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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· The Development Dialogue (DD) resource guide is available at http://www.hr.uct.ac.za/sites/default/files/image_tool/images/236/performance/management/pass/development_dialogues_and_forums_resource_guide.pdf
· Once completed, this form must be submitted to the Dean or Executive Director of the faculty or department, for discussion and consideration at the faculty or departmental Development Forum meeting.
· A completed, signed copy of the HR210 form must be attached to verify that their rating is ‘Exceeding’ for the year of application.
· Staff members may apply for this award in their own capacity or may be nominated by a peer or line manager.
Details of person submitting motivation
	Name
	
	Surname
	

	Title
	
	Staff number
	

	Faculty / department
	
	Position title
	


Details of staff member for whom motivation is being submitted

	Name
	
	Surname
	

	Title
	
	Staff number
	

	Payclass
	
	Position title
	

	Faculty / department
	
	UCT start date
	


Motivation

	Performance rating recommended as ‘Exceeding’
	Year of review
	

	
	Date of review
	

	To be considered for (tick)
	Exceeds 1
	
	Exceeds 2
	

	
	· Meets full definition of ‘Exceeding’ performance category
· Exceeds most objectives and position requirements.

· Demonstrates skill, competence and knowledge above the required level for the role.

· Often exceeds standards set.

· Has performed an unusual activity over and above the requirement of the position to the benefit of the department or faculty.

· Contributes notably to the functioning of the faculty/department/university beyond position requirements.
	· Meets full definition of ‘Exceeds 1’

· Significantly exceeds objectives and position requirements.

· Demonstrates skill, competence and knowledge far above the required level for the role.

· Frequently exceeds standards set.

· Has performed an unusual activity over and above the requirement of the position to the benefit of the University.

· Contributes extensively and meaningfully to the functioning of the faculty/department/university beyond position requirements.

	Give a full and detailed motivation citing specific concrete examples of demonstrated performance for each of the above relevant criteria. The motivation must include reference to the current position description and the latest final performance review. This motivation may be inserted below or included as an attachment.

Please attach the latest position description (HR191), the relevant performance review (HR210) and any other supporting documentation.

	


Signatures

	Person submitting motivation

	

	Name
	
	Signature
	
	Date
	


	Line manager

	Please tick one (√)
	Strongly supported
	
	Supported
	
	Not supported
	

	Comments
	

	Name
	
	Signature
	
	Date
	


	Head of Department

	Please tick one (√)
	Strongly supported
	
	Supported
	
	Not supported
	

	Comments
	

	Name
	
	Signature
	
	Date
	


	Dean or Executive Director

	Please tick one (√)
	Strongly supported
	
	Supported
	
	Not supported
	

	Comments
	

	Name
	
	Signature
	
	Date
	


	Dean or Executive Director on behalf of the Departmental / Faculty Development Forum

	Please tick one (√)
	Strongly supported
	
	Supported
	
	Not supported
	

	Comments
	

	Name
	
	Signature
	
	Date
	


COMPLETING A MOTIVATION FOR ‘EXCEEDS’ AWARD TO PASS STAFF FORM
HR211
When do I complete this form?

This form is completed when a PASS staff member’s performance rating is recommended as ‘Exceeding’, during the formal review as part of the Development Dialogue (DD) and either the PASS staff member and/or the line manager and/or peer of the PASS staff member wish to motivate for that PASS staff member to be awarded an ‘Exceeds 1’ or ‘Exceeds 2’ award.
This form is completed after the formal review, and after the HR210 form has been completed and signed, in June.
Where do I send this form?

· To the line manager for signature, should the motivation not be submitted by the line manager.

· To the HOD for signature, should the motivation not be submitted by the HOD.

· To the Dean or Executive Director

Once completed, this form will be submitted by the Dean or Executive Director of the faculty or department, for discussion and consideration at the faculty or departmental Development Forum.

What other forms do I need to complete?

None

What other documentation must be attached?

· A full and detailed motivation citing specific concrete examples of demonstrated performance.
· The latest position description (HR191).
· A copy of the relevant, completed, signed HR210 form, for the relevant year of review.

· Any other supporting documentation reflecting or recording performance.
What further criteria are there for award in each category?

Further criteria may include but are not limited to the following:
	Exceeds 1
	Exceeds 2

	PC 6
	· Contributes notably to the functioning of the faculty/department beyond position requirements.

· Recognised by colleagues in the faculty/department as an outstanding performer and as an achiever in his/her field.

· Enhances and improves administrative/operational functions within the faculty/department over and above the requirements of the position.

· Departmental ambassador and role model to colleagues.
	PC 6
	· Contributes extensively and meaningfully to the functioning of the faculty/department beyond position requirements.

· Does not require supervision, over and above their responsibilities.

· Will coach peers on performance improvement.

· Widely recognised by colleagues in/outside of the faculty/department as an outstanding performer and an authority in his/her field.

· Significantly enhances and improves administrative/operational functions within the faculty/department.

· Departmental ambassador and role model to colleagues.

	PC 7 – 10
	· Contributes notably to the functioning of the faculty/department and/or university beyond position requirements.

· Recognised by colleagues in the faculty/department and/or university as an outstanding performer and as an achiever in his/her field.

· Enhances and improves administrative/operational/specialist support/technical and scientific support functions within the faculty/department and/or university.

· Faculty/departmental/institutional ambassador and role model to colleagues.
	PC 7 – 10
	· Contributes extensively and meaningfully to the functioning of the faculty/department beyond position requirements.

· Does not require supervision, over and above their responsibilities.

· Will coach peers on performance improvement.

· Widely recognised by colleagues in/outside of the faculty/department and/or university as an outstanding performer and an authority in his/her field.

· Significantly enhances and improves administrative/operational/specialist support/technical and scientific support functions within the faculty/department and/or university.

· Faculty/departmental/institutional ambassador and role model to colleagues.

	PC 11 – 12
	· Contributes notably to the functioning of the faculty/department and university beyond position requirements.

· Recognised by colleagues in the university as an outstanding performer and as an achiever in his/her field.

· Regional or national reputation as a specialist in a recognizable domain of professional expertise

· Enhances and improves management/specialist support/technical and scientific support functions within the university.

· Contributes to the management / administration / planning / governance / policy formulation within the university at a senior level

· Institutional ambassador and role model to colleagues.
	PC 11 – 12
	· Contributes extensively and meaningfully to the functioning of the faculty/department beyond position requirements.

· Does not require supervision, over and above their responsibilities.

· Will coach peers on performance improvement.

· Widely recognised by colleagues in and outside of the university as an outstanding performer and an expert in his/her field.

· Regional. national or international reputation as a specialist in a recognizable domain of professional expertise

· Significantly enhances and improves management/specialist support/technical and scientific support functions within the university.

· Constantly explores & successfully introduces new initiatives to the department.

· Significantly contributes to the management / administration / planning / governance / policy formulation within the university at a senior level

· Institutional ambassador and role model to colleagues.
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