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I. What is appraisal?

Appraisal is the systematic evaluation of the performance of employees and to understand the abilities of a person for further growth and development. Appraisal is generally done in systematic ways in which the supervisors measure the pay of the employees and compare it with the targets and plans, analyses the factors behind work of employees and employers are in position to guide the employees for a better performance



II. Outline the goals of an effective performance appraisal.

· Strengths & development need - Employees must be involved in the evaluation and development process.

· Supervisors need to perform appraisals with the constructive and helpful attitude.

· Realistic goals must be mutually set.

· Performance feedback - Supervisors must have clear knowledge and understanding of the employee job and performance.

III. Explain the steps involved in the appraisal process.

· Setting the Performance Standards -The first step in the performance appraisal process is the setting of standards of performance expected from the employees. The standards set should be the line with the objectives and the mission of the organization. Further the standard set must be realistic and attainable. If unrealistic and unattainable standards are set, it will demotivate and demoralize the employee. Hence care should be taken while setting the standards.

· Communicating the Performance Standard to the Employees - It is not enough if just the standards are fixed. The expected level of performance should be communicated to the employees so that they are all well aware of what is expected of them.

· Measuring the Actual Performance - This is a crucial step in the performance appraisal process. Here the actual performances are measured. There are various methods of measuring the performance.

· Comparing the Actual with the Standard Performance - Once the standard levels of performance are set and the actual performances are measured, the next step will be the comparison of the actual with the standard performance. This comparison will enable the determination of the gap between the actual and the expected performance; such gaps can be bridged through training and development.

· Providing Feedback - The performance appraisal process does not end with mere evaluation of the performance. It is essential to provide feedback to the employees on their performance. This will help the employees to identify the weak areas and initiate actions to overcome them. Such feedback motivates them to perform better in future by avoiding the repetition of the same mistakes.

· Initiating Corrective Actions - When a gap is found between the actual and the expected level of performance, corrective actions should be undertaken. By analyzing the reason for a gap, proper action should be taken so that the gap is bridged. When the actual and the standard performance match there is no need for any corrective action.

IV. What are the benefits of an appraisal programme?

· Improving Communication 

· Providing a Career Path.

· Encouraging Good Work and Improvement.

· Improving Decision-Making Ability 

· Development of an overview of individual jobs and department.

· Creation of a culture that seeks to continually improve and succeed

· The clarification of manager expectations of teams and individuals.

· Chance to form a more productive relationship with staff and to attain mutual trust and understanding.



V. Write short notes on the following appraisal methods:

a. Critical incident methods

The critical incident method of performance appraisal involved identifying and describing specific events (or incidents) where the employee did something really well or something that needs improvement. It's a technique based on the description of the event, and does not rely on the assignment of ratings or rankings, although it is occasionally coupled with a ratings type system. It requires more than ticking off things on a form -- Manager must actually write things out. On the other hand critical incidents can be exceedingly useful in helping employees improve since the information in them is more detailed a specific than in methods that involve rating employees. Managers encourage employees to record their own critical incidents (where the employee excelled, situations that did not go well). That's an interesting variation that places more responsibility with the employee, and also does not require the manager to have been present when the incident occurred. Critical incidents are not easy to measure so comparing and ranking of subordinates is difficult

b. Behaviorally - anchored rating scales

Behaviorally Anchored Rating Scale (BARS) is a scale used to rate the performance of employees. It is an appraisal mechanism that seeks to combine the benefits of narratives, critical incidents and quantified ratings by anchoring a quantified scale with specific narratives of performance ranging from good, satisfactory and poor performance. BARS is designed to bring the benefits of both quantitative and qualitative data to employee appraisal process. It compares an individual’s performance against specific examples of behavior that are tied to numerical ratings of 5 to 9.BARS is usually represented as a vertical rating graph. However it tends to reduce rating errors assesses behavior and not traits and makes it clear to the employer and the assessor which behaviors show good performance and show bad performance.



Case Study



Target /objectives for the forthcoming period

Period from August 2017 – July 2018

 Objectives:

· Review the employee’s jobs description to determine if it reflects the work that the employee is currently doing. 

· Identify and review the links between the employee’s job description, his or her work plan, and the organization’s goals, objectives and strategic plan. 

· Develop a work plan that outlines the tasks or deliverables to be completed, the expected results and the measures and standards that will be used to evaluate performance. 

· Identify critical areas that will be key performance objectives for the year. The choice of areas may be determined by the organization’s strategic plan, by the employee’s desire to improve outcomes in a certain part of his or her job or by a need to emphasize a particular aspect of the job. 

· Identify training objectives that will help the employee grow his or her skills, knowledge and competencies related to the work. 

· Design new objectives for a new company image

Targets: 

· Identifies the causes of problems and finds the necessary resources and information to resolve them -  DEC 2017

· Uses experience to recognize immediate problems and issues -  DEC 2017

· Breaks problems down into lists of tasks, issues or activities  - AUG2017

· Revises priorities based on changing needs or new requests -  SEP 2017

· Plans and leads meetings to ensure that issues are discussed and agendas are followed -  DEC 2017

· Recommends changes in work methods to improve performance within the company - Dec 2017

· Solicits the opinions, ideas, and recommendations of others in improving the work situation DEC 2017

· Provide employees with ongoing monitoring and feedback on performance.  AUG 2017

· Provide support (training, coaching, etc.) and adequate time for improvement when performance problems are identified - JUNE 2018

· Encourage employees to share their thoughts and suggestions. Be open-minded and look for opportunities for improvement. AUG 2017

· Set a new sales strategy to attract clients - SEP 2017

· Set up a new company image to remain the 1st on the market DEC 2017
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