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Managing Performance and Improvement in Rhondda Cynon Taf Council and the Individual Performance Review

The new style Individual Performance Review is part of the revised Performance Improvement Framework currently being prepared to strengthen the performance management culture across the Council. The Individual Performance Review will ensure that you are clear about what you are expected to deliver to meet Council priorities, what you are accountable for and what training, support and development opportunities you may need to improve further. 

Please note that information from the Individual Performance Reviews and Service Self Evaluations are likely to identify similar themes. Depending when in the performance cycle your Individual Performance Review is undertaken, the information from one document can be used to inform and strengthen the other.  

The Individual Performance Review sets out how you contribute to delivering the Council’s priorities as referenced in the Corporate Plan by:
 
· reviewing annual progress you have made in achieving your Delivery Plan objectives 

· setting individual targets to improve. 





Individual Performance Review Structure

The review consists of three sections which are listed below:

· Section 1: Delivery Plan Performance

· Section 2: People Management 

· Section 3: Personal Reflection 

To get the most from your Individual Performance Review you should read through this document beforehand and prepare responses for all sections. You should also consider the answers to the following questions when assessing your performance:

· How well am I doing?
· How do I know?
· How can I improve things further?

In preparation for your review, you will also need the following information which has been sent to you in an email from Human Resources along with this document:

· a copy of your most recent Delivery Plan and monitoring updates (required for section 1, part 1.1)
· a copy of your most recent Performance Indicator monitoring sheet (required for section 1, part 1.2)
· employee data for your service area and team (required for section 2, part 2.1)

Please ensure you have the most up to date information. Delivery Plan monitoring updates and Performance Indicators can be obtained from the shared drive of the Performance Management Team, contact details below:

Chief Executive Division and Corporate & Frontline Services		Claire Crews			01443  680521
Community and Children’s Services					Sarah Macalister-Smith	01443  680378
Education & Lifelong Learning						Jo Hillier			01443  680724
 
At the end of each section you will agree relevant actions with your manager which will lead to personal performance improvement and help deliver Council priorities. You should note these actions on this form and ensure they are monitored on a regular basis as they will be discussed at your next review in 12 months.
SECTION ONE – DELIVERY PLAN PERFORMANCE 

This section consists of two parts which will be used to assess your performance in achieving Delivery Plan actions:
 
· 1.1 Delivery Plan Actions 
· 1.2 Performance Indicators (PIs) 


1.1	DELIVERY PLAN ACTIONS

Discuss your performance by using your allocated service priorities from your Delivery Plan(s). Actions which are allocated to staff who report to you should also be discussed as you would have overall responsibility for their delivery. Other work or projects that you have undertaken in the last 12 months or are currently involved in should also be noted. Be prepared to discuss your progress against meeting your assigned actions.

 (
Discussion
 notes
Actions
 
(use SMART targets
 
– specific, measurable, actions, resources, time)
)Summarise key areas arising from discussions below, along with actions you need to take to improve performance which have been agreed with your manager. Continue on another sheet if required.









1.2	PERFORMANCE INDICATORS (PIs)
Discuss PIs you are accountable for in relation to what they measure, your role in achieving them, any impact on standards and service delivery and if applicable how PIs compare with the Welsh average. If you are accountable for or help contribute to the delivery of any other relevant targets not included in you service area PI list you should make a note of these for the review. 
Summarise key areas arising from discussions below, along with actions you need to take to improve performance which have been agreed with your manager. Continue on another sheet if required.
 (
Discussion
 notes
Actions
 
(use SMART targets
 
– specific, measurable, actions, resources, time)
)


SECTION TWO – PEOPLE MANAGEMENT 

This section looks at how you manage your team which can impact on how Delivery Plan objectives and Corporate Plan priorities are delivered. The section consists of three parts to help facilitate discussion:  

· 2.1	Employee Data 
· 2.2	Employee Engagement
· 2.3	Collaboration 

2.1	 Employee Data

This section contains employee data in the form of service monitoring statistics relevant to your area which should be used to discuss how your management of staff resources helps deliver Council priorities and how you could improve this further. The performance of your service area in relation to the management of absence should also be discussed along with issues such as succession planning and business continuity. 

Summarise key areas arising from discussions below, along with actions you need to take to improve which have been agreed with your manager. Continue on another sheet if required.
 (
Discussion
 notes
Actions
 
(use SMART targets
 
– specific, measurable, actions, resources, time)
)





2.2	Employee Engagement
The staff consultation in April 2016 highlighted four key areas (listed in the table below) which required improvement across all service areas. As part of your review, think about how you relate to your staff in terms of these areas and discuss what you can do over the next six months to improve them for staff and how you can achieve this. 

	
KEY AREAS

	
ACTIONS


	
1. Improving the visibility and accessibility of Management at all levels

Many staff either did not know who senior management were or if they did know felt that they were not visible and accessible.







	

	
2. Improving communication

Staff felt that communication throughout the organisation needed improving. 








	

	
3. Improved management and communication of change

Staff wanted the way change is managed and communicated to be improved.










	

















	
4. Employee wellbeing

Staff in some areas felt under pressure and felt that this may impact on service delivery. This was due to a range of factors, for example the nature of the job, posts not being backfilled and not covering posts when colleagues were off work due to illness








	



















2.3 	Collaboration
Discuss how well you work with others to ensure Council priorities are delivered, this includes working with internal services, partnerships and community groups. 

Summarise key areas arising from discussions below, along with actions you need to take to improve which have been agreed with your manager. Continue on another sheet if required.
 (
Discussion
 notes
Actions
 
(use SMART targets
 
– specific, measurable, actions, resources, time)
)













SECTION 3 – PERSONAL REFLECTION 
This section should address what information, training or development you need in order to perform at your best to ensure Council priorities and excellent service delivery is achieved. Information you have already discussed in section 1 and 2 of this review should be used to inform answers to the questions below. 
	
QUESTIONS

	
RESPONSES

(include SMART targets if applicable – specific, measurable, actions, resources, time)


	
1. How would you rate your overall performance in the last year?

(Objectives set in your previous performance review can also be discussed here)
 




	

	
2. What support do you value from your Manager and what further support would be beneficial in helping you achieve Council priorities? 

(It may also be useful to discuss whether you have the resources and tools needed to perform your job and if not what you require)




	

	
3. What are your personal strengths in achieving Council priorities?















	

	
4. What are your development needs in terms of working to achieve Council priorities and how can these be improved?














	

	
5. If you have any other work related goals which have not been covered in the above questions what are they and how could you achieve them? 

(For example this could include career progression plans)









	

	6. Is there anything else you would like to raise which you have not had the opportunity to discuss as part of this review?









	




You have completed your Individual Performance Review.

Please ensure that agreed actions from sections 1, 2 and 3 of the review are monitored on a regular basis by you and your manager. These actions will be discussed at your next review in 12 months.

2

