Chapter 9 - PERFORMANCE APPRAISALS
Why Performance Management?

General Hiring Format


· Advertisement for position

· Evaluation of resumes

· Testing applicants:  math, spelling, writing, knowledge base

· Interviews: first, second & (possibly) third interviews

· Offer and acceptance

· Probationary period

· _______________ APPRAISALS

PURPOSE AND USE OF APPRAISAL – BROAD VIEW

· HR Planning

· Goal Setting and Achievement

· Training and Development

· Career Planning and Development

· Compensation Programs

· Internal Employee Relations

· Assessment of Employee Potential

What it is mostly “tied” to..
NARROW VIEW…

· _______________________________
· _______________________________
· _________________________________
· Evaluation where performance _________________________.

· ________________________________
Performance Appraisal

  Evaluating an __________________________________________________ relative to his or her performance standards.

Dealing with Common Appraisal Problems

· How to solve most issues:

· Job Descriptions

· Measurements of monthly, quarterly & yearly goals

· Concrete objectives and standards

· Avoiding “______________________” approach.

· Given feedback – both ______________________________
Dealing with Common Appraisal Problems

· How to solve most issues:

· Communication is __________________________________ to everyone.

· Disengaging the “________________________________” syndrome.

· Treating employees equally  

The Appraisal Feedback Interview

· Preparing for the appraisal interview

· Conducting the interview

· Gaining feedback from the employee

· Setting new goals _____________________.
Dealing with Common Appraisal Problems

· Unclear standards – Job descriptions are lacking

· Halo Effect –     “_____________”

· Leniency and strictness –______________evaluations

· Bias towards individual

OBJECTIVE vs. SUBJECTIVE

TAKE YOURSELF OUT OF IT!

Objective v. Subjective
Take yourself ___________ of the equation

· An _______________________________ typically defies interpretation: Either an employee was late five times or she wasn't, or he met his widgets-per-hour target or he didn't. For that reason, some employers use purely objective measures for employees who have repetitive or entry-level jobs--performance is a function of doing (or not doing) some specific action, or in meeting per-product or per-service productivity totals.

Performance Metrics


· A performance metric might include ______________________________________. This serves as a type of scorecard linked to specific performance goals and activities. Measurements can relate to financial, customer service, operational and innovation perspectives. For example, customer-based measurement might evaluate the ability to acquire or retain customers, while a financial-based measurement examines performance based on profits or increased returns on assets.

Critical Incident Diary (CID)
· A ____________________________________ (CID) should be kept at all times by employers, no matter what their station or position in the company.

· From a legal standpoint, a __________________________________________________!!!

· Benefits:

· Any disputed actions or inactions taken during a day

· Consistent reporting

· CYA of information

· Things to keep:

· Daily work schedule

Discussions/Conversations

· Phone calls


TIMES

· Discussions with Employees

· Important meetings



LEGAL ISSUES

Employment At-Will

Just Cause 

Constructive Discharge

Due Process

Privacy Issues

Contractual Rights

Employment-at-Will (EAW)

Sample Employment-at-Will Statement

Just Cause

· Just Cause

· __________________________________ for taking an employment-related action.

Constructive Discharge

· An employer deliberately makes working conditions intolerable for an employee in an attempt to get (to force) that employee to resign or quit.

· Could create a tort issue – civil wrong against an individual. Tort law deals with situations where a person's behaviour has ________________________________________________________________. 

Criteria for Just Cause and Due Process

Contractual Rights

Due Process

· _____________________________
· The means used for individuals to explain and defend their actions against charges or discipline.

· _____________________________
· Perceived fairness in the distribution of outcomes.

· ___________________________
· Perceived fairness of the process used to make decision about employees.

Balancing Employer Security Concerns
and Employee Rights

· Right to Privacy

· Defined in legal terms for individuals as the freedom from _________________________________________ intrusion into their personal affairs.

· Privacy Rights and HR Records:

· Access to personal information held by employer

· Response to unfavorable information in records

· Correction of erroneous information

· Notification when information is given to a third party

FIGURE 9–3
Sample Performance Rating Form (cont’d)

BARS – _______________________________________
· 1.  Critical _______________
· 2.  Performance ________________
· 3.  _____________________ incidents

· 4.  Scale of incidents

· 5.  Develop ____________________
The advantages of the BARS appraisal tool include ________________________________________________.

FIGURE 9–4
Portion of an Administrative Secretary’s Performance Appraisal Form Showing Task(s) to Appraise

FIGURE 9–5
Appraisal Form for Assessing Both Competencies and Specific Objectives

FIGURE 9–5
(continued)

FIGURE 9–5
(continued)

FIGURE 9–5
(continued)

FIGURE 9–6
Scale for Alternate Ranking of Appraisees

FIGURE 9–7
Ranking Employees by the Paired Comparison Method

FIGURE 9–8
Appraisal-Coaching
Worksheet

FIGURE 9–11
Performance
Contract

360-Degree Feedback
 Multi-source assessment

Note:  In 360-degree Feedback, information is provided by subordinates, peers, and supervisors. It also includes a self-assessment and, in some cases, feedback from external sources such as customers and suppliers or other interested stakeholders.


GOAL SETTING

SMART GOALS

· S__________________________
· M_________________________
· A__________________________
· R__________________________
· T__________________________
Stating Objectives:

· Objectives ___________________________________________________ during the next evaluation period.

Goals for improvement

· _________________________________________________, for example joining Toastmasters International, ASTD, Kiwanis, etc.

Stating Objectives:

· _____________________ expected

· Reasonable _____________________
· This should be put _____________________________________by the employee.

· The employee _________________________ of what they’ve signed.

FIGURE 9–12
Checklist During the
Appraisal Interview

Employee Handbooks

· Legal Review of Language

· Eliminate ____________________________ in wording.

· Use disclaimers disavowing handbook as a __________________.

· Keep handbook _____________________________.

· Readability

· Adjust reading level of handbook for intended audience of employees.

Employee Handbooks

· Use

· ___________________________________ handbook.

· Notify _____________________________ in the handbook.

· _______________________ and ______________________________ for progressive discipline

