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1. What is Appraisal?

· Because companies always want to achieve the greatest effectiveness and efficiency possible, the use of performance appraisal is a good way to evaluate both the work results and the behavior of employees to finally rectify if it is like the company expected.
· It helps employees and therefore the company, to ensure the compliance with established objectives, and also to review whether they are being accomplished in order with the strategy of the company. 
· It makes it possible evaluate employees weaknesses, therefore they can receive advises and feedbacks that can help them to improve any action that is not running in the right way and it could also help them to develop professionally.
· It allows to recognize the strengths of the employees, which is very important to make them feel motivated, productive and self-confident. However, it also enhances them to make the work even better next time.
· This is very helpful to make important decisions in the company on issues such as salaries, selection, training, transfers and more. Although it is useful for management it is also for each employee, given the importance of recognizing everyone within the company.

2.  Outline the goals of an effective performance appraisal. 

· Employees must participate in the evaluation to recognize the requirements and their performance so that through feedback and documentation they make sure that it is possible to develop a plan that will enable them to improve any skill or succeed a goal.
· The supervisor´s goal is to motivate employees to have a high level of quality, therefore the appraisal should be done with positive and encouraging attitude rather than creating any conflict that will not allow later to achieve what the company expects.
· Both the employee and the supervisor must be clear with the establishment of the employee´ goals, and since they negotiate how the contributions and performance will be assessed, they undertake to do so, and in the same way supporting employees with their professional development.
· The supervisor must be able to review the appraisal, having the knowledge required to judge the employee based on the requirements of the company, and theoretical and practical concepts; in addition to being open to understanding how the work was done. 

3.  Explain the steps involved in the appraisal process. 

1. After analyzing the expectations of the company, the subordinates must establish and fully understand the performance standards, in order to explain them clearly to the employees and then evaluate their results with respect to the already established.
2. When the performance standards are established, it is completely important that supervisors not only communicate them to the employees, but they must also ensure that they have been understood, otherwise this could bring negative consequences.
3. It is essential to recognize the performance that will be measured and the best way to do so (observation, statistical reports, verbal reports, and written reports); it depends on this that the results may be logical, otherwise the company could face negative effects.
4. It is necessary to compare the performance of the employees with the standard performance to acquire the difference which will help to know what challenge to achieve. That is why through feedback it is possible for employees to find motivation to have daily improvements given the goal.
5. Finally there must be two processes in companies to deal with corrective actions. The first is done when the problems are happening to give immediate solutions. Secondly it is applied to analyze the reasons for the wrong actions in the first process to prevent it from happening again. 

4. What are the benefits of an appraisal program?

For Organization

· Performance will increase through effective communication, which helps employees to do more efficiently tasks, encourages the construction of relationships between staff and management and allows capturing new ideas.
· Accustoms employees to have a culture to always improve, even because it also encourages to develop and grow long-term expectations, as well as allowing to recognize either short or long- term employees needs about their career plans.

For the appraiser

· Having a broad vision for the company which allows choosing what goals are more important to work on: depending on both employee’s expectations and the needs of the company, would also help to develop new ideas for the future. 
· Having the opportunity to know points of view about different people in the company as well as building good relationships and gaining confidence with the employees appraised; this allows recognizing their needs and changes the company might need.




For the person being appraised

· Feeling motivation to continue working with the new ideas and advices that the appraiser could have given to improve effectiveness, productivity and career development as well as the satisfaction and confidence because of the positive feedbacks.

5. Write short notes on the following appraisal methods: 

Critical incident methods 

· This method is used to measure the performance and efficiency of the employees through their behavior at work rather that analyze their personality. It is useful to show them which action is being performed correctly or what needs to be improved.
· A negative point is when supervisors don’t write the reports because of the time that takes daily or even weekly and is also difficult to measure sometimes result due to unexpected incidents or abnormal situations.

Behaviorally anchored rating scales

· It is used to compare the job behaviors and performance of employees with qualitative and quantitative examples of conduct established in numerical ratings. It is easy to see how employees are facing problems and dealing with unexpected situations.
· It is a precise system  because usually has a minimum error rate and only focuses on the measurement of aspects of behavior, giving the possibility to easily recognize which of them are good or bad and, and to what extent they are to be correct.
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