP specifies the developmental objectives for the following
vear, The PPDPia not compulsery but all emplovees are strongly
encouraged to have at least one development goal per annum.




The PPOF ia not part of the seormg,

r. A PIDA can be developed dunng the mid-cycle review, the final
review or at any stage of the cycle and is compulsory if any of
the following is the case:

L The overnll rating for the previous PM cycle was below
ERpECtations;

il The supervisee must acquire a new body of knowledge or
skill in order to mamtan requined competencies for the
position and/or 10 meet performance expectations;

i The position las been upgraded through Job Evaluation and
Grading; and

iv. The emplovee's probationany period has beon extended.

€. Individoal Performancs Reviews
The performunce réview sahould be objective, allowing supervisors and
individuals to take & positive look together ot how performance can be
impraved.,
The KUHeS review process shall invalve:

. Contmuous monitonng of perfformance  through  mformal

manitonng an day-to-doy basia
b. Mid-cycle formalised review,
. End of the review period.

d. Continusus reflection, self-sval herlng of evid
fecdback, mentorng. coaching and development (April to
Mareh].

e, The management of performance shall be an ongoing activity
and supervisors should provide supervisess with regular
feedback; re ising good per . mentoring, addressing
barriers to the achievement of oljectrves and taking prompt
action to remedy underperformance.

4]




i, Employees should also reflecs on thewr performance on an on-
going basis and communicate barmers to their success (o ensure
timely remediation.

g All employees ahould compile evidence in onder 1o substantinte
the achicvement of goals.

d. Mid-cycle review [sixth - seventh months into the PFM year)
The formal mid-cycle seview tales place at least six monthe after the
commencement of the anaual PM cvcle, The purpose of the review is to;

a. Discusa and adjust the PM Contract if crcumstances have
changed.

b Provide feedback on performance.

c. ldentify and resolve problems or concerns.

d. Review progress with regard to the PPOP and PIDA.

The Review miial:

a. Acknowledge good performance and resulis nchieved.

b. Conmder the validity of the outcomes in the Performance
Contriket if cwrcumstances have changed which render the goals
unachievable. Revise goals where neoessary,

e. Encourage open and constructive dinlogue and exchangs of
views on employes performance.

d. Encournge sell-reflection and sell-appraisal on the part of
employee.

¢ Explore ways to improve performance and to ensure the
achievement of cutcomes dunng the next phase of the cycle.

. Mid-year reviews must be aigned for by both supervisor snd
supervisee,



¢. End-of-Cycle Review and Evaluation [Within 30 days of the
cad of a Performance Cycle)

a. Keview relevant documents: work plan, record of continuous
assessment, (eedback previoualy given 1o supervines, and
performance indicators/factars.

b, A supervises must conduct a sel-reflection and seif-appraisal
using the self-ansesament form (refer to Annex 3], The employes
ahould alse compile a Compendium of Evidence to substantiate
hisfher performance, if deemed necessary.

¢ The supervisor considers the seli-nppraisal, compendium of
evidence and multi-source data and conducts an independent
interim Performance Appraisal umng the performance review
form [refer to Annex 3],

d. The supervisor mects with each supervisee individually to
discuss the rationale for the appraisal scores. The supervises
munt be granted an epportunity 1o ask jor a review of the
Supervisor’s interin performance scores. An INTENM sCofe 18
then entered onto the system in terms of the agreed rating scale
guided by forma featured in this Procedure Manual as Annexes
3 and 4.

r. To ensure the validity and transparency of the review, the
supervisor and the supervisee must both append thesr
sipnatures o cach page of the report.

f. The performance of supervisees with less than 3 menths' service
ahall be nppraised, but not rated.

f. Review of 1 & by Department MAC
Within 30 days of the end of the PM cycle, all interim performance scores
ahall be reviewed by the Department MAC o assess the extent to which:




. The tndividual results are a true refllection of the mdividund's
performance and are in line with performance requirements as
expregsed in the individual's performance contract,

b, The sconng is subst d by nd of evid

¢ The indhvidual resuits are aligned to the performance of the
operational Unit/Schopl/ Departnient.

d. The procesa that was followed wis in line with this Policy.

e. The Department MAC may tequest the supervinos 1o revise the
scoring in consultation with the supervisee, if the above eriterin
ire not met.

f. The fmal unmoderated PM score must be entered nto the
wystem within 30 days of the end of & cvcle. Such scores must
be kept confidential and promptly submitted to the School MAC.

E- Moderation and Appeals (First two months of the following
yearfafter the FM year)

To ensure fair, equitable, and consistent treatment of all staff, all final
performance scores shall be subject 1o moderanon by a School fSection,
within sixty days after the end of the cycle.

The moderation process ahall mvolve the following aspects:

A Reviewing the performance assessment process by obialning an
overall sense of whether noma and standerds  were being

ppliec real ty el istently.

b, Reviewing everall AssesEment =OOIER ACTOAN
Sehaol f Department) Unii.

£. Determining the performance afl the entire
University { Department fSectionfUnit apd aligning the same
with individual performance and strategic objectives.

d. Ensyring that there m a common understanding of the
standards required ai each level of the rating scale.




N

f.

B

h.

i.
i

Reviewing proposed ratings to enaure they are appropnale,
justified and conaisient;

Recommending rewirds and remedial acuons for performance
and non-performance, respectively will be determined by
management.

Recommending remedial metions to be considered where Line
Managers do not implement the Policy and Procedure properly;
Provading  eversight in tevms. ol the application of the
Performance Management Policy and Procedure;

Protecting the mtegrity of the system.

The decision of this Committer shall be based on the actual
Performance Contract, the Compendium of Evidence, Mult-
Source inputs and the rationale for scoring an provided by the
Supervisor, Information pot  provided  during  the initial
Performance Appraisal shall not be permiied.

h. Redress for Disputed Appraisal Reports

b,

A superiiies who s not satisfied with the final score may submit
0 formal grievanoe to the Appeals Committes.

The Appeals Commires shall be put in place as and when the
need anses boased on a formal complunt receved from a
sIpeTVinee,

. The appeal must specily the grounds for apped and must

include i copy of the PM Contract, the Compendium of Evidence
and the supervisor's ratinnale for scoring,

The sdhoe Appeals C ahall dler the auly

by the supervisee and make a determination.

. The supervisee shall be notified of the Appeals Committee's

determination, o writing, within thirty (30§ days from the date
the determination is made,

"



L

£

h.

L
The resulis
slcills gaps.
decisiona.

Due to the ngorous procesa of review, moderation and quality
control, the deasion of the Appeals Coammutice shall be final and
no further mrernal appeals shall be permitied. However. any
supervises who remains disaatisfied wih the dectsion of the
adhoc Appeals Committes may pursus external remedien in hne
with relevant pleces of legislation,
The process for redoess in disputed appraisals (s separate [rom
dinciplinary process.
In exploring the grounds of the disagreement, the adhoc Appeals
Committes may establish, among others, whether they relate to:
Agreed Performance Targets and Core Competences
(Fectors) - [s the supervisee alleging that his or her
performance wis messured against unfair or discriminatory
factors?
Evidence - s the supervisee alleging that the evidence was
ignored, overlooked, distarted or misinterpreted?
Frocedure - |8 the supervisee alleging thal impornant siages
of the appraisal process were omitted or carmed out badly?
Other - Does the supervisee have some other reanons for
disagreeing with the scores in his/her appraisal report?

Haondling Performance Review Results
al the review shall reflect performance and)or knowledge and
These will inform makat ce, remedial and  directional

Performance review decisions will help to:

b,

Enhance good performance through fnancial andfor non-
financial rewards (mantenance] jrefer 1o Annex 4],

Address knowledge and skalls gapa. through traaning, meatonng
and coaching (remedial).



c. Prepare an employee for future responsiablives through
development interventions (directiomal,

d. Sanction persistent poor performance in a form of warning,
demotion, deduction of salary or termination of employment as
provided for in the terms and conditions of service |remedial)
{refer to Annexd).

ii. Managing Good, Very Good and Excellent Performance

i, Non- Financial Meritorious Rewards

A compleied Annual Performanee Evaluation Form shall be
required as evidence or prool for an employes (o receive &
performance related rewnrd.

Individual satisfoctory performance may be rewarded with
merit rewnrds ineluding: Promotions where b vacant position
exists; Letter recognising this special performance may be
written to the supervisee (ie. Letter of Commendation);
Recogniten in the form of a photograph-display in front of
the Adminitration block: Opportunitien to attend high level
meetings; and Renewal of employment contract in the case
of contract emplovess.

In addition, the University may run and implement, among
others, the following incentive schemes in relation to high
performance rewarids for its emiplovess: Long Service Awards;
Emploves of the Year Award; and Schools, Departments or
Units Trophiea,

b. Financial Meritorious Rewards

L

A completed Annual Performance Evaluation Form shall be
required as evidence or prool for an employes (0 receive a
performance related rewnrd.



.

Apict from non-financal memenous awards, mdinduad
satisfactory performance may also be rewarded with
financind meritorious awards in form of bonuses.

Such meritonous awards shall be o one-ofl payment m a
particular evaluation period and shall not be automatic but
subject 1o the financial postion of the University.

The following shall be the bonuses payable where the
fmancial position of the University permits and appropriate
approvals have been obtained from the relevant authority:

Performance Level | Description of Rati R ded
Financial Meritorious
Rewards
Level 4 Excellent {Exceptional Ome off payment of
A Perlormance siasanvees o Of emphoyee’s
(8536 - 1007 Outstanding/ Demonstrating ksrenl sonihis salary
Clear Innovation)
Level 3 Merit increment of
| Very Good (High s tenl the
Performanece) emplovess current
L
7o Bty phériihly Ealary
v. However, M i may r il te the HR

Committee of the Council for an upward revision of the
percentages of the Finoncial Meritorious Rewards whenever
it is deemed necessary since the successful implementation
of this incentive schemse will be dependent on the prevailing
financind simiation of the University at the pamicular time,

20




Any such adjustments shall be communicated 1o all
emplayees through an Internal Memorandum.

The terms and conditions regarding PAYE and any other
umes will apply on all these rewardsa.



fii. Managing Poor Performance

& Where a supenvisee's work performance does not meet the
agreed: standard, due process, in termas of the applicable
Univerainy policy and legialation must be followed.

b, Supervisors must address underperformance promptly and
comprehensively through the implementation of the relevant
policy/legialation and a PIDA which includes specific
strategies 1o eschew underperformance within a defined time
preriod.

18, MONITORING AND EVALUATION

18,1 HRM Function
The PM process ahall be moniwored and evaluated annually by the Human
Resource Office function and a report presented to the Human Resource
Committee of Council and this process shall involve:
a. Reviewing the effectiveniess and efficiency of the sysiem and

internal controls:
b, Presenting statistical data and analysin;
€. Moni £ policy compl ; and

d. Recommending policy and procedure improvement,

18.2 Internal Audit
The University Internal Auditor shall:
. Ensure that the PM3 s monitored and evaluated 1o enhanee its
effectivencss and efficiency.
b. Present a repart for oonsideration to the Audit Committes af
Council to ascertain its efficiency and effective implementation.



19. FINANCIAL IMPLICATIONS

The implementatson of PM Policy has both fixed and varying financial
requirements. The Offiee of the Viee Chancellor has the responsibility af
mobilising resources and eosuring adequate allocation of financial resourcea
towards PM activities. The HR section, in laison with Line M s, his the
reaponaibility of budgenng for PM activities.
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APPENDICES

Appendix 1: Performance Flanning Form at the beginning of the
Period

PERFORMANCE PLANNING FORM AT THE BEGINNING OF THE PERIOD

{in triplicate] ACADEMIC POSITION AS AN EXAMPLE - these will be
accustorned to specific positiona’ job desriptions,

WL PETVIRIOn

attachment in

No. | Kev Performance | Key Perfarmance Weighting
Area [KPA} and Performance Objectave fTarget al objective
Weighting Indicator {KP1)

1 Teaching (45 %) | Courss outlines | Draft 2 course 5%

outlines for AAA

302 and HBE 405
Teaching notes | Develop Teaching %

notes for AAA HBR

and CCC 405
Teaching/cours | Teaching two %
e delivery COUTSEs
Asseanment Examine, mark and o
documents PrOCEss ASMCES

students in two

courses= AAA 302

and BBBE 405
Students Administer 2
evaluntion of students evadiinmion
tecturers forms | form for my bao

courses
Students Visit and supervise EE
attachment students on




Hiantyre, Lilongwe

and Mrym
Research and Conference Present 1 ™
publications paper conference paper
{35%) dunng the year
Rescarch report | Winte 1 research %
report during the
yeir
Journal article | Publish 1 journal 1%
article during the
year
Srudenta’ Supervise 5 10 %
dissertations Undergraduates
and 2 MA students
Consultancy, Technical and Write and submit 2 [
service and financial technical and 2
outreach proposal financial proposals
{20 %} during the year
Consultancy Froduce 1 6%
report consuliancy repart
College Participate in 2 A%,
Commirtes College wide
membership Committees
Service to the Become pan of the A
Department 2 departrental
taskiorce
memberships

TOTAL




Academic managers beanng ttles of Vice Chancellor, Deputy Vice
Chancellor, Exceutive Dean and Head of Department but are still invelved in
teaching will have higher weighting in management than in teaching and
resennch.



Appendix 2: Performance planni

at the beginni

af the

-y

PERFORMANCE PLANNING AT THE BEGINNING OF THE PERIOD
[in triplicate]. SUPPORT POSITION: OFFICE ASSISTANT

Nov | Key Key Performuance Performance Weighting
Performance Indicator (KPT) Osjective [ Target of
Area (RPAM objective
Weighting
1 |Office support | Doors and affices Open and closs 10%
services (25%) | opened and closed | doors daily
Dilices farmiture Cleaning furniture L2
cleaned daily
Office utensils Ensure office 6%
meant for utensils/stores for
oficef teaching use | use are tidied up
and stores tidicd up | daily
appropriately.
El Photocopying | Decuments Undertaking 5%
aundd Benelmg phatacopared photocapying dady
[25%
Decuments bound. | Ensure documents 53
are bound
Ecrap paper and Ensure scrap paper 5%
rubbish dispesed of | and rubbish s
dlingeed of
regularly
Ho. of Reports on Report on faculty I
fautty machines machines
Ecuip el | Clean eguipment T
dadly daily




Maintenance

Notices collected and

Ensure nofices are

of Notice posted collected from the
Hoards | 15%) appropniate office
nni posted an
notice board
Uverdue notices Remove overdus %
remuoved for filing notices for filing
Preparing Roam cleaned Ensure meeting R
roams for roams are cleaned
meetings
[20%)
Tahles, chairs and Arrange tahles snd T%
equipment arranged | equipment in
readiness for
meetngs
Equiperient carried Ensure appropriate 4%
to the meeting room | equipment in
carried to the
meeting room
Documents and Collect documents 4%
equipment collected | and equipment o
to the appropriate appropnate office
office after the meeting
Dustributing Requisitions Collect requisitions 5%
Voo d and from cffices
nsumables circulated.

(10%)




Stanonery and Deliver stationery 5%
consumahles and consumahles
delivered to offices | to other offices
Handiing mail | Mad movesd to other | Moving maal from )
5% affices Regatry to other




Appendix 3: Performance Contracting/Agreement Form

PERFURMANCE CONTRACTING fAGREEMENT FORM

fin triphicate]
SECTION A

PREAMELE
THIS Agreement/contract ia entered into for the penod

~.hetween the Kamuzi University of Health Setences
lhrn:ll’l:l referred (o as the *Employer”) and

B AR o[referred to as the “Employee”)
hd:ﬁn;ﬂ.u! PR e An the
Schoal {DepartmentfSection/Unlt of ..o e s s

SECTION B
VISION AND MISSION
Lo O E iy ik s b i g ks oo o ek LA AL L4 bl e A
g 8 X H A
SECTION C

ORGANISATION'S STRATEGIC OBJECTIVES/OUTCOMES

No. | STRATEGIC ORIECTIVES fOUTCOMES

2.




SECTION D

KEY DUTIES AND RESPONSIBILITIES (JOB DESCRIPTION)
Key Performance Aren [Purposs) af the Post

Key Performance Arean [Key Duties and Reaponsitelities):-
]
L




During the period ..

i {5

the . aiee cerrrees WL De o follownc-

Agreed Objectives (Not more than six}

Serd | Key Performance Olyeetive) | Target | Hesoure | Crtical
al Perform | Indicator Target Diare [ Assumption
HNo. | ance Require | s
Areas d
1
2,
3
4.
5.




SECTION F
PERFORMANCE IMPROVEMENT & DEVELOPMENT AGREEMENT (MDA}
Tdentified Performance Challenges:

Underlying Causes:

Previous Interventionsa:

Remedial Action Plan
SECTION G
PERSONAL PROFESSIONAL DEVELOPMENT PLAN [PPDF)

Aspiration or ldentfied Potential f Real Proficiency Gaps:




SECTION H
CONTRACTING fAGREEMENT
Emplovee’s Name




Appendix 4: Performance evaluation form at the end of the period
PERFORMANCE EVALUATION FORM AT THE END OF THE PERIOD |in triplicate)

ACADEMIC POSITION: LECTURER

No | Hey Hey Performanee Weight | End of Ends  of | Final | Remasks
Performance | Performanc | Objective f Target Period Period Rating
Arca (kPA} and | ¢  Indicator Rating Rlnng
Weighting (L] [Employee| (Supervis

or)
1 | Teaching (45 | Course Draft 2 course | 5% I taught 2|Venfied [4
= outlines outlines for HREM COUTSER

302 and PAS 405
Teaching Drevelop % I developed | Venfied |5
noles Teaching  notes W course

for HRM 302 and outlines and

PAS 405 teaching

notes

Teaching/ |Teaching  two | 20%% Deliversd Verified | 16
colirae cotirses W Courses

delivery




Assesament | Examine, mark 1 examined,
documents | and process marieed and Verified
nssess  students processed

in [Wo Courses- and
HREM 302 and ansessed
PAS 405 astudents as
planned
Students Administer Students Verified
evnluation | students evalunted
of lecturers | evaluation form my 2
forms for my two COUrses
COUrses
Students Visir amd Visaned Verified
attachment | supervise students an
sypervision | sfudents an attachment
attachment  in in  Blantyre
Blantyre, Lilongwe
Lilomgwe and and Mzuzuy




Fesearch and | Conlerence | Present T[T
publications | paper conference paper
355 durng the year
Rescarch Wrile 1 rescarch | 8%
repart report during the
’H.I'
Journal Publish 1] 0%
article journal  article
during the year
Smdenis” Snperﬂn 5 BA | 10%
dissertation | and 2. MA
students
Consultancy | Technical | Write and | 6%
service  and | and submit 2
outreach finmncial techeical and 2
20 %) proposil financial
propasals dunng

the year




Consultanc | Produce 1]6%
¥ report consultancy
Teport
Callege Participate in 2| 4%
Committee | College wide
membershi | Committees
p
Sernice  to | Become part of | 4%
the the 2
Department | departmental
taskforee
memberahips
TOTALS
Employees Name Supervisor's Name Witness's Name
BREDMANRN SRR s




Appendix 5: Performance evaluation form at the end of the period
PERFORMANCE EVALUATION FORM AT THE END OF THE PERIOD

[en triplicate]

SUPPORT POSITION: OFFICE ASSISTANT

No. | Key Key  Performance | Performance Weight [End  of | End of | Final
Performanc | Indicator (KP1) Objective fTarget Perdod Period Riting
= Area Rating Rating
[KPA) and (Employee] | (Supervisor)
Wiesghting

1 |Ofhee Doors and offices | Open and close | 10%

BUpgOrE opened and | doeors daily

SOTViCTE chosed

[25%
Offices  furniture | Cleaning P
cleaned furniture dasly
Orifiee utensils | Ensiire office B%
meant for | utensils/ stores
office fteaching for use are
use and stores | ticied up daily




up

appropriately.
Photocopyi | Documents Undertalang 5%
ng and | photoropied photoropying
Hinding dasily
[25%
Documents Ensure 5%
bound. decumetits are
bound
Scrap paper and | Ensure scrap 5%
rubbish disposed | paper and
of rublbish is
disposed of
regularly
No. of Repons on | Report on 3%
faulty machines, | faculty
machines
Equipment Clean T
cleaned daty equipment dady
Maintenanc | Noticeas  collected | Ensure notwes. | 107
e af Notice | and posted are collected




Boards from the
[15% appropriate
office and
prated on notiee
basard
Overdue notices | Remove overdue | 5%
removed for filing | notices for filing
Preparing. | Reoms cleaned Ensure meeting | 5%
rooms  for rooms are
meetings cleaned
(20
Tables, chairs Arrange tables [ T
and equipment and  equipment
arranged in readiness for
meetings
Equipment Enstire %
carried 1o the appropiaie
MEETig rooms equipment s

carried to the

MCETINE MO0




Documents and | Collect %
equipment documents.  and
collected to the equipment o
appropriate office | appropriate
office after the
mecting
Distributin | Requisitions Collect [T
B stathonery collected and | requisitions
and circulated. fram offices
consumiabl
en (109
Stationery and | Deliver 5%
© hal voand
delivered 1o consamables 1o
offices other offices
Handling Mail moved o | Move mail from | 5%
il 5% other offices Hegistry o aiher
affices

TOTALS




Employee’s Name

[ o i

Counter Signng Officer’s Name




Appendix 6: Rating and Rewards and Sanctions
RATING AND REWARDS AND SANCTIONS

The following are the recommended pewards and sanctions related 1o
various performance levels:

Seare FPerformance | Description of Rating Recommended
tevel Reward/Sanction
=  Omoe off payment
85— 100 | Level 4 Excellent (Excepiional » Eligibility for Promotion
14 Performanoe * Special assignments
Cutstanding/Demonstrating | » Distinguished Awards
clear innovanon) *  Professonal leave
= Tenure
TO=84 |Level X Very Good (High = Letter of commendation
(1=1] Performance) »  Elligibility for Merit
increment

= Professional leave

= Training and development

50-69 |Level2 Good [ Average *  Mentorship
1] performance] = Manager's supporn
« Coaching/counssling
=49 Level 1 Poor performance s Training and development
1] (nconsistent Performancef | » Sanction e g Warning
Unsatisdactany) letter, Non = renewal of
contract Extension of
probation period
Termination of
Employment




Level 0

Cannot be assessed, The
goal or ohpective cannot be
assessed die 1o factons
oitaide control of employes
.8 illness, failure of co=
dependent etc.

Refer the case to the Human
Resource Office Officer for the
MECERSRTY Betlon

£




