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MID-YEAR PERFORMANCE REVIEW REPORT ON 
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1. [bookmark: _Toc460923029]INTRODUCTION
The Local Government Service (LGS) Performance Management System (PMS) is a systematic process for improving performance by developing the individual performance of staff to enhance productivity, develop competencies, increase job satisfaction and achieve the full potential of all staff in the Service. It is operationalised through two Performance Management Instruments, the Performance Contract and the Performance Appraisal.
For the year 2016, Performance Contract (PC) for the …………………………MMDA in the …………. Region, was signed between …………………………………………………., Honourable Metropolitan, Municipal and District Chief Executive (MMDCE) and ………………………………………………………, the Metropolitan, Municipal and District Coordinating Directors (MMDCD) in ……. May /June 2016. The PC as prepared by the MMDA was based on planned achievement of indicators in Key Performance Areas (KPAs). Even though the PC was signed between MMDCE and MMDCD, it is worth noting that the overall performance reflects that of the respective MMDA. Hence, the emphasis of the assessment is placed on the overall achievement of the MMDA under the leadership of the respective MMDCD. 
The implementation process of the Performance Contract involves Four (4) Phases namely, Planning & Signing, Mid-year Review, End of the Year Evaluation and Decision Making.
Performance Planning of the implementation of 2016 PC involved the planning and setting of individual performance targets related to Key Performance Areas (KPAs) of the MMDA. The indicators/ targets are embodied in the work plans derived from the MMDA’s Medium Term Development Plan and objectives set at the Departmental and Unit levels. 
Mid-year Performance Review involves formal discussions and consensus on the extent of implementation of the PC in terms of actual achievement of planned indicators and targets and if required, an adjustment of some indicators /targets. The discussions and consensus are between the appraiser (MMDCE) and appraisee (MMDCD).
The 2016 Mid-year review of the PC is to be prepared by the MMDA (MMDCE & MMDCD) and report submitted to the RCC. Chapter 2 below is the Reporting Format (Template) of the Mid-Year Review to be completed by each MMDA and submitted to the RCC by 23rd September 2016.
Based on the MMDA’s report, the RCC is to undertake a Monitoring exercise on the review done by the MMDA. Chapter 3 indicates the specific areas of the Reporting Format in which brief notes on the MMDA’s performance are to be made by the RCC. After completion of Monitoring exercise by the RCC as per its brief notes Chapter 3, the Mid-year review report (hard and soft copy) for each MMDA in the Region is to be submitted by the RCC to the Head of the Service by 28th October 2016.   
2016 Mid-Year Performance Review, MMDA
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2. [bookmark: _Toc460923030]TEMPLATE FOR REPORTING ON MID-YEAR PERFORMANCE REVIEW BY MMDA
(to be completed by the MMDCD & MMDCE)  
[bookmark: _Toc460923031]SCHEDULE 1: KEY PERFORMANCE AREAS & MID-YEAR ACHIEVEMENT
KEY PERFORMANCE AREA (KPA) 1: TOP PRIORITIES FOR THE …………………………………………. MMDA
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	





KEY PERFORMANCE AREA (KPA) 2: PERFORMANCE REPORTING
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	




KEY PERFORMANCE AREA (KPA) 3: IMPLEMENTATION OF ANNUAL ACTION PLAN AND FINANCIAL MANAGEMENT
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	




KEY PERFORMANCE AREA (KPA) 4: HUMAN RESOURCE (HR) MANAGEMENT
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	




KEY PERFORMANCE AREA (KPA) 5: CUSTOMER SERVICE INITIATIVES
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	




KEY PERFORMANCE AREA (KPA) 6: WORK ENVIRONMENT IMPROVEMENT INITIATIVES & CROSS-CUTTING ISSUES
(……. % OVERALL WEIGHT OUT OF SIX KPAs)
Columns a & b are to be copied from the Performance Plan of the Performance Contract
	KEY PERFORMANCE INDICATORS (KPIs)	
	WEIGHT %
	MID-YEAR PROGRESS REVIEW
	REMARKS

	a
	b
	d
	e 

	1.1
	


	
	
	

	1.2
	


	
	
	

	1.3
	


	
	
	

	1.4
	

	
	
	




[bookmark: _Toc442104838][bookmark: _Toc460923032]SCHEDULE 2: PERSONAL DEVELOPMENT - PERFORMANCE OF COMPETENCIES: MID-YEAR REVIEW
**Circling of the Rating (1-2-3-4) is to be copied from the Planning Section of the Contract
	COMPETENCIES
	EVALUA-TION 
(Rating 1-2-3-4)
**(By marking circle)
	BRIEF ON ACTUAL RESULTS
	OBSERVATION AND RECOMMENDATION

	1
	2
	3
	4

	1. 
	ORGANISATION AND MANAGEMENT 
· ABILITY TO PLAN, ORGANISE AND MANAGE WORK LOAD
· ABILITY TO WORK SYSTEMATICALLY AND MAINTAIN QUALITY
· ABILITY TO MANAGE OTHERS TO ACHIEVE SHARED GOALS
	
1 – 2 – 3 - 4

	
	

	2. 
	INNOVATION AND STRATEGIC THINKING  
· SUPPORT FOR ORGANISATIONAL CHANGE 
· ABILITY TO THINK BROADLY
· DEMONSTRATING CREATIVITY IN THINKING	 
	
1 – 2 – 3 - 4

	
	

	3. 
	LEADERSHIP AND DECISION-MAKING   
· ABILITY TO INITIATE ACTION AND PROVIDE DIRECTION TO OTHERS
· ACCEPTANCE OF RESPONSIBILITY AND DECISION-MAKING 
· ABILITY TO EXERCISE GOOD JUDGEMENT 
	
1 – 2 – 3 - 4

	
	

	4. 
	ORGANIZATIONAL DEVELOPMENT AND IMPROVEMENT 
· COMMITMENT TO ORGANIZATIONAL DEVELOPMENT  
· COMMITMENT TO CUSTOMER SATISFACTION
· COMMITMENT TO THE DELIVERY OF QUALITY SERVICES AND PRODUCTS
	
1 – 2 – 3 - 4

	
	

	5. 
	COMMUNICATION (ORAL, WRITTEN & ELECTRONIC)
· ABILITY TO COMMUNICATE DECISIONS CLEARLY 
· ABILITY TO NEGOTIATE AND MANAGE CONFLICT EFFECTIVELY 
· ABILITY TO RELATE AND NETWORK ACROSS DIFFERENT LEVELS AND DEPARTMENTS 
	
1 – 2 – 3 - 4

	
	

	6. 
	 JOB KNOWLEDGE AND TECHNICAL SKILLS 
· DEMONSTRATION OF RELEVANT JOB EXPERTISE 
· DEMONSTRATION OF CROSS-FUNCTIONAL AWARENESS 
· BUILDING, APPLYING AND SHARING OF NECESSARY EXPERTISE AND TECHNOLOGY
	
1 – 2 – 3 - 4

	
	

	7. 
	 SUPPORTING AND COOPERATING 
· ABILITY TO WORK EFFECTIVELY WITH TEAMS, CLIENTS AND STAFF 
· ABILITY TO SHOW SUPPORT TO OTHERS
· KEEPING TO LAID DOWN REGULATIONS AND PROCEDURES
· ABILITY TO ADHERE TO ORGANISATION’S PRINCIPLES, ETHICS AND VALUES 
	
1 – 2 – 3 - 4



	
	

	8. 
	MAXIMISING AND MAINTAINING PRODUCTIVITY
· ABILITY TO MOTIVATE AND INSPIRE OTHERS
· ABILITY TO ACCEPT CHALLENGES AND MANAGE THEM EFFECTIVELY
· ABILITY TO MANAGE PRESSURE EFFECTIVELY
	
1 – 2 – 3 - 4

	
	

	9. 
	DEVELOPING AND MANAGING BUDGETS 
· FIRM AWARENESS OF FINANCIAL ISSUES AND ACCOUNTABILITIES  
· UNDERSTANDING OF BUSINESS PROCESSES AND CUSTOMER PRIORITIES 
· EXECUTING RESULTS-BASED ACTIONS COST-EFFECTIVELY
	
1 – 2 – 3 - 4

 
	
	

	10. 
	ABILITY TO DEVELOP SELF, STAFF AND OTHER STAKEHOLDERS
· DEMONSTRATING INTEREST IN SELF-DEVELOPMENT 
· ABILITY TO DEVELOP STAFF 
· ABILITY TO COACH AND MENTOR STAFF AND OTHER STAKEHOLDERS
	
1 – 2 – 3 - 4

	
	

	11. 
	ANY OTHER COMPETENCIES, PLEASE SPECIFY:


	1 – 2 – 3 - 4
	
	


.	
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