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1.0 NNSW LHD Managing for Performance

2.0 Background 
Managing for Performance and the implementation of a Performance Management System for NNSW LHD is a mandatory requirement pursuant to NSW Health PD2016_40 “Managing for Performance”.
This is consistent with the Northern NSW Local Health District Strategic Plan 2019-2024 and the Strategic Workforce Plan 2019-2024.

This procedure will provide NNSW LHD managers and employees with guidelines and tools to manage performance.

3.0 Purpose 
The objective of this procedure is to guide managers in how to manage the performance of employees in line with the NSW Health Policy PD2016_040 “Managing for Performance”, the Public Sector Performance Development Framework and the Public Service Capability Framework.  Every NNSW LHD employee’s performance is to be managed consistently, equitably and transparently to foster a responsive, motivated, capable and high-performing workforce.

4.0 Policy Statement 
The overarching principles of the NNSW LHD Performance Management Policy apply to all NNSW LHD employees.
However, the particulars in this policy directive do not apply to members of the Health Executive Service (HES)/ Health Service Senior Executive (HSSE), visiting practitioners, other independent contractors, Junior Medical Officers, agency staff supplied by another employer, students, volunteers, or external researchers who are not part of the government sector.
The Staff Specialist (State) Award contains specific provisions about annual performance agreements and reviews for Staff Specialists. Where they differ from this policy directive, the Award provisions take precedence. 
Performance management requirements for visiting practitioners are contained in PD2011_010 Visiting Medical Officer (VMO) Performance Review Arrangements and; and for members of the PSSE and the HES/HSSE in PD2016_019 Executive Performance Management.
The policy may be varied in respect of its application to staff who are employed for less than three (3) months and there is no expectation of employment continuing beyond three (3) months.  However, setting and clarifying expectations, monitoring performance and acknowledging good performance is best practice and a minimum requirement.
Variation may also be viewed as appropriate to take individual barriers into account. These barriers may include special needs of staff with literacy issues, staff with disabilities, staff from racial, ethnic and ethno-religious minority groups; or of Aboriginal and Torres Strait Islander background.

4.1	Frameworks 

4.1.1	Public Service Commission Performance Development Framework
The NSW Public Service Commission (PSC) has developed the Performance Development Framework to provide baseline principles for effective agency performance management and focusses on organizational systems and effective people practices with a strong focus on outcomes. The PSC Performance Development Framework informs NSW Health Policy PD2016_040 “Managing for Performance”.

	Core Requirements
	Essential Elements
	District Resources / Toolkit (tbd)

	Set & clarify expectations for employees
Collaborative process to establish expectations and clarify performance objectives that align with the organisation’s direction
	· Mechanisms are in place to build awareness of, and adherence to, sector values and standards of ethical behavior
· People Managers work with employees to clarify performance objectives, discuss requirements and capabilities of the role, identify any concerns meeting objectives and establish how performance will be measured
· Measurable performance objectives and expectations are appropriately recorded to promote accountability
· Employee objectives are aligned with the organisation’s direction and support the delivery of business outcomes
· Employees and people managers work together to establish shared expectations on the frequency and ways in which feedback will be provided
	Onboarding / Orientation procedures
Position Description (Occupation specific)
Individual KPIs 
Capability Framework

	Guide & review employee performance
Regular practice of people managers and employees providing and receiving meaningful feedback to guide performance, review progress and align performance objectives.
	· People managers regularly engage employees in open, honest conversations and provide constructive, ongoing performance feedback.
· People managers invite suggestions and feedback from team members and work to create an inclusive environment where diverse perspectives are valued
· Employees and people managers jointly review performance objectives and adjustments are made as required to maintain alignment with organizational needs and priorities
· Overall assessment is made against objectives and capabilities by people managers and scheduled reviews with employees are being held during the review period
	Regular Feedback Conversations 
CHAT Template 
Capability Framework

	Develop employee capability
Recurring initiatives to engage employees in working proactively with people managers to identify and plan for their own capability development.
	· Employees work collaboratively with people managers to identify development goals and targeted capability development options for both current and future roles
· Employees are encouraged to work proactively with people managers to plan for their own development, assess progress and maximize opportunities to develop capability strengths and close gaps
	Organisational Development & Learning Resources
HETI / MHL
In-services
Medical Training

	Recognise employee achievements
Organisational practices to encourage appropriate ways of recognizing the achievements of employees and teams
	· The organisation has support mechanisms in place for people managers to select appropriate ways of recognizing team and employee achievements
· Employees are encouraged to celebrate team efforts and give recognition to the achievements of others
	Recognition Framework (tbd)
Change & Innovation (incl. Big Ideas)

	Improve employee performance
Actions to identify and support the emerging performance improvement needs of employees
	· If there are instances where employee performance is below the standard required for the role, people managers and employees proactively identify and discuss the issue/s, share targeted feedback and re-examine expectations
· Employees proactively share issues that may impact their performance and are provided with support to address the issues and participate in actions towards improving performance
	CHAT Tool
HETI/MHL
Organisational Development / Learning Resources



	Resolve unsatisfactory employee performance
Efforts to determine and address unsatisfactory performance 
	· People managers and the organization work promptly with the employee to determine and resolve the patterns of unsatisfactory performance 
	GSE Rule 36
HETI/MHL
District Procedure (tbd)

	Evaluate and strengthen practices
Organisational mechanisms in place to support, monitor and evaluate the effectiveness of performance systems and practices
	· The organization has approaches in place to measure the effectiveness and impact of its people managers, identify trends and inform ongoing investment to support effective performance practices
· The organization has established methods to enable use of performance information as an input for other workforce management processes.
· Organizational expectations of performance outcomes are clearly communicated, monitored and evaluated to support ongoing achievement and improvement.
	Performance and Talent System (PAT)



4.1.2 NSW Public Sector Capability Framework

Aligning with the Performance Development Framework, the NSW Public Service Commission provides the NSW Public Sector Capability Framework. The Capability Framework provides a common tool for every employee in NNSW LHD to support attract, recruit, develop and retain a responsive and capable workforce.
The Capability Framework supports consistent role descriptions, recruitment practices and based on consistent articulation of capabilities, a clear understanding of role expectations.

The Capability Framework (Fig.1) describes 16 capabilities across 4 core groups:  

Personal Attributes, Relationships, Results and Business Enablers (applicable to all professions and levels within the District). 
A further four capabilities within the People Management Group are for people who manage people. The capability groups work together to provide an understanding of the knowledge, skills and abilities required by employees working for NNSW LHD, and align with the domains across the NSW Public Sector. The capability framework further categorises the level of capability required for each role within the District. These five level descriptors (Fig.2) range from “foundational” to “highly advanced”, reflecting a progressive increase in complexity and skill. 
Fig. 1: Capability Framework

Fig. 2: Level descriptors reflecting the required skills for the position.

Communicate Effectively
Communicate clearly, actively listen to others and respond with respect
Commit to Customer Service
Provide customer centric services in line with public service and organisational objectives
Work Collaboratively
Collaborate with others and value their contribution
Influence and Negotiate
Gain consensus and commitment from others and resolve issues and conflicts
Deliver Results
Achieve results through efficient use of resources and a commitment to quality outcomes
Plan and Prioritise
Plan to achieve priority outcomes and respond flexibly to changing circumstances
Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
Demonstrate Accountability
Be responsible for own actions, adhere to legislation and policy and be proactive to address risk
Finance
Understand and apply financial processes to achieve value for money and minimise financial risk.
Technology
Understand and use available technologies to maximise efficiencies and effectiveness
Procurement and Contract Management
Understand and apply procurement processes to ensure effective purchasing and contract performance
Project Management
Understand and apply effective planning, coordination and control methods
Manage & Develop People
Engage and motivate staff and develop capability and potential in others
Inspire Direction and Purpose
Communicate goals, priorities and vision and recognise achievements
Optimise Business Outcomes
Manage resources effectively and apply sound workforce planning principles
Manage Reform and Change
Support, promote and champion change, and assist others to engage with change
Display Resilience and Courage
Be open and honest, prepared to express your views, and willing to accept and commit to change
Act with Integrity
Be ethical and professional, and adhere to the Public Sector Values
Manage Self
Show drive and motivation a measured approach and a commitment to learning
Value Diversity
Show respect for diverse backgrounds, experiences and perspectives.
Occupation or profession specific capability sets can be used in conjunction with the core capabilities required by all employees and people managers




























4.12 Performance and Talent System (PAT)

The Performance and Talent System (PAT) is an online tool to record performance and career development goals and capture performance reviews. PAT is integrated with Stafflink.  PAT is the appraisal tool for all performance reviews in NNSW LHD, unless excluded as outlined in Paragraph 2 “Application”.

A separate clinical competency assessment process may be generated if there are competency concerns identified as part of/during the performance review cycle.  If this occurs, the process may be referred to the relevant professional area (e.g. nursing, midwifery, medical) to assist the employee to develop and learn competencies related to their role, and for the assessment in key skills and practice in competency areas.

Refer to the relevant applicable framework and guideline e.g. Framework for assessing national competency standards and Professional Standards for Nursing & Midwifery.



4.1.3	Performance and Talent System Process:
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	Conversations
Managers maintain ongoing conversations with their staff and encourage them to enter their performance and career development goals into PAT
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	Employees
Employees enter their performance and career development goals into PAT and send to their manager for approval
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	Performance Period
Towards the end of the performance period, employees or managers will generate a performance document
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	Performance Document
Employees will rate and make comments against their performance and development goals
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	Manager Conversations
Managers and employees meet to discuss comments and ratings and enter their own review of how the employee performed.
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	Overall Rating
Managers and Employees agree on an overall rating and the manager submits the performance review document. A notification with the date of submission of the Performance Review is updated to StaffLink.





Framework Overview and Review Cycle:
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4.1.4 Unsatisfactory Performance 

Section 68 of the Government Sector Employment Act 2013 and Clause 36 of the Government Sector Employment Rules sets out the legal requirements for dealing with an employee’s unsatisfactory performance.

Unsatisfactory performance, poor performance and underperformance involve an employee not performing their duties to the expected and agreed standard. 

Unsatisfactory performance includes:

· Does not understand or follow job requirements or directions
· Will not follow directions or perform tasks as required
· Does not acknowledge there are unsatisfactory performance issues
· Does not complete work tasks to the required standard
· Is negative or disruptive at work
· Is late or has issues with attendance
· Continuously fails to deliver work outcomes.
Where a performance concern relates to alleged or suspected physical or mental impairment, disability, condition or disorder (including substance abuse or dependence), including where self-disclosed by the clinician, it must be managed in consideration of the NNSWLHD Procedure Non-Work Related Injury or Health Condition Management.  

Unsatisfactory performance differs from misconduct, which involves unacceptable or improper conduct, although both misconduct and performance processes may be applicable in some circumstances.  Managers are to promptly work with employees to investigate the cause for unsatisfactory performance and resolve barriers. This may be appropriately done by the managers within an informal, yet documented discussion. A second step may escalate to the implementation of a Performance Improvement Plan.

Please refer to NNSW LHD Procedure ‘Resolving Unsatisfactory Performance” for further guidance on managing unsatisfactory performance.

5 Probation

NSW Health Policy Directive ‘Recruitment and Selection of Staff to the NSW Health Service https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/PD2017_040.pdf provides for a probation period of up to 3 months for new staff to the NSW Health Service only, unless otherwise provided by relevant legislation or industrial award. 

People re-entering the NSW Health Service after an absence of two years or more would also be considered new staff.  Note: Probation periods must not be applied to existing NSW Health Service staff regardless of whether their new role is in the same Health organisation or elsewhere in NSW Health.

Probation periods are not to be applied to any trainee programs that already contain their own progress assessment processes (including Junior Medical Officers).

Probation periods will not apply to staff who are employed for less than 3 months.

The successful applicant must be advised that they will be subject to probation review (refer to the NNSW LHD Procedure ‘Probation’(link tba) for further guidance on probation reviews, including setting expectations, monitoring, providing support, and taking action if the new staff member’s performance fails to meet expectations).


6 Link with Remuneration

Performance reviews are to inform all assessments for incremental salary progression within, or unless otherwise provided by Award provisions (refer to NNSW LHD list of Awards and relevant provisions salary progression based on years’ rather than satisfactory performance).

Refer to NSW Health Remunerations and Conditions and the Awards Overview on the NNSW LHD intranet site. 

For Health Managers, please refer to the NNSW LHD Procedure “Salary Progression - Health Managers”.

7 Monitoring and Evaluation 

Senior Executives are required to ensure that:
· This policy is communicated to all managers, supervisors involved in managing staff
· The performance management system(s) outlined within this policy is linked with organisational planning, systems and processes
· All facilities and services within NNSW LHD meet the requirements of this procedure
Workforce Directorates / Human Resources Departments / Organisational Development Departments are required to:
· Ensure provision of advice, information and training as necessary to support effective implementation of this policy.
Managers / Supervisors are responsible for:
· Adhere to the performance management system and building capability to ensure continual development and success
· Setting clear performance objectives for their staff/team, monitoring their performance and providing regular, ongoing feedback to them (including structured conversation about performance and development needs)
· Honestly and openly addressing unsatisfactory performance
All members of staff are responsible for:
· Developing their own performance with the support of their manager
· Actively contributing in all aspects of performance management, including openly receiving feedback and providing open and honest feedback to their manager
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