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Q1. What is Appraisal?

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 organization. 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.

Q2. Outline the goals of an effective performance appraisal?

Performance appraisals are an essential component of organizational and employee evaluations. They are not simply a checklist of do’s and don’ts. Coming from the company’s perspective, these appraisals identify where productive and efficient work is being done, and if the work assists in meeting objectives, both of the organization and of individual departments. Every employee must ensure that their performance supports their supervisor’s performance objectives. This should then continue up all levels of the company, the ultimate level being the corporate strategic goals being met. Clear communication of work expectations is necessary to ensure the employee can perform his/her functions properly. If employees know exactly what is expected and have clear direction, they can better cope with stress. Correctly designed performance appraisals also assist in employees’ personal development. 
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.

Q3. Explain the steps involved in the appraisal process?

The appraisal process goes like this:

1) Appraisal starts with the setting of performance standards. These should have grown from job analysis and job description. The standards for performance must be clear and objective enough to be understood and measured.

2) The expectations should be communicated clearly after the performance standards are established. The employees can’t simply guess what is expected of them but unfortunately, many jobs have ambiguous (unclear) performance standards. The problem becomes worse if the standards are not communicated to the employees.

3) The third step in an appraisal process is a measurement of performance. It is necessary to get information about a particular performance, if a determination of what it is exactly is made. It is important to know what you are measuring and how you are going to measure it. There are four main sources of information that managers use to measure performance: observation, statistical reports, verbal reports, and written reports.

4) The fourth step is comparing performance with standards. This step is necessary to take note of any deviations between the standard performance and the actual performance of the employee. Presenting an accurate appraisal can be a challenge for the manager as well as getting the employee to accept the appraisal in a positive manner.

5) Finally, organizations must have a process of corrective action whenever needed. This can be done in two ways: a) immediate action that deals with the symptoms. This is where immediate problems are dealt with and b) identify the causes. This step is where the issues or problems identified are adjusted permanently.

summarizes the performance process with Diagram :
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Q4. What are the benefits of an appraisal program?

1)For the Organization:

a) Improved organizational performance because the organization’s objectives and values have been effectively communicated. More cohesiveness, loyalty, and improved relationships between management and staff will also flow on.
b) Employees perform tasks better and more efficiently.
c) Identification and ideas for improvement.
d) Long-term expectations can be developed.
e) Identification of training and development needs.
f) Creation of a culture that seeks to continually improve and succeed.
g) Identification of employees with potential and career development plans made for future staff requirements.

2) For the appraiser:

a) Development of an overview of individual jobs and departments.
b) To be able to come up with ideas for improvement.
c) The linking of team and individual goals and targets to departmental and organizational goals.
d) The clarification of manager expectations of teams and individuals.
e) Re-prioritizing of targets.
f) A chance to form a more productive relationship with staff and to attain mutual trust and understanding.

3) For the person being appraised the benefits would be:

a) Improved motivation.
b) Improved job satisfaction.
c) A boosted feeling of personal value.





Q5. Write short notes on the following appraisal methods?

          Critical incident methods
With this method, the manager, or person assessing, focuses on critical or key employee behaviors that will decide if the job is being done effectively or not. The assessor will note what the employee does that is especially effective or ineffective. The focus should be on behaviors which are critical to working effectively and judging performance. a) Supervisors tend to not want to write reports daily or even weekly for every one of their subordinates because it is time consuming and burdensome for them. b) Critical incidents are not easy to measure so comparing and ranking of subordinates is difficult.

             Behaviorally anchored rating scales
These scales are a mix of major elements from the critical incident and graphic rating scale methods. The assessor must rate the employees based on certain points along a continuum. The points are examples of employees’ behavior on the given job and not general descriptions or traits.
 This method has several advantages, such as:
a) It tends to reduce rating errors.
b) It assesses behavior and not traits.
c) It makes it clear to the employee and the assessor which behaviors show good performance and which show bad performance.
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