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!
PURPOSE 
This standard operating procedure has been developed to provide all RMI public service employees with an 
understanding of the purpose and importance of performance management, and how it is managed and 
applied across the RMI public service.  
This procedure is to be read in conjunction with the Public Service Regulations, in particular Part III 
(Grading),Section 30 (Performance evaluation of employees). 

THE ROLE OF PERFORMANCE MANAGEMENT 
Performance management provides a mechanism for ensuring the roles of individual employees are aligned 
with ministry, public service and national objectives. It provides mechanisms for ensuring employees are 
effectively delivering their agreed objectives, in line with expected standards of performance and behaviour. 
Performance management also provides an opportunity to recognize and reward employees for their 
contributions to the public services, and a means for identifying learning and development needs to enable 
employees to better deliver their agreed outcomes. 
Performance management should not be thought of as ‘confrontation’ and is not something that supervisor or 
employees should feel they need to avoid. It is a meaningful and productive process, that enables supervisors 
to identify opportunities to guide and support their employees, and also enables employees the opportunity to 
seek guidance and support from their supervisor. This ensures employees are best placed to deliver the 
outcomes they have agreed to, and ensures the ministry in turn is best placed to meet its priorities. 

PERFORMANCE AGREEMENT (JOB DESCRIPTION) 
All employees are required to have a job description, which should be developed and agreed in consultation 
with their supervisor. An employee’s job description also serves as their performance agreement because it 
sets out what they have agreed with their supervisor to deliver over the next twelve months. Therefore, an 
employee’s job description also provides the basis upon which their performance will be evaluated.  
In particular, an employee’s job description (which is also their performance agreement) records the outcomes 
of a discussion between an employee and their supervisor about: 

▪ The purpose of the employee’s role and how it supports the achievement of broader ministry and public 
sector priorities 

▪ The key responsibilities of the employee’s role 
▪ The main duties and outcomes through which the employee will ensure their key responsibilities are 

met 
▪ Any desirable requirements (including qualifications and skills) that the employee should ideally have 

(or develop), that will enable them to perform their main duties and outcomes effectively. !
Job descriptions should be reviewed regularly (by a supervisor together with their employees) to ensure they 
accurately reflect any changes to either the employee’s or the ministry’s planned outcomes and priorities. The 
end-of-performance assessment period is a good opportunity to formally review employees’ job descriptions. 
However, they should also be reviewed informally on an ongoing basis throughout the annual assessment 
period. !
All job descriptions (also known as performance agreements) are to be completed in the format prescribed by 
the Public Service Commission (provided at Attachment A).  

JOB DESCRIPTIONS AND EMPLOYMENT ANNOUNCEMENTS 
When a job becomes vacant, ministries are required to review the associated job description to ensure, firstly, 
that the job is still required, and secondly, that the job description accurately reflects the current requirements 
of the job. A revised job description (completed on the prescribed template) must be submitted to the Public 
Service Commission with all employment announcement requests. 



A supervisor is required to discuss the relevant job description (performance agreement) with the new 
employee once they commence in their new role, to ensure the employee understands what is expected of 
them and how they are expected to deliver it, as well as what learning and development needs they may have 
to ensure they can meet these expectations. This discussion is important, not only because it will ensure the 
outcomes of the role are met, but because it provides the basis upon which the employee’s performance will 
be evaluated at the end of the performance evaluation cycle. 

PERFORMANCE EVALUATION 
In line with the Public Service Regulations (Section 30), each Head of Department is required to provide the 
Public Service Commission with a performance evaluation of each of their employees at least once a year. The 
employee’s performance evaluation is undertaken by their supervisor in line with the process outlined below. 

PERFORMANCE EVALUATION PROCESS 

1. ONGOING REVIEW 
Regular informal feedback between a supervisor and their employees (and vice versa) throughout the 
assessment period is the best way to engage in the process. This ensures there are no ‘surprises’ in the formal 
end-of-assessment period performance evaluation, as employees are already aware of their ongoing progress 
against their performance expectations.  
If supervisors have concerns about an employee’s performance, they should immediately raise these concerns 
(in a professional manner) with the employee, and not wait until the end-of-assessment performance 
evaluation. This ensures employees are given an opportunity to make any necessary adjustments to the way 
they are conducting their duties, to ensure they are still able to deliver their expected outcomes; and also 
minimises any negative impact on the ministry’s ability to achieve its outcomes. 
Likewise, if employees become concerned at any point during the assessment period that their performance is 
being affected by emerging circumstances (including personal factors, interpersonal difficulties or apparent 
changes to work priorities), they must raise these concerns immediately (in a professional manner) with their 
supervisor rather than waiting until the end-of-assessment performance evaluation. 

1.1. Informal feedback 
Informal feedback refers to regular conversations between an employee and their manager about the 
employee’s performance, behaviour, attendance and development needs related to the employee and their 
work.  Informal feedback should be regular and constructive. An employee may seek feedback at any time. 

1.2. Formal feedback 
Formal feedback refers to meetings held between an employee and their manager specifically in relation to the 
performance management process.  File notes are kept on formal feedback meetings as a record of the 
matters discussed and the agreed actions. These written records must be filed on the employee’s confidential 
personal file. 

1.3. Two-way feedback 
Two-way feedback refers to a conversation by both the employee and the employer where they both have the 
opportunity to talk about (and raise issues in relation to) work-related matters and/or performance. 

2. END-OF-ASSESSMENT PERIOD PERFORMANCE EVALUATION 

2.1. Self Appraisal 
The Public Service Commission prepares and distributes individual self appraisal forms to all employees by the 
end of August each year. Employees are to complete these and submit to their supervisor within the specified 
timeframe (usually one week). Self appraisal forms are then signed by the employee’s supervisor.  
The self appraisal form provides employees with an opportunity to reflect on their own performance over the 
assessment period, and provide objective comments in relation to the extent to which they have achieved their 



objectives, and the manner in which they have performed their duties. This is also an opportunity for 
employees to raise any factors which have influenced the extent to which they have been able to achieve their 
objectives, and to identify any opportunities for development.  
A copy of the self appraisal form (in Marshallese) is provided at Attachment B and (in English) at Attachment C. 

2.2. Performance evaluation 
The Public Service Commission prepares and distributes employee performance evaluation forms to 
supervisors in mid-August each year (usually one week before sending out the self-appraisal forms to 
employees). The performance evaluation form is provided at Attachment D. 
Supervisors must complete a performance evaluation form for each of their employees and submit this to the 
ministry Secretary (usually by the end of the first week of October). The performance evaluation provides an 
opportunity for supervisors to rate the extent to which their employees have delivered their agreed outcomes, 
the manner in which they have performed their duties, and their skill levels.  
The ministry Secretary is also required to provide ratings on the employee’s performance evaluation, and then 
submit the completed performance evaluation form to the Public Service Commission (usually by the end of 
November). 
For the supervisor’s and Secretary’s ratings, each rating equates to a number of points, and the total point 
score indicates the employee’s overall performance rating. Supervisors and Secretaries should refer to the 
Guidelines for Evaluation and Assessment of Performance (provided at Attachment E) when assessing the 
performance of employees. 
Depending on an employee’s overall performance rating, their supervisor should consider how best to adapt 
their level of supervision. For example, for an employee with an overall rating of ‘below average’, their 
supervisor may need to provide more supervision. See Attachment F for a table indicating recommended levels 
of supervision in response to different overall performance ratings.  

ROLES AND RESPONSIBILITIES 

3. SUPERVISOR RESPONSIBILITIES 
Supervisors are required to: 

▪ Provide regular feedback and identify and address any decline in performance and/or attendance at 
work, this should be noted and put on the employee personal file 

▪ Ensure the discussion with each employee is objective, constructive and respectful 
▪ Ensure expectations for performance and behaviour are reasonable and within the employee’s control, 

and aligned with Ministry plans 
▪ Provide reasonable assistance to support and encourage each employee to meet the expectations set 

for them 
▪ Collect evidence of the employee’s performance and how they’ve developed skills during the 

assessment period 
▪ Review the employee’s job description, including key responsibilities, and outcomes and duties (for 

ongoing relevance) 
▪ Consider any ministry constraints that might have impacted on the employee’s performance 
▪ Conduct the review conversation/feedback respectfully 
▪ Document agreed outcomes, actions from the discussion and any changes to the job description as 

required 
▪ Identify any relevant training needs  
▪ File the employee’s job description (performance agreement) and completed performance evaluation 

form on the employee’s confidential personal file. !!



4. EMPLOYEE RESPONSIBILITIES 
Employees are required to: 

▪ Work with (and if need be, initiate working with) their supervisor to develop job description 
(performance agreement) and ensure they understand it 

▪ Undertake the duties and responsibilities outlined in the job description (performance agreement) 
▪ At any time discuss and seek advice on work matters with their supervisor (eg: if they are not able to 

meet their expected outcomes) 
▪ Collect evidence of performance outcomes and achievements 
▪ Participate in end-of-assessment performance evaluation discussion. 

PARTICIPATION REQUIREMENTS 
Employees are required to participate in the performance management process if they are:  

▪ a permanent employee (at all classification levels) 
▪ a probationer 
▪ a contract employee where employed for three/six months or more. 

It is also a requirement of working in the public service to participate in the performance process.  
To be eligible for a salary increment, employees must have achieved a ‘satisfactory’ performance rating in their 
end-of-assessment performance evaluation for three (3) consecutive years, in line with the Public Service 
Regulations (Section 31(3)). 

WHAT IF AN EMPLOYEE DOES NOT AGREE WITH THEIR PERFORMANCE EVALUATION? 
If an employee is not satisfied with their performance evaluation, they can request a review.  
Note: For further advice and/or exceptional circumstances, contact the relevant ministry’s Human Resources 
Department in the first instance, followed by the Public Service Commission if further advice is required. 

OUTCOME WHEN A PERFORMANCE EVALUATION IS NOT COMPLETED 
When a review is not completed this can affect an employee’s performance and productivity as they have 
received no feedback and may not understand their specific role and duties. This can result in the ministry not 
meeting its expected outcomes. It could also result in the employee not being eligible for payment of an 
increment. While it is the responsibility of the supervisor to complete an employee’s performance evaluation, it 
is also in an employee’s interest to follow up with their supervisor, to ensure their performance evaluation has 
been completed and submitted, and seek feedback. 


