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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. 
	i.What is Appraisal? 
Appraisal is an assessment or judgement of people’s characteristics and /or performance. In a business this is usually referred to as performance appraisal. This is where anything positive or negative of the employee can be identified.
ii. Outline the goals of an effective performance appraisal.
Reviewing past performance
Assessing training needs
Helping individuals develop
Auditing skills within the organisation
Setting target for future performance
Identifying potential for promotion

 iii. Explain the steps involved in the appraisal process.
1) Appraisal starts by setting performance standards. These should have developed from job analysis and job description. The standards for performance must be clear and objective enough to be understood and measured.
2) The expectations should be communicated clearly after the performance standards are established.
3) The third step in an appraisal is the measurement of performance. There are four main sources of information that manager use to measure performance: observation, statistical reports, verbal reports and written reports. Rather than how something is measured, it I s what is measured that is important. If the wrong criteria are hosen as a measure, serious dysfunctional consequences could result. The criteria that are used to measure must represent performance, as mentioned in the first two steps.
4) Compare performance with standards. This step is necessary to identify any deviations between the standard performance and the actual performance.
5) Finally, organisations must have a process of corrective action whenever needed.
 iv. What are the benefits of an appraisal programme? 
There are three benefits of a performance appraisal which are for the organisation, for the appraiser and for the person being appraised.
For the organisation:
· Improve organisational performance
· Employees perform tasks better and more efficiently
· Identification and ideas to improve
· Long-term expectation can be developed
· Identification of training and development needs
· Creation of a culture that seeks to continually improve and succeed
· Identification of employees with potential and career development plans made for future staff requirements.
Appraiser:
· Development of an overview of individual jobs and departments
· Ability to come up with ideas for improvement
· Linking of team and individual goals, targets to departmental and organisational goals
· Re-prioritising targets
· A chance to perform a more productive relationship with staff ad to attain mutual trust and understanding

Person being appraised:
· Improved motivation
· Improved job satisfaction
· A boosted feeling of personal value
v. Write short notes on the following appraisal methods:
 a. Critical incident methods 
this method is to focus on critical or key employee behaviours that will decide whether the job is being done effectively or not. The assessor will make notes on what the employee does that is effective or ineffective. 

b. Behaviourally - anchored rating
These scales are a mix of major elements from the critical incident and graphic rating scale methods. Behaviourally anchored rating scales identify certain observable and measurable types of job behaviour. 
This method has several advantages: 
· It tends to reduce rating errors
· It assesses behaviour rather than traits
· It makes it clear to the employee and the assessor which behaviours show good performance, and which show bad performance










Case Study 

 You are a regional manager of a chain of stores, which sells computer equipment and accessories, mainly, based out of town in retail parks. A new manager has been appointed to one of the stores, which employ 20 staff. This store is currently experiencing a number of challenges which John wants the new manager to address. Among these are the following: 

 A growing absence problem among the store’s staff
  Deterioration in staff morale, largely due to unpopularity of the previous manager, who left suddenly a month ago
  Sales have been falling since a rival have opened a store on the same site. 

The company has a formal appraisal process for all staff but the previous manager is known to have neglected this area. Based on the above issues, select which you think are the most appropriate objectives to be included in an annual performance management plan, and compile a suitable set of performance objectives for your newly appointed manager, complete with measures and time scale.

The 5 objectives I would use are:
1. Planning and Expectation Setting – Goals must be set which means those goals will be evaluated must be made clear and a specific time frame must be outlined and then adhered to.

2. Monitoring – Once you have monitored your employee for a specific period of time and through a number of ways, you will need to encourage further improvement and development. 


3. Development and Improvement –  If an employee is on target to meet his or her goals, the shrewd and effective performance manager will not stop there, but encourage ways in which to help the employee exceed and go beyond their indicated goal. Successful performance management always strives for more and we can help to show you how to find further ways of stretching the capacity and potential of your employees.

Periodic Rating - It is important to avoid waiting until judgement day when working on strengthening your performance management system.
You will have outlined your cut-off point for reaching the goals that you set, but in the interim period it is essential that you provide some kind of feedback or rating to help your employee realize whether or not they are on track in terms of meeting that future goal.
Some employees see their development clearer than others. Some employees don’t realize until the last minute that they are not going to achieve what they have been asked to achieve. They over estimate their capabilities and do not plan ahead. This is why the successful performance manager learns to provide periodic ratings in between the setting of the goal and the evaluation of that target.

4. Rewards and Compensation - In some ways, the rewards and compensation stage is the most important element of all when looking for performance management success. Because if you want a good employee to continue to achieve and develop, they need to feel recognized and appreciated; there needs to be some kind of end to encourage the next round of triumphs.
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