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Question 1
I. What is appraisal?
An appraisal is used to establish any issues that may be relevant to discuss between the employer and employee, its is a chance to identify any training needs, development issues and look at potential progress pathways for the employee.  
II. Outline the goal of an effective performance appraisal.
An effective appraisal will not only take on the needs of the business but also the needs of the employee, it will help give a clear career path for the employee to work through and also help achieve the gaols set out by the business.  Increasing the motivation of the member of staff will increase work rate and satisfactory working attitudes.  
III. Explain the steps involved in an appraisal process.
To begin the appraisal, process a date and time is to be booked in with the employee, this give ample and adequate time to prepare.
The employee will be asked to fill in an appraisal form to which they will look at training and development needs, what they would like to achieve, where they would like to see themselves within the company and if they have any issues, also what they feel there role is within the company and what they do in the job role now.
This is to be done before the appraisal takes place in order to determine whether the employee understands his or her role in the company and where they see themselves in the short and long term. 
The employer does a similar process in order discuss them both in the appraisal.
IV. What are the benefits of an appraisal program?
Increased motivation, job satisfaction, career goals, gain positive feedback and set targets and goals are all benefits of a solid appraisal program to then be reviewed 6-12 months.
V. Notes on appraisal methods:
a. Critical incident methods.
By using critical incident appraising you have to describe and review specific events or roles that the employee did well, this requires a more detailed description giving the employee more informed and specific feedback to work with.  Although it can be relatively time consuming for the appraiser it can help to look at how well an employee is in certain circumstances.
These types of methods can be noted down at the time of the event rather than at a later date or around the time of the review and should also be encouraged to be done by the employee.
b. Behaviourally – anchored rating methods.
BARS are usual used as a method to bring quotative and qualitive data to the appraisal process, measuring the way an employee is with customers, other members of staff or in situations.  Critical Incident Techniques are significant when documenting human behavioural performances.

 
Case Study

· Regional Manager of a new electronic store.
· New manager has been appointed
· Staff morale low due to unpopular previous manager
· Growing absence issue
· Sales falling since rival site has opened 
· Appraisal process been neglected
Select appropriate objectives for the new manager to address with time scales.

Objective One – All absences must complete a return to work interview within one week of return, this is to discuss issues surrounding absence, if its is a long- or short-term issue and how further support can be given.
To accompany this objective any absences are to be monitored, single days that are over the course of one month more than on two separate occasions are to be issued a management advice letter, further failure will be then issued verbal, written and final warning as seen.  

To be done immediately. 

Objective Two – Introduce reward systems to increase staff morale, employee of the month, top sales employee, most positive comments etc.
Have monthly staff meetings to discuss any issues and how they can be resolved.
Comments box for staff to have their input into the business and how they can help.
 
To be introduced within 6 months.

Objective Three – All staff to be appraised, and recorded.

To be done within the first Month

Objective Three – Sales targets to be looked at and given to the staff, all employees made aware of the targets, a monthly reward for targets that are met to all staff, marketing to be looked at by the way of social media, radio ads etc.

To be done within first 3 months.
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