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	Number of Trainees: 
	Class: 

	Skill or Job Task: 
1. Identify organizational performance objectives
2. Develop departmental and individual work plans
3. Carry out periodic performance appraisal



	Benchmark or Criteria to be used:
1. Identify organizational performance objectives
1.1 Familiarize with the organization’s mandate.
1.2 Deliverable objectives for the performance period and
their respective activities identified in line with the
strategic plan.
1.3 Output for each activity, its indicator are identified as
per the organizations mandate (core business) and
functions.
1.4 Documentation is done as per the work place policies.
2. Develop departmental and individual work plans
2.1 Respective departments prepare their work plans in
line with the organizations strategic plan
2.2 Departmental objectives for the performance period
are cascaded to individual employees.
2.3 Individuals set their targets and prepare their work
plans in line with their departmental work plans.
3. Carry out periodic performance appraisal
3.1 Appraisal intervals are agreed upon as per the
organization procedures.
3.2 Methods of appraisal are determined as per the work
place policies
3.3 Appraisal is conducted according to organizations
procedures.
3.4 Continuous performance feedback is given based on
the worker’s performance.
3.5 Correction/performance interventions are initiated as
per the work place policies







	weekk
	Session No.
	Session Title
	Learning Outcomes/
Objectives
	Trainer
Activities
	Trainee
 Activities
	Resources & References
	Learning Checks/ Assessments
	Reflections & Date

	1
	1&2
	Reporting and admissions
	

	2
	1
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to explain the concept of performance management and its importance in organizational success.
	• Introduction to performance management system.
• Explain the importance of performance management in achieving organizational goals.
• Provide examples from different organizations.
	• Listen and take notes.
• Participate in guided discussion on why performance management is important.
• Share personal experiences or workplace examples.
	• Strategic plans
• Work plans/work programmes/work schedules
• Organization policies and procedures
• Human resource policies
• Guidelines and regulations
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management: An Evidence-Based Guide to Delivering High Performance.
	• Oral questioning: What is performance management?
• Group discussion: Identify benefits of performance management to an organization.
	

	
	2
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to define key performance management terms and relate them to workplace settings.
	• Introduce and explain key terms in performance management (e.g., objectives, KPIs, appraisal, feedback).
• Facilitate a group activity linking performance terms with workplace practices.
	• Take notes and ask questions for clarification.
• Engage in group activity to identify performance-related terms in real workplace settings.
• Present group findings to the class.
	• Strategic plans
• Work plans/work programmes/work schedules
• Organization policies and procedures
• Human resource policies
• Guidelines and regulations
• Aguinis, H. (2019). Performance Management for Dummies.
	• Short written exercise: Match performance terms with correct definitions.
• Group presentation: Relating performance terms to workplace scenarios.
	

	3
	1
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to explain methods of staff performance management and describe performance contracting including its definition, purpose, and process.
	• Give an overview of staff performance management methods.
• Explain performance contracting: definition, purpose, process, and Kenyan context.
• Provide examples of performance contracts from public/private organizations.
	• Take notes and ask questions.
• Participate in a guided discussion on how performance contracts are applied in Kenya.
• Review a sample performance contract.
	• Strategic plans
• Work plans/work programmes/work schedules
• Organization policies and procedures
• Human resource policies
• Guidelines and regulations
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
• Republic of Kenya: Performance Contracting Guidelines (latest edition)
	• Oral questioning on methods of performance management.
• Short written quiz on performance contracting purpose and process.
	

	
	2
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to describe the perspectives of the balanced scorecard and apply them in a simple departmental case.
	• Introduce the balanced scorecard model and explain the four perspectives: financial, customer, internal processes, and learning & growth.
• Provide real-world examples of balanced scorecards in organizations.
• Guide class exercise in developing a balanced scorecard for a department.
	• Take notes on the four perspectives.
• Work in groups to develop a balanced scorecard for a selected department.
• Present group scorecards to the class.
	• Strategic plans
• Work plans/work programmes/work schedules
• Kaplan, R.S., & Norton, D.P. (1996). The Balanced Scorecard: Translating Strategy into Action.
	• Group exercise presentation of a balanced scorecard.
• Class discussion to evaluate strengths and weaknesses of group work.
	

	4
	1
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to explain Kaizen philosophy, its principles, and workplace applications, as well as other staff performance management methods.
	• Introduce Kaizen: meaning, principles, and continuous improvement applications.
• Explain other methods of performance management such as Management by Objectives (MBO) and 360-degree feedback.
• Share examples of organizations that use these methods.
	• Listen and take notes.
• Participate in a guided discussion on Kaizen applications.
• Compare MBO and 360-degree feedback through class examples.
	• Organization policies and procedures
• Human resource policies
• Guidelines and regulations
• Imai, M. (1997). Gemba Kaizen: A Commonsense Approach to a Continuous Improvement Strategy.
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Oral questions on Kaizen principles.
• Short written exercise comparing MBO and 360-degree feedback.
	

	
	2
	Identification of Organizational Performance Objectives
	• By the end of the session, trainees should be able to apply different methods of performance management through case study and role play.
	• Provide a case study scenario involving organizational performance management.
• Facilitate role play on applying methods such as performance contracting, balanced scorecard, MBO, and 360-degree feedback.
• Guide debriefing and group reflection.
Trainee Activities:
• Participate in role play activity.
• Analyze the case study in groups.
• Share reflections on lessons learned from applying different methods.
	• Participate in role play activity.
• Analyze the case study in groups.
• Share reflections on lessons learned from applying different methods.
	• Strategic plans
• Organization policies and procedures
• Case study handouts
• Role play scenarios prepared by trainer
	• Group presentations of case study solutions.
• Role play evaluation based on application of concepts.
	

	5
	1
	Developing Departmental and Individual Work Plans
	• By the end of the session, trainees should be able to define a work plan and identify its main elements.
	• Introduce the concept of work plans.
• Explain the elements of a work plan (objectives, activities, timelines, responsibilities, resources, expected outputs).
• Provide examples of departmental and individual work plans.
	• Take notes and ask questions.
• Participate in class discussion on elements of work plans.
• Review sample work plans provided.
	• Organizational strategic plans
• Work plans/work programmes/work schedules
• Human resource policies
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Oral questioning on elements of a work plan.
• Short written quiz on parts of a work plan
	

	
	2
	Developing Departmental and Individual Work Plans
	• By the end of the session, trainees should be able to align departmental/individual work plans with the corporate/organization work plan.
	• Explain alignment between individual, departmental, and organizational work plans.
• Guide trainees through a step-by-step process of drafting a work plan.
• Provide practical examples of alignment.
	• Participate in group work to draft a sample departmental/individual work plan.
• Present group work to the class for critique.
	• Organizational strategic plans
• Work plans/work programmes/work schedules
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Group exercise: Draft and present a sample work plan.
• Class discussion: Evaluate alignment of work plans with corporate strategy.

	

	6
	1
	CAT Exam
	• By the end of the session, trainees should demonstrate understanding of the topics covered so far.
	• Administer CAT exam covering Weeks 2–5 topics.
	• Complete CAT individually within given time.
	• Exam paper and answer sheets.
	• Continuous Assessment Test (CAT).
	

	
	2
	Feedback & Corrections on CAT
	• By the end of the session, trainees should identify and correct mistakes from the CAT.
	• Provide feedback on CAT results.
• Go through questions, explaining correct answers.
• Clarify common mistakes.
	• Review own CAT answers and corrections.
• Ask questions on areas not well understood.
	• CAT papers with corrections.
• Whiteboard/flip charts for explanations.
	• Participation in feedback discussion.
	

	7
	1
	Carrying out Periodical Performance Appraisal / Continuous Performance Feedback
	• By the end of the session, trainees should understand the performance appraisal system and its tools.
	• Introduce performance appraisal and its purpose.
• Explain performance appraisal tools (forms, templates, digital systems).
• Demonstrate how tools are used.
	• Take notes.
• Participate in a guided discussion on appraisal tools.
• Review and analyze sample appraisal forms.
	• Organizational HR policies and appraisal forms.
• Aguinis, H. (2019). Performance Management for Dummies.
	• Oral questions on appraisal tools.
• Class activity: Identify key features in appraisal forms.
	

	
	2
	Carrying out Periodical Performance Appraisal / Continuous Performance Feedback
	• By the end of the session, trainees should be able to explain and differentiate appraisal methods.
	• Explain methods of performance appraisal: rating scales, checklists, self-appraisal, peer review, etc.
• Provide practical examples of each method.
	• Take notes and ask questions.
• Discuss in groups the advantages and disadvantages of different appraisal methods.
	• Organizational HR policies
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Group exercise: Compare two appraisal methods.
	

	8
	1
	Carrying out Periodical Performance Appraisal / Continuous Performance Feedback
	• By the end of the session, trainees should be able to evaluate appraisal outcomes and describe summative evaluations.
	• Explain how performance appraisal results are evaluated.
• Describe summative evaluations (end-of-year, periodical, end-of-project).
• Provide organizational examples.
	• Take notes.
• Participate in class discussion on summative evaluations.
• Review case scenarios of appraisal outcomes.
	• Organizational HR guidelines and appraisal forms.
• Aguinis, H. (2019). Performance Management for Dummies.
	• Oral questions on evaluation process.
• Short written quiz on summative evaluations.
	

	
	2
	Carrying out Periodical Performance Appraisal / Continuous Performance Feedback
	• By the end of the session, trainees should be able to analyze the advantages and disadvantages of SPAS and form opinions on its usefulness.
	• Explain Staff Performance Appraisal System (SPAS).
• Facilitate a class debate/discussion on whether SPAS improves performance.
	• Participate in class debate/discussion.
• Share views and evidence from workplace experiences.
	• Organizational HR policies.
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Class debate evaluation.
• Individual reflection on SPAS effectiveness.
	

	9
	1
	Carrying out Periodical Performance Appraisal / Continuous Performance Feedback
	• By the end of the session, trainees should be able to demonstrate the linkage between work plans and performance appraisal.
	• Guide trainees in preparing group presentations on linking work plans with appraisal outcomes.
• Provide feedback on presentations.
	• Prepare and present group work linking work plans to appraisal.
• Engage in class discussion.
	• Work plans and appraisal forms.
• Organizational HR policies.
	• Group presentations evaluated for clarity and relevance.
	

	
	2
	Recap of all three main topics through guided Q&A
	• By the end of the session, trainees should be able to recall, summarize, and connect all topics covered in the course.
	• Facilitate recap through guided Q&A on all three topics (performance objectives, work plans, and appraisal).
• Clarify difficult areas.
	• Participate in Q&A session.
• Ask questions and summarize learning points.
	• Course notes
• Strategic plans, policies, and guidelines used throughout the course
	• Oral questions and answers.
• Participation in recap session.
	

	10
	1&2
	
	Revision for exams
	

	11-12
	1&2
	
	End term assessments
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	Skill or Job Task: 
Managing rewards and sanctions in performance
Initiating performance improvement programmes  
Addresssing alternative approaches to performance amangement


	Benchmark or Criteria to be used:
Managing rewards and sanctions in performance
4.1 Familiarize with the organization’s rewards and
sanctions policy.
4.2 Types of rewards and sanctions are determined in line
with organization policy.
4.3 Performance indicators for the period are reviewed as
per the work place policies.
4.4 Different categories of good performance are
rewarded in line with the organization’s policy.
4.5 Under performance is sanctioned in line with the
organization’s policy.
Initiating performance improvement programmes  
5.1 Performance improvement programmes are
identified as per the organization policies.
5.2 Individual employees whose performance has been
sanctioned are identified as per the appraisal reports.
5.3 Identified employees are put on the performance
improvement programmes as per the work place
policies.
5.4 Employees performance is monitored and evaluated as
per the organization policies.
Addresssing alternative approaches to performance amangement
6.1 Alternative approaches to performance management
are identified as per the work place policies.
6.2 Assess the use of alternative approached to
performance management as per the work place
policies







	weekk
	Session No.
	Session Title
	Learning Outcomes/
Objectives
	Trainer
Activities
	Trainee
 Activities
	Resources & References
	Learning Checks/ Assessments
	Reflections & Date

	1
	1&2
	Reporting and Admissions

	2
	1
	Managing Rewards and Sanctions in Performance
	• By the end of the session, trainees should be able to define rewards in performance management and explain their importance alongside sanctions.
	• Introduce the concept of rewards in performance management.
• Explain the importance of rewards and sanctions in influencing employee performance.
• Provide workplace examples where rewards and sanctions are applied.

	• Take notes and ask questions.
• Participate in a guided discussion on why organizations use rewards and sanctions.
	• Organizational HR policies
• Work plans, guidelines, and regulations
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Oral questions on rewards and sanctions.
• Short written exercise: List reasons why rewards are important.

	

	
	2
	Managing Rewards and Sanctions in Performance
	• By the end of the session, trainees should be able to describe forms of rewards and sanctions and identify real-life organizational practices.
	• Explain different forms of rewards: financial, non-financial, recognition, promotions, etc.
• Explain forms of sanctions: warnings, suspension, demotion, dismissal.
• Facilitate class activity on identifying reward & sanction practices from organizations.
	• Take notes on forms of rewards and sanctions.
• Participate in class activity: Share real-life examples of rewards and sanctions from organizations.
	• Organizational HR manuals and policies
• Work schedules and guidelines
• Torrington, D., Hall, L., & Taylor, S. (2011). Human Resource Management.
	• Class activity presentation on real-life practices.
• Oral questions on types of sanctions.
	

	3
	1
	Managing Rewards and Sanctions in Performance
	• By the end of the session, trainees should be able to evaluate advantages and disadvantages of rewards and sanctions.
	• Facilitate discussion on advantages and disadvantages of rewards.
• Facilitate discussion on advantages and disadvantages of sanctions.
• Guide group discussion on the impact of over-reliance on either rewards or sanctions.
	• Take notes and ask questions.
• Participate in group discussion on impacts of rewards vs. sanctions.
• Share views and conclusions during class presentations.
	• Organizational HR policies and guidelines
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Group discussion evaluation.
• Short written exercise: Compare reliance on rewards vs. sanctions.
	

	
	2
	Managing Rewards and Sanctions in Performance
	• By the end of the session, trainees should be able to explain contemporary issues in performance management including work-life balance, technology, and diversity management.
	• Explain work-life balance initiatives such as flexible work schedules and wellness programs.
• Describe technology/virtual office practices such as remote work and digital tracking tools.
• Explain diversity management including inclusion, equity, and managing cross-cultural teams.
• Facilitate class discussion on how these issues affect performance management.
	• Take notes and ask questions.
• Participate in discussions on contemporary issues.
• Share real-life organizational examples.
	• Organizational guidelines and HR policies
• Recent HRM journals and case studies
• Dessler, G. (2020). Human Resource Management.
	• Oral questions on contemporary issues.
• Class discussion: How do diversity and technology affect performance management?
	

	4
	1
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to define performance improvement methods and explain their importance.
	• Introduce performance improvement programmes.
• Explain why performance improvement methods are necessary in organizations.
• Provide examples of performance improvement initiatives.
	• Take notes and ask questions.
• Participate in guided discussion on importance of performance improvement.
	• Organizational HR policies
• Work plans and strategic documents
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Oral questions on importance of performance improvement methods.
• Short written exercise: State two reasons why organizations initiate improvement programmes.
	

	
	2
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to explain the role of HR in performance improvement and outline key improvement methods.
	• Explain HR’s role in identifying performance gaps, designing programmes, and monitoring outcomes.
• Provide an overview of key performance improvement methods.
	• Take notes and ask questions.
• Participate in class discussion on HR’s contribution to improvement.
	• Organizational HR policies and procedures
• Dessler, G. (2020). Human Resource Management.
	• Oral questions on HR’s role in performance improvement.
• Group activity: List examples of performance improvement methods.
	

	5
	1
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to describe performance improvement methods such as training, retraining, resource allocation, and job rotation.
	• Explain training and retraining as performance improvement methods.
• Demonstrate how resource allocation supports performance.
• Describe job rotation and its benefits.
	• Take notes and ask questions.
• Participate in class discussion on advantages of training and job rotation.
	• Organizational training manuals
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Written quiz: Define job rotation and retraining.
	

	
	2
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to align skills with organizational needs and describe methods like job enlargement and adoption of improvement strategies.
	• Explain alignment of employee skills with organizational goals.
• Describe job enlargement and its benefits.
• Facilitate case study on choosing appropriate methods for organizational needs.
	• Take notes and ask questions.
• Participate in case study analysis.
• Present solutions to class.
	• Case study handouts
• Organizational HR guidelines
• Imai, M. (1997). Gemba Kaizen.
	• Case study presentation and group feedback.
	

	6
	1
	CAT Exam
	• To assess understanding of topics covered in Weeks 2–5.
	• Administer CAT exam.
	• Complete exam individually.
	• Exam paper and answer sheets.
• Continuous Assessment Test (CAT).
	• Continuous Assessment Test (CAT).
	

	
	2
	Feedback & Corrections
	• By the end of the session, trainees should be able to identify mistakes and correct them.
	• Provide feedback on CAT.
• Discuss common mistakes and correct answers.
	• Review individual CAT results.
• Ask questions for clarification.
	• CAT scripts and corrections.
	• Participation in feedback discussion.
	

	7
	1
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to explain separation and other motivation methods.
	• Define separation (voluntary/involuntary) as a performance improvement approach.
• Explain other motivation methods: incentives, recognition programmes, mentoring.


	• Take notes.
• Participate in group discussion on motivation methods.
	• Organizational HR manuals
• Dessler, G. (2020). Human Resource Management.
	• Short quiz: List three employee motivation methods.
	

	
	2
	Initiating Performance Improvement Programmes
	• By the end of the session, trainees should be able to evaluate strengths and weaknesses of different performance improvement strategies.
	• Facilitate group work on evaluating methods such as training, job rotation, mentoring, and separation.
• Guide presentations and feedback.
	• Participate in group evaluation exercise.
• Present group findings.
	• Case study handouts
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Group presentations and peer review.
	

	8
	1
	Addressing Alternative Approaches to Performance Management
	• By the end of the session, trainees should be able to define self-managed teams, explain their advantages, and identify challenges.
	• Define self-managed teams.
• Explain benefits such as empowerment and accountability.
• Discuss challenges such as conflict and coordination.
	• Take notes.
• Participate in guided discussion on self-managed teams.
	• Organizational case studies
• Katzenbach, J.R., & Smith, D.K. (2005). The Wisdom of Teams.
	• Oral questions on advantages and challenges.
	

	
	2
	Addressing Alternative Approaches to Performance Management
	• By the end of the session, trainees should be able to describe the process of 360-degree feedback and evaluate its benefits and limitations.
	• Explain 360-degree feedback process.
• Highlight benefits and limitations using real-world examples.
	• Take notes.
• Discuss in groups on whether 360-degree feedback is effective.
	• Organizational HR guidelines
• Aguinis, H. (2019). Performance Management for Dummies.
	• Group discussion outcomes.
	

	9
	1
	Addressing Alternative Approaches to Performance Management
	• By the end of the session, trainees should be able to explain self-assessment tools, benefits, and risks, and describe informal feedback methods.
	• Introduce self-assessment: tools, benefits, risks.
• Explain informal feedback methods such as peer-to-peer, coaching, and on-the-job corrections.
	• Take notes.
• Participate in class activity: Share experiences with informal feedback.
	• HR manuals and policies
• Armstrong, M. (2014). Armstrong’s Handbook of Performance Management.
	• Oral questions on self-assessment and informal feedback.
	

	
	2
	Addressing Alternative Approaches to Performance Management
	• By the end of the session, trainees should be able to identify other methods of performance management such as benchmarking, peer review, and customer feedback, and compare them with traditional appraisal.
	• Explain alternative methods: benchmarking, peer review, customer feedback.
• Facilitate group presentations comparing traditional vs. alternative approaches.
	• Participate in group research and preparation.
• Present findings to the class.
	• Organizational reports and benchmarking case studies
• Recent HR journals
	• Group presentations and feedback.
	

	10
	1&2
	Exams Revision
	

	11-12
	1&2
	End term assessments
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