Performance Appraisal: A periodic review and evaluation of an
individual’s job performance.
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Performance Improvement:

A plan to improve an employee’s performance in which the performance
problem is identified, modified and monitored.
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Performance standards: The tasks, functions or behavioral requirements
established by the employer as goals to be accomplished by an employee.
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Stages of Performance Appraisal
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1. Establish Performance Standards:
The managers must determine what outputs, accomplishments and skills

will be evaluated.
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2. Communicate Performance Expectations to Employees
This will be done so that they come to know what is expected of them.
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3.Measure Actual Performance: s ldl) £ 1Y) G

The actual performance of the employee is measured on the basis of
information available from various sources such as personal observation,

oral reports, and written reports.
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4. Compare Actual Performance with Standards:
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Such a comparison may reveal the deviation between standard

performance and actual performance.
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5. Discuss the Appraisal with the Employee:
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Communicate to and discuss with the employees the results of the

appraisal.
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6. Initiate Corrective Action:
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The areas needing improvement are identified and then, the measures to

correct or improve the performance are identified and initiated.
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