Performance Appraisal

A key task of management is to identify how employees in the firm are performing and what is required to ensure that employee performance supports the objectives of the business.

Most businesses operate some kind of performance review or appraisal system. This might be relatively informal (particularly in smaller businesses). Large and more complex businesses tend to operate formal and structured appraisal systems.

The word appraisal implies making a judgement about how well an employee is doing. However, the appraisal process needs to be more than simply scoring or judging past performance. It needs to look forward too.

A suitable appraisal system appraisal can help employees feel that their good work is recognised and that they are valued. It can also provide the opportunity to discuss any weaknesses or problems they may have, and to come up with solutions. There are four key elements to effective employee appraisal;

· Set objectives - decide what is needed from employees and agree these objectives with them. If appropriate, set timescales for achieving them.

· Manage performance - give employees the tools, resources and training they need to perform well. If appropriate, set timescales for achieving objectives.

· Carry out the appraisal - monitor and assess employees' performance, discuss those assessments with them and agree on future objectives.

· Provide rewards/remedies - consider pay awards and/or promotion based on the appraisal and decide how to tackle poor performance.


· Many businesses carry out an appraisal after a set period for new employees or those who have changed jobs within the company. After that, appraisals once or twice a year may be enough.


Your job is to create a performance appraisal document for Innocent Smoothies.
Use the same job role you have used previously – use the job description to identify the areas on which an employee can be rated. It should an area for self-review, an area for management to set targets and should include a section where ratings can be used.
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Please check th_e box that best describes iency of performance measure.
Customer Focus: Employee understands who  his/her customers are and proactive ly responds

1o customer needs. Employee adheres to ministry service standards with every customer
contact.

Never Sometimes Aways
1 3 5
Employee e -
e, ® Visit [1 save View saved < Share
Employee Comments
‘Manager Assessment i T T T
Manager Comments
Teamwork: Employee values team interactions and ‘works effectively with others.  Is ateam
player and helps encourage and orien  t new t eam members. Is able to balance personal effort
with project team effort.

Never Sometimes Aways

i 3 5 Related images:
Employee
Self -Assessment

Employee Comments

Manager Assessment 1 |

‘Manager Comments

Job knowledge: Employee understands every aspec T of job tasks and responsibiliies and

proactively updates job skils Offers assistance to help others improve job skills

Never Sometimes Abways
1 2 3 5

Employee
Salf -Assessment
Employee Comments

Manager Assessment
Manager Comme nts

Communication: Employee communicates professionally with others in printand shares
thoughts and ideas appropriately. ~Listens to others and asks questions for clarity. Controls
emotions under pressure.

Never Sometimes Always
1 3 5

Employe &
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Manager Assessment
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