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Overview:
Objectives of Performance Management System

« Developing a scientific and logical methodology to link rewards, incentives and
bonuses to the level of performance, and recognition of the achievements and
outstanding results.

« Improving and increasing the productivity of federal government employees of
the United Arab Emirates through the annual performance assessment process
in line with the government's strategic objectives of the government of United
Arab Emirates.

o Establishing a comprehensive understanding of the strategic objectives of the
ministries and federal government in the United Arab Emirates and encouraging
communication with all employees regarding its details at individual levels of
managers and employees.

e Encouraging and enhancing individual achievements of the employees of
ministries and federal government, and instilling a culture of continuous
learning, opportunities for advancement, career development and principles of
teamwork.

e Encouraging federal government agencies to identify and evaluate employees
with outstanding performance, competencies and high skills, and preparing and
equipping them with the necessary expertise to occupy leadership positions in
the future.

« Providing a systematic mechanism to measure the contribution of individuals to
achieving and completing the strategic objectives of ministries and federal
government entities in the United Arab Emirates.

Basic Principles of the System
Strategic alignment

Enhancing and developing the culture of performance by linking the performance of
the individual employee to the strategic direction of the federal government in general
and the ministry or the federal authority in which he works in particular.

Based-Objective Managing

It means the engagement of the employee in planning and making objectives to adhere
to the controls and standards that achieve the objectives, as he feels that your work is
valuable and appreciated by the management, which achieves job satisfaction.

Feedback

Encouraging fair and positive feedback from the line managers, who monitor their
employees' performance as a method to develop and review performance.
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Integrative Relationship

Linking performance to incentives, bonuses, promotion opportunities, training and
development, where measuring the effectiveness of the performance of the government
authority depends on the extent of achieving the objectives.

Justice and credibility

Establishing a stable, fair, equitable and credible system to manage the performance of
the employees by defining clear standards, policies and procedures in line with federal
government legislation and regulations.

Basics of the System
The system consists of two main basics
Objectives «What it accomplished»

This objective represents the expected accomplishments of the employees during the
year. These objectives help the employee to ensure that he focuses on the key aspects
of your work, which achieves achievement with efficiency and effectiveness. In
addition, all employee objectives are linked and aligned with the institutional objectives
of the federal authorities or the operational requirements of the departments and
sections.

Competencies «How to accomplish»

This objective focuses on the method or mechanism that determines how the employee
fulfills your objectives according to the general framework of behavioral competencies,
which includes two different sets of competencies (three leadership and six basic
competencies) developed according to strategic priorities and values, and the
"Principles of Professional Conduct and Public Service Ethics".

Federal Authorities Objectives
Competencies “How”
Objectives “What”
Leadership Competencies
Behavioral Competencies
Main Competencies
Smart Objectives

Competencies
Types of behavioral competencies approved in the Federal Government:
Behavioral competencies are divided into two parts:

Leadership Competencies: Leadership competencies are among the main
competencies for roles and positions within the categories of "leadership™ and "senior
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management™ positions, which have been prepared in line with the strategic thinking,
directions and the development of the leadership of the federal government.

Main Competencies: Main Competencies include the general competencies that are
required to be available in the employees of the federal government, who occupy the
tenth grade and above in order for any entity is able achieve its objectives and vision.
They have been prepared in light of the vision and plan of government of United Arab
Emirates and the "Principles of Professional Conduct and Public Service Ethics".

Leadership Strategic The ability to create and crystallize a clear vision for
Competencies: | thinking the future, linking the strategic objectives of the federal
entity with the priorities of the work. This includes a
long analysis of priorities for the purpose of creating a
common vision for the employees of the federal
authority to encourage them, and generate interest and
enthusiasm toward this vision, as well as motivating
them to achieve the strategic objectives of the federal
authority.

Empowering The ability to motivate and encourage the employees
the employees | and teamwork by giving them the necessary powers to
and developing | facilitate their business, providing support, guidance
their and development, creating an encouraging work
capabilities environment to achieve the highest levels of individual
performance, and preparing future leaders to ensure
sustainability of the success of the federal authority.
Leadership The ability to motivate the employees and teamwork to
Change adopt change thinking, constructive critique of work
mechanisms, and leading development initiatives in
line with the vision and strategic objectives of the
federal entity.

Communication | The ability to listen, explain, persuade and influence

and others by expressing ideas and opinions in a way that
Main communication | corresponds to the situations in different aspects, both
Competencies | skills orally and in writing, in a way that leads to positive

communication.

work as one | The ability to work in a team spirit among different
team organizational units in order to achieve common
objectives while maintaining positive linkages at all
levels regardless of cultural differences while
respecting mutual views.

Focusing on the | The ability to identify and achieve strategic objectives,
results maintain focus, effectiveness and excellence in
achieving results that are consistent with the objectives
of the entity. This includes the ability to overcome
challenges and obstacles to work and to find
appropriate solutions to them, in accordance with
available possibilities.

Managing The ability to properly and effectively plan the
resources organization's resources and adopting the criteria of
effectively excellence in achieving its objectives and strategies,

including prioritizing, encouraging cooperation and
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motivating employees to perform their tasks, in
accordance with the required standards of excellence.
Accountability | Assuming the full responsibility for the results of
employee decisions resulting from the tasks assigned to
him/her, and effectively addressing problems, and
encouraging its employees to be committed to
achieving the objectives and fulfilling the tasks with
sincerity and honesty.

Focus on | The ability to understand the needs of internal and
customer external customers, and seeking to provide the services
service to meet these needs within the available possibilities.

Distribution of behavioral competencies on jobs

Leadership Competencies: It applies to senior management positions of the second
degree and above

Main Competencies: It applies to all positions in different functional categories and
degree.

Skill Level (PL): It describes the degree of complexity and the importance of
behavioral indicators at each level, making them more difficult and important, up and
gradually as the degree of function increases.

Job Category | Degree Skill Main Competencies Leadership
Level competencies
(PL) Human Results Group Strategic Group
Capital
o = 2
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Leadership Undersecretary / PL7 PL7
Positions Undersecretary
Assistant
Senior Special (A) PL6 PL6
Management Special (B)
1 PL5 PL5
2
Supervision 3 PL4 PL4 Not Applicable
Functions 4
5 PL3 PL3
6
Supporting 7 PL2 PL2
Functions 8
9 PL1 PL1
10
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Scope of Application of Performance Management System

This system applies to all ministries and federal agencies, regardless of the type,
duration of the contract and the functional degree, including part-time or full-time
employees, except for service workers.

Members of the judiciary are also excluded from the application of this system,
provided that their performance systems shall conform to the general principles and
general framework of the system.

The following table sets the time frame for the application process in all ministries

and federal agencies:

Priorities

First Year

Second Year

Identifying key performance
objectives

Identifying objectives for all
degrees in the final assessment

Identifying objectives for all
degrees that is measured and
calculate in the final
assessment.

Identifying competencies based
on the general competency
framework of the federal
government

Applied and measured in all
degrees, but not calculated in
the final assessment in the first
year

Applied to all degrees, and
measured and calculated in the
final assessment of the second
year

Developing
weight targets

and measuring

Optional in the first year

Applied according to the system
of the second year

Performance-related rewards

To be determined later

To be determined later

The Role of the Employee and his/her Line manager

The employee and the line manager play a pivotal role in the success of the performance
management process.

Subordinates

» Suggesting and agreeing objectives and weight for each of them with the line
manager.

« Seeking feedback and observations from the line manager, conducting dialogue
with him/her and agreeing on plans of action and how to apply them.

« Commencing the search for the methods of developing competencies required
according to the system of training and development of federal government
employees.

» Implementing the performance plans agreed upon in accordance with the annual
performance document in a strict and faithful manner in order to achieve the
established objectives.

« Applying for the line manager to review performance through periodical
review.

The Line manager
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« Ensuring the understanding of the subordinates of the performance management
system correctly and comprehensively.

« Discussing their subordinates and agree with them on behavioral objectives and
competencies, and individual development plans.

e Following-up the performance of their subordinates and managing the
development of their performance through continuous and periodic review.

o Discussing and agreeing on the annual performance document provided for in
the performance management system, and according to the individual
development plan contained in the system of training and development of
federal government employees.

e Providing their subordinates and teamwork with feedback on their performance
and measurement of each employee.

o Completing and preparing the periodical audit in the due date.

e Taking all necessary action for the final annual assessment.

e Evaluating the performance of their subordinates with all objectivity and
transparency in the light of the achievements made.

e Adherence to the timeframe set for the employees’ performance management
cycle.

Performance Management System Cycle
General Framework

January February
Performance Planning
v" Identifying Goals
v ldentifying Behavioral Objectives

June - July

Periodical review of the progress achieved
v Informal feedback
v Performance reviewing during the project
v’ Periodical Review

November - December

Annual performance evaluation and identifying rewards and bonuses
Performance-associated rewards

Non-financial estimate

Promotions

Annual performance evaluation

Adjustment process and ratios balance

Complaints and plaints

Individual development plans

Low performance management

AN N N N NN
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According the general framework of the system, the Performance Management
System Cycle consists of three phases:

Phase Timetable Objective
First Phase: | January and » Developing individual objectives or key
Performance February of Each business responsibilities according to the
Planning Year employee's functional degree.

» Selecting the desired behavioral competency
levels based on the principles and values
specified in the competency framework.

+ Agreeing and signing of annual performance
document.

Second Phase:

June and July of

Discussing the progress in achieving objectives,

Periodical Each Year demonstrating competencies, identifying causes and
Review obstacles and adjusting any objective, as necessary.
Third  Phase: | November  and | Assessing the performance of the employees by
Annual December of | assessing the level of achievement of the objectives,
Performance Each Year competencies identified in the annual performance
Assessment document, and identifying the developmental needs
required to achieve the future objectives — for the
support of the process of training, improvement and
improvement of the employees.
First Phase
Receiving Feedback
10
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Performance Performance
Assessment Planning

\_/

Periodical Review

Performance Assessment System Cycle

Performance Planning
Objective of the phase

» Developing individual objectives or key business responsibilities according to
the functional degree the employee occupies.

» Identifying the desired behavioral competencies based on the principles and
values set out in the behavioral competencies framework.

« Agreeing and signing the annual performance document.

When do we implement it?

This phase takes place in January and February of each year.

What should the employee and the line manager implement at this phase?
Step 1: Identifying Objectives

Step 2: Meeting with the employee and preparing the annual performance
document

+«» Setting objectives
+» ldentifying the weight of the objectives
+ Identifying behavioral competencies
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Step 3: Signing the document and reviewing the manager of the Department
Step 1: Identifying Objectives
What is meant by Identifying Objectives?

 Identifying Objectives: - It means the inclusion of objectives from the top of the
institutional pyramid to the bottom, starting with the strategic plan of the federal
authority to the individual objective of each employee.

* In this step, your line manager should meet you and your team, to share with
you the strategic plan of the federal authority, and the derived objectives and
initiative. It also reviews the objectives of the sector and department for the
coming year, so that you can think of your own objectives that are consistent
with the Federal Strategic Plan.

« Once you identify the strategic plan and its department objectives, you should
think about the individual objectives by which you can contribute to achieving
your department objectives within your specialization. Feel free to ask your
manager for help in clarifying the link between your job and your plan or
strategic objective.

»  Write down the objectives you set for yourself to prepare and discuss them with
your line manager at the performance planning meeting, as described in the next
step.

The following figure shows how the objectives are ranked from the highest point
of the institutional pyramid. The objectives of each organizational unit are derived
from the objectives of the higher management level to ensure consistency and full
integration between the individual objectives and the strategic plan.

Objectives of the institutional sector according to the strategic plan

Objectives of the Department
Objectives of the Section
Objectives of the Section
Objectives of the Section

Objectives of the Employee
Objectives of the Employee
Objectives of the Employee

Step 2: Meeting with the Employee and Preparing the Annual Performance
Document

This important step involves the meeting of the line manager with each employee to fill
the first and second sections of the annual performance document in order to identify,
discuss and document the objectives and behavioral competencies expected to be
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completed by the employee by the end of the year, noting that the behavioral objectives
and competencies are main basics of the performance management system.

Before the Meeting:

» You should prepare for the meeting prior to its date by reviewing the following:

1. Behavioral competencies framework, in particular those fall within the
required skill level, according to your function degree.
2. Method of formulation of the following specified smart objectives.
3. Manual of relevant procedures, forms, documents and tools
4. Job description card (if any) for the function you occupy.
* You should also review and provide the proposed taken objectives for the
following year.

During the meeting
During the meeting with the line manager, three steps are taken:
1. Discussing, formulating and agreeing with your line manager on the individual

objectives.
2. ldentifying the weights of the objectives
3. ldentifying and discussing the required behavioral competencies and indicators.

To review the form of the annual assessment document, kindly review the list of attachment at the end
of this manual

First: Identifying individual objectives for employees:

1. Your line manager will review and discuss the objectives you proposed and
discussed in order to ensure that they are aligned with your department
objectives. He may also suggest and discuss some additional objectives with
you. Your line manager should also ensure that the criteria for smart objectives
are considered and that we will address them later with explanation and
interpretation.

2. If the position of the subordinate is within grade 7 or below, the individual
objectives are the same as the main functional responsibilities of the employee.

3. If the position of the subordinate is between the degree of Undersecretary and
the sixth degree, you must agree here with a certain number of objectives to be
achieved during the next year, to be based on the objectives of the department
or the section to which the employee follows - to secure the process of
identifying the objectives mentioned above.

4. The number of annual objectives for each employee shall not be less than 4, and
it is recommended that the number shall not exceed 8.

The entities that specify the targets based on the functional degree of the

employee
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Undersecretary to the sixth degree 4 objectives, as a minimum
Seventh degree and above Responsibilities or key tasks of the work
* Except for service jobs

Formulation of Smart Objectives

So that the objective is effective and able to direct the abilities and efforts of the
employee towards the right activities that ensure the achievement of the objectives in
smart form, provided that it shall meet five basic criteria:

Written in a clear and unambiguous way about the matters to be
achieved.

Providing clear and transparent metrics for measuring objectives.
The objective must be achievable, feasible, achievable, viable and
reflective of the Government's aspirations to improve federal service
standards.

Reflecting the general objectives sought by the federal government.
A specific time period must be specified to accomplish and achieve
the objective.

A general guide to building Smart Objectives according to SMART standards

Who are the target customers of the objective? What is the expected
outcome of its achievement? Can the objective be divided into a
clear series of action plans that cause its achievement? After
formulating and writing the objective, can it be interpreted in several
ways specific enough to be understood and interpreted in one way?
Is there a quantitative or qualitative criterion on which the
achievement of the objective can be measured? (number, quantity,
frequency or descriptive standard of the desired outcome quality of
the objective)

What are the human, financial, material and technical resources
needed to achieve the objective in a timely manner? Will these
resources be available? What are the obstacles and challenges
expected to prevent the achievement of the objective and how can it
be realized?

Are these objectives consistent with the overall objective of the
function and the objectives of the department and its management?
Does achieving this objective serve the Strategic Plan?

What is the time period required to accomplish the objective? What
is the start date of the objective and what is the date of completion?
Is this time frame realistic and consistent with the resources
available to achieve the objective?

14
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Virtual examples to illustrate the difference between smart and non-smart
objectives:

The first example

A non-smart objective for an employee in administrative support: «Providing
administrative support to some committees»

To become a smart objective, it shall be reformulated as follows «Providing
administrative support to the Executive, Legal Affairs and Complaints Committees so
that the agenda of the meeting is prepared and distributed before the meeting of two
weeks, and the completion and distribution of the minutes within two days of the
meeting of the Committee»

Have you noticed the difference?
The second example

A non-smart objective for an employee in the training department "prepare training
workshops on the human resources management information system™

To become a smart objective, it shall be reformulated as follows "preparing training
workshops (including scientific material and presentation) for 100 employees in all
departments of the Authority during the first six months of the year, with a satisfaction
rate of trainees reaching 90%

Have you noticed the difference?

Second: ldentifying the weight of the objectives:

Your line manager should, during the meeting of setting objectives, allocate a weight
to the importance of each objective separately. The importance of such weight is as
follows:

1. Showing the relative importance of each objective compared to other objectives
over the next 12 months.

2. Demonstrating and identifying key areas that employees should focus on in their
business.

3. If an objective has greater value than the other objectives, the employee then
understands that the achievement of that objective confirms your success in
work.

You shall comply with the following terms:

1. The total weight of the objectives should be 100%.
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2. Weights are adjustable during the periodical review phase only, and then they
may not be modified.

3. Itis recommended that the weight of the target should not be less than 10% and
not more than 40%.

An illustrative example of the distribution of the relative weights on 4 objectives:

First Objective 40%
Second Objective 30%
Third Objective 15%
Fourth Objective 15%
Total 100%

Third: Determining the behavioral competencies:

« Behavioral competencies are the standards and skills that enable you to perform
your job properly.

« The line manager shall, after the end of the phase of setting objectives and its
weights, determining the behavioral competencies and the level required for
each competency for your collagenous, in accordance with the general
framework of behavioral competencies issued by the Federal Authority for
Government Human Resources, where you must adhere to the corresponding
level of each efficiency according to the degree shown in the map of
competencies table outlined below. For additional information on efficiency
levels, kindly refer to the general competency framework issued by the Federal
Authority for Government Human Resources.

Example: A second-degree employee

6 main competencies
3 leadership competencies.
Skill level required: PL5

Example: A fifth-degree employee

6 main competencies
Do not subject to leadership competencies
Skill level required: PL3

Example: An eighth-degree employee

6 main competencies
Do not subject to leadership competencies

16
Application Manual of Performance Management System for Federal Government Employees



Federal Authority For Government Human Resources

agogaall apiull 3lgoll aalaill gl 51’

- Skill level required: PL2

Job Category | Degree Skill Main Competencies Leadership
Level competencies
(PL) Human Results Group Strategic Group
Capital
g = g
© % c.E c E é = E
£ | {212 |48 |8 |58|%
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Leadership Undersecretary / PL7 PL7
Positions Undersecretary
Assistant
Senior Special (A) PL6 PL6
Management Special (B)
1 PL5 PL5
2
Supervision 3 PL4 PL4 Not Applicable
Functions 4
5 PL3 PL3
6
Supporting 7 PL2 PL2
Functions 8
9 PL1 PL1
10

Step 3: Signing the document and reviewing the manager of the department

1. After completing the meeting with the line manager, the line manager shall
document the agreed behavioral objectives and competencies in the first and
section of the annual performance document. Then both shall sign the document
in the relevant section.

2. After the signatures, your line manager shall forward the performance document
to the higher manager according to the organizational structure of the
department to review and ensure the quality of the outputs of the performance
planning process, ensuring the quality and clarity of the objectives and aligning
them with the strategic objectives of the department and its relevance to
SMART Objectives.

3. If the higher manager recommends some modifications, your line manager shall
notify and discuss these amendments with you, and therefore the amendments
are conducted in the document.
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4. Your line manager will deliver you with a copy of the performance document,
sending a copy hereof to the Human Resources Department, maintaining the
original copy.

5. You line manager will agree with you on a date for the periodical review - within
the period prescribed - and continuously exchange informal assessments and
observations (ongoing review).

Receiving Feedback

After completing performance planning, your line manager will keep track of your
progress in achieving the objectives and providing you with feedback to help you
achieving your objectives.

Here you should try to make benefit of feedback from your line manager, because it
allows you to adjust your performance to the desired results.

Criteria and Standards of Effective and Constructive Feedback

1. You should listen to your line manager while giving feedback to you to make
him/her feel the importance of his/her opinions and to take them into account if
they are logical and provide important information to improve performance.

2. Do not take notes personally. Your line manager will not assess your person but
assess your performance and your behavior at work only. You will notice that
most of the observations are fact-centered and there is no need to be overly
sensitive to these observations.

3. You should share your thoughts: do not make the feedback session an individual
discussion by your line manager, but you should be positive and engaged in
dialogue, and express your opinion clearly, respecting the opinion of your line
manager.

4. Be sure to write down your line manager remarks during the meeting, listening
to him/her, this will help you take the necessary steps to improve your
performance and make sure you do not forget the important points discussed.

Second Phase: Receiving Feedback
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Performance Performance
Assessment Planning

\_/

Periodical Review

Performance Assessment System Cycle
Objective of the phase

« Discussing the extent of progress in achieving objectives, demonstrating
competencies, identifying causes and obstacles and adjusting any objectives, as
necessary.

When do we implement it?
« This phase takes place in June and July each year.
What should the line manager do at this phase?
Step 1: Preparing for the periodical review meeting
Step 2: Holding the meeting with your line manager

Step 3: Documenting and signing the Annual Performance Document

Step 1: Preparing for the periodical review meeting

» The line manager shall properly prepare for the periodical review meeting by
collecting and documenting short written notes on the level of performance and
achievement, and collecting feedback from the supervisor and other you worked
under their supervision.

« The line manager shall send a note indicating the date, purpose and preparation
of the periodical audit meeting.
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» From your part, prior to the date of the periodical review meeting, you shall
prepare and record written observations on your performance to be informed to
your line manager, as well as other information related to the objectives you
achieved and those that you do not achieved, referring in writing to reasons and
justifications for any objectives not achieved.

Step 2: Holding the meeting with the employee

« During the meeting, the line manager and the employee will review the
documents and conduct an open discussion on the progress of the performance,
achievement of objectives, measurement of key performance indicators and
behavioral competencies developed.

« Discussing the obstacles or challenges faced by the employee during the first
half of the performance cycle, and agreeing with him/her on practical direct
procedures to correcting the path.

» In accordance with the latest developments in the working conditions, you can
agree with the employee to make any necessary adjustments to the set objectives
or weights, as well as add new objectives or delete one, as a last chance before
the stability of the objectives, as it is not allowed to be modified again until the
end of the year.

« In some cases, this review will be an important opportunity for employees
whose nature of work and objectives have changed during the first phase of the
performance cycle, where the line manager will adjust the performance
objectives in line with the business interest and the circumstances surrounding
it. This review is also being used to set objectives and identify behavioral
competencies for those new employees, who joined work after February and
before June.

Step 3: Documenting and signing the Annual Performance Document

» After the meeting with the employee ends, the line manager will document the
outputs of the periodical review meeting in the section dedicated for this
purpose in sections | and Il of the annual performance document, then sign them
and obtain the employee's signature.

« The line manager shall retain the original copy of the performance document
and send two copies thereof to the Human Resources Department and to the
employee.
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Third Phase:

-

Performance Performance
Assessment Planning

Periodical Review

Performance Assessment System Cycle

Third Phase: Annual Performance Assessment
Objective of the phase

« Assessing the performance of the employee by assessing the level of completion
and achieving the objectives and competencies that have been achieved in the
annual performance document, and determining the improvement needs
required for the completion of future objectives, benefiting the path of training
process and functional development and improvement.

When do we implement it?
« This phase takes place in November and December each year.
What should the line manager do at this phase?
Step 1: Preparing for the assessment meeting
Step 2: Holding the meeting, which includes

- Assessing objectives
- Assessing behavioral competencies
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Step 3: Calculating the final performance result

Overall assessment of objectives + overall assessment of competencies = Final
Performance results

Step 4: Reviewing and documenting the performance document by the manager of the
department

Step 1: Preparing for the assessment meeting

« Your line manager shall properly prepare for the periodical assessment meeting
by collecting and documenting short written notes on the level of performance
and achievement, and collecting feedback from the supervisor and other
employees you work under their supervision.

» To review the form of the annual assessment document, kindly review the list
of attachment at the end of this manual

How would you prepare for performance assessment meeting?

1. Reviewing your important achievements during the past year, collecting and
preparing supporting documents.

2. Self-assessment of the results of annual objectives and behavioral
competencies. Developing your perceptions of the levels of assessment you
think are due, writing down your notes and preparing relevant supporting
documents.

3. Self-assessment of skills, knowledge and abilities and identifying your strengths
as well as areas of improvement.

4. Thinking about the obstacles and challenges of performance that you have faced
during the year and your proposals to overcome them next year.

Step 2: Holding the meeting

First: Objectives Assessment

» During the meeting, you and your line manager will review the supporting
documents that demonstrate your achievement of the agreed objectives and the
key contributions he has made during the assessment period. Therefore, the
level of achievement of the objectives is measured using the assessment scale
for the objectives and tasks described below:

4 Significantly Achieve his/her objectives with efficiency and
Beyond effectiveness throughout the year exceeded the
Expectations percentage of measurement of the performance
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indicators of the objectives significantly (more
than 100%).

Achieve more objectives than agreed in the annual
performance document, and the objectives
achieved have a positive and clear impact his/her
employer.

Submit suggestions and initiatives that have been
introduced and applied by his/her employer.

3 Beyond Achieve its objectives efficiently and effectively.
Expectations Achieve the percentage of measurement for the
performance indicators of the objective (80-
100%). The objectives achieved have a clear and
positive impact on the department or the sector in
which he is working.

Make positive suggestions and initiatives.

2 Meet Expectations Perform his/her work on a regular basis and
fulfills expectations in all that is required to
achieve most of its objectives (60-80%).

1 Need improvement The employee's performance level is always
below expectations, as he achieves measurement
ratio of performance indicators less than 60% in
many basic areas of work and needs to develop
and improve performance to the required level.

An example of how to analyze and evaluate the level of achievement for each
objective:

Assuming that one of the specific objectives is:

Preparation of training workshops (including scientific material and presentation) and
training of 100 employees in all departments of the Authority during the first half of
the year, provided that the rate of satisfaction of trainees is reaching up to 90%.

According to the assessment scale of objectives, the line manager can estimate the level
of achievement as follows: -

If the employee prepared the scientific material and the | Meeting the expectations

presentation and trained 75 employees within 6 months, for this objective

achieving satisfaction rate of 70%.

If the employee prepared the scientific material and the Exceeding the 3
presentation and trained 100 employees within 6 months, expectations for this

achieving satisfaction rate of 90%. objective

After the training, he summarized the notes of trainees and
proposed useful additions and amendments to the scientific
material.
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If the employee prepared the scientific material and the | the expectations for this 3
presentation and trained 90 employees within 7 months, objective
achieving satisfaction rate of 80%.

After training, he summarized the notes of trainees and
proposed useful additions and amendments to the scientific

material.

If the employee prepared the scientific material and the | Significantly exceeding 4
presentation in an innovative manner and trained 150 | the expectations for this
employees in less than 5 months and exceeded the objective

satisfaction rate of 95%, and took to allocate additional
hours to hold guidance sessions for those interested after
the completion of the course and this initiative resonated
widely among the trainees and increased the skill of using
the system.

If the employee prepared the scientific material and the Need improvement 1
presentation and trained only 40 employees, or the
satisfaction rate of trainees is less than 50%

Second: Assessing Behavioral Competencies

You and your line manager will discuss the level of achievement and demonstrating the
behavioral competencies identified. Therefore, the level of competency assessment is
measured using the following scale of assessment:

4 Significantly Beyond | Throughout the year, the employee proves that he enjoys the
Expectations behavioral indicators determined in accordance with the
required skill level and most behavioral indicators of the
following skill level significantly throughout the assessment
period.

No administrative sanctions were imposed against him/her
during the year.

3 Beyond Expectations Throughout the year, the employee proves that he enjoys all
behavioral indicators that meet the level of skill in all
competencies required for his/her degree. The employee
also demonstrates that he has some behavioral indicators
that exceed the skill level specified in 4 competencies, as a
minimum.

No administrative sanctions were imposed against him/her
during the year.

2 Meet Expectations Throughout the year, the employee generally proves that he
has the most behavioral indicators required for his/her
current degree, while the employee does not show any
additional behavioral indicators.

1 Need improvement The employee lacks most behavioral indicators in 4 or more
behavioral competencies, leading to major defects and
deficiencies that adversely affect the work or the team.
Therefore, improvement is required in the most important
behaviors.

An illustrative example of how to evaluate and classify the behavioral competency:
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If you occupy the seventh degree, then skill level expected in all competencies,
according to the plan of behavioral competency, is (PL2). Here is one of the main
competencies, as follows: -

In this step, your line manager will refer to the behavioral competencies framework to
compare the actual behaviors demonstrated by the employee during the assessment year
with the appropriate behavioral indicators under the skill level (PL2) in the "teamwork™
competency. These indicators serve as an evaluation reference for the competency of
the behaviors and skills you demonstrated during the assessment year:

» Working in collaboration with all employees.

« Sharing information whenever possible, keeping the employees
informed of the updates.

 Listening to the ideas of his/her colleagues and respond to them
constructively.

« Communicating decisions positively to all parties involved.

» Providing honest and constructive feedback to colleagues, and
suggesting ways to improve overall effectiveness.

Now, look at the mechanism of evaluating and classifying the actual behaviors of the
employee, in accordance with the competency assessment scale for competencies:

If the employee showed the most appropriate behavioral Meeting the
indicators at PL2 level throughout the year, but he did not expectations for this

demonstrate additional behaviors beyond this level. competency

If the employee shows, throughout the year, all appropriate Exceeding the 3
behavioral indicators at PL2 level, and demonstrated some expectations for this
behavioral indicators at skill at the highest PL3 level — for competency

example:

He has succeeded in establishing open and transparent
relations with his/her team and other teams and also
succeeded in dealing with clearly efficiently with individuals
from diverse backgrounds in his/her department.

No disciplinary sanctions were imposed against him/her
during the year.

If the employee showed, throughout the year, all the relevant | Significantly exceeding 4
behavioral indicators at the PL2 level and demonstrated most | the expectations for this

of the behavioral indicators at the highest PL3 level, competency

indicating the emergence of potential and leadership

potential:

For example, he has succeeded in establishing open and
transparent relationships with his/her team and other teams.
He has also dealt effectively with individuals from a variety
of backgrounds in his/her department. He has also
demonstrated clear abilities to resolve differences among
team members and to harmonize his/her efforts with those of
his/her colleagues.

In addition, No disciplinary sanctions were imposed against
him/her during the year.
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If the employee did not show the expected cooperation with Need improvement 1
his/her colleagues in many cases, did not share the necessary
information, did not give them honest and constructive
feedback and did not listen to his/her colleagues, i.e., he did
not meet more than half the behavioral indicators at the level
of skill required.

Step 3: Calculating the final performance result

After completion of the employee assessment process, the assessment results should be
calculated, which include:

A. Calculation of the total results of the objectives assessment:

It is calculated by multiplying the degree of assessment performance of each
objective with its weight and then adding and divide the result on the number of
objectives to get the average

Example of a second-degree employee:

40% Significantly beyond 4x0.40=1.6
expectations
20% Significantly beyond 4 4x0.20=0.8
expectations
20% Beyond expectations 3 3x020=0.6
10% Meet expectations 2 2x0.10=0.2
10% Meet expectations 2 2x0.10=0.2
Total Objectives Assessment 3.4
Classification Beyond
expectations

B. Calculating Competencies Results Rate

It is calculated by adding the competencies assessment degree and dividing them
on the number of competencies specified in the document in order to calculate the
rate.
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Example:

Empowering employees and Meet expectations 2
Leadership developing their capacities
Change leadership Beyond expectations 3
Strategic thinking Meet expectations 2
Communication and Beyond expectations 3
communication skills

Teamwork Meet expectations 2
Main Focusing on results Meet expectations 2
Managing resources effectively Beyond expectations 3
Accountability Meet expectations 2
Focusing on customer services Need improvement 1

20

2.2

Meet expectations

C. Calculating the Final result of the performance:

Objectives Total Assessment = total objectives assessment results x weight of
objectives against the functional degree

+

Competencies Total Assessment = competencies results rate x weight of competency
against the functional degree

The weight of the objective and weight of competency against the functional degree is
obtained from the following table: -

Senior leadership positions 40% 60%
Undersecretary / General Manager

Assistant Undersecretary / Executive Officer
From (A) to the second degree 50% 50%
Third degree and below 40% 40%
(Except services positions)

The final or total classification of the performance is determined according to the final
result of the performance, as follows: -

Significantly beyond expectations
Beyond expectations
Meet expectations
Need improvement

RINW( >
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Example:

By applying the said equation to the above example to calculate the final performance
result of a second-degree employee:

Total assessment of objectives 3.4x50% =17

Total assessment of competencies 2.2x50% =11

Final result of the performance 17+11=28
Final classification of the performance Beyond expectations

Note:

If the final result of the performance is a decimal number as in the preceding example,
then the fractions "rounded", as follows:

The range between 0.1 - 0.49 is close the minimum (Example 2.2 becomes 2)
The range between 0.5 - 0.99 is close to the maximum (Example 2.8 becomes 3)

Step 3: Reviewing and documenting the performance document by the
department manager

» After completing the calculation of the final performance result, the line
manager shall document the results, observations and all data relevant to the
Annual Performance Assessment section of the Performance Document.

« The line manager must then sign the document, get your signature in the section
dedicated to that in the performance document, and then keep a copy hereof for
you and for you.

« The line manager shall send the original copy of the performance document to
the above manager (in accordance with the organizational structure of the
department) who will in turn review and it provide feedback on: the
performance result, feedback provided by the line manager, which may
sometimes lead to changes in performance results. In such case, your line
manager will notify you and discuss the result with you.

Guidelines for successful and effective performance assessment meeting

Through positive discussion and constructive guidance during the interview, you
become more aware of your functional contributions, your actual abilities, and your
training and development needs, which help him/her to progress in your career path.
This will make him/her more motivated to maximize your productivity, efficiency and
future contributions and finally put the employee on the right track, which lead to
achieve the strategic objectives of the federal authority and your professional
objectives.

Your effective role in the success of the performance assessment meeting is
summarized, as follows: -
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First: Preparation for the Meeting

1. Before meeting your line manager, it is advised to take the following
preparatory measures: -

» Reviewing the job description card for your work, if available, the agreed annual
objectives as well as the framework of behavioral competencies related to the
expected level of skill.

» Preparing the observations made during the assessment year on the performance
and behavior of the employee, and preparing the periodical review form and its
results.

« Getting performance feedback from people who have worked with the
employee before, so you are ready with any supporting information that will
ensure both credibility and objectivity in the assessment process.

» Preparing the questions and inquiries that you would like to discuss with your
line manager, such as the challenges faced, training, development needs and
future plans.

Second: Building the meeting positively

« Before initiating a performance assessment discussion, remember that the
purpose of the meeting and what are the main subjects of the discussion. The
purpose of the meeting is to enhance your capabilities and productivity in the
future, and identifying any challenges that prevent the achievement of your
objectives.

* You should participate in the dialogue with your line manager, in the sense that
you shall interact with him/her and listen to him/her by discussing all aspects
related to the levels of performance and technical competencies completed. Be
explicit in clarifying all the challenges of implementing the performance
management system for federal government employees, the constraints
encountered during the evaluation period and making suggestions on how to
improve your performance and develop your future capabilities.

» Be positive and help your line manager to give you effective and accurate
feedback. If you notice that most of your line manager's observations are only
general observations that do not indicate specific or concrete behavior that
occurred during the evaluation year. You should ask him/her for specific
examples to support these observations. You can also provide some examples
that you have noted during the preparation phase of the evaluation meeting,
which support your position objectively and transparently.

Process Related to Performance Assessment System
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» Adjustment and balancing of ratios Process

« Complaints and Plaints Process
 ldentifying rewards according to performance
« Low performance management process

Adjustment and balance of ratios process
Objective of the process

Identifying standards and criteria for the classification of the employee performance in
order to achieve fairness and equality in the annual performance assessments, and
overall classification of performance in the federal authority. Through this process, the
results of the employees’ performance are adjusted in the government federal authority.

When does this process take place?

This process is implemented after the annual performance assessment (the last week of
December and the first week of January of each year).

Who is the person in charge of this process?

« Adjustment and Balancing of Ratios Committee shall be responsible for this
process. It is formed in each federal authority under the presidency of the
Undersecretary of the Ministry or Director General and the membership of the
Director of Human Resources Department and Undersecretary Assistant.

« If the Committee decided that your assessment is higher or less than what do
you deserve, the assessment will be adjusted later to achieve justice and equity.

» The decisions of this Committee are final with regard to final assessment of the
performance of each employee.

The process of determining rewards associated with performance (1)
Objective of the process

The recognition and rewarding outstanding employees, who enjoy high performance
according to the results of the annual performance assessment, increasing their degree
of professionalism and inspiring them to continue to achieve the annual objectives at
the highest possible level and maximum possible productivity.

When does this process take place?

This process is implemented after the completion of the adjustment and balancing
process during the month of January of each year

What is the outcome of this process?
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In this process, rewards and promotions are determined according to the results of the
final performance assessment for each employee approved by the Adjusting and
Balancing Committee.

The following table shows the system of linking the results of the final performance
assessment and promotions / rewards:

According to the executive regulations | Qualified  for  exceptional
promotion or function or bonus
According to the executive regulations | Qualified for functional or

financial promotion

According to the executive regulations | Qualified for financial
promotion

Not qualified for periodical bonus Not qualified for any type of
promotion

It should be noted that the periodic bonuses and promotions are determined based on
the annual budget of the functions of each federal government and in light of the Decree
Law No. (11) of 2008 on the government human resources and its executive regulations,
and Federal Decree Law No. 9 of 2011 on the amendment of some provisions of Federal
Law No. (11) of 2008 on human resources in the federal government.

The process of determining rewards associated with performance (2)
First: Promotions

Exceptional promotion for two degrees

It is subject to the following standards and controls:

» The promotion to a higher vacant degree

» The promoted job title, objectives and tasks should be different and with higher
responsibilities than the responsibilities, objectives and functions of the
previous job.

« The employee has a performance assessment within a category (significantly
beyond expectations) for the previous year.

« No sanctions have been imposed on the employee unless they have been
canceled in accordance with the provisions of Article 94 of the Federal Decree-
Law referred to above.

Regular Promotion
It is subject to the following standards and controls:

« The promotion to a higher vacant degree
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« The promoted job title, objectives and tasks should be different and with higher
responsibilities than the responsibilities, objectives and functions of the
previous job.

« The employee has a performance assessment within a category (beyond
expectations) for the previous year.

» No sanctions have been imposed on the employee unless they have been
canceled in accordance with the provisions of Article 94 of the Federal Decree-
Law referred to above.

Second: Bonuses

« The employee shall be given the actual periodic bonus linked to the assessment
result. On this basis, it varies from year to year. If the employee meets and fulfill
the performance expectations, he will be eligible for the periodic bonus
according to the following principles:

» If your performance assessment fallen with the following levels, you shall
deserve a periodic bonus in accordance with the provisions of Article (31) of
the executive regulations of the Legislative Decree. It may also be given to a
person who significantly exceeds the expectations the exceptional, functional or
financial promotion, and those exceeds the expectations for the financial or
functional promotion and those meet the expectations for financial bonus.

o Significantly beyond expectations
o Beyond expectations
o Meeting expectations

The process of determining rewards associated with performance (3)

 If your performance rating (needs to be improved) shall not receive a periodic
bonus or any financial reward. They must communicate with their line managers
to develop a performance improvement plan.

* You will be eligible for a periodic bonus on the first of January or July of at
least one year from the date of appointment.

« The employee whose services are terminated for any of the reasons specified by
law during the assessment year or even during or after the issuance of the final
decisions related to bonuses and rewards associated with the performance
management system and before receiving them, he is not subject to the
application of these bonuses and rewards or any other annual increases.

Third: Moral Incentives

In accordance with the provisions of the Human Resources Law, the federal authorities
may provide moral incentives during the year within their budget to the employees who
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contribute to exceptional achievements that would contribute to the development of
work through one of the following means:

» Certificate of appreciation from the Minister during one of the activities of the
Authority.

» Nomination for Sheikh Khalifa Award for Excellence in Government
Performance

« Appreciating the employees’ efforts during public events.

« Employee of the "Month or Year"

* Providing in-kind gifts.

» Any other means determined by the federal authorities.

Fourth: Individual Development Plans

During the annual performance assessment process, you and your line manager will
determine the professional and behavioral development points that the employee needs
to develop. To this end, the areas of improvement identified in the meetings of the
phases of the performance management cycle are deemed the main basis for developing
the individual development plans, to be linked to the training and development policy.

Complaints and Plaints Process
What is the objective of complaints and plaints process

« If you are an employee that your performance results fall within the category of
(need improvement), complaints and plaints process aims to give the employees
whose performance results fall within the category of "Need improvement” the
opportunity to complain about these results. However, it is always advisable to
encourage dialogue and transparency between the line managers and their
employees to discuss the subject of objection before resorting to the process.

When does this process take place?

» This process takes place after the line manager informs the employees of the
final performance results based on the decisions of the meeting of the
"Adjusting and Balancing Committee."

What do you need to implement as a line manager to avoid reaching this phase?

* You should make the most logical efforts and follow best practices to
communicate with your line manager through informal discussions and using
the appropriate methods to convince and always infer of practical facts and
evidence.
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Creating an atmosphere of transparent and frank communication between you
and the line manager to direct the feedback so that the guidance and periodic
follow-up of its performance during the assessment year and draw attention to
the extent of progress in achieving the objectives and competencies required on
a continuous basis - both before or after the phase of "periodical review"
implemented in June and July.

Thus, you will be aware of the level of your performance during the year and
the extent to which he meets the expectations, which reduces the chance of
"surprises™ or clash with your line manager in the performance assessment
phase at the end of the year.

A summary of the steps of Complaints and Plaints Process

X/
X4

X/ X/
L X X )

>

X/
*

L)

>

>

R/
A X4

The employee will fill out the Complaints and Plaints Form

The line manager meets with the employee to discuss the clarifications

If no satisfactory result is reached

The employee shall submit the complaint within 5 working days to the next
administrative level

The Manager of the Concerned Department, the Manager of the Human
Resources Department shall meet with the complaining employee

The original copy of the The complaint shall be submitted to
Complaints Form is kept by the the Minister or his/her representative
Manager of Human Resources
Department and (a copy hereof
shall be sent to the line manager
and the employee)

The Minister will discuss the complaint with the Manager of Human
Resources Department and take the final decision

Details of the steps

34

1.

If you do not agree to the overall result of your performance which falls within
the level of performance «needs improving», he shall fill out the complaints
form and submit it to the line manager within 5 working days, who will set a
date to meet with the employee and discuss the justification of the complaint
submitted, performance results and submit of clarifications and reasons for this
assessment.

The line manager shall document the results of the meeting in the relevant
section of the Complaints Form and inform the employees of the decision.
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3. If a satisfactory result is not reached, the employee is entitled to submit a
complaint within 5 working days to the next administrative level and must
respond within 10 working days.

4. The Human Resources Department coordinates and follows up the meeting,
which includes both the manager of the concerned department, the Manager of
Human Resources Department and the Complaining Employee, with a view to
discussing the reasons for the complaint and clarifying the justification for
evaluating its performance. After the meeting, both the manager of the
concerned department and the Manager of Human Resources Department will
discuss the situation and exchange views and observations thereon and agree on
a decision either to reassess the performance of the employees or to maintain
the assessment itself.

5. The manager of the concerned department and the Manager of the Human
Resources Department will document the data at the relevant part of the
Complaints Form, and then the Manager of Human Resources Department will
notify the complaining employee of the outcome of the meeting, the
observations and decisions taken.

6. If the issue of the complaint is resolved and the employee accepts the decision
taken, the Manager of Human Resources will retain the original copy of the
Complaints Form and send a copy thereof to the line manager and to the
employees. If the issue of the complaint is not resolved, they shall recourse to
the Minister to solve it.

7. You may file a complaint to the Minister or his/her representative within 5
working days to the next administrative level, and shall be responded within one
month.

8. The Department of Human Resources provides the Minister or his/her
representative with all the attachments and documents for its discussion with
the Manager of Human Resources Department. The final decision will be issued
based on these documents and attachments.
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Low Performance Management Process
What is the Low Performance under the Performance Management System?

Employees whose performance falls within the category of "need improvement™ are
considered to be underperformers. Therefore, the concerned line manager should meet
with them and discuss the underlying reasons behind this level.

How is effective performance generated?

Performance = Capability + Motive

What are the steps to be adopted in case of low performance?
First: Identifying the reasons of low performance

This is implemented by meeting with your line manager to work together to identify all
the possible reasons that led to your lack of performance challenges or difficulties
throughout the year. Here you should help your line manager by speaking out very
frankly and transparently, talking to him/her positively and listening to his/her advice.

Second: Developing a plan to address low performance

Addressing Low Performance

1. The line manager will develop a clear performance improvement plan for
6 months:

After conducting careful analysis of the performance problem, you have to develop
a plan to improve the low performance:

o Reflecting and demonstrating understanding of performance
expectations and the tasks to be accomplished over a specified period of
time (performance improvement periods).

o Clarifying the tasks and responsibilities of the concerned employee.

o Itincludes the strategies for training and professional development, such
as training courses

o ldentifying the necessary resources to implement all these tasks
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You shall focus on the priorities of objectives
and competencies to be improved

Diversity in work activities

Training Courses

Engaging the employee in the projects relevant
to the nature of your work and your performance
objectives

Receiving training from an expert person
Transferring the experiences to the employee
with the continuous direction and guidance
Joining professional organizations and attending
the meetings

2. Monitoring the performance of the concerned employee, and providing
feedback and training of the employees on an ongoing basis

Reviewing the results achieved
Getting the opinion and support of third
parties

The line manager will provide feedback on your level of performance and the
extent to which he has completed the specific plan, and updating feedback and
observations in the performance improvement plan form, as described in the
system. Here you can use the above-mentioned performance notes to document
your feedback and collect realistic evidence of progress or its continuous
decline.

3. Re-assessment of performance when the improvement plan is completed (six
months later) at the end of the training and follow-up phase, a performance
assessment meeting will be held:

The Minister or his/her representative may grant
the employee a cash remuneration within the half
the total of the periodic bonus prescribed for your
function degree for the previous year

A formal warning is given against him/her and an
additional 6 months are granted to improve your
performance. Prior to the start of this additional
period, the line manager shall agree directly with
the concerned employee on the manner and
method of completing the specific improvement
tasks and / or the new plan if, necessary.

¥

The line manager shall agree with the employee
to set goals or tasks for him/her for the remaining
months of the year. Other provisions of the
performance management system shall apply to
him/her, like the rest of the employees.

If the employee's functional incompetence is
proven, the line manager may consider taking one
of the following actions:

1. Recommending the transfer of the employee to
another position that commensurate with its
capabilities.

2. Recommending the termination of your
services due to the lack of efficiency.
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List of Attachments

- Annual Performance Document
- Complaints and Plaints Form
- Performance Improvement Plan Form

WW\W.fahr.gov.ae

38
Application Manual of Performance Management System for Federal Government Employees


http://www.fahr.gov.ae/

Federal Authority For Government Human Resources

&uogall ayiull 3lgoll ayabaiill aiygll g’

United Arab Emirates

Annual Performance Document

wl_aueill
AogA i 2 poll dpladn dliat 312391 dag il bagal 9] ol

(1) sl

drauagll eoldgduall/ dygiudl Slaall dalaiyl doganll qalhgal (ggiull 212Vl ddyig
A 110gal wan3g «lwgdutall gl BlaaYl gidg e piiliall yudpl &o GLAIVY akbgall 09y - -
gl ham J4) draal yani atsgall 20 GLAIIL pblall Gugdpll Ge el Eun dyala )l gakdgal V1 §)la)
i ealydgBunall gl Slaadl yjgd gitaill £gasolljolais 9l ale ds il 3aa YA yig a9 JYA (0 daaog dxlgduo
- G100 < elanall

ag—wgualdh

(2) ool

dyagludl lelasll
duaylagllagsall aldgall o dy d3aluBg dgmbusl i A Ugan) Lasg piilsall Iyl 330y
.dgoganl dgpigll dalaivlialal a aall olell juayl yulwl gle

dylayall 2Vl dealio 2,1

21291 darlg g G300l @iligdunall gl Slaall) Lasg ojjal il 021l Jga catdgall didiblios pbliall Guydpll 0gi
Sle) deall il dlbgall ugil) el olgdull gl Glaall Guind 5l il clidell a5 Jal o ggiull
L @36 sl Gany Loy Bglinall cilulgdumall gl LélaaYl jlasl Jael juuo asani

(3) ancdl

oilaill ggiul ela¥l auas
leliy il G JYA Wlbgall adia Ul wilaloallg olaaallg clgduall/olall audl piliall iyl o9
ialio @b cual (WUl dudasall dealally dul dylay (b Laalac] 63 WUl Gghull 133 &S0 (@b 049250 43 o \we.
L Il a2yl o Alfell auall alud lasg olall

il 3ylgat i ) Ui At s pbla )l puapllg caksgall ¥ . ,
\dalaJl aic Way)] £gapl) @Ay BlaiaVlg. dtieall §jl3¥1 130 JYA o

B
<

. OUALIL Ll Y1 U £gapl el dasdgll Jlasit

£
E

) @)

39
Application Manual of Performance Management System for Federal Government Employees



Federal Authority For Government Human Resources

&uogall ayiull 3lgoll ayabaiill aiygll g’

Complaints and Plaints Form
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United Arab Emirates

Performance Improvement Plan Form
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