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ABSTRACT

The study was conducted in Kotebe University College. The purpose of the study was to assess
the practice and challenges of employees’ performance appraisal. It was also aimed at
identifying the problem that encounter in the appraisal of employees’ performance. The study
was conducted by making use of both qualitative and quantitative research approach; the total
sample size of the study was 127. Sample respondents were selected by employing stratified
random sampling technique. Both, primary and secondary sources of data were used in the
study. Primary data was collected from the staff of KUC selected using a stratified random
sampling technique through questionnaires and interviews. Besides, relevant documents and
published materials were used as secondary sources of data. The data were analyzed both,
qualitatively and quantitatively depending upon the nature of data collected. The Data collected
from the questionnaire were analyzed through the help of IBM’s Software Package for Social
Science (IBMSPSS Statistic version 20). The study concludes that the KUC'’s performance
appraisal system had not thoroughly met its intended objectives, absence of clearly established
ways of presenting compliant on performance appraisal results. Also, poor documentation of
employees’ appraisal results throughout the appraisal period was among the major challenges.
In addition, had no performance appraisal policy by which the appraisal process is governed
and to be strictly followed an individual’s appraisal. The study recommended that KUC need to
set the objectives of performance appraisal in such a way that it could be attainable by
employees, should make the development of evaluation criteria participatory. And, it needs to
design appropriate grievance mechanism for employees’ complaints. Besides, effective record
keeping and documentation system of employees’ appraisal results need to be established.
Moreover, KUC has to formulate its own performance appraisal policy which is strictly to be

followed and similarly applied on each employee’s appraisal.

Vi



CHAPTER ONE

INTRODUCTION

This chapter includes background of the study, statement of the problem, objective of the study,
significance of the study, delimitation of the study, limitation of the study, definition of key

terms and organization of the study.
1.1. Background of the Study

The human resource management (HRM) is a nervous system of any organization. It coordinates
and controls each and every activity either directly or indirectly for the purpose of organizational
development and growth. Among all the tools of HRM, performance management is a system
that ensures and maintains the proper flow of life blood in every section and unit of organization,
which is human capital. Performance Management does not only evaluate the employees’
performances but achieve organizational goals through improving employee performance,
employee development, employee engagement and retaining them (Mansoor, 2010).

Performance management is a process of establishing shared understanding about what is too
achieved and how it is to be achieved, and an approach to managing and developing people
improves individual, team and organizational performance. Performance management is a
systematic process for improving organizational performance by developing the performance of
individuals and teams; it is a means of getting better results by understanding and managing
performance within an agreed framework of planned goals, standards and competency

requirements (Armstrong, 2009).

Performance appraisal has be defined as the process of identifying, evaluating and developing the
work performance of employees in the organization, so that the organizational goals and objectives
are more effectively achieved, while at the same time benefiting employees in terms of recognition,

receiving feedback, catering for work needs and offering career guidance (Armstrong, 1998).



All over the world, universities play a vital role for active participation in the knowledge societies
which ultimately leads towards faster economic growth. This is because; universities in any
country develop human capital (students) for not only better contribution in different professions
but, in society as whole. They are responsible for successful development of an open and
democratic civil society, by giving their students deep insight of specific subject knowledge;

provide the social norms of communication and interaction (Danial, 2011)

A quality education providing institute is always proves to be a model for modern civil society.
Therefore, to achieve world class standard, effective performance management of university
teachers/academic staffs is always major concern in any university. A sustainable and progressive
performance appraisal mechanism for teaching staffs of the universities ultimately benefits major
stakeholders who are students in terms of enhancement of employment opportunities, improvement
of education and training of upcoming human capital, flourishing the learning environment and

enriches academic and intellectual knowledge management of university as a whole.

The inception of Kotebe University College (KUC) came about within the Haile Selassie |
University (HSIU) in 1959 under the simple name ‘College’. It left HSIU in 1969 and moved to
Mexico Square where it came to be known as Teacher Training College. Later the name was
changed to Addis Ababa College of Teacher Education. Finally in 1976, it was transferred to the
present site and acquired the name, Kotebe College of Teacher Education.

The college continued to upgrade and diversity its training programme from time to time. It began
degree programme in six fields of study in 1989. However, in 1996 the degree programme had
been discontinued in all but on department, health and Physical Education. In 2007/08 academic
year, the degree program was re-launched in ten fields of study. After a long and tireless effort; on
the 31% of January 2014 the Addis Ababa City Administration granted Kotebe the status of

University College.

Currently, KUC has one college, three faculties and one institute. These are college of teacher
education, faculty of Social Sciences, faculty of Natural and computational Sciences, faculty of
Language and humanities and Institute of Urban Development Studies. Moreover, the University
College is running preschool, diploma, undergraduate and graduate studies in its regular,
evening-extension and summer programs. The number of KUC staff accounts about 550 of

which 186 represents the academic staff.



To ensuring the realization of its vision, the university college believes that effective
performance management system is essential. As Longenecker and Fink (2001) explain that,
formal appraisals are required to justify a wide range of human resource decisions such as pay
raises, promotions, demotions, terminations, etc. It is also required to determine employees’
training need. Therefore, performance appraisal is very important to manage employee’s work
effectively. The underlying objective of the employee performance appraisal is to improve the
quality and quantity of an employee's job performance and thereby increase productivity and

efficiency.

In the university college the academic staff’s performance appraisal fill by supervisors (30%),
colleague (15%), students (50%) and self (5%) through the given format at the end of each
semester. Consequently, the filled performance appraisal format collected and summarized by
the department head. Then the performance appraisal result communicated to the academic staff

through immediate department head.
1.2. Statement of the Problem

Performance appraisal in university had little impact on staff motivation, efficiency and
performance. One reason for this is, the ambiguity surrounding the intentions of staff appraisal in
universities: it is neither a management tool, nor is it wholly focused staff development. As a
result, the staffs believed that the exercise was time consuming and costly for universities with
little tangible benefits (Haslam et al., 1993).

A common failing of many teachers’ performance appraisal is that; they make judgments about
teachers based on unrepresentative samples (usually isolated observations) of a teacher’s work.
They do not evaluate the breadth of a teacher’s activities, and other steps they may take to develop
professionally (George, 2000). However different literatures such as Murphy (1987) and Krug
(1992) indicated that university teachers are responsible for numerous activities out of which
teaching, research and community services are the major ones. That implies that the contents of

academic staff appraisal form should contain the above mentioned relevant performance dimension.



Strategic objective of Kotebe University College refers to improve the system for monitoring,
evaluation, and recognition for effective and efficient services of the university college. It also
focuses on designing policies, guidelines, and implementing performance measurement systems
to identify performance levels through monitoring and evaluation mechanism thereby launching

rewarding schemes to motivate staff.

In Kotebe University College there are a number of complaints presented by the academic staffs
while conducting preliminary study made to assess performance appraisal practice of the
university college. Even if the appraisal form has different criteria, the students biased to
appraise the academic staffs due to his/her personality, his/her approach with students and
difficulty of his/her exam and the university college does not participate the academic staffs on

development of performance measurement criteria.

By review of documents and preliminary study the researcher have not found previous studies
conducted on performance appraisal system at KUC. Hence this study may serve as spring board
for coming researchers; it will serve the University College to revise the strategy on performance
appraisal system and to ascertain whether KUC has a performance appraisal policy in place. The
existing studies in this relation (Meseret 2007; Dagmawit 2013; Samuel 2014) have studied
employees’ performance practices only creating a gap on issues such as challenges of
performance practices. This study will contribute in minimizing this gap in the literature and
there by establish the basis to understanding of some aspects of employees’ performance
practices and challenges in KUC. Therefore, this study was conducted to investigate the actual
performance appraisal practice of the university college, discover problems encountered and
forward possible recommendations helpful in improving the performance appraisal practice of

the institution.

Research Question

The study guided by the following basic questions.
1. Does Kotebe University College have policy on performance appraisal system?
2. What does the performance appraisal practices of Kotebe University College look like?

3. Is the performance appraisal system of the Kotebe University College meeting its
intended objectives?

4. What are the major challenges that affect the practices of performance appraisal at
Kotebe University College?



1.3.

Objective of the Study

1.3.1. General Objective

The overall purpose of the study was to assess the practice and challenges of employee’s

performance appraisal at Kotebe University College.

1.3.2. Specific Objective

The specific objectives of the study include:

1.4.

To find out the performance appraisal policy at Kotebe University College.

To assess the practice of performance appraisal at Kotebe University College.

To assess the performance appraisal practice in agreement with the Kotebe University
College objectives.

To investigate challenges of performance appraisal at Kotebe University College.

Significance of the Study

The findings of the study will contribute to:

Give possible recommendation to overcome the problems faced in performance appraisal

system.

Provide inputs to the policy makers for further and progressive improvement to be done in
the area.

Other researchers may be used as a reference document and to make further study in the area.
Point out the important purposes of effective performance appraisal system, which have a
positive contribution to achievement of organizational goals.

Benefit the researcher to have knowledge about the implementation of effective

performance appraisal system.



1.5. Delimitation of the Study

The study was delimited to Kotebe University College. It investigated the practice and
challenges of employee performance appraisal. More specifically, the study was confined to the
investigation of the research problem among the academic staff by excluding the other
supportive staff of the institute.

1.6. Limitations of the Study

The minor limitation of the study was time taking to get permission and distribute the
questionnaires due to the University College bureaucracy and unavailability of some faculty
deans. And the other limit in this study was the reluctance of staffs to fill out and turn back the
questionnaires in time. Though, the researcher managed these limitations with continuous follow

up and negotiations.

Even though questionnaires are known to have certain disadvantages such as low response rate
or inaccurate responses, restriction of freedom of responses, less opportunity for clarifications of
responses among others, the personal involvement of the researcher at every stage of the study
and the use of interview helped to obtained detailed information about the issues studied and also
helped achieved a high level of data consistency, reliability and accuracy.

1.7. Definition of Key Terms

In order to avoid any ambiguities, the researcher operationally defines some of the terms used
frequently in this study.

Human Resource Management (HRM) is a key ingredient affecting organizational

competitiveness and its ability to fulfill its mission. (Mathis & Jackson, 1997).

Performance Appraisal is the activity used to determine the extent to which an employee
performs work effectively (Ivancevich, 2006).

Rater is refers to employee who involved in appraising the performance of employee.

Ratee is refers to employees whose performance is subject to appraisal.



University is an institution of higher learning providing facilities for teaching and research and

authorized to grant academic degrees.

University College is an institution providing higher education but without full or independent

university status.

Faculty is a group of departments in a college that specialize in a particular subject or group of

subjects.
1.8. Organization of the Study

The study is organized in to five chapters. The first chapter contains introduction part of the study.
Related literature reviewed in the second chapter. The third chapter deals with research design
and methodology. The fourth chapter deals with presentation, analysis and interpretation of data.

The fifth chapter contains major findings, conclusions and recommendations of the study.


http://dictionary.cambridge.org/dictionary/english/group
http://dictionary.cambridge.org/dictionary/english/department
http://dictionary.cambridge.org/dictionary/english/college
http://dictionary.cambridge.org/dictionary/english/specialize
http://dictionary.cambridge.org/dictionary/english/particular
http://dictionary.cambridge.org/dictionary/english/subject
http://dictionary.cambridge.org/dictionary/english/group
http://dictionary.cambridge.org/dictionary/english/subject

CHAPTER TWO

REVIEW OF THE RELATED LITERATURES

This chapter tries to deal with review of literature on performance appraisal. Attempts will be
made to briefly begin with concepts of performance appraisal such as purpose, methods,

problems and other related information presented in very precise manner.
2.1. The Concept of Performance Appraisal

Performance management is a systematic process for improving organizational performance by
developing the performance of individuals and teams. It is a means of getting better results by
understanding and managing performance within an agreed framework of planned goals,

standards and competency requirements. (Armstrong, 2009)

Performance Management is a process that enables employees to perform their roles to the best of
their abilities with the aim of achieving or exceeding established targets and standards that are
directly linked with the organizations objectives. It can be regarded as a strategic management
technique that supports the overall business goals of the firm through linking each individual’s
work goals to the overall mission of the firm (Collings & Wood 2009).

According to Rao (2000), Performance appraisal is a method of evaluating the behavior of
employees in the work spot, normally including both the quantitative and qualitative aspects of
job performance. Performance here refers to the degree of accomplishment of the tasks that make
up an individual’s job. Yong (1996), defines performance appraisal as “an evaluation and
grading exercise undertaken by an organization on all its employees either periodically or
annually, on the outcomes of performance based on the job content, job requirement and

personal behavior in the position”.

Performance appraisal systems are used for different purposes in which include Human resource
decisions, evaluation and feedback. Performance appraisal establishes reward system that will
combine the effort of leaders and the worker of organization to the common goals of their

organizations (Cleveland, Murphy & William, 1989).



2.2. Purpose of Performance Appraisal

Performance appraisal is an essential management technique. It is used in judgmental workforce
decisions, such as promotion, demotion, retention, transfer, and pay and for employee
development via feedback and training; it also serves the organization as a means for validating
selection and hiring procedures, promoting employee-supervisor understanding, and supporting

an organizations culture (Daley, 1992).

Performance appraisal serves a number of purposes in organizations. In general terms
performance appraisal has two roles in organization, which are often seen as potentially
conflicting. These are administrative and developmental roles. Performance appraisals can be
sometimes conducted for personnel research purposes (Mathis & Jackson, 1997). Those who
favor formal performance appraisal contend that it serves several purposes, which are essentially
extensions of the above two major roles (Ivancevich & Glueck, 1989; Robbins, 1996). The

following are some of them:

Developmental Purposes: PA can determine which employees need more training and helps
evaluate the results of training programs. It helps the subordinate-supervisor counseling
relationship, and encourages supervisors to observe subordinate behavior to help employees.
They pinpoint employee skills and competencies that are currently inadequate but for which
programs can be developed to remedy. Similarly, the effectiveness of training and development
programs can be determined by assessing how well those employees who have participated do on

their performance evaluation.

Reward and Compensation Purposes: PA helps the organization decide who should receive
pay raise and promotions. It can determine who will be laid off. It reinforces the employee’s
motivation to perform more effectively. PA also provides information that can be used to
determine what to pay and what will serve as an equitable monetary package. Decisions as to
who gets merit pay increases and other rewards are frequently determined by performance

evaluations.



Motivational Purposes: The presence of an evaluation program has a motivational effect: it
encourages initiative, develops a sense of responsibility, and stimulates effort to perform better.
What defines performance in the expectancy model of motivation is the individual’s performance
evaluation. To maximize motivation, people need to perceive that the effort they exert leads to a
favorable performance evaluation and that the favorable evaluation will lead to the rewards they

value.

Following the expectancy model of motivation, if the objectives that employees are expected to
achieve are unclear, if the criteria for measuring those objectives are vague, and if the employees
lack confidence their efforts will lead to a satisfactory appraisal of their performance or believe
there will be unsatisfactory payoff by the organization when their performance objectives are
achieved, one can expect individuals to work considerably below their potential.

Legal Compliance: It serves as a legally defensible reason for making promotion, transfer,

reward, and discharge decisions.

Personnel and Employment Planning Purposes: PA serves a valuable input to skills
inventories and personnel planning. Performance evaluations can be used as criterion against
which selection and development programs are validated. Newly hired employees who perform

poorly can be identified through performance appraisal.

Communications Purposes: Evaluation is a basis for an ongoing discussion between superior
and subordinate about job-related matters. Through interaction, the parties get to know each
other better. Evaluations fulfill the purpose of providing feedback to employees on how the

organization views their performance.
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2.3.  Uses of Performance Appraisal

According to Mullins (1996), the use of Performance appraisal is explained as formalized and
systematic appraisal scheme can also form the basis of a review of financial rewards and planned
career progression. Performance appraisal is therefore, a crucial activity of the personnel
function and the management of human resources. Performance appraisal is a vital component of
a broader set of human resource practices; it is the mechanism for evaluating the extent to which
each employee's day-to-day performance is linked to the goals established by the organization
(Coutts & Sandler, 2004).

According to Armstrong (2009), a PA function is a continuous and evolutionary process in
which performance improves over time. It provides the basis for regular and frequent dialogues
between managers and individuals about performance and development needs based on feedback
and self-assessment. It is mainly concerned with individual performance but it can also be

applied to teams.
2.4. ldentifying Key Performance Criteria

The most challenging aspect when setting performance appraisal is what to assess. The main
dimensions of performance to be assessed by performance appraisal are: Competencies,
Behaviors, Results or outcomes and Organizational citizenship behaviors’ (Muhammad, 2013).
To make performance appraisal criteria’s relevant to the work place practice and acceptable to
appraiser and employee: performance criteria should be based on an up to date job description
and developed by consultation with appraiser and employee.

The participation of employees in the development of appraisal criteria and measures makes the
employee to accept and being satisfied with the appraisal system. Some of the strategies to
participate employees are: making formal and informal meeting and discussions with supervisor,
including self-appraisals in the appraisal process, give opportunities for employees to contribute
to the performance appraisal of coworkers and managers/supervisors and creating good

employees’ perception about the equitability and fairness of the appraisal system.

11



2.5. Employee Participation in the Appraisal System

In any case, if the employees perceive the appraisal system as biased, unfair and lacks
consistency, then it is unlikely that they will accept the outcomes of the system. Participation
gives an opportunity to the employees to raise their voice into the appraisal process. Performance
standards, criteria for evaluation and the evaluation form itself all can be developed with the help
of employees. Greater employee participation generates an atmosphere of cooperation and
support, which facilitates the development of a coaching or counseling relationship, thereby

reducing appraisal related tension and rater-ratee conflict (Jordan, 1992).

According to Somerick (1993), suggested having a dialogue session between the manager and
the employees. Concerning to the appraisal system, if any problem occurs, that can be discussed
in the dialogue session immediately not months later when the employee’s performance has been

rated and documented in his/her personal file.
2.6. The Appraisal Process

According to DeCenzo (2007), the main purpose of performance appraisal is to make sure that
employees are doing his/her jobs effectively. In order to realize the purpose of performance
appraisal, organizations should carefully plan appraisal systems and the appraisal process

requires a sequence of steps as illustrated below:

Establishing Performance Standard with Employees: Performance standards established in
accordance with the organization’s strategic goals. These should evolve out of the company’s
strategic direction and, more specifically, the job analysis and the job description. These

performance standards also shall be clear and objective enough to be understood and measured.

Communicate the Measurement Criteria: Employees should not have to guess, what is expected
from them. The supervisor and employee discuss about measurement criteria. As Werth and Davis
(1996), stated to hold employees accountable, a written record of the standards should exist and
employees should advised of those standards before the evaluation occurs. Providing the
opportunity for employees clearly to understand the performance standards will enhance their

motivation and commitment towards their jobs.

12



Measure Actual Performance: Four common sources of information frequently used by
managers address how to measure actual performance: personal observation, statically report, oral

report, and written reports.

Comparison of Actual Performance with Standard: After evaluating and measuring employee’s
job performance, it is necessary to compare it with the set standard to know whether there is
deviation or no. Is their deviation between actual performances with standards? And discuss the

matter with the employees.

Discuss the Appraisal with Employee: Feedback employees receive about their assessment has a
strong influence on their self-esteem and importantly, on their subsequent performance. After the
evaluation, the rater must describe work-related progress in a manner that is mutually

understandable.

Correction Action: The final step in the appraisal is the identification of corrective action where
necessary. Corrective action can be of two types: one is immediate and deals predominantly with
symptoms, and the other is basic and investigates into causes. Immediate action corrects problems
right now and gets us back on track. Basic corrective action asks how and why performance
deviated. Good supervisors recognize that taking a little time to analyze the problem today may

prevent the problem from worsening tomorrow-training needs.

The above discussed performance appraisal steps can be shown in the following diagram.

Established Performance Standard with Emplovees

Nz

Mutual Set Measurement Goals

Sz

Measure Actual Performance

Sz

Compare Actual Performance with Standards

S04

Discuss the Appraisal with the Emplovee

==

If necessarv initiate Corrective Action

Figure 1: Performance Appraisal Steps.

Source: DeCenzo, (2007)
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2.7.  Who Conducts Appraisals

A rating program should help by ensuring that raters have an opportunity to observe the
performance they rate, have ability to make sound judgments, and use appropriate standards

against which to rate (Barret, 1966).

Observation: Observation is obviously the first step in any rating procedure. The rater must
collect some information about the persons rated, whether it is by direct observation, study of
records, or interviews with others who have direct knowledge of performance. What he/she
needs is sufficient observation of pertinent data to carry through the succeeding steps of the

rating process.

Judgment: Once the observations have been complete, the rater must evaluate what he/she has
seen and record his/her impressions. The rater must have a clear picture of what is required of the
job and the standards of satisfactory performance. He/she must understand the purpose of the
rating and what is expected to do. All these tasks call for intelligence and experience. The less

able supervisor tends to honor the conservative, cooperative subordinate who doesn’t threaten

him/her.

Point of View: The rater who had adequate opportunity to observe, and who possesses the
equipment for making an adequate judgment, is not yet in a position to make a rating, because he
must fit what he/she has observed into his/her own value system, which provides him/her with
the standards against which to judge what he/she has seen. He/she must select from the countless
incidents he/she observed those which are pertinent to the rating task at hand. He/she must then
decide whether what he/she observed is good or poor, satisfactory or undesirable. It is at this
point that his/her own personality, experience, and personal values enter the rating.

Position: The position of the rater relative to the person being rated determines, in part, the
extent and nature of his/her opportunity to observe the quality of his judgment and the

appropriateness of his/her point of view.

14



By tradition, a manager’s authority typically has included appraising subordinates’ performance.
The logic behind this tradition seems to be that since managers are held responsible for their
subordinates’ performance, it only makes sense that these managers do the evaluating of that
performance. However, others may actually be able to do the job better (Robbins, 1996). Among

these are:

Immediate Supervisor: Traditional rating of employees by supervisors is based on the
assumption that the immediate supervisor is the person most qualified to evaluate the employee’s
performance realistically, objectively, and fairly. The unity of command notion - the idea that
every subordinate should have only one boss — underlies this approach. The advantage to this
source of appraisal is that supervisors are responsible for managing their subordinates and they
have the opportunity to observe, direct and control their subordinates continuously. Moreover,
supervisors are accountable for the successful performance of their subordinates. On the negative
side, immediate supervisors may emphasize certain aspects of employee performance to the
neglect of others. Also mangers have been known to manipulate evaluations to justify their

decisions on pay increases and promotions.

Managers and employees evaluate performance appraisal systems on different bases. Managers
tend to evaluate the systems on how well they aid in communicating with employees about their
performance levels and if they aid in enhancing better performance (Mathis & Jackson, 1997).
Employees rate the fairness of a performance appraisal higher if the following characteristics
exist: ratings are based on actual performance, standards are consistently applied and two-way

communication is allowed during the interview

Peers: Peer evaluations are one of the most reliable sources of appraisal data. First, peers are
close to the action. Daily interactions provide them with a comprehensive view of an employee’s
job performance. Second, using peers as raters results in a number of independent judgments. A
boss can offer only a single evaluation, but peers can provide multiple appraisal. And average of
several ratings is often more reliable than a single evaluation. On the downside, peer evaluations
can suffer from coworkers’ unwillingness to evaluate one another and from friendship-based
biases. Moreover, peer appraisal may be reliable if the work group is stable over a reasonably

long period of time and performs tasks that require interaction.
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Self-Appraisal: If individuals understand the objectives they are expected to achieve and the
standards by which they are to be evaluated, they are to a great extent in the best position to
appraise their own performance. It is also appropriate under conditions where an employee is
working in isolation or possesses a unique skill in which case he/she may be the only one to rate
his/her behavior. Essentially, it is a self-development tool that forces employees to think about
their strengths and weaknesses and set goals for improvement. Also, since employee
development means self-development, employees who appraise their own performance may
become highly motivated. Having employees appraise their own performance is consistent with

values such as self-management and empowerment.

On the negative side, self-evaluations get high marks from employees themselves; they tend to
lessen employees’ defensiveness about the appraisal process; and they make excellent vehicles
for stimulating job performance discussions between employees and their superiors. However,
they suffer from overinflated assessment and self-serving bias. Thus, because of these serious
drawbacks, self-appraisals are probably better suited to developmental uses than evaluative

purposes.

Immediate Subordinates: The concept of having supervisors and managers rated by employees
or group members is being used in a number of organizations today. A prime example of this
type of rating takes place in colleges and universities where students evaluate the performance of
professors in the classroom. There are three primary advantages to this source of appraisal. First,
in situations where manager-employee relationships are critical, employee ratings can be quite
useful in identifying competent managers. Second, this type of rating program can help make the
manager more responsive to employees, though this advantage can quickly become a
disadvantage if it leads the manager to try to be “nice” rather than to try to manage. Finally, it
can be the basis for coaching as part of a career development effort for the managers. The hope is

that the feedback will assist their managerial development.

A major disadvantage to appraisal by subordinates is the negative reaction many superiors have
to being evaluated by employees. The “proper” nature of manager/employee relations may be too
great for employees to give realistic ratings. In addition, employees may resist rating their bosses
because they do not perceive it as part of their jobs. If this situation exists workers may rate the

manager only on the way, the manger treats them and not on critical job requirements.
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360 Degree Evaluations: The latest approach to performance evaluation is the use of 360 degree
evaluations. | t provides for performance feedback from the full circle of daily contacts that an

employee might have, ranging from mailroom personnel to customers to bosses to peers.

Performance data in 360 degree feedback process can be generated for individuals from the
person to whom they report, their direct reports, their peers (who could be team members and/or
colleagues in other parts of the organization) and their external and internal customers
(Armstrong, 2006)

2.8. Time to Conduct Performance Appraisal

In any administration activity of an organization, PA also has its own time to be conducted.
Everyone in the organization has his/her own time to conduct PA depending on their own
philosophy of time period (Mullins, 1996): With the majority of schemes, staff receives an
annual appraisal and for many organizations this may be sufficient. Also more frequent
appraisals may be appropriate for new members of staff, those recently promoted or appointed to
a new position or for those whose past performance has not been up to the required standard.

And also (Mathis & Jackson, 1997) broadly explained as follows:

First, an informal appraisal is conducted whenever the supervisor feels it is necessary. The day-
to-day working relationships between a manager and an employee performance have to be
judged. This judgment is communicated through conversation on the job or over coffee. Informal
appraisal is especially appropriate when time is an issue. The longer feedback is delayed the less
likely it is motivating behavior change. Frequent information feedback of employee can also

avoid surprises later when the formal evaluation is communicated.

Second, a systematic appraisal is used when the contact between manager and employee is
formalized and a system is established to report managerial impressions and observations on
employee performance. Although informal appraisal is useful, it should not take the place of
formal appraisal. When a formalized or systematic appraisal is used, the interface between the
HR unit and the appraising manager becomes more important. Therefore, systematic appraisals

typically are conducted once or twice a year.
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Appraisals most often are conducted once a year, usually near the employee's anniversary date.
For new employees, an appraisal for 90 days after employment, again at six months, and
annually these after is common timing. This regular time interval is a feature of formal appraisals
and distinguishes them from informal appraisals. Both employees and managers are aware that
performance will be reviewed on a regular basis, and they can plan for performance discussions.
In addition, informal appraisals should be conducted whenever a manager feels they are

desirable.
2.9. Methods of Performance Appraisal

In order for performance appraisal to achieve its purposes, a variety of methods have been
developed. The choice of a method depends on organizational philosophy, its objectives in
making the appraisal, its size, product, technology, etc. The most prevalent methods fall under
four major groups, namely, category rating methods, comparative methods, narrative methods,
and special methods (Mathis and Jackson, 1997).

2.9.1. Category Rating Methods

These are the simplest methods for appraising performance which require a manager (supervisor)
to mark an employee’s level of performance on a specific form. The graphic rating scales,
checklist and the forced choice method fall under this classification.

Graphic Rating Scale: This is the oldest and most widely used performance evaluation
technique also known as linear rating scale or simple rating scale. It measures the degree of
characteristics required for adequate performance of the job and consists of a number of
characteristics and qualities which are judged on a point scale. The rater is presented with a set of
traits such as quantity and quality of work, knowledge of job, cooperativeness, dependability,
attendance, attitude, initiative, leadership, decisiveness, emotional maturity, etc. The supervisor

evaluates these characteristics on a point scale from high to low, excellent to poor, etc.

The advantage of this method is that it is easy to construct, understand, and use. Moreover, they
allow for quantitative analysis and comparison. A major drawback to this method is its
subjectivity and low reliability. Another limitation is that the descriptive words often used in

such scales may have different meanings to different raters.
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Checklist: The checklist is a simple rating technique in which the supervisor is given a list of
statements or words and asked to check statements representing the characteristics and
performance of each employee. There are several difficulties with the checklist: (1) as with the
graphic rating scale, the words or statements may have different meanings to different raters; (2)
raters cannot discern the rating results if a weighted checklist is used; and (3) raters do not assign
the weights to the factors-it is someone else, such as a member from the HR department who
usually does so. These difficulties limit the use of the information when a rater discusses the

checklist with the employee, creating a barrier to effective developmental counseling.

Forced Choice: In its simplest form, the method consists of providing a list of behavior related
statements. The supervisor is asked to indicate one least and one most descriptive statement for a
particular subordinate. These statements are usually grouped in clusters of five based on a broad
theme covered by these statement. Each statement carries some weight which is not known to the
supervisor. One distinct advantage of this method is that it is very objective. The supervisor does
not know the weights of the statements and hence can only check those that are most and least

descriptive of an employee. There is no way he/she can favor a particular employee.

However, the same can be said to be the most distinct disadvantage of the method. When a
supervisor genuinely wants to reward an employee, he/she cannot do it because he/she doesn’t
know the weight of a statement. A second disadvantage of a forced choice method takes lot of

time, effort, and requires professional help.
2.9.2. Comparative Methods

These methods, unlike the other methods, require managers or supervisors to compare
performance appraisals of employees having same job description (Mathis and Jackson, 1997).

For example, an accountant’s performance can be compared with that of other accountants.
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Comparative methods include ranking, paired comparison, and forced distribution.

Ranking: The ranking method consists of listing all employees from highest to lowest in
performance. It is difficult to do if the group of employees being compared numbers over 20. It
is also easier to rank the best and worst employees than it is to evaluate the average ones. Simple
ranking can be improved by alternative ranking. In this approach, the evaluators pick the top and
bottom employees first, then select the next highest and next lowest, and move toward the
middle (Ivancevich & Glueck, 1989).

The primary drawback of the ranking method is that the size of the differences among
individuals is not well defined. For example, there may be little difference in performance
between individuals ranked second and third but a big difference in performance between those
ranked third and fourth. This drawback can be overcome to some extent by assigning points to
indicate the size of the gaps. Ranking also means that someone must be last. It is possible that the
last-ranked individual in one group would be the top employee in a different group (Mathis &
Jackson, 1997).

Paired comparisons: The paired comparison method gives more information about individual
employees than the straight ranking method does. The large number of comparisons that must be
made is the major drawback of this method (Mathis & Jackson, 1997). This method requires the
rater to compare each employee with every other employee working under him/her on the overall
efficiency aspect (Saiyadain, 1999).

Forced distribution: This method is developed to prevent the raters from rating too high or too
low. Under the forced distribution method, the rater after assigning the points to the performance
of each employee has to distribute his/her ratings in a pattern to conform to normal frequency
distribution (Rao & Rao, 2004). There are several drawbacks to the forced distribution method.
One problem is that a supervisor may resist placing any individual in the lowest (or the highest)
group. Difficulties may arise when the rater must explain to the employee why he/she was placed
in one grouping and others were placed in higher groupings. Further, with small groups, there
may be no reason to assume that a bell-shaped distribution of performance really exists. Finally,
in some cases the manager may be forced to make distinctions among employees that may not
exist (Mathis & Jackson, 1997).
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Generally, the distribution of performance appraisal ratings does not approximate the normal
distribution of the bell-shaped curve. Hence this method is based on the rather questionable
assumption that all groups of employees will have the same distribution of excellent, average and
poor performers. If one department has all outstanding employees, the rater would find it

difficult to decide who should be placed in the lower categories.
2.9.3. Narrative Methods

Written appraisal information is sometimes required of some managers and human resource
specialists. These methods are used when documentation and description of an employee’s
actions are sought rather than an actual rating. The two most widely used techniques that fall

under this classification are the essay and critical incident methods.

Essay or Free Form Appraisal: This method requires the rater to write a short essay describing
each employee’s performance during the rating period. It emphasizes evaluation of overall
performance, based on strengths and weaknesses of employee performance, rather than specific
job dimension. As raters may be required to enumerate specific examples of employee behavior,
the essay technique minimizes rater bias and hallo effect (Rao & Rao, 2004). A written essay
requires no complex forms or extensive training to complete, but the results often reflect the
ability of the writer. A good or bad appraisal may be determined as much by the evaluator’s

writing skill as by the employee’s actual level of performance (Robbins, 1996).

Critical Incidents: Critical incidents focus the evaluator’s attention on those behaviors that are
key in making the difference between executing a job effectively and executing it ineffectively.
That is, the appraiser writes down anecdotes describing what the employee did that was
especially effective and ineffective. The key here is that only specific behaviors, not vaguely
defined personality traits, are cited (Robbins, 1996).

Critical incidents, according to critics, are misleading because only the extreme and unusual
elements are reported at the expense of the steady, day-to-day performance, which is the real
substance of an employee’s effectiveness. The unsystematic records kept by supervisors leave
great room for the operation of the bias the system is supposed to eliminate, or at least to reduce
(Barret, 1966).
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2.9.4. Special Methods

Behavioral Rating Approaches: These approaches attempt to assess an employee’s behaviors
instead of measuring or quantifying outputs. Behavior-based performance appraisal formats
which concentrate on the ratee’s behaviors are most appropriate under circumstances where
controlling behaviors or processes assumes that the desired output will result. In other words,
they are most appropriate when the transformation process is understood or when there is a high
degree of linkage between means and ends (Lee, 1985).

Some of the different behavioral approaches are: behaviorally anchored rating scales (BARS),
behavioral observation scales (BOS), and behavioral expectation scales (BES). BARS match
descriptions of possible behaviors with what the employee most commonly exhibits. BOS are
used to count the number of times certain behaviors are exhibited. BES order behaviors on a
continuum to define outstanding, average and unacceptable performance (Mathis and Jackson,

1997). BARS are presented below as representatives to behavioral ratings.

Behaviorally Anchored Rating Scales (BARS): BARS combine major elements from the critical
incident and graphic rating scale approaches: The appraiser rates employees based on items
along a continuum, but the points are examples of actual behavior on the given job rather than

general descriptions or traits.

BARS specify definite, observable, and measurable job behavior. Examples of job-related
behavior and performance dimensions are found by asking participants to give specific
illustrations of effective and ineffective behavior regarding each performance dimension. These
behavioral examples are then translated into a set of performance dimensions, each dimension
having varying levels of performance. BARS are intended to specify in an ambiguous fashion the
behavioral characteristics of effective and ineffective performance. Briefly, scales are developed
by distilling critical incidents (examples of good and poor performance, supplied by those
familiar with a job) into a manageable number of performance dimensions. The proposed
advantage of BARS is that evaluator bias (halo, central tendency effects) is reduced as criteria of
performance become more behaviorally grounded (Keely, 1978).
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Management by Objectives (MBO): MBO specifies the performance goals that an individual
hope to attain within an appropriate length of time. The objectives that each manager sets are
derived from the overall goals and objectives of the organization, although MBO should not be a
disguised method for a superior to dictate the objectives of individual managers or employees.
Although not limited to appraisal of managers, MBO is most often used for this purpose. Other
names for MBO include appraisal by results, targeting, coaching, work planning and review,
performance objectives and mutual goal setting (Mathis & Jackson, 1997).

Implementing a guided self-appraisal system using MBO is a four-stage process (Mathis &
Jackson, 1997). These are: Job review and agreement, development of performance standards,
guided objective setting and continuing performance discussions. It can be deduced that in theory
MBO promotes success in each employee because, as each employee succeeds, so do the
manager, the department and the organization. However, this happens if all stakeholders have
compatible goals (Cascio, 2003). Additionally, as no management tool is perfect, MBO is not

appropriate for all employees or for all organizations (Mathis & Jackson, 1997).
2.10. Potential Problems in Performance Appraisal

While organizations may seek the performance appraisal process to be free from personal biases,
prejudices, and idiosyncrasies, a number of potential problems can creep into the process
(Robbins, 1996). Problems related to performance appraisal can be of three general types. These

are: human errors, problems of criteria, and problems of confidentiality (Saiyadain, 1999).
2.10.1. Human Errors (rating biases)

Human errors are errors that happened without the supervisor knowledge about them and have
much control over them. To the degree that the following human factors are prevalent, an

employee’s evaluation is likely to be distorted:

Single Criterion: A typical employee’s job is made up of a number of tasks. Where employees
are evaluated on a single job criterion, and where successful performance on the job requires
good performance on a number of criteria, employees will emphasize the single criterion to the

exclusion of other job-relevant factors.
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Leniency Error: Every evaluator has his or her own value system that acts as a standard against
which appraisals are made. Relative to the true or actual performance an individual exhibit, some
raters have a tendency to be liberal in their rating by assigning higher rates consistently. Such

ratings do not serve any purpose. Equally damaging one is assigning consistently low rates.

Halo Error: This is the tendency for an evaluator to let the assessment of an individual on one
trait influence his or her evaluation of that person on other traits. A person may be good in one
trait but is generally rated as overall good. Halo effect takes place when traits are not clearly

defined and are unfamiliar.

Central Tendency Errors: Some raters follow play safe policy in rating by rating employees
around the middle point of the rating scale and they avoid rating at both the extremes of the
scale. They follow play safe policy because of answerability to management or lack of
knowledge about the job and/or the employee rated or the appraisers’ lack of interest in their job
(Rao & Rao, 2004).

Recency vs. Primacy Effect: One difficulty with many of the evaluation systems is the time
frame of the behavior being evaluated. Raters forget more about past behavior than current
behavior (lvancevich & Glueck, 1989). Recency refers to the proximity or closeness to appraisal
period. Generally, an employee takes it easy for the whole year and does little to get by the
punishment. However, as appraisal time gets closer, he/she becomes very active creating an
illusion of efficiency in the rater thereby affecting his/her appraisal decision. Primacy is the
opposite of recency, it refers to a situation where an employee’s initial impression influences
his/her rater’s appraisal decision irrespective of whether the employee has been able to keep up

the initial impression or not.

Similarity Error: This occurs when appraisers rate other people giving special consideration to
those qualities they perceive in themselves. The similarity between the rater and ratee may take
one or more of the following forms: demographic similarity, affective similarity, perceived

similarity & mutual liking (Schraeder & Simpson, 2006).
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2.10.2. Problems of Criteria

Appraisal has to be against criteria. If a discrepancy between and actual performance is pointed
out, the question is whether the expected was fully defined and communicated to the employee.
In the absence of such an attempt, the appraisal reports can be questioned. The issue basically to
refer to job description. It is true that jobs can be clearly defined at the lower level in the
organization hierarchy. However, as one goes up, it becomes more and more difficult to clearly
specify the tasks one is supposed to perform (Muhammad, 2013).

The other problem related to performance evaluation criteria is lack of standards. The standard
used by different department in the organization may not be the same, hence, rating becomes
unscientific and employees suffer. Some rates are too liberal while others are too strict causing
lack of uniformity (Saiyadain, 1999).

2.10.3. Problems of Confidentiality

One important issue in performance appraisal has to do with sharing or keeping secret the ratings
on various items of appraisal report. While many organizations have a system of selective
feedback to the employee, the general policy is not to share the total report with the employee.
There are many reasons for this, first, each employees expects rewards if the report is better than
average, which may not be administratively possible, secondly, very often supervisors pass the
challenge to top management by saying that while they did give good rating to employee; top
management did not take that into consideration. Thirdly, giving rewards is not the only
objective of appraising employees. Given these reasons, it is emphasized that supervisory ratings

of employee should be kept confidential (Saiyadain, 1999).

On the other hand, it is claimed that since there will always be differences between the
supervisor and employee’s perception of the subordinate’s job performance, perhaps the
employee should fully be aware of how he or she has been rated (Saiyadain, 1999). In fact,
MBO, which is tailored to the individual, was introduced to take care of this problem. However,
MBO does not readily provide the data needed for decisions on wage increase, promotion, and

other personnel actions that require comparisons between two and more employee.

25



In addition to the above three potential errors which affect the performance appraisal system in
one organization, employee opposition to evaluation process and the system design problem by
its self also has factor on the appraisal process. If employees perceive the evaluation to be unfair
there will be lack of trust in the process causing them to oppose the whole system. As a result,
makes it impossible to conduct effective performance evaluation. Poorly designed system that
may cause due to poor criteria, time consuming techniques or irregularly used system may cause
the performance evaluation system to break down (Saiyadain, 1999). So, the performance
appraisal system should be designed with due care and should be tested before being

implemented.
2.11. Techniques to Overcome Performance Appraisal Problems

The performance evaluation process is a potential minefield of problems. For instance,
evaluators can unconsciously have made decision on employee performance evaluation and
commit one of the stated appraisal errors. Just because organization can encounter problems with
performance appraisal should not lead managers to give up the process. Some measures can be
taken to overcome most of the problems identified above. According to Robbins (1996), the
following suggestions have significant help to make the appraisal process more objective and
fair.

Use of Multiple Criteria: The more complex a job is the more criteria that will need to be
identified and evaluated. Only the critical activities, not everything, that lead to high or low

performance are the ones that need to be evaluated.

Emphasizing Behaviors rather than Traits: Many traits often considered to be related to good
performance may, in fact, have little or no performance relationship. For example, individuals
who rate high on such traits as loyalty, initiative, courage, reliability, etc., may be poor
performers. Conversely, it is possible to find excellent performers who do not score well on such

traits.
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Documenting Performance Behaviors in Diary: Diaries help evaluators to better organize
information in their memory (Mahapatron, 2010). The evidence indicates that by keeping a diary
of specific critical incidents for each employee, evaluations tend to be more accurate and less
disposed to rating errors. Diaries, for instance, tend to reduce leniency and halo errors because

they encourage the evaluator to focus on performance-related behaviors rather than traits.

Use of Multiple Evaluators: As the number of evaluators increases, the probability of attaining
more accurate information increases. Thus, if an employee has had nine supervisors, nine having
rated him/her excellent and one poor, one can discount the value of the one poor evaluation.
Therefore, by moving employees about within the organization so as to gain a number of
evaluations or by using multiple assessors (as provided in 360-degree appraisals), the probability

of achieving more valid and reliable evaluations can be increased.

Evaluate Selectively: Appraisers should evaluate in only those areas in which they have some
expertise. This approach also recognizes that different organizational levels often have different
orientations toward ratees and observe them in different settings. In general, therefore, we would
recommend that appraisers should be as close as possible, in terms of organizational level, to the
individual being evaluated. Conversely, the more levels that separate the evaluator and evaluate,
the less opportunity the evaluator has to observe the individual’s behavior and, not surprisingly,

the greater the possibility for inaccuracies (Mahapatron, 2010).

Training Employees and Raters: For employees, performance appraisal training focuses on the
purpose of appraisal, the appraisal process and timing, and how performance criteria and
standards are linked to job description and responsibilities. And for supervisors, it coaches on
how to do performance appraisal. Because conducting the appraisal is critical, training should
center around minimizing rater errors and providing raters with detail on documenting

performance information (Mahapatron, 2010).
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2.12. Effective Performance Appraisal System

According to Delpo (2007), there are some specific qualities that all effective performance

evaluation systems share, paying particular attention to those that you as a manager can control.

A Fair and Communicative Environment: The most effective performance appraisal systems
place concern for the employee at their core. The reality is that you cannot control your
employees’ behavior only they control how they perform their jobs. Research has shown,
however, that the majority of employees want to perform well; the key is to provide them with
the right environment in which to do so. Such an environment includes support, communication,
collaboration and fair treatment the very qualities created by effective performance appraisal

systems.

Respect for the Employee: Respecting employees respect its foundation for any effective
performance evaluation system. Employees who feel respected are more likely to buy into the
appraisal system to participate fully and sincerely in setting goals and to strive hard to perform to
the standards you set. On the other hand, employees who do not feel respected will show that

same lack of respect for you and your efforts to improve their performance.

Focus on the Future: If, at its heart, a performance appraisal process is designed to improve
employee performance, then a manager should emphasize what the employee can do going
forward, not how the employee did in the past. The past can inform your ideas about the future,

but it should not be the sole focus of the appraisal process.

This means that one should spend the bulk of the appraisal meeting on identifying goals for the
next year and talking about how the employee can achieve them. It also means that your
feedback throughout the year should not punish or shame employees for bad performance, but
help employees see when their performance is slipping and strategize with them on how to
improve. This does not mean that looking to the past performance has no place in the process;
indeed, at each evaluation and discuss how the employee met the goals set at the previous
evaluation. But you should look to the past with goal of learning from it, so that the look

backward is developmental and helpful to the employee, rather than punishing.
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Employee Participation: Another element common to successful performance evaluation
systems is employee participation. Employees must play a key role, participating in everything
from writing job descriptions, to identifying their own goals and standards, to assessing how well
they have performed. You can increase employee’s job satisfaction and create their trust in the
appraisal system by bringing them into the loop and giving them power and responsibility for
directing and assessing their own performance. This satisfaction and trust leads employees to

accept the company’s appraisal process and make a commitment to their own development.

Research has shown that when employees are involved in goal setting, the goals they set are
higher and more demanding than goals that managers set alone. Employees will push the
envelope, often demanding more of themselves than you might demand of them. Employee
participation promotes team work. It gives the two of you the sense of working together rather
than being opposite sides of the fence. It also reduces the chances that you will miss out on

important or insights you could share with each other.

Ongoing Feedback: Giving employee’s feedback both positive and negative as circumstances
warrant is another important feature of an effective performance evaluation system. If you tell
employees what you think of their performance only once a year, you have wasted a lot of
opportunities throughout the year to encourage good performance and to help employees who are

struggling get back on track.

Feedback also helps employees adjust as circumstances change throughout the year. The
importance of certain goals may shift; obstacles may appear; employees may lose motivation or
focus. Your feedback will tell employees what is still important, what is no longer important, and

what they can do to achieve their goals in the face of these changes.

Studies show that without feedback, a performance appraisal system alone will not improve
employee performance. Positive feedback, often particularly neglected, is important: providing
positive feedback whenever appropriate gives employees a sense of accomplishment and

appreciation, while highlighting standards for how they should continue to perform.

29



Document: Ongoing and accurate documentation is the core of a good performance appraisal
system. Documentation covering the entire appraisal period ensures that your review will be fair
and accurate and gives you rock solid support in case of a complaint. Without good
documentation of an employee’s performance throughout the year, all you will have are
memories and emotional feelings, neither of which is reliable or legally safe. In addition, good
documentation provides continuity should the employee change departments or managers. If the
old manager properly documented the employee’s performance, the new manager can take over

easily than if no record existed.
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CHAPTER THREE
RESEARCH DESIGN AND METHODOLOGY

3.1. The Research Design

Research design is a blue print for selecting the sources and types of data relevant to the research
questions (Zikmund et al., 2003). This study employed a descriptive study research design and
used cross sectional survey tools to collect data from samples that were drawn from population
in order to determine the current status of that population with respect to the research objectives
(Mugenda & Mugenda, 2003). Since the study was descriptive type of research, it describes the
practice and challenges of performance appraisal and alignment with the university’s policy and
objective. It is useful to gather data on a one shot basis and hence is economical and efficient,
represents a wide target population, generates numerical data and provides descriptive,

inferential and explanatory information (Abiy, Alemayehu, Daniel, Melese & Yilma, 2009).
3.2.  Sources of Data

The sources of data for the study were both primary and secondary. Regarding the primary
source, data were collected from academic staffs of Kotebe University College working in
different capacities through questionnaire and structured interview. Secondary data was gathered
from the university college strategic plan and university’s annual reports on human resource

management.
3.3.  Sample and Sampling Technique

3.3.1. Sample

Kotebe University College had a total of 564 staffs, out of these 186 academic staffs and 378
administrative (supportive) staffs as of December, 2015. For the purpose of this study the
researcher had taken only academic staffs as a population comprising of five faculties which
includes (Natural and Computational Science, Social Science, Language and Humanity, College
of Teacher Education and Urban Development). The selection for these five faculties was
because of the University College regularly practice performance appraisal only for the academic
staffs.
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3.3.2. Sampling Techniques

In the determination of sample size, the three criteria are important to gather the required data
from sample of respondents. These included the level of precision, the level of confidence or risk
and the degree of variability in the attributes being measured that enable the researchers to
determine appropriate sample size (Miauous & Michener, 1976), by considering these issues
sample size to collect data through questionnaire for this research was determined by using
Yamane’s (1967) formula. Therefore, 127 respondents were used as sample for this study to

gather data through questionnaire.

The researcher had taken academic staffs as a population comprising of five faculties. Thus the
researcher deemed it necessary to take independent sample for each faculty to ensure equal
representation, because the faculties have different number of employees. Therefore, the sample

sizes for each faculty were calculated using proportion to size of 68% (127).

Number of Natural and Computational Science staff was 87, Social Science staff was 29,
Language and Humanity staff was 39, College of Teacher Education staff was 25 and Urban
Development staff was 6. Proportional allocation to size of 68% was made to each of the five
categories. Accordingly, 59 participants from Natural and Computational Science, 20 from
Social Science staff, 27 from Language and Humanity staff, 17 from College of Teacher

Education and 4 from Urban Development staff were selected using stratified random sampling.
3.4. Instruments and Procedures of Data Collection

3.4.1. Instruments of Data Collection

The research methods that were used in this study are both qualitative and quantitative. Both
primary and secondary data were used to collect the required information. The secondary data
was gathered from the university college strategic plan and university’s annual reports on human
resource management. Primary data were gathered from questionnaires distributed to the
samples respondents and a structured interview was made with Academic staff affairs director.
The questionnaires were designed and administered to representative employees of Kotebe
University College. It consisted of a five point Likert scale responses ranging from 1=very low to

5=very high (1 = very low, 2 = low, 3 = medium, 4 = high, 5 = very high). The questionnaire had
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SiX parts to obtain the necessary information about purposes, processes, criteria, objective,
problem and participants in the appraisal. And also it was made short and clear in order to ensure
that it takes the respondents less time to answer. Moreover, the researcher selected the academic
staff, who would give relevant information for the study. Therefore, the interview was made with

one academic staff affairs director.
3.4.2. Procedures of Data Collection

The questionnaire was prepared in English, as it was distributed to employees of Kotebe
University College. Questionnaires were distributed by the researcher and interviews were also
conducted by the researcher on face to face base to get further and reliable information, opinion,

and attitudes of the respondents to enrich the data gathered by questionnaire.
3.5. Methods of Data Analysis

The method of data analysis was mainly descriptive type and the analysis was handled in a way
that each issue included in the study could be addressed. Both qualitative and quantitative
descriptions were applied. Data entry and analysis of the sample were made by the researcher
with the help of statistical Package for Social Sciences (SPSS) version 20 tools such as mean,
frequency, percentage and tables. The qualitative data obtained from interview was summarized
and used as a means of cross checking the data gathered through questionnaires.

3.6. Ethical Consideration

The researcher asked permission in advance from Kotebe University College for the research and
also to distribute questionnaires to the selected academic staffs. The researcher indicated at the
middle of the questioner and also confirmed the employees that all data would be used for
academic purpose. In general, the collected data and its analysis has been kept confidential and
used only for the study purpose. And the researcher assured them that the data they provided
would not have any kind of harm on them.
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CHAPTER FOUR

PRESENTATION, ANALYSIS AND INTERPRETATION OF DATA

This chapter consists of two parts. The first part shows on the characteristic of the respondent
that include personal & professional characteristic the second part deals with the presentations,
analysis and discussion of the major findings in description of the basic questions that were
analyzed based on the response obtained from the employees, Moreover, the numerical data of

the sample, collectibles and response rates are summarized.
4.1.Characteristics of Respondents

A total of one hundred twenty-seven copies of the questionnaire were distributed to the
respondents. Out of these questionnaires one hundred five returned, which is 83% response rate

and considered as acceptable to investigate the study.

Table 1: Age and Gender Distribution of Respondents

No. Variables Frequency Percent

1 Sex Female 22 21.0
Male 83 79.0

Total 105 100

21-30 4 3.8

31-40 52 49.5

2 Age 41-50 27 25.7
51-60 19 18.1

>60 3 2.9

Total 105 100

Table one show the demographic characteristics of employee regarding sex, age, qualification
and year of service. Out of the total 105 employees 83(79%) were male and 22(21%) were
female. With respect to age distribution of the respondents, 4(3.8%) of them were in the age
group 21-30, 52(49.5%) were in the age group 31-40, 27(25.7%) were in the age group 41-50,
19(18.1%) were in age group 51-60 and 3(2.9%) in age group greater than 60.
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Table 2: Qualification and Experience of Respondents

No. Variables Frequency Percent
Diploma 1 1.0
1 Educational | BA 5 4.8
Level Master 93 88.6
PHD 6 5.7
Total 105 100
1-5 4 3.8
. 6-10 32 30.5
9 Experience
at KUC 11-15 32 30.5
16-20 8 7.6
>20 29 27.6
Total 105 100

Educational background of respondents, the majorities 93(88.6%) have Master’s Degree,
6(5.7%) have PHD, 5(4.8%) have BA, and 1(1%) has diploma. Therefore, it is possible to
conclude that the information obtained from them can be considered as a reliable and reasonable

due to their academic background.

Regarding respondents work experience, of the total 105 survey respondents, 4(3.8%)
respondents had 1-5 years of working experience, 32(30.5%) respondents had working
experience of 6-10 years, 32(30.5%) respondents had working experience of 11-15 years, and 8
(7.6%) respondents had 16-20 years of working service and the remaining 29(27.6%)
respondents had over 20 years of service . This has an implication that, high proportions of
respondents had greater than 5 years of working experience. This group of employees most
certainly might have gone through the PA process several times, and could be considered to have

gained greater insight into the system issues.
4.2.Presentation, Analysis and Interpretation of Data

This is the second part of this chapter that deals with the presentation, analysis and interpretation
of data on the assessment of staff performance appraisal practice in KUC. Here, all items were
presented to the respondents to be rated in likert scale with five points from very high =5 to very
low =1. The main aim of this part of analysis is to assess the primary purpose of staff
performance appraisal in KUC and the response were presented, analyzed and interpreted in

table items.
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The response were scaled from 5 to 1, where 5 indicated very high, 4 indicated high, 3 indicated
medium, 2 indicated low and 1 indicated very low. According to the tool used in the study, the
researcher identified the following as the main purpose of performance appraisal and their

percentage.

Table 3: Purpose of Performance Appraisal in Kotebe University College

Table 3a: Purpose of Performance Appraisal

Very High Medium Low Very
No. Items High Low
F| % |F| % |F| % |F| % | F| %
To what extent the performance |8 |76 |37 (352|31|295|27|257(2 |19
1 appraisal finds out the strength and
weakness of the employee.
The extent of promoting a two-way |3 |29 |27 |257|40|38.1(32|305(3 |29
5 system of communication between the
supervisors and the employees.
Based on the result to what extent |- | - 11]1105|24|229|30|28.6 |40 |38.1
performance appraisal serves to
3 | determine appropriate salary
increment.

The first question raised was to get data on whether or not the performance appraisal system
helped employees to gain insights into their strength and weaknesses. Out of the total
respondents; 8 (7.6%) answered very high, 37(35.2%) high, 31(29.5%) medium, 27(25.7%) low
and 2(1.9%) are very low. If performance appraisal system properly implemented, it helps easily
to identify employee performance weakness and strengthens. In addition, if proper feedback is
provided timely, it will bring about improvement. The majority or 42.8% respondents also
supported that performance appraisal system helps employees to gain insights into their strength
and weaknesses. Therefore, we can infer that performance appraisal system have advantage to

identify employee’s performance strengths and weaknesses.
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On the statement indicating the purpose of performance appraisal contributes toward promoting
two way systems of communication shows that 3(2.9%) very high, 27(25.7%) high, the majority
40(38.1%) of employees medium, while 32(30.5%) and 3(2.9%) low and very low respectively.
As Ivancevich and Glueck (1989) citing by Robbins (1996), evaluation is a basis for an ongoing
discussion between superior and subordinate about job-related matters. Through interaction, the
parties get to know each other better. Evaluations fulfill the purpose of providing feedback to

employees on how the organization views their performance.

On the ground of this scholarly remarks, one may realize that the extent to which performance
appraisal promotes two-way communication between supervisor and employees in the institution

under study more of seem to range from low to moderate level.

30(28.6%) and 40(38.1%) of respondents rated as low and very low respectively, with statement
that explains performance appraisals a base for salary increment, while 11 (10.5%) high and
24(22.9%) are medium. With respect to performance appraisal, McCoy (2007) states that the
goals of best employee performance appraisals are employee development and organizational
improvement. To this end, one of the means by which employee development can be ensured is
by making salary increment for an employee who achieves the desired performance appraisal
result. However, on the basis of the numerical data presented in this regard, the researcher can
statistically infer that KUC does not use performance appraisals to determine appropriate salary

increment so as to promote employee development.

Table 3b: Purpose of Performance Appraisal

Very High Medium Low Very
No. Items High Low

Fl% |[F| % |[F| % |F| % |F| %

To what extent performance appraisal | 3 |29 |30 |28.6 |22 |21 |37|352|13|124
promote  personal growth and
1 | advancement in the career of the
employees.

To what extent performance appraisal | - | - 14 | 13.3|38|36.232|305 (21|20
serves to determine employees'
demotion and transfer.

To what extent performance appraisal | 3 | 2.9 | 32 |305|23|21.9|28|26.7 |19 |18.1
serves to determine employee's training
needs.
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On the statement that explains performance appraisal promote personal growth in the career;
3(2.9%) rated very high, 30(28.6%) high, while 22(21%) medium, 37(35.2%) low and
13(12.4%) very low. Performance appraisal is a key component of employee development.
Besides, it is a part of career development and consists of regular reviews of employee
performance within the organization. However, the response provided by the research
participants to this item illuminates that the result of performance appraisal are not used to
promote personal growth and career development.

On the open ended question, the respondents suggested that promotion in KUC is not based on
performance appraisal result; it is a matter of personal endeavor not a result of evaluation.
The other issue suggested was excellent performers and achievers should be rewarded and
recognized. There should be regular response to the results achieved. Moreover, based on the
interview conducted, the interviewee replied that the appraisal was not strictly met its intended
purposes as mentioned in the University college strategic plan which express that employees will
be rewarded for individual performance through job promotions, recognition letter/certificate,
financial rewards, and scholarship.

To conclude, the main purpose of performance appraisal as perceived by respondents is to
identify the strength and weakness of employees it is rated high with the percentage of 48.2.
Meanwhile, items like to promote personal growth in the career, to determine employees’
demotion and transfer and to determine employee’s training needs rated low with the percentage
of 47.6, 50.5 and 44.8 respectively. This figure enables us to explain that the purpose of
performance appraisal at KUC to some extent varies from the theories in which various authors
have mentioned as the purposes of performance appraisal that is to make managerial decisions,

to decide on demotion, to transfer and reward.

As Daley, (1992) stated that performance appraisal is an essential management technique. It is
used in judgmental workforce decisions, such as promotion, demotion, retention, transfer, and
pay and for employee development via feedback and training; it also serves the organization as a
means for validating selection and hiring procedures, promoting employee-supervisor

understanding, and supporting an organizations culture.
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Table 4: Process of Performance Appraisal in Kotebe University College

Table 4a: Process of Performance Appraisal

Very
No. Items High
F % F % F % F | % F %

High Medium Low Very Low

To what extent | 11 | 105 |35 |333 |35 (333 (21 |20 |3 29
performance  appraisal
procedures in  KUC
uniformly apply to all
employees.

To what extent | 8 76 |43 |41 27 | 257 |21 |20 |6 5.7
performance  appraisal
system in  KUC is
2 | designed in the way that
it is possible to get
practiced.

To what extent supervisor | 8 76 |14 | 133 |26 |248 |57 |54 |- -

keeps a  file on 3
3 employee’s activities

throughout the appraisal

period.

Table 4 above which deals with the performance appraisal procedures in KUC uniformly apply to
all employees. From the total respondents of 105; 11(10.5%) respondents rated very high,
35(33.3%) high, 35(33.3%) medium. As opposed to the above participants, 21(20%) and the rest 3

(2.9%) respondents rated low and very low respectively.

The other question raised on the questionnaire was the performance appraisal system designed in
the way that it is possible to get practiced; out of the total respondent; 8(7.6%) rated very high, 43
(41%) high, 27(25.7%) medium. On the other hand, 21 (20%) rated low and the rest of 6 (5.7%)
rated very low. Jennifer (2010), explains that performance appraisal criteria should be achievable
or attainable by employees. Thus, employees should have the opportunity to provide input in
formulating the evaluation and restructuring the process in order to ensure the standards for
success are both objective and attainable. The data provided by majority of the research
participants imply that the performance appraisal system does seem to have been designed in the
way that it is practiced or attained.
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The other issue mentioned on the questionnaire is which deals with the supervisor keep file on
employee’s activities throughout the appraisal period. Out of 105 respondents; 8(7.6%) rated very
high, 14(13.3%) high, 26(24.8%) medium and the majority respondents 57(54.3%) rated low.

As Delpo (2007), stated that ongoing and accurate documentation is the core of a good
performance appraisal system. Documentation covering the entire appraisal period ensures that
your review will be fair and accurate and gives you rock solid support in case of a complaint.
Without good documentation of an employee’s performance throughout the year, all you will

have is memory and emotional feeling, neither of which is reliable or legally safe.

Table 4b: Process of Performance Appraisal

Very
No. Items High
F | % F | % F | % F | % F | %

High Medium Low Very Low

The extent to which |11 | 105 |49 [(46.7 |19 |[181 |20 |19 |6 5.7
performance is evaluated
1 |as per pre-established
standards.

The extent to which | - - 19 |18.1 |30 [28.6 |48 |457 |8 7.6
feedback on good or poor
progress is forwarded

2
openly after performance
appraisal.
To what extent | - - 22 |21 26 | 248 |47 |448 |10 |95

employees have ways to
3 |appeal for appraisal
complaints.

The extent to which 14 (133 |48 |457 |19 |181 |19 |18.1 |5 4.8
performance appraisal is
conducted regularly.

On the other hand, the statement that appraisal is done as per the pre-established standards,
11(10.5%) rated very high, the majority of the respondents 49(46.7%) rated high, while
19(18.1%) medium, 20(19%) and 6(5.7%) are rated low and very low respectively. This

elaborates that performance appraisal is conducted based on the pre-established standards.
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The above table reports results on feedback on good or poor progress is forwarded openly after
performance appraisal, 19(18.1%) high, 30(28.6%) medium, the majority 48(45.7%) of
employees rated low and 8(7.6%) very low. As a matter of fact, one of the objectives of
performance appraisal is to check the employee’s progress. This provides employers with an
opportunity to assess their employees’ contributions to the organization and is essential to
developing a powerful work team. On the other hand, it is an important tool to provide
supportive feedback where needed to improve performance deficiencies. Since performance
appraisal is both evaluative and communication tool, regular feedback on good or poor progress
needs to be forwarded after the appraisal. Based on this perspective, the data indicate that this

practice in KUC is carried out at a lower level.

Regarding ways to appeal for complaints, 10(9.5%) are rated very low, the majority 47(44.8%)
low, while 26(24.8%) medium and 22(21%) are rated high. This illuminates that there is no clear
way to complain about their performance appraisal results. On the open ended question, the
respondents suggested that there should be follow ups and corrective measures to be taken by the
supervisory offices. The result reveals on the view of appraisal results not communicated
consistently to the academic staffs. Even if they are communicated and welcomingly accept the
result without compliant, most of them see the performance appraisal as something that has no

gffect on their career.

Most respondents 48(45.7%) rated high, 14(13.3%) rated very high that performance appraisal is
conducted regularly, while 19 (18.1%) medium, 19(18.1%) are low and 5 (4.8%) very low. This
shows that staff performance appraisal is conducted regularly. Similarly, on the interview
session, the interviewee responded that the University College appraises academic staffs at the
end of each semester.
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Table 5: Performance Appraisal Alignment with its Objectives

No.

Items

Very
High

High

Medium

Low

Very Low

F

%

F %

F %

%

F %

The extent to which
performance goals clearly
communicated to
employee by supervisor(s)
via job descriptions.

6

5.7

19 18.1

38 |36.2

30.5

10 |95

To what extent every
employee in KUC
understands how his/her
efforts  contribute  to
organizational mission
accomplishment.

11

10.5

38 |36.2

38 |36.2

18

17.1

The extent to which the
performance appraisal
identifies employee's
performance toward
organizational goal.

5.7

32

30.5

35 33.3

26

24.8

With regard to the issue that performance goals clearly communicated to employee by supervisor
via job description reveals that, 6(5.7%) responded rated very high, 19(18.1%) high, 38(36.2%)
medium, 32 (30.5%) low and others 10 (9.5%) rated very low. According to Armstrong (2009),
performance management is concerned with: aligning individual objectives to organizational
objectives and encouraging individuals to uphold corporate core values; enabling expectations to
be defined and agreed in terms of role responsibilities and accountabilities (expected to do),
skills (expected to have) and behaviors (expected to be); providing opportunities for individuals
to identify their own goals and develop their skills and competencies. Based on the respondent’s

opinion the researcher can infer that KUC did not clearly communicate performance goals to

employees.
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Table 5 question number 2 shows that every employee in KUC understands how his/her efforts
contribute to organizational mission accomplishment the respondent answered as the following,
11(10.5%) rated very high, 38 (36.2%) high, 38 (36.2%) medium and the rest 18(17.1%) rated
low. According to Armstrong (2009), performance management is a systematic process for
improving organizational performance by developing the performance of individuals and teams.
It is a means of getting better results by understanding and managing performance within an
agreed framework of planned goals, standards and competency requirements.

Regarding the extent to which performance appraisal identify employee’s performance toward
organizational goal. Out of the total respondents; 6 (5.7%) rated very high, 32(30.5%) high, 35
(33.3%) medium, 26(24.8%) low and the rest 6(5.7%) very low. On the data collected from the
interview, the interviewee replied that the performance appraisal system of the university college
has little contribution to the overall strategic objective. Moreover, he replied that the University

College so far does not have policy on individual’s performance appraisal system.

Proclamation No. 650/2009 on higher education, states that higher institution perform regular
annual self-evaluation, evaluation by students and academic staff on its academic and
research performance and make the results of the evaluations public to its community as

well as report to the Agency.

Table 6: Problems of Performance Appraisal System

. . . Very
Very High High Medium Low Low

F % |[F| % |[F| % |[F| % |F | %

No. ltems

To what extent appraisers | 11 105 |53 |505 |24 (229 |17 |16.2 |- |-
1 | lack training.

To what extent | 8 76 |45(429 |38 (36211105 |3 |29
performance appraisal is
2 | affected by rater's biases
toward ratees.

To what extent link |6 57 |49 467 |30 (286 |17 162 |3 |29
between some evaluation
criteria and employee job.

To what extent | 6 57 |14 133 3230532305 |21 |20
supervisors provide
4 | ongoing feedback on
employee’s performance.
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With regard to the issue that the appraiser’s lack training, majority of the respondents 53(50.5%)
rated high, 11(10.5%) very high, while 24(22.9%) medium and 17 (16.2%) rated low. As to
Chris Joseph (2014), an organization comes across various challenges of performance appraisal
in order to make the appraisal system effective and successful. He points out that lack of
competence is one of the major challenges. He also suggests that top management should choose
the raters carefully. They should have the required expertise and the knowledge to decide the
criteria accurately. Besides, they should have the experience and the necessary training to carry
out the appraisal process objectively. On this ground, appraisers in KUC seem to lack training to

a large extent.

Regarding on the item that says performance appraisal is affected by rater’s biases, 8(7.6%) rated
very high, the majority of the respondents 45(42.9%) rated high, 38 (36.2%) medium, 11(10.5%)

low and 3(2.9 %) are very low.

On the open ended question, the respondents suggested that performance appraisal does not work
in KUC because of the student weigh is very high whereas peer and supervisor evaluation points
very low. Besides most of the students are not capable of understanding the criteria, they are
biased as well as inefficient to evaluate. And instructors are performing to please somebody else

rather to fulfill their professional ethics.

According to Chris (2014), rater’s personal bias results in errors in rating and evaluation. He
states that many errors based on the personal bias like stereotyping, hallo effect (i.e. one trait
influencing the evaluator’s rating for all other traits), etc. Therefore, the rater should exercise
objectivity and fairness in evaluating and rating the performance of the employees. From this
point of view, performance evaluation in the education institution understudy seems to be

affected by rater’s bias from moderate to high level towards ratees.

Concerning the issue of whether there is a link between evaluation criteria and employee job. Out
of the total respondents; 6 (5.7%) rated very high, 49 (46.7%) high, 30 (28.6%) medium,
17(16.2%) low and the rest 3(2.9%) very low. Appraisal system will be successful only when the
items appraised address the requirements and essential functions on the job. The criteria used

should be specific and directly related to the job.

44



Jeffery (2006), states that to be fair and objective, performance appraisal must be based on the
employee’s job related behavior not on the employee personal traits or other factors not related
to the job. Accordingly, the appraisal criteria of this university college are linked to a higher

extent to employees’ job.

Table 6 as shown above stated supervisors provide ongoing feedback on employee’s
performance. Out of the total respondents; 6 (5.7%) rated very high, 14 (13.3%) high, 32(30.5%)
medium, 32(30.5%) low and the rest of respondents 21 (20%) rated very low. On the data
collected from the interview, the interviewee replied that some of the students are not capable of
understanding what the criteria is because of knowledge shortages about appraisal. Besides, he

replied no formal training occurred since now.

Finally, the interviewee suggested that KUC did not implemented a successful performance
appraisal system for all the reason he mentioned in the interview, the other thing he added is a
problem of not going according to how it should be done, like the department head guessing the
results before receiving the students compiled appraisal result from the assigned staff and also
the assigned staff amending the result.

As Delpo (2007), states that giving employee’s feedback both positive and negative as
circumstances warrant is another important feature of an effective performance evaluation
system. If you tell employees what you think of their performance only once a year, you have
wasted a lot of opportunities throughout the year to encourage good performance and to help

employees who are struggling get back on track.
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Table 7: Performance Appraisal Standards/Criteria

Very . . Very
No. Items High High Medium Low Low
F| % |F| % |F| % |[F| % | F| %
To what extent the performance criteria | 14 | 13.3 {32 30543 |41 |11 |105|5 |48
1 | are objective.
To what extent the criteria distinguish | 3 |29 |32(305|45|429 (22|21 |3 |29
2 | effective from ineffective performers.
To what extent criteria are customized |5 |48 |[22(21 (41|39 |27(257|10|95
3 based on the characteristics of
employee’s job.
To what extent the Criteria are (3 |29 [22]21 |32]305|38]36.2|10 |95
4 exhaustive to appraise employee
performance.
To what extent participation of |6 |57 |19]181 242294139 |15]|143
5 employees in the development of
performance appraisal criteria.

With regard to the question that performance criteria are objective. Out of the total respondents;
14(13.3%) rated very high, 32(30.5%) high, 43(41%) medium, 11(10.5%) low and the rest of
respondents 5(4.8%) rated very low. Concerning the issue of that the criteria distinguish effective

from ineffective performers. Out of 105 respondents; 3(2.9%) very high, 32(30.5%) high, most
of the respondents 45(42.9%) rated medium, 22(21%) low and the rest 3(2.9%) rated very low.

The other aspects of the questionnaire dealt with criteria are customized based on the

characteristics of employee’s job. Out of the total respondents; 5 (4.8%) rated very high, 22
(21%) high, 41 (39%) medium, 27 (25.7%) low and the rest 10 (9.5%) rated very low. Regarding
criteria are exhaustive to appraise employee performance 3(2.9%) rated very high, 22(21%) high,
32(30.5%) medium, 38(36.2%) low and the rest 10(9.5%) rated very low.
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Concerning the issue of employees’ had participation on the development of performance
measurement criteria, out the total respondents of 105; 6 (5.7%) rated very high, 19 (18.1%) high, 24
(22.9%) medium, 41(39%) low and the rest 15(14.3%) rated very low. As Jordan (1992), stated that
greater employee’s participation generates an atmosphere of cooperation and support, which
facilitates the development of a coaching or counseling relationship, thereby reducing appraisal
related tension and rater-rate conflict. Participation gives an opportunity to the employees to raise
their voice into the appraisal process. Performance standards, criteria for evaluation and the

evaluation form itself all can be developed with the help of employees.

Majority of respondents’ reply from the open ended question the level of participation of employees
in the development of performance criteria was not as greater as it had to be. It seemed to be rather
contrary to the fact above cited scholarly remark. So, we can infer that KUC employees did not have

that much reasonable participation when performance measurement criteria developed.

Table 8: Participation in Appraising Employee’s Performance

Very
Low
F | % | F| % | F| % | F| % | F | %

No. Items Very High High Medium Low

To what extent immediate | 14 13.3 143 |41 30 (28614 | 133 |4 3.8
supervisor are responsible
to performance appraisal.

To what extent peers | 19 181 |45 429 |24 | 22911 | 105 |6 5.7
performance appraisal
2 | techniques are practical in
KUC.

To what extent individual | 11 105 |49 |46.7 |30 | 286 |15 | 143 |- -
employee assesses their
3 | own performance
appraisal.

To what extent upward | 29 276 |45 | 429 |19 | 181 |8 76 |4 3.8
performance appraisal
techniques are practical in
KUC. (students evaluates
their instructors)
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Item 1 and 2 of Table 8 as shown above immediate supervisor is responsible to performance
appraisal. Out of the total 105 respondents; 14 (13.3%) rated very high, 43(41%) high, 30(28.6%)
medium. In contrast, 14(13.3%) low and the rest respondent 4(3.8%) rated very low and
performance appraisal among peers is common in KUC. Accordingly, 19 (18.1%) rated very high,
45(42.9%) high, 24(22.9%) medium, 11(10.5%) low and the rest respondent 6(5.7%) rated very
low respectively.

Item 3 and 4 of Table 8 as shown above individual employee assesses their own performance
appraisal. Out of the total respondents; 11 (10.5%) rated very high, 49(46.7%) high, 30(28.6%)
medium and the rest respondent 15(14.3%) rated low and upward performance appraisal
techniques are practical in KUC. Accordingly, 29 (27.6%) rated very high, 45(42.9%) high,
19(18.1%) medium, 8(7.6%) low and the rest respondent 4(3.8%) rated very low respectively.

Consequently, the respondent rated high for all the above items.

According to Armstrong (2006), the latest approach to performance evaluation is the use of 360
degree evaluations. It provides for performance feedback from the full circle of daily contacts
that an employee might have, ranging from mailroom personnel to customers to bosses to peers.
Performance data in 360-degree feedback process can be generated for individuals from the
person to whom they report, their direct reports, their peers (who could be team members and/or
colleagues in other parts of the organization) and their external and internal customers. Based on
the respondents KUC used immediate supervisor, peer, self and subordinate/student to conduct

performance appraisal as stated in the above literature.
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CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATIONS

This chapter presents the summary of the study, the conclusions drawn from the findings and

recommendations.
5.1.Summary

The purpose of this study was to assess the current practice and challenges of performance

appraisal in Kotebe University College. As a result, the following basic questions were raised:

1. Does Kotebe University College have policy on performance appraisal system?

2. What does the performance appraisal practices of Kotebe University College look like?

3. Is the performance appraisal system of the Kotebe University College meeting its
intended objectives?

4. What are the major challenges that affect the practices of performance appraisal at
Kotebe University College?

A descriptive survey method was employed for the study. Accordingly, stratified random
sampling technique was used to select sample respondents proportionately from each faculty of
the university college. To deal with the basic question, a total of 127 questionnaires were
distributed to the employee of KUC. Out of these 105 were appropriately filled in and returned to
the researcher. One academic staff affairs director was also interviewed. Finally, the data
gathered through questionnaire were analyzed using frequency, percentage and mean score using
SPSS version 20. The information gathered through open-ended questionnaire and interview was
qualitatively narrated accordingly. Depending on the results of the analysis, major findings of the
study were presented and recommendations were forwarded. The following were the major

findings.
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Characteristics of Respondents

Regarding respondents background information, Majority of respondents 83(79%) were male,
while 22(21%) were female. Majority of the respondents’ educational level was MA, which are
93(88.6%). With regard to their age, the majority of respondents were from 31-40 years, which
are 52(49.5%). With respect to service year in the KUC, majority of respondents had worked
from 6-10 years and 11-15 years, each represent 32(30.5%).

Purpose of Performance Appraisal

The main purpose of performance appraisal in KUC as perceived by respondents is to identify
the strength and weakness of employee rated ‘high’ and to promote two way of communication
was rated ‘medium’. Salary increment, training and promote personal growth in the career were

rated ‘low’.

Interview results showed that the appraisal was not strictly met its intended purposes as
mentioned in KUC strategic plan, which expresses that employees will be rewarded for
individual performance through job promotion, recognition letter/certificate, financial reward &
scholarship.

Performance Appraisal Process

Concerning performance appraisal process the following findings obtained; accordingly, as
revealed in the data, items mentioned in the process of performance appraisal i.e. performance is
evaluated as per pre-established standards, performance appraisal system is designed in the way
that it is possible to get practiced and appraisal is conducted regularly were all rated ‘high’ by the
respondents. On the other hand, supervisor keeps a file on employee’s activities throughout the
appraisal period, feedback on good or poor progress is forwarded openly after performance

appraisal and employees have ways to appeal for appraisal complaints were rated ‘low’.
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Performance Appraisal Alignment with its Objectives

The result on performance appraisal alignment with its objectives shows that, all items were
rated as ‘medium’. Interview results showed that PAS has little contribution to the overall
strategic objective; this indicates performance appraisal alignment with its objective was not

appreciated by the respondents.
Problems of Performance Appraisal System

The finding shows that appraisers lack training and appraisal affected by rater’s biases were rated
as ‘high’. On the other hand, supervisors provide ongoing feedback on employee’s performance
were rated as ‘low’. In general, all the above mentioned areas need improvement so as to have

enhanced performance appraisal practice.
Performance Appraisal Standards/Criteria

The result shows that on the questions raised on appraisal criteria are objective, to distinguish
effective from ineffective performers and criteria are customized based on the characteristics of
employee’s job were rated as ‘medium’. This indicates, almost all identified items to assess
performance appraisal standards/criteria are not satisfactory in the institution. On the other hand,
employees had participation on the development of performance measurement criteria were rated

as ‘low’.
Participation in Appraising Employee’s Performance

The result showed that all items were rated ‘high’, this implies that immediate supervisor, peer,
self and subordinate/students are used to conduct performance appraisal. It helps the university
college to get more valuable information about the performance of employees from different

sources.
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5.2.Conclusions

On basis of the major findings of the study, the following conclusions have been drawn:

Performance appraisal is a formal determination of individual’s job related actions. The purpose
of the evaluation should also be clearly communicated to employees. This can be achieved by
letting employees get involved in the entire evaluation process. On this ground, the study
concludes that the purpose of performance appraisal in KUC was not clearly communicated. The

appraisal is conducted merely to identify employees’ weaknesses and strengths.

Employees’ performance is not evaluated for nothing. It has a predefined objective to be attained
and also has something to do with the development of the organization and employees. An
effective performance appraisal system is one that meets the objectives for which it is intended.
In this regard, the study concludes that the KUC’s performance appraisal system had not
thoroughly met its intended objectives but, to a moderate extent.

The practice of performance appraisal in Kotebe University College was affected by a number of
challenges. The study concludes that the major challenges that affected the practice of appraisal
were inadequacy of knowledge and skills on the side of appraisers, absence of employee’s
participation in the development of performance criteria and standards as well as absence of
clearly established ways of presenting compliant on performance appraisal results and lack of
complaints handling mechanisms. In addition, poor documentation of employees’ appraisal

results throughout the appraisal period was among the major challenges.

Moreover, the study concludes that in spite of the presence of performance appraisal practice,
Kotebe University College had no performance appraisal policy by which the appraisal process

is governed and to be strictly followed an individual’s appraisal.

Generally, for all the reason obtained in the findings KUC did not implemented a successful
performance appraisal system and not strictly met its intended purposes as mentioned in the

University college strategic plan.
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5.3.Recommendations

Based on the findings of the research, the following recommendations are forwarded to improve

the practice of performance appraisal in Kotebe University College.

» The study revealed that the performance appraisal practice was limited to communicate
the purpose of performance appraisal to employees. Therefore, appraisers and the
concerned top level supervisors in KUC have to exert efforts to communicate the purpose

of performance appraisal and to raise employees’ awareness on appraisal related issues.

» The study revealed that performance appraisal system had not thoroughly met its
intended objectives. Therefore, KUC need to set the objectives of performance appraisal
in such a way that it could be attainable by employees. Besides, the entire appraisal

process should gear toward achieving these objectives.

» The study founds out the major challenges that affected the practice of performance
appraisal were inadequacy of knowledge and skills on the side of appraisers, absence of
employee’s participation in the development of performance criteria and standards as
well as absence of clearly established ways of presenting compliant on performance
appraisal results. In addition, poor documentation of employees’ appraisal results
throughout the appraisal period was among the major challenges. Therefore, KUC need
carefully select appraisers and need to have adequate level of knowledge and skill. They
should also get capacity building trainings on continual basis. The institution should
make the development of evaluation criteria participatory and it needs to design
appropriate grievance mechanism for employees’ complaints. Besides, effective record
keeping and documentation system of employees’ appraisal results need to be

established.

» Since performance appraisal is an ongoing process, its implementation needs to be
consistent and uniformly applicable on every individual employee. Therefore, KUC has
to formulate its own performance appraisal policy which is strictly to be followed and
similarly applied on each employee’s appraisal as mentioned in the proclamation No.
650/2009.
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APPENDIX |

ADDIS ABABA UNIVERSITY
COLLEGE OF EDUCATION AND BEHAVIORAL STUDIES
DEPARTMENT OF EDUCATIONAL PLANNING AND MANAGEMENT
HUMAN RESOURCE & ORGANIZATIONAL DEVELOPMENT

Dear Respondents,

This questionnaire is prepared to employees of the Kotebe University College. The purpose of
this questionnaire is to collect data on the topic, Employees Performance Appraisal in Kotebe
University College: Analysis of Practices and Challenges as partial fulfillment to the completion
of degree of masters of art in Human Resource Management and Organizational Development in

Education.

In this regard | kindly request your time to provide me with reliable information so that the

findings of this study would meet the intended outcome.

The researcher would like to thank you for taking your invaluable time in order to fill this

questionnaire. Your response will be kept confidential.

Guidelines
v No need to write your name

v’ Please put a ¥ mark to reflect your opinion.

Jedida Muhibu
Student
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Part I. Background Information

1. Gender:

Male [ ] Female [ |

2. Age:
Below 20 [ | 2130 [ | 3140 | 4150 [ |
51-60 [ ]  >60 [ |

3. Educational Level:

Diploma [ ] BA. [ ] Post-Graduate [ 1 pHD []

Others

4. In which faculty/work unit are you currently working

5. Total years of Service at KUC:  1-5 [ | 6-10 [ ] 11-15[ ]
16-20 I:I > 20 I:I

Part I1. Questions on Performance Appraisal

This part is divided in to six sections based on the performance appraisal purpose, process,
objective, criteria, participation and problems. Please indicate the column which nearly reflects
your opinion by using the following five-point Likert scale. Very High(5), High (4), Medium (3),
Low (2) and Very Low (1).
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Variable Description

Very
High

High

Medium

Low

Very
Low

A. Understanding the purpose of performance
appraisal in Kotebe University College (KUC)

To what extent the performance appraisal find
out the strength and weakness of the employee.

The extent of promoting a two way system of
communication between the supervisors and
the employees.

Based on the result to what extent performance
appraisal serves to determine appropriate
salary increment.

To what extent performance appraisal promote
personal growth and advancement in the career
of the employees.

To what extent performance appraisal serves to
determine employees' demotion and transfer.

To what extent performance appraisal serves to
determine employee's training needs.

B. Performance appraisal process

To what extent performance appraisal
procedures in KUC uniformly apply to all
employees.

To what extent performance appraisal system
in KUC is designed in the way that it is
possible to get practiced.

To what extent supervisor keeps a file on
employee's activities throughout the appraisal
period.

10

The extent to which performance is evaluated
as per established standards.

11

The extent to which feedback on good or poor
progress is forwarded openly after performance
appraisal.

12

To what extent employees have ways to appeal
for appraisal complaints.

13

The extent to which performance appraisal is
conducted regularly.
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C. Performance appraisal system aligns with its
objectives.

14

The extent to which performance goals clearly
communicated to employee by supervisor(s)
via job descriptions.

15

To what extent Every employee in KUC
understands how his/her efforts contribute to
organizational mission accomplishment.

16

The extent to which the performance appraisal
identify employee’s performance toward
organizational goal.

D. Problems of Performance Appraisal System

17 | To what extent appraisers lack training.

To what extent the performance appraisal is
18 | affected by rater's biases toward ratees.

To what extent link between some evaluation
19 | criteria and employee job.

To what extent supervisors provide ongoing
20 | feedback on employee’s performance.

E. Standards/ Criteria of performance appraisal

21 | The performance criteria are objective.
The criteria distinguish effective from
22 | ineffective performers.
Criteria are customized based on the
23 | characteristics of employee’s job.
The criteria are exhaustive to appraise
24 | employee performance.
Participation of employees in the development
25 | of performance appraisal criteria.
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F. Participation in appraising employees
performance

To what extent immediate supervisor are
26 | responsible to performance appraisal.

To what extent peers performance appraisal
27 techniques are practical in KUC.

To what extent individual employee assesses their
28 | own performance appraisal.

To what extent upward performance appraisal
technique is practical in KUC. (students evaluates
29 | their instructors)

Part I11.

Do you have any suggestions or comments to improve the practice of performance appraisal at
KUC?
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APPENDIX 11

ADDIS ABABA UNIVERSITY
COLLEGE OF EDUCATION AND BEHAVIORAL STUDIES
DEPARTMENT OF EDUCATIONAL PLANNING AND MANAGEMENT
HUMAN RESOURCE & ORGANIZATIONAL DEVELOPMENT

Dear Respondent,

This interview is prepared to employee of the Kotebe University College. The purpose of this
interview is to collect data on the topic, Employees Performance Appraisal in Kotebe University
College: Practices and Challenges as partial fulfillment to the completion of degree of masters of

art in Human Resource Management and Organizational Development in Education.

In this regard | kindly request your time to provide me with reliable information so that the

findings of this study would meet the intended outcome.

The researcher would like to thank you for taking your invaluable time. Your response will be

kept confidential.

Jedida Muhibu
Student
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INTERVIEW GUIDE

How do you see the performance appraisal of the KUC in respect of its contributions to

the achievement of organizational mission and goals?

. To what extent is performance appraisal system of the KUC meeting its intended

purposes?

How often KUC conduct performance appraisal within a year?
Does KUC have policy on performance appraisal system?
How do you see the capability of existing raters?

Have there been any attempts to develop rating skills of appraisers through formal

training programs?

. Could it be possible to say that KUC has successfully implemented performance

appraisal system?

Do you have any other comments or suggestions regarding performance appraisal system
at KUC?

65



APPENDIX 111

b0 RLACAL DAE Paod°vi-7 av19°171.9 o

NTPUCT NFRA UAS Po9.9°A (30%)
119° 29,/ Pao9° v/t N9°
e 19°UCT N
?+9°VC T Hovy v b havt
AN(.°
1. 0P 7878.2a019°1°0. 217N NT78E ATNN/AN,
2. 79°177@. L2180 N@.
2.1 AT HIC Po.LC7 NS
2.2 P4oAG HIE T A0MT AS @o.mt “7a0P7
2.3 PGTS 9°CI°C A?1L:L P93 TLATT
2.4 0h916PFS AT WEETIC £A VT
2.5 AFI°UCT AFA9° PY Addaoe 24 av PGS ool HIA 29AC 7T
2.6 Nhdao LT PIPFACD/PLOLLALDT HPCEET T
2.7. 0724 O%TE PNLE O%TS PPMC A% “9a0CTE
2.8. N1VNLAN ATADN=T avO+&F
2.9. nmPAL QYL
2.10 AWACTF 1807

N2IHGS LY 19°1/19°T

3. ha0ha/Ti@. Pav19°197,8 1T AP P26 MALLWHTNT C/7¢ hd4909° hM9° HP-FE Thh (MI° heHE

NETC +aoTHE htParmd-d-0Th?87 NaoalN hAgodit havAnT

4. PtPaom@. Pao19°199.2 1PN PAe- MALLAWTF AN oo HINH/ENF LK 114 Po98aoAnt@/ FHhPh @89°

ACTIME NAP W «hLooANT@I°/ 319 (71N OC PoLbooma-T X" AR ANN/h00,::

0M9° | 0P | oohhdA% | het% | NN9° | agoodh
X ] Pau19°191.¢ aohi.CH oS | 15 s :;-‘a)-?’/;h
oo
2.1 ATMNAHIC $7LERCTD HTET 1 2 3 4 5 X
1 | A9LLOHI° LT @ A9° F0H9°L@. DCOT PoMNEoLe  dU-& 1 2 3 4 5 X
[T “1ECLN PHIBN FHIBAT::
2 | hCoy  0tovf@. W oo0lT oo (lovi 1 2 3 4 5 X
FMGPLAT/LMGP PA
3 | aeAH  agan? ooar Nlevh AYINEOIC Dé- 1 2 3 4 5 X
TmPTINT/SmPTIA
4 | A%LLOTI LD/ F 0TI, TICVCT PO19The S (Ot 1 2 3 4 5 X
Moo NAD0N TPI°AL FOANT/LOAN
5 | +tovdAdl hCOT? hoLlam ov9°vé7 IC +PSEP/F S 1 2 3 4 5 X
G0 F0HIL-ATF/ LTI LA
2.2 P4tS HI%EF AOAT A5 o.Mt “0P
6 | PLA4G TLEPT HALE PIPHG EN'LhTT (subjective and 1 2 3 4 5 X
objective) Q-+ oo FHIBAT/LHIEA
7 | eLame LASPTF WO CLTFoM0TD. PPOEET AS 1 2 3 4 5 X
P haoNATTO. AT 2C e-HI1SHN Y.
8 | N&-G  ANOT @PF HNOT RTTC T9LLT avF /), 1 2 3 4 5 X
9 | N&AS  HIEF 01T OETA 097247 017924 1 2 3 4 5 X
NaoANANAN hd  QALLOTIC  ANC/ANSG  LOE-A
00T
10 | Nhen eoLOMm-7 4G NP8t/ n¢- 1 2 3 4 5 X
T1a0INT/ 21007\
2.3 TGS I°CI°C A°1LL7D PoLIR TLAT
11 | Noo-P@/P TGS I°CI°C LLCIN FLCINT: 1 2 3 4 5
12 | nHALR 9°0-¢7 OFTT PTGTS 9°CI°C O.mAT aome9® 1 2 3 4 5
LA aviFY /A

66




13

2.4 912G ANT WETRTIC £A 1T

14

WPl P HTICET OC AANLAL PP DTRTRT
NEmC  F1EPESNANT  Fo1EPT AL 8BS S
TCNE hooemC 19 SHID.::

15

AT26PTG AMNT PhAS. 2TUNLNN AOAT Té AChS
ao Py aoFA/h,

16

NATA N°7.47 ANANLT AL TAT4AT/ LAT4AT

17

Pholb /24 FPNANT/LPNAN

18

029°1°7  e+TH 1. AGNEEOPTT  FPNANT/LPNAN
Aao-+C9° BTG

2.5 AFVCT WEAT° U1 Abgoo- /24 oo PGS oo
HMA 29007+

19

NTFUCT A90 Pov®IC TINHTIC 2677 PTLEATNANTT
VAN [FPCANT/LPCANT HATEI° FLCINT/LLCINT

20

NGt a%h FICT AhakE Pore bl vAAN
Fav1BATF/Pavimdh i FTATEI FLCINT/LLCING

2.6 Ngov LT PP FAPD/PULLOPD-T TECES I

21

e oa® e997%  Phdoo PNLPT ATRIN LT
hLCl1 aeMC(OINC MEHH TS7HC oih)

22

N90-H2942  NANG-FS AS  NEnch GG eoLTi 17
TNEAT BTN LT T avFhahA

2.7 76 0T POC (TS PPMC A% 2ThNCE

23

PONAN Nt AnNC/e  SIENTIEAT 0NPT9e
LAT4N TAT4AT

24

Ntdao. P20 0GF NNED/P AHOTFCE  PaoTit AL
AN@+/ AN T :

2.8. P97UNLAN AN TN

25

hi% N0 &N@. N .39 Vol Aavd.09°
PI° AP @/PULLAP M. AT

26

nooNGm. Poo?IC TNHTIC ¢ 08 1P
0 it L0 o R AT T o AT ¥ Y U T W) ST o4 n WA 5 A ) A A A Ty
A18.LM UL DFT Qoo FF i)+

27

AIANLAL TR & ao-@-5g» AND- U0
ao-LPNINTNT I 0L AT/ 00 A

2.9. AmPAL MVS?

28

PANDA oo T @L9° PANT AL O0FF 1
hLLATI /W BLAT"

29

LAOIATIUAN 7005 O-HIN@ aoln AL
EPCAN 3 PCANT

2.10. AT 18T

30

anTHes amsgd, 0e-2T Ahak ALO/P Ooof+F Qé AL
LOAT4ATAT4AT*

31

eHOAM@- /e LN e NFama/t PR 12N
N°LLNI®- U210 wCH/ 3 Agoendnl BTN TTENTT

32

Ptkan7 INLTS CTIPVCT aovilfPT  Aidao- - NF
LOAN I DANT

33

he- W&.27q OALLOE/TE OC TONE/C :HnONE/C
FLIN46 TOEAT/ROGA

hAg MULLhH@/h@. 79°177 ool “IMPAL ooham, N3~

17N 1 2 3 4

1N U

mdaa &9°C
A% 1PN = mPAN LI°C/IP9° 197 aonL.CAE N =

67



b0 RLACAL hAEPo0I°YLT 0192178 +6
0oL PF eoLqeA (50%)

74008

1. AL 181577 oo™ 1T T2 PEe AN/,

20900F U~ Poo19°19.8 1TN A Pavd V147
2.1. ACINHOIC PI°FLC10.71/00LLLCIDT HIET
2.2. 044G N8 AONT AS o.Mt “1a0P

2.3 oL PFS AATF weARTFIC £ T7HrE 0TIHS P FanAE ovll Aoohm:  I°ng.::

3. NINOTFU-T Par19°190L 1T AlS PandCuEH/¢T Phé- hEA09° DNAYC HPFE Ahh NMI° he s NRTC
+aoTHE htPorm@ @OT h38F Naoh hao /T
4. CULhEA-TT NPLOLE av-d/2/ N0/,
4.1. +19° 2.0+ PaedVC/ T Og°
4.2. ooV /4 POHTULTF @ LOHOILm. TIPVCT (PCH) N9°S  +TC
4.3. ¢+9@./P8.T Craoyt
4.4. PO hool 994 0/l [ 1] v
4.5. ¢19°VCT Hav'y/9%.9° avy b hoo /LG
+7
9° g° | h@avAn
o 21 ATITIC PULLRCIAT HAE B0 i | oo | naere | rarn | e
g +5 | hh g g e
1 AT LTI LT @A F0H9°L@.  hCOT  PoI0H994°  bU-a [T 1 2 3 4 5 X
TPELLNANLAL  OUESTF  (handouts)  NOTHOET  ATO1LPT
TAMAT/SAMNA
2 ATLLENFHILD/AT FOTI LD, AAL TGS AFALH NEHIEF AL COlT 1 2 3 4 5 X
ao Py
3 AZLENTI° LI 0TI, . AdP T AS NPT hAd/hdT 1 2 3 4 5 X
4 nCH? NhanfO@. IH aoOlt av-p- Nao-p- ST PAT/EMS P PN 1 2 3 4 5 X
5 ?4AeR ao(Ch L VAL o) AILANLALY: Naom9° 1 2 3 4 5 X
0TI L-AT/ITI° 6
6 AEALH ALAAT ao-h lao-h- AZINHTIC O TmPTINT/LMmPoIA 1 2 3 4 5 X
7 P-haneN@.? neALH, 0%t anne/c TIEAT/IE N 1 2 3 4 5 X
COPTPIIRMILTII° WP T/ NP LTLE FAM.PAT/LAM.PA
8 NN+o94e &3 Naomebd®  FIPUCET  NPAAS VN kL 1 2 3 4 5 X
£PCAN/FPCANT
9 nadP9® NAL AQhY ASALHT A2Thhh TiT FLCINT/PLCIAN 1 2 3 4 5 X
10 | 0. T1NEE avdve Tt NaoAP Tt AFT1EPTF FAD.PAT/LOAD.PA 1 2 3 4 5 X
11 | A9LLeNTI°Lm/AI° IO FI°Lm.  TI°VCT  $999T0ée (9T NavaogAl 1 2 3 4 5 X
A0 TP9° AL FOANT/EDAA
12 | ao?IC  9I0HICT  Ohovat FOISPT 0L ARG ST 1 2 3 4 5 X
FRCINT/LLIN
13 | naTA @-OT PP T T b0/ tbd  F0HGTIGAT/ 1 2 3 |4 5
LG8
14 | F9evk7 1994 ADC AT PO 24 hS AT AdT4 1 2 3 4 5
POMNET1LL HEDLTT Navmeb9® +21LPT PO T 24 AFA O.0T
LT 10 AT8.LLCT LavFFN/FavFFAT INLavAD/ vt £9T
TAMAT/LAMA
15 | AT9PUCHE mPol, PP ooAaoEPL T WG ICHG LT 1 2 3 4 5 X

(ANL oD PP FTTCENFTT PooR UG T 19°171P2F TOMAT/LOMA
AC?l hCT° @Mk 7S INLaoANNOPETANAT/SAMA

| & [22. €4S HIEF hAOT A oMt “1M0P |

68




16

eSS TELPT AP P9°HS -EnwhT7 (subjective and
objective) Q- aoiir FHI8AT/PHIBAN

17

PULAM LG PT WFCUTOMNTTUD. TP066ET WS
P hoNNF@. AT OC CHISHN- ST,

18

PLAG TLLDTT MO T@. T9°VCT IC AHI° 8/ L
LONN/FONAT PI°HS N TG POT@.7
aANPL/ANP &7 AD.PN/FAD.PAT

19

ATLATNF®: LASPT ATLmPAN TLEPT TLHTE Oy
a7 PO TOAMAT/LOAMA::

20

N°LAm F°HS LT C-tooMmy L LOANA [HOAMAT

21

Phg g2 I°HG Ph29T0G PoIMPAe 4G o.mTT N,
FALAT/LOLM::

22

P4-HS TELT  ARTAP H&T NoothtA “INTI hdAA
@LhNL (P 1ooA N710PaoT (HESFT AL PAIANS
T0F AISLLCN 7147 LLCAN/ F+CANT

2.3. 916 PTFIC PA 1T

23

U290 1914 LAARTE A0 F0-FST8AT/LOFGDEA

24

CHIUPTT  AllFT PG AAT THOTE LT
A1%00T  AG hHFA Aco@ Tt LPLE 1./

25

WPl 23 FTIEPT IC hANLAL PP TFTT
NeeMC OTTEPENANT H16PT AL MG hG
TCNe horemC 19 SH10.::

26

007 NCYT ANt N7LLA°m Pk VS 1E P1o14m<7
ARNCTS 9%t ACITTH Pet LLCIA AHO1LPTI°
A7 PNC TAMAT/LAMA::

hAg

ML Am/h@. 79°197 ool TImPAL aohem, (13-

17

1T T

MPAA £9°C

A%hg 1PN = mPAa LIPC/P9° 197 ao0d.CAHE M =

69




neA U-AT

ao)\en),
WY PTA CPLNFT TLELPT NTIS N°70N aoAT/N

1.0amPAL MPCH AT H6L Mm7é-S Lol 19T 7 HCHCHS/C

U. m7%é 1T

A. £ IS

2. MhCh AOMT Hé AAAA P20 1CT 9°7 9°7 STm.?

3. Paoaov<./ey AmPAL ao-PP (1S £219°00C w781 110079, PAT/1?

4. avavy4. /&t AmPAL PhCh AOMT Oool? /| h75%7 A/

U. AZ7 NM° Pe. A NN Pe. . T4 oo, 9] w, (M9° LhoY]

70



b0 RLACAL hAE Pood°Vi-? av19°190.8 o
NHUCT DEA ANAT (W@ 70A) PoLI°A (15%)
e-4+19° 2./ Pao9°VC/ T O9°
PHIVCT NEA

?19°vCT Hovy ool haoit
MANE°

1. AP 7878 Cav19°190.¢ 1PN T 7PE AN/ AP0,

2. 79°19m. P50,

2.1 ATIFIC 091,247 HIET

2.2 044G HIEF AT AS om T “1aoP

2.3 oL PFS AATF wetRTFIC 0 17T

2.4 ATIUCT AFNT° P Nbdove pré v $STS avBAN A 29100 F
2.5 drhdov TNLT PIPFAPD/CTLLEACDT A BCEL T

2.6. P2 09T POE 091G PPME (9T “Ta0C*

2.7. amPAL W67

N?IHG LY 19°4/19°F

3. ha'iNhe-/Ti@. Poo19°170.8 1T ahf €74 MALLATTT CA2¢- h4909° haM9° HP1EF Adh OMP° hGF

NETC +ov7HE hhdoom@ @-NT 7757 Nooal hoodnt/hao AT

4. PtPaommd. Pav19°190.8 1PN PA¢- AALLAH AN Fao W0 LR 114 Po912aoAnt@/ FHaPh @L9°
ACIME AP TG «aLaoAnt@.9°/ 319 (TLA OC PoLbaomm-7 X" IPART anN/ann.::

nmy* nmy* agao\n
.4 ¢ an19°19Y. ¢ ﬂnnd‘c,f’, NP5 NP5 aohhAG hehs hehs +@-9°/ 9
2.1 A%IVHoIC P90.8L.CT HIFA+F
1 AT L0 T A 0 T2l . hCOT  PoINT9148  OU-& 1 2 3 4 5 X
[EF77 “1ECLN PHIBN FHIBAT::
2 nCo7 N-+aoLN@. 1.0 ao(\ (At ao-f Nao-A- 1 2 3 4 5 X
FMGPLAT/CMGTT PN
3 neALH ALON7 ao-f- lao-A- A0 +oC Né- 1 2 3 4 5 X
FMPTINT/SMmPoIA
4 A7 LNTI°LM./AT° 30 HI° L. Al o AL L HY AN T2 1 2 3 4 5 X
NaoNLAN AT TPI°AL FDANT/LDAN
5 FavdA2 hCOTT h9LOm- ov9°ui-d IC TS ER/ES AS 1 2 3 4 5 X
+GN LTI LN IO FIC AT
2.2 P4S HIF+ AONMT A5 O.mT “MN0OP
6 4G TLEPT PHALE PIPHS -EBhLhT7 (subjective and 1 2 3 4 5 X
objective) Q- aoiir PHOEN/ FHOBAT
WAS  H?7F 04T 0BT 099247 019924 1 2 3 4 5 X
N NANAN ANC/ANEG LALN Tad-AT
7 PLAM  AASPT  A0FTULTOMNTTUD. PPOLET  AS 1 2 3 4 5 X
oo NATT@. AP 2C ¢H15HN 1.
8 A4S  AONT 0P+ AT RTTC 2947 aoFh/d), 1 2 3 4 5 X
9 MAsA C2LAM7 04 NPT [ANSA 0,24 1007707/ 1 2 3 4 5 X
21079\
10 NrALR 9°U-¢7 OFTT TGS 9°CI9°C o.mAT oaome9°s 1 2 3 4 5 X
TMLN aoFA [
2.3. 916276 AT WetRFIC £A 77T

71




11

vt P FTICPT OC AANLAL PP TTTIRT
NoemC 0162 ENANT  THT6PT AL BG AS
TCMNE horemC 19 G110,

12

AT2SPTG  AMNT  PhAS. 27UNLNN ANAT TS AChS
ao Py aoFA/h,

13

Nl DNLPTG OALLIVE/ T DIC
FONG/C HNONE/C: HLIN4/6E TOEAT/LNEN::

14

NAsA N°7.47 ANANLT AL FAT4AT/ LAT4AT

15

Pholb 224 FPNANT/LPNAN

16

079°719%  e4+71TT T ANHEePTT T PNANT/LPNANT
AT+HCI° TTENTF) LTENG

2.4 NFPUCT WEAI® 1 AhRaos 2L oo PGS
oA HA, 2900 ¢

17

NTFUCT nEA Poo?IC 2INToIC 2677 PoLPANANT7
VAN [FPCANT/LPCAAT TATEI° FLCINT/LLCINT

18

NGt A%A TFICT Ahak PorgRd pad
Fa01BAT/Lavtm i TATEI FLCINT/ELCING

2.6 Nrgoo HLT PI°FACD/RTLENCDF HPCRETT

19

N.C ONT L9975 Ptdave FNEATT ATLAN Mt h&Ch
aEMC(OINC MLAH TLTHFC Ont)

20

NI0-H2948 MANG-FS 7S NSACH OTTC LT TNLAT
ATRAN TN TN aoThah

2.5 ¢ 0T PLE AFTS PPMC 0T 2TANGE

21

PONA AT LA/ FhNE-AT

22

Ntdooe 26 (9T MNE@/P AHOTC  PooTiT AL
AN/ ant:

23

are  wWdALTE htdooe @9 AA@-  VNLHAN go-PP
AN F0LAS AT/ 0L A

2.6. AMPAL NV

24

PANDA  oomT  @LI" PAANT AR 09T T
hLLATI/ W BLAI"::

25

LA®-T FT0AN N72A0G5 n-+1n.m- av g /i AL,
LPCAN/ 3 PCANT

hAg QL& ho/n@. 79°1°1 aohlt  TImPAL avhen, NJ-

17 1 2 3 4 5 X

11

mPAA £9°C

A%1ne 1PN = MmPAA £I°C/P9°17 ao0b.CHE AT =

72




Nh0 RLOCAT DAE Paod°vié-F av19°191.f Po
N74 29197 ¢91.9°A /Self Evaluation/ (5%)
?-119° 29,0~/ Pav9°vC/ T N9°

P1I°VCT NEA

9°vC T Hao’y av’ 34 hoot e
11K g
1. 29°17m. ?77.50O@.

2.1 AT HIC 9147 HIET

2.2 P4oHG HIET AOMT AS o.m it 27a0P

2.3 92T S AT wetETIC £A VT

2.4 AFIVCT AFNI° 1 Nhdao- 24 oo PGS avi HHA 710807

2.5 Nhkao- MLt PIPFAPD./LOLLACDT HBCES T

2.6. P76 0% PNLE A% TS PPC AT TINCE AT AMPAL VST

N°LHS Lt 19°1/19°F

3. ha'iNh@-/Ti@. Pao19°177.¢ 1PN WD e P74 héA09°V7%/07 haMg° He-+5 Adh 0M9° he+§
NETC oo FHE hbbaom@ O-NT 7757 Navaldl havdinl/ haoAnT

nmge NP5 | aohnAT ne g | nmye
Pao19°190. ¢ aodd.Col NP5 nerg

2.1 ACHoIC P00+ IR+ (tavhhrt

AZINFHI°L@ DCOT PUINTH2L Rdvd [T 1 2 3 4 5
Y1480 AHNDBAD-::

nCAHT  OhoofN@. LH ooOlt  aop  Nloo-p- 1 2 3 4 5
ams e LA@-::

nenN1th Agan7? oo oo AINTTIC  Oé- 1 2 3 4 5
aAMPTIAD-::

AZINFHI°L@ TIPVCT P9170éL (% NaoNgA 1 2 3 4 5
NAT0 TPI° AL h@-AAD-::

+avdd2, hCAOT7 h?LOMm: ao9°vié-7 IC +PSEE 1 2 3 4 5

NaoSNN ADHI°e-Am-::

2.2 244G HI%TF AAMT AF O.MT “1ADP

4G TLEPTT  OHALER  PI°HG -BRLhT7 1 2 3 4 5
(subjective and objective) ah-tt aohi-

alD8Am-::

N4AS HIET 00U A-ETA 197847 N7LA 1 2 3 4 5
N NANAN hAAT IC il AONG-AD-::

Co0m LAG LT a0+ICit I°04-62TS 1 2 3 4 5
N oo AT @ (\GFT 2C PT15H0 1.

M4AS  ANIT @P T+ HMN0.7 RTTC hLCIND- 1 2 3 4 5
NheA P7LAM-T7 PLAS NPT ALt 04 1 2 3 4 5

N0 Alae 1 h@-

2.3. W91 PTG M- T WeAtTTIC £A 17FIT

73



11

vt P FTICPT OC AANLAL PP TTTIRT
NeeremC 21462 T AL a5 A TCNé havemC
19 7y

12

A TSP TS AMAT PhAL. 2700400 ANAT TS
AChP aolP7 TPAM-::

13

e DALPTS OALLYVE OC HANES FhaNé
ANG-N@-:

14

NA%A 099,847 ONANLT AL Adt+4.AD-

SN

15

Cholt 24677 APDANN@-

I

16

079°177  ¢F7T+ 1. ANHLLPTT  Navd
Nao-1L79° A0-AD /AT LA

2.4 NFUCT WEATS 1 AtRoo 4 oGS
oA HA 2900 ¢

17

nN+9°vC-+ neN Cav(; NN +C Vadl
o7, eANANT7 UA aAPCOAD-* +AT69°
hLCIND-*

18

NF°VCTH aFA TI2CT OAhoE Paog Y pAN
a1 A@-F HATEIS ALCIAD-E

26 WNhgooe  HLT P9 FAP@/POLLAPO-T
+ECRS'

19

N70+o74¢ NANGF6 AS N60CHh  OWrEC
UL APARU° NE ONT PULTT Phdov-
TNLATT AThOhNAD-

2.5 P4 09T PNE 09TS PPaC OASYT

20

PONAN A% Abhé-A-

21

h&ao- 274 09T (NG AL aloTé  PooT
T AI°L hhTE

22

A7 ANdALYTE hbgoo- @ AA@- UANLTAN
av-PP WININT AL d A0

2.6. hmPAL NV

23

PAADA aoMT OLI° PANT AL 67T 1A
hABLAV-I°::

24

077 VAN N7AN0S O HIN@-a0 71 aofln AL
aPCIN@-¢

nAg MMLeNm/n@. 79197 av(lt “IMPAL aohsm, N3

T 1 2 3 4

10 NH--

MmPAA &9°C h/120/
a7 1T = MPAA £9°C \hé.A A24 =

74




nh-t0 RLACA L hAE
Poog°VeT CA2¢ hé989° 19°191 TImPAL Po

P19° 291,/ Paog°uC/ T DI

TI°UCT NRA/A,

29°19@- LN P HICVCT Hooy b hoo /0TI C

aP°V& /S LOFTUL/TO hCHOTF (I°G  &TC

v/ o1 PF ehLL 1917

29°190-7 £GP AT

ATIE 4PN 5 = eham mPAA £9°C) £99°197 ootk CRF A AT S 1T, TN h5X 0.5

19 LF7 19°197 At PGS PLO/T@ ao9°uC/T D9

4G +7

&/ Cam-70d 19°177

29°199@.7 £n'h8. av9°vi-r M

4PN 05= PAAM MPAA £9°C/R9°17) aopd CHE -mEATTNS 1T, 1T h5X 0.15

&/ PTI°VCT hFA UAL 19°17

YN 5= PFAM MPAN LIPC/PT9™190 aoN4.CAE M A1 11, 1N h5X 0.3

P UG NEA- UAS Q90

4C1 +7

ao/ Q0 7917
TN h5= PHOM MPAA LI°C/P9°19T aond.CHE AT L 1P, 1PN h5X 0.05

AMPAL A7ThE 1T

PaoP°VG/é Né- hd909° amPAL h%ThEL 1PN = U+A+ch+ao

2911 @7 LOLP - UAS N9°
&C71 +7

75




