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CUPE 917
SUPERVISOR'S GUIDE FOR EMPLOYEE APPRAISAL

A. BEFORE COMPLETING THE APPRAISAL FORM

1. Related to the employee.

Review the personal records of the employee.  Ask yourself such questions as:

· How long has the employee been in the present job?

· What training and education does the employee have?

· Is the employee's sick benefit use normal?

2. Related to the job the employee is called upon to perform.

Review the job content.  What duties are performed; under what conditions; what is the normal volume of work, etc?  Have the duties changed since the last rating?  If so, to what degree?  Has the employee adjusted to these changes?

What standards of performance have you set for this job?  Have you discussed the standard of performance with the employee?  The importance of this fact cannot be overstressed.  It is most important that you have standards of performance for each job you supervise.  It is acknowledged that it is easier to set standards for some positions than it is to set standards for others.  But with some thought, standards can be set for most positions.

Remember that, in appraising an employee's performance, you are measuring performance on the job to the standards set for the job.

Naturally, if factors beyond the control of the employee make it difficult to achieve this standard, you will take these into consideration.  For example, if a machine which is vital to the efficient operation of the job breaks down, you cannot blame the employee for not reaching the standard you set.

3. Related to you and your supervisory functions

Ask your self these questions:

· Have I given adequate time to training the employee in the duties of the job?

· Are my instructions clear?

· Have I corrected errors as they occur?

· When the employee has a work problem, do I find the time to discuss it with the individual?

· Have I supplied the employee with the equipment, tools, or materials required to do the job?

In other words, have you ensured that the employee has been given adequate direction to perform the job to the required standards?
B. WHILE COMPLETING THE APPRAISAL FORM

Performance must be appraised on concrete observable information obtained first-hand.  We all form opinions of people in a natural way.  However, in employee appraisal, a conscious effort should be made to be objective and to avoid errors in judgement.  Some of the factors that can reduce objectivity are as follows:

Generosity - the supervisor, not wishing to offend, appraises performance as higher than actual.

Central Tendency - The supervisor simply assumes that the performance is average, in spite of actual results.

Halo Effect - a supervisor, much impressed with performance in one specific part of a job, ignores the other performance factors, and rates on the one impressive factor alone.

Subjective Error - the supervisor, not having had occasion to determine performance in a specific factor, guesses at the appropriate rating.

C. AFTER COMPLETING THE APPRAISAL FORM

The supervisor's role in performance appraisal is only half complete when the appraisal form is filled out.  After the Chair/Department Head/Manager has signed the form, the supervisor must then discuss the appraisal with the employee.

Each appraised employee should, in the counseling interview, have the reasons for the ratings explained and discussed.

The appraised employee must see the completed appraisal form, and sign it to indicate having done so.  If the appraised employee does not agree with the rating on the appraisal, the employee should be encouraged to comment under Item 10.  The employee's signature, therefore, does not necessarily indicate agreement with the appraisal, but simply indicates having been advised of performance.

"Where improvement in performance is required, practical specific goals should be set by the supervisor and agreed to by the employee."
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