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1. 

1. [bookmark: _Toc127194512][bookmark: _Hlk5899769][bookmark: _Toc504980315]INTRODUCTION

This policy sets out the systems, processes and standard of performance expected of all of SASSETA employees. SASSETA uses a Performance Management System that aims to encourage performance excellence,  improve operational efficiency, and recognise and reward performance. 

2. [bookmark: _Toc127194513]PURPOSE

The purpose of this policy is to provide a framework for setting expectations, measuring performance, providing feedback and outlining the management of poor performance to employees. The performance management policy aims to ensure that all employees are performing at their best level and that the organisation is meeting its goals.

3. [bookmark: _Toc127194514]OBJECTIVES OF THE POLICY
3.1 To provide standardised management of performance for all employees.
3.2 To improve organisational performance by setting specific, measurable, attainable, 
realistic and time-bound (SMART) performance objectives and clarifying performance expectations for employees. 
3.3 To instil a high-performance culture throughout the organisation and develop the skill and competencies of employees within the organisation
3.4 To provide a framework for managing, appraising and rewarding organisational and employee performance and the achievement of targets
3.5 To set parameters for constructive performance feedback to employees in order to motivate and retain critical skills
3.6 To foster a sound working relationship between managers and employees through the development of agreed objectives, the provision of feedback, counselling and coaching.
 




4. [bookmark: _Toc127194515][bookmark: _Hlk5941313]GOVERNING FRAMEWORK

	[bookmark: _Toc127194516][bookmark: _Hlk5903564]Source

	Employment Equity Act, No 55 of 1998

	Labour Relations Act 66 of 1995 (as amended)

	Promotion of Equality and Prevention of Unfair Discrimination Act, No 4 of 2000

	Promotion of Access to Information Act, No 2 of 2000

	Public Financial Management Act, 01 of 1999

	DHET Service Level Agreement

	Strategic Plan of SASSETA

	SASSETA Annual Performance Plan

	Organisational Balanced Scorecard

	Departmental Operational PlansBalanced Scorecards



5. [bookmark: _Toc127194517]ACRONYMS AND TERMINOLOGY
[bookmark: _Hlk5904008]
	Acronym / Terminology
	Description		

	Appeal Authority
	Refers to the Chief Executive Officer

	APP
	Annual Performance Plan

	Balanced Scorecard
	A performance based mechanism used to align activities to the vision of the organisation.

	CEO
	Chief Executive Officer

	CMC
	Core Management Criteria

	Counselling
	Advice, opinion or instruction given in directing the performance of an employee

	Employee
	Any person who is employed by SASSETA, whether permanently or on contract and any person who accepted an employment offer from SASSETA. This defintition excludes internship programes.

	Graduate Internship
	 Means a period of workplace based learning for the purposes of allowing a person who has completed a post-school qualification to gain workplace experience or exposure to enhance competence and employability.

	Executive manager
	An employee who is part of the highest level of management of an organisation

	GCs
	Generic Competencies

	He/she
	The use of either of these pronouns will refer to both the masculine and the feminine gender and is intended to be gender neutral.

	HRD
	Human Resources Department

	[bookmark: _Hlk5904784]Job Description
	A broad, general and written statement of a specific job based on the findings of a job evaluation. It includes the duties, purpose, responsibilities, scope and working conditions of a job, along with the job’s title and the name of the employee’s supervisor/manager. It is not intended to be an exhaustive list and includes additional tasks and duties which fall reasonably within the ambit of the job description or in accordance with the operational requirements of SASSETA

	KPA
	Key Performance Area

	KPI
	Key Performance Indicator

	PMDS
	Performance Management and Development System

	Moderating Committee
	A committee responsible for reviewing employee performance assessment scores to ensure consistency and fairness throughout the organisation

	Performance
	The execution or accomplishment of work by an employee in accordance with the performance agreement and job description entered into with SASSETA

	Performance agreement
	An agreement between SASSETA and an employee on the actions the employee is expected to execute and the expected results from executing those actions

	Performance assessment/review
	The activity of evaluating an employee’s performance

	Performance management cycle
	A twelve (12) month period depicting the stages involved in the process of planning, monitoring, reviewing and rewarding employee performance. The process is centred on setting employee goals that are aligned with the strategic objectives of the organisation. It involves the ongoing communication between supervisor/manager and an employee throughout this cycle to support or advance the organisation’s objectives, vision, mission and strategies. This cycle is in line with the SETA financial year starting in April ending in March of the following year.

	 REMCO
	Remuneration Committee

	SLA
	Service Level Agreement

	Supervisor/Manager
	An employee who has another employee/s reporting to him and who manages the performance of that/those employee(s).

	WSP
	Workplace Skills Plan



6. [bookmark: _Toc127194518]SCOPE OF APPLICATION

The policy is applicable to all employees of SASSETA. 

7. [bookmark: _Toc127194519]IMPLEMENTATION ARRANGEMENTS

This policy will be effective from the date of approval by the SASSETA Accounting Authority.
8. [bookmark: _Toc127194520]GUIDING PRINCIPLES 

8.1. SASSETA Performance Management and Development System (PMDS) shall be implemented fairly and transparently.
8.2. Employee’s performance shall be moderated to ensure consistency and fair treatment across the organisation and also to ensure the correct application of standards across all departments.
8.3. Performance moderation shall be independent to ensure objectivity and consistency.
8.4. Executive / Line Managers shall monitor performance regularly and rate performance with honesty, integrity and objectivity.
8.5. Performance expectations shall be communicated and any job-related needs shall be addressed.
8.6. Performance management shall be about active communication of expectations, motivating success through constructive feedback, and focusing on development.
8.7. SASSETA shall recognise and reward performance.
8.8. The 12-month annual performance cycle corresponds with the financial year.
8.9. To prevent and reduce disputes that may arise as a result of the implementation of the PMDS, the following principles will also be adhered to:

8.9.1 Participation: The involvement of both the employee and the line manager in all stages of developing the Performance Agreement is vital to ensure that both understand the job and the conditions necessary to achieve performance in the same way. It enables line managers to identify and deal with barriers to performance that are beyond the employee’s control.

8.9.2 Support: Line managers shall schedule meetings as opportunities to discuss progress, identify additional support that may be necessary, and take account of events or tasks that may have arisen but were not anticipated in the original agreement by amending the agreement accordingly.

8.9.3 Transparency: The openness of the process and the fact that it is based on written agreements ensures that employees and line managers have the same information about what is expected.

8.9.4 Communication: Effective communication in the process of developing the performance agreement is an ongoing process and it will ensure that the outcome of the assessment is not a surprise to either the line manager or the employee during the performance reviews process.
9. [bookmark: _Toc127194521]POLICY DETERMINATIONS

    Framework for Development of Performance Agreement and Job Descriptions

9.1. The performance management cycle will correspond with SASSETA’s annual business planning process, which is 1 April to 31 March of the following year. All fixed term employees of SASSETA will enter into performance agreements using their job descriptions on an annual basis;
9.2. The performance agreement with the associated Key Performance Areas (KPA’s) and the Key Performance Indicators (KPI’s) should be based on SASSETA’s Strategic Plan, Annual Performance Plan (APP), Service Level Agreement (where applicable) and Departmental Operational Plan. 
9.3. All departmental operational plans will be reviewed by Manco. It is the responsibility of all line managers to ensure the consistency and alignment of all individual performance contracts. 
9.4. The performance assessments will take into consideration organisation wide performance and the Auditor General’s report;
9.5. Both the employee and his supervisor/manager must sign and date the employee’s performance agreement and job description;
9.6. Performance rewards will be implemented after the tabling of the SASSETA’s annual report to the relevant stakeholders.
10. [bookmark: _Toc127194522]PERFORMANCE MANAGEMENT PROCESS


11. [bookmark: _Toc127194523]Key Role Players and their responsibilities

[bookmark: _Toc127194524]For the efficient and effective implementation of this policy, the following key role players will assume the responsibilities outlined:

11.1. [bookmark: _Toc127194525]Responsibilities of the Employee
The employee would assume the following responsibilities in the performance management process:
11.1.1. Demonstrate ownership of their career;
11.1.2. Discuss, agree and sign the performance agreement and individual      Development Plan with their first line manager/supervisor. Performance agreement template is available online on SmartHR.
11.1.3. Discuss and agree on the criteria and rating of the set targets;
11.1.4. Discuss changes to the role with their first line manager/supervisor;
11.1.5. Request performance feedback from their manager/ supervisor;
11.1.6. Keep a portfolio of evidence of achievements of agreed objectives where applicable;
11.1.7. Complete performance reviews with the manager/supervisor;
11.1.8. Contribute honestly and appropriately to the process; and
11.1.9. Commit to communicating openly with their first-line manager/supervisor regarding his performance.

11.2. [bookmark: _Toc127194526]Roles and responsibilities of the first line managers and/or supervisors: 

11.2.1. Discuss and agree with each employee under their supervision on his performance agreement (with a job description); criteria and rating of criteria for meeting set targets, performance reviews and individual development plan;
11.2.2. Initiate and communicate any major changes to the performance agreement;
11.2.3. Initiate and conduct feedback sessions with each employee using the performance agreement as a baseline document;
11.2.4. Gather input to inform the performance review meeting;
11.2.5. Ensure the fair and objective assessment of personnel;
11.2.6. Embody the spirit of open communication and constructive feedback;
11.2.7. Implement the actions generated from the performance review meeting; 
11.2.8. Evaluate and allocate a rating for performance;
11.2.9. Present and motivate for performance scores above a rating of 3 and present and give reasons for performance scores below a rating of a 3;
11.2.10. In the event that the immediate manager is no longer available to conduct performance reviews, the Executive Manager together with the new manager appointed or the acting manager will conduct the performance reviews.

11.3. [bookmark: _Toc127194527]Roles and responsibilities of the Moderating Committee

11.3.1. The Performance Moderation Committee should ensure that the integrity of performance management is not jeopardised and consistency of evaluation and rating is maintained across the organisations. The electronic performance management module should consolidate the outcomes of both the assessment periods.  The final performance scores of all departments shall be consolidated by the Human Resources Department. 

11.3.2. Performance Moderation Committee will moderate, validate and verify the consolidated outcomes prior to recommendation to the REMCO.

11.3.3. The moderation committee shall work on the agreed moderation principles;
11.3.4. Moderate all assessment outcomes;
11.3.5. Ensure that there is fairness and consistency across the units by using moderating principles;
11.3.6. Ask for any document(s) which may help to authenticate the outcome from the first-line manager/supervisor and the line executive;
11.3.7. Vary the scores, when required, and communicate the reasons to the first line manager/supervisor and the employee and allow them to make representations. Further representations may be invited for motivation of certain scores and amendments of those scores may be made, where necessary, to arrive at a final rating. However, all scores above and below three (3) must be motivated for;
11.3.8. Recommends performance bonuses for employees;
11.3.9. They shall adjudicate over disputes arising out of the performance management process;
11.3.10. In moderating employees, the moderation committee must consider the following factors amongst others:
11.3.10.1. Portfolio of Evidence / supporting documents, where applicable
11.3.10.2. Overall organisational performance against the APP and,
11.3.10.3. Overall departmental average of employees
11.3.10.4. The Moderation Committee must, prior to recommending any performance recognition, receive a full report from the CFO regarding the available budget;
11.3.11. The performance of the CEO shall be evaluated by REMCO and outcomes be presented to Accounting Authority for consideration.
11.3.12. The performance of the Executives shall be evaluated by the CEO and outcomes presented to REMCO for consideration.
11.3.13. The performance of Managers shall be evaluated by the Management  Executive Committee and the outcomes presented to REMCO for consideration.
11.3.14. The performance of staff below Managers, shall be moderated by Managers and the outcomes presented to EXCO for consideration.   
11.3.15. The Moderation Committee will confirm the final scores and recommend to REMCO and FINCO for the awarding of performance incentives. 
11.4. [bookmark: _Toc127194528]Composition of the Performance Moderation Committee:      
     
11.4.1. [bookmark: _Hlk126745260]The Performance Moderation committee is made up of all Executive Managers.
11.4.2. The chairperson will be the Executive Manager of Corporate ServicesCEO.The internally recognised Trade Union’s representative and an HR representative will attend the committee meetings as observers. 
11.4.3. The HR will be responsible for the logistics of the meeting (including 
 taking and circulating the minutes of the meeting.)

11.5. [bookmark: _Toc127194529]Roles and responsibilities of the HR Department

11.5.1. Co-ordinate the implementation of Performance Management;
11.5.2. Provide support to line management and the Moderating Committee in the completion of the performance management process within the departments of SASSETA;
11.5.3. Conducting annual refresher workshops to capacitate all staff and management on this policy and system; 
11.5.4. Verify and authenticate the quality of the documents submitted by employees in support of performance assessments (where applicable);
11.5.5. Once the Performance Moderation Committee has concluded the moderation process, HR will be provided with all recorded decisions to collate all the decisions and evaluation scores.

11.6. [bookmark: _Toc127194530]Contracting for Individual Performance
11.6.1. All employees must enter and sign performance agreements before the end of March.
11.6.2. A new employee must enter into a performance agreement with a job description within one (1) calendar month of employment; however, the performance assessment of such an employee will be done retrospectively from the day of assumption of duty;
11.6.3. For a new employee, the first assessment will be conducted at the end of the probation;
11.6.4. If an employee changes his / her job role, a new performance agreement with a job description must be entered into within fourteenone (1) month calendar days of commencement of the new role and a performance assessment must take both roles into consideration. Subsection 11.6.3  also applies.
11.6.5. The content of the performance agreement must include the following:
11.6.5.1. Employee data such as the employee number, job title and level
11.6.5.2. Cascaded KPAs, KPIs, associated weighting and targets or standards. Note: the KPAs should not be less than three (3) and must be aligned to the strategic intent of the organisation. 
11.6.6. The KPAs must align to the organisation’s APP, Balanced Scorecard, but should also align to the Departmental Balanced Scorecard and the employee’s job functions and role.
11.6.7. Scoring criteria on a rating scale from 1 – 5 (1 being unacceptable performance to 5 being outstanding performance) should be clearly defined in the performance agreement for each KPI to avoid any ambiguity or misunderstanding at the time of the evaluation.
11.6.8. A personal development plan (PDP) that assists in identifying development areas and needs of the employee must be developed, and should be aligned with the WSP submission.   
11.6.9. If an employee changes jobs during the performance cycle, but remains at the same level, a new performance agreement must be entered into for the new role and the performance assessment should take both periods into consideration, (subsection 11.6.3 also applies).
11.6.10. Performance agreements for employees doing similar work should be largely standardised.
11.6.11. An employee whose performance has met all the requirements of his performance agreement and scored a rating of 3 or who achieved above average results in his combined performance assessments, may qualify for a pay progression (a higher salary notch within the salary range/band of the employee);
11.7 Individual Performance Component 
11.6.12. An employee’s KPAs constitute 80% and his GCs/CMCs constitute 20% of his total performance agreement. 
11.6.13. Both components (KPAs and GCs/CMCs) shall be assessed during performance evaluation sessions, all indicators must be supplemented with supporting documents (where applicable). 
11.6.14. Each employee may have up to a maximum of eight (8) KPAs. 

11.8 Organisational and Departmental Performance Component	

11.8.1. The organisational and departmental performance components of the agreement shall differ from one individual to another depending on the occupational level as per the table below: 
2
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11.7. [bookmark: _Toc127194531]Five (5)-point rating scaleBreakdown of performance agreement allocation:
[bookmark: _Hlk223416960]The maximum bonus of 20% is split as follows:
	Occupational Level
	Organisation score (%)
	Departmental score (%)
	Individual score (%)
	Composite Score

	CEO
	70
	-
	30
	Will be calculated and used in the final calculation

	Executives
	60
	20
	20
	

	Managers
	30
	50
	20
	

	Practitioner and below
	10
	20
	70
	


Example – Manager weighting (excel document will be provided for demonstration)
· Organisation score  =  (20%*60%) = 12%
· Departmental score  =  (20%*20%) = 4%
· Individual  score = (20%*20%) = 4%
Five (5)-point rating scale
	Rating Scale
	Score
	Assessment 
	Performance bonus as a percentage of total annual remuneration package
Current
	Performance bonus as a percentage of total annual remuneration package
Proposed amendments

	1
	 0 - 49% 
	Unacceptable performance: Performance does not meet the standard expected for the indicator. The employee has failed to demonstrate the commitment or ability to bring performance up to the level expected in the job, despite management efforts to encourage improvement. 
	 None
	None

	2
	 50% - 59%
	Performance not fully effective: Performance is below standard required for the job in the key indicator. Performance meets some of the standards expected.
	 None 
	None

	3

	 60% - 69%
	Fully Effective: Performance fully meets the standard expected in this key performance indicator.
	Salary progression of 1% 
	5% 


	4
	70% - 89%

	Performance significantly above expectations: Performance is significantly higher than the standard expected in the job. The results are higher than expected and demonstrate identifiable and implemented innovations.

	Performance bonus of 12% (of the TCTC as at the 31 March of the  year under review) plus
Salary progression of 1%
	 15% 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	5
	90% - 100% 
	Outstanding Performance: Performance far exceeds the standard expected at this level. There is a direct and identifiable improvement that impacts the business/ division/ team and progresses achievement of the overall mandate. A role model and a team player with competencies and leadership qualities at the highest level. Consistently and significantly exceeds expectation. 
	Performance bonus of 15% (of the TCTC as at the 31 March of the  year under review) plus
Salary progression of 1%
	20% 





11.8. 
[bookmark: _Toc127194532]
11.9. Assessment of Individual Performance

11.9.1. Assessment of an individual’s performance shall be based on their performance agreement with a job description and shall be done on a continuous basis during the twelve (12) month performance cycle;
11.8.2 The assessment of an individual shall be done between the individual and their immediate Manager. The Executive Manager shall act as a first line moderator to ensure consistency and fairness. 
11.8.3. Individual performance assessments must be done twice in each performance cycle (1st semester between October to November and 2nd semester April to August of the following financial year). The total annual performance assessment score of an individual must comprise of the outcome of both assessments; 
11.8.4. An employee who is going on annual leave that coincides with the performance assessment period, must ensure that his performance is assessed prior to taking leave.

11.9. [bookmark: _Toc127194533]“NO OPPORTUNITY TO PERFORM” PRINCIPLE 
11.9.1. In specific cases where there was no opportunity to perform due to factors outside the control of the employee, the employee should not be penalised and the rating allocated for that output/s should be subtracted from the total output rating, thus the employee shall be evaluated against the KPAs in which they performed remaining total rating. An example would be in a situation where an employee could not complete the activities due to extended illness, lack of budget, or reduction or increase in the performance targets as supported by a medical certificate.

11.9.2. Sufficient documentary evidence needs to be provided by the employee to justify any representations in this regard. Final approval to apply this principle for any employee rest in the CEO. 

11.10. [bookmark: _Toc127194534]MANAGING UNDER / POOR PERFORMANCE 
11.10.1. An employee who has not achieved his/her performance object shall be given feedback by their manager/supervisor and give the employee an opportunity to improve his/her performance. 
11.10.2. It is not advisable that an employee receives feedback relating to under performance during the final performance review. The employee shall undergo performance coaching and given feedback throughout the year. 
11.10.3. Performance counselling session needs to be initiated by both the immediate Manager and Human Resources Department to ensure that the Employee is supported and provided with the relevant tools to improve their performance. 
11.10.4. Detailed procedure for managing under or poor performance in Annexure A.

11.11. [bookmark: _Toc127194535]PREVENTING POOR PERFORMANCE 

SASSETA expects managers/supervisors to deal with poor performance issues by taking action to avoid performance problems before they occur. SASSETA 
encourages a preventative approach rather than reactivate approach to performance problems, which includes: 
a) Communicating clear performance standards and expectations to the employees. 
b) Providing clear performance guidelines should a performance problem be identified by the relevant manager/s 
c) Providing regular and frequent feedback both positive and negative, regular through informal and formal meetings/discussions. 
d) Motivation of the employee when excellent performance is witnessed by the relevant manager/supervisor. 
e) Early detection of performance problems and full use of the probation period for new employees 

12. [bookmark: _Toc127194536]DISPUTE RESOLUTION PROCESS

12.1. If an employee is not satisfied with the performance agreement or the results of a performance assessment, they may refuse to sign the relevant form/s, with a written explanation/reasons for the refusal, to his Manager/supervisor;
12.2. The supervisor/line manager shall first and foremost address any disagreements with the employee;
12.3. Where the employee and their immediate manager/supervisor cannot reach an agreement to resolve the dispute/disagreement, the manager/supervisor at the level higher than the employee’s immediate manager/supervisor must attempt to resolve the matter;
12.4. Where the further attempt to resolve the matter by a higher-level manager/supervisor has failed, the next higher level shall intervene  to resolve the matter;
12.5. Should the dispute still not have been resolved, the matter shall be escalated to the appeal authority.  

13. [bookmark: _Toc127194537] 	REWARDING OF INDIVIDUAL PERFORMANCE

13.1. The CEO shall budget for the annual granting of incentives an amount not exceedingof 20% of the annual remuneration budget for;
13.2. REMCO and FINCO shall recommend the payment of performance rewards to the BoardAccounting Authority for final approval;
13.3. Employees who scored a combined rating of 70% and above (or 4 and above) in their performance assessments qualify for payment of a performance bonus at the end of the performance cycle in which they were assessed;
13.4. Should an employee be appointed after 1 April and subsequently qualify for a performance bonus, he shall be paid a pro-rata amount of that performance bonus that would have been applicable during a normal performance cycle. 
13.5. Should an employee:
13.5.1. resign after having completed a minimum of six (6) months in the performance cycle, their performance shall be assessed. Should the performance outcome be above average they will be paid a pro-rated performance reward(s) BoardAccounting Authority approval of a particular percentage in respect of the performance rewards;
13.5.2. Be appointed in the different position during a twelve (12) month performance cycle, the average combined score of the performance assessments scores for both positions will be used for the combined performance assessment score of such an employee.
13.5.3. Have taken maternity or extended sick leave (incapacity) , he may not be excluded from qualifying for performance recognition. In such cases, the employee’s performance will be deemed to have been satisfactory during the period of absence from the workplace and a score of three (3) will be allocated.
13.5.4. Should an employee be placed on temporary incapacity leave, the employee’s performance will be assessed for the period worked and the calculation will be pro-rated.
13.6. [bookmark: _Hlk5967846]Become deceased before the end of a twelve (12) month performance cycle his deceased estate may not be excluded from qualifying for performance recognition while he was an employee. In such cases, the deceased’s performance, while he was still an employee, will be deemed to have been satisfactory at the time of his death and a score of three (3) will be allocated;
13.7. When calculating percentages due to an employee as his performance reward, the total cost to company package of that employee will be used;
13.8. Performance bonus lump sum payment is the % of the employee’s total cost to company (TCTC) during the performance cycle for which performance bonuses are paid.   
13.9 The Board retains the discretion to authorise compensation for Executive Managers    
        that exceeds the percentage limits prescribed in this policy.
13.9. Performance rewards are calculated by obtaining a composite score using the Breakdown of performance allocation table. Individual scores will combineing the score of the bi-annual performance assessments of an employee during a performance cycle and dividing that score by two (2) to obtain an average individual performance score that will be implemented as follows:
13.9.1. Performance bonus lump sum payment is the % of the employee’s total remuneration package (TCTC) during the performance cycle for which performance bonuses are paid.   
13.9.2. If the organisation has performed well, both financially and non-financially, the Accounting Authority may pay performance rewards to all employees, based on an average to above average performance outcome of their performance assessment, by using the same percentage (%) across the board, instead of using the percentage obtained in performance assessments.  
13.10. SASSETA shall provide employees with necessary / relevant tools of trade to ensure that service delivery is not hampered during abnormal conditions in the country, for example if there is a State on National Disaster. This will enable employees to perform their duties away from workplace if so required. 
13.11. Management shall also be capacitated on how to manage staff performance from home. 
13.12. Employees shall also be capacitated on how remain productive if they are working from home.

14.  APPEAL PROCESS 
14.1. The appeal should be dealt with, within seven (7) working days of receipt of the appeal. If the appeal authority requires more time, the employee will be informed accordingly.
14.2. The appeal authority shall request HR to submit all relevant records in relation to the appeal lodged by the employee.
14.3. In an attempt to address the appeal, the appeal authority may:
14.3.1. adjudicate the matter by working on the records/documents submitted by HR; and/or
14.3.2. request the employee to do an oral representation of the issue(s) in dispute; and/or
14.3.3. request the chairperson of the moderation committee to respond on the issues in dispute.
14.4. After assessing all the relevant information, the appeal authority will pronounce on his findings on the dispute.
14.5. The findings will be communicated to the employee, the liner manager and the executive manager.
14.6. If the disputes relates to the performance assessment score, moderating committee shall also be informed of the outcome.  

15.  	PROBATION 
15.1. The application of probation period for consideration of performance incentives, will be treated as follows:
a. Where employment was confirmed after the probabtionprobation period was confirmed, the performance will be reviewed an employee should not be penalized performance incentives paid. 
b. Where the probation period was extended, the initial 3 months will be excluded for performance incentives. 
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