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	1.

i. An appraisal is a systematic assessment or evaluation of individual traits and employee performance over a period of time, often referred to as a ‘performance’ appraisal (Brentwood Open Learning College, 2019). The human resources (HR) team nominate an appraiser who meets and reviews the employees’ performance, to reflect on the job role, key responsibilities and overall contribution to aid in the achievement of the organisations objectives (Ayres, 2017). Throughout this process the appraiser is able to identify the ‘worth’ of the individual, decide on future growth and development plans and to set targets. Strengths and weaknesses can be recognised and any achievements acknowledged and rewarded.
Appraisals are imperative in aiding decision makers to decide which individuals are eligible for remuneration increases, promotional or transfer opportunities, as well as training or career progression (Joseph, n.d.). It also allows the organisation to identify those individuals performing at, or exceeding the expectations of the business, as well as those who may require additional guidance to reach this level.
An appraisal is beneficial for the employee, giving them the ability to discuss opportunities for career development, as well as training and support needs. Successful appraisals result in motivated, enthusiastic employees and high rates of retention.
ii. An effective performance appraisal should have clearly defined goals in order to achieve a successful outcome and is a crucial factor in conducting organisational and employee assessments.
Appraisals give the organisation the opportunity to review past performance, identify and reward high achievers and to highlight the strengths and weaknesses of individuals (Brentwood Open Learning College, 2019). This allows for productive and proficient employees to be recognised and highligh aspects of the job where there are difficulties or inconsistencies. By indicating areas of limitations, the organisation can schedule training and increase the ‘worth’ of the human capital of the business, thus improving productivity, profitability and ensuring they remain competitive (Frost, n.d.). Appraisals give the organisation the opportunity to reiterate the mission statement and strategic vision for the business and assess the level at which the employees’ performance helps to achieve this goal (Brentwood Open Learning College, 2019).
One of the primary goals of the appraisal process is to encourage and ensure communication between employees and their managers to discuss workplace problems. This enables managers to gain a vital understanding of how employees feel about their job, responsibilities and subtleties of their role as well as giving employees the chance to give feedback and improve the functionality of the organisation (Frost, n.d.).
Besides giving employees the opportunity to set and achieve targets, appraisals also enable the organisation to grow through a comprehensive evaluation of the strengths and weaknesses of its workforce. Thus, allowing clear expectations to be set and attained, ensuring the organisation retains a talented, motivated and productive workforce (Brentwood Open Learning College, 2019). Maintaining and achieving high levels of productivity is essential to the organisation and ensuring this is a desired outcome of implementing a system of performance appraisals. Output is usually related to quantifiable results (Ingram, 2018).
Finally, appraisals give the organisation the opportunity to facilitate individual professional career progression and enable employees the ability to take on additional responsibilities. This can improve the reputation of the organisation, attract talent and ensure that the organisation retains a competitive advantage and external image as a forward-thinking firm, achieving high levels of employee satisfaction and low levels of turnover (Ingram, 2018).
iii. Following an appraisal process helps ensure a successful outcome and allows managers the opportunity to gauge performance against objective metrics. The appraisal system can be customised to individual organisations, however certain fundamental steps should be followed:
1. Establishing performance standards is the first step in the appraisal process and should be amended for each position within the organisation and tailored to the strategic vision for the company (Brentwood Open Learning College, 2019). These standards are determined upon individual job descriptions and employee handbooks, however they should be modifiable in relation to the fluctuating needs of the organisation (Leonard, 2018). The performance standards should be detailed and may include targets set by the organisation. It is essential that the organisation sets a culture of expectancy and ensures that this is universal for every employee (Duggan, n.d.).
2. It is essential that the expectations and performance standards are communicated clearly and concisely to employees. It is imperative that information obtained from the employee during the appraisal process is also noted and any requests for additional training or support are considered and, if appropriate, actioned. It is paramount that feedback is given during the appraisal (Brentwood Open Learning College, 2019).
3. The third step involves measuring the performance of the employee. It is good practice to set a clearly defined metrics system to record and review employee performance (Leonard, 2018). There are four primary data sources for gathering information on employee performance: observation, analytical information as well as oral and written reports (Brentwood Open Learning College, 2019). It is essential that organisations assess the correct criteria to gauge performance levels of the individual and review this against business success. 
4. The fourth stage in the appraisal process involves conducting a comparison of employee metrics to organisational or industry standards. This comparison will allow the organisation to understand if there is a deficit between current performance level and what is expected. Any gap can then be bridged through the implementation of a training or development programme (Kalpana, n.d.). It is critical that the appraisal process is deemed a positive one and any criticism or weaknesses that are highlighted are sensitively handled, thus ensuring motivation and retention within the organisation remain high (Brentwood Open Learning College, 2019).
5. The final stage in the appraisal process is to develop and initiate an action plan. It is vital that the information gathered during the appraisal is used to set bigger targets around key areas of success and identify areas where corrective action is required (Feldmann, 2017). Action can be taken in one of two ways: 1) instantaneous action to resolve issues – dealing with problems superficially or 2) identify the root of the problem and initiate a corrective process to permanently resolve the situation (Brentwood Open Learning College, 2019).

iv. The appraisal programme presents numerous advantages to the organisation, appraiser and the individual employee.  
As a result of implementing a system of regular appraisals the organisation may benefit from enhanced performance as a result of the strategic vision for the company being clearly defined and communicated. This results in smoother continuation of operations, improved employee retention and relations between individual employees and management (Brentwood Open Learning College, 2019). Appraisals often act to encourage employees to perform at a higher level and improve efficiency and productivity, thus instilling a culture of continual self-aspiration and desire to improve (Lotich, 2018). Motivation can be further improved if the organisation favours a metric-based remuneration system, where hard work and achievements are recognised and rewarded. Employee training needs’ can be identified at appraisals and the organisation can capitalise on the strengths of employees and address the weaknesses, thus ensuring they remain productive, profitable and retain a competitive advantage by securing a talented workforce (Ayres, 2017). Furthermore, appraisals ensure the development of future career progression and can improve employee motivation and satisfaction. 
The appraisal process requires the establishment of performance standards, creating a detailed overview of individual jobs and areas of the organisation (Brentwood Open Learning College, 2019). Appraisals also allow group and personal goals to be married with the overall vision for the organisation, thus identifying opportunities for improvements to be made and targets it be prioritised (Jospeh, n.d.). Appraisals further allow for an effective and constructive relationship to be established with all employees and their managers, based upon a foundation of mutual trust and understanding (Brentwood Open Learning College, 2019).
During the appraisal process the employee may explore the availability for career and personal development as well as promotional opportunities, resulting in high levels of motivation and job satisfaction (Mellinger, 2018). 
v. a) The critical incident method of appraisal is a technique whereby the appraiser observes and analyses certain employee behaviours in different situations to determine if the performance was effective or not (Brentwood Open Learning College, 2019). The appraiser documents the situation and notes the employees’ successes and/or failures in each incident (Seidel, 2019). The observations should be used to establish if the employees’ response and behaviours were conducive to productivity and achievement of the organisational objectives and are used in preparing the overall performance evaluation. The critical incident method of appraisals can be advantageous as it is a direct observation by the manager of a task-based situation and can improve the working relationship between employees and their manager, as well as allowing for feedback to be given and improvements made (Chinn, 2017)). This method does have the drawback of being time-consuming for managers to collate data and poses problems with the comparison of satisfactory and unsatisfactory responses, thus making it troublesome to rank employees (Lloyd, n.d.).
b) The behaviourally anchored rating scales (BARS) are a combination of vital elements from the critical incident and graphic rating scale methods (Brentwood Open Learning College, 2019). This system judges employees according to their performance and certain behavioural patterns, which are anchored to a numerical rating process. The BARS system requires a fundamental knowledge of individuals’ positions and the key competencies required, combined with an understanding of the behaviours associated with successful completion of these tasks. The assessor must then rank the behaviours for each employee and relate each response, or performance to a point on the numerical scale, which indicates the effectiveness of the performance (Lloyd, n.d.).
The data collated in the BARS method creates a behavioural narrative of how an employee forecasts, plans, executes, solves, responds to instructions or handles difficult situations (Brentwood Open Learning College, 2019). 
This method is easy to use and reduces inconsistencies in ratings whilst establishing a clear definition of successful employee performance as well as those behaviours that are deemed ineffective (Messmer, n.d.). Despite this, the BARS process is demanding of time and requires continual maintenance to ensure it remains relevant in the evolution of job roles (Lloyd, n.d.). 
Case Study 
The company should focus their appraisal objectives in the following areas: 
· Review and provide feedback of historical employee performances, to ensure output and continuity of operations remains competitive, in light of a rival company establishing in the vicinity
· Audit current skill set and address any deficiencies 
· To require punctuality and reward high levels of attendance
· To encourage a productive and enthusiastic attitude
· To improve communication, thus ensuring that any dissatisfaction or disharmony between employees, or from management level is identified and resolved
· To encourage creativity and personal growth
· To establish a clear and attainable plan for the future (Didomenico, 2018)
The newly appointed manager could use a variety of methods to improve performance, productivity, sales and financial stability within the firm. It is also essential that staff morale, satisfaction and enthusiasm is improved and maintained. 
· Create a succession plan, where the newly appointed manager ensures that both existing and freshly recruited employees are suitably trained to fulfill each individual role within the organisation (Brentwood Open Learning College, 2019). This system would enable the recruitment of talented and experienced individuals, as well as developing current competencies, knowledge and capabilities to ensure that they are ready to respond to fluctuations in the market, changes in technology or to retain the competitive advantage. It should be an ongoing process with the employees’ knowledge being assessed through a system of regular performance appraisals and questionnaires, to ensure understanding of the key objectives and how they relate to the overall strategic vision for the business. 
· Set a quarterly sales quota, with financial incentives or promotional opportunities for employees whose performance is deemed exceptional, or fundamental in the achievement of these. The establishment of these targets will reduce absenteeism as employees are motivated by remuneration or career development packages, as well as driving sales. 
· Establish and monitor a group project to market the computer equipment and accessories in a new and creative way over a three-month period. The newly appointed manager should set a budget and adhere to the time-scale to achieve this and will be able to monitor the success of the drive, in terms of the sales achieved (Spacey, 2017). 
· The manager should also consider setting objectives for personal employee growth and incorporate career related performance objectives based on educational progress that will aid the company in the achievement of its strategic vision. For example, an aspiring employee may be set a target for the completion of a set number of courses and assessments within a given period of time. The successful achievement of the coursework could result in promotional opportunities and financial benefits (Fontana, 2019). The encouragement of personal development can prove motivational to the employees and the increased level communication between the new manager and employee can aid in the development of a trusting, respectful and mutually beneficial relationship.
· It is also imperative that the new manager sets everyday tasks, alongside more futuristic plans for development. These should be detailed, concise and highly specific with time frames in which they should be achieved, for example: responding to all customer enquiries within 24 hours (Thompson, n.d.). This may be measured by using the BARS appraisal method, to rank response time and compare employees’ ability to achieve this target. High scoring employees could receive remuneration packages, thus encouraging employees to succeed and improving motivation in the workforce.
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