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Performance Scorecard
2022/2023 
	
PERFORMANCE SCORECARD –  POSITION  


	
Employee Name:
	
	Employee Number:
	

	
Job Title:
	
	Division:
	

	Reporting Authority:
	
	Financial Year:
	2022/2023

	Position Purpose:
	

	
The period of this Performance Agreement is from 01 April 2022 to 31 March 2023


	Signed and accepted by: Employee
	
	Date:
	

	Signed and accepted by: Line Manager
	
	Date:
	



	No.
	BSC
	STRATEGIC OBJECTIVE
	KPAs
	KPIs 
	Weight
	Annual Target
	Baseline
	Annual Target Rating 
	Performance 
evidence

	
	
	
	
	
	
	
	
	1
	2
	3
	4
	5
	

	
	
	
	
	
	85%
	
	
	Poor /Unacceptable
	Weak / Less than acceptable
	Good
	Very Good
	Excellent
	

	1.
	Customer and Stakeholders Management

	

Well-governed and high-performing organisation

	
	
	
	
	
	
	
	
	
	
	

	
	
	

Increased contribution of small enterprises in the Gauteng Economy
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Sustainable enterprises that create and maintain jobs 

	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Increased number of supported small enterprises that are sustainable and creating jobs 
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	 Improved Balance Sheet to support small enterprises


	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Increased number of supported small enterprises that are sustainable and creating jobs support small enterprises
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2.
	Internal Processes
	
Well-governed and high-performing organisation

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. 
	People & Learning
	Well-governed and high-performing
	
	
	
	
	
	
	
	
	
	
	

	4.
	Financial

	Well-governed and high-performing organisation
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



















2. GEP VALUES (10%)
The values require targeted management focus to ensure they are visible and ‘lived’, and they are to be assessed as part of the performance management approach of the Gauteng Enterprise Propeller, under direction of the Board and the Chief Executive Officer.
	Values 
	1
	2
	3
	4
	
Examples
	

Score

	Passion:  Show passion in delivering services to Gauteng entrepreneurs.
	Poor/Unacceptable
	Weak. Less than Acceptable
	Good
	Very Good
	
	

	MOTIVATION (2%)
Passion:  Show passion in delivering services to Gauteng entrepreneurs.
	
	
	
	
	
	

	OWNERSHIP (2%)
Courage:  Always act courageous, and taking ownership.
	
	
	
	
	
	

	UBUNTU (2%)
Collaboration:  Collaborate with other institutions to make a meaningful impact in the lives of small businesses. 
Diversity:  It takes people from different backgrounds to make an organisation succeed.

	
	
	
	
	
	
	

	LEADERSHIP (2%)
Good governance:  Ensuring business objectives are achieved, whilst safeguarding business sustainability.
Ethical leadership:  Management to regard the interest of the organisation above their own; set an example to employees and manage the organisation according to the code of ethics; lead ethically and effectively
Accountability:  Display integrity, accept responsibility, follow internal controls and be transparent.
Honesty:  Employees to conduct themselves in the most ethical manner and show honesty.
Integrity:  GEP, its management, employees and all stakeholders should endeavour to act with integrity at all times.



	
	
	
	
	
	

	DEPENDABLE (2%)
Customer centricity- providing excellent customer experience
Impact-making a sound collaboration in the Gauteng economy
	
	
	
	
	
	








3. KNOWLEDGE, SKILLS AND BEHAVIOURS (5 %)

	Knowledge, Skills and Behaviours
	Description
	Current Proficiency 
	Target Proficiency Level
	Weight

	Key Strategic Sectors
	· Sound knowledge of the key sectors targeted by Government for development; personal acquaintance with key role players; and understanding of their key responsibilities and outcomes
	
	
	

	Strategic Thinking
	· The ability to think at a strategic level in all situations and eliminate operational and tactical issues
	
	
	

	Coordination and Identity
	Knowledge and understanding of the identity of the organisation, where and how it contributes to the local, provincial and national governance mechanisms utilised to govern the mainstreaming of SMMEs and Co-ops and revitalisation of township economies
	
	
	

	Policies and Procedures
	· Knowledge and understanding of public sector policies and procedures applicable to the specific work environment at national, provincial and local level, to ensure that work outcomes are fully compliant
	
	
	

	Financial Principles
	· Sound knowledge and understanding of the principles of finance to ensure proper application in the best interests of GEP and the organisations supported
	
	
	

	Total 
	






4. RECORD OF COACHING SESSIONS FOR Q1 (JULY 2022) AND Q 3 (JANUARY 2023)
 
The purpose of the control document below is to show you how your performance will be managed throughout the year.  It also serves as a reminder to your Manager and helps him / her keep track of meetings held throughout the year. 
	Date of feedback meetings before the mid-year review Q1 in July 2020
	Performance Issue Discussed and Corrective Action to Be Taken

	

	

	

	

	

	

	

	

	

	


	Date of feedback meetings after the midyear review Q3 in January 2021
	Performance Issue Discussed and Corrective Action to Be Taken

	

	

	

	

	
	


	
	



5. PERFORMANCE ASSESSMENTS

5.1 Guidelines for Conducting Performance Assessments
· Manager/Supervisor to request input from “customers” on the Employee’s performance throughout the review period using the 360-degree evaluation systems, where applicable. This may be done through discussion or by asking “customers” to complete a rating form to submit to the Manager/Supervisor for consideration. Customers are able to comment on the Employee’s performance since they have worked closely with him/her on some or all aspects of his/her job.
· Manager/Supervisor to prepare ratings of Employee’s performance against objectives as a result of his/her evidence and “customer” input.
· Manager/Supervisor to ask Employee to prepare for formal appraisal by rating him/herself against the agreed objectives.
· Manager/Supervisor and Employee to meet to conduct formal performance rating and agree final scores.  It may be necessary to have two meetings i.e. give Employee scores and allow him/her time to consider them before final agreement.  In the event of a disagreement, the Manager/Supervisor has the final say with regard to the final score that is given.
· The Manager/Supervisor should make his/her own notes during the formal review meeting and should assign a score in relation to the weighting assigned to a specific performance indicator.  However, should the performance indicator not have been achieved at all or no satisfactory evidence is provided then an appropriate score would be allocated. 
· Only those items relevant for the review period in question should be scored. 
· After the July review, only Manager/Supervisor and Employee to prepare and agree Personal Development Plan and to set new objectives, targets, performance indicators, weightings and dates etc for the following financial year.
· Poor work performance will be dealt with in terms of the poor performance management policy.















6. PERFOMANCE RATING

	


5

	Outstanding performance
	· Performance in all job areas significantly and consistently exceeds the standard and expectations throughout the year
· Performance reflects exceptionally high and superior quality of work performed in all essential areas of responsibility
· Employee performance is outstanding and far exceeds performance of peers. This may include one of the following:
· Exceeds goal targets
· Employee meets or exceeds expectations in spite of unusually challenging circumstances
· Employee’s performance influences others to perform better, by either:
(i) naturally motivating and inspiring others to perform better, 
(ii) coaching others, or 
(iii) creating results that pave the way for others and/or are used as a model

	


4
	Exceeds expectations
	· Performance in job areas is significantly higher than the standards expected throughout the year
· Performance consistently exceeded standards and expectations in all essential areas of responsibility
· Performance reflects excellent quality of work
· Employee regularly assumes some responsibilities beyond the scope of objectives and the call of duty, with good results being achieved
· Employee requires little guidance to perform at a high level
· Employee often demonstrates exceptional behaviors

	


3
	Meets annual targets
	· Performance fully meets the standards expected in all areas of the job. The appraisal indicates that the Employee has fully achieved effective results against all significant performance criteria and indicators as specified in the Performance contract.

	

2

	Poor performance
	Performance is below the standard required for the job in key areas or competence. Performance meets some of the standards expected for the job. The review/assessment indicates that the employee has achieved below fully effective results against more than half the key performance criteria and indicators as specified in the Performance contract.
A Performance Improvement Plan needs to outline how performance can be improved within 6 months

	


1

	Unacceptable Performance
	Performance does not meet the standard expected for the job. The review/assessment indicates that the employee has achieved below fully effective results against almost all of the performance criteria and indicators as specified in the Performance contract. The employee has failed to demonstrate the commitment or ability to bring performance up to the level expected in the job despite management efforts to encourage improvement.



6.1 Mid-year Assessment Form
	Key Performance Indicators (85%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	GEP Values (10%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	Motivation
	2%
	
	
	
	
	

	Ownership
	2%
	
	
	
	
	

	Ubuntu
	2%
	
	
	
	
	

	Leadership
	2%
	
	
	
	
	

	Dependable 
	2%
	
	
	
	
	

	Knowledge, Skills and Behaviour (5%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	Key Strategic Sectors
	1%
	
	
	
	
	

	Strategic Thinking
	1%
	
	
	
	
	

	Coordination and Identity
	1%
	
	
	
	
	

	Policies and Procedures
	1%
	
	
	
	
	

	Financial Principles
	1%
	
	
	
	
	

	GRAND TOTAL:
	100%
	 
	 
	 

	EMPLOYEE SIGNATURE
	MANAGER SIGNATURE
 

	DATE
 
 
	DATE
 
 


6.2 
Year-End Performance Review Form
	Key Performance Indicators (85%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	GEP Values (10%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	Motivation
	2%
	
	
	
	
	

	Ownership
	2%
	
	
	
	
	

	Ubuntu
	2%
	
	
	
	
	

	Leadership
	2%
	
	
	
	
	

	Dependable 
	2%
	
	
	
	
	

	Knowledge, Skills and Behaviour (5%)
	Weighting
	Employee's Rating
	Manager's Rating
	Final Consolidated Score
	Performance Evidence
	Reasons for Non-Achievement

	Key Strategic Sectors
	1%
	
	
	
	
	

	Strategic Thinking
	1%
	
	
	
	
	

	Coordination and Identity
	1%
	
	
	
	
	

	Policies and Procedures
	1%
	
	
	
	
	

	Financial Principles
	1%
	
	
	
	
	

	GRAND TOTAL/AVERAGE:
	100%
	 
	 
	 

	EMPLOYEE SIGNATURE
	MANAGER SIGNATURE
 

	DATE
 
 
	DATE



6 
PERSONAL DEVELOPMENT PLAN

At the end of the performance appraisal you and your Manager must sit down to plan your training and development activities.  These activities must be planned in such a way that they will help you to improve your work performance.  As a guideline you should have a look at where you scored low on your scorecard. Ask yourself why you obtained a low score and what would have helped you to obtain a higher score. E.g. “I would have obtained a higher score for the way I lay out and present my reports and documents if I knew more about Word and PowerPoint.” This gives you a clue that you need to develop your Word and PowerPoint skills. 

If you have done really well on your scorecard and want to advance in your career then you and your Manager need to prepare a development plan that will help you to gain the necessary knowledge and skills to apply for other positions within the organisation.  You need to think carefully about what those positions are in which you are interested and should seek advice from your Manager about how suitable such a position is for you and when you could expect to be ready for such a position.  Remember that planning for career advancement does not guarantee that you will be promoted.  Promotion depends on many other factors such as whether or not vacancies exist, who else applies for the position etc. This must not discourage you from wanting to develop your skills. Remember - You are the master of your destiny.  You are the captain of your soul!

The completed Personal Development Plan will help your Manager to contribute to unit level skills plan.  This unit level skills plan will contribute to the development of a Workplace Skills Plan for the GEP.  The form below provides a sample of what the Personal Development Plan looks like. 

PERSONAL DEVELOPMENT PLAN
	This form has been designed to assist you in developing your training objectives and personal development goals for the year.  The form should be taken with you to your Performance Review discussion.

	Employee Information
	Employee Name:
	
	Manager Name:
	

	
	Job Title:
	
	Job Title:
	

	
	Department Name:
	
	

	Please document your development goals for this performance year.  These should be taken from your performance feedback and from discussions with your Line Manager.

	Development Goals
	1
	 
 

	
	2
	 

	Document any formal training that you think you should attend to enhance your performance.  If you wish to attend more than one training course, please prioritise them with 1 being the most important.
	
	

	Proposed Training
	Training/Development Activity
	Priority
	Mode of Delivery & Time Frames
	Expected Outcome/ Performance Improvements
	Opportunity to Practice
	Support Person/Institution

	
	1
	
	
	
	
	
	

	
	2
	 
	 
	 
	
	
	

	Agree a date within the next 3 months to review progress on the above actions and then sign.

	Review Date and Signatures
	REVIEW DATE:

	
	EMPLOYEE SIGNATURE
	MANAGER SIGNATURE
	

	
	 
	
	

	
	DATE
	DATE
	







6
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