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This publication is intended to facilitate the understanding and proper filling 
of Performance Appraisal Forms by public officers in Ministries/Departments. 
It covers every aspect of Individual Performance and will, in due course, be 
harmonised with the next revised version of the “Guide To Performance 
Management in the Civil Service” which will deal more comprehensively with 
other components of Performance Management in the Service.

This publication can be downloaded from the Ministry of Civil Service & Administrative 
Reforms website: http//civilservice.gov.mu



“An ounce of 
performance is worth 
pounds of promises…”

Mae West



ACRONYMS

GN     Guidance Notes

HR     Human Resources 

HRMIS  Human Resource Management Information System

KPI     Key Performance Indicator

KRA    Key Result Area

KT     Key Task

LF     Leave File

Min/Dept   Ministry/Department

PA     Performance Agreement

PAF       Performance Appraisal Form

PF              Personal File

PIP       Performance Improvement Plan

PM      Performance Management 

PMC    Performance Management Cycle

PMS     Performance Management System



“Winners don’t do 
different things,
they do things differently…”

Shiv Khera
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Overview
Performance Management



“The greatest discovery 
of any generation is that a 
human being can alter his life 
by altering his attitude…”

William James
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1.0 Introduction

In the context of modernisation of the Public Service, the Ministry of Civil Service and 
Administrative Reforms is spearheading the implementation of PMS since 2006, with 
a view to inculcating a performance-oriented culture in the Civil Service. This is in line 
with its vision for “a professional public service committed to excellence”.

Performance management is a normal process of management which involves all 
members of the organisation as partners so as to get better results and improve 
service delivery.

2.0  Performance Management System

2.1  Purpose

•	 The primary aim of PMS in Min/Dept is to enhance performance at all 
levels by focusing on key areas of activity/services to be delivered which 
are	identified	through	strategic	planning	processes.

•	 It seeks to establish clear links between organisational development, the 
delivery of quality services and the development of employees at work.

•	 It also purports to create a common bond of ownership among all 
employees as well as an environment where all individuals are developed, 
motivated and inspired to deliver a quality performance.

2.2  Outcomes 

 The proper implementation of PMS helps to:
 

•	 Align Min/Dept, Section/Unit and Individual goals.

•	 Identify key priority areas for judicious allocation of scarce resources.

•	 Bring about improvement in processes and systems in Min/ Dept.

•	 Provide a common sense of direction to all staff.

•	 Support leadership, motivating and teambuilding processes.

•	 Facilitate change management initiatives.

•	 Recognise talents and release potential. 
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•	 Ensure effective service delivery to meet expectations of both internal and 
external customers.

2.3  Performance Management System Model

2.4  Key Features

 Ø Organisational Level

The	 Supervising	 Officer	 determines	 the	 strategic	 priorities,	 and	 the	
overall KRAs and KPIs for each of the priorities for the Min/Dept based on 
Government objectives, priorities and mandates. KRAs and KPIs are then 
assigned to each section/unit.  
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 Ø Section/Unit Level

The Head of each Section/Unit develops a section/unit plan based on 
KRAs	assigned	by	the	Supervising	Officer.

 Ø Individual Level

The appraisee discusses and enters into a performance agreement with 
appraiser. This should be aligned to section/unit annual plan.

 Ø Monitoring of Performance       

Performance at organisation, section/unit and individual levels is monitored 
throughout the cycle and appropriate action is taken accordingly.

3.0 Performance Management at Individual Level

3.1 Purpose

•	 Provides a structured, consistent and transparent evaluation system.

•	 Reinforces the feedback mechanism between appraiser and appraisee.

•	 Generates information for sound decision-making.

3.2  Benefits

 Ø To Appraisee

•	 Organisation goals are made clear to you.

•	 You know what are expected of you.

•	 You know what you need to do to meet your objectives.

•	 You can discuss with your appraiser any pertinent issue(s) pertaining 
to performance in your job.

•	 You can identify opportunities for self-development.
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 Ø To Appraiser

•	 You can build closer working relationships based on mutual 
understanding, trust and respect.

•	 You can identify problem areas more easily and initiate remedial 
action accordingly.

•	 You	 can	 spend	 quality	 time	 with	 appraisee,	 enhance	 free	 flow	 of	
information and promote collective decision-making.   

3.3 PM Model at Individual Level
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3.4  Key Features

PM at individual level is an on-going interactive process between appraisee and 
appraiser, comprising:

 Ø Planning & Performance Agreement

This is the starting point of the process. It involves:

•	 Preparing work plan and setting performance expectations derived from 
section/unit annual plan.

•	 Entering into performance agreement after discussion.

 Ø Monitoring & Feedback

The following activities are carried out throughout the appraisal period:

•	 Monitoring and documenting performance.

•	 Maintaining on-going informal communication and providing feedback.

•	 Identifying problem areas/performance gaps.

•	 Initiating remedial actions/PIP.

 Ø Mid-term Appraisal

The mid-term of PMC comprises the following:

•	 Conducting a formal meeting with appraisee.

•	 Discussing and recording progress made on PA.

•	 Identifying shortcomings and agreeing on remedial actions/PIP.

•	 Recognising achievements, where appropriate.

 Ø Final Appraisal

The	final	appraisal	exercise	encompasses:

•	 Assessing own performance (self-assessment).

•	 Conducting formal meeting.
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•	 Discussing progress on PA.

•	 Recording level of performance (rating) and comments, if any.

•	 Submitting	filled	in	PAF	to	next	level	supervisor.

3.5  Timeline for PM at Individual Level

 Ø Performance Agreement

•	 Covers PMC (i.e. January to December each year).

•	 Is	finalised	and	agreed	upon	by	appraiser	and	appraisee	between	January	
01 to 15 each year, under normal circumstances.

•	 In case of change in posting of appraiser/ appraisee, new appointment, 
promotion	 etc…,	 PA	 is	 finalised	 and	 agreed	 upon	within	 one	month	 on	
joining the Min/Dept. 

 Ø Mid-term Appraisal

•	 Is normally completed between June 25 and July 24 each year.

•	 In other cases at least three months after signing the PA.

 Ø Final Appraisal

•	 All	duly	filled	in	PAFs	should	reach	HR	Section	by	December	31	each	year.

•	 Rating	 of	 performance	 is	 made	 where	 officers	 have	 served	 at	 least	 3	
months under a PA. For any period of less than 3 months, only comments 
of appraiser are inserted.

3.6     Performance Appraisal Forms

3.6.1 Types of Performance Appraisal Forms 

The PAF is a document to record performance during PMC. Three sets of forms have 
been developed for the following categories of staff:
 

 Ø Senior Management

•	 Heads of Divisions/Departments drawing salary in scale with maximum 
point Rs 75,600 and above.
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•	 Excludes Accounting Heads.

 Ø Workmen’s Group

•	 As	 defined	 in	 the	Human	Resource	Management	Manual	 (2011)	 under	
Para. 24 “Interpretation” (Pg 5)

 -  GENERAL GRADES: all categories of unskilled and semi – skilled 
workers and their supervisors.

 -  TRADESMAN GRADES: all grades performing skilled jobs and 
their supervisory levels and includes apprentices.

 Ø General

•	 Officers	who	do	not	fall	in	the	above	two	categories.

3.6.2 Components of Performance Appraisal Forms

•	 The PAFs for Senior Management and General are divided into sections 
as follows:

Section 1 - Personal information/data.
Section 2	-	Information	on	performance	for	office	use.
Section 3 -  Performance agreement on work to be performed and 

competencies to be displayed during PMC.
Section 4 - Record of progress made on PA during mid-term  appraisal   
 meeting.
Section 5 - Self-assessment	to	facilitate	discussion	during	final	appraisal			
 meeting.
Section 6	-	Record	of	level	of	performance	for	the	PMC	during	final	appraisal		
 meeting.

•	 The PAF for Workmen’s Group consists of only 5 sections. The self-
assessment part has been excluded for this group.

•	 Guidance Notes have been provided on the last page of the PAFs to assist 
users	in	the	proper	filling	of	forms.



“Everything that can be counted 
does not necessarily count…

Everything that counts cannot 
necessarily be counted…”

Albert Einstein
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Filling of Forms
Performance Appraisal Forms



 “Don’t lower your expectations 
to meet your performance . . .

Raise your performance to 
meet your expectations...”

Ralph Marston
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3.7 Filling of Forms

3.7.1  Performance Appraisal Form - General
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Section 1
PAF 
General
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Section 2
PAF 
General
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Section 3
PAF 
General
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Section 3 (cont)

PAF 
General
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Section 4
PAF 
General
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Section 5
PAF 
General
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Section 6
PAF 
General
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 Ø The definition of overall score is given below:

Excellent 3.2 and 
above

Qualifies	for	increment	&	promotion.		(Eligible	for	
non-financial	reward)

Good 2.4 and 
less than 
3.2

Qualifies	for	increment	&	promotion.

Fair* 2 and less 
than 2.4

Increment is granted.  However, overall 
performance should be improved to ‘Good’ to 
qualify for further increment in the same grade.

Unsatisfactory* less than 2 Does not qualify for increment.

Table 1

 Ø The four-level rating of KTs and Competencies are given below:

Key Tasks Competencies

Rating Definition Rating Definition

1 Consistently below 
standards

1 Consistently displays less than 
2	 factors	 specified	 under	 the	
respective competency. Intensive 
development required

2 Sometimes meets  
standards

2 Consistently displays 2 factors 
specified	 under	 the	 respective	
competency.  Further development 
required.

3 Consistently 
meets  standards

3 Consistently displays 3 factors 
specified	 under	 the	 respective	
competency.

4 Consistently 
exceeds 
standards

4 Consistently displays all 4 factors 
specified	 under	 the	 respective	
competency. Serves as an example 
for others to follow.

Table 2
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3.7.2 Performance Appraisal Form - Senior Management

 Ø Instructions given for filling of PAF - General would also apply to 
Senior Management except for Section 3 (Competencies).
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3.7.3 Performance Appraisal Form - Workmen’s Group
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Section 1
PAF 
Workmen’s Group
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Section 2
PAF 
Workmen’s Group
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Section 3
PAF 
Workmen’s Group
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Section 4
PAF 
Workmen’s Group
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Section 5
PAF 
Workmen’s Group
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3.8 Performance Improvement Plans

A PIP is a systematic approach to facilitate the improvement of unsatisfactory 
performance at individual level, wherever applicable. PIPs have been developed for:

•	 Senior Management & General 
•	 Workmen’s Group

3.8.1 Purpose

To communicate and clarify on the following:

•	 Specific	performance	areas	and/or	competencies	that	fail	to	meet	agreed	
performance level,

•	 Improved level of performance to be achieved, and
•	 The remedial actions/steps that will help appraisee in meeting the 

expected standards of performance.

3.8.2 When to fill a Performance Improvement Plan

•	 When appraiser considers that appraisee’s current performance requires 
improvement after discussion with the latter. This may take place at any 
time during the PMC.

•	 When appraisee’s overall performance rating is below 2.4. In this case 
PIP is developed and monitored during the next PMC.
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3.9 Filling of Performance Improvement Plans

3.9.1 PIP – Senior Management & General 
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3.9.2 PIP – Workmen’s Group
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