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PERFORMANCE MANAGEMENT SYSTEM
1. PURPOSE
To create a system of employee payment that links compensation to measures of work quality or goals and is also aimed at attracting the eligible workforce, motivating the workforce to be more productive and resourceful.

2. PROCESS TRIGGER
This is a cyclic process which would commence in the month of February every year.     

3. SCOPE AND APPLICATION
This process will apply to all employees of VBHC who are on permanent payrolls as on 30th September of the Financial Year.

4. PROCESS OWNER
HR Head.

5. PREDECESSOR AND SUCCESSOR PROCESSES
Predecessor Process: Recruitment (HR)
Successor Process:  Salary & Wage Administration (HR)

6. RESPONSIBILITY AND AUTHORITY
To approve annual goals: Functional Heads and HODs.
To approve performance achieved: Functional Heads and HODs
To decide on final performance rating: Functional Heads and HODs.
To decide increment of employees: HR Head and Top Management



7. DEFINITIONS & ABBREVIATIONS
1. KRA: Key Result Area. 
2. HRMS: Human Resource Management System.
3. RM/FH: Reporting manager/ Functional Head.
4. Eligible Employees: Employees who have completed 6 months of employment as 31st March of the current year.
5. CTC: Cost to Company.




8. PROCESS FLOW CHART








9. PROCESS DESCRIPTION
9.1. The appraisal cycle is in accordance with the financial calendar, April to March.  KRAs for all the employees are collected in the month of February of the preceding year.
9.2. To be eligible for the appraisal the employee should have completed 6 (Six) months of employment as on 31st of March. List of eligible employees based on the eligibility criteria to be rolled out in the month of February.
9.3. Official mail to be sent out to eligible employees and Functional Heads/Reporting Managers about the commencement of the appraisal process.
9.4. Eligible employees to do the Self-Appraisal of their KRAs by providing narrative and evaluation on five-point scale in HRMS. Employees to complete the Self-Appraisal within five working days and submit it for review by their respective reporting managers.
9.5. Employee Self-Appraisals then available on HRMS to the Reporting Manager for review.
9.6. The reporting Manager/HOD discusses with respective employees their performance; adds his comments to the appraisal and provides his ratings in consensus with the employee.
9.7. HR tabulates and documents these scores and the information consisting of Self Appraisal Rating, Reporting Manager’s Rating/HOD Ratings and the remarks are passed on to the management for further review.
9.8. HR in liaison with Top Management reviews scores and finalizes increments and grade revisions.
9.9. HR prepares the relevant letters on Salary Increase/Grade Revision which is then handed over to the Reporting Manager who in turn hands it over to the employee.
9.10. Appraisal Memo approved by Management is sent to All employees
9.11. HR Team prepares with the revised salary data for final payouts


10. EFFECIENCY MEASURES AND EFFECTIVENESS MEASURES
Efficiency Measures:
Turnaround Time for completion of Appraisal (30-45 days from receipt of completed appraisals from HOD’s/FH’s)
Effectiveness Measures:
11. RISK ASSOCIATED WITH THE PROCESS
Attrition levels may see a significant increase in case employees are not satisfied with the appraisal rating or the process of performance management.
12. FORMATS FOR MAINTAINING RECORDS GENERATED IN THE PROCESS
The PMS section in the HRMS is used for recording Self Appraisal as well as appraisal from the Reporting Manager.

5-Point Rating Scale
	Rating Scale
	Overall Rating
	CTC Percentage/Increase

	5
	Outstanding
	

	4
	Good
	

	3
	Average
	

	2
	Needs Improvement
	

	1
	Poor
	






13. RECORDS
	SL.No.
	Description 
	Format No.
	Agency
	Minimum Retention Period

	1
	Self-HOD/ HR Appraisal Sheet
	Available in system
	HR
	12Months

	2
	Final score & Payouts
	Generated in HRMS
	HR
	12Months





KRAs are collected/uploaded in HRMS in February month of preceeding year. 


Reporting managers to approve theri team KRAs in system.


List of eligible employees is prepared and circulated to eligible employees and their functional heads.


Self Appraisal forms is then available in the sytem to the Reporting Manager/HOD for review.


HR tabulates and documents these scores and the information is passed on to top management. 


HR in liaison with the Management arrives at the final scores.


Eligible employees do the Self Appraisal  of their KRAs.


Reporting Managers/HOD adds is comments and provide his rating in consensus with the employee. 


HR prepares the relevant letters on Increase and grade revision.


HR prepares and hand over the relevant letters on Increase/Performance Bonus.


Appraisal Memo approved by Management is sent to All employees


HR Team prepares with the revised salary data forfinal payouts


Official mail is sent out to eligible employees and FHs/RMs about comencement of appraisal process. 
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