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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. 
	Please insert your completed assignment ( in word format)  here:

1        i. What is Appraisal? 
Appraisal is an assessment that managers perform for every employee to evaluate their performance in the work place work ethic and character. 

                        ii. Outline the goals of an effective performance appraisal. 

The goals of an effective performance appraisal are identifying the achievements, goals and productivity of an employee. To help organization’s keep track if employees are working effectively, achieving organizations goals and if there are any issues. 

                     iii. Explain the steps involved in the appraisal process. 

The first step is to set up the standards which will be used as a base to compare actual performance of the employees. This requires setting the criteria to evaluate the performance of employees. In how they have or haven’t achieved their work goals and company objectives. 

Step two is to communicate clearly what the standards are so that employees understand what is expected of them. Managers should ask for feedback from employees this lets the manager know that the employee fully understands their role and what is required in the job role.

Step three it to measure the actual performance of employees this is done by stat reports, observing the employee while they work, oral reports and written reports. This information is measure on facts and findings.

Step four is to actual measure performance with company standards to make sure employees are following and achieving company standards. 

Step five is to arrange a sit down with employees to communicate and discuss their performance and help employees to understand the results of their appraisal in a positive and constructive manner. Helping the employee to know their strengths and weaknesses.

 The final step six is to put into action any measures that needs to be taken to ensure that employees achieves their goals whether it be training, coaching, counselling even promotion or wage rise. 


                  iv. What are the benefits of an appraisal programme?

The benefits of an appraisal programme are it helps employers and employees keep track of how they are performing. 
It helps to motivate and encourage employees to do better and achieve goals. 
It helps create a culture that employees want to improve and succeed.
it helps to create new ideas for improvements  
It lets managers see if any individual training or coaching needs to be put in place. 
The information can you used to monitor the success of recruitment and induction with an organization. 


                           v. Write short notes on the following appraisal methods: 
                   
                      a. Critical incident methods
Is where managers focus on key behaviors of employees. They monitor how an employee acts it considers their personality. Is the employee anxious, relaxed, calm or aggressive? Are the employee’s actions effective or ineffective while performing in their job role? Is the employee making the right decision or judgement while working? How the employee interacts with co works. This approach must all be recorded and notes or a check list on each employee on how well they perform within the job role are filed. This information is used to analyze employees and overall goals and achievements. This helps keep check of an employee and records a history of their overall behavior and performance in their job role.

[bookmark: _GoBack]                   b. Behaviorally anchored rating scales
This is a mixture of critical incident and graphic scale methods. Managers must rate employees based on certain points. The points are examples of employee’s behavior in their job role. this is rated best to least. The rating scale helps identify certain observable and measurable job behavior. To make this type of rating scale most effective each manager or supervisor should use the same criteria to rank each employee.



 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 several 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.

Agree areas for improvement.

By working through the performance management cycle and writing out visual performance assessments. This will give the new manager an insight into each employee and how they have performed within their job role. the new manager needs to sit down with each employee individually and do an appraisal. The main issues that needs to be addressed are staff morale, time keeping, work culture, training and development, sales and customer service.




This is performance and development plan and appraisal for the staff
Performance and development agreement and personal development plan
Name  
Job Title
Department
Line manager Manager Name 
 Job title
                        Performance and development Agreement 
	Objectives
	Performance Measures and action

	Training and Development of staff
Appraisals to be done for all staff
Reduce staff taking time off

Look as ways of increasing sales
Find out what the competitors are doing regarding sales and promotions
Look at ways of increasing staff morale  



	Start within 1 month
Start immediately
Get in control within 1 month will review in 1 month.
Start immediately will review in 1 month 
Start immediately will review in 1 month

Start immediately will review in 2 months

	Competencies
	 Agreed Actions

	Approachability
Customer focus
Drive for results
Learning on the fly
Functional and technical skill
Dealing with ambiguity
Personal learning
Directing others
Motivating others
Hiring and staffing

	These are the competencies that are required for a manager. Work through these and read up on FYI. To help with these skills. Will review in 3 months




                                       Personal Development Plan
	Development needs
Attend training course on training and coaching staff 




	How it is to be met
Attend a five day course on coaching & development
	Action by whom
     Manager
	Target date 
12 Dec 2018



                             Performance and development Review
	Objectives
	  Achievements

	Have the knowledge to mentor staff.
Help staff achieve goals and targets


	Will help reduce training cost
Help staff morale

	Competencies
	Actions taken

	Building effective teams
Managerial courage
Process management




	Team building day
Implementing new procedures
Writing reports and analysis

	Development needs
	Action taken

	Understanding of company procedures and policies.
Knowledge of employment law




	Managers meeting at head office 

one day course on employment law updates

	Comments by line manager Manager




Signed                                                              Date

	Comments by employee




Signed                                                              Date 




                                           Employee Appraisal Form
Employee Name
Job Role
Department
Date
	      Attributes
	    Above Average
	        Average
	Below Average

	Attitude to job
	
	
	

	Communication
	
	
	

	Is a team player
	
	
	

	Problem solving
	
	
	

	Takes initiative
	
	
	

	Customer Service
	
	
	

	Time Keeping
	
	
	

	Honesty
	
	
	

	Appearance 
	
	
	

	Technical skills
	
	
	

	Attendance
	
	
	

	Creativity
	
	
	

	Productivity
	
	
	




Please provide comments on why you have rated each Attributes






Date
Employee signature
Managers signature

	
	Comments

	 Describe employee’s strengths
	

	Describe employee’s weakness
	

	Describe employee’s attitude to work
	

	Describe employee’s customer service
	

	
	

	
	



	
	      Yes
	    No
	Comments

	Employee work well with co workers
	
	
	



	Employee is well liked by co workers
	
	
	



	Employee has in depth knowledge of their job role
	
	
	



	Employee needs minimum supervision in their job role
	
	
	



	Aspects of job that’s needs improvement
	
	
	





 Date
Employee signature
Manager signature
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