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Career performance management

Performance Management Concept :

It is a system through which government employees are evaluated based on their
performance. This is achieved by defining :

(B 1 ETR &o) J [TV for each employee “What do they accomplish ?”

2- Behavioral competencies :c'hrough which employge p'eniormance can be measured
How do they accomplish it ?

It is a system through which employees are managed and evaluated based on a
pre-defined performance charter consisting of a set of goals and behaviors that are
required to be achieved. “These are continuous processes of defining, measuring, and
developing employee performance”.

The Purpose of Performance Management :

1- Establish a scientific and logical methodology for linking rewards and incentives to perfor
mance levels and appreciating outstanding achievements and results.

2- Enhance and increase the productivity of university employees through the annual perfor-
mance appraisal process that aligns with the university's strategic objectives.

3- Encourage and promote individual achievements, instill a culture of continuous learning,
provide opportunities for advancement and professional development, and uphold principles of
teamwork.

4- Encourage entities to identify and recognize employees with outstanding performance, com-
petencies, and high skills, and work on equipping them with the necessary experiences for
future leadership positions.

Benefits and Importance = Enhancing the overall performance of the university.

of Performance
Management:

= Enhancing employee engagement, commitment, and productivity.
= Changing the university work culture by focusing on performance.
= Developing employees.

= Improving the service provided to citizens.

= Aligning employee goals with the university's overall objectives.

= Setting clear expectations for goals.

= Ensuring employees understand their goals.

= Implementing a performance-focused culture.

= Facilitating access to employee development needs.

= Enhancing overall employee performance.
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The Difference Between Performance Management

and Performance Appraisal :

Elements Performance Appraisal

Evaluation Official year-end evaluation

Periods

Number of

Evaluation Periods Once a year

Goals No specific individual goals and
expectations tied toorganizational

strategic goals

Importance of
Evaluation

Focuses on past performance

Emphasis

Emphasizes quantity only

Performance
Standards

Does not distinguish employee
performance according to clear standards
Incentives Does not link employee performance to

eligibility for incentives and benefits

Evaluation
Outcomes

Does not pinpoint performance
shortcomings accurately

X & @kkueduksa e kkuedu.sa

Performance Management

Continuous evaluation and monitoring
throughout the performance cycle

Twice or more times a year

Agreed-upon goals and expectations
linking individual goals to
organizational strategic goals

Focuses on current and future
performance

Emphasizes both quantity and quality

Distinguishes employee performance
according to clear standards

Links employee performance to
eligibility for incentives and benefits

Accurately identifies performance
shortcomings and assists in
continuous problem-solving.
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Executive Regulations for Human Resources

in Civil Service (Regulatory Reference for
the Framework)

Article 1

= Performance Charter : A model for setting goals, competencies, relative weights, and the
expected output for each goal, prepared by the immediate supervisor and presented to the
employee for review before approval.

= Goal : The desired result that the employee works to achieve during the performance cycle.

= Competencies : A set of knowledge, skills, abilities, and behavioral characteristics that enable
the employee to perform their job effectively.

= Relative Weight : The relative importance of the goal or competency.

= Expected Output : The quantitative determination of the expected performance during the
performance cycle.

= Measurement Standard : The qualitative or quantitative determination of the performance
output unit.

= Overall Employee Performance Appraisal : A quantitative value representing the overall level of
employee performance. It is linked to the goals and competencies at the end of a specified time
period of the performance cycle and is calculated in accordance with the guidelines prepared by
the Ministry of Human Resources and Social Development.

= Performance Cycle : It is the year subject to performance evaluation, ending concurrently with
the end of the state's fiscal year.

Article 2
= A. Employee performance measurement is .
based on competencies and goals. Appraisal Rate

= B. Employee performance measurement stan-
dard is either quantitative or qualitative, and

the appropriate standard is chosen according Very Good 4
to the nature of the employee's job subject to

Excellent 5

performance measurement. Good 3

= C. Performance measurement levels are as Satisfactory 2
follows:

Unsatisfactory 1
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Executive Regulations for Human Resources

in Civil Service (Regulatory Reference for
the Framework)

Article 3

= The government entity disburses the periodic allowance according to the established disburse-
ment procedures, unless the Ministry of Human Resources and Social Development issues
regulations and procedures to the contrary.

= The identification of outstanding employees and their eligibility for bonuses is linked to their job
performance level, and the Ministry of Human Resources and Social Development issues specific
regulations and procedures for this purpose.

= Performance evaluation of an employee who is transferred from one position to another, whether
the transfer is within the government entity or outside of it, by the organizational unit or the
government entity to which the employee is transferred, shall be conducted once the employee
has spent a period of no less than three months in the new position. In the event that this period
has not elapsed, the performance evaluation shall be carried out by the head of the organiza-
tional unit or the government entity from which the employee was transferred.

= The performance evaluation of an employee during training, study, or secondment lasting more
than six months within the performance cycle shall be based on the reports submitted to the
government entity by the training, study, or secondment entity.

Article 6

= The performance evaluation of an employee during long leaves exceeding six months within the
performance cycle shall be based on their performance during the period prior to the leave.
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Executive Regulations for Human Resources

in Civil Service (Regulatory Reference for
the Framework)

Article 7

= The performance evaluation of employees in Grade 15 and below shall be conducted in accor-
dance with the criteria set by the relevant minister in the government entity.

= The performance evaluation of employees in Grades 13 and below shall be conducted using
templates prepared by the Ministry of Human Resources and Social Development.

= A. The direct supervisor, in coordination with the employee, shall define the objectives, relative
weights, and expected outcomes for each objective based on the Performance Charter. The
Performance Charter may be modified after the first half of the performance cycle.

= B. The Ministry of Human Resources and Social Development shall determine the value of both
objectives and competencies, with their sum totaling 100%.

= C. The number of objectives should not be less than four, and for each objective, the measure-
ment criterion, relative weight, and the targeted level must be defined. The sum of the relative
weights for objectives should be 100%.

= D. Competencies should be based on models issued by the Ministry of Human Resources and
Social Development for both supervisory and non-supervisory positions. The government entity
may add up to three additional competencies for technical qualifications as needed, with the
total relative weights of competencies equaling 100%.

= E. The direct supervisor shall draft the Performance Charter, which the employee will be
informed of. The charter is then approved by the head of the organizational unit, and the

approved version is provided to the Human Resources department.

= F. The employee's performance shall be evaluated based on the Performance Charter at the end
of the performance cycle.
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Article 10

§
:
%

= A.Employees shall be classified and assigned to performance measurement levels based on the
specified percentage for each performance rating description, as determined by the Ministry of
Human Resources and Social Development.

= B. The minimum number of employees subject to classification is 20 employees, and in cases
where the minimum is not met within the same department, employees from this department
shall be combined with employees from other departments as specified by the Human Resourc-

es department.

= C.Each government entity shall prepare the necessary infrastructure for implementing the
classification, including data, technical programs, training, and other application requirements.

Article 11

Article 12

Article 13

Article 14

The direct supervisor shall, when preparing the employee's performance
evaluation, refer to the Performance Charter, the record of comments, the
achievement report, the performance monitoring record, and any other
sources that contribute to achieving accuracy and objectivity.

= The prepared employee's performance evaluation shall be preserved and

maintained. The employee shall be provided with a copy of it by the Human
Resources department.

The Human Resources department in the government entity shall prepare a
plan for the development of employees who receive a rating lower than
"Very Good" to enhance their performance.

The government entity shall notify an employee in writing when they receive
an "Unsatisfactory" performance evaluation for the first time, with the
requirement to improve their performance. If they receive the same rating in
the second year, they shall be notified in writing to improve their perfor-
mance. Otherwise, their service will be terminated if they receive the same
rating for the third year.

A committee consisting of three members, with the General Director of
Human Resources among them, shall be established within the government
entity by a decision from the relevant minister. The committee's task is to
review complaints related to performance processes within the entity. The
committee's deliberations shall be confidential, and it shall review the com-
plaint submitted to it, study it, discuss it with the complaining employee, the
report preparer, and the report approver. The committee shall submit its
recommendations within a period of nho more than one month from the date
of receiving the complaint to the relevant minister, whose decision shall be
final.
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The stages of the Performance Management Cycle

Performance Planning
Stage 01 and Goal Setting : Planning a Semi-annual

course for performance
performance review

Purpose of the Stage :
LULGIE]
performance

Setting individual goals or key job responsibilities based on the ovaluation

employee's job grade.

It takes place during the first two months of the performance cycle (January
and February) each year and includes discussing the employee's performance
plan with the manager. The plan is agreed upon and documented in a "Perfor-
mance Covenant," which includes the goals and required competencies.

Timeframe :

A model used to specify goals, competencies, relative weights,
and the targeted outcome for each goal and competency. It is
prepared and signed by the employee and their immediate
supervisor.

Concept of the
Performance Covenant:

The core elements on which the Performance Covenant is based :

Competencies
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01 | Goals

Goal Definition:

= The desired outcome the employee is working to achieve during the performance cycle.
It articulates what will be accomplished within a specified time frame and according to a specific
schedule. (What will be achieved?)

Sources of Goals :

1- Strategic objectives of the university 3- Job descriptions
2- Operational projects 4- Actual tasks performed by the employee

Smart Goal Formulation:

What are the necessary conditions for formulating
SMART goals?

Formulating SMART Goals :

Before preparing the performance charter, functional
objectives must be SMART, with five criteria

1- Specific : The goal should be specific

= |[n a way that can describe the desired outcomes appropriately
understood by any party/person/entity

= Does the goal focus on a specific result, not general or vague ?

= Does the goal tell you what it wants to achieve, how, and why it
will achieve it ?

® |s the goal written simply and clearly, easily understandable ?

2- Measurable : The goal should be measurable
In a way that can provide evidence of achieving the outcomes

= Are there quantitative measurement units in the goal (e.g., quanti-
ty, time, percentage) ?

= Can progress be measured regularly, and the final result without
doubt ?
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01 | Goals

Formulating SMART Goals :

Before preparing the performance charter, functional
objectives must be SMART, with five criteria

3- Actionable : The goal should be actionable
In a way that the employee should be able to achieve the goal
= Does the employee have the necessary capabilities and skills to achieve the goal ?
= Can the resources and capabilities required to achieve the goal be arranged ?

= Can expected obstacles be dealt with ?

4- Realistic : The goal should be realistic

In a way that the goal should be achievable despite challenges, and the necessary resourc-
es should be available to the employee

= |s the goal related to the organization's vision and strategic objectives?
= Does the goal align with the organization's values ?

= Do you consider the time, money, and effort required to achieve the goal a good investment ?

5- Time Specific : The goal should be time-specific
In a way that should be associated with timeframes for execution during the year
Does the goal have a clear start and end time ?
= Does the goal align with the organization's values ?

= Has the goal been linked to a timeline that indicates the timing of key stages in goal achieve-
ment

There are several processes for formulating goals, but the most
prominent and widely used one is

X & @kkueduksa e kkuedu.sa @




Luf

KING KHALID UNIVERSITY

dmolad Glaai 2o (nibgtl Blaal dajlge

JS Glaai §iis cus aldwl J! guwdll p5a)) Jel o Blaa¥l z i @S JWI ISl oo
LQ'A.QX' o Phﬂ JAKIJ'Q ‘§L.u32| Y- V.Y d]ég ul.cgl @)L&?l ‘sglw.ll c.éLMbi Y &.5.0.5.5.:5 da>g

Byla¥l ggiws Lle BGuan Byla¥l ggiws Lo BGan Byla¥l ggiwn Lo BGuan

ERSLYERT S8 Gun S8 Bua ERFLREREN

I I I |

Tyl od (9 4y AL Jldl Guad I e sty g Lo

Slaa¥ll bliw! : Jodl sgbasdl

@il elo¥l &gy slacly gl go glaiadl : A5 Bghas!

| | |
aSolad! OlelasI ayass Glaa¥l (yj9 Jasd Slaad gbg

By ppie dmlpag dddell e mdod] : AU Bglas]

X & @kkueduksa e kkuedu.sa a




Py
&
&
b
&
&
b
<

4

-l

dRo

1
HES

KING KHALID UNIVERSITY

Aligning employees' goals with the
university's goals

The following diagram illustrates how goals progress from the top organizational hierarchy
down, where the goals of each organizational unit are derived from the goals of the higher
level management, ensuring complete consistency and integration between individual goals.

Strategic Goal

Management-Level Goal

Management-Level Goal Management-Level Goal

Individual Individual Individual Individual
Goal Goal Goal Goal

Department-Level Goal

What should the direct supervisor do in this stage?

Step 1| Setting Objectives \L

Step 2 | Meeting with the employee and preparing the annual performance document

Identifying behavioral Determining the weight
competencies of the objectives

Goal setting

Step 3 | Signing the document and reviewing it

with the department manager
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02 | Competencies

Competencies Definition :

= The concept of competencies: Competencies are a set of skills, knowledge, abilities, and
behavioral characteristics that enable an employee to perform their work effectively.

Types of Competencies :

1- Core Competencies

The core competencies are a pre-defined list by the Civil Service Ministry, encompassing
the general behaviors expected from all employees during their job performance, And the
core competencies can be divided into :

= Public Competencies : It is the competencies that apply to supervisory and non-su-
pervisory tasks, such as cooperation, communication and a sense of responsibility.

= Leadership Competencies : Are the competencies that apply only to supervisory
functions, such as empowering others and strategic thinking.

2- Technical Competencies

It specializes in the activities of a particular government institution (example : engineer,
doctor), and needs to be developed by this same government institution, and the entity
may add three technical murals on the basic murals in the performance charter according
to the institution's need for them.
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Competency Descriptions

= He takes responsibility for his actions and decisions, and does not blame others.
Responsibility = Understanding his role and how it relates to the overall goals of his workplace.

= Transparently discloses the challenges he faces.

= sharing the information openly as per work requirements.

Collaboration = Seeks to benefit from the opinions of those outside his department, preparing others
to support the work through building supportive relationships with them.

= Responds to requests for support and assistance from organizational units in his
workplace.

= Uses clear and effective written communication.
Communication = Utilizes clear and effective verbal communication.

= Listens carefully to others.

= Can handle multiple tasks and prioritize them based on their relative importance.

Achlevmg = |s dependable and executes tasks on time with a high level of quality.
Results = |s proactive and works without direct supervision from their superior when
performing.
Staff = Strives for continuous learning and self-improvement.
Development = Assists others in their self-development.

= Is ready to face work challenges.
Career = Strives for a higher level of achievement and innovation in work execution.
Statisticsreferences = Adheres to work schedules and is present when needed.

= Focuses on 'serving scholars' in executing tasks.

= |s adaptable and capable of executing tasks in circumstances involving a high
degree of ambiguity.

Leadership

= Supports and encourages the team to achieve its goals, even in challenging condi-
tions.

= Thinks logically without being influenced by personal considerations.
= Delegates authority and follows up on results.

= Provides and supports opportunities for the development of subordinates.

The total relative weight should be 100%

Note : The core competencies mentioned above are the first core competency set offered by the Ministry
of Civil Service (MCS)
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03 | Performance Monitoring and Documentation

Why monitor performance?

= The performance cycle is an annual cycle, meaning that as a direct manager, you are required to
evaluate the employee's performance and competencies at the end of the year. Therefore, you
may face two key challenges:

1- Remembering your observations of employee behaviors throughout the year.
2- Correcting performance when it deviates from the path of goals.

= |If you do not have a mechanism for continuously monitoring performance, documenting your
observations, including the employee's behavioral competencies, and tracking their progress
towards achieving their goals, these challenges can turn into real risks that hinder objective,
thorough, credible performance evaluation.

What are the elements of this continuous vital process?

Competency Performance

Monitoring Monitoring

What do we monitor ? What do we monitor ?
We monitor the employee's behaviors
—> in light of behavioral indicators that We monitor progress in achieving &—
match competencies and the required the agreed-upon annual goals

skill level for their job grade.

Document your observations of signifi-

cant real-life situations that demon- Documenting progress made and
—> strate the positivity or negativity of the providing feedback to the &
behaviors you have observed and emblovee
provide feedback to the employee. ploy
Your reference in the evalua- Your reference in the
tionis: evaluationis :
—> o - _ <
Behavioral indicators within the frame- SMART goals in the perfor-
work of behavioral competencies. mance document
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03 | Performance Monitoring and Documentation

It is advisable to maintain a performance
monitoring record to document your
observations regarding:

il
, : 1- Annual Objectives
“' Elll li 2- Key Tasks
plis S=  muEl 3- Behavioral Competencies

This record helps you :

1- Remember the employee's behavioral performance throughout the evaluation year.

2- Enhance your periodic reviews and annual evaluations with objective evidence that increases
the accuracy and fairness of the results and adds credibility to the employee during the periodic
review and annual evaluation meeting.

Providing Feedback :

Performance monitoring is not an end in itself, but rather a means to adjust the performance
level in terms of objectives and behaviors to achieve the desired results. Therefore, performance
monitoring is of no value unless it is accompanied by continuous employee awareness of their
progress in achieving objectives and the alignment of their behaviors and skills with the required
competency indicators. It also requires providing guidance and all forms of support that help the
employee meet expectations.
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Effective and Constructive Feedback Criteria :

1- Feedback should be immediate, meaning it should be provided shortly after the action occurs
or as soon as possible. Delaying feedback diminishes its importance in the eyes of the employee
and increases the chances of it being repeated.

2- Feedback should be balanced, combining strengths and areas for improvement. Positive
feedback should be shared openly, and developmental feedback should be communicated in
private.

lllustrative Example : You have prepared a precise report, but it would be better if it
included an additional section for recommendations, as we agreed upon previously. This
way, it will not only be accurate but also comprehensive. | noticed your effective use of
graphs, which enhanced the clarity of the data and its significance.

3- Praise publicly and criticize privately.

This criterion is of utmost importance because it is related to employee morale.

Commendation in front of colleagues or higher-level management motivates the employee to
continue their successful performance and strive to exceed expectations. Criticizing the employ-
ee in a private meeting between the two maintains the employee's self-respect and avoids
embarrassing them in front of others, preventing frustration and a lack of motivation for improve-
ment.

4- You should listen to the employee while providing feedback to make them feel that their
opinions are important and to consider them if they contain a degree of logic and provide valu-
able information to improve performance.

5- Focus on the action not the employee, You are evaluating the person's performance, not the
person themselves. Therefore, your feedback should center on performance deficiencies or
behavior and should revolve around specific aspects to prevent your feedback from becoming
absolute personal judgments from the employee's perspective.

6- Remember that you are providing feedback about :

= Behavior, not the person

= Observations about performance, not conclusions

= Sharing ideas, not giving direct advice or solutions

® Exploring alternatives, not offering ready-made solutions
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Stage Two :
Semi-Annual Review and Discussion

Purpose:

= The purpose of this stage is to discuss the progress towards achieving goals, demonstrate
competencies, identify reasons and challenges, provide feedback on the employee's perfor-
mance, and make adjustments to goals as needed.

Time Frame : = This stage takes place in the middle of the performance cycle, in the
sixth or seventh month (June - July).

Importance and Benefits of This Stage :

= Reviewing the employee's performance and assessing the progress towards achieving
the desired goals.

= The ability to modify or change some goals, relative weights, and target outcomes in
case of any changes in the organization or management.

= Understanding the employee's potential to achieve the objectives.

= |dentifying the employee's needs for goal achievement.

Employee's Role: = Meeting with the immediate supervisor.

= Discussing their performance level and allowing the supervisor to
understand factors that may lead to a performance decline.

Direct Supervisor's Role :
= Scheduling a meeting with the employee to review and discuss performance levels.

= Comparing completed objectives with the intended ones.
= Providing feedback that can contribute to improving performance and productivity.

Characteristics of Effective Feedback :

= Specific = Comprehensive and clear

= Relevant = Continuous
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Stage Three :

End of Year Performance
Evaluation

|
= Employee performance plays a crucial role in the I
success of any organization, and performance [ ?j!-'.
management is one of the most critical issues in g T8 |
organizational management. Its primary task is to mEIeL LELLATUIT
assess both job performance and organizational 5 _ iSsll==== : : :
performance, and thus, employee performance 3
evaluation is a critical issue as it directly relates to
the organization's success and its overall efficiency
and productivity.

23

Purpose:

= To evaluate the employees' performance by assessing the level of goal achievement and compe-
tencies defined in the performance contract and identifying the development needs required to
achieve future objectives.

Time Frame : = Performance evaluation is conducted in the last two months of the
performance cycle (November - December)

Steps for Job Performance Evaluation :

1- Evaluate Goal Achievement : The manager assesses the employee's goal achieve-
ments based on what was agreed upon in the planning stage and documented in the
performance contract. It involves comparing the targeted outcome with the actual results
for each goal.

2- Assess Competencies : The competencies and behavioral indicators of the employee
are assessed based on the specified competency framework

3- Calculate the Final Result : The overall goal evaluation + the overall competency evalu-
ation = the final performance result.
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Key Roles in This Evaluation Stage:

First : the role of the supervisor in the performance evaluation :

1- Review the accomplished goals and compare them with the set targets.

2- Utilize previously documented performance feedback in the evaluation process.

3- Listening to the employee to understand the reasons that led to the non-achievement of goals, if any.
4- Discuss the strengths and areas for development with the employee.

5- Inform the employee of the final performance result.

Second : the role of the employee in the evaluation stage :

1- Review the end-of-year performance result.

2- Discuss the performance result with the immediate supervisor.

3- Appeal to the Human Resources department in case of disagreement with the end-of-year job
performance result.

Third : the role of the Human Resources Department :

1- Ensure the integrity of the end-of-year performance evaluation process.
2- Address appeals.

Common Errors in the Evaluation Process :

There are two types of errors in the employee performance evaluation process:

1- Deliberate errors.
2- Non-deliberate errors.

First | Deliberate errors :

1- Giving employees higher ratings than they deserve.
2- Giving employees lower ratings than they deserve.
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Key Roles in This Evaluation Stage:

Second | non-deliberate errors :

1- Granting high ratings to employees based on superficial similarities.

2- Comparing employees to each other rather than predefined standards.

3- Overemphasizing one aspect of performance evaluation.

4- Basing performance evaluations solely on the beginning of the evaluation period.
5- Basing performance evaluations solely on the end of the evaluation period.

6- Focusing on negative aspects of performance.

7- Relying on first impressions.

8- Letting previous evaluation outcomes affect the current evaluation.

9- Making judgments based on an employee's identity.

10- Judging personality and abilities rather than actual performance.
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The results of performance management and it’s
relation to human resource management functions

Career Path
Planning

Talent
Management

Talent
Management

Succession
Planning

Training Needs
Identification

Performance

Incentives Management Human Resources
and Rewards Outcomes Planning

Performance evaluation results contribute by allowing senior management to identify work barri-
ers that have led to decreased performance and the internal procedures and policies that need
modification and development to enhance performance.

Also, by reviewing performance results and notes documented in semi-annual periodic inspec-
tion forms and final evaluations, senior management may determine the necessary tools and
resources required within the organization to meet employees' needs in performing their duties
without encountering any hindrances that may affect their performance. Performance manage-
ment is directly related to the functions of human resource management, as its results are one of
the main inputs for these functions, including

Human Resources Planning, Training Needs Identification,
Talent Management, Career Path Planning, Succession
Planning, Incentives and Rewards
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The Roles of the Employee, the Direct Manager, and Human
Resources in the Stages of Performance Management :

= Ensuring their subordinates have a correct and comprehensive understanding of
the performance management system.

= Discussing with their subordinates and agreeing on goals, behavioral competen-
cies, and individual development plans.

= Monitoring the performance of their subordinates and managing their performance development through
continuous and periodic reviews.

= Discussing and agreeing on the annual performance document.

= Providing their subordinates and work teams with feedback on their performance and measuring the
individual performance of each employee.

= Fully preparing and documenting the periodic review in accordance with the guidelines.
= Taking all necessary steps for the final annual evaluation process.

= Evaluating the performance of their subordinates objectively and transparently in light of the achieve-
ments attained.

= Adhering to the specified timeframe for the performance appraisal cycle.

Subordinates = Suggesting goals, their respective weights, and reaching an agreement with
the immediate supervisor.

= Seeking feedback and observations from the direct supervisor, engaging in dialogue, and reaching
agreements on action plans and their implementation.

= Precisely and faithfully executing the agreed-upon performance plans under the annual performance
document to achieve the set objectives.

" Taking the initiative to request the direct supervisor to review performance through periodic reviews.

Human Resources Management

= Providing support and assistance to direct supervisors and employees during the implementation of the
employee performance management system.

= Conducting workshops and training sessions for direct supervisors and employees to raise awareness
about the performance management system.
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The Timeframe  The objectives are ..

Setting individual goals or key job responsibilities

Stage 01: Monthly in based on the job grade the employee holds.
January - ' : )

Selecting levels of behavioral competencies

Performance February of . . . .

. guided by the principles and values stipulated in

plannlng each year the framework of behavioral competencies.
Agreeing upon and signing the annual perfor-
mance document.

Stage 02: Monthly in Discussing the progress in achieving goals,

. June - July of showcasing competencies, identifying reasons
Semi-annual each year and obstacles, and making necessary goal
review adjustments.

Stage 03: Monthly in Evaluating employee performance through
November - assessing the level of accomplishment and goal

Annual per- December of achievement, as well as the competencies

formance each year specified in the annual performance document

evaluation

X & @kkueduksa a kkuedu.sa

and the periodic review. This includes identifying
the developmental needs necessary for achiev-
ing future objectives.
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Use this guide (Grading Scale 5-1) to estimate the

grades of each merit

Sense of 1
responsibility

2

3

4

He takes
responsibility
for his actions
and decisions
and does not
blame others

He does not take
responsibility for his
actions and
decisions, usually
blames others for his
inaction at work.

Understands
his role and
how it relates to
the general
objectives of
his work

He does not
understand his role
and how to link it
with the general
goals of his employer

He is not transparent
when facing
challenges and does
not raise issues with

He reveals the
challenges he

faces with his immediate
transparency superior until it is too
late
Collaborations 1

He does not take
responsibility for his
actions and decisions,
usually blames others
for his inaction at
work.

He understands his
role but does not
understand how to
link it with the general
goals of his work

He sometimes lacks
transparency when
faced with challenges,
and raises some
issues to his
immediate superior
when necessary

He takes responsibili-
ty for his actions and
decisions most of the
time, and rarely
blames others for his
inaction at work

He understands his
role and has a general
idea of how to
connect him with the
general standards of
his work

He is transparent
when facing challeng-
es and raises some
issues to his immedi-
ate superior

3

He takes responsi-
bility for his actions
and decisions, and
never blames
others for his
inaction at work.

He understands his
role clearly and is
fully aware of how to
link it with the overall
goals of his business

He is transparent

when facing challeng-

es and raises all

issues to his immedi-

ate superior

4

He always takes
responsibility for his
actions and decisions,
does not blame others for
his shortcomings in work
and encourages others to
follow his example.

He understands his role
very clearly and knows
how much it affects the
achievement of the
overall goals of his work
and has the ability to
explain this to his
colleagues.

Always be proactive in
raising challenges to
interested parties in a
timely and transparent
manner

5

He shares
information
openly accord-
ing to business
requirements

It does not share
information clearly
and is not easy to

disseminate it within
the Department

He seeks to benefit
from the opinions of
others outside his
administration and
prepare others to
support the work he
does by building
supportive relation-
ships with them

He does not seek the
opinions of those
who work outside his
department when
necessary, and is not
keen on building
supportive relation-
ships with officials

Responds to
requests for
support and

Does not respond to
requests for support
and assistance
provided by
organizational units
within his workplace

assistance from
organizational
units in his
workplace

X & @kkueduksa e kkuedu.sa

He sometimes clearly
shares information,
but it should be
requested from him
by his manager

Sometimes he asks
for the opinions of
those who work
outside his depart-
ment when neces-
sary, but he is not
keen on building
supportive relation-
ships with officials

Sometimes he
responds to requests
for support and
assistance provided
by organizational units
in his workplace

Shares information
clearly and easily
disseminates it within
the department upon
request

He requests the
opinions of those who
work outside his
department when
necessary from time to
time, and he has the
initial skills to build
supportive relation-
ships with peers of the
same level

He often responds to
requests for support
and support from the
organizational units in
his workplace and
provides what he is
asked for

It effectively and
clearly shares
information and
facilitates its
dissemination within
the Department

He constantly seeks
the opinions of those
who work outside his
department when
necessary ,and is
skilled in building
supportive relation-
ships with peers of
the same level

He always responds to
requests for support
and assistance from

the organizational units

in his workplace, and
provides what is
required of him on time

He always shares
information clearly and
is keen to disseminate

it within the depart-
ment, and encourages
others to do so

He proactively solicits
the opinions of those
working outside his
department , and is
extremely adept at
building supportive
relationships with peers
of the same level and
performers at higher
levels

He always responds to
requests for support
from the organizational
units in his workplace
immediately and
positively and is ready
to provide other
information to the
applicant
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It uses clear and
effective written
communication

It does not use clear
or effective written
communication

He does not listen
carefully to others,
interrupts others
when they are talking
or is distracted

He listens to
others carefully

Achieving Results 1

Sometimes clear and
effective written
communication is

used

Sometimes he listens
to others carefully,
but sometimes he
gets distracted and
loses concentration

2

Communicate with
others in writing
effectively and
clearly in line with
expectations

He listens to others
carefully and is rarely
distracted

3

Always communi-
cates with others in
writing effectively,
clearly and in a
distinctive style

He listens carefully to
others and shows a
clear understanding

of what is being
communicated to him

He is rarely distract-

ed

4

He communicates
clearly, concisely and
on time and conveys
relevant information,

correctly identifies the

target audience, follows

the correct documenta-
tion methods

He always listens
carefully to others and
clearly understands
what is being
communicated to him
with full concentration

He can perform
multiple tasks and
prioritize them
according to their
relative impor-
tance

Unable to multitask
nor to prioritize them

He is unreliable and
does not fulfill his
responsibilities on

time

He can be relied
upon, and
performs his
tasks on time
with a high level
of quality

He is not proactive,
unable to provide
alternatives and
solutions when
carrying out his tasks
and needs constant

An initiator and
works without
the guidance of
his boss when
carrying out his

tasks guidance
Staff Development 1

Sometimes he is able
to multitask and sets
work priorities
effectively when
there is little work
pressure

Sometimes he can
count and has
difficulty in carrying
out his tasks on time

He is rarely proactive
and able to offer
alternatives and
solutions when

carrying out his tasks

and needs a lot of
guidance

2

Capable of multitask-
ing and working
effectively at the
expected perfor-

mance level

He is often reliable
and commits time in
carrying out responsi-
bilities with the
expected level of
quality

Sometimes he is
proactive and able to
offer alternatives and

solutions when he
carries out his tasks
and needs some
guidance

3

Capable of multi-task-
ing and demanding to
take on additional
responsibilities when
possible

He can always be
relied upon and
adheres to the

specified time in the
implementation of his
responsibilities at the
expected level of
Quality

He is always
proactive and able to
offer alternatives and

solutions when
carrying out his tasks
and needs a little
guidance

4

5
Highly skilled in
multi-tasking,

prioritizing work in an

efficient manner and

taking on additional
responsibilities

He is always reliable
and adheres to the
specified time in the
implementation of his
responsibilities with a
higher quality level
than expected

He is always proactive
and able to offer
alternatives and
solutions when

carrying out his tasks

and does not need
guidance

5

He seeks to
constantly learn
and develop
himself

Does not seek to
meet its own
development needs

He does not give
helpful opinions to
others and does not
share advice and
suggestions with
them

It helps others
to develop
themselves

X & @kkueduksa e kkuedu.sa

He rarely seeks to
satisfy his own
development needs
and needs to be urged
to this by the manager

Sometimes he offers
helpful opinions to
others and shares

advice and sugges-
tions, but he needs

someone to urge him
to do so

Usually he seeks to
meet his own
development needs

Provides helpful
opinions to others and
shares advice and
suggestions consis-
tent with expectations

He always seeks to
improve his develop-
ment needs by asking
for the opinion of the

manager

Provides helpful
opinions to others
and shares advice

and suggestions

He is proactive in
seeking to meet his
own development
needs by seeking the
opinion of the manager
and others related to
him as co-workers .

Proactive and always
listens and provides
helpful opinions to
others based on facts
and encourages
others to follow his
example
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Functional
Correlation

He has a willing-
ness to face
business
challenges

Looks forward
to a higher level
of achievement
and innovation

when

Adheres to
work schedules
and is available

when needed

He focuses on
customer
service when
carrying out his
business

Flexible and able to
carry out its business
in conditions of a
significant degree of
risk and uncertainty

Supports and
encourages his
team to achieve its
goals even in
difficult conditions

He thinks logically and

objectively without
being influenced by

personal considerations

Delegates powers and
follows up on the
results

Provides and supports

the development
opportunities of
subordinates

4
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Is not ready to
overcome work
challenges and does
not take on any

additional responsibil-

ities when necessary

He does not aspire to
a higher level of
achievement and
innovation when
carrying out work

He does not arrive for
work on time and is
not available when

necessary

He does not focus on
customer service
when carrying out

work activities

Sometimes he shows a
willingness to
overcome work
challenges and does
not take on any
additional responsibili-
ties except in some
rare cases

Sometimes he aspires
to a higher level of
achievement and
innovation when
carrying out work, but
he needs to be urged
by the manager

Sometimes he arrives
for work on time,
sometimes he is there
when necessary

Sometimes he focuses
on serving the client
when carrying out
work activities, but his
manager should urge
him to do so

2

He is ready to
overcome the
challenges of work
with a desire to take
on more responsibili-
ties

He aspires to a higher

level of achievement

and innovation when
carrying out work

He arrives for work on
time and is available
when necessary,
according to expecta-
tions

Focuses on customer
service when carrying
out business activities
in accordance with
expectations

3

He is ready to
overcome work
challenges even in
complex responsibili-
ties and tasks

Constantly aspires to
a higher level of
achievement and
innovation when
carrying out work

He arrives for work on
time constantly or
earlier than he is
available when
necessary

Always focuses on

customer service

when carrying out
work activities

4

He is always ready to
overcome work
challenges even in
complex responsibilities
and tasks, and
encourages others to
follow his example

He inspires others with
his initiatives and
encourages them to
aspire to a higher level
of achievement and
innovation when
carrying out work

He always arrives for
work on time or early, is
available when
necessary —and stays
late voluntarily when
necessary

Always focuses on
customer service when
carrying out business
activities and
encourages others to
follow his example

5

He is not able to face
various risks and not to
take any actions without
the support of others.

Never able to encourage
and support his team to
achieve their goals

He has great difficulty thinking
logically when faced with
problems — or he pays attention
to personal considerations at
the expense of the general

Sometimes he is able to
face risky situations and
sometimes he asks for
support from others

He finds it difficult to
encourage, support and
motivate his team when

facing challenges

does not think
objectively when

interests of his employer, often.

He does not delegate
his powers and is often
bossy

It does not provide and
does not support the
development opportuni-
ties of subordinates

X & @kkueduksa e kkuedu.sa

He finds it difficult to
encourage, support and
motivate his team when

facing challenges

Provides development
opportunities for some
subordinates occasionally

He has some difficulty
with logical thinking
and sometimes he

Be able to face risky
situations and a little
dependent on the support
of others

Able to encourage and
support his team
appropriately and

motivate them to achieve
their goals even when
faced with challenges

Think logically when
facing problems without
being influenced by
personal considerations

He delegates his powers
and little follows up on
the results of delegation

Provides basic
development opportuni-
ties for each of his
subordinates

Be able to face risky
situations without the
support of others

He is able to encourage
and support his team to
achieve their goals and
surpass them even when
facing challenges

He shows a high degree
in his ability to think
logically, solve problems,
act objectively and in the
best interests of his
employer

He always delegates his
powers and follows up
on the results of
delegation for the
conduct of business
tasks

He always provides and
invites development
opportunities for each of
his subordinates in a way
that is clearly related to
their needs

Be able to face risky
situations and make his
decision based on logical
judgment even if the results
are difficult or sensitive

He is able to encourage
and support his team to
achieve their goals and
reach outstanding
performance and also
motivates others outside
his team

He shows a very high
degree of logical thinking
and problem solving and

always acts objectively
and in the best interests
of his employer

He always delegates his
powers and follows up on
the results of delegation
to facilitate work tasks
and achieve the
developmental needs of
the work team

He always provides and
supports development
opportunities for all his
subordinates and also for
others according to their
needs and ambitions
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