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 FULL COUNCIL REPORT

To:  Mayor, Ladies and Gentlemen

Focus on My Performance (Staff)

1.0 SUMMARY OF THE REPORT

1.1 Merthyr Tydfil is proud to have a strong workforce, and appreciates the commitment, 
effort, resilience and dedication of all staff in strengthening Merthyr Tydfil’s position 
as the regional centre for the Head of the Valleys and a place where all of our people 
can be proud.  

1.2 In order to help the Council to deliver its Focus on the Future strategy, we need to 
ensure that we can retain and attract the right people with the right skills at the right 
time, with the right values and behaviours.  

1.3 This has become increasingly important as a result of us all working within an 
external climate which has now become more volatile, complex, uncertain and 
ambiguous.  As a result, an increased demand is being placed on decreased 
supplies of talented staff.

1.4 The council is fortunate in that we have a diverse and highly skilled workforce. Many 
colleagues have pursued a highly successful career within local government.  We 
are keen to build on this success by helping staff to identify and achieve their 
aspirations.  

1.5 This approach will support and underpin the report approved at Council on 20th 
March 2018 titled, “Statement of Wellbeing and Focus on the Future: Wellbeing in 
our Community”.  In particular, the shared vision document.  We envisage that all 
staff will be able to connect their individual contribution, to that of the organisation as 
a whole through what is referred to as being the ‘golden thread’ or ‘line of sight’.
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1.6 This will connect and support a number of Strategic HR and Organisational 
Development strategies that will help build levels of flexibility and agilty to support a 
new organisational culture that will further support our customers during times of 
change.

   
2.0 RECOMMENDATION that

2.1 The ‘Focus on My Performance’ scheme and accompanying documents be 
approved.

3.0 INTRODUCTION AND BACKGROUND

3.1 ‘Focus on My Performance’ will help us to create an environment where people feel 
they can perform to the best of their abilities.  It is a process for employees and 
managers to have a conversation to enable them to have a clear understanding of 
what is expected and for the employee to also receive feedback on how well they are 
achieving their goals and objectives.

3.2 The ‘Focus on My Performance’ scheme  will help to establish a shared 
understanding of what is to be achieved and provides an approach to leading and 
developing people to ensure that the goals and objectives are met but also that 
individuals feel valued and strive to reach their potential.  It will also help to facilitate 
continuous review and on-going development of the department/team in order to 
deliver the organisation’s vision and goals, and will allow for a healthy discussion to 
ascertain continuous learning from projects.

3.3 The underlying assumption is that by managing the performance of the individual 
and team, departmental and organisational performance will follow and by raising 
individual and team levels of performance, organisational performance will also 
improve. When performance of individuals is not managed, this can lead to 
discontent amongst team members.

3.4 The ‘Focus on My Performance’ scheme also supports the creation of a high 
performance, high commitment culture by ensuring that there are effective 2 way 
communication systems in place such as regular 1-1s, team meetings and cascade 
briefings, developing a culture of openness and trust where relationships are based 
on high levels of mutual respect.

3.5 Managing performance is central to the relationship between managers and 
employees. It can be a key element of good communication and foster the growth of 
trust and personal development. Managing performance is central to how well your 
employees will be engaged in their work and how well they will perform. 

3.6 There have been a number of Performance Management initiatives over the past few 
years to encourage managers to review the performance of their team.  These 
Performance Management initiatives dissipated quickly due to lack of consistency in 
driving the performance management review process after the initial launch.  
Managers have been uncertain about the need for the process and therefore have 
ceased to continue with it.



3.7 As is common with all organisations, there are often issues that develop potentially 
relating to capability.  Our first approach is always to deal with this informally offering 
full support and development to the individual.  This will include SMART objectives 
(Specific, Measurable, Achievable, Realistic and Timely) to help measure levels of 
improvement to bring the performance of the individual back up to an acceptable 
level, taking full account of any potential mitigating circumstances.

3.8 Focus Groups were arranged to obtain feedback from staff and line managers to 
ensure that the new process is fit for purpose and suits as many job roles as 
possible.  The proposed revised template has been emailed to CMT and other 
managers to obtain further feedback from people who couldn’t attend the Focus 
Groups.  The feedback has been used to design the Performance Management 
Appraisal document.

3.9 For departments that are new to Performance Management, we will offer training to 
both managers and staff based on setting and reviewing objectives.  Training will be 
available during the objective setting, mid-term review, and end of year processes.  
The pattern within Education will be slightly different based on the academic year. 

4.0 FINANCIAL IMPLICATIONS

4.1 None specifically identified in this report.

5.0 EQUALITY IMPACT ASSESSMENT

5.1 An Equality Impact Assessment (EqIA) form has been prepared for the purpose of 
this report.  It has been found that a full assessment is not required at this time.  The 
form can be accessed on the Council’s website/intranet via the ‘Equality Impact 
Assessment’ link.  

GARETH CHAPMAN
CHIEF EXECUTIVE

COUNCILLOR ANDREW BARRY
CABINET MEMBER FOR GOVERNANCE 

& CORPORATE SERVICES

BACKGROUND PAPERS
Title of Document(s) Document(s) Date Document Location

Does the report contain any issue that may impact the Council’s 
Constitution? 

No

Consultation has been undertaken with the Corporate Management Team in respect 
of each proposal(s) and recommendation(s) set out in this report. 



Briefing Document Appendix 1

To All Managers

This briefing is to introduce you to Merthyr Tydfil County Borough Council’s Focus on the Future and the 
Focus on My Performance scheme.  The aim is to show you MTCBC Vision, values and goals and to show 
how your individual contribution helps MTCBC achieve its overall Vision.  The Focus on the Future scheme.

The Focus on My Performance scheme will help you get the most out of your role and to help maximise your 
potential.

It has been designed to enable us to look ahead as well as review past performance.  

The ‘Focus on My Performance’ scheme is not a one off event but a continual process aimed at valuing and 
improving performance.  It will operate as a cycle and is an integral part of our journey towards Excellence.

Through Focus on My Performance we aim to help you to:

 Meet and exceed clearly defined and SMART performance goals/objectives

 Gain regular feedback from your manager on your performance 

 Identify learning and development objectives and agree support where required

 Help you plan and realise your career aims and potential

Focus on My Performance will also help us to:

 Understand what MTCBC is trying to achieve

 Treat the performance of  people fairly, consistently, and transparently

 Ensure everyone understands the role they play in contributing to MTCBC success

 The new Focus on My Performance template has been designed to keep the recording of objectives as 
simple as possible with the aim of linking the objectives to the overall business objectives.  Therefore 
everyone should be able to see the contribution they are making to achieve the success of MTCBC.



It is recommended that objectives are set at the start of the performance cycle (April to follow the financial 
year, or September for the school academic year)

During the 6 month review (October or March) individuals should reflect on what they have achieved over 
the first 6 month period, including what has been discussed in one to one meetings and record with 
evidence where possible, the positive achievements they have made.  Individuals also need to explore areas 
that could have gone better and what they can do next time to improve in these areas.

At the 12 month review, (April or September) this should be a consolidation of all the one to one meetings 
and achievements made in the second half of the performance year.  It is time to celebrate the good work 
that everyone has made in helping MTCBC achieve their aims and objectives and ultimately the vision.  You 
can then focus on planning for the next performance year.

Further Guidance Notes will be issued to all staff and managers.
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What is Focus on My Performance?

Performance Management is the process of creating an environment where people feel they can perform to 
the best of their abilities.  It is a process for employees and managers to have a conversation to enable the 
employee to have a clear understanding of what is expected and for them to also receive feedback on how 
well they are achieving their goals and objectives.

Performance management establishes a shared understanding of what is to be achieved and provides an 
approach to leading and developing people to ensure that the goals and objectives are met but also the 
individual feels valued and strives to reach their potential.

Good performance management helps everyone in the organisation to know: 

 What the business is trying to achieve 

 Their role in helping the business achieve its goals 

 The skills and competences they need to fulfil their role 

 The standards of performance required 

 How they can develop their performance and contribute to the development of the organisation 

 How they are doing 

 When there are performance problems and what to do about them.

Why Manage Performance?

As a manager, you need to adopt performance management practices that will facilitate continuous review 
and on-going development of your department/ team in order to deliver organisations vision and goals.

The underlying assumption is that by managing the performance of the individual and team, departmental 
and organisational performance will follow and by raising individual and team levels of performance, 
organisational performance will also improve.

Equally when performance of individuals is not managed, this can lead to discontent amongst team 
members.

As a manager, you can also support the creation of a high performance, high commitment culture by 
ensuring that you have effective 2 way communication systems in place such as regular 1-1s, team meetings 
and cascade briefings, developing a culture of openness and trust where relationships are based on high 
levels of mutual respect.

Managing performance is central to the relationship between managers and employees. It can be a key 
element of good communication and foster the growth of trust and personal development. Managing 
performance is central to how well your employees will be engaged in their work and how well they will 
perform. 



If your employees are engaged in their work they are more likely to be doing their best for your 
organisation. An engaged employee is someone who: 

 Takes pride in their job and shows loyalty towards their line manager, team or organisation 

 Goes the extra mile – particularly in areas like customer service, or where employees need to be 
creative, responsive or adaptable.

The diagram shows how individual objectives should be aligned to the overall vision and values of the 
organisation.  By setting clear individual objectives through performance appraisal, it should enable the 
organisation to achieve its strategy.

How has the performance appraisal been designed?

Consultation with managers and staff to establish what works well and what doesn’t.  Consideration has also 
been given to the best models and methods appropriate to the Council.

How are objectives agreed? 
Individual objectives will be derived from your departmental business plan, which in turn will be derived 
from the Vision and Values of the business.  This means that you will know how your staff are contributing to 
the overall success of the organisation.

You should agree and review the objectives with your staff member.  Remember you don’t have to wait until 
the performance review to check how they are doing against their objectives!  It is good practice to review 
objectives during regular one to ones.  This way you will know if they are on track, be able to take timely 
action where it is needed, and maintain an open and productive dialogue with your staff.  Objectives should 
be agreed to cover essential outputs relating to the role plus any special projects that the individual may be 
required to carry out.

S  pecific



Objectives should tell you exactly what you need to achieve

M easurable Objectives should be measurable because if you can’t measure them, how 
will you know whether you have achieved them?

A  ligned Objectives should focus on outputs in support of your department goals

R  ealistic Objectives should be challenging but realistic

T  imebound Objectives should state when you need to achieve them by

Agreeing competencies/behaviours 

The way an employee achieves their objectives is often as important as the end result. This is where 
competencies come in. Competencies are the behaviours that employees need to perform a job to a high 
level. They relate to how people deliver objectives rather than what the objectives are. 

Why is personal development important? 

Individuals will bring skills and competencies to a job when they are recruited. These will need to be 
continually developed and renewed if employees are consistently going to meet their short and long-term 
objectives and those of the organisation. Employees’ development needs may become apparent in a 
number of ways including: 

 Through discussion at a performance review 
 To meet new or changed objectives 
 To develop their career aspirations 
 To help improve the performance of the organisation. 

What is a personal development plan? 
A personal development plan is where development needs are normally set out. The plan need not be 
complicated but should include: 

 The development needed 
 How the development will be achieved 
 When the development will be achieved 
 How the achievement will be measured. 

Placing an emphasis on personal development is important for morale and motivation.  There are many 
ways to take up personal development.   These may include: 

 Formal training courses 
 Further education
 Reading or videos
 Changing jobs
 Special projects



 Online learning
 Coaching
 Mentoring
 Shadowing
 Secondments to other departments or organisations.

 
Personal development is an integral part of performance management. Development plans and performance 
plans are included in the one document which is then reviewed during the year as you work towards your 
objectives.

How often will my Performance Review take place?

It is recommended that all managers undertake one to one meetings every 4-6 weeks.  There is a one to one 
template available on the intranet for managers to complete.

At the start of the new financial year (April) it is recommended that the manager and individual will 
document on an appraisal form, the key objectives that the individual is working towards for that year.  The 
Manager will then be required to update HR21 to show the date the meeting took place.

The performance appraisal document should then be reviewed every 6 months, (mid-year review October 
and year end in April)

All meetings should be updated and recorded on the HR21 system to show the meeting took place.

How should I prepare for my performance review?

Set Objectives and Goals with Line Manager (April - May)

Meet with Line Manager every 4-6 weeks to review progress

Interim Review at 6 months (October)

Performance Review at 12 months (April)



It’s important that individuals feel that it is their performance review and that they own it.  You need to 
encourage your team to write details and find evidence on what they have done against each objective and 
be prepared to discuss areas that have gone well and what could be developed further.

What will happen during the performance review meeting?

The review will involve a pre-arranged meeting with your staff member to discuss performance in relation to 
the objectives and competencies.  

The review will provide your staff with the opportunity to:

 Expand on written comments together
 Discuss and make plans for future career aspirations
 Review how past learning development activities have been of benefit to your staff member
 Identify suitable learning and development activities
 Discuss career aspirations and goals
 Review and agree performance objectives for the following review period
 Understand how their performance contributes to your department’s goals and to the Council’s 

overall success
 Obtain valuable feedback from your staff to enable you to develop your team management skills

What happens after the performance review?

As the line manager you will need to update the comments pages to capture what has been covered during 
the meeting.

The individual will need to monitor achievements against the objectives and collect any evidence as they go 
along to review progress against them.  You should meet with the individual every 4-6 weeks and discuss 
progress.  You may find that objectives need to be changed and/or amended as they progress especially if 
priorities change.  The performance appraisal is a working document and should be amended and changed 
to suit the job role as and when required.

Read through your objectives and assess how you have performed on each.

Gather factual data relating to the achievement of your objectives and note this in the 
document.

Review how you have performed against the values/competencies.  Record your progress 
in the column.
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What is Focus on My Performance?

Performance Management is the process of creating an environment where people feel they can perform to 
the best of their abilities.  It is a process for employees and managers to have a conversation to enable you 
to have a clear understanding of what is expected and for you to also receive feedback on how well you are 
achieving your goals and objectives.

Performance management establishes a shared understanding of what is to be achieved and provides an 
approach to leading and developing people to ensure that the goals and objectives are met but also that you 
feel valued and strive to reach your potential.



Good performance management helps everyone in the organisation to know: 

 What the business is trying to achieve 

 Your role in helping the business achieve its goals 

 The skills and competences your need to fulfil your role 

 The standards of performance required 

 How you can develop your performance and contribute to the development of the organisation 

 How you are doing 

 When there are performance problems and what to do about them.

Why Manage Performance?

As an Individual staff member, it is important that you review your contribution to the team and 
organisation to ensure that you continually strive to meet performance expectations and meet your 
potential in your role.  It’s also a process that will facilitate continuous review and on-going development to 
help deliver organisations vision and goals.

The underlying assumption is that by managing the performance of the individual and team, departmental 
and organisational performance will follow and by raising individual and team levels of performance, 
organisational performance will also improve.

Equally when performance of individuals is not managed, this can lead to discontent amongst team 
members.

Managing performance is central to the relationship between managers and employees. It can be a key 
element of good communication and foster the growth of trust and personal development. Managing 
performance is central to how well we are all engaged in our work and how well we perform. 

The diagram shows how individual objectives should be aligned to the overall vision and values of the 
organisation.  By setting clear individual objectives through performance appraisal, it should enable the 
organisation to achieve its strategy.



How has the performance appraisal been designed?

Consultation with managers and staff to establish what works well and what doesn’t.  Consideration has also 
been given to the best models and methods appropriate to the Council.

How are objectives agreed? 
Individual objectives will be derived from your departmental business plan, which in turn will be derived 
from the vision and/or corporate business plan.  This means that you will know how you are contributing to 
our overall success.

Your objectives should be agreed and reviewed with your manager.  Remember you don’t have to wait until 
your performance review to check how you are doing against your objectives!  It is good practice to review 
your objectives during your regular one to ones with your manager.  This way you will know if you are on 
track, be able to take timely action where it is needed, and maintain an open and productive dialogue with 
your manager.

Objectives should be agreed to cover essential outputs relating to your role plus any special projects that 
you may be required to carry out.

S  pecific Objectives should tell you exactly what you need to achieve

M easurable Objectives should be measurable because if you can’t measure them, how 



will you know whether you have achieved them?

A  ligned Objectives should focus on outputs in support of your department goals

R  ealistic Objectives should be challenging but realistic

T  imebound Objectives should state when you need to achieve them by

Agreeing competencies/behaviours 

The way you achieve your objectives is often as important as the end result. This is where competencies 
come in. Competencies are the behaviours that employees need to perform a job to a high level. They relate 
to how people deliver objectives rather than what the objectives are. 

Why is development important? 

Individuals will bring skills and competencies to a job when they are recruited. These will need to be 
continually developed and renewed if employees are consistently going to meet their short and long-term 
objectives and those of the organisation. Employees’ development needs may become apparent in a 
number of ways including: 

 Through discussion at a performance review 
 To meet new or changed objectives 
 To develop career aspirations 
 To help improve the performance of the organisation. 

What is a personal development plan? 
A personal development plan is where development needs are normally set out. The plan need not be 
complicated but should include: 

 The development needed 
 How the development will be achieved 
 When the development will be achieved 
 How the achievement will be measured. 

Placing an emphasis on personal development is important for morale and motivation.  There are many 
ways to take up personal development.   These may include: 

 Formal training courses 
 Further education
 Reading or videos
 Changing jobs
 Special projects
 Online learning
 Coaching
 Mentoring



 Shadowing
 Secondments to other departments or organisations.

 
Personal development is an integral part of performance management. Personal development plans are 
included in the one document and should detail what support you need in achieving your performance 
objectives.  This is specific to each individual.  This should then be reviewed during the year as you work 
towards your objectives.

How often will my Performance Review take place?

It is recommended that all managers undertake one to one meetings every 4-6 weeks.  There is a one to one 
template available on the intranet for managers to complete or you may have a specific one for your 
department.

At the start of the new financial year (April) it is recommended that the manager and individual will 
document on an appraisal form, the key objectives that you are working towards for that year.  The Manager 
will then be required to update HR21 to show the date the meeting took place.

The performance appraisal document should then be reviewed every 6 months, (mid-year review October 
and year end in April)

How should I prepare for my performance review?

It’s important that you feel that it is your performance review and that you own it.  You need to write details 
and find evidence on what you have done against each objective and be prepared to discuss areas that have 
gone well and what could be developed further.

Set Objectives and Goals with Line Manager (April-May)

Meet with Line Manager every 4-6 weeks to review progress

Interim Review at 6 months (October)

Performance Review at 12 months (April)



What will happen during the performance review meeting?

Your review will involve a pre-arranged meeting with your manager to discuss your performance in relation 
to your objectives and competencies.  

Your review will provide you with the opportunity to:

 Expand on your written comments
 Gain feedback on your performance from your manager
 Discuss and make plans for your future career aspirations
 Review how past learning development activities have been of benefit to you
 Identify suitable learning and development activities
 Discuss you career aspirations and goals
 Review and agree your performance objectives for the following review period
 Understand how your performance contributes to your department’s goals and to the Council’s 

overall success
 Give valuable feedback to your Manager in order that he or she can continue to improve his/her 

own team management performance

What happens after the performance review?

Your line manager will update the ‘Manager Comments’ page to capture what has been covered during the 
meeting.

You will need to monitor your achievements against your objectives and collect any evidence as you go along 
to review progress against them.  You should then meet with your line manager every 4-6 weeks and discuss 
progress.  You may find that objectives need to be changed and/or amended as you progress especially if 
priorities change.  Your performance appraisal is a working document and should be amended and changed 
to suit your job role as and when required.

Read through your objectives and assess how you have performed on each.

Gather factual data relating to the achievement of your objectives and note this in the 
document.

Review how you have performed against the values/competencies.  Record your progress 
in the column.



Focus on My Performance 
Use this form to record the areas discussed at an employee’s performance appraisal meeting.
Employee’s name:
Job title:
Department:
Manager:
Date of meeting:

Current performance

Objective 1: This section should be used to detail the objectives that need to be achieved for the performance period.  Use the employee and 
manager comments section to record discussion on the key areas of the job, and include a summary of achievement against the objectives that have 
been agreed. Please ensure timescales/deadlines to achieve the objective are also included.

Objective (What would you like to Achieve?) Measure (How will you know what 
‘achieved’ looks like? What will you measure?)

Target Date (When 
do you need to 
complete it by?)

Employee comments (What’s gone well? What could be improved?)

Managers Comments

Objective 2:
Objective (What would you like to Achieve?) Measure (How will you know what 

‘achieved’ looks like? What will you measure?)
Target Date (When 
do you need to 
complete it by?)

Employee comments (What’s gone well? What could be improved?)

Managers Comments

Objective 3:
Objective (What would you like to Achieve?) Measure (How will you know what 

‘achieved’ looks like? What will you measure?)
Target Date (When 
do you need to 
complete it by?)

Employee comments (What’s gone well? What could be improved?)

Managers Comments

Development summary: 

This section should be used to record any areas of the employee’s work where further training and support is required, 

and any areas where performance is particularly strong and should be developed further.



Development and training 

This section should list specific requirements for any training or development. These activities are not restricted to 

training courses, and may include projects, coaching, planned experience or any other suitable activity that will enhance 

the skills, knowledge and behaviour required in the employee’s work or to develop him/her further.

Career planning 

This section should record any areas of the department or organisation in which the employee has expressed a specific 

interest or details of what their future plans are.

Other areas of discussion 

This section should record any other points raised at the appraisal meeting.

Employee’s signature:

Manager’s signature:

Date:

Reviewing manager’s signature:

Date:

One copy of this completed form will be kept by the Manager and one by the Employee.



Competencies/Behaviours
Within this section please give thought to how you have demonstrated behaviours of the Core MTCBC values.  
Detail examples of when these values have been a particular strength and if there have been occasions when 
you could have made improvements.  (You only need to review 3 or 4 values in every 6 month period)
MTCBC Values Strengths Development Areas
Open and Honest
Trust and Respect
Accountability
Learning
Aspiration
Team working
Communication

Personal Development Plan
Within your personal development plan you should detail what support you may need in order to achieve your 
objectives.
Objective (What would 
you like to achieve?)

What else would 
support you in 
achieving this?

How will you know that 
you have achieved your 
objective?

Timescales


