
UNIT-5

PERFORMANCEAPPRAISAL

MEANING
Performanceappraisalisasystematicevaluationoftheemployee’spresentjob

capabilitiesandalsohispotentialforgrowthanddevelopmentbyhissuperiors.Itcanbe
eitherinformalorformal.

DEFINITION
“Performanceappraisalisasystematic,periodicandsofarashumanlypossible,the

impartialratingofanemployee’sexcellenceinmatterspertainingtohispresentjobandto
hispotentialitiesforabetterjob”

—EdwinB,Flippo

objectivesofemployeeperformanceappraisal:

i.Toidentifyemployeeweaknessesandstrengths;
ii.Toidentifyandmeettrainingneedsandaspirations;
iii.Togeneratesignificant,relevantandvalidinformationabout
employee;
iv.Toprovideinputstoincrementsofrewards,transfers,promotion
andsalaryadministration.
v.Tohelpinimprovingemployee’sperformanceifheisnotfound
tobesuitableduringthereviewperiod;
vi.Tocreateadesirablecultureandtraditionintheorganisation;
vii.Tohelpinplanningcareerdevelopmentandhumanresources
planningbasedonpotentialities.

METHODSOFPERFORMANCEAPPRAISAL



TRADITIONALMETHODS:

RANKINGMETHOD:

Itistheoldestandsimplestformalsystematicmethodofperformanceappraisalinwhich

employeeiscomparedwithallothersforthepurposeofplacingorderofworth.The

employeesarerankedfrom thehighesttothelowestorfrom thebesttotheworst.

limitationsofperformanceappraisalmethodarethat:

(i)Itdoesnottellthathowmuchbetterorworseoneisthananother,

(ii)Thetaskofrankingindividualsisdifficultwhenalargenumberofemployeesarerated,

and

(iii)Itisverydifficulttocompareoneindividualwithothershavingvaryingbehaviouraltraits.

Toremedythesedefects,thepairedcomparisonmethodofperfor¬manceappraisalhas

beenevolved.

PAIREDCOMPARISON:

Inthismethod,eachemployeeiscomparedwithotheremployeesonone-onone

basis,usuallybasedononetraitonly.Theraterisprovidedwithabunchofslipseach

coiningpairofnames,theraterputsatickmarkagainsttheemployeewhom heinsidersthe

betterofthetwo.Thenumberoftimesthisemployeeiscomparedasbetterwithothers

determineshisorherfinalranking.

GRADINGMETHOD:

Inthismethod,certaincategoriesofworthareestablishedinadvanceandcarefully

defined.Therecanbethreecategoriesestablishedforemployees:outstanding,satisfactory

and unsatisfactory.There can be more than three grades.Employee performance is

comparedwithgradedefinitions.Theemployeeis,then,allocatedtothegradethatbest

describeshisorherperfor¬mance.

FORCEDDISTRIBUTIONMETHOD:

ThismethodwasevolvedbyTiffentoeliminatethecentraltendencyofratingmost



oftheemployeesatahigherendofthescale.Themethodassumesthatemployees’

performancelevelconfirmstoanormalstatisticaldistributioni.e.,10,20,40,20and10per

cent.Thisisusefulforratingalargenumberofemployees’jobperformanceandpromo

ability.Ittendstoeliminateorreducebias.

FORCED-CHOICEMETHOD:

Theforced-choicemethodisdevelopedbyJ.P.Guilford.Itcontainsaseriesof

groupsofstatements,andraterrateshoweffectivelyastatementdescribeseachindividual

beingevaluated.Commonmethodofforced-choicemethodcontainstwostatements,both

positiveandnegative.

CHECK-LISTMETHOD:

Thebasicpurposeofutilizingcheck-listmethodistoeasetheevaluationburden

upontherater.Inthismethod,aseriesofstatements,i.e.,questionswiththeiranswersin

‘yes’or‘no’arepreparedbytheHRdepartment..Thecheck-listis,then,presentedtothe

ratertotickappropriateanswersrelevanttotheappraisee.Eachquestioncarriesaweight-

ageinrelationshiptotheirimportance.Whenthecheck-listiscompleted,itissenttotheHR

departmenttopreparethefinalscoresforallappraisesbasedonallquestions

CRITICALINCIDENTSMETHOD:

In thismethod,theraterfocuseshisorherattention on thosekeyorcritical

behavioursthatmakethedifferencebetweenperformingajobinanoteworthymanner

(effectivelyorineffectively).Therearethreestepsinvolvedinappraisingemployeesusing

thismethod.

 First,alistofnoteworthy(goodorbad)on-the-jobbehaviourofspecific

incidentsisprepared.

 Second,a group ofexperts then assigns weightage orscore to these

incidents,dependingupontheirdegreeofdesirabilitytoperform ajob.

 Third,finallyacheck-listindicatingincidentsthatdescribeworkersas“good”



or“bad”isconstructed.Then,thecheck-listisgiventotheraterforevaluating

theworkers.

GRAPHICRATINGSCALEMETHOD:

Thegraphicratingscaleisoneofthemostpopularandsimplesttechniquesfor

appraisingperformance.Itisalsoknownaslinearratingscale.Inthismethod,theprinted

appraisalform isusedtoappraiseeachemployee.

Theform liststraits(such asqualityand reliability)and arangeofjob performance

characteristics(from unsatisfactorytooutstanding)foreachtrait.Theratingisdoneonthe

basisofpointsonthecontinuum.Thecommonpracticeistofollowfivepointsscale.The

raterrateseachappraiseebycheckingthescorethatbestdescribeshisorherperformance

foreachtraitallassignedvaluesforthetraitsarethentotalled.

ESSAYMETHOD:

Essaymethodisthesimplestoneamongvariousappraisalmethodsavailable.Inthis

method,theraterwritesanarrativedescriptiononanemployee’sstrengths,weaknesses,

pastperformance,potentialandsuggestionsforimprovement.Itspositivepointisthatitis

simplein use.Itdoesnotrequirecomplexformatsand extensive/specifictraining to

completeit.

FIELDREVIEW METHOD:

Whenthereisareasontosuspectrater’sbasenessorhisorherratingappearstobe

quitehigherthanothers,theseareneutralisedwiththehelpofareviewprocess.Thereview

processisusuallyconductedbythepersonnelofficerintheHRdepartment.

CONFIDENTIALREPORT:

Itis the traditionalway ofappraising employees mainly in the Government

Departments.Evaluationismadebytheimmediatebossorsupervisorforgivingeffectto

promotionandtransfer.Usuallyastructuredformatisdevisedtocollectinformationon

employee’sstrengthweakness,intelligence,attitude,character,attendance,discipline,etc.

report.



MODERNMETHODS:

MANAGEMENTBYOBJECTIVES(MBO):

Theprocesswherebythesuperiorandsubordinatemanagersofanorganization

jointlyidentifyitscommongoals,defineeachindividual’smajorareasofresponsibilityin

termsofresultsexpectedofhim andusethesemeasuresasguidesforoperatingtheunit

andassessingthecontributionofeachitsmembers

BEHAVIOURALLYANCHOREDRATINGSCALES(BARS):

The problem ofjudgmentalperformance evalu¬ation inherentin the traditional

methodsofperformanceevaluationledtosomeorganisationstogoforobjectiveevaluation

bydevelopingatechniqueknownas“BehaviourallyAnchoredRatingScales(BARS).It

combinesthebenefitsofnarratives,criticalincidents,andquan¬tifiedratingsbyanchoringa

quantifiedscalewithspecificbehaviouralexamplesofgoodorpoorperformance.

ASSESSMENTCENTRES:

Anassessmentcentreisacentrallocationwheremanagerscometogetherto

participateinwell-designedsimulatedexercises.Theyareassessedbyseniormanagers

supple¬mentedbythepsychologistsandtheHRspecialistsfor2-3days.Assesseeisasked

toparticipateinin-basketexercises,workgroups,simulations,androleplayingwhichare

essentialforsuccessfulperformance ofactualjob.Having recorded the assessee’s

behaviourtheratersmeettodiscusstheirpooledinformationandobservationsand,based

onit,theygivetheirassessmentabouttheassesee.Attheendoftheprocess,feedbackin

termsofstrengthsandweaknessesisalsoprovidedtotheassesees.

360–DEGREEAPPRAISAL:

360-degreefeedbackappraisalsystem,anemployeeisappraisedbyhissupervisor,

subordinates,peers,and customerswith whom he interactsin the course ofhisjob

performance.Alltheseappraisersprovideinformationorfeedbackonanemployeeby

completingsurveyquestionnairesdesignedforthispurpose.

COSTACCOUNTINGMETHOD:

Thismethodevaluatesanemployee’sperformancefrom themonetarybenefitsthe



employeeyieldstohis/herorganisation.Thisisascertainedbyestablishingarelationship

betweenthecostsinvolvedinretainingtheemployee,andthebenefitsanorganisation

derivesfrom Him/her.

Importanceofperformanceappraisal:

DISCIPLINE
Definitionofdiscipline

“Discipline is the force thatprompts individuals orgroups to observe rules,
regulations,standardsandproceduresdeemednecessaryforanorganization.”

-RichardD.Calhoon



Objectivesofdiscipline:
1.ToMotivateanemployeetocomplywiththecompany’sperformancestandards.
2.ToMaintainrespectandtrustbetweenthesupervisorandemployee.
3.ToImprovetheperformanceoftheemployee.
4.To Increasethemoraleandworkingefficiencyoftheemployees.

5.To Fosterindustrialpeacewhichistheveryfoundationofindustrialdemocracy.

GRIVANCES
Definition:

AccordingtoMichaelJucious,‘grievanceisanydiscontentordissatisfactionwhether
expressedornot,whethervalidornot,arisingoutofanythingconnectedwiththecompany
whichanemployeethinks,believesorevenfeelstobeunfair,unjustorinequitable’.

OBJECTIVES

1.Toenabletheemployeetoairhis/hergrievance.

2.Toclarifythenatureofthegrievance.

3.Toinvestigatethereasonsfordissatisfaction.

4.Toobtain,wherepossible,aspeedyresolutiontotheproblem.

5.Totakeappropriateactionsandensurethatpromisesarekept.

6.Toinform theemployeeofhisorherrighttotakethegrievancetothenextstageofthe

procedure,intheeventofanunsuccessfulresolution.

STEPSINGRIEVANCESHANDLINGPROCEDURE

STEP1–INFORMALAPPROACH
Theaim oftheinformalapproachistotrytopreventthematterfrom escalatingand

tosettletheproblem earlyon.Itisimportantduringthisstagetolistenandtakeaccountof
whattheemployeehastosay,toreassurethem thatthecomplaintisbeingtakenseriously
andthatitwillbeaddressed.
Ifaninformalapproachisnotappropriateoritdoesnotaddressthegrievancethenthe
employerwillreverttotheformalprocess.

STEP2–AFORMALMEETINGWITHTHEEMPLOYEE
Thiswillinvolveholdingagrievancehearingwithanemployee.Theemployeehasa

statutoryrighttobeaccompaniedatagrievancehearingbyatradeunionrepresentative.
Themeetingisanopportunityfortheemployeetoexplainthegrievanceandprovidedetails,
informationorevidencetosupportthecomplaint.

STEP3–GRIEVANCEINVESTIGATION
Ifthereisaneedtoconductagrievanceinvestigationitwillincludespeakingto

witnessesandanyindividualsimplicatedinthematter.Thiswillhelptoshedlightonthe
grievanceandtoestablishthefactsofthecase.

STEP4-GRIEVANCEOUTCOME
Oncetheinvestigationhasconcludedandallofthefactsestablishedandconsidered

adecisionwillthenbemadeaboutwhethertoupholdallorpartofthegrievanceorifto
rejectit.Thedecisionshouldbecommunicatedtotheemployee.

STEP5–GRIEVANCEAPPEAL
Thegrievanceoutcomeshouldnotifytheindividualoftheirrighttoappeal.The

appealhearingchairshouldthenestablishwhytheemployeeisappealingthedecisionand



whatresolutiontheemployeeisseeking.Thecaseshouldbereviewed,thegroundsfor
appealinvestigatedandfairlyconsideredbeforeanappealoutcomeisreached.Theappeal
isusuallythefinalstageofthegrievanceprocess.


