
       [image: image1.jpg]



	RETENTION TOOLKIT

	PART B: JOB CONNECTION

	

	· Providing Quality Feedback and Recognition via Performance Appraisal
· What should a performance appraisal system include?

· Implementing a performance appraisal system

	

	FOR MORE INFORMATION CONTACT THE 

	AAAA HR HOTLINE: 1300 735 306
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PROVIDING QUALITY FEEDBACK AND RECOGNITION VIA PERFORMANCE APPRAISAL

4.1 What should a performance appraisal system include?tc \l2 "What should a performance appraisal system include?
A fair and effective performance appraisal is an ongoing process of communication between the Manager/Supervisor, who is trained, and the employee. This process does not necessarily need to be limited to an annual or semi-annual appraisal and subsequent interview, but rather should include all of the following:

	Communication
	Clearly communicating to employees what their duties are and how

to perform them. This information is communicated through written job

descriptions, training and instruction from the supervisor.


	Criteria
	Telling employees the criteria by which they will be assessed. The

clearest way to do this is via the Job Descriptions that have been

developed for every position in the practice.


	Ongoing feedback
	Whenever employee performance fails to meet expectations, the supervisor should immediately counsel the employee to identify the deficiencies and suggest concrete ways to improve performance. The Manager/Supervisor should also give the employee feedback when performance is good.

	Documenting poor performance in writing.
	Managers/Supervisors should document instances of significant 
failures by employees to perform to expectations. They should also

document the follow-up discussion and subsequent progress toward

improvement. Superior performance should also be recognised, in

written commendations.


	Formal Evaluations
	These will be scheduled at least once per year - and preferably for twice per year. All evaluations should be in writing.

	Employee review
	Employees will have the opportunity to review and comment on evaluations before they become final. (This can take the form of a section for employee signature and comments at the end of the evaluation form, or of a separate page for employee feedback and comments.) Many human resources professionals recommend specifically allowing employees to file grievances over evaluations that they perceive as unfair, rather than allowing resentment over a poor evaluation to result in decreased productivity or litigation.

	Counselling
	· Managers/Supervisors on their performance as appraisers. Managers/ Supervisors should be evaluated on all aspects of their appraisal responsibilities, including:-

· communication of expectations;

· ability to recognise high and low achievers;

· ability to criticise constructively; and

· Whether they judge employees fairly and objectively on their performance. 

In some cases, Managers/Supervisors may be unwilling to give higher ratings to their subordinates than they have themselves received; management should watch for this and give feedback to supervisors that this is not acceptable.

	4.2 Implementing a performance appraisal system
	

	1. Ensure you have the latest copy of the Job Description for the position you are about to review. 

	

	2. Review the Job Description - as a whole - and in detail making sure that you have a complete understanding of the competencies required for successful performance of the role and how they interact with each other. In particular, ensure that you have a thorough understanding of those competencies with high importance weightings.

	

	3. Now, systematically, starting from Technical Competency No. 1 - and working your way through the complete list of technical competencies - and then moving onto the Personal Competencies, attempt to assess at what performance level the employee is primarily performing at - for each competency. ie. Is he/she performing at:


High anchor:
Can you think of specific examples for this employee that are similar 
to the example given in the job description anchor reflecting superior performance 
for this competency?


Mid anchor:
Can you think of specific examples for this employee that are similar 
to the example given in the job description anchor reflecting just satisfactory 
performance for this competency?


Low anchor:
Can you think of specific examples for this employee that are similar 
to the example given in the job description anchor reflecting below standard 
performance for this competency?

	

	4. The Performance Appraisal should always be seen as an extension of the Job Description.

	

	5. Discuss results with someone else - for verification and seek any final advice prior to meeting with employee.

	

	6. Meet with employee (having prior arranged meeting time). 

For each competency discussed, you should follow the three-step process:

1. Confirm your expectations/requirements. ie. What’s stipulated in the Job Description

2. Provide your specific feedback on the competency. Discuss appraisal utilising as many specific examples as possible to verify and explain your assessment.

3. Focus on developing a solution strategy for each competency deficiency identified.
	

	7. Process appraisal in the appropriate manner according to your practice’s required protocol.

	

	8. Secure full sign-off and submit copy to appropriate person for filing.   


	


Summary: 


An appraisal, or performance review, is the process of identifying, evaluating and developing the work performance of employees in the practice so that organisational goals and objectives are more effectively achieved, while at the same time benefiting employees in terms of recognition, receiving feedback, catering for work needs and offering career guidance








