Topic M04: Performance and Compensation Management                                                Topic Overview P.1  


	Topic Overview

	Topic
	BAFS Elective Part – Business Management Module – Human Resources Management
M04: Functions of Human Resources Management – Performance Appraisal and Reward Management

	Level
	S5/6

	Duration
	3 lessons (40 minutes per lesson) 


Learning Objectives:

1. To describe the basic steps in the performance appraisal; 
2. To describe the characteristics and advantages of monetary and non-monetary rewards;
3. To compare different forms of compensation and to explain the purposes of benefits. 
Overview of Contents:

Lesson 1
Objective and basic steps of performance appraisal
Lesson 2
Characteristics and advantages of monetary and non-monetary rewards
Lesson 3
Different forms of compensation and the purposes of benefits
Extended Learning Activities – Activit 3 (Lesson 1), Activities 10 & 11
Resources:
· Topic Overview and Teaching Plan

· PowerPoint Presentation
· Student Worksheet 

· Answers to Student Worksheet
Suggested Activities:
· Case Study
· Group Discussion
	Lesson 1

	Theme
	Objective and basic steps of performance appraisal

	Duration
	40 minutes


Expected Learning Outcomes:

Upon completion of this lesson, students will be able to:
1. Describe the main areas covered in the performance management cycle; and 
2. Understand the objective and basic steps of performance appraisal
Teaching Sequence and Time Allocation:
	Activities
	Reference
	Time

Allocation

	Part I: Introduction

	· Teacher starts the lesson by asking students to develop a criteria list to assess the performance of Betty, the “School Prefect”. 
· Teacher conducts a debriefing of the discussion.
	PPT#1-3
	4 minutes

	Part II: Content

	· Teacher reviews the key concepts of performance management with students, including:  
· What is performance management

· Aims of performance management
· Performance management system 
	PPT #4-6
	8 minutes

	· Teacher explains why and how performance goals are set.  
· Teacher provides the guidelines for writing SMART objectives. Some common examples are suggested for reference. 
· Activity 1: “SMART Goals or Not”
· Students are given Student Worksheet p.1, with 12 statements of objectives on it. 
· Students should identify which statements specify a clear SMART objective.
· Teacher checks and explains the answers with students.
	PPT#7-11
Student Worksheet p.1
	7 minutes 

	· Activity 2: Setting “SMART” goals for Betty
· Ask students to form groups of 4-6 to complete Student Worksheet p.2. 
· Teacher briefly explains the activity to students, then ask each group to set SMART goals for Pretty Betty who is now working as a sales assistance. 
· Invite students to report and explain their answers, teacher gives feedback on their sharing.
	PPT#12-14
Student Worksheet p.2
	8 minutes

	· Teacher explains how to give feedback and conduct performance appraisal
	PPT#15-17

	

	Part III: 

	· Extended Learning (optional)
Activity 3: Giving Corrective Feedback 
· Teacher briefly explains the case to students and asks them to suggest ‘corrective feedback’ to the persons in the cases. 

· Ask students to share their answers, teacher gives comments. 
· Provide the suggested answer for students’ reference.
	PPT#18-22
Student Worksheet p.3


	5minutes 

	· Teacher explains the purposes of performance appraisal, common pitfalls of filling in completing performance appraisal form and steps in performance appraisal process. 
· Activity 4: Performance Appraisal Objectives 
· Teacher asks students to discuss the performance goals and Performance Appraisal Objectives in the case. (Student Worksheet p.4)
· Activity 5: Performance Appraisal Process 
· Two students form a group to complete the exercise on the Performance Appraisal Process
(Student Worksheet p.5)
· Provide the suggested answer for students.

	PPT#23-29
Student Worksheets pp.4-5
	8 minutes

	Part IV: Conclusion

	· Teacher rounds up by providing the suggested answers of Activities 4-5 to students, highlighting the key concepts covered in the lesson. 
· Teacher concludes the lesson by recapping the first three steps of Performance Management System.
	PPT#30
	5 minutes


	Lesson 2

	Theme
	Characteristics and advantages of monetary and non-monetary rewards

	Duration
	40 minutes


Expected Learning Outcomes:

Upon completion of this lesson, students will be able to:
1. Understand the Characteristics and advantages of monetary and non-monetary rewards 

Teaching Sequence and Time Allocation:

	Activities
	Reference
	Time

Allocation

	Part I: Introduction
	
	

	· Teacher discusses with students about the objectives of employee rewards
	PPT# 31-32
	5 minutes

	Part II: Content

	· Teacher explains the different characteristics of monetary and non-monetary rewards 

	PPT#33-34

	10 minutes

	· Activity 6: Monetary and non-monetary rewards
· Students complete the exercise on their own. 

· Teacher provides and explains the answers.
	PPT# 35
Student Worksheet p.6

	10 minutes

	· Activity 7: Advantages of Monetary and non-monetary rewards
· Students complete the exercise on their own. 

· Teacher provides and explains the answers.

	PPT# 36-37
Student Worksheet p.7

	10 minutes

	Part III Conclusion

	· Teacher concludes the lesson by recapping the characteristics and advantages of monetary and non-monetary rewards 


	
	5 minutes


	Lesson 3

	Theme
	Different forms of compensation and the purposes of benefits

	Duration
	40 minutes


Expected Learning Outcomes:

Upon completion of this lesson, students will be able to:

1. Compare different forms of compensation  (time-based pay and performance-based pay)
2. Explain the purposes of benefits 
Teaching Sequence and Time Allocation:

	Activities
	Reference
	Time

Allocation

	Part I: Introduction

	· Teacher begins the lesson by stating the learning objectives of this lesson. 
	PPT# 38
	5 minutes

	Part II: Content                                         

	· Teacher introduces the concept of compensations and benefits with examples. 
· Teacher explains different forms of compensation and the advantages and disadvantages:

· Time-based Pay 
· Performance-based Pay
	PPT# 39-42

	10 minutes

	· Teacher explains the exercise on Student Worksheet p.8
· Activity 8: Different forms of compensation
· Students complete the exercise on their own. 

· Teacher provides and explains the answers.
	PPT#43-45
Student Worksheet p.8
	10 minutes

	· Teacher explains the purposes of benefits
· Teacher explains the exercise on Student Worksheet p.9
· Activity 9: The Purposes of Benefits 
· Students complete the exercise on their own. 

· Teacher provides and explains the answers.
	PPT#46-48
Student Worksheet p.9
	10 minutes

	Extended Learning (optional)
· Teacher explains the differences between extrinsic and intrinsic rewards.
· Activity 10: Exercise on Extrinsic / Intrinsic Rewards
· Students complete the exercise on their own. 

· Teacher provides and explains the answers.
	PPT#49-51
Student Worksheet p.10
	5 minutes

	Extended Learning (optional)

· Activity 11: Three Remuneration Packages
· Betty is looking for another job and she receives three job offers with different remuneration packages.   

· Students should compare the advantages and disadvantages of each package.  Then select the package that suits her most and give reasons.
· Invite students to present and explain their answers.
	PPT#52-53
Student Worksheet p.11
	10 minutes

	Part III: Conclusion

	· With reference to Betty’s case, teacher concludes the lesson by highlighting the key concepts covered. 
	PPT#54
	5 minutes
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