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SECTION 1
FRAMEWORK OUTLINE
Introduction

The challenges affecting local government in the 21st century are enormous.  Meeting the changing needs of customers and the wider community, which emphasise more choice and tailored services, at the same time as fulfilling the expectations of government for performance and efficiency will be difficult. It will require new approaches to organisations, to services, to service delivery and to customer engagement.  

Creating and maintaining an organisation which is able to meet these challenges will be difficult.  It will be vital to ensure we have secure foundations in place so we can build an effective organisation to serve the community of East Hampshire.

Every successful organisation owes its success to the efforts of its employees.  To create and maintain this success, we must ensure that our employees are clear about what is expected of them, how they will be judged and how they can develop their careers to benefit both themselves and the Council.

The purpose of this competence framework is to provide employees of the Council with a clear statement of the skills and behaviours needed to sustain continuous improvement in service delivery and how they will be rewarded. 
So what is competence?

Competence means the behaviours and skills that the organisation requires of its employees in order to achieve high levels of performance. Competence development aims to ensure that each member of staff is enabled to do their job effectively.  The collective performance of the organisation is achieved through the individual effort and contribution of every employee.  There are three elements to competence as outlined in the diagram below. 
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It means focusing on individual performance in each area – knowledge, skill, motivation and ambition.  If any of these factors are low or absent, then performance suffers.

What are the key competencies we want to promote at East Hampshire District Council?

We have identified 12 key competencies and have divided these into two groups:

1) Management Competencies – anyone who manages staff will need these attributes to be effective.  They are: 
· Plans effectively
· Leads, inspires, communicates & empowers

· Solves problems & makes decisions

· Outcome focused
· Politically aware
· Self aware
Only staff with direct line management responsibilities will have to be judged against these competencies.
2) Generic Competencies – these are the attributes we want everybody employed by the Council to demonstrate and develop.  They are:
· Team working
· Organisational skills & focus
· Creativity & initiative 
· Corporate knowledge

· Customer care

· Professionalism
Non-line managers will be assessed against 6 competencies.  These can be a mixture of management and generic competencies.  The competencies should be agreed at the target setting meeting.  Managers will be assessed against all 12 competencies.
A detailed explanation of all these competencies is provided in sections 3 & 4.

Performance against these competencies will be annually scored.

How will this framework be used?

The framework will be used in three ways:

i) As part of the appraisal system and performance award scheme
ii) To identify areas for personal development

iii) As part of the recruitment and selection process
Details of how the framework will be used in each of these areas is provided in section 2.

SECTION 2
HOW WILL THE FRAMEWORK BE USED
Appraisal System and Performance Award Scheme

We want to make this framework as relevant to you and the Council as possible.  Inevitably every job within the organisation is different and we all have our individual characteristics which impact upon how we do our jobs.  
We don’t want the use of the framework to be clogged up with bureaucracy – but equally it needs to help us in obtaining a rounded view of performance.  Measurement against the competencies will be one of the factors taken into account in the new performance award scheme.

Principles
The key principles for using the framework are as follows:
1) There are 12 competencies - 6 management and 6 generic.  Based on the 1 - 4 rating mechanism (allowing for half scores as appropriate, for example 3.5), the maximum score a manager could achieve would be 48 and a staff member could achieve 24.

2) The critical thing is to understand at the initial annual performance and target setting discussion which competencies will be used to judge performance.

3) Performance against these will then be judged at the end of year appraisal. 

4) A rating of 3 is the standard everyone should meet.  In some instances, a reasonable period for personal development may be needed.  

Process
In preparation for the end of year appraisal, the manager will:
1)
Send the competence feedback form (see section 5) to at least 3 people who have worked closely with the appraisee.  They should complete one themselves and also ask the appraisee to do the same by way of self assessment.   If a member of staff receives a feedback form to complete for someone and feels unable to make an informed assessment against any of the competencies, they should leave the rating blank.  What we want is quality feedback on the year’s performance.
2)
Complete the annual competency assessment summary (see section 6), which will also be reproduced on everyone’s end of year appraisal form on the appraisals database on the intranet.  This form will record a summary of all the feedback received.  For each competence being assessed, all ratings given should be totalled and then the average of these recorded.  
3)
A final judgement, in relation to the overall competency rating to be given, is to be made and recorded by the Manager, taking into account all the scores and comments received and their knowledge of the performance of the member of staff. 
Personal Development 
We all have aspects of our roles where we could perform more effectively.  As the working environment changes, we all face new challenges to which we need to respond.

This framework identifies the characteristics which we believe will maximise the performance of our staff team – we hope everybody aspires to achieve this level of performance.

We want managers and all staff to use this framework and the actions identified from the annual competency assessment as a guide to preparing a clear plan for future development for the forthcoming year.  Areas for competency development and a personal development plan form part of the appraisal system and should be used to record these development needs. This will help to inform decisions about which personal development courses are appropriate.
Recruitment and Selection

The most important decisions we make are about who we recruit to work with us.  We need to employ people across the organisation that share our values, behave in ways which complement the rest of the staff and demonstrate the competencies that we believe are important.
Anyone involved in recruiting staff should ensure that the selection process assesses whether potential new employees demonstrate the types of behaviours included within this framework.  Any selection process should include assessments designed to highlight the behavioural traits of each candidate in relation to the competencies which are judged to be particularly relevant to each role.  The Human Resources team can advise you on the design of these assessments.
SECTION 3 
MANAGEMENT COMPETENCIES 

These will apply to all managers and may be chosen by non-managers
· Plans Effectively 
· Leads, Inspires, Communicates and Empowers

· Solves Problems and Makes Decisions

· Outcome Focused

· Politically Aware
· Self Aware
COMPETENCE:   PLANS EFFECTIVELY
DEFINITION:  Organises own and others’ workloads. 
WHY IT MATTERS:  It is important targets and deadlines are met and there are processes in place to ensure this happens.  In order to make the most of the Council’s resources, actions should be planned across service groups and with team members.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)
             

	Plans effectively to meet targets and deadlines 

	Does not plan ahead to meet stated deadlines
	Has plans but these are not updated or pro-actively used
	Plans ahead to ensure that deadlines will be met and amends plans to reflect changing circumstances
	Plans ahead and ensures that the team understand the plan and where relevant, help compile the plan

	Uses the project management framework appropriately
	Does not understand or use the framework
	Uses the framework but requires help and support  
	Uses the framework without support and ensures that all stages of the project management methodology is followed
	Effectively uses the framework and promotes the use of the framework

	Effectively uses the Council’s Business Planning process
	Does not contribute to the development of the Business Plan
	Contributes to the Business Plan but does not involve the team or others
	Draws up Business Plans in conjunction with the team and other service groups, where relevant
	Take the lead in drawing up an approach across service teams to ensure that outcomes will be achieved

	Makes the most of opportunities for the future


	Fails to think about the consequences of actions in the future
	Reacts only to current issues and problems.  Needs assistance with planning ahead
	Ensures that the service takes a long term view and anticipates local and national needs and requirements
	Helps the Council make the most of opportunities.  Will work with other service terms on future opportunities.


COMPETENCE:  LEADS, INSPIRES, COMMUNICATES AND EMPOWERS
DEFINITION:  Gives the team direction and motivates and supports people to achieve a common goal.  Gives people the ability to act independently, with responsibility, to deliver agreed targets. 
WHY IT MATTERS:  The ability to effectively lead a team is critical to the success of any organisation.  Managers need to ensure that their leadership of their team is as effective as possible.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	     Often Exceeds Indicators

(4)
               

	Provides clarity and direction to achieve goals
	Does not direct the team or give clarity to achieve goals
	Gives direction but not clarity to the team
	Leads the team to achieve goals by giving clear direction
	Provides clarity on goals across the organisation

	Motivates the team to achieve aims
	Does not attempt to motivate the team
	Lacks the skills to motivate the team
	Motivates the team to ensure aims are achieved
	Motivates cross-service team teams

	Creates a positive learning environment which supports career development
	Unsupportive of the team and their development needs
	Recognises and supports learning within the team
	Works with the team to seek career development opportunities
	Enables others to seek out and act on their career development needs

	Effectively able to communicate
	Does not or is unable to communicate effectively
	Understand the need for effective communications but finds it difficult and needs to improve skills
	Understands and is able to effectively use different and appropriate methods of communication
	Promotes effective communication and seeks new way to communicate across the Council


COMPETENCE:  SOLVES PROBLEMS AND MAKES DECISIONS
DEFINITION:  Analyses issues, identifies priorities, creates and implements solutions.
WHY IT MATTERS:  Local government faces a number of challenges which requires innovative and analytical thinking.  Managers need to be equipped with the ability to solve problems and develop imaginative solutions. 
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	   Often Exceeds Indicators

(4)


	Listens, evaluates and responds to complex information 

	Fails to listen, evaluate or respond when faced by complex information 
	Has difficulty in evaluating and responding to complex information  
	Evaluates complex information and uses as a basis to make informed decisions
	Evaluates complex information positively to make imaginative and innovative solutions

	Demonstrates clear,  transparent  and consistent decision making 


	Does not make clear,  transparent or consistent decisions or makes decisions  without understanding the consequences

	Has an inconsistent approach toward decision making, and does not always fully understand the context in which decisions are made
	Makes the ‘right’ decisions even if they are not popular. Explains difficult decisions openly and clearly
	Thinks creatively and uses lateral thinking engaging stakeholders, as appropriate, in analysing issues and implementing transparent solutions


	Takes responsibility to effectively deal with and resolve  poor performance (individual or team)

	Does not accept responsibility or deal with issues of poor performance


	Takes responsibility but finds it difficult to deal with issues of poor performance


	Takes responsibility to monitors and addresses issues of poor performance 
	Takes decisive action to address and resolve performance issues and ensure that actions are implemented

	Demonstrates a logical and methodical approach
	Does not apply a logical or methodical approach
	Struggles to adopt a logical or methodical approach has difficulty in evaluating complex information
	Resolves problems and makes decisions by adopting a logical and methodical approach


	Uses a logical and methodical approach to develop  imaginative and innovative solutions


COMPETENCE:  OUTCOME FOCUSED
DEFINITION:  Ensures goals set for the team are met and where possible, exceeded.
WHY IT MATTERS:  Setting and achieving key priorities and targets require energy and determination –focused on tangible and quantifiable gains for users of the service. The drive and energy of managers create the momentum needed for service change and meeting challenging targets.

	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)
             

	Drives and manages continuous service improvement
	Resists change
	Identifies the need to review practices but is not clear how
	Reviews working practices, recommends and implements change
	Leads on improving processes, often across the Council

	Delivers consistent and reliable performance
	Does not lead the team to deliver performance
	Delivers inconsistent performance
	Meet targets sets for the team or if the targets cannot be met, explains how these targets can be met in the future
	Exceeds targets and puts in place long term plans to sustain the performance

	Sets realistic targets and monitors progress
	Sets targets but may not be appropriate or monitored regularly
	Sets targets but are not monitored regularly or agreed with others
	Sets SMARTS targets and ensure these are monitored on a regular basis
	Sets targets that are realistic, researched and have been agreed with relevant parties.  Improves the process for monitoring targets

	Manages resources effectively
	Does not anticipate or monitor the resources that are required 
	Monitors and anticipates resources requirements but does not take relevant action
	Monitors and reacts to resource requirements
	Plans ahead to ensure appropriate resources are available and in place


COMPETENCE:  POLITICALLY AWARE
DEFINITION:  Understands the political environment within the Council, partner organisations and stakeholder groups.  
WHY IT MATTERS:  Managers in local government operate in a complex local and national political context. To meet the challenge of bringing about radical and integrated change managers have to understand the politics and work with them.

	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	     Often Exceeds Indicators

(4)
           

	Builds constructive relationships with Councillors, partner organisations and stakeholders

	Does not build or want to build constructive relationships with councillors and partners
	Finds it difficult to deal with councillors 
	Builds effective working relationships with councillors and partners 
	Anticipates the needs of councillors and partners and puts actions into place to deliver this

	Understands the implications of working with partner organisations

	Does not understand the implications of working with partner organisations
	Understands but has difficulty working with partner organisations
	Understands and makes use of working with partner organisations
	Actively creates joined up working opportunities with other stakeholders and groups to achieve the Council’s political aspirations



	Demonstrates integrity when dealing with councillors
	Does not demonstrate integrity or impartiality when dealing with councillors
	Is not confident dealing with councillors 
	Remains impartial at all times and acts with integrity
	Assists others with their dealings with councillors and acts a mentor

	Understands the political environment
	Does not understand the political environment
	Has problems understanding the political environment
	Understands the political environment in which the Council operates and makes the best use of this
	Promotes and encourages the understanding of the political environment and its affect on council business


COMPETENCE:  SELF AWARE

DEFINITION:  Understands the impact of own behaviour.

WHY IT MATTERS:  Leadership in local government is increasingly about working across organisations and as part of networks.  This means that managers must be able to share leadership with others and to be aware of the impact they have on others, especially where the other party’s priorities differ from their own.  Effective managers take account of their personal limitations, either through self management, or by positioning other people with the right strengths to take the lead in some situations.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	   Often Exceeds Indicators

(4)
             

	Understands impact of own performance, behaviour and actions on others 


	Does not recognise or acknowledge the impact of own behaviour and actions on others
	Is aware of own behaviour but not the impact on others
	Understands the causes of personal behaviour and actions and likely impact on others and take steps to amend behaviour
	Learns from experience how behaviour is received by others and applies necessary change in all future circumstances

	Seeks feedback 


	Doesn’t seek or react positively to feedback

	Accepts feedback but rarely seeks it and does not always act on it


	Actively and positively receives feedback


	Seeks peer review of performance, acts on feedback and can demonstrate improvement as a result


	Proactively works on areas of self development 


	Does not recognise the need for self development 
	Recognises the need for development but does not progress this
	Understands and identifies  their need for self development and will develop plans and implements them
	Evaluates the success of self development and uses this to inform future plans

	Recognises own strengths and limitations
	Does not recognise own strengths and limitations
	Recognises own strengths and limitations but does not understand the implications of this
	Recognises strengths and limitations and adapts style or behaviour to reflect this
	Adapts style or behaviour to reflect strengths and limitations and seeks feedback to ensure there has been a positive change


SECTION 4

GENERIC COMPETENCIES 

· Team Working

· Organisational Skills and Focus

· Creativity & Initiative

· Corporate Knowledge

· Customer Care

· Professionalism
COMPETENCE:  TEAM WORKING

DEFINITION:  A genuine commitment to work co-operatively with others (both internal and external) rather than working separately or competitively.
WHY IT MATTERS:  Effective team working promotes the sharing of information and prioritisation of limited resources.  Team working is critical so problems can be identified and common solutions found.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Shares information and knowledge to help make informed decisions 
	Fails to share information
	Shares some information but not necessarily what is important for others to know
	Shares the appropriate information they have to the right people at the appropriate time
	Ensures that others have the right information, with an explanation of what it means and is on time so informed decision are made

	Provides an active contribution to team targets and values
	Undermines the team values, priorities and performance


	Supports the team values, priorities and performance but does not actively promote it

	Provides guidance and advice to others and contributes to the success of  team performance


	Motivates and influences others to deliver their tasks on time



	Respects the views and contributions of others to reach a consensus

	Disregards the views of others and fails to contribute
	Listens to the views of others but does not actively contribute
	Respects and understands the views of others and makes an active contribution
	Brings together peoples’ views in order to reach a consensus

	Works to minimise conflict, tension and disputes within the team


	Openly causes negative conflict and tension


	Does not face up to conflict and tension or put forward their own views


	Recognises what conflict is, when there is conflict, and tension. Will actively seek to contribute in a positive manner


	Recognises when tension and conflict are likely to arise and actively seeks a positive way forward



	Constructively gives feedback to others 
	Refuses or is reluctant to give feedback or gives feedback that is not constructive
	Gives constructive feedback when requested 
	Consistently gives constructive feedback  
	Consistently gives constructive feedback and gives suggestions as to how to improve


COMPETENCE:  ORGANISATIONAL SKILLS AND FOCUS

DEFINITION: Manage work loads and pressures and delivers within given timescales.
WHY IT MATTERS:  The ability to be organised and focused on the right issues are key to the successful delivery of targets and services.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Delivers targets to set timescales and standards
	Makes little or no real effort, to achieve results or targets

	Makes some effort to achieve results or targets but fails to achieve the target on time


	Achieves targets on time through good planning and time management.
	Exceeds targets or delivers targets before set timescale

	Meets deadlines or gives good reason and notice why they will not be met 


	Does not complete work in time to a deadline and does not give reasons or notice 


	Completes some work on time and may give notice or reasons when deadlines are not met 


	Generally meets deadlines and will give reasons as to why the deadline will not be met and will propose a revised timescale 
	Meets deadlines despite difficulties using effective forward planning

	Strives for improvement and learns from mistakes


	Does not contribute to service improvement. Does not recognise or accept mistakes


	Takes an interest, but not an active role in continuous service improvement. Recognise that mistakes have been made but does not seek to rectify them


	Contributes towards service improvement.  Recognises and takes ownership for mistakes and will attempt to rectify them.


	Can demonstrate continuous service improvement. Will learn from mistakes and share any learning with others



	Addresses multiple demands without losing focus and/or drive


	Can only focus on one task at a time.  Does not organise their own work load 


	Finds it difficult to meet multiple demands on them. Will often lose focus
	Plans to meet and does generally deliver on multiple demands whilst retaining focus
	Delivers on multiple demands and utilises forward planning to maintain focus


COMPETENCE:  CREATIVITY & INITIATIVE
DEFINITION:  Proactively seeks out opportunities and implements creative solutions. 
WHY IT MATTERS:  Local government is faced with a number of challenges which require imaginative thinking and creative solutions.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Is responsive to change


	Disinterested in the opportunities that change can bring and does not participate in projects. Is obstructive to change


	Shows an interest in change and will participate in project work when asked. Accepts change but finds it hard to contribute


	Supports change and will put them self forward to participate in a project. Reacts positively to and contributes to change


	Proactively identifies change and drives forward improvements



	Creates ideas and methods that serve as a model of best practice for others to follow

	Reluctant to move away from established practice to improve a service


	Contribute to ideas and new methods as part of a team


	Devises creative ideas


	Implement creative ideas to achieve organisational priorities



	Able to develop innovative solutions to problems

	Does not contribute or progress new ideas or suggestions


	Puts suggestions forward to help with problems or possible improvements


	Creates opportunities or minimises potential problems through forward thinking


	Proposes realistic, creative solutions and improvements



	Forward thinking to identify new opportunities
	Has no interest in planning ahead or looking for new opportunities
	Tries to look for new opportunities
	Identifies new opportunities
	Plans ahead and researches future trends to identify new opportunities


COMPETENCE:  CORPORATE KNOWLEDGE

DEFINITION: Understands how the Council operates to achieve objectives. 
WHY IT MATTERS: It is important we act as a joined up organisation and are aware of how to serve the customer.  Utilising corporate 

knowledge of how we operate should result in a better service to our customers.

	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Understands the context in which the council operates

	Does not know or want to know the context in which the council operates
	Has some understanding of the context in which the council operates
	Understands and appreciates the context in which the council operates
	Utilises their understanding of the council to work across service teams and organisations

	Understands the Council’s role, functions and priorities


	Makes little or no effort to understand the function or priorities of the council
	Understands the work of their service team and has some knowledge of the Council’s priorities
	Understand how the council functions and what the priorities are
	Utilises their knowledge of the council and its’ functions to work across teams for the benefit of the customer and to deliver the council’s priorities

	Understands the political environment
	Does not understand the role of councillors or the political environment
	Has some awareness of the role of councillors and the environment in which they operate
	Understands the role of councillors and the environment in which they operate.  Understand the nature of the officer/councillor relationship
	Anticipates councillors’ needs and builds relationships.  Demonstrates sensitivity and flexibility in political dealing at all times


COMPETENCE:  CUSTOMER CARE
DEFINITION: A willingness to listen to and address the needs of customers. This includes seeking feedback and acting upon it.  Aims to 
improve the customer experience.
WHY IT MATTERS: Customers are at the heart of what we do and we must ensure we deliver high standards of customer delivery throughout the Council.
	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Understands the service delivery from the customer’s point of view


	Does not appreciate the customers point of view
	Listens to customers and identifies their basic needs
	Empathises with the customer in order to attempt to meet the customers’ needs 
	Goes beyond what is expected of them to improve the customers’ experience

	Communicates effectively with the customer

	Unable to communicate effectively

Does not update customer on progress of enquiry


	Listens to customers and identifies their needs and provides  basic advice

Attempts to keep customers informed of progress of enquiry

	Effective listener, able to ask questions to clarify points or the needs of the customer
Keeps customers informed of progress of enquiry in line with corporate standards

	Puts in place process changes for the benefit of customers
Exceeds corporate standards in terms of keeping the public informed



	Provides up to date, user friendly information
	Does not provide information in a customer friendly manner and does not regularly review information
	Some information is provided in a user friendly manner but could need further clarification

Information is only updated when requested 
	Always uses plain English and user friendly language in customer information

Regularly reviews and updates information accordingly
	Proactively seeks new and improved ways of communicating with the public

	Seeks feedback to improve customer service
	Does not seek feedback from the customer or act upon feedback given
	Accepts feedback but does not personally act on it
	Seeks customer feedback and acts upon suggestions
	Recommend and where necessary implement changes to processes following feedback from customers


COMPETENCE: PROFESSIONALISM

DEFINITION: Demonstrates a positive attitude and acts in a business-like manner.
WHY IT MATTERS: It is vital that our customers receive a professional service and they are met by a positive approach from the Council.

	
	Behavioural Examples and Rating

	Key Indicators
	Unsatisfactory

(1)

	Development Potential

(2)

	Meets Indicators
(3)

	  Often Exceeds Indicators

(4)


	Shows self control in difficult or uncertain situations

	Shows little self control


	Sometimes finds it difficult to show self control


	Is able to show self control and awareness of own actions in most circumstances


	Is able to show self control in all circumstances and understands results of own actions



	Well prepared for meetings
	Consistently turns up late or fails to attend meetings without explanation and causes disruption
	Attends meetings but is not well prepared and has not carried out actions required
	Comes to meetings on time, having read any background information and has carried out any actions required of them for the meeting 
	Is well prepared for meetings and contributes to the meeting in a professional manner 

	Takes responsibility and ownership of issues or problems


	Takes little or no responsibility for own issues or problems


	Takes some responsibility for own issues or problems
	Takes full responsibility for own issues and problems and takes steps to rectify them


	Takes ownership for, and resolves,  problems that may not be of their making 

	Responds positively to personal feedback


	Does not accept personal feedback
	Does not act on personal feedback
	Responds positively to personal feedback
	Seeks feedback and changes behaviour accordingly


SECTION 5

COMPETENCE FEEDBACK FORM

Staff Name: 
_____________________




Assessor: ______________________  

Manager?:

Yes/No







Date: 
______________________

Please complete the below with reference to the EHDC Competency Framework.  In deciding on a rating for each competency, you should review all indicators for that competency and record the closest rating description that you think applies.  Where appropriate, you may record a half score, for example 3.5.  If you feel unable to make an assessment, then please leave that rating blank.
Generic competencies:
	Competence
	Rating 
(1/1.5/ 2/2.5/3/3.5 or 4)*
	Comments

	Team working


	
	

	Organisational Skills and Focus

	
	

	Creativity and Initiative
	
	

	Corporate knowledge


	
	

	Customer care


	
	

	Professionalism

	
	


Management competencies:

	Competence
	Rating 

(1/1.5/ 2/2.5/3/3.5 or 4)*
	     Comments

	Plans effectively

	
	

	Leads, inspires, communicates & empowers
	
	

	Solves problems & makes decisions
	
	

	Outcome focused
	
	

	Politically aware
	
	

	Self aware
	
	


* Please refer to competency framework for competency indicators and description of ratings (1 = lowest to 4 = highest).  Where valid and appropriate you may record a half score for example 3.5. 





SECTION 6      ANNUAL COMPETENCE ASSESSMENT FORM      

Staff Name:
______________________


Appraiser:

______________________

Manager?:
Yes/No 
Date:


______________________

To be completed by appraiser upon return of all requested competence feedback forms.
Generic competencies:
	Competence
	Average Rating* 
	Summary of comments

	Team working


	
	

	Organisational Skills and Focus

	
	

	Creativity and Initiative 
	
	

	Corporate knowledge


	
	

	Customer care


	
	

	Professionalism

	
	


Management competencies:
	Competence
	Average Rating* 
	      Summary of comments

	Plans effectively

	
	

	Leads, inspires, communicates & empowers
	
	

	Solves problems & makes decisions
	
	

	Outcome focused
	
	

	Politically aware
	
	

	Self aware
	
	


Overall Competency Rating (1/1.5/ 2/2.5/3/3.5 or 4)**:  _______

Appraiser’s Justification: 
* Once all ratings given on the feedback forms are averaged they may not equate to a whole number, but in any case they will not exceed 4. 

** In determining the overall rating to be given, appraisers should make an appropriate judgement taking into account the average competency ratings and comments made.  Where valid and appropriate, they may record a half score, for example 3.5.












COMPETENCE











PAGE  
2
March 2009

_1203255696.bin

_1217237867.bin

