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Performance Management: The process of creating a work environment in which people can perform to the best of their abilities

Performance Appraisals: The result of an annual or biannual process in which a manager evaluates an employees performance relative to the requirements of his or her job and uses the information to show the person where improvements are needed and why.

Focal Performance Appraisal: a system in which all of an organizations employees are reviewed at the same time of the year rather than on the anniversaries of the individual hire dates.

Steps in the performance management process:
1. Goals set to align with higher level goals
2. Behavioral expectations and standards set and then aligned with employee and organizational goals
3. Ongoing performance feedback provided during cycle
4. Performance appraisal by manager
5. Formal review session conducted
6. HR decision making (pay, promotion, etc)

Ongoing Performance Feedback
7 Key point to address during feedback sessions:
- Give specific examples of desirable and undesirable behaviors
- Focus feedback on behavior, not the person
- Frame the feedback in turns of helping the employee be successful
- Direct the feedback toward behavior the employee can control
- The feedback should be timely
- Limit feedback to the amount the employee can process
- Use active communication skills and confirm that the employee is engaged in the 
conversation


Purposes of Performance Appraisal
Developmental Purposes:
- Provide performance feedback
- Identify individual strengths and weaknesses
- Recognize individual achievements
- Help employees identify goals
- Evaluate goal achievement
- Determine training needs
- Improve communication
- Reinforce the authority structure
- Allow employees to discuss concernsAdministrative Purposes:
- Document personnel decisions
- Promote Employees
- Determine transfers and assignments
- Identify performance problems
- Validate selection criteria
- Meet legal requirements
- Make retention, termination and layoff decisions.
- Evaluate training programs/progress
- Make reward and compensation decisions


Performance Appraisal Programs
Administrative 		Developmental
- Compensation		- Individual Evaluation
- Job Evaluation		- Training
 				- Career Planning

Why Appraisal programs sometimes fail
 -	Lack of top-management information and support 
-	Unclear performance standards 
-	Rater bias 
-	Too many forms to complete 
-	Use of the appraisal program for conflicting purposes 

Establishing Performance Standards
Criterion Contamination: Elements that affect the appraisal measures that are not part of the actual performance

Strategic Relevance: Performance standards linked to organizational goals and competencies

Reliability: Measures that are consistent across raters and over time

Criterion Deficiency: Aspects of Actual performance that are not measured

Who should appraise performance?
· Manager/supervisor appraisal 
· Self-appraisal 
· Subordinate appraisal 
· Peer appraisal 
· Team appraisal 
· Customer appraisal 

Putting it all together: 360-Degree appraisal 
· Ensure anonymity; make certain that no employee ever knows how any evaluation team member responded
· Make respondents accountable; supervisors should discuss each evaluation team member’s input, letting each member know whether he or she used the rating scales appropriately, whether their responses were reliable, and how other participants rated the employee.
· Prevent gaming of the system; some individuals may try to help or hurt an employee. Supervisors should check for invalid responses. 
· Use statistical procedures; Use weighted averages or other quantitative approaches to combining evaluations. 
· Identify and quantify biases; Check for prejudices or preferences related to age, gender, ethnicity, or other group factors.

Establishing an appraisal Plan 
· Provide an explanation of the performance appraisal system’s objectives. 
· Explain the mechanics of the rating system 
· Alert raters to the weaknesses and problems of appraisal systems 

Eliminating Rater Error:
· Error of Central Tendency; a performance rating error in which all employees are rated about average
· Leniency or Strictness Error;  a performance rating error in which the appraiser tends to give employees either unusually high or unusually low ratings
· Recency Error; performance rating error in which the appraisal is based largely on the employees most recent behaviour rather than on behaviour throughout the appraisal period
· Contrast Error; performance rating error in which an employee’s evaluation is biased either upward or downward because of comparison with another employee just previously evaluated
· Similar to me Error; performance rating error in which an appraiser inflates the evaluation of an employee because of a mutual personal connection

Performance Appraisal Methods:
· Trait Methods; Designed to measure the extent to which an employee posseses certain characteristics that are viewed as important to the job and organization in general.
· Behavioural Methods; Actions that should or should not be prohibited on the job 
· Results Methods; Rather than looking at the traits or behaviors of employees, they evaluate employee accomplishments- the results they achieve through their work.
· Productivity Measures; Appraisals based on quantitative measures. 
· Management By Objectives; A philosophy of management that rates performance on the basis of employee achievement of goals set by mutual agreement of employee and manager.

The appraisal interviews 
1) Tell and sell interview; Persuading an employee to change in a prescribed manner. May involve motivational incentives.
2) Tell and listen interview; Ability to communicate the strong and weak points of an employees job performance, then we explore the employees feelings about the appraisal.
3) Problem solving interview; Listening, accepting and responding to feelings are essential to the problem solving interview. 
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Conducting the appraisal interview 
· Ask for a Self Assessment
· Invite participation
· Express Appreciation
· Minimize Criticism
· Change the behaviour, not the person
· Focus on Solving Problems
· Be Supportive
· Establish Goals
· Follow Up daily

Managing Ineffective performance
· Plan a course of action
· May be necessary to transfer the employee, take disciplinary action or discharge the person from the organization
· Final word of caution 
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