PERFORMANCE APPRAISALS

Why a Performance Appraisal?

A Performance Appraisal is done for various reasons:

1. To establish the level of success of an employee's performance.

2. To establish the areas where (more) training should be applied.

3. To offer employers and supervisors the opportunity to track the development of an employee.

4. To guide management in the adjustments of salaries.

5. As a tool for placement decisions - promotions, transfers and demotions.

6. To assist management in career planning.

Criteria used in a Performance Appraisal:

1. Criteria should be linked to the goals of your company.

2. Criteria should be linked to the job.

3. Criteria should be linked not only to the performance of the staff member but also to the outcome.

For example:  

The telephone was answered within three rings for the entire 6 month period  = excellent performance.  This leaves room for error.

The telephone was answered in a friendly and professional manner within the prescribed 3 ring period = excellent performance with no room for error.

