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PREPARATION:



	MOTIVATION:



	Organizational support and guidance through an ongoing performance appraisal process can assist  individuals in getting from where they are now to where they want to be on the progression ladder of personal development.



	OBJECTIVE (SPO):  10-3                       T-FOI-10-3-1



	The student will be able to describe the purpose of the performance appraisal process and its importance to the overall good of the organization and the individual from memory, without assistance, to a written test accuracy of 70%.



	OVERVIEW:                                    T-FOI-10-3-2



	Performance Appraisal

	*  Purpose

	*  Importance

�SESSION 10-3	PERFORMANCE APPRAISAL





SPO 10-3	The student will describe the purpose of the performance appraisal process and its importance to the overall good of the organization and the individual from memory, without assistance, to a written test accuracy of 70%.



10-3-1	Describe the purpose of the performance appraisal process.



10-3-2	Describe the benefits to the organization and individual.

�I.	Purpose of Appraisal (10-3-1)



	A.	To encourage self-development of individual



	B.	To aid individual in meeting organizational needs



	C.	To identify, analyze and correct individual performance



	D.	To improve two-way communication between employee and management �T-FOI-10-3-3

Appraisal should not be negative or judgmental.  Appraisal is not time for reprimand.  Performance goals should be discussed and set at appraisal session

��

II.	Appraisals are Important to the Good of the Organization and the Individual (10-3-2)



	A.	Sets criteria (standard) for job related performances?



		1.	Is task/job performed to acceptable standard?



		2.	Is job/task performed as required?



		3.	Is job/task requirement fair and equitable for all?



	B.	Evaluation cycle - a five-step continuous process



		1.	Interaction



			a.	How does individual interact within the organizational structure?



			b.	How is organization meeting the needs of the individual?



		2.	Dialogue



			a.	Usually associated with formal evaluation session



			b.	The evaluator explains how the individual is meeting needs of the organization



			c.	The individual has a chance for input



			d.	Decisions are made by both parties on what changes can be made



		3.	Behavior reinforcement



			a.	Recognizes individuals strengths



			b.	Reinforces positive behavior through the evaluation process



			c.	The organization benefits by recognizing the special skills that the individual may possess



		4.	Behavior modification



			a.	Recognize and define unsatisfactory behavior



			b.	Explain the specific acceptable standards required for compliance



			c.	Correct unsatisfactory behavior 



				1)	What is the standard?



				2)	What training will be provided?



				3)	What proficiency level is expected?



				4)	What timetable is to be met?



				5)	What resources are required?



				6)	What are the consequences if changes are not made?



		5.	Criteria (standard) evaluation



			a.	The individuals behavior may not be made compatible with the standard



			b.	Maybe standard needs to be changed

























	C.	Appraisal sequence



		1.	Review past performance



		2.	Set goals



		3.	Follow-up



		4.	Repeat�









T-FOI-10-3-4

The job/task needs to be done safely and in timely fashion with sufficient quality to meet standards set by the organization





T-FOI-10-3-5

Personnel evaluation follows a continuous sequence where the last step is directly tied into the first step





This step is very acute and the most difficult.  This is where the individual is advised of the changes that are needed and, if time is taken to build the proper attitude, to make these changes







Recognizing the strengths of the individual may provide the incentive for continued positive action









Behavior modification is a three-step process that will guide the individual to correct unsatisfactory performance.  This step must be presented in a precise detailed manner to set the specific course of action to correct behavior





















Sometimes standards cannot be met by personnel and need to be re-evaluated for necessary modification or change by the department.  But if, after reevaluation, the standard is appropriate and fair, the progressive discipline process must be started

T-FOI-10-3-6

This re-illustrates the continuing process of planning and appraisal through the career of the individual���SUMMARY

                                                                  



	REVIEW:                                         T-FOI-10-3-6



	Performance Appraisal

	*  Purpose

	*  Importance

	



	REMOTIVATION:



	Organizational support and guidance through an ongoing performance process can assist an individual in getting where they are now to where they want to be on the progression ladder.



	ASSIGNMENT:
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	EVALUATION:
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