MINISTRY OF CIVIL SERVICE AND ADNMINISTRATIVE REFORMS

MAURITIUS
29 February 2012
i f Clvil Service and A
Orouilar Note No 4 of 2012
Har/Bj0z
ko Senior Chief Executive, Ministry of Clvil Service and Administrative Reforms
To  :Supervising Officers in charge of Ministries/Departments
Revi ¢ Reporting Pr on to th lic Service Com and

ing out of the Annual Confiden orting System

As you are aware the Ministry of Civil Service and Administrative Reforms has been piloting tha
perfarmance Management System (PMS) since 2006,

. The Performance Management System (PMS5) which has been introduced in 2006 ensures that
ezch Minlstry/Department has clearly stated wvision, mission and objectives. These are cascaded down
loeach and every Public Officer at various levels within the organisation so that thers is a comman
senze of direction and a set of goals to achieve, The PMS helps to identify key priarity areas where
‘wsources can be focused, align organizational objectives and individual targets, Increase accountability
# Individual level, generate a performance culture amang public afficers and contribute to create a

rewlt-oriented public service.

1 The target set by the Government to complete implementation of the PMS within the Civil
Rrvice by December 2010 has been met. All officers have been sensitised and trained on the PMS and
#at 3L Decernber 2011, 95% of Public Officers have signed their Performance Appraisal Forms. 2012
wil therefore be the last year where the PMS will run in parallel with the Annual Confidential
REparting System. As from January 2013, the Performance Appraisal System will be used sclely to
lmess performance.

i, In view thereof, and in line with the decision of the High Powered Committee chaired by the
keretary to Cabinat and Head of the Civil Service, a new format as at Annex | has been devised for
gporting on fitness for promaotion of an officer. Thus, as from January 2013, and in accordance with
fxgulation 18 of the P5C Regulations, the Reporting System to the Public Service Commission would

fMprise:
8. the Performance Appraisal Report on the officer/s concerned, Le. the appraisal form being used
in the context of the PMS; and

b. aReport on fitness for Promation on 2ach officer concerned.
w2
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5, i would therefore appreciate if you would personally ensure adherence to the Yearly Calendar
for PMS Implementation as at Annex Il. Performance Appralsal Forms are available at the Government
Frinting Office. For any additional information please liaise with the PMS Secretariat on telephone
number 201 1379 or email address pmsseg@mail gov.mu,

Ll q\_J

{s-Seebaluck)
Senior Chief Executive

Copy to:
Secretary to Cabinet and Head of the Civil Service
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ANNEX |
REPORT ON FITNESS FOR PROMOTION
To be completed by Head of Ministry ‘Department

A REFORT IN RESPECT OF :

Name nl’Gfﬁcer R g e g ey g s s

‘rILnisrn.fIJepurtmn: Tk e e e s
B, FITNESS FOR PROMOTION

I'have taken cognizance of the officer's Overall Performance Assessment and or based mysellan my own judament
aadfor experience with the officer 1o assess the officer’s Miness and posential for promadion,

. OVERALL ASSESSMENT

{1} This is my assessment af the officer’s capubility, patential and performance on kis present job.
*  Tick as appropriate i the bax provided, ienficotimg tee guadies el Sy Futings of the Offtcer,

NOTE: Ratings may cul aeross the four brood perlormance bands (Le Murging, Wedi, Fery WWelt and
Exceprionally Well) ia assessing the qualitiestbehaviouripuenial wil the ailicer.
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)] Based on the overall assessment of the Officer's eapalility,
Officers lkely performance in the higher position

Beloty wicre poy AT
EITHER

1. This olficer
grade

the Tollow ing is my estimate of the

i conshibered to be Gt for premidion aml capalle of perforaiing ihe dutles af the nexr higher

| hive been Pamivularly motioaied by

=

This uifleer is not cunsidened lally capable of perlarming tlhe

utics wl tlwe newy
For prometion en o trial or acling buisis,

wrde but comslderes) to he

B

This officer is mat yet capable of performing the duties of ke et higher grade fior the resons sissd
bedow, -

I NAME: .,.,..

LT E P

(Head of MinisreDepariment)

I Ministry/Depariement)

Siump o Minisies Theparument

NOTES:

H The Hesponsibe (HFicer may not ibe dinceth avquainied witli the perfsrmanee of the cancumud sllicer b dre is meed n Tk she
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An mex [[

Performance Management System

Yearly Calendar for Implementation

Month | _ Adiviy
lareary _|- *  Districute FErftrE.an-:e Apﬁl_raEI Farrn?lFTﬂuF_b' o o
+  Develer werk plans & fifl-in PAF |
__Junetomiduly | e Carry out mid term appraisal {guideiines detaiied belaw] |
End of November to | *  Collect PAF from Gowernment Printer for following year.

December * _ Carry oul end of year review(fguidelines derailed belaw,

Guidelines fer Implementation of mid-term appraisal and end of year review

*  Mid Term Appralsal should be carried out by mid July
*  End of Year Review should be carried out by mid January

Appraisees should:

{i) Collect their Performance Agresment Form (PAF) fram the HR Section pricr to the appraisa
period;

{ii] Fill in pages 3 & 5 for both mid-term appraisal and end of year review of the PAF based on
their Ferformance Agreament; apgraisecs within the Warkmen's Group should fill in page 3
anly.

[y Arrange for a formal appraisal meeting with their respective Appraisers te review their
perfarmance for the past & manths; and

fiv]  Participate actively in the performance appraisal discussion.
Appraisers should;
i1 Fix the appraisal meeting with their Appraises{s);

i} Prepare for the appraisal meeting by keeping at hand factual documentation of the
Appraises's performance;

(i) Review and record progress made by the Appraises baced on the Performance Agroement
signed between him/her and the.Appraises;

(%] Recognise schievements/cormpetencies, highlight areas of concarn, if any, and agree an
corrective action{s) to be taken;

¥ Fill in pages 6 & 7 of the PAF for both mid-term appvaisal and end of year review and page B
for the end of year review; appraisers for the Workmen's Graup showld Fill in pages 4 & 5 for
both mid-verm appraisal and end of vear review and page & for the end of year revew;

(] Ensure that bath the Appraiser and Appeaisee have duly signed the PAF;

{vii] Eventually follow wp on any action agreed upon by himselfhersalf and the Appraises.

The “Guide to Performance Manogement in the Civil Service” is guailable an the website af the
dinistry af Civil Service and Administrative Reforms ot hite Hewisenuce gov.mo




