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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. 
	Please insert your completed assignment ( in word format)  here:


1)
Performance management is a process of managing people. It consists of two main elements – goal setting and performance assessments or reviews. The goals that are set are based on the company's specific objectives or areas they want to improve on such as; productivity, other relevant industry or company KPI’s, attendance, general behaviour or anything else. Assessments or reviews then take place with employees. 
Performance reviews can take place as often as a company require but they are usually every 6 or 12 months. In the initial meeting of an employee and a performance manager they would not have any information in relation to the employee's performance so you would explain what is expected of them and begin to monitor the relevant processes they do in their role. 6 or 12 months later they would have their first performance review. 
You need to weigh up the balance between what goals were set at the previous review with what has been achieved in the relevant assessment period. If they have achieved what was asked of them you can set further goals, if they have not been achieved you need to find out why and revise the previous goals. 
Performance management is about continuous improvement and development. Elements include training, coaching, well-being, creating trust and anything that enables an individual to improve performance.

2)
Performance appraisals are a regular way to review an employee's performance. They are used to assess the quality of work or amount of work an individual does. It is also used to identify what areas they need to improve on, what training or new skills might be needed in order for an individual to do their job with competence, for legal compliance, if they deserved/wanted a promotion. It should be a fair way of monitoring and measuring an employee's performance to create a personal development plan. It evaluates an employee's overall contribution to the company. Information is used to come to the decision of where an employee is or if they have achieved what was required, is often collected from different departments and different managers who have a working relationship with the employee.  

3)
The error that is most often made in performance appraisals is stereotyping. People can come to the wrong conclusion for a number of reasons including -
Leniency and stringency. You could be too lenient so that almost everyone passes or too stringent so that barely anyone passes. 

The halo/horn effect. This is when you rate someone based on your own personal view of them rather than using measurable ways relating to their work. The halo effect is when you think someone is attractive, a friend, when you admire or like them for another reason. The horn effect is the opposite – when you don’t like someone and rate them on personal views that you have of them rather than their actual performance.

Central tendency. This is when you rate the majority of employee's average. This could be because there is no previous performance report to compare the current one with, no set benchmark or uniform way or system in place to measure against. It could also be because you (as the assessor) don’t want to have to explain yourself to your manager/boss, stakeholder or HR department so to avoid this don’t make anyone stand out by being excessively good or bad (even if they deserve it). It could also be because the assessor is just lazy or not good at their job.

4)
A 360-performance review is a bigger more comprehensive evaluation process than a normal or standard assessment. A standard assessment would usually have only one person's opinion and data directly relating to the individual. A 360 report involves a much wider circle of people hence 360 (as in degrees of a circle). This can include anyone or anything that might be relevant to assessing someone, have information/data or an opinion on someone's performance. It is a more detailed look at an individual's performance with multiple opinions, information, specific KPI’s or figures relating to productivity reports or industry standard expectations to ensure a fairer assessment. You could use opinions or information from customers, colleagues, actual performance figures, managers/supervisors and peers. They are also asked to complete a self-assessment. One goal of this process is to identify if there is a gap between their self-appraisal and others people's perception of them.  This helps people who rate themselves harshly as it provides them with opinions of others so they can then give them self a break or make more effort accordingly. A 360 report is not usually needed at every assessment period 3 – 5 years is enough to get a broad picture unless it is required for another purpose like a pay rise or wanting to be put up for nomination for training or promotion.
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