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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. 
	Managing Performance

1. What is Appraisal? 

Appraisal – noun - an act of assessing something or someone.

An appraisal is a discussion between the employee and employer which assess negative and positive feedback for the employee. An appraisal is not disciplinary, it is a two way conversation.

During an appraisal job performance is discussed – again this could be negative or positive – setting targets and reviewing previous targets and how to achieve them. 

Salaries and promotions (identifying the potential for promotion) are also discussed.

Appraisals are important ask its for feedback for both parties – as they are confidential it makes it easier for the appraiser and the person being appraised to speak more freely.

When targets are set they are discussed in the appraisal with a completion date.
2. Outline the goals of an effective performance appraisal. 
Appraisals have benefits for appraiser, the company and the person being appraised.

The company benefits from performances appreciates as  values and objectives are discussed, targets can be set, long term expectations can be developed. This includes identifying training and development needs, ideas for development and career plans for future requirements.

The benefits for the appraiser are as follows:-

· Overview of individual jobs and departments

· Creating individual targets to achieve a team/departmental goals.

· Discussing new ideas for improvement

· Prioritising of targets.

For the person being appraised the benefits would be:-

· Job satisfaction

· Personal value/motivation

· Confidence boost

· Trust and communication towards management

· Promotes team work

When a appraisal has been done correctly staff morale will be positive as a more productive relationship, trust and understanding has been formed. 
3. Explain the steps involved in the appraisal process. 

When organising an appraisals there are important steps that need to be followed:-

· A date for the appraisal needs to set up in advance to give chance for the person being appraised to make notes with what they would like to discuss. (how they met the previous targets and examples of this) – This also gives the appraiser time to gather all the relevant information.
When setting it up the appraisal it needs to be made clear this this is not a disciplinary. A time and locations needs to be advise and a rough estimate of how long the appraisal will take.
A self assessment form must be sent prior to the appraisal
· The appraisal needs to take place in a room, where there would be no distractions  or interruptions and would be private.

· Note down the issues to be address (previous appraisal targets, performance, problems & achievements)

· Greet the person being appraised – have a general talk to put the agent at ease. - Explain what the process, what will be discussed.

· Discuss objectives and demands, it is important the agent discuss their strengths and weaknesses.

· Objectives – Have the previous ones been met & creating future targets with completion dates. (while identifying and discussing development needs.)

· Summarise what has been discussed – recap targets

 It is important throughout the appraisal that open/ probing questions are asked and that the appraiser has chance to have their say  (e.g. what do they think their weaknesses are and what can they do change it to a strength?)– and that there a positives swell as negatives - Always start and end on a positive note where possible.

Throughout the appraisal it is important that all criticism is constructive and not personal. The most important skill for an appraiser to have is listening skills – this is vital.

Once the appraisal has been completed a copy will be sent to the appraisers for them to review.

4. What are the benefits of an appraisal programme? 

Appraisals have numerous benefits for the company, appraiser and the person being appraised.

Please see the benefits below:-

· Ensuring individuals work to the best of their ability

· Developing individual potential and earning rewards

· Identifying training needs

· Staff morale – When agents are able to speak openly and freely – they begin to be more at ease – Setting reasonable targets gives the agents something to work towards

5. Write short notes on the following appraisal methods: 

 a) Critical incident methods

With this particular method it focus's on behaviours that will decide if the job is being done to  the best of the agents ability.

This is where behaviour is reviewed rather then personality traits -  for e.g. if the agent is being aggressive it does not express how the job is being done.

This methods should focus on critical traits that the agents brings to the company that has a positive effect. Citing different behaviour patterns the agents displayers is important  as it can show which traits are desirable and which need improvement.

:There are negatives which follows this method -one is time consuming, agents do not want to write daily/weekly reports, also it is not easily measured so comparing and rankings of subordinates can be difficult.

 b) Behaviourally anchored rating scales

Behaviourally anchored rating scales is a mix between critical incident and graphic rating scales methods, 

The agent is to assess certain points along continuum, the points are the agents behaviour on the job rather then general descriptions or traits.
This method identifies certain objectives and measurable job behaviour. This can be identified by asking the agent to give examples of effective and ineffective regarding performance. These are then interpreted into performance dimensions – objectives that are put into dimensions are kept. The last group of examples are put into a numerical scare to a level or performance that is seen to represent.

It is important the examples are viewed as having a high agreement on performance effectiveness by the assessor and are kept and used as anchors on performance dimension,

The above are results are behavioural description of how the employee anticipates, plans, performs and resolves problems, achieves orders and handles situations.

· Advantages of these methods are:

· Reducing rating errors

· Assess behaviour rather then traits
· Clear behavioural goals that show good and bad performance.
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