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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. 
	







· An appraisal is an assessment or judgment of characteristics and/or performances of people. In business,
· this is usually referred to as performance appraisal. Based on the evaluation of the work and the
· employee’s character, the ‘worth’ of the employee can be identified. Anything positive and negative i.e.,
· their strengths and weaknesses, can be evaluated. This is not only useful for management but also for the
· individual employees because it gives them an idea of their position within the organisation.
· Appraisals are vital for administrative decision makers. These include decisions about selection, salaries,
· training, promotion, and transfers, etc. Identification of employees performing well, or not well, and the
· reasons why, is an area where performance appraisal is extremely useful


2.
In order to design effective performance appraisals, four criteria need to be implemented. They are:
a) Employees must be involved in the evaluation and development process.
b) Supervisors need to perform appraisals with a constructive and helpful attitude.
c) Realistic goals must be mutually set.
d) Supervisors must have clear knowledge and understanding of the employee’s job and
performance.
Objectives of Performance Appraisal
Specific objectives of performance appraisal include:
a) Reviewing past performance
b) Assessing training needs
c) Helping individuals develop
d) Auditing skills within the organisation
e) Setting targets for future performance
f) Identifying potential for promotion

3.
* Establish a File
* Provide Regular Feedback
* Discipline Issues
* Management by Objectives
* Conduct the Appraisal Meeting
* Follow Up Action


4.
* Targeting Needs
* Charting Progress
* Building Relationships
*  Motivating Employees 

5 .
Critical Incidents Method: The approach is focused on certain critical behaviors of employee that makes all the difference in the performance. Supervisors as and when they occur record such incidents. Advantages – Evaluations are based on actual job behaviors, ratings are supported by descriptions, feedback is easy, reduces recency biases, chances of subordinate improvement are high. Disadvantages – Negative incidents can be prioritized, forgetting incidents, overly close supervision; feedback may be too much and may appear to be punishment.




Behaviorally Anchored Rating Scales: statements of effective and ineffective behaviors determine the points. They are said to be behaviorally anchored. The rater is supposed to say, which behavior describes the employee performance. Advantages – helps overcome rating errors. Disadvantages – Suffers from distortions inherent in most rating techniques.
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