Sakina Barma
Student Number:  32749
Assignment Number:
Page 5
[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet




	Student Name:
	Sakina Barma

	Student Number:
	32749

	Course:
	Human Resources Management – Level 5

	Assignment No:
	5



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. Short Answer Questions:
i. Appraisal is an assessment or judgement of people’s characteristics and / or performances, and is based on the evaluation of work and the employee’s character.  The employee’s “worth” can be identified and anything positive or negative (i.e. strengths or weaknesses) can be evaluated.

ii. The goals of an effective performance appraisal are identifying where productive and efficient work is being done, and whether the work helps to meet the objectives of both the organisation and the department.  All employees must ensure that their performance supports their supervisor’s performance objectives – something that should continue upwards throughout all levels of the organisation with the ultimate level being the achievement of corporate strategic goals.  Correctly designed performance appraisals can also assist in employee’s personal development.  Specific objectives of performance appraisal include:
· reviewing past performance
· assessing training needs
· helping individuals develop
· auditing skills within the organisation
· setting targets for future performance
· identifying potential for promotion

iii. The steps involved in the appraisal process are:
· The first step is starting with setting performance standards and which are developed from job analysis and job description.  These standards must be clear and objective enough to be understood and measured.  Manager’s expectations of their subordinates must also be detailed and clear in order to help communicate these expectations and assess an employee’s performance against the established standards.
· The second step is communicating the expectations to employees clearly after the performance standards are established so that there is no ambiguity.  This information conveyed must be received and understood by the employee (who should provide feedback on the expectations).
· The third step is the measurement of performance when information about a performance must be obtained to determine its exact nature.  It is important to know what is being measured as well as how it is being measured.  Main sources of information used to measure performance include observation, statistical reports, verbal reports, and written reports.
· The fourth step is to compare performance to standards and is important to identify any deviations between the standard performance and the actual performance of the employee.  It is critical to ensure that both positive and negative feedback is given in a constructive way so that an employee’s self-esteem and future performance are not affected, and also to ensure that motivation remains at a good level.
· The fifth and final step is for the organisation to have a process of corrective action whenever needed and can be done in two ways: (a) immediate action which deals with symptoms and immediate problems (which seeks to make corrections at once to put productivity back on track); and (b) identifying the causes (which adjust the issues or problems permanently by identifying the causes and what can be done to ensure they do not happen again).


iv. The benefits of an appraisal programme are:
· For the organisation:
· improved organisational performance because the objective and values have been effectively communicated
· more cohesiveness, loyalty and improved relationships between management and staff
· employees perform tasks better and more efficiently
· identification and ideas for improvement
· long-term expectations can be developed
· identification of training and development needs
· creation of a culture that seeks to continually improve and succeed
· identification of employees with potential and career development plans made for future staff requirements

· For the appraiser:
· development of an overview of individual jobs and departments
· ability to come up with ideas for improvement
· the linking of team and individual goals and targets to departmental and organisational goals
· the clarification of management’s expectations of teams and individuals
· re-priortising targets
· a chance to form a more productive relationship with staff and to attain mutual trust and understanding

· For the person being appraised:
· improved motivation
· improved job satisfaction
· a boosted feeling of personal value

v. Short notes:
a. Critical incident methods:
In this method, the person assessing focuses on critical or key employee behaviours that decide if the job is being done effectively or not.  The assessor will note what is being done by the employee that is effective or ineffective.  This means that the employee’s behaviour is reviewed rather than obscure personality traits and is more valid as it is specifically job related.  Citing different behaviour patterns displayed by the employee is helpful because it enables them to be shown which of their behaviours are desirable and which ones need improvement.

b. Behaviourally-anchored rating scales:
In this method, a mix of elements from the critical incident and graphic rating scale are used.  Employees are rated on certain points along a continuum with the points being examples of their behaviour on a given job rather than general descriptions or traits.  These scales identify certain observable and measurable types of job behaviour (which can then be interpreted into appropriate performance dimensions).  Advantages of this method include: a reduction in rating errors; an assessment of behaviour rather than traits; and making it clear to the assessor as well as the employee which behaviours show good performance or bad performance.

Case Study:
Objectives to be included in an annual performance management plan: (information from www.yourarticlelibrary.com)
1. Provide feedback on employee performance.
2. Identify employee training needs.
3. Decide on a basis for salary increases, promotions, disciplinary actions, bonus, etc.
4. Improve performance through counselling, coaching and development.
5. Facilitate communication between the employees and management.
6. Motivate employees through recognition and support.

Suitable performance objectives for the newly appointed manager:
1. Improve staff attendance by 85 – 95% within 6 – 8 months.
2. Increase staff morale by 90 – 100% within 6 months.
3. Identify employee training needs within 2 – 3 months.
4. Implement employee training programmes within 4 – 6 months.
5. Improve employee performance by 90 – 100% within 6 months.
6. Facilitate communication between the employees and management within 6 months.
7. Increase sales by 3 – 5% on a monthly basis.
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