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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. 
	
1. What is Appraisal? 
An appraisal is an assessment or judgement of characteristics and/or performances of people. The whole process it is based on an evaluation of the work and the employees character, the worth of the employee can be identified, analyzing positive and negative points, strengths and weaknesses of each employee. 
The appraisals are vital for administrative decision makers, decision about selection, salaries, training, promotion and transfers, etc.

2. Outline the goals of an effective performance appraisal. 
-Reviewing past performance
-Assessing training needs
-Helping individuals develop
-Auditing skills within the organization
-Setting targets for future performance
-Identifying potential for promotion
  
3. Explain the steps involved in the appraisal process. 
The first step in the appraisal process is the setting of performance standards, including g job analysis and job description. The standards must be velar and objective enough to be understood and measured. Also the managers can communicate their own expectations to the employees and assess their performance against these already established standards. 

The second step is the communication of the expectations to the employees, as soon as the performance standards are established. The communication is a two-way process and must me clear and well understood. To make sure this scenario, it will be necessary to have a feedback.

The third step it is the measurement of the performance. During this step it´s important to get the right information about what you are measuring and how you are going to measure it. To achieve the correct information, we can use four main sources to measure performance: observation, statistical reports, verbal reports and written reports. This is very important because if you do not choose the right criteria, the results will be useless. 

The fourth step is the comparison between the standards and the performance. An accurate appraisal can be a challenge for the manager as well as getting the employee to accept the appraisal in a positive manner. This is very important because the employee performance could be in danger if all the positive or negative points in the appraisal are not taken in a constructive way. Keep the employee motivated and with a good attitude is very important.

Finally, the organization must start to act where needed. There are two ways:
1. Immediate action that deals with the issue, meaning to put in place a solution for weak point or problem.
2. Identify the cause. Meaning that the organization identified the issue or problem but is just fixed temporary, the organization needs to discover how and why performance digressed and what can be done to make sure it will not happen again putting in place a final solution.


4. What are the benefits of an appraisal programme? 
The benefits can be classified in three ways:
1. For the organization:
-Improved organisational performance because the organizations standards and objectives have been well communicated between all the departments.
- Better efficiency  
- New ideas for improvement
- Long-term expectation can be developed
- Creation of a culture that seek to continually improve
- Identification of employees with potential and career development plans for new talents. 
             2. For the appraiser:
                    - Development of an overview of individual jobs and departments
                    - Coming up with new ideas 	
                    - The clarification of manager expectations of teams and individual
                    - Understanding of the relation between individual goals, team goals and                organisational goals.
                    - Make a better relationship with the staff
              3. For the person being appraised:
                    - Better motivation
                    - Better understanding of the Manager expectations
                    - Better understanding of the mission and vision of the company
                    - Improved job satisfaction
                    - A boosted feeling of personal value

5. Write short notes on the following appraisal methods: 
a) Critical incident methods
This method is focused in the behavior of the employees at work, seeing if the job it is properly done or where does the employee needs some improvements.
As manager or supervisor, your need to know that every and each employee is different, each behavior is different, then you need to be careful using this method. 

Saying that an employee is aggressive or relaxed, doesn´t express that the job is being done. You, as supervisor, need to be focus in weaknesses like, attention to details, time-management, body language of the employee at work, misunderstanding of the job tasks, shyness in front of the customers, etc. 
The negatives of this methods could be:
· The time that the supervisors need to create new memos or report of every one
· The behavior of each employee is different and the way that you as supervisor deals with that, sometimes could be difficult. 

      
b) Behaviorally anchored rating scales
This method requires an in-depth understanding of each position´s key tasks, along with an understanding of the full range of behaviors displayed by individual in carrying out such tasks. Your rate these behaviors for each employee, then you anchor each behavior to pints on a rating scale, which indicates whether the behavior is exceptional, excellent, fully competent unsatisfactory.
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For example, a human resources coordinator, one of his task is to complete status change notice, which update the personnel system changing the employee pay, position, tittle or personal data,
5-exeptional: accurately completes and submits all status change notice within an hour of request.
1-unsatisfactory: stays status change notice forms have been submitted when they haven´t
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