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Assignment 5: Managing Performance
1.Give short answers to the following questions: (20)

i. What is Appraisal? 
An appraisal is defined as “is an assessment or judgment of characteristics and/or performances of people.” (BOLC, P2). An appraisal can be used to evaluate an individual’s contribution to their work and identify areas of strength or weakness. 

ii. Outline the goals of an effective performance appraisal.

[bookmark: _GoBack]In order to design an ‘effective performance appraisal’ four goals must be implemented namely:
· Employees must be involved in the evaluation and development process
· Supervisors need to have a constructive and helpful attitude in the appraisal
· Goals must be mutually set and agreed
· Supervisors must have a clear knowledge and understanding of the employees’ job and performance.
Specific objectives of performance appraisal include:
· Reviewing past performance 
· Assessing training needs 
· Helping individuals develop 
· Auditing skills within the organisation
· Setting targets for future performance 
· Identifying potential for promotion
(BOLC, P3). 

 iii. Explain the steps involved in the appraisal process. 

The first step in the appraisal process is the ‘setting of performance standards’ based upon the job description and analysis of the role. The standards should be SMART, in that they are specific, measurable, achievable, realistic and completed in a set time
Secondly the expectations should be communicated clearly after the performance standards are established. The expectation of the manager should be clear and understood by the employee, to enable their performance to be assessed against the indicators.

The third step of the process is measurement of performance, utilizing observation, statistical reports, verbal reports and written reports to contribute to a comprehensive understanding of performance.

The next step is to compare the performance of the employee with the objective or standards set for them, including both positive and negative feedback to provide a balanced and objective assessment.

Finally, the process should consider any corrective action required in response to any problems of gaps in performance that have been identified by the appraisal process, both to facilitate any immediate action that is required and to provide longer term corrective action to ensure the problems do not arise again. 
(BOLC, P4). 

iv. What are the benefits of an appraisal program? 

An effective appraisal program can bring benefits to the organization, appraiser and also to the person being appraised. 

Benefits to the organization can include improved performance and enhanced team cohesiveness and improved relations between staff and management; increased quality and effectiveness, the development of long-term expectations and ideas for improvement, identification of training needs and identification of staff with potential for career development; and creation of a culture that ‘seeks continual improvement.’ 

The benefits to the appraiser include increased overview of both individual staff and their wider department, generation of ideas for improvement, the integration of individual and team target with the organizations goals; clarification of the management’s expectations of staff, a re-prioritization of targets and the development of improved relations between staff and management.

Finally benefits to the appraisee include improved motivation and job satisfaction and enhanced sense of personal value in the organisation. 

v. Write short notes on the following appraisal methods: 

a. Critical incident methods

The ‘Critical Incident Method’ determines if a job is being undertaken effectively by focusing on ‘critical or key behaviours; the focus being upon the behaviour itself rather than ‘obscure personality traits.’ This approach is helpful to showing employees which behaviours are helpful or desirable.  



 b. Behaviourally anchored rating scales 

This approach combines critical incident and graphic rating scale to rate employee’s behaviour on given jobs based on certain points of a continuum to identify observable and measurable job-related behaviours based on clear examples of effective and ineffective behaviours. 
(BOLC, P7)

Case Study (10)

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 timescale.

In setting performance objectives for the new manager, I would set clear measurable objectives to address the three identified problems of staff absence, decreasing staff morale and falling sales levels.

The objectives will follow the SMART format, detailing that they are Specific, Measurable, Achievable, Relevant and Timely. 

1. Staff Absences:
To reduce staff absences due to sickness at the Anytime Store by 20% over the next six months; progress to be reviewed every 3 months. Attainment of this target to be assessed using statistical data from the Human Resources department.

2. Decreasing Staff Morale:
To implement a system of 360-degree feedback to assess levels of staff morale, benchmarking current staff morale, seeking to increase morale by 30 % over the next 12 months.

3. Increase sales:
To set all staff a target of increasing sales by 10% each month; to be reviewed every 3 months. 

Bibliography:
ARMSTRONG, M. (2003) Human Resource Management Practice. Kogan-Page. London
BOLC, (2019) Unit 2 Course Book Introduction to Human Resources Management. BOLC. 
Wilton, N. (2013) An Introduction to Human Resource Management. Sage. London. 





Student Statement:
By submitting this assignment, I confirm that this is my own work.

	Student Signature
	Lynn Rees 
	Date
	07.08.19


For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




