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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. 
	1
I) An appraisal is an assessment or judgment of people’s characteristics and/or performance. In business, this is usually referred to as performance appraisal. It is useful for not only management/ company, but for the individual employee because it gives them an idea of their position within the organisation.  
II) The goals/ objectives of an effective performance appraisal are to review past performance, assess training needs, help individuals develop, auditing skills, setting future targets and identifying potential for promotion.
III) The steps of an appraisal process are as follows; start by setting performance standards, these should have developed from the job analysis/ description. Expectations should be communicated clearly after the standards are established. Communication is key, ensure employee understands what the actual expectations are in clear format. There then has to be a measurement of the performance itself. It could be observations, statistical, reports or verbal measures. The fourth step would be to compare the performance against the standard. Finally, corrective actions must be in place by the organisation wherever needed. The causes should be identified as well as solutions to deal with the symptoms. 
IV) There is an endless list of benefits for conducting appraisals. The key ones for me are; improved organizational performance and culture, employees’ performance and efficiency, career development strategy/vision, ideas for improvements and a chance for employee and employer to attain mutual trust and understanding. 
V) A) Critical Incident Method is an appraisal method that allows the manager to focus on critical or key employee behaviours that will decide whether the job is being done effectively or not. It is more specifically related to the job therefore more valid some may say. There are however some drawbacks, managers do not like spending time writing reports on employees as it is time consuming. B) Behaviourally- anchored rating scales are a mix of elements from the critical incident and graphic rating scale methods. The assessor/ manager must rate employees based on certain points along a continuum. Behavioural examples are then interpreted into appropriate performance dimensions. This method assesses behaviour rather than traits, it also shows the employee which behaviour shows good performance and which one bad. 

 Case Study 

As well as the fundamental core objective in an appraisal, it will be vital to have absenteeism as a topic, seeing as though employees decide not to show up regularly. Staff turnover needs to be on the agenda, which will link to the moral of the team. And finally LFL sales and marketing to discuss ways to stop the falling of profits. 
Performance objectives need to be ‘SMART’. The new manager needs to address absenteeism and therefore one of the objectives on his appraisal would be ‘reduction in absenteeism’, this can be measured by the number of staff not showing up per week. A significant decrease needs to be proven and maximum 2.5% of workforce over a given month. The timescale for this should be 3-6 months review. The same format can be applied to staff turnover. In effect fixing these issues will illustrate that staff moral is on the rise. The LFL/ past sales performance is simply a measure of the sites GPC, the timescale for this should be 6-9 months. 
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