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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. 
	Q1: What is Appraisal?
is an assessment or judgment of characteristics of people.
Appraisals are vital for administrative decision makers.These include decisions about salaries, training,and transfers.

Q2: Outline the goals of an effective performance appraisal?

1-Realistic goals must be mutually set.
 2- Employees must be involved in the evaluation and development process.
3- Supervisors must have clear knowledge and understanding of the employee’s job.
4-Supervisors need to perform appraisals 
with a constructive and helpful attitude.

Q3: Explain the steps involved in the appraisal process?

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 .

2-The expectations should be communicated clearly after the performance standards are established. The employees can’t simply guess what is expected of them  A manager simply transferring information to subordinates is not necessarily communication. The information conveyed must be received and understood as well. To make sure this is the case it is necessary to have feedback.

3- an appraisal process is a measurement of performance. It is necessary to get information about a particular performance. also it’s 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. The criteria that is used to measure, must represent performance as mentioned in the first two steps of the appraisal process.

4-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-organisations must have a process of corrective action whenever needed. This can be done in two ways :
1-immediate action that deals with the symptoms 
2-identify the causes. 
This step is where the issues or problems identified are adjusted permanently.

Q4: What are the benefits of an appraisal programme?

1- To be able to come up with ideas for improvement.

2- Development of an overview of individual jobs and departments.

3-The clarification of manager expectations of teams and individuals.
4-The linking of team and individual goals and targets to departmental and organizational goals.
5- Re-prioritizing of targets.

Q5: Write short notes on the following appraisal methods: 
a) Critical incident methods
b) Behaviorally anchored rating scales

critical Incident Method:
With this method, the manager, or person assessing, focuses on critical employee behaviours that will decide if the job is being done effectively or not.
The focus should be on behaviours which are critical to working effectively and judging performance. 
There are some negatives :
a) Supervisors tend to not want to write reports daily or even weekly for every one of their subordinates.
b) Critical incidents are not easy to measure so comparing and ranking of subordinates is difficult.

Behaviourally Anchored Rating Scales:
These scales are a mix of major elements from the critical incident and graphic rating scale methods. 
This method has several advantages 
a) It tends to reduce rating errors.
b) It assesses behaviour and not traits.
c) It makes it clear to the employee and the assessor.
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