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ABSTRACT

The study is conducted to investigate the pradfgeerformance appraisal in the African Union
Commission. It is known that performance appraigalongoing process of evaluating
employees’ performance. In short, performance apglrss a measurement of how well someone
job-relevant tasks. These measurement are normdatlg by the direct supervisor of the ratee
can serve different organizational purposes. Tha@ssion used well, performance appraisal is
the most powerful instrument that the Commissionehto mobilize the energy of every
employee of the commission toward the achievemdntstmtegic goals. Organizational
performance is the synergic sum totals of the perémce all employees in the organization. To
achieve the objectives of the study basic resequelstions were raised for the employees of the
Commission.

The researcher used to a study, questionnaire @tedview questions. Questionnaire were
distributed to a total 90 sample population outhefse 15 are supervisors (appraisers) and 75 are
non — supervisors (appraisees), among the totadtign@aires distributed 84 (93.33%) were
returned. The responses were tabulated, analyz&dhtarpreted in chapter three of this paper.
The analysis is focused on the research probldmsplbjective of the study; and the aim of the

analyses are going to provide interpretation ofgghestioner data.

Accordingly, the findings have revealed that masperformance appraisal principles are not
practice properly in the Commission of administati For instances, some of the major
problems are: performance appraisal goal — seterekrined from the employees job duty and
responsibility but the administration of the comsios did not give employees’ duty and

responsibility during employed them for the comnaissthe commission has its mission, vision,
and goal but it did not facilitate simply to know the staff properly; and almost all supervisors

had not a recording document, which help to regegular incident and record of good/poor

VIl



behavior of the employees; the supervisors didgha feedback to employees timely about the

strength and weakness of the employees and soon.

Furthermore, the management or supervisors shamenoo goals and challenges, including how
to tap the potential of each employee. An effecipegformance appraisal system helps for
organization to achieve their goals for all aspesftsemployer/employee relationship. Their
relationship mainly focused on performance evatumatiPerformance evaluation should be
accurately measured so employees will know wheeg ttan improve and it helps to know

where to improve should lead to training of empks/& develop new skills.

To conclude that if the management should followiqrenance appraisal practices properly, the
Commission fulfills organizational goals effectiyel So, the researcher suggested that
administration of the Commission tried to implem#rg recommendation, which is mentioned

in this research paper, the problems should Idém#ed or avoid from time to time.



CHAPTER ONE

1. Introduction
1.1 Background

Formal Performance Appraisal has become a widedpmestrument of Human resource
management. Large, complex organizations are esdpetikely to conduct formal appraisals
(Berry, 2003). According to Jacobs et al (1980)fqrenance appraisal can be described as a
systematic attempt to distinguish the more efficiworkers from the less efficient workers and
to discriminate among strength and weakness awithdil has across many job elements. In
short, performance appraisal is a measurement wfviell someonejob-relevant tasks (Parrill,
1999). These measurements are normally done byitbet supervisor of the ratee can serve
different organizational purposes. Examples are leyepe selections, disciplinary actions,

development/ feedback, promotion, training/ sugowvis and personnel planning.

Before World War II, however, very few organizatoegonducted any formal performance
appraisal. A handful organization and the militavgre the only ones using the procedure
regularly. Most appraisals that were done conctedrenore on an individual’'s personality traits
than on actual achievements against goals and fansysis of the behaviors that produced

such results.

Interest in the evaluation of performance probajes back well over a thousand years (see
Murphy & Cleveland, 1991), but published reseanctappraisals goes back at least to 1920 with
Thorndike’s (1920) paper on rating errors. This grapot only represents one of the earliest
attempts to deal with appraisal problems, it alspresents the beginning of a very specific
orientation to these problems that has lasted dlonad today. In sophisticated, well-managed
organization, performance appraisal is the mostomamt management tool. No other
management process has as much influence indivsdoateers and work lives. Used well,
performance appraisal is the most powerful instmintleat organizations have to mobilize the
energy of every employee of the organization towhelachievement of strategic goals. Used
well, performance appraisal can focus every pessatiention on the company’s mission, vision

and values.



Performance appraisals serve a very useful roteanworkplace and if done right, provide you

with an exceptionally powerful management tool. Avelieve it or not the process need not be
unpleasant for you. It is not unusual for someohe wose from the ranks or is the right out of
initial management training find it uncomfortable tget-personal’” and evaluate another
person’s performance especially face-to face! Hwew of one employee another will giveyou

trouble for any number of reasons: The employe& dscipline problem; he/she may be very
sensitive; he may have nowhere to go within theaoization... There are as many possible

reasons as there are employees.

Supervisors/mangers should encourage employeeartwipate in establishing the Employee
Performance Appraisal Plans (EPAP) for their positBy participating, employees get a clear
understanding of what is required and what roler tpesition plays in the activity of the
organization. The final decision regarding critieé@ments and standards always rests with the
management official, however. Employees’ partidggpamay be accomplished as follows:

» Employee and rating official jointly developing tB®€AP

» Employing providing the rating official with a dtgdlan

» Rating official providing the employee with a drafan or

» Employee writing one of the critical elements thatshe performs in his/her position.

Unfortunately, many appraisal systems grow overetimto unwieldy and bureaucratic
mechanisms which struggle along with multiple pggmand often conflicting goals. In other
words, they try to do too much—and end up doingenohthese things very well. What we do
know is that effective performance targets, obyastior indicators have these SMART features:
they are Specific, Measurable, Achievable (agreRdglistic and Time-framed.

Specific targetseffective targets are specific rather than vaguwkamcentrate on the results to
be achieved rather than on the activity expectedhef employee. It is specific enough if:
everyone involved understands their role, the feaijargon free, and you have a clear term of

reference.

Measurable targetdogether with the expected results, effective twrgeill include the
measures or standards to be used in assessingréso#s. Those measures or standards should
be agreed in advance by manager and employeeleasatthe employee should know about and
accept the standards or measures. Remember, orparice appraisals you need to make an
end of year assessment on whether each work olgetéis been met. To do this successfully,

ongoing observation and documentation is required.
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Achievable (agreed) targetsare getting employees’ commitment is a key to isgteffective
targets. Employees should participate fully in $sle&ing of the objectives for their own jobs, and
have an opportunity to contribute to planning tigeotives of the work group, the department
and the organization as a whole. At the very leasthagers should ensure that the person
responsible for achieving a particular objectivelenstands and accepts it. There is no a point
starting a job you know you can't finish. Decide iifis achievable by knowing if: it is
measurable, others have done it successfully bgtareor elsewhere, it is theoretical possible, it

fits in with your existing roles and commitment.

Realistic targets- targets should be challenging, but not beyond #@sanable reach of the

employee. If they are accepted by the employee,enately difficult targets usually lead to

better performance than easy targets. Sometimdsajidnals or groups have to be dissuaded
from taking on objectives which are beyond thepatalities or which cannot be achieved with
the available resources. Resourced is about emgsurthe necessary resources
(people/time/money/opportunity) are available tonptete the objective. Think about: have you
and others responsible committed to achieving @bjective; do you and all involved have the
required skills to achieve the objectives? And aik other resources money, time and

opportunity in place.

Time-framed targets: just as targets should be specific rather than eatiney should also have
a time frame or time limit. If several targets dreing set, check that their time spans or
completion dates are staggered through the peRod.many people, targets will have only
limited effect if their completion dates are, styelve months away or people might feel unduly
pressured if all their targets are due for completat the same time. Time bound is all about
settings deadlines, without it you would find itffitiult to measure progress against your
objectives. If the objectives cannot be time bouhohk about: can the objective be broken down
further or success criteria are set for the endhefyear appraisal relevant to the continuing
activity.

Performance appraisal is a formal program in wieictployees are told employers’ expectation
for their performance rated on how well they havet those expectations. Performance
appraisals are used to support HR decisions, imgudromotions, terminations, training and

merit pay increases. The traditional appraisal oettivhere a supervisor reviews an employee’s
performance during a set period and several otleghaods including self-appraisals, multisource

assessment, upward appraisals, peer reviews,cortpaged appraisals.
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Managing employee performance is an integral pathe work that all managers and rating
officials perform throughout the year. It is as omjant as managing financial resources and
program outcomes because employee performance dack thereof, has a profound effect on

both the financial and program components of aggmoization.

1.1.1 Background of the Commission

The Commission is the key organ playing a centvld in the day-to-day management of the
African Union. Among others, it represents the Wnand defends its interests; elaborates draft
common positions of the Union; prepares stratefingpand studies for the consideration of the
Executive Council; elaborates, promotes, coordsyaed harmonizes the programmes and
policies of the Union with those of the RegionalbBemic Communities (RECs); ensures the
mainstreaming of gender in all programmes and iiesv of the Union. Member of the

commission: chairperson, deputy chairperson, €B)htommissioners and staff members.

The advent of the African Union (AU) can be ddssd as an event of great magnitude in the
institutional evolution of the continent. The maibjectives of the Organization of African Unity
(OAU) were, inter alia, to rid the continent of tlemaining vestiges of colonization and
apartheid; to promote unity and solidarity amongrigsin States; to coordinate and
intensify cooperation for development; to safeguidmel sovereignty and territorial integrity of
Member States and to promote international coolperavithin the framework of the United

Nations.

The OAU initiatives paved the way for the birthAif). In July 1999, the Assembly decided to
convene an extraordinary session to expedite theeps of economic and political integration in

the continent.

Since then, four Summits have been held leadinige®fficial launching of the African Union:

The Sirte Extraordinary Session (1999) decidedstal#ish an African Union

« The Lome Summit (2000) adopted the Constitutive @f¢he Union.

The Lusaka Summit (2001) drew the road map forithplementation of the AU
The Durban Summit (2002) launched the AU and coegie¢he 1st Assembly of the

Heads of States of the African Union.



African Union Commission (AUC) recognizes that ptsme resources are its employees and it
depends on their commitment and efforts for itstiomed prosperity and growth. The African
Union (AU) is the successor organization to the @rgation of African Unity (OAU). The
OAU was established on 25 may 1963, which its headqrs in Addis Ababa, Ethiopia. The
AU is an intergovernmental organization consistoigh4 African States. Then African Union
was established on July 9, 2002 as a succesdoe Organization of African Unity (OAU).

TheAUCIin its endeavor to act as the driving engdfiehe continent’s integration process has
first to equip itself with a highly competent humaesource base. The AUC, as the organ
changed with spearheading the continent’s integmgbrocess, cannot achieve that noble cause
without first putting in place a highly competentrhan resource base. The Executive Councils
have given to the commission atotal staff complemesf 1012, these divided into 506
Professionals, and 506 General Service categaggectively. For the staff the most important
document of AU staff is Staff Regulation and RulBsese define the condition of service, right,
duties and obligation of the staff members of tHecAn Union. These regulations and rules
shall be interpreted and applied alongside AU i@V reaties, decisions protocols, Regulations,
Rules and Procedures as well as Principles offateEmal Law. According to Articles 5 of the
constitutive Act of the union, the organs of theomnare the Assembly, the executive council,
the AU commission, the Permanent Representativen@ittee (PRC), Peace & Security Council
(PSC), Pan African Parliament (PAP). The Econonuci& & Cultural Councils (ECOSOCC),

the Court of justice, the specialized technical oottees and financial institutions.

The Administrative and Human Resource Developm&HRiRD) department of AU Commission

is the core department responsible for the devedmpraf human potential in the organization,
and improving performance through better employdeselopment. As the primary functions it
mainly deals with Recruitment, Selection, Promati&erformance Appraisal, Training and
Motivation of staffs with the full cooperation asdpport of line managers of the departments.
The overall aim of the recruitment and selectioocpss has been to obtain, at minimum cost, the
number and quality of employees required to meet lthiman resource (HR) needs. The
recruitment has been conducted in phases, stantitigDirector, Heads of Division and the

officer positions.



The recruitment and selection exercise has beecutea by an Independent Multidisciplinary
Team of Consultants (IMTC) sourced from memberatest The IMTC was given specific
Terms of references, which in a nutshell, requii@darefully screening the applications and
resumes of applicant while matching the job requésts and the candidates’ profile and to
shortlist the best candidates for face-to-face rum@. As per the Maputo Decision, the
consultants have been mindful of the importancthefAU’s principles of the quota system and

gender mainstreaming.

The institutional structure that is being proposed been adapted to complement the scope of
the strategic objectives of the commission, andigdesl to enable it to deliver results. The Head
of State and government, accepted in principle,vis®mn and mission of the African Union
Commission. Vision, mission and Value of the consiois are expressed as follows:

e The Vision: - the vision of African union is thaf tan integrated, prosperous, and
peaceful Africa driven by its own citizen and reggiting a dynamic force in global
arena “This vision of a new, forward looking, dyma and integrated Africa will be
fully realized through relentless struggle on salvonts and as a long-term endeavor.

e The mission: - the mission of the commission becdare efficient and value adding
institution driving the African integration and ddepment process in close collaboration
with African member state, the Regional Economien@wnities and the citizens”

e The Values: - the values of African Union Commissibat guide and govern and its
functioning and operations are:

a) Respect for diversity and team work;
b) Think African above all;

c) Transparency and Accountability

d) Integrity and Impartiality;

e) Efficiency and Professionalism; and

f) Information and Knowledge sharing

1.2 Statement of the Problem

This study is designed to investigate the systeipeoformance appraisal practice in the African
Union Commission. Organizational performance is dfeergic sum totals of the performance
all employees in the organization. Execution offgenance appraisal means that underlining

assumptions to performance appraisal exist.



According to Reink (2003) one of the most basicuaggions is that employees differ in their
contribution to the organization because of indmadperformance, and that supervisor actually
able and willing to distinguish between employédsfortunately, the performance appraisal and
the process are not without flaws. According to dasuck et.al (2002) these problems can be
categorized into the following areas: i) the precesd format, ii) evaluators role and iii)

problems involving the evaluatees.

An example of first category the issue of perceifeichess is described by Rarick and Baxter
(1984) which significantly influence performancepegisal system effectiveness. Fairness is
made up of the three different concepts, namebtridutive fairness, procedural fairness, and
interactional fairness. Distributive fairness ig tthegree to which rewards and punishments are
actually related to performance input. Procedwaahgss is the degree to which procedures and
policies which determine the performance apprassalre are perceived as fair. Interactional
fairness refers fair treatment of the employeeshieyorganization. Together, all the three types
of fairness are predictors of the commitment (Segzert.al, 1999). The second category of
problems deals with the evaluator role. Accordmélondrasuck (2002) these problems emerges
because of conflicting roles of being coach andygudt the same time, lack of raters training or
personal bias favoritism, subjectivity or lenienchhe third category is mainly to do with
dissatisfaction with type and amount of feedbaat ancomfortable feelings because of lack of
control. Especially, the way of feedback giving lias potential to arouse negative emotion

which in turn negatively affects performance apgabsystem.

Accordingly, the above mentioned idea the studyldiattempts to assess the basic problems of
African Union Commission (AUC) employees’ performanappraisal system in relation with

implementation of their task in order to achievgamizational goal.

Some problems associated with performance appiigetican union are:

* Most of the supervisors have not enough knowledigeitathe evaluation of performance
appraisal of their subordinates

» There are no documented criteria used to alloagi@nization rewards

» There is no formal basis for personnel decisiors@ary (asmerit) increases, disciplinary
action etc.

* The degree of openness and trust between the maaadesubordinate is a problem on
determining the accuracy of the appraisal

* There is no document which helps to follow up thetine task of the employees in the

organization



Research Questions

This research attempts to provide answers to tbeeaproblems and the following questions:

What are the major problems that Africa Union Cossiun (AUC) encountered in
association with performance appraisal process?

Are the objectives of performance appraisal cleamygerstood by the appraiser and
appraisees?

What is the attitude of appraisers and appraiseeartls performance appraisal?

Did the Commission facilitate to know simply itssiin, mission, and values for the
employed staff?

Should the Commission give job duty and resporigibih hand during the newly
employed staff for the organization?

What are the different methods used in the prooesmployees performance appraisal?

1.3 Obijectives of the Study

The main objective of the study is to succinctlynsearize the key elements that make

employees performance appraisal participation aarggl components of an effective system in

African Union Commission. In addition to this, tlseipervisors should able to successfully

develop performance plan, provide effective coagland counseling, and conduct an interim or

mid-term review or final annual performance apmkis

The specific Objectives are:

To describe how should used performance appraisaitiieve organizational goal

To observe what methods are available to appraseniprmance and uses the frequently
measures of appraisal practice

To identify who would be involved in appraising fmemance and what aspects of
performance would be appraised by those involved.

To identify the critical factors that should be smtered in performance appraisal.

To identify what purposes performance appraisatesysserve and how employees

perceive the system

To help suggest whether employees should parteipasetting their own performance
goals.



1.4 Significance of the Study

This study is important as it addresses the neegdrfivide measurable activities the employees
that would be used in the commission. The perfooaaappraisal system is being accepted
because it is perceived as being distributional g@ndcedural fair,which are previously

mentioned and being a valid measure for the pes#iohand. Thus, in recognition of the large
amount of time and money that to be invested tceldgvimplement an appraisal system, an
ineffective appraisal system would be a sever thaea loss of resources to an organization.
Performance appraisals need to be effective; oikerthey are a waste of time and money. What
makes them effective is their potential to impramaployees’ performance. But performance
appraisal is only lead to behavioral change ifubers accept the system. It is hoped that from
the findings of this research for the commission t® indicate a better position to know

performance appraisal techniques, models, methedipeocess. The result of this research can

be used a starting point for other interested gsdagcarry out further research.

1.5 Scope of the Study

The study was limit in one branch of AU organs,eesqlly in human resource department on the
area of performance evaluation in the Commissiaimméh resource department is follows up
every staff activities according to the commissioes and regulation. So, this department
directly or indirectly indicates the all staff mowent to perform his/her duty properly.
However, due to limited skill of the supervisorsidato find a solution of performance
implementation constraints, they tried to measthheeemployees’ performance at the given time.
The research covers overview of the major factbed tirectly or indirectly affect the staff

appraisal according to the performance appraissiquiures.

But in this study researcher selected AHRM depantnand other directly are working in
relevance with the study topics with AUC in all dejmnents. Researcher’s respondent would be
the ranks level the first level employees, teandées and supervisory level. The study also takes
in to account only the period (2013).



1.6

Limitationsof the Study

There are some constraints that limited the quafityhe study some of these constraints are:

Some of the department employees are not cooperttivesponse directly connect to
their duty.

The research may not fulfill all the necessarydhibecause of skill limitation

Lack of well-organized and developed informatiosteyn in the commission

Lack of adequate data in case of documentationthé&conclusion of the study.

Definition of Terms
Assembly: - means the assembly of Heads of state and Goveranoérthe African

Union

Chairperson - unless otherwise specified, means the head of thieaA Union
Commission

Commission - means the administrative body of the African dsdnestablished pursuant
to Articles 7 & 8 of the statues of the commissieith the responsibility among other
things to implement the collective decisions of @mgans of the Union.

Competent Authority- means any person who lawfully acts or behathefChairperson
or head of another Union Organ.

Constitutive Act: - means the Treaty establishimgAfrican Union

Deputy Chairpersan unless otherwise specified, means the next kigtamking officer
to the chairperson of the commission as providedrfdArticle 9 of the statutes of the
commission.

Discharge - means a separation of staff members from sereicghe Union by
chairperson or competent authority of any othemaorgs a result of abolition of post,
reduction of staff strength or ill health.

Dismissal: -a separation of staff member from thvise of the Union as result of gross
misconduct.

Elected Official: - means any person elected oroappd by the assembly or the
Executive Council to serve in an Organ of the Union

Employee: - means any person employed by the Usiibier on a permanent, regular or

temporary basis including daily wage workers buteding Consultants.

10



Executive Councils: - means the executive counstaitdished under Article 5 of the
constitutive Act comprising the Ministers of Foneid\ffairs or external relations of
member states.

Internationally Recruited Staff: - means employgesn GSA4 and above recruited from
outside his/her country and who is not a citizethefcountry hosting the duty station.
Locally Recruited Staff: - means employee of natlenall members of employees
recruited strictly on local terms and conditionsnfr within the job market of the duty
station or staff working in the duty station in ithleome country.

Member States: - means the member states of trenUni

National Professional: - means an employee in ttedepsional category serving in
his/her own country.

Officials: - means any elected officials or an appoint of anteteofficials.

Part-time staff - means an employee recruited to work for less thanrécruited eight
(8) hour per working day and or 40-hour working perek on specific agreed terms and
conditions.

Personnel:- includes all staff members and empbye¢he service of the Union, unless
otherwise clearly stated.

Political Appointees- are officials appointed by Chairperson or thenpetent authority
of any other organ such as AU Permanent Represezi@bservers, Special
Representatives, Special envoys and AU Heads ddididfor a duration determined by
the chair person or the competent authority of @mgr organ but not more than elected
terms of office of the Chairperson or competenhatrity of any other organ.

PRC: - means the permanent representative comnutiegrising of ambassador or
permanent representative of the Union and otherigpdentiaries of member states, as
provided for in Article 5 of the Constitutive Act

Regulations: - means the staff regulations approaad as amended from time to time,
by the Assembly of the Union, to govern among othargs, the status, appointment and
basic conditions of services of the employees efuhion.

Rules - means the staff rules approved and as amended fime to time by the
Assembly of the Union to supplements the regulation

Staff Development- refers to any activity directed to the developtaé needs of staff
members, including career development/ advancentenhing, couching, delegation,

workshops and seminars.
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» Staff Member - any person employed by the Union as continuingleegtixed-term, or
short-term personnel on the basis of daily wagmanthly salary as provided for in these
Regulations and Rules.

» Stopped Increment means suspending salary increase of a staff mefoba year and
until the next increment earning period.

* Withholding Increment - means disqualification of a staff member’s dliggy for

increase salary on the due date.

1.8 Research Design and Methodology
1.8.1 Research Design

The methodology of the research type, the dataamtitative in nature, and information would
also be conducted to assess the performance agippasblems of AUC staff with in selected

departments and others

1.8.2 Population and Sampling Design

The total number of employees of the AUC is 11&ankthis number 175 is regional office
employees, which are lived in different countriésh@ world the rest 1012 employees are work
in Headquarter. From the headquarter employeesififiar and the rest are 506 short term staff,
who are worked here in Addis Ababa. The researchasidered as a population of the later.
According to the organization structure, in the At@re are about 10 departments. In whole of
these departments, performance appraisal is the coaicern of all employees.So, the researcher
has decided to work in this area and use simpldomnsampling and concentrate only on
employees working at the AU commission headquarfBng researcher mentioned above 10
departments in AUC, Administrative Human Resourcanbjement (AHRM) the number of
employees in this department 363 out of this 14&gular staff and the rest 217 is short term
staff. AHRM is one of those departments, which taskisage in all departments directly or

indirectly.

1.8.3 Data Source and Type

The researcher used both primary and secondarysdatae in researcher’s study. The primary
data those which are collected a fresh and forfitise time thus has been to be original in
character. In other words, Primary data is directiylected from the people by the researcher
himself. In this primary data collection method Heedped the researcher to a great extent in

arriving at the results. The source of researchait®ary data has been the two rank levels of
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staff members of AU whereas the source of secondaty has been documents, rule and

regulation, directives decisions and so on.

1.8.4 Data Collection Instruments

To collect relevant information for the researchgestionnaire is major source for the paper.
This is because employees can best express thaiow@mnd feeling without fear from the fact
that there is some sensitive question as to thgationship between them.For this fact the

researcher would be collecting the interview teghas about performance appraisal.

The questionnaires and format of the study wouldsblemitted to my advisor for possible

correction before going into the study.

1.8.5 Methods of Data Analysis

For analysis purpose, descriptive type of datayamslused based on the present existing
Performance appraisal system in the African Uniommission. In this area, the researcher
focus on the response of the respondents in tme &drtables, which are used to organize and
present some of the data. Similarly, in order tolitate the analysis, percentage for those data is

calculated.

1.8.6 Organization of the Paper

The paper is organized into four chapters. The fiteapter is the introductory part, which
includes the background, statement of the probtdmectives, significance, scope limitation, and
research design and methodology. The second paupreses literature review. The third part is
the main body of the study in which data are aredypresented and interpreted. The fourth part
which is the final chapter consists of summary intlihgs, conclusion and recommendations

followed by bibliography and annex.
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CHAPTER TWO
2. Literature Review

2.1 The Concept of Performance Appraisal

Performance appraisal has given the same idedferadit way by different scholars. Some of
them are:

Edwin Flipo, according to him “performance apprhisasystematic, periodic and impartial
rating of an employee’s excellence, in mattersgmeirig to his present job and his potential for
his job”

Dale Beach, according to him “Performance appraisathe systematic evaluation of the

individual regards to his/her performance on thleegad his potential development”

Performance appraisals are an employer’'s way figetmployees what is expected of them in
their jobs how well they are meeting those expewiat A typical performance appraisal is the
supervisor:

* Monitoring the employee’s performance,

» Completing a performance appraisal form about thpleyee , and

* Conducting performance appraisal interview with #mployee to discuss his or her

performance.

Performance appraisal is conduct over specifiagapieriod typical three months, six months, or

a year.

Undertaking formal appraisal is an activity of masnger relish, but it is an important part of
the job of the manager. And it gives you an oppotyuwhen done correctly, to positively affect
the future of your employees. Conducting an effectippraisal means more than just filling that
out the form your company uses however. What goelsedore you will out the form is critical
to getting the results you are looking for.As pafrthe appraisal process in many organizations,
the manager and employee have a meeting where ageraaxplains the appraisal process and

the criteria for judging performance.

If the process involves for the manager employseudis agree and what both of them would
like to see achieved over a certain time period{lig@ year) and perhaps the kind of resources
the employee will need to succeed. If you are resjide for defining employees goals then use
the initial meeting to explains these goals (and lyou will together to achieve those goals, if
appropriate ).
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Performance appraisal is used as the basis oakarg disciplinary action, in many cases where
the perception of performance that falls short tahdard or expectation typically triggers the
action (Arvey& Jones 1985) and in extreme caseis, dlation can include the decision to
terminate an individual. Of course, performance rajgal a major part of performance
management programs including the various coachimi) developmental activities that take
place as part of the performance management prodasshermore, since performance
appraisals are usually the only measure of perfocmaavailable, they are also used as the

criterion measures for a wide range of organizaii¢opics.

The fact that appraisals are so important, and sgetprone to problem goes far to why
performance appraisal has been the focus of so masgarch activity for so long a period of
time. Performance appraisal system provides an fitapocontrol mechanism for organization,

which can increase performance and effectiveness.

2.2 The Importance of Performance Appraisal
Managing employee performance is an integral pathe work that and all managers rating

official performs throughout the year. Performaapgraisals are important for staff motivation,
attitude and behavior development, communicatind) @igning individual and organizational
aims, and fostering positive relationships betwaemagement and staff. It is as important as
managing financial resources and program outcoraeause employee performance or the lack
thereof has a profound effect on both financial anagram components of any organization.
Managers need to identify organizational goalseé@bcomplished, communicate individual and
organizational goals to employees that supportowerall strategic mission and Government
Performance and Result Act (GPRA) goals of the dept, Monitor, evaluate, employee
performance and use performance, as a basis faompge personnel actions, including
rewarding noteworthy performance and taking action improve less than successful

performance.

A performance evaluation can deliver important ligmeand improve the success of each
employee, each department, and, ultimately, yotireearganization. And it's no wonder why. If

done properly, performance appraisal can:

» Motivate employees to perform better
* Help you identify development and training needs

» Help employees understand how they can develogew

15



* Increase employee morale

* Improve the respect employees have their for masaged senior management
» Foster good communication your staff and you

» |dentify poor performance and help them get onktisaad

* Lay the ground work to fire poor performance lawfind fairly if they don’t improve.

The office of personnel management defines perfoo@mananagement as the systematic process
of:
» Planning work and setting expectation

» Continually monitoring performance
» Developing the capacity to perform
» Periodically rating performance in a summary fashand

* Rewarding for good performance
2.2.1 What is Performance Appraisal (PA)

Performance Appraisal is a formal management systeah provides for the evaluation of

quality of an individual’'s performance in an orgeation. Performance appraisal is ongoing
processes of evaluating employee performance. fPeaifce appraisals are reviews of

employees’ performance overtime, so appraisal qust piece of performance management
(PM). The appraisal is usually prepared by the eyg®’s immediate supervisor. The procedure
typically requires the supervisor to fill out standized assessment form that evaluate the
individual on several different dimensions and tligscusses the result of the evaluation with
employees. Too often performance appraisal is seerely as once a-year drill mandated by
personnel department. But in organization that dghkerformance appraisal seriously and uses

the system well, it is used as an ongoing procedsat merely as an annual event.

2.2.2Performance Appraisal Steps

The performance appraisal process should begindé#ie employee’s performance appraised.
The following is an outline performance appraigeps, including those leading up to the actual
appraisal:

» Define the job and performance standardthe job should be well defined so that the
employee knows what tasks are critical. Standandsild be the same for all employees
in that particular job.

* Plan for performance- in this stage, the supervisor and employee dgvalplan for the

rating period that guides the subordinates work.
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Monitoring Performance- both the employee and employer should be agtiviiolved

in monitoring the employee’s performance during théng period. Throughout the

rating, the supervisor should provide feedback He employee, reinforcing good

performance correcting poor performance.

Appraise performance and conduct performance iigerv- the supervisor completes a
performance appraisal form and conducts a perfoceappraisal interview with each

employee.

Reward Performance:during this final stage, good performance oftereiaforced with

a reward. The reward system should be capabldfefehtiating among various levels of
employee performance-for example, the higher peréos would get the greatest reward

and the lowest performers would get the smallegare or no reward.

2.2.3 The Purpose of Performance Appraisal

Performance appraisals are essential for effecinenagement and evaluation of staffs.

Appraisals help to develop individuals, improve argational performance, and feed in to

business planning. Performance appraisals enablegeaent and monitoring of standards,

agreeing expectations and objectives, and delegatib responsibilities and tasks. Staff

performance appraisals also establish individuaining needs and enables organizational

training needs and analysis and planning.

Performance appraisal serves over a dozen differganizational purposes:

Providing feedback to employeess the most common justification for an organizatio
to have a performance appraisal system. Througpeit®ormance appraisal process the
individual learn exactly how well she did duringtprevious twelve months and can then
use that information to improve his/her performancethe future. In this regard,
performance appraisal serves another important ogerpby making sure that the
supervisor’s expectations are clearly communicated.

Facilitating promotion decisions- performance appraisal makes it easier for the
organization to make good decisions about makimg ghat the most important positions
are filled by the most capable individuals.

Facilitating layoff or downsizing decisions: - ifgmotions are what everybody wants,
layoffs what everybody wishes to avoid. But wheneoonomic realities force an
organization to down size, performance appraisgdshamake sure that the most talented

individual are retained and that only the orgamiramarginal performers are cut loose.
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Encouraging Performance improvemenhow can anyone improve if he does not know
how he is doing right now? A good performance aisptapoints out areas where
individuals need to improve their performance.
Counseling poor performance not everyone meets the organizational standards
performance appraisal forces managers to confriooget whose performance is not
meeting the company’s expectations.
Determining compensation Changes: - almost evegarozation believes in pay for
performance. But how can pay be decision madeeifetis no measure of performance?
Performance appraisal provides the mechanism tcersake that those who do better
work receive more pay.
Encouraging couching and mentoring performance appraisal identifies the where
couching is necessary and encourages managetsetartactive couching role.
Supporting manpower planning: - well-managed omgion regularly assesses their
bench strength to make sure that they have thettal¢heir ranks that they will need for
the future.
Determining individuals training and developmenede - if the performance appraisal
procedure includes a requirement that individualettgoment plans be determined and
discussed, individual can then make good decisalmit the skills and competencies
they need to acquire to make greater contributiaihé company’s. Development plan in
here all the employees are a priority, should lzenpéd, implemented and evaluated to
ensure it is effective. Development planning iskeynponent of performance appraisal,
as it's provides the opportunity to discuss thepsupan individual needs to meet their
objectives. The development planning discussion\wagarts. These are:

a) Short-term development plan: - it should focus opp®rting the achievement of task
objectives development of competencies for the ngmgear.

b) Long-term development plan: - an individual's ans¥eethe long term-development
guestions should be give you an indication whay @re aspiring to. You should use
the information as a basis for discussion. Wherssipte, share was experience,
knowledge and network to generate ideas for dewajom plan. Long-term
development remains the responsibilities of theleyges, but should the supported

by manager where possible.
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» Improving organizational Performance: - a perforos@appraisal procedure allows the
organization to communicate expectation to everynber of the team and assess exactly
how well each person is doing.

» Setting and Measuring Goals: - goal setting hassistently been demonstrated as a
management process that generates superior perfoemdhe performance appraisal
process commonly used to make sure that every nreafbine organization sets and

achieve effective goals.

2.3 The Performance Appraisal process

An effective appraisal process begins with a pertorce planning meeting where the manager
the individual discuss the upcoming year, set goatwview the competencies that the
organization expects people to demonstrate, anatifgehe key job elements. They may also
discuss the subordinate’s development needs anid godahis hour long-meeting. Over the
course of the year the manager and the indivicegllarly talk about performance. They adjust
objectives as priorities change and as goals ate @ree the performance appraisal form has
been written, reviewed, and approved the emplopeenaanager get together for the final phase
of process: performance review.

Here is the following step process that works virelteveloping a new performance appraisal
system:

» Get top management actively involved: - without topnagement’s commitment and
visible support, no programme can succeed. Top ganant must establish strategic
plans, identify values and core competencies, appamn appropriate implementation
team, demonstrate the importance of performance ag@anent by being active
participants in the process, and use appraisdtsdaunanagement decisions.

» Establish the criteria for an ideal system: - ajg@rs who must evaluate performance;
appraisees whose performance is being assessednhasources professional who must
administer the systems; and the senior managemsmipg that must lead the
organization in the future.

* Appoint an implementation team: - effective implenation team usually divide
themselves into two working task forces:

a) Policies, practices, & procedures (3P) this tasidois responsible for designing the

appraisal forms and recommending policies and pharee
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b) Understanding, Support, and Acceptance (USA) thamt works as mini-advertising
agency, arranging communication plans and progrartanensure understanding and
support by everyone who will be affected by thdesys

» Design the form first: - the appraisal form is ghliening rod that will attract everyone’s
attention.

* Build your vision, mission, values and core compeies into the form: - performance
appraisal is a means, not an end. The real obgsctof any performance management
system are to make sure that the company’s stcaggn, and Vision and values are
communicated and achieved.

* Ensure ongoing communications: - consider usingigogroup to reviewing ongoing
efforts. Keep the development process visible tinoennouncement and house organ
bulletin.

» Train all appraisers: - performance appraisal meqai multitude of skills behavioral
observation and discrimination, goal setting, depiglg people, confronting
unacceptable performance, persuading, problemrgpbmd planning.

* Orient all appraisees- specific training should be provided if the penmance
management procedures require self-appraisal, nadr feedback, upward appraisal, or
individual development planning.

» Use the results- if the results of performance appraisal arewisible used in making
used promotion, salary, development, transfemitngi and termination decision, people
will realize that it's merely an exercise.

» Monitor and revise the programs: - audit the qualitappraisals, the extent to which the
system is being used, and the extent to which tiggnal objectives have been met.

Provide feedback to the management, appraiseraf@agsees.

2.4 Components of Performance Appraisal Model

Performance appraisal research has traditionabtéd appraisal as a measurement process and
has treated context factors as nuisance variabé&sdriterfere with accurate appraisal. We treat
appraisal as a communication and social process. rate is not a passive measurement
instrument but rather an active agent pursuing iBpegoals. There are four component
performance appraisal models. These are:

» Rating Context: - the organizational context in evhratings are collected influences the

judgment process, the rating process, the evalugiocess, and eventual uses of the
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a)

b)

c)

d)

e)

rating data. Consideration of the context withinickh performance appraisals are
conducted, especially at the macro-organizatioea€l| has been largely ignored by
researchers (llgen& Feldman, 1983)

Performance Judgment: - judgments are part of @tieg process, but judgment and
ratings are not identical. Judgments represenaf@igvaluations; ratings represent public
statements about ratees’ Performance (Moharman&ldraw983). Judgment is also
bounded by the appraiser’'s opportunity to collestfgrmance-related information and
his or her ability to sort out to what extent joghavior is under the control of the ratee
(Banks & Murphy, 1985).

Performance Rating - more concretely, the fact that one subordinateives a higher
rating than another on a dimension such as “tireeBh does not necessary imply that the
rater truly believes that the individual differ tinis respect or even that the higher-rated
subordinate is necessarily the better performer.

Evaluation: - historically, performance ratings @aéeen evaluated primarily in terms of
their resistance to a variety of psychometric lsaser rater errors (Landy&Farr,
1980).The thrust of recent criterion research aaktbpment in the field of performance
has centered on the importance of accuracy in pedoce ratings. Before you sit down
to compose an evaluation, make a few general raftg®ur own. Begin by thinking
about the overall contributions and capabilitieshef employee. Make a careful judgment
about whether he or she is:

A superstar: - this is an extraordinary employatbvers outstanding performance. He
or she is exceptional in performance, potentiaktng exceeding job requirements.

An up and comer: - an above-average worker worépikey and encouraging.

A benchwarmer: - an average employee, one who fiadgts job requirements with work
of good quality. They are not the stars, but they r@ady, willing and able to deliver
performance good enough to justify a continued pagk.

A weak link: - a below-average employee, in urgeed of improvement, either because
he or she fails to meet job requirements or hasatéd guidelines.

Headed for the Door: - with performance that is moteptable, this employee is a
candidate for dismissal. The evaluation may ligic#z goals that must be accomplished
in order for the worker to hold on to a job, or theluation may lay the groundwork for

termination.
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Once you have thought about the accomplishments patdntial of the person you are
evaluating, consider what you know about his orrfagure temperament. Is he or she:

» Defensive or cooperative?

* Argumentative or complaint?

» Willing to deal with problems to resistant or arnaoge no matter how worthy?
Finally, consider what specific acts or omission ygan point to as examples to support your
judgments. Your position is much stronger-in mattediscipline or reward —if you can relate

your judgments to actual performance.

2.5 Designing effective performance appraisal system &5)

Developing an appraisal system that accuratelectfl employees’ performance is a difficult
task. Performance appraisal systems are not geoergasily passed from one company to
another; their design and administration must beloffenade to match employee and
characteristics and qualities (Henderson, 1984:54).
Performance appraisal are commonly undertaken toinleemployee know how his/her
performance compares with the supervisor's expecdstand to identify areas that requiring
training and development.
Well-designed Performance appraisal system:

* Recognizes and record an employee’s contribution

» Give employees useful performance feedback

» Enable a more effective and equitable reward system

» Develop the professional capabilities of employees

 Communicate the organization’s values and cultures

* Help the organization make evidence-based, legaifgnsible personnel decisions.

A well-designed performance appraisal system suppor integrated human resource strategy
which enables the attainment of organizationallausiness goal.

2.5.1 Organizational and Employee Objectives

One of the first steps an effective performanceluateon system is to determine the
organization’s objectives. These are then trardlateo departmental and individual position
objectives working with employees to agree thenfggenance target. This allows the employee

to know “up front’ the standards by which his/herfprmance evaluated.
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This process involves the job role, job descript@onl responsibilities- explaining how the role
and responsibilities contributed to wider goals,ywhndividual and team performance is
important and just what is expected within the entrplanning period. Objectives developed in
this way should be reflected of the organizatiag@dls and provide linkages between employee

and organizational performance.

2.5.2Training

If you are like most managers, conducting perforceagvaluation is a regular part of your job.

All too often, however, managers are told to dofqrerance evaluations without receiving

guidance how to do them well. It's a common misegmtion that performance appraisal entails
simply filling out an evaluation form —answeringefabricated questions and checking boxes.
When done correctly, performance appraisal is a&ge® not a document-it is a way of

structuring your relationship with your employeeA. good appraisal system includes

observation, documentation, and communication.

Development planning is a key component of perforceaappraisal, as it provides the
opportunity to discuss the support an individuadseto meet their objectives. The development
planning discussion has two parts:
a) Short- term development planning should be focusedupporting the achievement of
the organization objectives and development of @iemnxies for the coming year.
b) Long — term development plan is important that wafrg/our development needs and
consider how they can be addressed. Developmanitiast will be most effective if you

apply your learning to your work.

One effective means of identifying formal trainifoy an employee is establishing an Individual
Development Plan (IDP), which has three proceSdesse are:

» Self- Assessment: - the employee reviews priorgrperience, training, education and
other developmental experience to provide concietermation regarding current
strengths and skills. The employee may seek owdecarounseling from a variety of

sources, including peers, current and past sumesyiand the human resource staff.

» Discussion and collaboration: - in order to obtamutual commitment between the
supervisor and the employee, open discussion adidbocation is necessary.The
supervisor and employee sign a completed IDP basednhutual agreement or final

decisions of the supervisor.
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* Implementation and follow-up: - the employee enghe¢ any necessary procurement or
training request forms are prepared and monitork Wt is assigned to best accomplish
the IDP’s developmental experience. The employperts on completion the items in
the IDP. The supervisor and employee meet peritigditaroughout the year to review
and update the IDP.A major aspect of a developmegféective performance system is
training for those individuals involves as ratekthough the training for the employees
does not have to be nearly as long or as detadetha training provided managers
(mainly because the skills required by the recip@na performance appraisal are quite
different from the skills required by an appraisér)s good idea to hold a training or
orientation programme for all employees to intragltite system. This training needs to
focus on providing the manager with a systematjgr@gch to the practice of effective
people management (Goff and Longenecker, 1990).tfHr@ng should include at least
the following:

* Supervision skills;

» Couching and counseling;

» Conflict resolution;

» Setting performance standards;

* Linking the system to pay (assuming this is an aeirmppraisal system);

» Providing an employee feedback (Evans, 1991).

Once individual rater has been through the necgdsasining, periodic refresher courses will be
required to help the rater maintain necessarysskilperformance assessment. Raters involved in
the appraisal process should also be on how thegum performance appraisals. This will help
to make sure that evaluations are performed inmélagi and consistent manner throughout the

organization.

2.5.3 Frequency of appraisal
Employees review should perform on a frequent amgbiasis. The actual time period may vary
in different organizations with different aims biypical frequency would be bi- monthly or
quarterly. By conducting review frequently two sitions are eliminated:

1) Selective memory by the supervisors or the emplayee

2) Surprises at annual reviews
People generally tend to remember what happendudmibhe last month or the high profile
situations (good or bad). Frequently review helfisnieate the effect of this, generally

unconscious memory.
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2.5.4 Maintaining Records

Maintaining documentation of your employees’ parfance is not only very handy when you
are faced with the difficult decision of laying aifdepartment members; it is also useful when
choosing an employee for promotion. Before making promotion recommendation, it is best
to go over the documentation on all employees aoweck in the decisions. Another key to
ensuring the effective use of a performance apgraisheme keeping and maintaining accurate
records employee’s performance. Careful reviewéoerd helps to avoid the selective memory
mentioned earlier and helps plot appropriate astiddf course well- maintained records as

essential if the need arises to discipline, dernotismiss an employee.

2.5.5 Measurement System

The actual measurement grading system used toerafdoyee’s performance needs to be
designed carefully. A performance appraisal systemch ranks employees according to a
numerical rating tends to lead to a great deal/efage performers.

The formal performance appraisal usually involves tises of standard form developed by the
Human Resources Department (HRD) to measure enmlpggormance. In any organization

commonly used performance appraisal measuremertiogetand forms. These are used in
administrative evaluative and developmental densid hese measurement methods are:

a) Critical Incidents (Cl) method: - is a performareggpraisal method in which a manger
keeps a written record of positive and negativégperance of employees throughout the
performance period. There is no standard form used,is a method.

b) Management By Objective (MBO) method: - is a prec&s which managers and
employees jointly set objectives for the employgesijodically evaluate performance,
and reward according to the results. Although d three-step process, no standard form
used with MBO, so it is a method. The three-stew@sses are: set individual objectives
& plans, give feedback & evaluate performance awhrd according to performance.

c) Narrative Method or Form: - requires a manager titewa statement about the
employee’s performance. There often is no act@addsird form used, but there can be a
form, so narrative can be a method or a form.

d) Graphic Rating Scale (GRS) form a performance appraisal checklist on which a
manager simply rates performance on a continuuiin as@xcellence, good, average, fair
and poor. The continuum often includes a numergzdle, for example 1 (lowest
performance level) to 5 (highest performance level)
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e)

9)

Behaviorally Anchored Rating Scale (BARS) form:s-a performance appraisal that
provides a description of each assessment alolgtaum. Like with rating scales the

continuum often includes the numerical scale from o high.

Ranking method: - is a performance appraisal methatlis used to evaluate employee
performance from best to worst. There often is cioa standard form used, and we do
not always have to rank all employees.

360 degree Appraisal method: - is where multipleerseaare involved in evaluating

performance techniques. The 360-degree techniquenderstood as a systematic
collection of performance data on an individualaogroup derived from a number of
stakeholders. In this method an employee’s perfoo@as evaluated by his supervisor,
subordinates, peers and customers (or on outsipgergxAll these appraisers provide
information or feedback by completing a questiormalesigned for this purpose. In
addition, it enables an employee to compare hituatian about self with perception of

others. Though this method was developed to brbaytia degree of objectivity, it still

suffers subjectivity.

While this section does not contain an exhaustise it provides examples of each major’s

methods of performance appraisal. Determining thet appraisal method or form to use

depends on the objectives of the organization.

2.5.6 Conducting the performance appraisal

In many systems, the first-line supervisor is apossible for conducting the performance

review. Multiple rater system provides a form afidhgulation” that results in ratings in which

employees and managers and managers have greafidenoe. During conducting performance

appraisal the following eight steps should be perfby the manager. These are:

a)

b)

c)

d)

Control the environment: - in here focus scheduliena, reduce interruptions and warm-
up

State the purpose of the discussion: - go overradga of the appraisal process & tell
what information will be used for the evaluation

Ask for the employee’s opinion: - at this time, &skwv the employees think he/she did,
Use open ended question & use your best listerkitig s

Present your assessmentin focus on be candid and specific, give corfeedback &
give positive feedback

Build on the employee’s strength: - to share yquinion of those strengths & focus on

performance, but not personality
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f) Ask for the employee’s reaction to your assessmenti here, listen to what the
employees has to say & reach an agreement on éealuating

g) Set specific goals: - in this areas focus list oppoty areas for improvement, identify
current training needs & set realistic but straighjoals

h) Close the discussion: - the manager finally focusesimarize the meeting, sign the

appraisal form & thank the employee and explainntiet step.

2.6 Observation and Documentation

To make your performance evaluation system effecivd easy to manage, you should observe
and document employee performance on an ongoing. sy attention to your employees and
their performance throughout the year not jushadays preceding an evaluation meeting.
When observe something either good or bad recotd gbservation at the time instead of
waiting until you write the evaluation. Most of yoecord keeping can be informal and brief—it
does not have eaten up too much of your time. Ang,time it takes will be well spent. When
you evaluate an employee formally, you will haveeatly done of most of the work, having
amassed a record of the employee’s performancéhéentire year (or whatever time period

your review covers).

Documenting employee performance as it happensiatseases the fairness your interim and
year — end appraisals having documentation engbegsyou will base the evaluation on the
employee’s entire performance, not just the mosh&vor the ones that happens to stick out in
your memory. And, if you ever have to justify ifaavsuit any negative actions you have taken
against an employee, you will be more successfybuf can point to careful and complete paper
trail. In here describes how you can document eygal@erformance completely throughout the
year by using three simple tools:

* Performance logs: - your own performance recordvbat employees have done (or
failed to do) throughout the year. The best wagdoument an employee’s performance
is to keep a running list of events or incidentshéW the employee does something
noteworthy, either good or bad, take a momenttagovn in the log. A performance log
helps you keep track of the employee’s performam@eformat that will be useful to you
when you evaluate the employee formally at the efdthe appraisal period. A
performance log is a tool for you to use when yib@ewn to evaluate an employee, you

should keep it in your own files — not in the enyge’s personnel file. Don’t worry about
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the quality of writing or the beauty of your pretdion. You can even write entries by

hand if you like. Here are some guidelines to fwllwhen writing log entries:

a) Include concrete and specific details - dates,gimpace, names, numbers, and so on

b) Be accurate and don’t exaggerate

c) Don't use slurs or other inappropriate or derogaterms

d) Don’t use language that could be construed as idis@tory or biased. Don't
mention an employee’s race, national origin, agealdlity, gender, or sexual
orientation when commenting on his or her perforoean

e) Avoid commenting on employee’s personality. Insteamhcentrate of behavior,
performance, conduct and perform of a task

f) Stick to job related incidents. Don't include eesithe employee’s personal life or
aspects of the employee that have nothing to do thé job.

If you talk the employee informally about the coogwr you decide to give an employee a

written kudos and trickle or take disciplinary actj note this in your logs as well, with a cross-

reference to other document by date.

Kudos: - notes that you give (or email that you ®eto employees to recognize
exceptionally good performance. When you can pramsemployee for a job well done,
you should do so. Positive feedback not only impeoemployees’ morale but also
motivates employees to do better and improves guarall relationship with your team.

Kudos do not have to be elaborate-they are simpbytsnotes that let employees know
you notice and appreciate their efforts.

Ticklers:- notes that you give(or email that yond@o employers to alert them that they
have veered off track and need to improve theirfoperance. If an employee’s

performance begins to slip, do not wait until anfat evaluations meeting to let the
employee know that you have noticed and are cordeivrite tickler (or send an email)

to let the employee know he or she needs to makedmrstment. Use a tickler to couch
or counsel an employee, not to criticize or inspaiee. If you want, you can provide

constructive advice or feedback in the tickler.yOu can simply remind an employee of
requirement or goal that you have set and not goucern that the employee will not

meet it unless he or she performs differently.

Documenting critical incident and significant Belwas: - an important part of appraisal process

involves recording incidents and behaviors that @luthe ordinary. These are referred to as

‘critical incidents’ and ‘significant behaviors’. Aritical incident is behavior that is usually

extreme (either good or bad) and that should berded for legal reasons, for disciplinary
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measures, or for purposes of recognizing exemgletipns “above beyond and the call of duty.”
A significant behavior is one that can make a d&&trence in an employees’ performance.
There are many reasons you should keep recordapbgees’ significant behaviors:
* It increases the accuracy of the performance aggisi because it is based on
documentation rather than memory
» It provides evidence to support rating
* It helps guarantee that you will consider the penfance during the entire appraisal
period

» It reduces bias that occurs when you rate onlyrtbst recent behavior

To be as accurate as possible, write significamiabers as soon as possible after you have
observed the behavior. Record only the specificabieinal facts of the case. Do not include
opinions. Do not rely on hearsay! To ensure thatdbcumentation is a representative record of
an individual's performance, document performanceing the entire appraisal period. In
documenting behaviors, be consistent in how yoit.ddse the same format and the same level

of detail with each individual.

Observing your Employees: - before evaluate an eyegl's performance; you must witness that
performance first-hand. Although this should gohwiit saying, it doesn’t: Too many managers
aren’t aware of what is going on under their vepses. When it came to evaluating your
employees’ performance, it is not enough to sityour office or behind a desk and let
employees’ work at a distance. Unless you perspioalerve your employees in action, you will
have to rely entirely on secondary sources — suheports, feedback from coworkers and
clients (customers) — to assess how your emplolgaes performed.Of course, input from the
secondary sources is important, but the managerrelies solely on them is missing half the

story.

If you want to know what is going on in your depaent — who is doing what and how well-get
out of your office and become part of the workirig bf your employees. One researcher called
this technique “management by walking around” anteqym. This doesn’t mean that you have to
micromanage or be overbearing; it just means tbat should be aware of your employee’s
effort. As you go about your day, pay attentionMuat is happening around you. Do not focus
solely on results; understand the story behindethresults. Check in with employees on their
work loads and work progress. Have an open-doofgypdor employee complaints and
feedback.
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2.7 Setting Performance Goals
®* What is goal?It is agreed-upon statement of whatraployee will achieve in specified
of the period. A goal statement should also explagresources necessary to achieve the
goals and how you and your employee will measuceess. In other words, goals should

be measurable and aimed at improving the perforesnahthe employee.

* Why do we write goal@Written goals allow you to measure and recognizeéexement.

They also let you identify and correct performampeceblems, and they enable you to
identify and focus on you top priorities. Aim toniit the number of long term goals to no
more than five. You can also write additional skterin goals for project that can be

completed in few days or months.

®* How do you write goals? To write goals you willsimeed to collect information from
your own records those of your employees. The sexktion will explain the kind of

information you might use.

®* What kind of information will you need? This questiis the best answered by you and
your employee because it depends on the spedifiatgin and each jobs.

* What if goal achievement is difficult to measureBRere may be times when an
employee has goals that you cannot easily meashre.does not mean that you should
not of such goals. Just be certain to have sonterierifor evaluating the level of
achievement. Here are some examples: monthly mep@otecasting, and employee
development.

2.8 Legal requirements of Performance Appraisal

In any wrongful termination or employment discri@iion lawsuit, one of the first thing the

employee’s attorney will ask for are the employgeesformance evaluations. The attorney is
digging for the pieces of evidence that will prottee employee’s case or disprove the
employee’s case —and in many situations, that'stgxavhat the attorney will find. It's amazing

how many evaluations contain the proverbial smokiyjugn that make an employee’s case.
Perhaps the evaluation uses racial slurs or stgreptmaybe it directly contradict the reasons the
company now asserts for terminating the employeleatéver the legal gaffe, a manager with a

basic understanding of the law would not have feiliéo the same trap.
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The good news is that you don’t have to do a loextfa work just to safeguard against the
relatively rare event of lawsuit. Many of the rujes1 must follow to keep your appraisals within
the bounds of the law are the same rules this refsedescribes for effective performance
appraisal. Thus you can Kkill two birds with onengpso to speak, by the following practice
describes in here. Specifically:

a) You must communicate honestly with your employees

b) You must provide your employees with regular feettba

c) Your evaluations must be accurate and precise

d) You must document everything you say and conclude

e) All of your statement must be related to the job ¢mployee performs.

f) You must always treat the employees with consideratnd respect.
The truth is, however, that lawsuits are relativedye. Don't get too wrapped up in worrying
about preventing them. As long as you follow gocahagement practices to create a good and
positive work environment for your employees and ¥eep in mind the tips in this paper. You

will be just fine.

To steer clear of legal trouble, observe the follmaguidelines:

» Do not focus on the fact that someone is diffeb@mttause of protected characteristics

* Never ever use slurs or demanding language in peaioce evaluations even if you think
you are being funny

* Don’t mention protected characteristics

» Avoid vague language that stresses that an empisydiferent - that he or she “doesn’t
fit in” or “isn’t one of us.”

* Be specific. If you include documented details, gleowill have more difficulty
attributing your statements to discrimination ordssment.

» Stick to statements that are related to the jobis Will ensure that you don't veer to
illegal territory. For example, a female employe@lways late, it is fine to state that, but
don’t add your irrelevant belief that she is lage&use she has children.

» Focus on behavior not the person. Discriminatogs bs about whom people are, not
what they do. If you focus of actions, you willstelear of hidden biases.

Even The most well-intentioned mangers can faly poehidden biases, ones even they may not
be aware exist. When conducting performance amgsaiyou would be careful not to judge
employees like you (or employees you like) moreofably, to judge employees different from

you (or employees you dislike) less favorably,mengage in stereotyping.
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Although often difficult, being honest with yourabout biases can save your organization you

money and headache.

In any organization, there is no legal requiremtnat company must have a performance
appraisal system. No law compels an organizatioe\tew the performance of its members, just
us no law requires a company to produce annual éiudg provide good customer service.
Conducting performance review, creating budget, gimohg good service are simply accepted
management accepts and very good ideas.

If a company does choose to have a performanceaidpprsystem, it must be that sure the
system complies with the laws. In the eyes of #ve & performance appraisal is an employment
test. It is thus scrutinized in a manner similathiat of other aspects of the employment process:
initial requirement, selection and hiring, promati@ompensation and termination. As a result,
the legal requirements for performance appraissilesy are similar to those for other selection

tests.

2.9 Performance Planning

Performance planning is a discussion. It is the ftep of an effective performance management
process. Performance planning typically involvesneeting about an hour also between an
appraiser and an appraisee. The agenda for thisngéecludes four major activities:

» Coming to agreement on the individual’s key jolpmssibilities

» Developing a common understanding of the goalsadettives that needs to be achieved

* |dentifying the most important competencies thatitidividual must display in doing the

job

» Creating an appropriate individual development plan

Performance planning is depressing how often enaggeyreject their job descriptions as
inaccurate, irrelevant or out of date because pmdace planning is focus on job description of
the employees. To be clear these points firstesearcher to be define as follows:

» Job description is set out in a logical form thekvhat is actually done and the reasons
for doing it. It sets out the job’s relationshipside and outside the organization, and
outlines what it is expected to the contributedtte achievement of the organization
overall goals. Its focus is the job, not the joldieo.

» Job evaluation is used to measure the relativeizmportance of jobs. Its focuses on
the content of the job itself not on job holderstual or intended performance. It

measures the job, not the job holders.
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A generic Job description cannot reflect those viiddial influences, but they should be
recognized by both managers and employees in peafoze planning and review processes. One
way to do this is to combine the job descriptiord ahe performance plan. There is broad
guideline for preparing effective job descriptighsgerson, 1983) has stood the test of time.

» Job description should be simple: - many job dpsons are so complex that both
managers and employees resist or ignore them. hersgatement of duties, authorities,
responsibilities and accountabilities can causdusion when in fact; you seldom need
all that details. The job descriptions should corticgge on actions and responsibilities.

» Job description should not be overstate or exatgergobs and their responsibilities are
often exaggerated, either by including unimportasks duties for or by using inflated
wording.

» Job description should not be confused with jolfilero- these are different should be
kept separate. Job descriptions containing a neab@information about both the job and
the ideal job holder are often confused and confysi

» Job descriptions should be produced jointly ancedr -job descriptions should not be
written and imposed on job holders from above reotitten by a job annalist working

in isolation.
Performance planning is the bedrock of an effecpeeformance management system. The

performance-planning discussions give the mandigechance to talk about his/her expectations
and what he/she sees as genuinely important imt¢lddual job (Dick Grote, 2002).

2.9.1 The manager’s responsibilities in the performnce planning phases of process

The manager has six primarily responsibilities. F=oti them you will work on before the

meeting with the individual. The other two you vattcomplish during the meeting.

Before the Meeting:
* Review the organization mission statement, visialyes and your own department’s
goals

* Read the individual's job description. Think abadl¢ goals and objectives the person

needs to achieve in the upcoming appraisal period.

» |dentify the most important competencies that yxpeet the individual to demonstrate in
performing the job.

» Determine what consider being fully successful@enfaince in each area.
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During the Meeting:

» Discuss come to agreement with the individual anrtfost important competencies, key

positions responsibilities, and goals.

» Discuss come to agreement on the individual’s dgraknt plan
Most of the work involved in effective performanpkanning happens in advance of the actual
meeting. Before the meeting begins the manager iadvidual should each review the
documents that will provide a big-picture perspextithe organization’s mission statements,
visions, and values; the organization’s strategialg for the coming year; the department goal
and the division goal; and the individual's job dgstions. During the meeting the manager will
discuss the goals for the department and the argtoin as a whole. He needs to work with the
individual to set important, measurable, and megfningoals that will help accomplish the
department’s and the organization’s mission. Thoeeeit is important to walk in to the meeting

with some specific ideas for areas in which theviddial should consider settings goals.

2.9.2The employee responsibilities for performancglanning
The employee has seven responsibilities. Most efrésponsibilities involve the activities that

happen before the actual meeting

Before the Meeting:
» Review the organization mission statement and gour departmental goals
* Review your job description determine your criticedponsibilities
* Think about your job and identify the most impottegpal you feel you should
accomplish in the upcoming appraisal period.

» Think about what you considered be fully succegséuformance in each area

During the meeting:
» Discuss come to agreement with your appraiser ot imgportant competencies for your
job, key position and goals.
» Discuss and come to agreement on your personalagewent plan
* Make full notes on a working copy of performancgragsal form. Keep the original of
the form and give a copy of the appraiser.
Before the meeting the individual needs to thinkuwithis or her future goals and development
efforts that it will take to reach them. In the rtieg, the manager and the individual will work
together to come to understanding and agreemerrthtee critical goals and responsibilities,

the competencies, and the individual’'s developrpéans for the upcoming year.
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2.10Performance Execution

Performance execution is the second phase of acte# performance management process.
For the individual, the critical responsibility phase Il is getting the job done achieving the
objectives. For the appraiser there are two masepansibilities: creating the conditions that
motivate, and confronting and correcting any penfmce problems. The first responsibility of a
manger in the performance execution phase is &tetbe conditions that motivate. The second
is to eliminate performance problems.

In an effective performance management systemppeance execution also includes a mid-

term review to ensure that the performance is wektr

2.10.1 Manager’s responsibilities in the performance exedion phase

In here, performance execution consists of two migsponsibilities for the manager. The first
is to create the conditions that motivate peopl@ddorm an excellent level. The other is to
element the performance problem when they arise.

The manager also has some other responsibilitigeiformance execution phases of process.
They are:

* Maintaining performance recordsn here every manager has to keep a track ofwelv
the people in the department are doing. Do not nitakenistake of only keep the track of
performance problems. Your records should includangles of both results and
behaviors that caused you concern as well as thasevere right on target.

» Updating objectives as conditions change: - over ¢hurse of a year, projects will
becompleted and the individual will move on to ttext requirements.If a goal needs to
be revised get together with the individual whasponsible for it and explain the new
requirements. If an objectives

* Providing feedback and coaching for success: -ignoy routine and ongoing feedback
is one of the characteristics of an effective manafgleally, people should be able to
track their performance independently of their niygans feedback.

» Providing development experiences and opportunitiesianagers can accelerate the
development of their people by making sure thay taee intentionally presented with
situations that manager will force them to leard smgrow.

* Reinforcing effective behavior: - of course, peopteblems have to be identified and
resolved. But managers usually get a higher pafyofh reinforcing those things that

people are doing particularly well than by contilyaharping on their deficiencies.
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Conducting a Mid-term review meeting: - while ongmi informal feedback is
essentialfor effective job performance, more formabcycle review is a powerful

technique to ensuring that people’s performancetarack.

2.10.2 The employee’s responsibilities in the performancexecution phase

The employee has one primary responsibility: Getjoh» done. There are several others:

Solicit performance feedback and coaching: - wiiile manager is responsible for
providing performance feedback, the employee is msponsible for requesting it.
Communicate openly with your appraiser on progreaad problems in
achievingobjectives: - “No news is good news.” tisatot true is an organization is going
to be effective. it is important for employees &b tnanagers now when they are running
into obstacles, when deadlines are in danger, vadostomers are not happy. And it is
important for manager to respond appropriately whesh news is announced.

Update objectives as conditions change: - the iddat usually knows sooner than the
manager does when an objectives needs to be re@sedition change, other priorities
interfere.

Complete the development plan: - once the indiViduma the manager have agreed the
development plan, the individual is responsibleit®successful execution. And just as it
is important to bring any changes in objectivethi® manager’s attention, the individual
is also responsible for letting his/her boss kndww any significant changes in the
development plan.

Keep track of achievements and accomplishmentsmany managers ask their
subordinates to provide a list of their accomplishts at the start of the assessment
phase of performance management process. Keepimgl gecords one’s own
performance is also helpful in case of there isificant difference of opinion between
the individual and the manager during the perforreaappraisal discussion.

Actively participating in the midterm review meggin if the manager conducts midcycle
review, individuals can get significant benefitsiBing able to find out exactly how their
performance is perceived before it becomes a mattermal record at the time the final

year-end review.
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2.11Performance Assessment

Performance assessment is the third effective padioce appraisal system. It involves how a

good a job the individual has done and filing ¢ appraisal form. Too often people that

performance appraisal a once-year drill requiredtisy personnel department in which the

manager fills out the form and the uses it to geedback and justify rises. Managers often

complain that evaluating someone’s performancdffisdt. The reason that they find it difficult

is usually that they have not done a good job perémce planning at the beginning of the year.

If the manager has not held planning discussiorthat time, it is difficult to evaluate

performance at the end of the year.

2.11.1The manager’s responsibilities for performance asssment

The manager has eight primarily responsibilitiethe performance assessment phase:

Review the original list of competencies goals, esbyes, and key position
responsibilities:- at the beginning of the year thanager and the individual discussed
the on competencies of the individual would be eigxdto display in going about his/her
job responsibilities and the goals and objectivelse achieved.

Prepare a preliminary assessment of the employssfermance over the entire year: -
before you write the official appraisal, it is aogbidea to take a blank copy of the form
and make some preliminary notes.

Review the individual’'s list of accomplishment aself appraisal: - it is a good idea to
ask each individual whose performance you will balgating to send you a list of their
most important accomplishment and achievementstbeetourse of the year.

Prepare your final assessment of the employee'®mpeance and write the official
performance appraisal using the appraisal forrhis is the most important activities in
the performance assessment phase of performancasghp

Write the official performance appraisal using #ygpraisal using the appraisal form
Review the appraisal with your manager and obtaimcarrence:- it is a good idea to
review any appraisal with your immediate supervidmefore you conduct the
performance appraisal discussion.

Determine any revisions needed to the employeeyspkesition responsibilities, goals,
objectives, competencies, and development planthéonext appraisal period:part of
the performance appraisal meeting will be histdieaking back of the individual’'s over
the past twelve months. Another part will focustba future — what needs to be done

differently during the next twelve months.
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Prepare for the performance review meeting: - perémce appraisal discussion are some
of the most sensitive and demanding of all meetthgs managers are involved in. The
better job that you do to prepare, the more corabidet and effective the discussion will
be.

2.11.2The employee’s responsibilities for performance asssment

The employees has six responsibilities

Review your personnel performance over the yeaedopmance appraisal is not
exclusively the responsibility of manager. Eachsparregularly need to ask himself the
guestion “how am | doing?” the advantage of forpmiformance appraisal system is that
it forces this beneficial review on at least anuairbasis.

Assess the performance and accomplishments agamstievelopment plan:- another
area for the individual to focus on is how welldte# did in carrying out the development
plans that were made at the start of the year.

Prepare a list of your accomplishments and achmewts and send it to your appraiser: -
whether or not the manager requests the indivitualrite an accomplishment list, the
wise individual in every organization always keéagk of his/her major successes and
achievement ( make sure that the manager awahei)t

Write a self-appraiser using the appraisal forragain, whether or not the organization
requires self-appraisal as part of performanceuati@n process, it is a good idea for
individual to draft a self- appraisal before sitidlown for the formal performance
review.

Consider any revisions needed to key position nesipdities, goals, objectives,
competencies and development plans for the nektrpegince review cycle: - creating an
accomplishment list and writing a self-appraisatawrers areas of the job that have
changed since the original performance-planningtimgevas held.

Prepare for the performance review meeting: - @adiwidual should ask himself/herself:
what do | want to get out of this performance rexdeWhat are the accomplishments

over the year that | want to make sure my bossgrzes? And soon.
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2.12Performance Review

Performance reviews are a delicate matter. Mostagenrs want to write good, fair and
professional performance appraisals, but it isalaiays easy to find the “perfect Phrases.” It
involves the individual and the manager discussirggperformance appraisal document that the
manager has created. Managers can choose phrasebvie performance levels that are used on
money performance appraisal forms:

Outstanding
Exceeds Expectations
Meets Expectations

Needs Improvement

o s~ D kE

Unacceptable

The phrases include general descriptions of emplgyerformance, such as “show strong
initiatives”, as well as specific behavioral recoemdations such as “needs repeated instruction
when learning a new task.”

Performance review is the final phase of an effectperformance management system. It
involves the individual and the manager discus#iegperformance appraisal document that the
manager has created. The performance managemesispes both ends and begins a new with
the performance review meeting. At the beginningtted meeting, the individual last year
performance is reviewed and the success of thel@@went plan is evaluated. When providing
feedback. The following concepts should be kemhind

* Feedback works best when it relates to a specda guch as those established in the
employee’s performance appraisal plan.

» Employees should receive information about how tlreydoing in as timely a fashion as
possible.

» Feedback should be given in a manner that will befp improve performance. Since
people respond better to information presented positive way, express feedback in a
positive manner.

At the end of the meeting, the appraiser and theitual set a date to create the plan for next
year’s goals, objectives, and development.
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2.12.1 The Manager Responsibilities in the performance reew Phase
The manager has some of the following primary rasjilities

» Review and discuss the performance appraisal yuard the individual’'s achievement
list: - this is the heart of the meeting. The mamagnd the individual review the
performance appraisal the manager has written &s#if-appraisal if the individual is
completed one)

» Listen and respond appropriately to the individsigberceptions and feedback: - the
conversation needs to be a dialogue, not monolbg. dbjective is to have both people
and the meeting with common understanding of tdevidual performance.

» Discuss your assessment of the individual's peréorce against objectives over the
entire cycle/especially: - strength/achievementakmess/deficiency & development
needs.

» Handle all administrative requirements: - a congbl¢ way to wrap up the discussion is
to go over the administrative requirement to make shat all have been met.

» Conclude the performance review discussion by sdiveglthe performance planning
meeting to plan the next year’s performance: -ghmary purpose of the performance
review phase is to discuss the individual’'s periamce over the appraisal period. Once
the manager individual have had a full discussits,appropriate to set a time to get
back together to take about the performance exji@esa goals and development plans
for the next twelve month.

2.12.2The Employee’s Responsibilities in the performanceeview phase

The individual has some of the following primargpensibilities:

» Discuss the achievement list you wrote: - wise rgargaask each of their subordinates to
create an accomplishment list to begin the perfageaassessment phase. This list is
intended to provide the manager with a record o0bs¢h achievements and
accomplishments that the individual felt were thesmimportant during the appraisal
period.

» Discuss what you achieves against your developmkmt - the performance review
discussion the ideal time to talk about what wasoawplished where the focus of

development efforts need to be in the upcoming.year
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» Seek clarification for any assessments or examiilat are unclear: - although the
manager will make the ultimate decision about tlefgsmance rating, it is very
appropriate for the individual to expect that thanager will back up each of his
assessments with example and illustrations of ém®pnance under discussion.

» Consider how the appraiser’'s feedback will influenour performance plan for the
upcoming appraisal period:-once the individual Aagod understanding of the manager
assessment the performance and the thought predbéssmanager used to determine the
rating level assigned the individual needs to patihformation use.

» Listen and respond appropriately the appraiserscgmion and feedback: - the
performance review is discussion, but not lecturBsth parties must be active
participants for them and the organization to dletfathe potential the benefit from the

process.

2.13Participation of the Stakeholder in PerformanceAppuaisal
System
The names of stakeholders are top management,isgnstaemployees, and human resource
Professionals. Each of these groups is a stakehahde¢he development of an effective
performance appraisal system. If their needs arg they will be more likely to be active
supporters of the system. Not all of their needd expectations will be satisfied simply by
designing attractive and effective appraisal forr@gher needs will be met through the
procedures that are adopted and the training shatovided as part of the implementation of the
system.
Here is what each of the four groups of stakehoisiéooking for in an effective performance
appraisal system:

Top Management

* The development of a shared sense of mission igeatibers of the organization

* The assurance that lower levels of managementtef&ior management’s expectations
of though-minded and demanding performance stasdardll organizations members

* The ability to identify accurately the small numbmroutstanding contributors whose
development and retention is critical to the orgation’s future success.

* The assurance that lower levels of management Gnarately assessing the quality of
performance of associates whose work they are nsgge for, appropriately reinforcing

those whose work is understanding, and those wdelaninating non-contributors
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Appraisers/Managers

The ability to create and gain agreement on spedlfiallenging, and measurable goals

The encouragement from top management and humaurces to set demanding
standards of performance and muscle-build the axgaon to achieve excellent results
The ability to discuss a performance evaluation imay that removes defensiveness and
leads to genuine change.

The ability to identify an individual developmen¢éeds and help that person come up

with a workable plan that will increase capability.

The encouragement confront non contributor withribed for change and to terminate

their employment if that change is not immediate.

Appraisees/employees

Clear communication of both the organization’s anthediate supervisor’'s expectations
about performance so that they can make intelligketisions where to concentrate
efforts and resources.

Ongoing feedback that reinforces appropriate asti@md behavior and redirects
misguided efforts.

Factual and accurate performance assessmentsllithattie individual to make wide
decisions about career direction

The ability to influence the performance expectaiand measures for those expectation
set by the manager

Timely information about the performance deficiesciand the opportunity to correct
those deficiencies before they become a permanari om the record.

The assurance of deliver the high level of perfarceawill be recognized in both formal

and informal ways.

Human Resources

The ability to respond quickly and accurately tonise management’'s demands

information about the quality of performance in amganization unit

The ability to monitor whether the organizationslipies and procedure regarding the

performance management process are being followed.
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* The assurance that performance management formsegures, and policiesusedbythe

company incorporate accepted the best practices.

* The assurance that all performance managementigasdall squarely within legal
guidelines and that exposure to legal challengemized.

To conclude that Performance appraisal systems teebd effective in improving or sustaining

employee performance, otherwise they are a tremen#a@ste of time and money spend on
development and implementation. Performance agpraystems become useless if they do not
elicit positive reaction among raters and rateean@ and Kopelman, 2002). Generally, this

mainly deals with the performance appraisal sysbeimg accepted because is perceived as
being distributional and procedural fair and beangalid measure for the position at hand. Thus
in recognition the large amount of time and moneyt theed to be invested to develop and
implement an appraisal system, an effective apgraigstem would be severe treat and loss

resources to an organization.
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CHAPTER THREE

3. Data Presentation, Analysisand Interpretation

3.1 Introduction

This chapter deals with the presentation, analysd interpretation of data on the basis of data
gathered through questionnaires. In this studyréisearcher used primary and secondary data.
The primary data is obtained from the two differpapulations by the simple random sampling
based on their basic performance appraisal of erapk from non-supervisory and supervisory
employees by using different mechanisms, in orademlbtain information from the above
population that has been mentioned in this paperrésearcher used structured questionnaire to
gather primary information. Whereas, the seconddaya obtained from African Union

Commission from published and unpublished docum&rdsferent relevant books.

3.2 Sampling Techniques and Sample Size

The targets of population of the study contain addi®12 employees in African Union
Commission Headquarter and 175 employees at Rddffiaes (this offices obtained out of
headquarter in the different countries of the wpHBdt it is impossible for the researcher to
conduct the survey in all commission because oftage of finance, material, time and trained

manpower on the topic study.

According to the above mentioned problem, the mebes selected Administrative Human
Resource Management (AHRM) department which coathi@63 (35.87% without Regional
Office) these employees had been taken among thmmigsion employees, which contained
atotal of 1012 employees by simple random sampteahnique to make the sample area

manageable and representative.

The data is obtained through questionnaire andviets. Questionnaire were distributed for
total 90 sample population out of these 15 are rsigm@s (appraisers) and non — supervisors
(appraisees), among the total questionnaires loiged 84 (93.33%) were returned. The
responses were tabulated, analyzed and interpnetedunder following the order of the items in
the questionnaire. The analysis focuses on tharesgroblems and the objective of the study

and the aim of the analyses are going to provitepnetation of the data.
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3.3 General Characteristics of the Respondent

In this study the main sources of data were Adrraiive Human Resource management 12

appraisers (supervisors) and 72appraisees (nomssqs).

Table 1: Characteristics of the Respondents

No. | Items Characteristics | Supervisor Non-Supervisor Total No. Of
Respondents
No. % No. % No. %

1 Sex Male 10 80 57 79.17 67 79.76
Female 2 20 15 20.83 17 19.24

2 Age Less than 25 - - - - - -
25-34 - - 15 20.83 15 17.86
35-44 6 50 45 62.50 51 60.71
45 - 54 5 41.67 11 15.28 16 19.04
Above 55 1 10 1 1.39 2 2.44

3 Service 0-2 1 8.33 18 25.0 19 23.17

Year

3-6 2 16.67 37 51.39 39 46.48
7-10 2 16.67 8 11.11 10 11.9
11 - 15 4 33.33 7 9.72 11 13.09
16 - 25 3 25 2 2.78 5 6.10
Above 26 - - - - - -

4 Educational High school

level 2 16.67 3 4.17 5 5.95

Technical
School - - - - - -
Diploma 4 33.33 15 17.65 19 22.61
Degree 2 16.67 52 72.22 54 65.85
Master 4 33.33 2 2.78 6 7.14
PhD - - - - - -

Source: Own Survey, April 2013

As shown in item 1 of table 1 out of 84 respond&mg79.76%) of them were males while the
rest 17 (19.24%) were females. This clearly indisahat in African Union Commission (AUC)

the numbers of male employees are greater thamtli@tale employees.
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When we come to item 2 of the same table the agjghiition of the respondents indicated that
60.71%, 19.04%, 17.86% and 2.44% of them were os&izgl in the age group between 35 — 44
years, 25- 34years, 45 — 54 years and 55 and ajears. This indicates that the majority i.e.

60.71% of the respondents found in the age group &5years. According to the response, none

of the respondents fall in the age distributiomelow 25 years.

From the same table in item 3, 25%, 51.39%, 11.19.%2%, and 2.78% of the non-supervisors
respondents have served the organization from Oyeafs, 3 — 6 years, 7 — 10 years, 11 — 15
years, and 16 — 25 years respectively. While 8.3B3%7%, 16.67%, 33.33%, and 25%, of the
supervisor’s respondents have served the orgamizitbm O — 2 years, 3 — 6 years, 7 — 10 years,
11 — 15 years and 16 — 25 years respectively. ifdisates that most of the supervisors served
the longer years categorized but most of the nampewvisors served the shortest years
categorized.

The educational qualification of the respondentsngicated in item 4 of the above table.
According to the response, none of the respondeats educational level of below 12 grades,
the reason that the minimum educational requirenfentthe lowest position is 12 grades
complete, which is 5.95% of the whole. Accordingtihe above table in item 4 more than
65.85% of the respondents have first degree iretheeational qualification and the ratio of the
respondents have very significant number compatbedmthers. It implies that the majority of

AU Commission staffs have good educational quaifans.

To sum up, the most of responses at age level4bis- 60.71% have a large number compare to
other age categories. This indicates that mosh@fréspondents’ age isassumed at the working
age category in management.In addition to thasémeice year of the respondents is 3 — 6 years

is indicates that the respondents served in thenmzgtion for most service years.

3.4 Performance Appraisal System in view of the commigsn
employees

Table: 2 — Performance appraisal accuracy and staradd measures

Do you think that the current performance apprgsaht has accurate, clear standard
measures?
Supervisor Non - Supervisof  Total No. esRondent
Responses No. % No. % No. %
Yes 4 33.33 25 34.72 29 34.52
No 8 66.67 47 65.28 55 65.48

Source: Own survey, April 2013
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The above table reveals for the question — theentiperformance appraisal was accurate, clear
standards and measures. For this question thevssqreresponses is ‘No’, which is 66.67% and
the rest 33.33% is ‘Yes'. In the other part, nosupervisor responses is ‘No’ is 65.28% and the
rest 34.72% is ‘Yes'. This may indicate most ofp@sdents are the current performance
appraisal is not accurate; it has not clear stalsdandmeasures. This table showed the negative

attitude of towards performance appraisal

Table: 3 — Organization’s vision, mission and goals

Did your organization facilitate to know the orgaation Vision, Mission and goals?
Supervisor Non - Supervisor Total No of Responses|
Responses No. % No. % No. %
Yes 4 33.33 17 23.61 21 25
No 8 66.67 55 76.39 63 75

Source: Own survey, April 2013

As indicated from the above table, 66.67% of tlepoadents of supervisors are the organization
was not facilitate to know the organization visiomssion and goals for the employees and the
rest, 33.33% of the respondents of supervisorfaeorganization was facilitate the vision,
mission goals for the employees. In the other p@B% of the respondents of non —
supervisorsare the organization was not facilitgnknow the employees the vision, mission
and goals. In the other hand, the rest 25% of éspandents of non — supervisors response that
the organization was facilitating the vision, nussand goals for the employees. According to
this, the survey was conducted to assess the agjam vision, mission and goals was not

known properly by the employees.

Table: 4 — Job duty and responsibility

Would you give your job duty and responsibility tye organization duringyou were
received your appointment?
Supervisor Non - Supervisor Total No. of Responslen
Responses No. % No. % No. %
Yes 5 41.67% 30 41.67 35 41.67
No 7 58.33% 42 58.33 49 58.33

Source: Own survey, April 2013
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As indicated from the table 4 the majority of sypgrrsaround (58.33%) are response the job
duty and responsibility of the employees was nweé go the employees during the appointment
period of the commissionand the rest 41.67 of thwleyees received their job duty and
responsibility from the commission. In the othertpd1.67% of the non - supervisor employees
response they were received job duty and respdibgiduring their appointment. Whereas,
58.33% of non — supervisor level employees respdhs¢ there was not job duty and
responsibility gave the employees during the apgpwent of the commission. These indicates
that most of the newly recruit staffs start theisk without properly described their duty and

responsibility (Job description) in the commission.

Table: 5- Knowledge and training for implement perbrmance evaluation

Would you assume that your supervisor possessiatkegnowledge and training to
properly implement your performance evaluation?
Supervisor Non - Supervisor | Total No. of Respondentg
Responses No. % No. % No. %
Yes 5 41.67 32 44.44 37 44.05
No I 58,33 40 55.55 47 55.95

Source: Own survey, April 2013

As shown from the table 5: 41.67% of the supergismsponse about the organization possess
adequate knowledge, training facilitate for thempdoyees and properly implement performance
evaluation. On the contrary, 58.33% of the supergigesponse were not the organization
possess adequate knowledge and training for theipleyees and properly implement
performance evaluation for the supervisors. Onatier hand, 44.44% of non — supervisors’
responses the organization was possess adequatéellge, training facilitate for the employees
and properly implement performance evaluation. Wagr 55.55% of non — supervisors’
responses the organization was not posses adefnateledge, training facilitate for the
supervisors and properly implement performance uaxmn. On the above table most the
responses at both level employees were the supesvis non-supervisors are not adequately
and properly trained at the area of performancduatian. Especially the supervisors should
measure their subordinates’ performance evaluatittmout enough knowledge of performance

evaluation system.
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Table: 6- Supervisors utilize performance evaluatin objectively and without bias

Would you think that your supervisor utilizes theklation system to assess your
performance objectively and without bias?
Supervisor Non - Supervisor|  Total No. of Rexjents
Responses No. % No. % No. %
Yes 7 58.33 33 45.83 40 47.62
No 5 41.67 39 54.17 44 52.38

Source: Own survey, April 2013

The above table reveals that for the question-stqgervisors utilize performance evaluation
system to assess objectively and without biastiismuestion the supervisors’ response 58.33%
were ‘Yes’ and the rest 41.67% were ‘NoO’. In thaetpart, non — supervisors’ response 45.83%
were ‘Yes' and the rest 54.17% were ‘No’. Accorditaythe non-supervisors’ response the
performance evaluation result measured subjectantywith biased shown in the commission.

Table: 7- Linkage between performance appraisal angpayment

Do you think that there is clear, direct and coripglinkage between performance and

payment in the performance appraisal system?
Supervisor Non - Supervispr Total No. ospendents
Responses No. % No. % No. %
Yes 3 25 20 27.78 23 27.38
No 9 75 52 72.22 61 72.62

Source: Own survey, April 2013

As indicated from the above table the supervis@sponse 25% were ‘Yes’ which means there
is a linkage between performance results and palyarehthe rest 75% of the respondents were
there was no linkage between performance results pgyment. On the other side, non —
supervisors’ response 27.78% were ‘Yes' which iatid there is a linkage between
performance result and payment and the rest 72.@8P%e respondents were there was no
linkage between performance results and paymerd.mi&jority respondents’ response showed
us the commissions’ employees clearly not knownuges performance appraisal result because
the supervisors response difference is a very feignt number compare to the other question
response.
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Table: 8- Regular records of incidents of employedsr performance evaluation

Do you regularly record incidents of good/poor betaof relevant for the
performance evaluation of the employees?
Supervisor Non - Supervisor|  Total No. of Rexjents
Responses  No. % No. % No. %
Yes 2 16.67 23 31.94 25 29.76
No 10 83.33 49 68.06 59 70.24

Source: Own survey, April 2013

The above table provides the regular records oideamts of employees for performance
evaluation of the respondents.From the total redpois the only 16.67% of the supervisors’
response were use regular record incidents of good/behavior of employees in the
commission and the rest 83.33% of the supervism@sponse were not use regular record
incidents of good/poor behavior of employees fafgrenance evaluation. While 31.94% of non
— supervisors’ response are use regular recordents of good/poor behavior of employees for
performance evaluation and the rest 68.06% of nenpervisors’ response are not use regular
record incidents of good/poor behavior of the erygés for performance evaluation. According
to the majority of respondent response there wasknown regularly record incidents of

good/poor behavior of employees in the commission.

Table: 9- Performance Appraisal conducted in year

How often do you think performance appraisal stidod conducted in year?
Supervisor Non - Supervisor Total No. of preaslents
Responses
No. % No. % No. %
Once 3 25 10 13.89 13 15.48
Twice 9 75 40 55.55 49 58.33
Quarterly - - 16 22.22 16 19.05
Monthly - - 2 2.78 2 2.38
Others periods
- 4 5.56 4 4.76

Source: Own survey, April 2013
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One can see from the above table, 75% of the sigpestresponse conducted twice a year the
performance appraisal of the employees in yeartlamdest response is 25% of respondents said
once a year. On the other hand, non — supervigel tesponse conducted performance appraisal
of the employees in a year is 58.33% their respdngee a year, and the rest 19.05% of
respondents are said quarterly, 15.48% of respas@ea said once a year, 2.38% of respondents
are said monthly and 4,76% of respondents wereathit period. These respondents’ response
shown us the concerned management or administrativean resource management is not

created awareness about theexact period of evatuatiemployees in the commission.

Table: 10 — Reasonable of performance goals, scalesd training skills

Supervisor

Responses

No. Questions Yes % No %

1 Do you agree that the performance goals-setiugoioare | 7 58.33| 5 | 41.67

reasonable?

2 Do you feel that the scales allow an accuratessssent of, 2 16.67| 10| 83.33

different dimensions of performance?

3 Did you take sufficient training in all skills eged 2 16.67| 10| 83.33
appraising performance by the organization?

Source: Own survey, April 2013

As shown in item 1 of table 10, the performancelgysat up are reasonable, for this question,
58.33% of supervisors’ response were ‘Yes’ andrést 41.67% were ‘No’. According to the
respondents’ response the performance goal set tgasonable in the organization. When the
researcher came to item 2 of the same table tHessalhow an accurate assessment of different
dimensions of performance, for this question, 1% the supervisors’ responseare ‘Yes’ and
the rest 83.33% are ‘No’. This implies that the onidy of the respondents said that the scales
did not accurate assessment of different dimensibperformance in the commission. In item 3
of the same table, 16.67% of respondents’ respaeeait taking sufficient training in the
organization were ‘Yes’ and the rest 83.33% wer@'/Nrhis implies that the majority of
respondents the organization, the commission didyive sufficient training for the supervisor

or concerned body.
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Table: 11 —Performance appraisal meeting with admiistrative benefits and
couching of subordinates

y

Supervisor
Responses
No. Questions Yes % No %
1 Would you appraisal skills are regularly refratihad 1 8.33 11 | 91.67%
updated through training?
2 Do you think that performance appraisal in your
organization is strictly meeting its intended piege® of
determining employees’ compensations, promotion, 2 16.67| 10 |83.33
demotion, transfer and identification of an empksge
training needs?
3 | Are you busy enough coaching the performangeof
subordinates there by insuring successful perfoceai 4 33.33| 8 |66.67
your work unit/organization per targets set?

Source: Own survey, April 2013

As indicated from the table 11 in item 1, the apgadaskills were regularly refreshed through

training, for this question, 8.33% of supervisarms$ponse are ‘Yes’ and the rest 91.67% are
‘No’. This implies that the majority of the respamds said that the commission did not refresh
the appraisal skills regularly through training. &dhthe researcher came to item 2, in the

commission performance appraisal result strictlyetimg with compensation, promotion,

demotion, transfer and identification of employetaining needs in the commission, for this

guestion, 16.67% of supervisors’ response are “déad'the rest 83.33% are ‘No’.In this respect,

the majority of respondents of the commission dutl use performance appraisal result for the

above mentioned benefits.

According to the last item of the same table, thpesvisors were busy enough couching the

performance of the subordinates to improve the p@itormance, for this question, 33.33% of

supervisors’ response are ‘Yes’ and the rest 66.6/46No’. This showed that the majority of

respondents respond the supervisors were not bogygh couching their subordinates to

improve the unit performance.
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Table: 12- The supervisors clearly express goald)da best workersreceived the
highest score and openness of evaluation

Non - Supervisor
Responses

No. Questions Yes % No| %
1 | Would you think that your supervisors clearlypesss task

goals and assignments? 25 | 34.72| 47 |65.28
2 | Do you agree that the best workers receivethijteest

evaluation score? 20 | 27.78| 52 |72.22
3 | Isthere a problem with your performance evabmatyou

can communicate your concerns openly to your 30 | 41.67| 42 |58.33

supervisor?

Source: Own survey, April 2013

As shown in the item 1 of table 12, the supervistearly express task goal and assignment, for
this question, 34.72% of non — supervisors’ respaare ‘Yes’ and the rest 65.28% are ‘No’.
This implies that the majority of respondents thaipervisors could not clearly express task
goals and assignments. In item 2 of the same tablayt the best workers received the highest
score, for this question, 27.78% of non — supergisesponse are ‘Yes’ and the rest 72.22% are
‘No'. As it indicated around 72.22% of respondesdsd that the best worker had not received
the highest score. According to last item of thenesaable, about performance evaluation
concern open communication with supervisor, fos tQuestion, 41.67% non — supervisors’
response are ‘Yes’ and the rest 58.33% are ‘Notohding to the respondents’ response the
communication between non — supervisors and sugmes/iconcerning about performance

evaluations were not easy and openlywith their supers.

Table: 13 — Regular performance discussion and exisg form in the commission

Non - Supervisor

Responses
No. Questions Yes % No %

1 | Do your supervisors actually engage in regular
performance discussions with you these by acknayihed
your good contributions to your work unit and paoit 27 | 37.50 |45 62.50
your bad performance so that you improve it in timeéore
it cripples the whole of your performance?

2 | Would you think that the existing form is toogolex? 14 19.44 58 80.56

Source: Own survey, April 2013
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From the information in item 1 of table 13, the eubnate or employees ask about their
supervisors regularly engage in performance dissassto improve the performance of the
employees, for this question, 37.50% of non — supers’ response are ‘Yes' and the rest
62.50% are ‘No’. It implies that the majority ofsmondents response are not engage in
discussion with their subordinate about the impnoeet of performance. In item 2 of the same
table, the existing form is too complex, for thisegtion, 19.44% of non — supervisors’ response
are ‘Yes’ and the rest 80.56% are ‘No’ which meéms existing form are easy and simply
understood by them. This implies that the majooityespondents’ response the existing form is

not complex and it is easy to fill the forms.

3.5 Overview of Performance Appraisal Practicén the Commission
According to the interview question response fa #uministration division employees, Staff
Performance Appraisal System (SPAS) is startedgaloeriod of time in the Commission
manually but it did not know the exact started olatbe administration of the commission.
However, the commission started electronic versior2010. The purposes of performance
appraisal are: to confirm the new employees is rabation; to renew contracts of a short-term
staff; and sometime use to give pay increase aonch@tion. In African Union Commission
performance standards derive from the organizaigoals and the commission is supposed to
achieve certain objectives. These can be met thrdhg process of cascades, i.e. from the
chairperson to the Deputy Chairperson, to Commesg) to Directors, to Heads of Division,
Heads of Units, down to each individual. Every undiial’s work should contribute to the

attainment of the Commission’s goals.

The advantages of performance evaluation in ther@lisgion are:

* Ensuring that the employees understand the impmetaf their contributions to the
organizational goals and objectives

» Examine each employee as an individual to evalihetemployee’s strength and weakness

» Ensuring proper aligning or linking of objectivesdafacilitating effective communication
throughout the commission

» Performance evaluation implement properly whichuoedthe risk of complaints and
litigation by ensuring that employees feel tred@dy and are surprised by management
decisions

» Ensuring each employee understands what is exp&daedthem and equally ascertaining

whether the employees possess the required skdlsapport for filling such expectations.
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Performance appraisal is the first step of perforteamanagement process. Performance
planning typically involves a meeting of about abuhor so between an appraiser and an
appraisee. At the planning step the administragingloyees from the top to the bottom may
participateby discussing and agreeing with thepesusors on their individual goals. This is
done at the beginning of each appraisal cyclehAtend of appraisal cycle, each staff member is
also given an opportunity to comment on how hefsas appraised. But in the rest of the
commission employees this is not shown practicahbse of this most staff member shown he
result of performance appraisal use as a formdtby.the facilitate performance evaluation is in
most organization, gave training for the raterthetcommission did not practice for the raters.
According to the response of administrative aregleyees thecommission is not known which
performance appraisal method is followed. Thenifigr tresearcher the commission used method
did not know clearly. The other things want to knthe commission has a policy or manual to
help implement of performance evaluation of the leyge in this area also there is no clearly
known in the commission. The other point we considéhe commission is goal-setting. At this
point, the organization trend is employees togetti#r the supervisors set their own goals for
each appraisal cycle. These goals should contribotehe goals of the Unit, Division,
Department, and Commission. The employees are sedpm enter these goals in the system
and supervisors, after reviewing them, will apprave amend the goals, further to more
discussions.

The current performance appraisal system is blettesome drawbacks (problems) are:

It has linkage the supervisors to use his subjigtiv

Most of the time the each subordinate set his owal, gt should be better to for the same
job put it as a unit.
* The commission should be prepared training to imp@erformance appraisal skill for the
raters and subordinates.
* The administration of a commission should prepareuchent, which use the employees’
daily activity.
 Some of the employees do not feel that performapgmaisal system directly links to
actual delivery of the duty. They did not belietieit task.
In general some staffmembers do not feel that tedopmance appraisal system is fair
becausethere is nothing that links it to their actlelivery of their duty. They say that it is
subjective. The solution is to explain thoroughtydil involved what the appraisal system is

andwhat it is aiming to achieve. It should not bed to punish people.
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CHAPTER FOUR

4. Summary of Findings, Conclusion and Recommendation

4.1 Introduction

This chapter presents summary, conclusion and re@mdation from the information in the
preceding chapters. Performance evaluation is thet important activity for effective personnel
management. Employee effectiveness is assessetgsp of performance appraisal and these
results the bases for selecting reward and devedopsystem. Performance appraisal is essential
for effective management and evaluation of staffpraisal helps to develop individual, improve
organizational performance, and feed into busipémsning. Formal performance appraisals are
generally conducted annually for all staff in then@nission. Staff performance appraisals also
establish individual training needs and enable mimgdional training needs analysis and

planning.
4.2 Summary of Findings

The following are the result of survey conductedssess the practice of performance appraisal

on employees’ in the African Union commission:

* Most of the supervisor and non — supervisor emm@syanswered that the performance
appraisal point has not accurate, clear standaedsumnes of the employees performance of
the commission.

» Large number of supervisors and non — supervisoydayees said that the commission
did not facilitate to know the commission visionseion and goals for their employees.

» Unfortunately, both level of employees the sam@aase for job duty and responsibility
or job descriptions. They said that most of theoeslent the commission did not give
their duty and responsibility of the employees dgrinewly appointment for the
commission.

» The majority of both level employees respond theammission would not have sufficient
training for the supervisor to properly implemenerformance evaluation of their
subordinate. So the supervisors have not enougtvledge in this area then most of the
time the performance appraisal format filled witmetake and correct it again & again so

many times.
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The performance appraisal result is measured abghetand without bias by the
supervisors, for this question response in differeay by the supervisors and non-
supervisors. Most of the supervisors respond pedoce appraisal result filled
objectively and without any bias. But most of namparvisors respond performance
appraisal result form filled the supervisors’ needgubjective and with bias.

The most of supervisors and non-supervisor empRyaeswered the performance
appraisal result did not direct linkage with paymekccording to their response almost
75% of respondent said that there was not any diakzetween performance appraisal and
payment. This shows far to the purpose of perfoceappraisal practice.

According to more than 80% of supervisors’ respookesaid that they have no any
document, which helps to follow up their subordasatworking situations to registered
good/bad incident of the employees. On the othed haon-supervisors also around 68%
of the respondents, the supervisor have not docutneregistered good/bad incident of
their subordinates.

Most of employees around 55.55% are respond twiggeeaa conducted performance
appraisal but the rest respondents are 22.22% umeqly, 13.89% are once, 5.56% are
other period and 2.78%are monthly.

Most of the supervisors said that goal set-up fnfggmance appraisal is reasonable but
the practice of goal set-up leave responsibilitytfi@ subordinates in the commission

The majority of supervisors said that the scalep@fformance appraisal are not the
accurate assessment of the different dimensionedbpnance appraisal. This indicated
83.33% of the total number of the respondents.

The very large numbers of the supervisors arereipgrithat the commission did not give
sufficient training in all skills needed onappr#eaformance for the supervisor. This
indicate that 83.33% of the total numbers of resigoits.

Almost all the supervisors said that the commisslighnot regularly refreshed and update
the training for the ratersconcerning about pereoroe appraisal. This shown numerically
91.67% of the total number of the respondents.

According to most supervisor response the perfoomappraisal is not directly meeting to
use determining employees’ compensation, promoti@emotion, transfer and

identificationof an employee’s training needs.
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* Most of the supervisors are not enough couchingr thebordinates to improve the
successful implement of performance appraisal @iewe goals of the organization or
target set.

* The majority of the non-supervisors respond thatdhpervisors are not clearly expresses
the goals and assignments of performance appraigaleir subordinates because of the
commission working trend.

* Most of the non-supervisors respond the best watkknot receive the highest evaluation
score. To show it numerically, 72.22% of the taedpondents’ have said that the best
workers did not receive the highest evaluationecor

* Most of the non-supervisors respond that the subatel could not communicate openly
with their supervisor about concerning of their fpenance evaluation result of the
subordinates.

* The majority of non-supervisors respond that theestisors are not engage in regular
performance discussions with their subordinates@&lveere done by acknowledging their
good contributions to their unit and point out thiead performance so that subordinate
improves it in time before it cripples the wholetbéir performance. This indicates that the
supervisors did not correct their subordinates idhiately when the problem was shown
on them.

» The majority of non-supervisorsresponse agree tthatexisting performance appraisal
form is not complex to measure the appraisal batdihpervisors said that the existing

performance appraisal form is complex to measweafpraisal.

Majority of the subordinates suggest that somehef supervisors reflect their own personal
interest in the appraisal system as a tool to ésertheir power and exert influence on the
subordinates. The major biases created by the \#apes of the commission are regency and
personal prejudice. These biases can be avoidégioyng raters as show to rate effectively by
explaining to them the biases. In addition to this management of the division, department,
and the owner of the task, administration of humesource should be review and take corrective
measures when they have found a problem negligefthys shows that African union

commission can make the appraisal effective andirate representative of the individual

performance by training its supervisors or raters.
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4.3 Conclusion

Performance appraisal is a two way discussion; wtemmied out well, it actively involves
employees, helping them to understand what is eggeaf them. By setting agreed objectives
and regularly reviewing progress, employees beca@sgonsible for their own performance. An
effective performance appraisal system is one ith&ir. This means ensuring that you fulfill
your obligation to evaluate employees’ performaacd development needs in a consistent and
fair manner. Performance should be accurately medsso employees will know where they
can improve. Knowing where to improve should leatraining employees to develop new skills
to improve. To be an accurate measure of performama measures must be valid and reliable

acceptable and feasible, specific and based omigson and objective

Employees can feel it is unfair, in accurate ot peyue and meaningless, if supervisor are not
careful to prepare and properly addressed and agectivity and biases, and the employees
are not allowed to participate in the processedight of these most of the employees felt that
Africa Union appraisal system failed to fill the db@ requirements and qualities of good

performance appraisal. The major problem includes:

e |t is known that for implement performance appraeay organization should be gave
clear job duty and responsibility (Job descriptitor)their employees because the goal-set
of each task is enshrined from the employees’ joty dnd responsibility. But in Africa
Union Commission, the most of employees said tmatcommission did not give any job
duty and responsibility for the employees duringpyyment.

e Before goal set of performance appraisal any opgdioin facilitate to recognize the
organization vision, mission and goal for their éomgpes. But the most employees
response that the commission did not facilitateutalerstand the organization vision,

mission and goal.

* In any organization, the supervisors utilize thaleation system to assess the subordinate
performance objectively and without bias. On thet@ry, majority employees said that in
the commissions most of supervisors evaluated suiordinate objectively and with bias.
Because the commission have no prepared any dot¢sinadnch helps to follow the
employees activity regularly and the administratidso not use any mechanism to cheek

the supervisors task done properly.
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For obtaining a good performance appraisal resthes,organization should maintained
regularly record incidents of good/poor behavioitted employees. Nevertheless most of
the employees stated that there is no a documdémthwsed regularly record incidents of

good/ bad behavior of the employees in the comonissi

In the commission so many negative attitudes peedeby employees this bring about
dissatisfaction and demotivation, these drawbac&sldvresult negative impacts on the

effectiveness of the employees.

Performance appraisal is used for administrati@vetbpment and motivational purpose.
But in the commission, thestudy of the paper indidahe appraisal is undertaken most of
the time to address administrative requirementsoaimissions’ accomplishment and just

for sake of formality.

Although Performance appraisal skills have develofpeough training, the organization
(commission) did not have sufficient training fboetsupervisors (appraisers). So , most of
the time performance appraisal results shown aflanistakes and the organization to
correct it someone performance appraisal form dillmore than two times in one

evaluation period without exaggeration.

Performance appraisal evaluated in the commissoandertaken two times a year by
immediate supervisors. According to the responsth@employees almost the half of the
respondents did not know the correct time of thalwation period. This indicated that the
control mechanism of the system through adminisimais poor. So, some of the

supervisors evaluated their subordinate once afge&oth time period.

Effective performance appraisal system needs dismudetween supervisors (appraisers)
and the subordinates (appraisees). But in the cesiom, the administration not facilitate
discussion (meeting) period about untrusted pevémce appraisal results

Most of respondents’ responses that the currerfopeance appraisal point had not
accurate, clear standards and measures and tlgastarshould be need revised to each

task or jobs unit.

4.4 Recommendations

In this section of the dissertation, some recomragods are presented that will help decision

makers in the area to reconsider past shortcomangsundertake corrective measures for the

success of future accomplishments on the biasesseérch findings and conclusions drawn.
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The following recommendations are made for consiitem and application to future and

improve of employees Performance Appraisal (PA) agament practices in African Union

Commission.

The trends of African Union Commission for implerheh performance appraisal arethe
subordinates (appraisees) who set their performgoeés. But the administration of the
commission did not give their duty and respondiiliJob description) during they
employed period in the commission. These may b&ogea problem to put clear and
measurable goals for the subordinates. So, for fiinere the administration of the
commission should be gave duty and responsibiityefzery newly employed staff during
employment. This helps the subordinate to put lhar@and measurable goal-set.

Any organization should be to make recognize th&omi mission, and goals of the
organization to its staffs for effective performaraf the task. But the commission has its
mission, vision, and goals did not create awareaeacilitate simply to know by the staff
properly. As a principle, performance appraisateysleads to accomplishment of your
organizational mission and objectives. So, for theire the administration should be
facilitating the commissions’ vision, mission, aoldjiectives recognizing by staffs simply.
As a manager in the organization, making sure efnfission, goals and performance
appraisal connection will allow us to reinforce doyee behaviors that aim at achieving
organizational goals.

Most of the supervisors had not a recording doecumehich is help regularly incidents
record of good/poor behavior of employees. Then gshpervisors filled subordinates
performance appraisal format by guess. So, the radimdtive should be prepared a
document, which helps the performance of employeefollow up regularly for the
supervisor according to each task requirements.

The commission has to strictly use the performapmgraisal result for promotion, better
job position placement, selection for training anativation.

Since performance appraisal has an objective angreat tool to motivate/satisfy
employees if properly and honesty implemented wdatrcommon standard appraisal
techniques.

The performance appraisal system of the commissbould able to distinguish
outstanding, good, average and poor performersdd @o, employees should be given
measurable tasks, interim evaluation and recordsldhbe employed so that employees’

actual achievements will be identified and rewardecbrdingly.
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According to the respondent response most of thelmgmes said that there is no
discussion sessions about their performance appr&e, the commission administration
should prepare the directives or orders for theesugors to allow employees for
discussion session about their performance appnasalt with their supervisors about
each and every point.

Supervisors (appraisers) in the commission must tgghing concerning appraisal.
Training has to be arranged to equip appraiserns thie necessary knowledge and skill
regarding the appraisal tools, processes and #teray This can reduces the problem that
underlined in the appraisal.

The main criteria in the evaluation form of the eoission must be fulfilled the purpose of
the organization established.They have to be cepabt only to identify performance
weakness and strength but also to make the judgomrderning employees to identify
future management as well as efficiently and eiffett of the task done.

To enhance maximum utilization of performance ajgataresult, the appraisal system
should be part of performance management procdsshvis beginning from planning,
ending in evaluating and developing, and turninglamning. In this cycle, being part of
managers basic functions (planning and controljimmgrformance appraisal can most
likely to hold managers attentions.

In the commission theoretically performance appaitais implemented twice a year, the
first is midterm and the next is end term. But ficatly most of the supervisors filled their
subordinates’ performance result the two termsast bne which means in one year.
According to the researcher suggestions the adiraticsn should be follow the two terms

seriously by giving the notice online or hard cdpythe supervisors and employees.

To sum up it is a common misconception that peréoroe appraisal entails simply filling out an

evaluation form — answering prefabricated queséind checking boxes. Performance appraisal

is a process, not a document — it is a way of &iring your relationship with your employees. A

good appraisal system includes observation, doctatien and communication. It envisions a

workplace in which supervisors know what is happgnin their departments (who are doing

what and how well) and document employee performaas it occur. Supervisors and their

employees should have open lines of communicatioavery manager documents employee

performance on an ongoing basis the new managemmae easily pick up where the old

manager left off? Proper performance evaluatioo giovides important legal protection for

your organization and you.
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Appendix |
Indra Gandhi National Open University
Faculty of Public Administration

Questionnaireto befilled by Supervisory Employees
Dear Respondent,
The purpose of this questionnaire is to collecteshg@ry data for conducting a study on the topic,
“performance appraisal in African Union Commissi@klUC): the case of AUC staffs” as a
partial fulfilment to the completion of the Masseof Public administration (MPA) programme
at Indra Gandhi National Open University (IGNOU)eimind you the fact that your genuine
responses are highly valuable and great contributo the study being conducted.This study
use for academic purpose and | assure you thatprizate response will not be revealed to any
other body or persons. | would like to extend megmaeart thanks in advance for being a
volunteers to devote your valuable time infillifgst form

General Instruction

- There is no need of writing your name

- In all cases where options are available pleaganithe appropriate box

- For questions that demands your opinion, pleas®thpnestly describe as per the
guestions on the space provided

Part | Participant Information

1) Age(in year)
under 25 [125-34 [135-44 [145-54

DSS & above

2) Number of years you have worked for this organarafin year)

Co-2 [13-6 [17-10 [J11-15 [l16-25

|:|26-& above



3) Number of years working on this job (in year)

Clo-2 [3-6 [17-10 [11- 15 [16-25
[126-& above

4) Sex
Clmale [ Female

5) Educational qualification

DHigh school graduate [ Technical School graduelﬂ College Diploma

[ Ba/Bsc. DegreEl Master DegreE PhD

Part || Questionson Performance Appraisal

1) Do you think that the current performance apprgsaht has accurate, clear standards

and measures?
DYes |:| No

2) Did your organization facilitate to know the orgzation vision, Mission and goals?
Clves CINo

3) Would you think that the most important parts ofiyfb performance are emphasized in
your performance appraisal?

DYes DNO

4) Would you give your job duty and responsibility §Joescription) by the organization
during you were received your appointment letter?

|:|Yes |:|No



5) Do you agree that the performance goals-set updioare reasonable?

|:|Yes |:| No

6) Would you assume that your supervisor possess atiegnowledge and training to

properly implement your performance evaluation?

DYes DNo

7) Do you feel that the scales allow an accurate ass&# of different dimensions of

performance?

D Yes |:|No

8) Do you regularly record incidents of good/poor habiaof relevant for the performance

evaluation of the employees?
Clves [ No

8.1 For the above question your respamsyes” please put your format at the back of
this page.

9) Would you think that your supervisor utilizes thakation system to assess your

performance objectively and without bias?
|:|Yes |:| No

10)Did you take sufficient training in all skills nesdi appraising performance by the

organization?
Clves [ No

11)Would your appraisal skills are regularly refreslaed updated through training?
Clves [ No

11.1 For the above question your raspas “yes” please explain it briefly at the back

this page.



12) Are you busy enough coaching the performance of gabordinates there by insuring
successful performance of your work unit/organ@aper targets set?
a) Yes, | do coaching all the time
b) Yes, but occasionally
c) Never at all, | wait until the appraisal periociger and rate him/her accordingly
13) Do you engage in appraisal discussion with yobosdinates there by encouraging them

to freely express their complaints or any suggastiegarding their rating results?

D Yes |:| No

14)How often do you evaluate your subordinates inax ye

|:|Once |:| Twice D Quarterly D Monthly |:| Other period, Specify

15)Do you think that there is a clear, direct and celtiqpg linkage between performance

and payment in the performance appraisal system
Clves [ No

16)Do you think that Performance appraisal in youraoigation is strictly meeting its
intended purposes of determining employees’ congigms, promotion, demotion,

transfer and identification of an employee’s tragqnneeds
|:|Yes DNO

17)Do you think that the criteria in the present apgataform are representative enough to
truly reflect a subordinate’s real worth to hisf n@rk unit or to the organization as

whole?
|:|Yes DNO

18) Have you ever been engaged in any sort of dispitiheyour subordinates due to the

latter’s dissatisfaction on your performance rating

DYes DNO



19) Do you have any ideas how to improve performappeasals?




Appendix I

Indra Gandhi National Open University
Faculty of Public Administration

Questionnaireto befilled by Non-Supervisory Employees

Dear Respondent,

The purpose of this questionnaire is to collecteoh@ary data for conducting a study on the topic,
“Performance appraisal” in African Union Commissi&UC): the case of AUC staff “as partial
fulfillment to the completion of the Master of PidoAdministration (MPA) programme at Indra
Gandhi National Open University (IGNOU). | reminduthe fact that your genuine responses
are highly valuable and great contribution for stuaking conducted. This study use for
academic purpose and | assure you that your priesigonse will not be revealed to any other
body or person. | would like to extend my deep-h#@nks in advance for being a volunteer to
devote your valuable time in filling this form.

General Instruction

- There is no need of writing your name

- In all cases where options are available pleaganithe appropriate box

- For questions that demands your opinion, pleasedaronestly describe as per the
guestions on the space provided

Part | Participant Infor mation
1) Age(in year)
Clunder 25 [125-34 [135-44 [ 4554

DSS & above

2) Number of years you have worked for this organarafin year)

Llo-2 [13-6 [17-10 [J11- 15 [16-25

DZG-& above



3) Number of years working on this job (in year)

Llo-2 [13-6 [17-10 [J11- 15 [16-25
|:|26-& above

4) Sex

|:|Male |:| Female

5) Educational qualification

] High school graduate [ Technical School graduatg College DiplomD

BA/BSc. Degree [ master DegreE PhD

Part || Questionson Performance Appraisal

1) Would you think that your supervisor clearly expgréssk goals and assignments?
|:|Yes D No

2) Do you think that the current performance appramaht has accurate, clear standards
and measures?

DYes |:| No

3) Do you think that the current performance apprameaht has clear and valid measure of
job-related activities?

|:|Yes |:|No

4) Would you think that the most important parts ofiyb performance are emphasized in
your performance appraisal?

DYes I:lNO

5) Do you think that the performance appraisal resuitbetter communication between
yourself and your supervisor?

|:| Yes |:|No



6) Do you agree that the best workers received theelsigevaluation score?
DYes D No

7) Would you assume that your supervisor possess atieedmowledge and training to

properly implement your performance evaluation?
|:|Yes DNO

8) Would you give your job duty and responsibilitidelf Description) by the organization

during you were received your appointment letter?

|:|Yes |:|No

9) Did your organization facilitate to know the orgaation vision, mission and goals?

D Yes I:lNO

10) Would you think that your supervisor utilizes theakation system to assess your

performance objectively and without bias?
|:|Yes |:| No

11) Is there a problem with your performance evalugtigou can communicate your

concerns openly to your supervisor?
DYes D No
12) How often do you think performance appraisal shd@donducted in a year?

DOnce DTwice DQuarterIy DMontth

DOther Period, Specify

13) Do your supervisor actually engage in regular grenfince discussions with you these
by acknowledging your good contributions to yourrkvainit and point out your bad
performance so that you improve it in time befoteciipples the whole of your

performance

DYes, he (she) does it to all times
|:|Never at all

DYes, but sometimes



13.1 If your response the above question is™y#d the advice really work?Please
Mention it

14) Do you maintain documentation of your critical @eplishment during the appraisal
period for use as a reference in case your appride to consider them in appraising

your performance?

|:|Yes DNO

15) Do you think that there is clear, direct and compelling linkage between performance

and payment in the performance appraisal system?

|:|Yes DNO

16) Would you think that the existing form is too complex?
DYes DNO

17) How do you perceive the performance appraisal system in your organization?

a) As a paper work that does not affect your stay within the organization

b) As a mere evaluative tool that aims at magnifying your performance weakness in
which case it creates frustration in you

c) As administrative tool on which your promotion, salary increment and other benefits
are based

d) As a management tool targeted for employee development through reinforcing
positive behaviours and creating the ground for improvement of weakness in future
performance

e) Other, specify




18) In your opinion what criteria must be added to the content of the existing appraisal
form and which criteria must be removed there from to ensure maximum use of the

appraisal system?

19) Do you have any idea how to improve performance appraisal in AUC?




1)
2)
3)
4)

5)

6)
7)
8)
9)

Appendix |11
I nterview Question

What are the main purposes of performance appraisal in your organization?

Who design performance standards in your organization and how?

When did you start performance appraisal system in the commission?

What are the advantages of performance evaluation?

To the organization and to the employees

Do the employees (apprai sees) participate in the planning process of Performance
Appraisa? If they participate how? If they are not why?

Do you conduct training for raters regularly to support performance appraisal process?
Please, point out the methods that the organization used to appraise of employees

Do you have policy, procedure or manual for performance appraisal in the organization?
Who is responsible for setting goal for the process of performance appraisal? Why?

10) Please, mention some points about the problems of performance appraisal of employees

in acommission and what are the solutions to solve those problems.

Thank you!



