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1.

INTRODUCTION

The Samoa Public Service Commission (PSC) is committed to fostering a high performing public
service. Through the Performance Management Guideline, this commitment is realized. It serves to
regulate the performance management process for Chief Executive Officers and Contract Employees
(namely Senior Executives) under the Public Service Act 2004. It provides direction for decision
makers and Senior Executives in understanding and implementing the performance management
framework set out herewith.
This Guideline is part of PSC‟s efforts to ensure that Senior Executives continue to deliver quality
services and outcomes and sustain a culture of accountability for performance through:
 Documenting the specific outcomes expected of Government Agencies in line with
Government priorities, policies and key reforms;
 Promoting a shared understanding of these outcomes and performance standards amongst
respective agencies and decision makers;
 Aligning Senior Executive individual performance targets to Agency outcomes and whole-ofgovernment objectives;
 Providing a means to identify personal performance development goals necessary for
achievement of agreed outcomes;
 Reinforcing the connection between Senior Executives‟ performance, excellent leadership,
effective administration and management practices and promoting a culture of accountability
for performance.
More information regarding the Performance Management Guideline is available at the Senior
Executives Service Division of the Samoa Public Service Commission.

Fa‟afetai,

__________________
Tu‟uu Dr Ieti Taulealo
Chairman
PUBLIC SERVICE COMMISSION
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2.

GLOSSARY AND ABBREVIATIONS

Appointee
Refers to the successful applicant appointed to a Chief Executive Officer or Contract position as per
section 12, 30 and 31 of the Public Service Act 2004.
Agency
General reference to organizations such as Ministries or Constitutional Authorities under the Public
Service Act 2004. The term facilitates description of role of Ministries / Constitutional Authorities in
the performance management process.
Chief Executive Officer (CEO)
The Head of Department of a Ministry and includes the head of a Constitutional Authority.
Commission
The Public Service Commission constituted under Article 84 of the Constitution of the Independent
State of Samoa.
Contract of Employment (COE)
A legal document specifying the terms and conditions employing CEOs and Contract Employees.
Contract Position
Refers to a contract position determined under section 29 of the Public Service Act 2004.
Individual Development Plan
Refers to Section 1.3 of the Performance Management documents where the Appointee rates his/her
skills, abilities and personal attributes. The rating informs professional development needed by
Appointee from time to time.
Job Description (JD)
The written document detailing the duties and responsibilities, competencies, Ministry mandate and
functions of a position occupied by CEO and Contract Employees.
Ministry
A Ministry specified in the Schedule to the Ministerial and Departmental Arrangements Act 2003
(other than the Ministry of Police and Prison) and includes a Constitutional Authority.
Performance Appraisal Document
A document detailing performance progress against planned performance targets. Level of
achievement needs to be indicated against performance indicators and evidence must be attached to
validate performance status.
Performance Management Documents
Refers to the Performance Plan and Performance Appraisal documents and all relevant supporting
documents.

Performance Plan Document
A document consisting of a performance agreement and an individual development plan. It details
performance targets to be pursued by the Appointee for the term of the agreement. Targets must be
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consistent with planning documents such as Strategy of Development for Samoa (SDS), Corporate,
Annual, Management Plans and Budget Outputs.
Procedural fairness
The concept of procedural fairness has two fundamental principles:
 A person directly affected by an impending decision must be afforded a fair hearing prior to
that decision being made;
 The decision maker needs to act without bias in exercising his/her responsibilities.
Public Service
The Public Service constituted by Section 20 of the Public Service Act 2004 and Section VII clause
83 of the Constitution of Samoa.
Public Service Commission
The Public Service Commission constituted by Section VII clause 84 of the Constitution of Samoa.
Same as „Commission‟ above.
Relevant Chief Executive Officer
In relation to an employee or a position, means the Chief Executive Officer of the Ministry in which
the employee works, or of the Ministry in which the position is located.
Responsible Minister
In relation to a Ministry means the Minister for the time being responsible for that Ministry.
Senior Executives
Refers to all Chief Executive Officers and Contract Employees who are legally employed by the
Public Service Commission pursuant to the Public Service Act 2004.

3.

LIST OF DIAGRAM AND TABLES
1. Diagram 1: Performance Management Framework – Integration of Government Planning
Framework and Performance Management Cycle for Senior Executives.
2. Table 1: Stages of Performance Management Process for Senior Executives.
3. Table 2: Traffic Light Assessment and Performance Descriptors.
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4.

PURPOSE AND OBJECTIVES

(a) Purpose
The Performance Management Guideline provides a clear pathway for Senior Executives in the public
service to layout performance plans and agreements, be accountable for performance outcomes and
enhance individual contribution to organizational and whole-of-government targets. The Guideline
aims to:
 Improve achievement of whole-of-government priorities;
 Align performance expectations at strategic, operational and divisional levels;
 Advance a culture of accountability for performance;
 Enhance leadership capabilities;
 Improve individual and organizational performance;
 Enhance shared understanding of organizational goals;
 Encourage continuous professional development;
 Recognize good performance and address underperformance.
The following diagram illustrates the performance management framework - integrating the
Government planning framework with the performance management cycle for Senior Executives.
Diagram 1: Performance Management Framework - Integration of Government Planning
Framework and Performance Management Cycle for Senior Executives.
GOVERNMENT PLANNING

Strategy for the
Development of Samoa

PERFORMANCE
MANAGEMENT CYCLE

Whole of Government –
national/sector

Sector Planning –
Inter-agency

Corporate Planning –
Agency Level

Agency Level –
within Ministry

Management Planning –
Divisional Level

Individual Planning – Key
Result Areas

Individual Level Performance Plan

The performance management framework complements the Government Planning Framework in all
facets. The integration aligns Government objectives to individual performance targets at the wholeof-government, agency and individual levels. This integration if effectively applied facilitates a
trickling effect to other tiers of the planning and performance processes.
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(b) Legislative Mandate
The Performance Management Guideline is mandated under the:
 Contracts of Employment
 Sections 12(4), 33 and 48 of Public Service Act 2004
5.

PERFORMANCE MANAGEMENT POLICY

(a) Policy
The key aspect of the Performance Management Guideline is sustaining quality performance
recognized through effective / efficient service delivery. The general policies underpinning the
performance management process are:
1. Shared understanding amongst respective agencies and decision makers of specific outcomes
and performance standards expected to be achieved over specific periods;
2. Integrate and align performance objectives at whole-of-government and agency level to
inform individual performance targets;
3. Evidence based performance (realistic and measurable performance indicators);
4. Ensure continuous professional development;
5. Reinforce connection between performance, excellent leadership, effective administration and
management to cultivate a culture of high performance and accountability;
6. Credible, open, fair and transparent performance management process.
(b) Guiding Values and Principles of Employment
The following Samoa Public Service values and principles guide the implementation of the
performance management process for Senior Executives.
Values
Honesty

Impartiality

Respect

Transparency

Accountability

Effectiveness
& Efficiency

How these are incorporated into the Process
 Performance targets to be realistic and truthful;
 Results and outcomes measured on basis of evidence or impact in line with
respective laws and policies.
 Performance management related decisions made without fear or favor;
 Decisions made on basis of their merits;
 Provide impartial advice on performance issues or matters relating to
performance process.
 Treating fellow workers / colleagues and members of the public with
respect;
 Refrain from giving special treatment / favours because of social status.
 Being clear and open about the decisions and reasons on which those
decisions are based;
 Being prepared to share organisational information that is not subject to
confidential requirements.
 Knowing what you are responsible for delivering;
 Being prepared and able to answer for the resources used, decisions made
and results achieved;
 Taking responsibility for the outcome of the performance management
issues (planning, monitoring, reviewing, evaluation).
 Ensuring alignment of performance targets to Agency and whole-ofgovernment objectives;
 A performance management process that is timely whilst maintaining
procedural fairness and high performing Senior Executives.
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Principles
Fairness

How these are incorporated into the Process
 Decisions on performance management matters must be fair and proper;
 The presence of an independent character throughout the performance
management process.
Confidentiality  Information relating to performance management is for official purposes
and should not be accessed or manipulated for personal gain;
 Internal Agency to have policies and procedures mitigating misuse of
official information.
 Performance management issues provided and assessed on basis of their
Integrity
merits and not misuse status or authority to influence outcome of process;
 Honest and committed to perusing planned targets and drives performance
irrespective of personal preferences relating to authority.
 Performance Management policy and process reflects Public Service values
Ethical
and code of conduct;
 Process inspires trust by treating all individuals fairly and consistently.

6.

PERFORMANCE MANAGEMENT PROCESS

(a) Overview of Performance Management Cycle
The Performance Management Cycle for Chief Executive Officers and Contract Employees consist of
three (3) Stages implemented concurrently throughout a contract term. The stages are:
1) Stage One – Performance Planning
2) Stage Two – Appraisal and Review
3) Stage Three – Rating and Evaluation

Table 1 below illustrates the performance management cycle and performance requirements per
stages.
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Table 1: Stages of Performance Management Process for Senior Executives
Periods
Start Date (1-4
weeks)
Financial Year 1
(31 May – 30 June)

STAGE 1:
Performance Planning
Performance Plan 1 –
prepare and finalize.
Performance Plan 2 –
prepare and finalize.

18 months from
Start Date
Financial Year 2
(31 May – 30 June)

30 months & 33
months from Start
Date
Financial Year 3
(31 May – 30 June)

End of Financial
Year 3

Performance Plan 3 –
prepare and finalize.

Performance Plan 4 –
prepare and finalize.

STAGE 2: Appraisal
and Review

Performance Appraisal 1
– discuss with
responsible authorities
and finalize.
Appraisal of 18months
performance plan.
Performance Appraisal 2
– discuss with
responsible authorities
and finalize.
Appraisal of 30 months
and 33 months
performance plan.
Performance Appraisal 3
– discuss with
responsible authorities
and finalize.
Performance Appraisal 4
– discuss with
responsible authorities
and finalize.

STAGE 3: Rating and
Evaluation

Assessment by Selection
Panel for Commission &
Cabinet endorsement.

Assessment by Selection
Panel for Commission &
Cabinet endorsement.

Assessment by PSC &
submission for
Commission Information

7.
PERFORMANCE MANAGEMENT PROCEDURE
(a) Stage 1: Performance Planning (Agreement and Individual Development Plan)
The Performance Plan consists of an Agreement and Individual Development Plan for a CEO or
Contract Employee. As reiterated earlier, the performance plan allows the Appointee (CEO or
Contract Employee) to document and set annual performance targets reflecting specific outcomes
expected of Government Agencies in line with priorities of the Government of the day.
The Appointees and responsible authorities (Responsible Ministers or Relevant CEO) are expected to
make informed contribution to the performance plan and assure annual performance targets reflect
Government‟s strategic direction, are realistic, practical and contribute to the greater good of the
community.
The annual performance management process and procedure begins with the appointment of a Chief
Executive Officer or Contract Employee. 0
1) Confirmation of appointment
Upon appointment to a CEO or contract position and confirmation of the commencement date of
employment, the contract of employment is executed between the Appointee and the Commission
on behalf of the Government of Samoa.
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The Contract of Employment documents and legalizes the terms and conditions, which both parties
agree on. This binding agreement governs the Appointee‟s employment for the duration of the
Contract term.
Procedure 1:
i.
Confirm commencement date and execute contract signing (Refer to Recruitment and
Selection Manual for CEO and Contract Employees for more information);
2) Performance Plan 1 – Four(4) Weeks from Commencement
The Appointee is required to submit a first performance plan consisting of a performance
agreement and development plan. The first performance plan is due four (4) weeks from the
commencement date. (Refer to Letter 1: Commencement Date for CEOs and Letter 2:
Commencement Date for Contract Employees).
Performance plan reflect set targets for the financial year in which the Appointee commences. It
must reflect objectives in planning documents (namely: Strategy for Development of Samoa,
Sector Plan(s), Corporate Plan(s), Management Plan(s), Budget Information, Capability Plan,
Service Charter and other documents). Planning periods are affected by commencement dates. For
instance, if the Appointee‟s commencement date falls in month of March, then the performance
plan above reflects targets of the remaining months up to 30 June of current financial year. A new
performance plan is re-submitted for the next financial year. The same arrangement applies when
commencement date falls in month of September.
Note:
 For initial appointments or reappointments, performance targets prior to the
commencement of the financial year (FY) must highlight / focus on targets that can be
achieved in these few months.
 The Commission reserves the right to be flexible in viewing performance agreements
outside FY depending on practicality to submit. For instance, (1) Appointee’s
commencing in April may submit the agreement in May for the FY rather than the few
months prior to, give the close proximity to start date of FY. (2) Appointees
commencing in September may submit in October and the Commission can peruse this
agreement given it’ll be 7 months before the FY agreement is submitted.
 For Section 1.3 – Appointees are expected to assess themselves against the
competencies (i.e. skills and abilities and personal attributes) and advise if capacity
building is needed in any area to aid in achieving performance targets.
 For guidance on how to complete individual development plan, refer Appendix A
Guideline 01.
Performance targets are set and agreed to by the Appointee (CEO or Contract Employee) and
responsible authority (Responsible Minister or Relevant CEO) after thorough discussions and
consultations. For CEOs and Contract Employees, the Commission assists in setting performance
targets to incorporate any national / agency priorities that require attention during the financial
year.
Procedure 2:
i. CEO and or Contract Employee upon commencement of employment to prepare
performance plan 1 for submission to PSC four weeks from the commencement date
of employment. (Refer to Guideline 1: How to prepare a Performance Plan for more
information in writing performance plan).

11 | P a g e

Performance Management Guideline for SPS Senior Executive
Public Service Commission

a. For CEOs: must liaise with Responsible Minister and Commission in setting
relevant performance targets. Agreed performance plan is signed by
Responsible Minister and CEO formalizing the agreement and referred to
Commission for endorsement, prior to expiration of four weeks from
commencement date. (Refer to Template 1: Performance Plan for CEO)
b. For Contract Employees: must liaise with the Relevant CEO and Commission
in setting relevant performance targets. Agreed performance plan is signed by
Relevant CEO and Contract Employee formalizing the agreement and referred
to Commission for endorsement, prior to expiration of four weeks from
commencement date. (Refer to Template 3: Performance Plan for Contract
Employees)
ii.

PSC receives performance plan 1 and submits to Commission for comments on
relevance / linkage of performance targets and indicators to strategic objectives of the
Ministry / Government and in delivering public service to the community.

iii.

If performance targets and indicators are relevant and practical, Commission to
approve and Chairman to endorse the performance plan. PSC acknowledges receipt of
first performance plan. Documents to be kept in appropriate records. (Refer to Letter 3:
Acknowledgement)

iv.

However, if the Commission advises the performance plan need amending, PSC to
advise Appointee (CEO or Contract Employee) copying either Responsible Minister or
Relevant CEO, of changes and a final performance plan to be re-submitted within two
(2) weeks, from advise. The finalized performance plan once submitted is perused and
endorsed by the Commission. PSC to acknowledge receipt of first performance plan.
Documents to be kept in appropriate records. (Refer to Letter 4: Relevant Changes to
Performance Management Documents)

Note:
For activities shared amongst several Ministries / stakeholders, document only activities in
performance targets relevant to the CEO or Contract Employee for the active period. This
helps to track agency / division contribution to a sector initiative and the like.
3) Performance Plan 2 – Financial Year One (1)
The second performance plan for CEOs and/or Contract Employees to document performance
targets for the first financial year since commencement of appointment is due by 31 May of
current year. This ensures the performance plan is finalized and approved prior to the start of each
financial year. (Refer to Letter 5: Performance Appraisal and Performance Plan Due)
Procedure 3:
i. CEO and or Contract Employee prepares performance plan 2 for submission to PSC
by 31 May of current year. Performance targets to reflect work commitments in valid
Ministry plans and subsequent budget. Procedure 2(i)(a & b) above details process in
setting performance plan.
ii. Same as Procedure 2 (ii).
iii. Same as Procedure 2 (iii).
iv. Same as Procedure 2 (iv).
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4) Performance Plan 3 – Financial Year Two (2)
The third performance plan for CEOs and or Contract Employees to document performance
targets for the second financial year since commencement of appointment is due by 31 May of
current year. This ensures the performance plan is finalized and approved prior to the start of each
financial year. (Refer to Letter 5: Performance Appraisal and Performance Plan Due)
Procedure 4:
i. CEO and or Contract Employee prepares performance plan 3 for submission to PSC
by 31 May of current year. Performance targets to reflect work commitments in valid
Ministry plans and subsequent budget. Procedure 2(i)(a & b) above details process in
setting performance plan.
ii. Same as Procedure 2 (ii).
iii. Same as Procedure 2 (iii).
iv. Same as Procedure 2 (iv).
5) Performance Plan 4 – Financial Year Three (3)
The fourth performance plan for CEOs and or Contract Employees to document performance
targets for the third financial year since commencement of appointment is due by 31 May of
current year. This ensures the performance plan is finalized and approved prior to the start of each
financial year. (Refer to Letter 5: Performance Appraisal and Performance Plan Due)
Procedure 5:
i. CEO and or Contract Employee prepares performance plan 4 for submission to PSC
by 31 May of current year. Performance targets to reflect work commitments in valid
Ministry plans and subsequent budget. Procedure 2(i)(a & b) above details process in
setting performance plan.
ii. Same as Procedure 2 (ii).
iii. Same as Procedure 2 (iii).
iv. Same as Procedure 2 (iv).

(b) Stage 2: Performance Appraisal (Review)
Performance Appraisal intends to provide positive and developmental feedback on progress of
performance against targets in the Performance Plan. It provides an opportunity for the
Appointees to discuss strategic issues with responsible authorities (Responsible Minister or
Relevant CEO) and reflect on contribution made against expected outcomes of the Ministry.
Performance Appraisal periodically reviews the set performance targets (identified in the
performance plan) throughout the contract term and is prepared simultaneous to Performance
Plan.
The appraisal process consists of two (2) face-to-face consultations throughout the contract term.
The intentions of the consultations are to:
1. Provide an avenue for impartial/independent assessment;
2. Opportunity for Appointee to justify and be accountable for performance;
3. Reflect on impact of performance within Agency and community (if relevant);
4. Provide a multi-sourced assessment;
5. Recognize good performance;
6. Address poor performance and provide avenues for improvement.
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The Commission conducts the face-to-face review consultations during:
 Mid-term review (18 months) – first consultation
 End of term review (30 or 33 months) – second consultation
The Commission at any time may opt for wider representation of assessors to form part of a
review team for CEO or Contract Employee performance. In this case, the Commission appoints
representatives as it deems relevant to positions reviewed.
Performance Appraisals rely on evidence to support progress of respective performance targets.
This is a critical factor in the implementation of the performance management framework and is
manifested in the process and template guiding performance appraisals.
1) Performance Appraisal 1 – Review of Period outside Financial Year 1
The first performance appraisal reviews performance plan 1. The appraisal is due by 31 May of
the current year prior to commencement of the next financial year. (Refer to Letter 5
Performance Appraisal and Performance Plan Due)
Procedure 1:
i. CEO and or Contract Employee completes performance appraisal template and are
expected to list progress against respective performance targets and compile evidence to
support progress identified. (Refer to Guideline 2: How to prepare a Performance
Appraisal for more information in completing a performance appraisal).
ii. Completed performance appraisal template submitted to responsible authority for perusal
and endorsement. Appointee to make time to meet with responsible authority to discuss,
validate and justify status of performance targets.
a. For CEOs, the responsible authority is the Responsible Minister. After discussion
of the progress of performance targets, the approved performance appraisal is signed
by the Responsible Minister and CEO and referred to the Commission for perusal,
prior to 31 May of current year. (Refer to Template 2: Performance Appraisal for
CEO).
b. For Contract Employees, the responsible authority is the Relevant CEO. After
discussion of the progress of performance targets, the approved performance
appraisal is signed by the Relevant CEO and Contract Employee and referred to the
Commission for perusal, prior to 31 May of current year. (Refer to Template 4:
Performance Appraisal for Contract Employees).
iii. PSC receives performance appraisal and assesses the following:
a. Progress of performance targets against planned targets and performance indicators;
b. Evidence provided to validate progress of performance targets;
c. Assess progress towards competencies and individual development plan.
iv. PSC receives performance appraisal and submits for Commission assessment. If
validation and evidence supports the progress of performance, PSC to acknowledge
receipt and documents to be kept in appropriate records. (Refer to Letter 3:
Acknowledgement of Documents)
v. However, if validation and evidence is not in line with progress of performance, PSC to
advise the Appointee (CEO or Contract Employee) copying responsible authority to
provide further clarification of performance status with documents received by PSC
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within two (2) weeks of receipt of advice from PSC. Same is referred to the Commission
for perusal and endorsement. Subsequently, PSC to acknowledge receipt of documents
and file in appropriate records. (Refer to Letter 4: Relevant Changes to Performance
Management Documents)
vi. In instances (iv) and (v) above, PSC may advise the Appointee on content of performance
appraisal specifically with reference to performance targets, indicators, individual
development plan or comment on evidence verifying performance progress.
Recommendation(s) from the performance appraisal informs the next performance plan as
these documents are prepared simultaneously on an annual basis. The intention is for
work that is not completed or achieved to be carried forward to the subsequent
performance plan to guarantee completion, provided it remains valid.
2) Performance Appraisal 2 – Review of End of Financial Year 1
The second performance appraisal reviews performance plan 2. The appraisal is due by 31 May of
the current year prior to commencement of the financial year. (Refer to Letter 5: Performance
Appraisal and Performance Plan Due)
Procedure 2:
i. CEO and or Contract Employee completes performance appraisal template by reflecting
on progress of performance plan 2. Appointees are expected to list progress against
respective performance targets and compile evidence to support progress identified.
(Refer to Guideline 2: How to prepare a Performance Appraisal for more information in
completing a performance appraisal).
ii. Same as Procedure 1 (ii)(a & b)
iii. Same as Procedure 1 (iii)(a, b & c)
iv. Same as Procedure 1 (iv)
v. Same as Procedure 1 (v)
vi. Same as Procedure 1 (vi)
3) Performance Appraisal 3 – Review of End of Financial Year 2
The third performance appraisal reviews performance plan 3. The appraisal is due by 31 May of
the current year prior to commencement of the financial year. (Refer to Letter 5: Performance
Appraisal and Performance Plan Due)
Procedure 3:
i. CEO and or Contract Employee completes performance appraisal template by reflecting
on progress of performance plan 3. Appointees are expected to list progress against
respective performance targets and compile evidence to support progress identified.
(Refer to Guideline 2: How to prepare a Performance Appraisal for more information in
completing a performance appraisal).
ii. Same as Procedure 1 (ii)(a & b)
iii. Same as Procedure 1 (iii)(a, b & c)
iv. Same as Procedure 1 (iv)
v. Same as Procedure 1 (v)
vi. Same as Procedure 1 (vi)
4) Performance Appraisal 4 – Review of End of Financial Year 3
The fourth performance appraisal reviews performance plan 4. The appraisal is due by 31 May of
the current year prior to commencement of the financial year. (Refer to Letter 6: Performance
Appraisal Only)
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Procedure 4:
i. CEO and or Contract Employee completes performance appraisal template by reflecting
on progress of performance plan 4. Appointees are expected to list progress against
respective performance targets and compile evidence to support progress identified.
(Refer to Guideline 02: How to prepare a Performance Appraisal for more information in
completing a performance appraisal).
ii. Same as Procedure 1 (ii)(a & b)
iii. Same as Procedure 1 (iii)(a, b & c)
iv. Same as Procedure 1 (iv)
v. Same as Procedure 1 (v)
vi. Same as Procedure 1 (vi)
5) Mid-term Appraisal – 18 Months since commencement
The face-to-face consultations alluded to earlier is conducted twice during the contract term. The
time period for such consultations is dictated by the periods of 18 months or 30 months since
commencement and most likely occurs during Procedure 1 through to Procedure 4 above.
The mid-term review is conducted 18 months into the contract term. This review is the first faceto-face consultation carried out by the Commission to validate and follow progress of performance
targets. The most recent performance plan and appraisal documents are provided as base
information for this process.
Procedure 5:
i. On or about 18 months of the current contract period, the PSC advises the Appointee of a
meeting to discuss the mid-term performance appraisal. PSC is responsible for organizing
the face-to-face consultation. (Refer to Letter 7: Performance Appraisal Consultation).
ii. Information for this consultation will include recent performance plan and appraisal
documents and reports, feedback from Responsible Minister / CEO on performance, job
description, (if necessary) copy of contract and other information available to the
Commission relating to the Appointee‟s performance. The Appointee may provide further
evidence to support claims of performance progress. PSC reserves the right to attain
feedback (colleague / stakeholders / community) as validation of performance issues. This
information should be available during the consultation. (Refer to Template 6: Colleague
Assessment Form).
iii. The consultation will take place at the Office of the Public Service Commission unless
otherwise advised. Attendees include the Appointee, Commission, Secretary PSC or
delegate and SES staff of PSC as Secretariat unless otherwise advised. The Minister or
CEO of the Ministry is given an opportunity to comment in writing on the Appointee‟s
performance but will not be present during the face-to-face consultation.
iv. At the completion of the review consultation, PSC to report to Commission issues and
discussions for confirmation. This report shall comprehensively capture the Appointee‟s
performance achievements or non-achievements, impact of performance and issues for
improvement. (Refer to Template 5: ID to Commission)
a. For CEOs, the report endorsed by the Commission with recommendation on
performance issues / progress is submitted initially to the Responsible Minister for any
comments / feedback (within 3 weeks). The final performance review report is
subsequently submitted to Cabinet for approval.
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b.

For Contract Employees, the report capturing progress of performance is considered by
the Commission and a decision subsequently submitted to the Appointee and CEO.

v. PSC to convey the outcomes of the mid-term performance appraisal meeting upon receipt
of decision from Cabinet or Commission:
a. The conveyance is addressed to the Appointee and Responsible authorities
(Responsible Minister or Relevant CEO);
b. Outcomes and recommendations endorsed by the Commission / Cabinet conveyed to
Appointee. (Refer to Letter 8: Conveying Commission Decision)
6) End-of-Term Appraisal – 30 months from Commencement
The second face-to-face consultation takes places nearing the expiry of contract terms for
Appointees. Respectively for both CEOs and Contract Employees – 30 months from
commencement of contract OR six (6) months before expiry of the contract term;
Procedure 6:
i. On or about 30 months from commencement date of the current contract period, the PSC
advises the Appointee of a meeting to discuss the end-of-term performance appraisal. PSC
is responsible for organizing the face-to-face consultation. (Refer to Letter 7:
Performance Appraisal Consultation)
ii.

Information for this consultation will include recent performance plan and appraisal
documents and reports, feedback from Responsible Minister / CEO on performance, job
description, (if necessary) copy of contract1 and other information available to the
Commission relating to the Appointee‟s performance. The Appointee may provide further
evidence to support claims of performance progress. PSC reserves the right to attain
feedback (colleague / stakeholders / community) as validation of performance issues. This
information should be available during the consultation. (Refer to Template 6: Colleague
Assessment Form).

iii.

The consultation will take place at the Office of the Public Service Commission unless
otherwise advised. Attendees include the Appointee, Commission, Secretary PSC or
delegate and SES staff of PSC as Secretariat unless otherwise advised. The Minister or
CEO of the Ministry is given an opportunity to comment in writing on the Appointee‟s
performance but will not be present during the face-to-face consultation.

iv.

At the completion of the review consultation, PSC to report to Commission issues and
discussions for confirmation. This report shall comprehensively capture the Appointee‟s
performance achievements or non-achievements, impact of performance and issues for
improvement. (Refer to Template 5: ID to Commission)
a. For CEOs, the report endorsed by the Commission with recommendation on
performance issues / progress is submitted initially to the Responsible Minister for
any comments / feedback (within 3 weeks). The final performance review report is
subsequently submitted to Cabinet for approval.
b. For Contract Employees, the report capturing progress of performance is considered
by the Commission and a decision subsequently submitted to the Appointee and
CEO.

1

Specifically (i) copy of contract cover page, (ii) Page 1 of COE, (iii) performance management clauses, (iv) execution /
signature page.

17 | P a g e

Performance Management Guideline for SPS Senior Executive
Public Service Commission

vi. PSC to convey the outcomes of the end-of-term performance appraisal meeting upon
receipt of decision from Cabinet or Commission:
a. The conveyance is addressed to the Appointee and Responsible authorities
(Responsible Minister or Relevant CEO);
b. Outcomes and recommendations endorsed by the Commission / Cabinet
conveyed to Appointee. (Refer to Letter 8: Conveying Commission Decision)
Note: Performance appraisal outcome inform recruitment and selection process and contributes
immensely to „past work performance / experience‟ component of merit.

(c) Stage 3: Rating Performance
The Guideline provides a systematic process for rating and assessing performance effectiveness. This
provides the foundation to determine high performers from poor performers and informs the
achievement or lack thereof of performance targets. On the whole, performance assessment provides
decision makers with the reality of ‘what gets done’ and ‘what needs to be addressed.’ It may also be
the basis for granting performance rewards.
The application of the rating and evaluation process adopted for Senior Executives is clarified below.
1. Weighting:
The weighting column aims to prioritize performance targets. The maximum weighting accorded to
the Appointee‟s performance plan equates to a 100%. Percentages are allocated based on the
Appointee‟s prioritization of work noting importance and impact. It is advisable that careful
consideration is given to prioritization of targets and allocation of percentages during the performance
planning period.
2. Rating:
The rating system adopted is a „traffic light‟ type assessment with descriptors guiding performance
progression. This is a simple, visible and easy way to track progress. It facilitates performance
progression as Appointees attempt to move away from colors indicative of slow or poor performance.
The traffic light assessment with its descriptors is listed in the table below:
Table 2: „Traffic Light‟ Assessment and Performance Descriptors:
Traffic
Lights

5

Performance
Level

Distinguished
Performer

Descriptors
Achieved all targets producing excellent quality and quantity of work
before allocated timeframe. Shows excellent examples in achieving
all performance targets (100%).
 Performs at the maximum level completing and producing excellent
quality and quantity in work results;
 Contributes innovative ideas to improve and achieve work plan;
 Excellent organizational knowledge proven to be valuable in the
achievement of performance targets, success of Division, Ministry
and Sector or whole-of-government objectives;
 Makes significant and positive change to achieve work plan for the
betterment of Division and Ministry;
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4

High
Performer

3

Satisfactory
Performer

2

Improving
Performer

1

Poor
Performer

 A resourceful problem solver and valuable team player who
volunteers ideas to help others;
 Professional and ethical work attitude at all times. Shows integrity
in decisions made and respect for colleagues.
Achieved majority of targets producing high quality and quantity of
work meeting the allocated timeframe. Shows excellent examples in
achieving majority of performance targets (80% - 99%).
 Performs consistently producing high quality and quantity in work
results;
 Contributes effective ideas to improve and achieve work plan;
 Sound knowledge of whole-of-government / Ministry / Division
functions proven valuable in the achievement of objectives and
performance targets;
 Adjusts positively to change necessary to achieve deliverables
within timeframe;
 A valuable team player that effectively contributes to finding
solutions and assist others;
 Professional and ethical work attitude at all times. Shows integrity
in decisions made and respect for colleagues.
Achieved majority of targets producing acceptable quality and
quantity of work within allocated timeframe. Shows acceptable
examples in achieving majority of performance targets (60% - 79%).
 Performs consistently at a satisfactory level and rarely requires
ongoing guidance from Superiors;
 Shares ideas to improve work plan and attempt to achieve wholeof-government / Ministry / Division;
 Good understanding of work responsibilities and
whole-ofgovernment / Ministry / Division functions necessary to carry out
performance targets effectively;
 Open to new ideas and changing situations to achieve work plan
within timeframe;
 Shows ethical work behavior and respect for colleagues.
Achieved only a few targets producing acceptable quality and quantity
of work outside timeframe. Shows acceptable examples in achieving
some performance targets (40% - 59%).
 Generally performs below the acceptable level with evidence of
inconsistencies in the quality and quantity of work results;
 Frequently needs assistance in carrying out performance targets and
requires frequent modification to work results;
 Little knowledge on all work responsibilities and whole-ofgovernment / Ministry / Division functions necessary to carry out
performance targets effectively;
 Targets are significantly late or incomplete with little ideas to
improve work plan;
 Shows ethical work behavior and respect for colleagues but requires
improvement.
Not able or willing to perform targets at the expected level.
Consistently shows poor work behavior (20% - 39%).
 Inconsistency and failure to show quality and quantity in work
results, resulting to others completing the work;
 Frequently needs assistance in carrying out performance targets and

19 | P a g e

Performance Management Guideline for SPS Senior Executive
Public Service Commission

requires frequent modification to work results but does not show
any potential to achieve work plan;
 Demonstrates lack of understanding in work and whole-ofgovernment / Ministry / Division responsibilities;
 Deadlines for targets have not been met;
 Shows ethical work behavior and respect for colleagues but requires
improvement.
3. Assessment
When submitting the performance appraisal documents, the Appointee must complete the self
assessment part of the form. This should adequately reflect the level of achievement of performance
targets within the review period. A further self assessment is conducted of ‘skills and abilities’ and
‘personal attributes’ indicating areas that need attention and the type of action necessary to improve a
particular skill, ability or behavior. There should also be mention / indication of skills, abilities and
personal attributes that have improved during the review period and the actions that led to such
improvement.
The Commission reflects on the Appointee‟s self assessment and during the face-to-face
consultations, validate the level of achievement or progress identified. The review panel is guided by
the above table with performance descriptors providing a benchmark to measure the level of
achievement or non-achievement.

8.

PERFORMANCE REWARD & POOR PERFORMANCE – Notes

(a) Performance Reward:
The culmination of the performance management process is recognition of good or exceptional
performance. Employees remain motivated if high performance is appropriately acknowledged. If an
employee has demonstrated adequate performance that meets performance expectations then
recognition is due.
High performance is recognized in different forms. Financial rewards are the most popular and
expected means of rewards. Unfortunately, not all organizations can afford the associated costs. On
the other hand, there exist also non-financial rewards but for most, is an un-popular mode of
recognition. Both approaches need to be carefully thought through to ensure that employees feel fairly
treated. Guidelines must be in place to manage standard of performance that warrant a reward. This
will avoid causing undue disappointment or promoting undue employee expectations.
(b) Poor Performance:2
Poor performance is typically exhibited through unsatisfactory work performance where an employee
fails to perform the duties of the position or to perform them to an expected standard. It can also be
reflected through non-compliance with directives, policies and procedures or simply displaying
unacceptable behavior that is disruptive or negative and impacts upon other co-workers.
Poor performance can have detrimental effects if not promptly addressed. Some common causes of
poor performance may be attributed to:

2

Australian Government, Fair Work Ombudsman, Best Practice Guide Managing Underperformance,
http://www.fairwork.gov.au/BestPracticeGuides/09-Managing-underperformance.pdf
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An employee being unaware or does not understand what is expected because goals and/or
objectives are unclear;
Interpersonal differences;
Mismatch of an employee‟s capabilities and the job requirements;
Employee does not possess the knowledge or skills to do the job expected of them;
Employee unsure if they are doing a good job because there is no feedback / counseling on their
performance;
Lack of personal motivation, low morale in the workplace and or poor work environment;
Personal issues such as family stress, physical and /or mental health problems or problems with
drugs or alcohol;
Workplace bullying and harassment.

There are formal processes set out in the contract of employment and Sections 33 and 48 of the Public
Service Act 2004 to manage poor performance issues for CEOs and Contract Employees. However, in
any process principles of natural justice and procedural fairness must prevail. These are a few simple
steps to guide Managers / Supervisor when faced with poor performing / underperforming
employees and is not to be taken as a formal disciplinary process.
Step 1: Identify the problem
 Correctly and specifically identify and understand the problem or issue. Avoid assumptions
but as much as possible concentrate on facts of the problem.
Step 2: Assess and analyse the problem
 Determine the seriousness / severity and duration of the problem.
 Once the problem is identified, schedule a meeting with the employee and be clear about the
purpose of the meeting.
 Ensure the employee does not feel intimidated and is in an environment to respond accurately
to the discussion.
Step 3: Meet with the employee
 The employee should be advised of what the problem is and why this is seen as a problem. For
instance - the employee can be informed of expected standards of performance or behavior
and the limitations and impacts resulting from the problem.
 Be clear about the impact of the problem on the agency, workplace environment, agencies‟
service or deliverables so forth.
 Be clear of expectations of employee performance and explore reasons why there is a
problem.
 Be encouraging and supportive.
Step 4: Mutually develop a solution
 This is the opportunity for the Manager and employee to set adequate standards of
performance or behavior that eliminate the problem together.
 Discuss performance or behavior expectation and set timeframes to monitor progress.
 Include opportunities for professional development or training to aid employee in improving
or eliminating the problem.
 Be clear about roles and responsibilities of the employee and his/her contribution (value) to
the overall role of the agency.
 Instill sense of ownership and commitment in employee to improve performance / behavior.
 Plan a follow up meeting to track progress and commitments set above.
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Step 5: Monitor performance
 Manager / supervisor to monitor performance and provide feedback and encouragement. A
specific time is usually given to the Appointee to prove progress (minimum of 3 months) after
which performance progress is re-assessed and validated. (Note: There are timelines set in the
contract of employment and Sections 48 of Public Service Act 2004 that formally guide the
monitoring process.)
 Manager / supervisor to provide both positive and negative feedback and work with employee
to sustain performance / behavior improvements.
 These meetings can continue even after the problem has been resolved to encourage good
performance and progress.
 In the event the performance does not improve, this may constitute a breach of code of
conduct and is therefore subject to a formal process that can terminate the Appointee‟s service
due to continuous poor performance. (Note: There is a formal process set in the contract of
employment and Sections 44 of Public Service Act 2004 that formally guide the breach of the
code of conduct process).
The CEO / Head of Agency to uphold guiding values and principles of employment in managing poor
performance and making decisions relating to the implication of poor performance.
9.
ROLES AND RESPONSIBILITIES
The performance management process involves various role players with specific responsibilities.
Appointee (CEO and Contract Employee)
 Prepare and discuss annual performance plans and performance appraisal after thorough
discussions with responsible authorities including the Commission;
 Prepare and participate in face-to-face consultations for mid-term and end-of-term reviews
ensuring availability of performance evidence;
 Submit to PSC as per specified timeframe endorsed copies of annual performance plans and
appraisals throughout the contract term.
Central Agencies Committee:
 May advise Commission on areas of national priority to incorporate in CEO / Contract
Employee performance plans from time to time.
Chairman Public Service Commission:
 Leads face-to-face performance review consultations for CEOs / Contract Employees upon
reaching mid-term (18 months) and end-of-term (30 months) of contract;
 Endorse CEO and Contract Employee performance plans and appraisals throughout the
contract term.
Commission:
 Assesses performance agreements and appraisals;
 Conducts the face-to-face performance review consultations;
 Deliberate on information and decision papers on SE performance management submitted for
assessment and a decision.
PSC



Advise Appointees throughout the contract term of performance management process due
dates, information required and resubmission of documents if necessary;
Follow up timely submission of performance management documents throughout the contract
term;
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Conduct analysis of performance plan and performance appraisals against Government
planning documents and other related information and refer to the Commission for
assessment;
Arrange face-to-face consultations and necessary administrative requirements;
Prepare advisory reports to Commission on performance plan and appraisals for consideration;
If necessary, assist Secretary and Commission in preparing advisory report to Cabinet on CEO
performance for Cabinet consideration;
May act as secretariat during CEO and Contract Employee performance consultations;
Convey to Appointees and responsible authorities decisions on performance matters.

Relevant CEO
 Discuss and determine Sector and Corporate Objectives to inform annual performance plans
for Contract Employees and monitor performance throughout the contract term;
 Discuss annual performance appraisals for Contract Employees and fairly provide rating based
on evidence of performance;
 Provide the Commission (in writing) with validation of performance outcome to aid mid-term
and end-of-term performance consultations;
 Endorse annual performance plan and appraisal for Commission endorsement and provide
continuous support and feedback to Contract Employee throughout the contract term.
Responsible Minister:
 Discuss and determine CEO performance plan in view of national direction of Government
and expectation of Ministry contribution for each financial year;
 Discuss and document CEO performance appraisal against planned targets for each financial
year and have evidence to support progress;
 Endorse annual performance plans and appraisals for CEO throughout the contract term.
10.

RECORDS REQUIREMENTS:

Keeping records of all your performance documents is crucial for continuous reflection and tracking
of progress made towards targets set. All three parties (PSC, Ministry HRC, and Appointee) are
required to keep records of all performance documents submitted throughout the contract term. All
parties play a central role in record keeping as set out below.
(a) Public Service Commission (PSC)
 All original documents for Chief Executive Officers are addressed to the Chairman and all
documents for Contract Employees are addressed to the Secretary of PSC.
 PSC retains all original performance management documents in Appointee‟s personnel file for
reference and monitoring purposes.
(b) Ministry
 All Ministries are required to keep copies of performance management documents of each
senior executive in their personnel files.
(c) Appointee
 All Senior Executives are required to keep copies of their performance management
documents for reference and continuous monitoring (self assessment).
 It is encouraged that performance documents especially the performance plan is located at a
position where it is easily visible and available as a constant reminder of targets to be achieved
by a certain date.
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11.

FREQUENTLY ASKED QUESTIONS


When are Performance Management Documents due?
Answer: Initially, four (4) weeks after the commencement date for Performance Plan and
subsequently by 31 May each year (Performance Plan and Performance Appraisal).



What happens if I fail to submit performance documents?
Answer: If you fail to submit performance documents, you have failed to satisfy particular
clauses of the contract of employment. This negligence reflects poorly on your performance
and is recorded accordingly.



Why do we need to have a performance consultation?
Answer: The consultation is a question and answer validation session of the Appointee‟s
performance. It gives the Appointee the opportunity to discuss his/her achievements and as
well as challenges for year being reviewed. This is also an opportunity for the Commission to
discuss issues they may have with the Appointees‟ performance, targets or general issues
around functions of the position.



When will I have my performance appraisal consultation?
Answer: The consultations are carried out by the Commission for both CEO and Contract
Employee positions. The face-to-face consultation is conducted on or about mid-year (18
months) and end-of-year (30 months) periods.



Are performance appraisals primarily used to determine pay increases?
Answer: Yes. Performance appraisal primarily is the tool determining pay increases, but is
also used to track and monitor performance and the impact of performance on Government
services.



I am nervous about my performance appraisal consultation, what can I do?
Answer: Always be prepared. The performance appraisal consultation requires planning and
preparation. You should review the accomplishments, challenges and training needs/
development opportunities you included in your performance plan. You should reflect on your
role and whether you have met the intended expectation of the Government service you
deliver. You should be familiar with the outcome of your role and provide validation of how
you role has improved in the review period. You should note any accomplishments or
challenges that you overlooked along with specific examples to illustrate your
accomplishments and challenges. As with any important meeting or presentation, if you are
prepared you will be more at ease and ready for the consultation.



Where do I submit my Performance Management documents?
Answer: Public Service Commission Office addressed to the Chairman, PSC if for CEOs or
the Secretary PSC if for Contract Employees.
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12.

APPENDICES

APPENDIX (A) - GUIDELINES
GUIDELINE 01: HOW TO PREPARE A PERFORMANCE PLAN DOCUMENT
The annual performance cycle begins with the signing of the Contract of Employment and the
appointment to the new contract position of Chief Executive Officer or a Contract position.
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COMPETENCIES AND DESCRIPTORS – as in INTEGRATED COMPETENCY FRAMEWORK FOR SENIOR EXECUTIVE

Skills and Abilities

Skills & Abilities

Merit

COMPLEX
Chief Executive Officer
Strategic Thinking
 Drives the organization‟s vision and long-term direction.
 Articulates a clear vision of the organization and inspires
a sense of shared purpose and direction.
 Provides advice to government based on analysis of a
broad range of issues and whole-of-government agenda.
 Demonstrates a sophisticated understanding of political,
social and economic factors affecting the organization.
 Considers emerging trends and multiple perspectives
when assessing impact of key issues and identifies longterm opportunities and viable solutions.

AVERAGE COMPLEXITY
Assistant CEO or Consultant Specialist or similar
Strategic Thinking
 Recognizes impact of organization‟s
direction and role within the government and community.
 Understands organizational direction and aligns /
translates strategic objectives into operational activities.
 Provides advice to government based on analysis of a
broad range of issues.
 Considers multiple perspectives when assessing impact
of key issues and identifies viable solutions.
 Applies intellect and knowledge to weigh up information
and identify critical factors and issues.
 Demonstrates determination in meeting organizational
goals and is ambitious to continue in the face of changes.

MINIMAL COMPLEXITY
Contract Employees (Special Grade)
Strategic Thinking
 Understands organizational direction and sets work
tasks that align with the strategic objectives.
 Understands the relationship between self and
organizational goals.
 Recognize impact of operational work on
organization‟s direction.
 Considers wide issues when assessing the impacts of
issues.
 Undertakes objective, critical analysis and draws
conclusions or weighs up options based on evidence.
 Determined and passionate in meeting operational goals
and possesses a positive attitude towards change.

Building and sustaining relationships / Communications
 Builds and sustains relationships within the organization,
with the Minister, across the public service, across
agencies and with a diverse range of external
stakeholders.
 Drives a culture of collaboration, participation and values
diverse viewpoints to enhance operations.
 Recognizes importance of consultation, stakeholder
engagement and fostering teamwork.
 Encourages and maintains a performance culture
ensuring regular feedback and recognition of
achievement.
 Empowers, mentors and engages in activities to sustain
morale.
 Communicates the big picture clearly to a wide range of
internal and external audience with precision, confidence
and in an articulate manner.

Building and sustaining relationships / Communications
 Commits to client service, builds and sustains
relationships within the organization, across the public
service, across agencies and with a diverse range of
external stakeholders.
 Consults broadly to obtain buy-in and draws on
knowledge of key stakeholders and fosters teamwork and
cooperation through sharing information.
 Capitalizes on diversity and harnesses different
viewpoints to enhance the operation of the organization.
 Encourages and motivates people to engage in
continuous learning and empowers them by delegating
responsibility for work.
 Mentors, provides constructive feedback, recognizes
success and engages in activities to sustain morale.
 Communicates with precision and confidence, clearly
and in an articulate manner harnessing the most
appropriate methods of communication.
 Adapts communication style and message to meet needs,
has a strong grasp of key issues and presents a
convincing and balanced rationale.
AVERAGE COMPLEXITY
Assistant CEO or Consultant Specialist or similar

Building and sustaining relationships / Communications
 Commits to client service, builds and sustains
relationships within the organization and across the
public service.
 Facilitates cooperation and fosters teamwork through
reciprocal sharing of information with key
stakeholders.
 Capitalizes on diversity and supports interactions from
different perspectives to enhance interactions at the
divisional level.
 Encourages and motivates people to engage in
continuous learning and in activities to sustain morale.
 Communicates in a clear, concise and articulate
manner.
 Possesses a strong grasp of the key issues and presents
a convincing and balanced rationale.

COMPLEX
Chief Executive Officer

MINIMAL COMPLEXITY
Contract Employees (Special Grade)
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Delivers / achieves results / outcomes
 Drives activities that support organizational
sustainability, operational efficiency and flexible resource
management.
 Engenders a culture of accountability and transparency.
 Optimizes professional expertise to improve overall
performance and delivery of organizational outcomes.
 Drives and steers the change agenda and demonstrates
understanding of the complex range of factors which
effect change.
 Drives a culture of achievement and commitment to
achieving outcomes beyond expectations.
 Drives an efficient and effective system of reporting
progress, monitoring and evaluating of results.

Delivers / achieves results / outcomes
 Focuses on activities that support organizational
sustainability and streamlines processes to seek
operational efficiency.
 Monitors and manages resourcing pressures for optimum
outcomes.
 Oversees the implementation of multiple change
initiatives with a focus on the desired outcomes. Defines
high-level objectives and ensures translation into
practical implementation strategies.
 Fosters a culture of achievement and ensure planned
targets / projects are realistic.
 Ensure planned targets are monitored and measured and
achieves expected outputs / outcomes.

Leadership
 Ability and confidence to effectively lead and navigate
an organization sustainably.
 Ability to manage politics, change, take risks, be
innovative and deal with complexity.
 Is resourceful, optimistic, energetic, open minded,
flexible and capable of solving problems and making
decisions.
 Drives and sustains a performance culture both internally
(agency level) and externally across Government
Ministries & related entities.
Management
 Drives effective planning and exhibits strong
organizational ability seen through integration of
structures, systems, processes and resources to achieve
objectives.
 Drives strategies to achieve operational efficiencies and
value for money.
 Invest time in managing and developing people.
 Integrate plans into a transparent management framework
to fulfill obligations of management accountabilities.
 Manages projects across sector and multiple agencies and
keeps stakeholders informed.
 Uses workforce planning to develop and maintain the
capability to deliver services effectively.
COMPLEX
Chief Executive Officer

Leadership
 Effectively leads the organization to ensure achievement
of set targets.
 Ability to lead and manage change and shows high level
of commitment in meeting set targets.
 Deals with concepts and complexity comfortably and
exhibits sound judgement in making decisions.
 Ability to lead a performance culture that drives service
delivery internally (within the agency).

Delivers / achieves results / outcomes
 Explores ways to improve effectiveness by harnessing
technology and implementing continuous improvement
activities.
 Responds flexibly to changing circumstances and
deploys resources wisely and identifies optimum
resourcing combinations.
 Adopts a planned approach to the management of
programs and defines high-level objectives and
supports translation into implementation strategies.
 Supports a culture of achievement and ensures planned
projects / targets are monitored to achieve expected
outputs.
 Strives for quality and ensure compliance with
regulatory requirements.
Leadership
 Shows ability to lead and manage planned targets with
commitment to achieving same.
 Shows confidence and willingness to lead targets.
 Shows sound analytical and innovative skills and
commitment in carrying out duties.

Management
 Scope out length and complexity of task and projects,
determine resources and set divisional objectives and
goals in line with organizational direction.
 Set work into process steps and schedules, forecast
obstacles and plan mitigating factors and continuously
measure performance against goals.
 Manages projects across multiple agencies and keeps
stakeholders informed.
 Ensure staff capacity is adequate and relevant and
identify workforce issues that need addressing.

Management
 Scope out length and of task and projects, determine
resources and set individual objectives and goals in
line with divisional direction.
 Measures performance against individual objectives
and track progress of divisional goals.
 Effectively manages tasks and projects accountable for.

AVERAGE COMPLEXITY
Assistant CEO or Consultant Specialist or similar

MINIMAL COMPLEXITY
Contract Employees (Special Grade)
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Integrity
 Provides impartial and forthright advice.
 Models high standard of ethics and probity.
 Is widely trusted and seen as a direct, truthful and
courageous individual.
 Serves the Government of the day irrespective of personal
preferences.
 Exemplifies integrity and personifies the Samoan Public
Service Values of honesty, impartiality, service, respect,
transparency, accountability, efficiency and effectiveness.
Commitment / Personal Drive
 Displays personal commitment to the purpose and
philosophy of the public service as seen through personal
drive, focus and energy.
 Takes responsibility and initiates timely action to resolve
issues.
 Is prepared to make tough corporate decisions to achieve
desired outcomes.
 Accepts accountability for mistakes made in the
organization and ensures corrective action is taken.
COMPLEX
Chief Executive Officer
Intellect and Judgment
 Is intellectually sharp and exhibits a sophisticated
understanding of the environment affecting whole-ofgovernment agenda and impacts on the organization.
 Shows levels of high analytical, conceptual and
innovative thinking.
 Proficiently handles concepts and complexity, blends
analysis and insight to effectively inform and enhance
organizational performance.
 Anticipates implications and applies effective judgment
to develop solutions.

Integrity
 Exhibits and applies high integrity and ethical principles.
 Is indisputably trusted and operates professionally.
 Act professionally in carrying out duties and
responsibilities despite personal preferences.
 Adheres to and promotes the Samoan Public Service
Values of honesty, impartiality, service, respect,
transparency, accountability, efficiency and effectiveness.

Commitment / Personal Drive
 Defines work in terms of results and pursues success with
energy and drive.
 Anticipates obstacles and is prepared with contingency
plans to sustain goals / objectives and keeps everyone on
track.
 Helps others to define goals and plan a route for
achievement.
 A high achiever with a reputation for success and quality
performance.
 Sets high standards of performance for self and others.
AVERAGE COMPLEXITY
Assistant CEO or Consultant Specialist or similar
Intellect and Judgment
 Understands the environment affecting work of the
organization and impacts on divisional level.
 Exhibits sound conceptual and analytical skills and apply
intellect and knowledge in identifying critical factors and
issues.
 Handles concepts and complexity proficiently, provides
insight and understanding for others and appropriately
integrates them into the workplace.
 Has good judgement as to what information is significant
and useable in each situation.
 Demonstrates effective judgment to weigh up options and
develop realistic solutions.

Integrity
 Widely trusted and seen as a direct and truthful
individual.
 Presents truthful information in an appropriate and
helpful manner.
 Work in a professional manner despite personal
preferences.
 Guided by the Samoan Public Service Values of
honesty, impartiality, service, respect, transparency,
accountability, efficiency and effectiveness.
Commitment / Personal Drive
 Pursues work with energy and drive.
 Persevere to achieve goals in the face of resistance and
setback.
 Consistently meets goals and pushes for results.

MINIMAL COMPLEXITY
Contract Employees (Special Grade)
Intellect and Judgment
 Applies intellect and knowledge to weigh up complex
information and identify critical factors and issues.
 Explores options in full and makes sound decisions
under pressure.
 Handles concepts and complexity comfortably and can
communicate and summarize them effectively to others.
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Creativity and Innovation
 Consistently generates and employs original ideas,
tackling both simple and complex problems.
 Pursues new methods and solutions, thinks outside the
box, connects disparate ideas, unafraid to use unorthodox
methods.
 Brings out the best in others in brainstorming sessions or
one-on-one, leading them to discover new connections,
new solutions and new ways of doing the job.
 Explores innovative approaches to ensure value for
money in service delivery.
COMPLEX
Chief Executive Officer
Experience and past work performance
 Experience highlighted through work performance. This
is verified through references, information on work
performance or past work performance.

Educational Qualifications
 A Bachelor Degree (preferably at postgraduate level) in
relevant field3.

Creativity and Innovation
 Develops innovative ideas and methods of doing things.
 Searches for new and more effective methods, making
connections between previously unrelated ideas.
 Is seen as a motivator and guide for others to generate
new ideas in brainstorming sessions.

Creativity and Innovation
 Generates new ideas regarding the job.
 Tries old solutions to problems, but will search for new
methods when challenged.
 Seen as creative and a contributor in brainstorming
settings.

AVERAGE COMPLEXITY
Assistant CEO or Consultant Specialist or similar
Experience and past work performance
 Experience highlighted through work performance. This
is verified through references, information on work
performance or past work performance.

MINIMAL COMPLEXITY
Contract Employees (Special Grade)
Experience and past work performance
 Experience highlighted through work performance.
This is verified through references, information on
work performance or past work performance.

Educational Qualifications
 A Bachelor Degree in relevant field.

Educational Qualifications
 A Bachelor Degree in relevant field.

Identify qualification depending on position or develop standard qualification regardless of Ministry.
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TIPS ON WRITING PERFORMANCE PLAN
A. Appointees should look at creating S.M.A.R.T Goals when writing up Performance Plans.

Specific:

 A specific goal has a much greater chance of being accomplished than a general goal. To set a specific
goal you must answer the six “W” questions:
*Who:
Who is involved?
*What: What do I want to accomplish?
*Where: Identify an area. (E.g. Human Resource Management)
*When: Establish a timeframe.
*Which: Identify requirements and constraints.
*Why:
Specific reasons, purpose or benefits of accomplishing the goal.
EXAMPLE: A general goal would be, “Develop a Manual.” But a specific goal would say,
“Develop a Performance Management Guideline for Senior Executive within the Public Service.”

Measurable:
 Establish concrete criteria for measuring progress toward the attainment of each goal you set.
 Measure your progress, stay on track, and meet your target deadlines. Traffic light assessment helps
you track progress over time as you move from color to color – moving towards full achievement.
 Determine if your goal is measurable; ask questions such as, how much? How many? How will I know
when it is accomplished?

Attainable:
 Identify goals that are most important, begin to figure out ways you can achieve them.
 Develop the attitudes, abilities, skills, and financial capacity to reach them.
 When you list your goals, build your self-image and develop the traits and personality that allow you to
accomplish set goals.

Realistic:
 Be realistic, a goal must represent an objective (Corporate Plan, Budget Measures) which you are both
willing and able to work towards.
 Aim high and be realistic.
 Be sure that every goal represents substantial progress. A high goal is frequently easier to reach than a
low one because a low goal exerts low motivational force.

Timely:
 A goal should be grounded within a timeframe such as Performance Plan Year 1.
 Have a set date for each target to be completed.
(Reference: Top Achievement, Creating SMART Goals, http://topachievement.com, last viewed 29/08/11)
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GUIDELINE 02: HOW TO PREPARE A PERFORMANCE APPRAISAL
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APPENDIX (B) -TEMPLATES
TEMPLATE 1: PERFORMANCE PLAN CHIEF EXECUTIVE OFFICER
Chief Executive Officer:
Responsible Minister:
Ministry:
Term of Agreement:
From:
To:
Goals / Objectives as per Planning
Performance Measure/Indicators
Weight by
Strategic Targets to be achieved for the Ministry during the term of this
direction (eg: SDS, Sector, Corporate)
Priority (%)
agreement. Must be consistent with the Government Planning documents.4
1.1 Whole of government / Sector Level objectives
a.
b.
1.2 Agency / Organization Level objectives (People management, Finance management, & Governance)
a.
b.
1.3 Executive Performance – Competencies and Individual Development Plan (Note: Competencies subject to change depending on active policy from time to time)
a. Skills and Abilities
Traffic Light Self Assessment
Individual Development Plan
1. Strategic Thinking

Focus Area(s):

2. Building Relations

3. Deliver & Achieve outcomes

4. Management
Proposed strategies / action(s):

5. Leadership
b. Personal Attributes
Traffic Light Self Assessment
Individual Development Plan
1. Integrity/honesty

Focus Area(s):

2. Commitment/Personal drive

3. Intellect / Judgment

4. Creative / Innovative
Proposed strategies / action(s):
Comments (if necessary):
SIGNED
APPROVED
ENDORSED
Chief Executive Officer: …………………….(Printed name) Responsible Minister: ……………………(Printed name)
Chairman, PSC: ………………………………(Printed
Signature
: ………………………....
Signature
: …………………………
name)
Date
: ………………......
Date
: ………………......
Signature
: ……………………
Date
: ………………......
RATING FOR TARGETS:
KRAs
Work Behaviour
5
4
3
2
1

4

Performance Level & Performance Rating Scale
Distinguished Performer - Achieved all targets producing excellent quality and quantity of work before allocated timeframe. Shows excellent examples in achieving all work behaviours. (100%)
High Performer - Achieved majority of targets producing high quality and quantity of work meeting the allocated timeframe. Shows excellent examples in achieving majority of work behaviours. (80% - 99%)
Satisfactory Performer - Achieved majority of targets producing acceptable quality and quantity of work within allocated timeframe. Shows acceptable examples in achieving majority of the work behaivours.
(60% - 79%)
Improving Performer - Achieved only a few targets producing acceptable quality and quantity of work outside timeframe. Shows acceptable examples in achieving some work behaviours. (40% - 59%)
Poor Performer - Not able or willing to perform targets at the expected level. Consistently shows poor work behaviour. (20% - 39%)

Government Planning Documents – SDS, Sector Plans, Corporate Plans, Management Plans and others.
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TEMPLATE 2: PERFORMANCE APPRAISAL CHIEF EXECUTIVE OFFICER
Chief Executive Officer:
Ministry:
Key Performance Targets as per Template 1

Responsible Minister:
Term of Agreement:
Performance Measure/Indicators as per
Template 1

From:
Achieved/Not Achieved

To:
Weight by
Priority
(%)

Traffic Lights
Self assessment

1.1 Whole of government / Sector Level objectives
a.
(Actions completed)
b.
1.2 Agency / Organization Level objectives (People management, Finance management, & Governance)
a.
(Actions completed)
b.
1.3 Executive Performance – Competencies and Individual Development Plan (Note: Competencies subject to change depending on active policy from time to time)
c. Skills and Abilities
Traffic Light Self Assessment Individual Development Plan
1. Strategic Thinking

Development Plan implemented:

2. Building Relations
Yes  No 

3. Deliver & Achieve outcomes

4. Management
Progress & Issues:

5. Leadership
d. Personal Attributes
Traffic Light Self Assessment Individual Development Plan
1. Integrity/honesty

Development Plan implemented:

2. Commitment/Personal drive
Yes  No 

3. Intellect / Judgment

4. Creative / Innovative
Progress & Issues:
Comments (by Responsible Authority and Appointee if necessary):

□Excellent

□ Very Good
□ Satisfactory
SIGNED
Chief Executive Officer: …………………….(Printed name)
Signature
: ………………………....
Date
: ………………......
RATING FOR TARGETS:
KRAs
Work Behaviour
5
4
3
2
1






□ Poor
APPROVED
Responsible Minister: ……………………(Printed name)
Signature
: …………………………
Date
: ………………......

ENDORSED
Chairman, PSC: ………………………………(Printed name)
Signature
: ……………………
Date
: ………………......

Performance Level & Performance Rating Scale
Distinguished Performer - Achieved all targets producing excellent quality and quantity of work before allocated timeframe. Shows excellent examples in achieving all work behaviours. (100%)
High Performer - Achieved majority of targets producing high quality and quantity of work meeting the allocated timeframe. Shows excellent examples in achieving majority of work behaviours. (80% - 99%)
Satisfactory Performer - Achieved majority of targets producing acceptable quality and quantity of work within allocated timeframe. Shows acceptable examples in achieving majority of the work behaivours.
(60% - 79%)
Improving Performer - Achieved only a few targets producing acceptable quality and quantity of work outside timeframe. Shows acceptable examples in achieving some work behaviours. (40% - 59%)
Poor Performer - Not able or willing to perform targets at the expected level. Consistently shows poor work behaviour. (20% - 39%)
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TEMPLATE 3: PERFORMANCE PLAN CONTRACT EMPLOYEE
Contract Employee:
Relevant Chief Executive Officer:
Position:
Ministry:
Term of Agreement:
From:
To:
Strategic Targets to be achieved for the Ministry during the term of this
Goals / Objectives as per Planning
Performance Measure/Indicators
Weight by
Priority (%)
agreement. Must be consistent with the Government Planning documents5 direction (eg: SDS, Sector, Corporate)
1.1 Agency/Organizational Level objectives
a.
b.
1.2 Divisional Level Objectives (People management, Finance management, & Governance)
a.
b.
1.3 Executive Performance – Competencies and Individual Development Plan (Note: Competencies subject to change depending on active policy from time to time)
e. Skills and Abilities
Traffic Light Self Assessment
Individual Development Plan
1. Strategic Thinking

Focus Area(s):

2. Building Relations

3. Deliver & Achieve outcomes

4. Management
Proposed strategies / action(s):

5. Leadership
f. Personal Attributes
Traffic Light Self Assessment
Individual Development Plan
1. Integrity/honesty

Focus Area(s):

2. Commitment/Personal drive

3. Intellect / Judgment
Proposed strategies / action(s):

4. Creative / Innovative
Comments (if necessary):
SIGNED
APPROVED
ENDORSED
Contract Employee: …………………………(Printed name) Responsible CEO: …………………………………(Printed name)
Chairman, PSC: ……………………(Printed name)
Signature
: ………………………....
Signature
:…………………………
Signature
: ……………………
Date
: ………………......
Date
: ………………......
Date
: ………………......
RATING FOR TARGETS:
KRAs
Work Behaviour
5
4
3
2
1

5

Performance Level & Performance Rating Scale
Distinguished Performer - Achieved all targets producing excellent quality and quantity of work before allocated timeframe. Shows excellent examples in achieving all work behaviours. (100%)
High Performer - Achieved majority of targets producing high quality and quantity of work meeting the allocated timeframe. Shows excellent examples in achieving majority of work behaviours. (80% - 99%)
Satisfactory Performer - Achieved majority of targets producing acceptable quality and quantity of work within allocated timeframe. Shows acceptable examples in achieving majority of the work behaivours.
(60% - 79%)
Improving Performer - Achieved only a few targets producing acceptable quality and quantity of work outside timeframe. Shows acceptable examples in achieving some work behaviours. (40% - 59%)
Poor Performer - Not able or willing to perform targets at the expected level. Consistently shows poor work behaviour. (20% - 39%)

Government Planning Documents – SDS, Sector Plans, Corporate Plans, Management Plans and others.
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TEMPLATE 4: PERFORMANCE APPRAISAL CONTRACT EMPLOYEE
Contract Employee:
Position:
Ministry:
Key Performance Targets as per Template 1

Relevant Chief Executive Officer:
Term of Agreement:
From:
Performance Measure/Indicators as per
Achieved/Not Achieved
Template 1

To:
Weight
by
Priority
(%)

Traffic Lights
Self assessment

1.1 Agency/Organizational Level objectives
a.
(Actions completed)
b.
1.2 Divisional Level objectives (People management, Finance management, & Governance)
a.
(Actions completed)
b.
1.3 Executive Performance – Competencies and Individual Development Plan (Note: Competencies subject to change depending on active policy from time to time)
g. Skills and Abilities
Traffic Light Self Assessment
Individual Development Plan
1. Strategic Thinking

Development Plan implemented:

2. Building Relations
Yes 
No 

3. Deliver & Achieve outcomes

4. Management
Progress & Issues:

5. Leadership
h. Personal Attributes
Traffic Light Self Assessment
Individual Development Plan
1. Integrity/honesty

Development Plan implemented:

2. Commitment/Personal drive
Yes 
No 

3. Intellect / Judgment

4. Creative / Innovative
Progress & Issues:
Comments (by Responsible Authority and Appointee if necessary)::

□Excellent

□ Very Good

□ Satisfactory

SIGNED
Contract Employee: ………………………(Printed name)
Signature
: ………………………....
Date
: ………………......






□ Poor
APPROVED
Responsible CEO : ………………………(Printed name)
Signature
: …………………………
Date
: ………………......

ENDORSED
Chairman, PSC: ………………………………(Printed name)
Signature
: ……………………
Date
: ………………......

RATING FOR TARGETS:
KRAs
Work Behaviour
5
4
3
2
1

Performance Level & Performance Rating Scale
Distinguished Performer - Achieved all targets producing excellent quality and quantity of work before allocated timeframe. Shows excellent examples in achieving all work behaviours. (100%)
High Performer - Achieved majority of targets producing high quality and quantity of work meeting the allocated timeframe. Shows excellent examples in achieving majority of work behaviours. (80% - 99%)
Satisfactory Performer - Achieved majority of targets producing acceptable quality and quantity of work within allocated timeframe. Shows acceptable examples in achieving majority of the work behaivours.
(60% - 79%)
Improving Performer - Achieved only a few targets producing acceptable quality and quantity of work outside timeframe. Shows acceptable examples in achieving some work behaviours. (40% - 59%)
Poor Performer - Not able or willing to perform targets at the expected level. Consistently shows poor work behaviour. (20% - 39%)
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TEMPLATE 5: IDENTIFICATION AND DECISION REPORT FOR PERFORMANCE
APPRAISAL

Author:

CONFIDENTIAL
Information and Decision Report
Id No:
File No:

Date:

SUBJECT:
1. Proposal:
For the Commission to peruse and endorse the Performance Appraisal for [INSERT NAME
OF APPOINTEE] on his/her [INSERT TERM BEING REVIEWD] as [INSERT POSITION],
[INSERT MINISTRY]
2. Attachments:
3. Background:
4. Comments/Evaluation/Discussions:
a) Issue
b) Rule
c) Application – map discussions against agreed performance targets.
d) Conclusion
Note:
For CEOs, report to capture information on progress of performance and reflect on any
issues. If it’s the mid-term review, also comment about eligibility for salary progression.
Report is submitted to Commission and alternatively to Cabinet. Once endorsed, the decision
is conveyed to Appointee and responsible authority.
For Contract Employees, the report to capture progress of performance and reflect on any
issues. Report is submitted to Commission and then conveyed to Appointee and responsible
authority.
5. Recommendation:
Respectfully submitted,
______________________________
Author: [NAME]
Endorsed: [SUPERVISOR]
Note: Report format subject to change depending on formatting change from time to time.

36 | P a g e

Performance Management Guideline for SPS Senior Executive
Public Service Commission

TEMPLATE 6: COLLEAGUE ASSESSMENT FORM
Honest and unbiased feedback from colleagues is an important part of the PSC Performance
Appraisal process. Your comments will assist in ensuring that the performance of your colleague is
fairly assessed, and that strengths are acknowledged, and areas for improvement are identified.
To assist with [ENTER NAME OF EMPLOYEE] annual performance appraisal, please complete the
following and return to the Commission by [ENTER DATE].
Using the table below, please rate the employee‟s work behaviour (personal attributes) over the
past year, based on your observation as a colleague. (if unsure, leave row blank)
Personal Attributes

Colleague
(1-5)

Evidence

Comments

Values (as per PS
Act 2004)
Code of Conduct (as
per PS Act 2004)
Work performance

Colleague
(1-5)

Evidence

Comments

Performance targets
(as per performance
plan)

Your integrity is required when completing this form. To assist you in completing this form you may
wish to consider the following:







Have you and the employee worked together long enough to be in the position to rate their
work behaviour?
Strengths and weakness of the appraised based on the list of personal attributes
Does the employee adhere to the Values and Code of Conduct of the Public Service
Commission?
Does the employee have a positive of negative attitude when carrying out his/her work?
Is the employee a pleasant person to work with?
Does the employee make sound choices around the work area?

Name (Colleague): .…………………… Signature: ………………… Date: ………..………
This feedback will remain strictly confidential to the Commission.
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APPENDIX (C) - LETTERS
LETTER 01: COMMENCEMENT DATE: CEO (SAMOAN)
[ASO]
Susuga
[TUATUSI
ASO AMATA I LE AVANOA OFISA SILI O PULEGA MO LE
MATAGALUEGA [IGOA O LE MATAGALUEGA
Ua ou tusi atu e tusa ai ma lou taliaina o le avanoa o le Ofisa Sili o Pulega mo le Matagaleuga o
. E logoina aloaia lau Susuga o le a amata fa‟amamaluina lou tofiga i le Aso
mo le tolu (3)
tausaga.
Ua fa‟apipii atu le Schedule A, o lo‟o fa‟ailoa ai galuega ma tiute fa‟atino o le avanoa lea sa
fa‟asalalauina ai. O le Schedule B o lo‟o fa‟apipii atu ai taiala ma faiga fa‟avae mo le iloiloga o
galuega fa‟atino (Performance plan and appraisal) i le vaitaimi o le konekalate.
E fautuaina lau Susuga e tatau ona fa‟ao‟o mai galuega fa‟atino fuafuaina (Performance Plan) mo le
tausaga muamua o lau Konekalate ae le‟i mavae le fa (4) vaiaso talu ona e amata i lou tofiga fou.
Mo nisi fa‟amatalaga i vaega nei, e mafai ona fa‟afeso‟ota‟i mai le matou Ofisa.
E toe momoli atu ai le fa‟amalo i lou tofiga fou.
Fa‟afetai

[IOGA O LE TA‟ITA‟IFONO]
TA‟ITA‟IFONO
Kopi: Afioga i le Minisita, Matagaluega o
Afioga i le Minisita, Komisi o Galuega a le Malo
Loia Sili, Ofisa o le Loia Sili
Ofisa Sili o Pulega, Matagaluega o Tupe
Pule ma le Su‟etusi Sili, Ofisa o le Pule ma le Su‟etusi Sili
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LETTER 2: COMMENCEMENT DATE: CONTRACT EMPLOYEE
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT APPOINTEE‟S ADDRESS]
“CONFIRMATION OF APPOINTMENT” TO THE POSITION OF [NAME OF POSITION],
MINISTRY OF [NAME OF MINISTRY]
The Office of the Commission acknowledges the receipt of your letter of [INSERT DATE OF
APPOINTEE‟S LETTER] regarding the above subject matter.
In light of your acceptance of appointment to the above-mentioned position, your appointment is
made effective on [INSERT COMMENCEMENT DATE] (Commencement Date).
Attached for your information and completion the template and Guideline for the preparation of your
Performance Plan as required under Clause [INSERT RELEVANT CLAUSE] of the Contract of
Employment. As per Clause [INSERT RELEVANT CLAUSE] of the Contract of Employment, your
Performance Plan must be submitted within 4 weeks from the commencement date of your
appointment and is due no later than [INSERT DUE DATE OF PERFORMANCE PLAN]. [04TH
WEEK FROM COMMENCEMENT DATE]
The Senior Executive Services of our Office will make arrangements for the signing of your Contract
of Employment as soon as practical and will advise you accordingly.
The Commission wishes you well with your appointment / re-appointment.
Fa‟afetai,
________________________
[INSERT NAME OF SECRETARY]
SECRETARY/CHIEF EXECUTIVE OFFICER
Cc:

The CEO, [INSERT NAME OF MINISTRY]
The Chief Executive Officer, Ministry of Finance
The Controller and Chief Auditor, Audit Office
Attach: Performance Plan Template & Guideline

39 | P a g e

Performance Management Guideline for SPS Senior Executive
Public Service Commission

LETTER 3: ACKNOWLEDGEMENT OF DOCUMENTS
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT APPOINTEE‟S POSITION]
[INSERT APPOINTEE‟S MINISTRY]
RE: PERFORMANCE APPRAISAL [INSERT PERIOD DUE] AND PERFORMANCE PLAN
[INSERT PERIOD DUE]
The Office of the Commission acknowledges the receipt of your Performance Appraisal [INSERT
PERIOD DUE] and Performance Plan [INSERT PERIOD DUE].
The Senior Executive Services within our office will contact your good self if we require any further
information regarding the above.
Fa‟afetai,

[INSERT NAME OF SECRETARY/CHAIRMAN]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Employees)
Cc.

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)
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LETTER 4: RELEVANT CHANGES TO PERFORMANCE MANAGEMENT DOCUMENTS
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT POSITION]
[INSERT MINISTRY]
[INSERT PERFORMANCE DOCUMENT CHANGES – PERFORMANCE
PLAN/PERFORMANCE APPRAISAL]
We acknowledge receipt of your [INSERT PERFORMANCE MANAGEMENT DOCUMENTS
RECIEVED] on [INSERT DATE OF LETTER]
The Commission upon perusing your [INSERT PERFORMANCE MANAGEMENT DOCUMENTS
RECIEVED], kindly advises that you resubmit your [PERFORMANCE PLAN/PERFORMANCE
APPRAISAL] to reflect the following recommendations:
 [INSERT CHANGE REQUIRED]
 [INSERT CHANGE REQUIRED]
 [INSERT CHANGE REQUIRED]
Please submit the above document to our office by [INSERT DUE DATE] to ensure compliance with
your current contract of employment.
Fa‟afetai,

[INSERT NAME OF SECRETARY/CHAIRMAN]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Officers)
Cc.

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)
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LETTER 5: PERFORMANCE APPRAISAL & PERFORMANCE PLAN DUE FOR (INSERT
TERM DUE) YEAR OF CONTRACT
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT APPOINTEE‟S POSITION]
[INSERT APPOINTEE‟S MINISTRY]
PERFORMANCE PLAN FOR [INSERT TERM DUE] AND PERFORMANCE APPRAISAL
FOR [INSERT TERM DUE]
Please be advised that your Performance Appraisal and Performance Plan are due on [INSERT DUE
DATE] .
You are kindly advised to submit your completed Performance Appraisal for [INSERT TERM DUE]
and Performance Plan for [INSERT TERM DUE] by the above date.
To facilitate this task, please find attached the necessary documentations for completion.
The Senior Executive Services can be contacted for further enquiries.
Fa‟afetai,

[INSERT NAME OF CHAIRPERSON/SECRETARY]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Employees)
Cc.

Attach:

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)
Performance Plan Template
Performance Appraisal Template
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LETTER 6: PERFORMANCE APPRAISAL ONLY
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT APPOINTEE‟S POSITION]
[INSERT APPOINTEE‟S MINISTRY]
PERFORMANCE APPRAISAL FOR [INSERT PERIOD] 6
Please be advised that your Performance Appraisal for [INSERT CONTRACT PERIOD] is due on
[INSERT DUE DATE].
The Commission advises that as per your contract of employment, the Performance Appraisal for the
end of term is submitted four (4) weeks prior to the completion of the contract term. This ensures all
performance management processes and other necessary administrative matters are attended to prior
to the expiry date of the existing contract term.
Find attached the necessary documentations for completion to facilitate the above matter.
The Senior Executive Services of our Office can be contacted for further enquiries.
Fa‟afetai,

[INSERT NAME OF CHAIRPERSON/SECRETARY]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Employees)
Cc.

Attach:

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)

Performance Appraisal Template

6

This letter is specifically for ‘end of financial year 3’ within a contract term. The specific completion date is determined
by the commencement period.
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LETTER 7: PERFORMANCE APPRAISAL CONSULTATION
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT APPOINTEE‟S POSITION]
[INSERT APPOINTEE‟S MINISTRY]
PERFORMANCE REVIEW CONSULTATION
Please be advised that your Performance Appraisal Consultation as per Clause [INSERT CLAUSE #]
respectively of your Contract of Employment will be held on [INSERT DATE AND TIME OF
CONSULTATION]
Please ensure attendance of the consultation with copies of completed performance appraisal for the
past [INSERT 18 OR 30 MONTHS]. You may provide further documents to justify / validate status
of performance targets as set out in your performance appraisal documents.
In attendance would be the Appointee (yourself), Chairman and members of the Commission, the
Secretary of PSC or a delegate and PSC staff as secretariat. The CEO of your Ministry is not present
during the face-to-face consultation but is given the opportunity to provide written feedback on your
performance, prior to this consultation.
The Senior Executive Services of our office can be contacted for further enquiries.
Fa‟afetai,

[INSERT NAME OF CHAIRPERON/SECRETARY]
CHAIRMAN, PUBLIC SERVICE COMMISSION (FOR CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (FOR CONTRACT EMPLOYEES)
Cc.

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)
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LETTER 8: CONVEYING CABINET DECISION / COMMISSION DECISION
[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT POSITION]
[INSERT MINISTRY]
[INSERT PERFORMANCE APPRAISAL CONSULTATION]
1.

Cabinet decision - The Commission conveys herewith Cabinet‟s decision at its meeting
[INSERT DATE OF CABINET MEETING] in considering the Performance Appraisal report
for [INSERT APPOINTEES NAME] and commends the progress made against strategic targets
for the [INSERT PERIOD REVIEWED] OR recognizes issues against performance. Further,
the Commission wishes to note the following [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
I further convey the Commission‟s gratitude in your participation in the performance review
process and welcome any comments or feedback on areas of improvement.

OR
2.

Commission decision - The Commission at its meeting [INSERT DATE OF COMMISSION
MEETING] considered the Performance Appraisal report for [INSERT APPOINTEES NAME]
and commends the progress made against strategic targets for the [INSERT PERIOD
REVIEWED] OR recognizes issues against performance. Further, the Commission wishes to
note the following [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
 [INSERT ISSUES/COMMENTS]
I further convey the Commission‟s gratitude in your participation in the performance review
process and welcome any comments or feedback on areas of improvement.

Fa‟afetai,
[INSERT NAME OF SECRETARY/CHAIRMAN]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Officers)
Cc.

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)

LETTER 9: OVERDUE DOCUMENTS
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[INSERT DATE]
[INSERT NAME OF APPOINTEE]
[INSERT POSITION]
[INSERT MINISTRY]
[INSERT PERFORMANCE DOCUMENT OVERDUE]
Please refer to our letter dated [INSERT DATE OF ORIGINAL LETTER] regarding your [INSERT
PERFORMANCE DOCUMENT/S DUE] that was due on [INSERT INITIAL DUE DATE]. Please
submit the above document to our office immediately to ensure compliance with your current
contract of employment.
Fa‟afetai,

[INSERT NAME OF SECRETARY/CHAIRMAN]
CHAIRMAN, PUBLIC SERVICE COMMISSION (For CEOs)
SECRETARY, PUBLIC SERVICE COMMISSION (For Contract Officers)
Cc.

Hon. Minister, [INSERT NAME OF MINISTRY] (For CEOs)
OR
Chief Executive Officer, [INSERT NAME OF MINISTRY] (For Contract Employees)
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