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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
Please insert your completed assignment ( in word format)  here:

1.

i. Appraisals are useful tools implemented to assess and judge characteristics and performances of people. In businesses appraisals are usually documented and evaluated for each employee in order for salaries, promotions, transfers, releases and training to be determined. This is beneficial for both management as well as the employees giving them a clear understanding of their position within the company. 

ii. Goals of an effective performance appraisal are:

· To Identify productive and efficient work and potential for promotion
· To Identify if objectives have met within the company
· To check If employees have met their supervisors objectives
· To check if corporate strategic goals have met
· To assist in employees personal development
· To assess training needs 


iii. Steps involved in the appraisal process are: setting the performance standards, communicate performance expectations (standards) to employees, measure actual performance, compare the actual performance with the standards that we have previously set, discuss the appraisal with employee and initiate corrective actions.

iv. Performance appraisals can benefit the organization, the appraiser as well as the person being appraised. Appraisals improve organizational performance as objectives and values have effectively been implemented and followed, staff and higher management improve their relationships. Furthermore needs for training, development and ideas are identified, long – term expectations can be developed. The organization can also identify skillful employees and can create an environment that seeks to improve, succeed and evolve. 
The appraiser benefits from performance appraisals as he/she will be in a position to find ways for improvement, the transformation of targets, team and individual goals to organizational and or departmental goals. It also offers a clear picture of a managers expectations from its team and subordinates, targets are re-prioritized thus an opportunity for stronger bonds, trust and productive relationship between staff is born.
A person being appraised can benefit from performance appraisal as it can improve job satisfaction, motivation and make him/her feel valued. 










v.  
	Critical incident methods
	Behaviorally-anchored rating scales

	Identification & description of specific events (based on job well done or job improvement).
	A combination of essay, critical incident and rating scales method. 

	When rating period ends the records are used in the evaluation of workers performance.
	Analysis and evaluation of an employee’s behavior and performance dimensions.

	Need to be recorded as they occur to preserve data accuracy.
	Based on performance and behavior employees are rated in slots of good-average-poor.

	Managers have to also record the workers behaviour.
	Usually development by both managers & subordinates.

	Useful in helping employees improve.
	The BARS are scored objectively thus indicating the exact behavior of employees.




CASE STUDY

As a newly appointed Manager I would like to point out a number of challenges the store is up against, along with some guidance on how the company would like to address the matter in hand. 

Challenges: 

· A growing absence problem among the store’s staff.
· The enthusiasm of personnel has deteriorated mostly due to an unpleasant treatment from the previous manager. 
· Sales have dropped as the competition set up shop nearby.

In order to address the above issues the company has decided to implement a performance management process plan which will benefit the organization as well as the employees.

[bookmark: _MON_1549018950]Objectives:

· Improve employee accountability
· Identify and document substandard performance so it can be addressed
· Improve employee engagement 
· Ensure employees get regular feedback and coaching on their performance from you so they can improve.
· Better identify and address employee development needs.


· You should keep in mind that the performance management plan is an ongoing process implemented in real time and on a daily basis.
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· Below you can find a performance management schedule (Table B) which will guide you through a one year cycle and assist you in repeating the process for the foreseeing future. 
By following this schedule you will be able to determine if the above objectives have been met and which areas are deemed for further improvement.  


· Use formal appraisal format (Table C) in order to proceed with this assignment as it is the company’s standard procedure.  













Table B: 
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January
February
March
Review of Quarter 1 
performance. Weekly one-on-
one meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
June
May
April
Review of Quarter 2 
performance. Weekly one-on-
one meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
September
August
July
Review of Quarter 3 
performance. Weekly one-on-
one meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
December
November
October
Annual performance review.  
You meet with the employees 
to discuss performance reviews, 
feedback and ratings, together 
you establish goals and 
development plans for the next 
cycle and you all sign the 
performance appraisal. Weekly 
one-on-one meetings and 
ongoing coaching, feedback and 
recognition.
Prepare for the annual 
performance review. 
Employees complete self 
appraisals. You complete 
employees appraisals. 
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
Weekly one-on-one 
meetings and ongoing 
coaching, feedback and 
recognition.
)
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Performance Appraisal
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Manager's Comments



1 2



Attendance

Employee is on time during work hours and informs in advance in 

case of an absence. All leaves requested follow company 

Employee clearly understands the tasks assigned and is willing to 

assist others to improve their job skills. 

1 2



Employee comments

Manager's Assessment 

1 2



Teamwork 

Employee works effectively with the rest of the group, is a team 

player balancing team effort with personal effort.

1 2



Manager's Comments

Employee Self 

Assessment

Employee Self 

Assessment

Employee comments

Manager's Assessment 

Job knowledge

Employee Self 

Assessment

Employee comments

Manager's Assessment 

Manager's Comments

Manager's Assessment 

Manager's Comments

Employee understands the customers needs and operates as per 

company's standards with every customer contact.

Customer focus

Scale 1-5: 1=Lowest 5=Highest

Employee Self 

Assessment

Employee comments

Employee Name



Department



Check the box describing frequency of performance measure.


Microsoft_Excel_Worksheet1.xlsx
Sheet1

		Employee Name										Manager's Name

		Department

		Check the box describing frequency of performance measure.

		Scale 1-5: 1=Lowest 5=Highest

		Customer focus				Employee understands the customers needs and operates as per company's standards with every customer contact.



						1				2				3		4		5

		Employee Self Assessment

		Employee comments

		Manager's Assessment 

		Manager's Comments

		Teamwork 				Employee works effectively with the rest of the group, is a team player balancing team effort with personal effort.



						1				2				3		4		5

		Employee Self Assessment

		Employee comments

		Manager's Assessment 

		Manager's Comments

		Job knowledge				Employee clearly understands the tasks assigned and is willing to assist others to improve their job skills. 



						1				2				3		4		5

		Employee Self Assessment

		Employee comments

		Manager's Assessment 

		Manager's Comments

		Attendance				Employee is on time during work hours and informs in advance in case of an absence. All leaves requested follow company procedures.



						1				2				3		4		5

		Employee Self Assessment

		Employee comments

		Manager's Assessment 

		Manager's Comments

		Employee's Signature														Date

		 

		Manager's Signature														Date
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CYCLE TASK FROM TO

Performance Planning

Line 

Manager

20 Staff 

Employees

Ongoing Feedback

Line 

Manager

Employee 

/ 

Employees

Employee Input

Line 

Manager

20 Staff 

Employees

Performance evaluation

Line 

Manager

Performance review

Line 

Manager

20 Staff 

Employees

Performance Management Plan

You have to provide immediate positive and 

developmental feedback in a private 

location (regarding absence, sales 

performance and enthusiasm during a 

sale).

Ask employees to prepare statements of 

their key results or accomplishments at the 

end of the rating period.

Define competencies in terms of bahavioral 

performance standarts as such you will 

help employees understand what is 

expected of them and will help you in 

evaluating them fairly consistent and 

transparent. 

Schedule a meeting with the employees in 

order to discuss their ratings, narratives 

and reasons of the evaluation given.

Review performance expectations of 

employees and include the behaviors 

employees are expected to exhibit and the 

results expected to achive during this 

cycle.

ANALYSIS


